FUNDING REQUEST FOR 
GRADUATE STUDENT CONFERENCE TRAVEL

DEPARTMENT OF POLITICAL SCIENCE
YALE UNIVERSITY
PURPOSE:  PRESENTATION OF PAPER OR PARTICIPATION ON A ROUND TABLE AT A PROFESSIONAL MEETING.  
THIS FORM MUST BE EMAILED TO DGS.POLISCI@YALE.EDU & COLLEEN.AMARO@YALE.EDU, ALONG WITH A ONE PARAGRAPH STATEMENT OF YOUR REASON FOR ATTENDING THE CONFERENCE AND A SUPPORTING LETTER (EMAIL IS FINE) FROM YOUR ADVISOR EXPLAINING THAT YOU HAVE PREPARED WORK SUITABLE FOR PRESENTATION AT THE CONFERENCE, AT LEAST 60 DAYS IN ADVANCE OF THE CONFERENCE. 
STUDENT NAME:      




 YEAR OF STUDY: FORMDROPDOWN 

ADVISOR NAME:      
CONFERENCE NAME:      
CONFERENCE DATE(S):      
FIELD OF STUDY (CHECK ONE): 
AMERICAN/METHODS  FORMCHECKBOX 
  COMPARATIVE/IR/PE  FORMCHECKBOX 
   THEORY/OTHER  FORMCHECKBOX 

TOTAL ESTIMATED EXPENSE (NO MORE THAN $750)      
AFTER THE CONFERENCE, RECEIPTS MUST BE SUBMITTED WITHIN TEN BUSINESS DAYS OF RETURNING FROM THE TRIP. REIMBURSEMENT CAN NOT BE GIVEN FOR TRAVEL EXPENSES INCURRED MORE THAN 120 DAYS BEFORE THE DATE YOU SUBMIT RECEIPTS FOR REIMBURSEMENT.

EXPENSES COVERED:
· TRAVEL, AIR AND RAIL – BOOK THE LOWEST AVAILABLE ECONOMY CLASS 
· GROUND TRANSPORTATION – TOLLS, TAXI, PERSONAL, AND RENTAL VEHICLE. USE OF PERSONAL VEHICLE WILL BE REIMBURSED AT THE FEDERAL MILEAGE ALLOWANCE RATE PER MILE. IF RENTAL VEHICLE, THE UNIVERSITY HAS NEGOTIATED DISCOUNTS WITH PREFERRED RENTAL CAR AGENCIES, AND DISCOUNTS ARE AVAILABLE THROUGH WWW.ORBITZFORBUSINESS.COM. THE MOST ECONOMICAL VEHICLE SHOULD BE RENTED. ALL ADDITIONAL INSURANCE COVERAGE OFFERED BY THE CAR RENTAL AGENCY SHOULD BE DECLINED.
· MEALS – REIMBURSEMENT AT FEDERAL PER DIEM RATE

· CONFERENCE REGISTRATION FEES 
THE UNIVERSITY’S PREFERRED ONLINE BOOKING TOOL AND TRAVEL AGENCY IS: WWW.ORBITZFORBUSINNES.COM 
Revised 9/29/2011
