Marine Science Graduate Student Association
Travel Award Application 

Student’s Name:         FORMTEXT 

     
  Date:    
Email:
     
Banner I.D.      
Advisor:  
Name of Conference:       
Location of Conference:      
Dates of Travel:       to       
Title/Authors of Presentation/Project: (attach a copy of abstract and acceptance, or copy of program)
     
Anticipated Budget – Itemize per diem, registration, transportation costs, etc.  If students are traveling together in car, please note the driver and passengers.  Please include all costs, even if these will be covered by department or other sources, but note that these costs are covered already.

	
	Per Day
	Total

	Transportation
	     
	     

	Lodging
	     
	     

	Meals
	     
	     

	Registration
	     
	     

	Others (Itemize)
	     
	     

	
	     
	     

	Total Expenses:
	     
	     


Briefly describe the relationship of the conference to the applicant’s academic/research program:

     
Signatures of Approval

   __________________________________________                     ______________________
    Graduate Advisor


                                    Date:


    __________________________________________

______________________
    MS-GSA President





Date:




    __________________________________________

______________________
    MS-GSA Treasurer





Date:





 

   Amount Approved:   $_________________________
Travel Authorization

The student is responsible for making all travel arrangements (lodging, air fare, etc), including completion of the travel authorization on UNCW’s E-travel system.   The Travel Assistant at CMS, Toniece Boynton, can assist with processing the E-Travel.   The travel authorization form must be completed prior to travel; routed, and approved by all departments providing funds, and Office of Sponsored Programs if applicable.

Once travel is complete, student must complete the travel reimbursement in E-travel.  The CMS Travel Assistant, Toniece Boynton, will submit the reimbursement form and all ORIGINAL receipts to the travel office for reimbursement.  
The following must be provided for documentation/backup of your travel:

· All original travel receipts; reimbursement cannot be given without a receipt

· Registration badge/receipt

· Copy of the air itinerary; and (if applicable), an explanation of any deviation of your travel itinerary

· Exchange rate receipts or the exchange rate used for foreign travel

· Copy of the complete program brochure 

· Copy of the page with the project title and name of presenter

· Submit to Toniece Boynton for Processing
Note that the university policy requires that all requests for reimbursement be submitted no later than ten days after travel is completed.  All reimbursements for travel must be submitted to CMS no later than June 15, of the fiscal year.

