URGO
2018-19 Undergraduate Student Travel Funding 
Information and Application
APPLICATION PROCESS
The faculty/administrative mentor and student(s) should work together to develop the travel proposal. Applications are accepted on a rolling basis until all funds have been allocated; therefore, it is to a student’s advantage to apply early in the academic year.  The committee meets approximately every other Monday during the academic year, breaks excluded.  
Faculty sponsoring the travel request are required to submit the completed application as an e-mail attachment to urgo@augsburg.edu showing their approval of the travel and the application. 

Applications must be approved by the committee prior to travel in order to receive funding. Students are encouraged to seek undergraduate travel awards if provided by the conference or professional association to off-set or mitigate URGO funds.  
SELECTION CRITERIA
The URGO Advisory Committee, comprised of the URGO Director and the Research and Graduate Opportunities Specialist, and three volunteer faculty members make funding decisions by considering the following factors:  

· Student role and type of conference - Individual applicants should plan to present or perform at an academic discipline conference (because of demand, URGO is generally not able to fund students who are attending but not presenting/performing at a conference). 
· Completeness and overall professionalism of application

· Benefit to the student’s learning experience

· Reasonableness of requested travel budget

· Availability of funds balanced against number of requests 
· Full-time enrollment as an undergraduate student at time of application (conference travel cannot take place more than 1 term after the student graduates)

The committee may decide to approve with no revisions, approve with revisions, not approve, or reconsider with revisions.  Applicants will be notified of the committee’s decision via e-mail, typically within one week of the meeting. Travel must be completed by May 31, 2019.
BUDGET 
The maximum awarded per student is $850. Please do not inflate your request, as any savings will go towards travel experiences for other students.  The requested budget should be cost-conscious and be based on solid estimates.  

STUDENT MEETING WITH URGO PRIOR TO LEAVING
Students are required to meet with the URGO Research and Graduate Opportunities Specialist, Kirsten O’Brien, before making travel arrangements to discuss payment and expectations. You may set an appointment with her at obrienk@augsburg.edu.  
TRAVEL REIMBURSEMENTS

Upon return, students must submit itemized receipts with a Budget Expenditure Report within two weeks of completing travel.  There is a $30 limit on individual meals (including tax and tip), and a $60 limit per day on food charges. Alcohol charges will not be reimbursed- please keep any alcohol charges on a separate tab.  Additional guidelines for spending will be discussed when the student meets with URGO prior to travel. Unfortunately, we cannot reimburse for items with no accompanying receipt.  Students can expect reimbursement checks approximately two weeks after submitting all required documentation.  
EXPECTATIONS OF STUDENTS
Students must understand that they are representing Augsburg University and that the same standards of behavior as outlined in the student handbook apply while traveling.  The funded student is expected to take in the full range of conference activities on the days in attendance.  URGO does not support students making a presentation and then “skipping out” of the conference for a vacation.  If the student does not attend the conference, they will be expected to repay the cost of registration and any other costs already paid by URGO.  Those who receive travel funding are also expected to present their research at Zyzzogeton in April.
*Please let us know if you receive an award for your presentation!
EXPECTATIONS OF FACULTY SPONSORS
URGO believes conference attendance can be a powerful educational experience for students.  The richness of the learning experience, while ultimately the responsibility of the student, depends largely upon the level of faculty facilitation--from completing the travel request form, to arranging travel, to preparing the student for his/her presentation and conference attendance, to spending time with the student at the conference and debriefing conference sessions, to a final reflection on the experience and overseeing the student’s budget expenditure report upon return.  It is expected that the faculty sponsor will work closely with the student to make travel and hotel accommodations if they are not made through URGO.  Some students have little travel experience and can be anxious about the process.  A large majority of students have not attended a professional or discipline-specific conference and can be easily overwhelmed and thus don’t fully engage.  (Remember back to your first conference experience and you’ll know how to help your student.)  URGO recognizes and very much appreciates your work to ensure a positive and meaningful conference experience for the students.  
FACULTY TRAVEL AWARDS

Faculty travel awards are sought through the Center for Teaching and Learning. 

Questions?   Please contact:

URGO Research and Graduate Opportunities Specialist: Kirsten O’Brien, x1446 or obrienk@augsburg.edu   

URGO Director: Dixie Shafer, x1447 or shafer@augsburg.edu. 
Please delete the above instructions before submitting the application.


URGO

2018-19 Student Travel Funding Application
Please complete the following sections electronically.
Student(s) and faculty/administrative sponsor(s) should collaborate in applying for travel award.

	Student Name ________________________________________Date ____________________

E-mail ________________________________ Daytime or Cell Phone_____________________
Class Year _________  Major(s) ____________________Anticipated Grad Date ____________




Group applicants should copy and paste the above table and complete for each student who plans to attend.

Department you are representing ___________________________________________________
Conference Title ________________________________________________________________

Location __________________________     Conference Dates ___________________________

Faculty/Administrative Sponsor(s) Name ____________________E-mail___________________


Expand Response Space
1. Please describe your role at the conference.  Will you present a poster, give a talk, make a performance, serve as panelist, etc.?

Type your answers below each question….
2. If presenting, please give the title of the presentation.   

3. In a thoughtful paragraph, please describe how this conference will contribute to your academic or vocational development.
4. Will you receive travel support funds from other sources?  Yes____  No ____  
If yes, please detail sources and amounts.   

5. Anticipated Conference Costs 
Replace all number signs and estimate dollar amounts.  

	Airfare 
	$

	Taxi fare (public transportation should be used when available and when more cost effective)
	$

	Public Transportation
	$

	Car Rental (only if driving to the conference; URGO does not pay for rental cars at the conference site)

___#__ days x ___#___ cost per day

	$

	Car Travel (personal car, not rental)

__#__ miles x .50 per mile (Augsburg’s reimbursement rate)

	$

	Hotel __#__ nights x __#____ cost per night (URGO pays only for hotel costs related to conference stay; students staying additional nights for personal reasons must cover the costs.)


	$

	Registration (copy of registration fee must be turned in with other receipts for reimbursement after conference)

	$

	__#__ meals ($60 max per day)
	$

	Other (please specify)

	$

	TOTAL   
	$


I understand that I will not be reimbursed by URGO until all travel is completed and receipts and Budget Expenditure Report have been submitted unless special arrangements are made with the URGO Office.  I agree to submit receipts and Budget Expenditure Report within two weeks of my return.  I agree to adhere to the student conduct rules as outlined in the Augsburg student handbook.
	PLEASE SUBMIT TO urgo@augsburg.edu AS AN ATTACHMENT TO AN E-MAIL FROM THE SPONSORING PROFESSOR’S ACCOUNT DEMONSTRATING HIS OR HER APPROVAL.


For record-keeping purposes only: 


Did either parent/guardian graduate from a four-year college?  Yes ________ No_______ 





Do you have a Pell grant? Yes _________ No ________





What race(s) do you identify as? _________________________





Ethnicity: Hispanic (Latinx)___________    Not Hispanic (Latinx)_________________

















