CGSA TRAVEL BUDGET 
APPLICATION GUIDELINES

SPRING 2006
The Communication Graduate Student Association (CGSA) offers reimbursements to assist graduate students of the University of Oklahoma in the Department of Communication. These reimbursements are designed to encourage graduate students to present competitive papers at professional and graduate conferences. This set of guidelines includes important information on the following topics:

I. Eligibility 

II. Instructions for Application

III. Instructions for Budget

IV. Submission
V. Final Steps
All application materials are available on the CGSA website at www.ou.edu/cgsa/. Accordance to these guidelines will better ensure eligibility for reimbursement. 

Applications will be accepted through 6:00pm on Wednesday, May 10, 2006. Submit all materials to the CGSA mailbox located in the Burton Hall copy room (Rm. 108).

These awards are not meant to stand alone; these funds are meant to supplement other resources. The awards are contingent on the amount of funding available and the number of qualified applicants. In the event an applicant’s requested amount is less than the awarded amount, the applicant will receive only the requested amount. Furthermore, each student is eligible to receive no more than what is awarded in combination with other external funding sources. 

Read all instructions carefully. Applications filled out incorrectly may take longer to process. All applications must be typed. In addition, all materials must be submitted in a sealed envelope. Envelopes can be obtained in the Burton Hall copy room (Rm. 108). Questions and concerns should be addressed to Toni Siriko at tsiriko@ou.edu. 
I. Eligibility
A. The applicant must be a CGSA dues-paying member for Fall 2005-Spring 2006. The due date for payment of membership dues was September 30, 2005.

B. Eligibility for reimbursement of travel expenses may be related only to conferences.

C. The applicant must be an author/co-author of a competitive paper that was accepted by the conference for presentation.

1. The applicant does not need to be the primary author of the accepted paper.

2. The applicant does not need to be the actual presenter of the accepted paper.

II. Instructions for Application (P. 1 of Application)
A. The application must be typed.

B. If attending more than one conference, use a separate application form for each event.

C. All fields must be completed on p.1 of the application.
D. To ensure proper notification of application status, please provide your primary e-mail address in the personal information section.
III. Instructions for Budget (P. 2 of Application)

A. All expenses must be itemized on the budget in order to be considered for reimbursement.

1. Registration

a. Applicant may list conference registration fee.
b. Applicant may not list membership registration (i.e., NCA membership dues).
2. Transportation

3. Ground Transportation (cabs, airport shuttle)
a. If sharing ground transportation with another attendee(s), only list your individual estimated expense.
4. Lodging

a. Length of stay should be included in the description.
b. If sharing a room with another attendee(s), only list your individual estimated expense.

5. Food
a. Food is calculated at a per diem rate provided by www.gsa.gov. 

b. Applicant is eligible for per diem rate.
1.) Visit www.gsa.gov and locate the per diem rate for the city(s) to which you traveled.
2.) Be sure to enter the correct full or partial rate for the correct city(s).
6. Other

a. Applicant must specify any additional expenses not already listed if s/he wishes to be reimbursed for such expenses.
b. Description of items listed under “Other” is required. 

B. It is the applicant’s responsibility to ensure that the estimated expenses are the most accurate.

C. Other awarded or pending sources of funding (GSS, conference grants, etc.) must be identified on the budget under “Other Funds”.
D. All personal contributions must be identified on the budget under “Personal Funds”.

E. The requested amount for each item may not exceed the estimated expense.

F. If the applicant is requesting reimbursement for travel expenses for more than one conference, s/he MUST include a separate budget for each conference with all expenses itemized as previously indicated in Part III of these guidelines.

SAMPLE ESTIMATED BUDGET

	ITEM
	DESCRIPTION
	ESTIMATED EXPENSE
	OTHER FUNDS
	PERSONAL FUNDS
	REQUESTED AMOUNT

	REGISTRATION
	CONFERENCE FEE
	$75.00
	0.00
	0.00
	$75.00

	TRANSPORTATION
	AIRFARE
	$336.00
	0.00
	$336.00
	0.00

	GROUND

TRANSPORTATION
	CABS,

AIRPORT SHUTTLE
	$100.00
	0.00
	$100.00
	0.00

	LODGING
	HOTEL (11/16/05-11/20/05)
	$814.20
	$250.00
	0.00
	$564.20

	FOOD
	3 @64.00

2 @ 48.00 
	$288.00
	0.00
	$113.00
	$175.00

	OTHER
	OKC

AIRPORT PARKING
	$25.00
	0.00
	$25.00
	0.00

	
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	
	$1638.20
	$250.00
	$574.00
	$814.20


OTHER FUNDS
Travel reimbursement with Graduate Student Senate for $250.00 is pending.

IV. Submission
A. Applications are due on Wednesday, May 10, 2006 by 6:00pm.
B. Applications must include the following:
1. Application Form including itemized budget
2. Proof of applicant’s acceptance of competitive paper by ONE of the following:
a. Photocopy of conference program with applicant’s name listed as an author/co-author
b. Internet printout of online conference program with applicant’s name listed as an author/co-author
c. Copy of letter to confirm acceptance of competitive paper with applicant’s name listed as an author/co-author

3. Copies of receipts for expenses requested on itemized budget
a. Registration

b. Transportation

1.) Airfare receipts must be accompanied by applicant’s itinerary

2.) Proof of payment (credit card receipt, internet printout) must have applicant’s name

c. Ground transportation

d. Lodging

1.) Applicant’s name must appear on itemized hotel receipt

2.) Hotel receipt must show proof of payment

e. Food receipts are not necessary for reimbursement
f. Other

4. One hard copy of the accepted conference paper. If applicant has submitted multiple papers and/or submitted to multiple conferences, in which s/he is seeking reimbursement, a hard copy of the accepted paper for each conference must be enclosed.

C. Applications must be enclosed in a large plain envelope, which can be found in the copy room (Burton, Rm. 108).
D. Do not write any personal information on the outside of the envelope.
E. Envelopes must be placed in the large CGSA mailbox (Burton, Rm. 108) by 6:00pm.
V. Final Steps
A. Five copies of all requested documents (with the exception of a single hard copy of the accepted conference paper) must be submitted to the committee.
B. Individual e-mails will be sent to each applicant to confirm completeness of application.
C. Applicant has until May 17, 2006 to submit any missing information requested by the committee.
D. No applications will be processed by the travel committee after May 17, 2006.
E. Applicant MUST present all original receipts for itemized expenses to Kristi Wright after travel has occurred and by July 14, 2006 in order to process reimbursement for the spring semester.
1. This will only take a few minutes.
2. You do not need to make an appointment with Kristi.
3. Presentation of receipts after July 14, 2006 cannot be guaranteed for processing.
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