
FACULTY TRAVEL REQUEST FORM
This form should be completed, and submitted via email to Patricia Moody, Director of Academic Finance, according to the following schedule:  For travel occurring from November through February, applications should be received no later than October 1.  For travel occurring from March through June, applications should be received no later than February 1.  For travel occurring from July through October, applications should be received no later than June 1.   In exceptional circumstances the Dean’s Office may approve requests which are made outside these rubrics.  
Feel free to include additional information, if necessary.  Once the form is received, the Dean will consider the request, and notify you promptly of the approximate reimbursement you can expect based on these estimates.  

NOTE:  If you are interested in speaking to alumni groups during your travels, please contact Michelle.Deluse@trincoll.edu  (Assistant Director of Alumni Relations), who will work with you to cover additional expenses and to promote your visit.

Name: _________________________      Department: _____________________

Attendance at:


Name of event: _______________________


Location _____________________________


Dates _____________________________


Number of previous meetings this academic year for which you 

have been granted support ____________________


Type of participation:



1.  Official representative of the College _____________________

2.  Formal presenter of prepared paper or recognized discussant, panelist, or convener for a formal session listed in the meeting program ____________________

3.  Attendee (i.e. non-contributor) ___________________________

4.  Recruiter (normally, at most two per department, per meeting)  ___________________________

Estimated expenses





Reimbursement




Transportation __________


Full

Partial 

None


Registration fee(s) __________


Full

Partial

None


Lodging _______________


Full

Partial

None



Miscellaneous (please explain below) _______






TOTAL ___________________
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