

TRAVEL AWARD REQUEST for SLLC Faculty
Spring 2012 (covering mid-February  through mid-August 2011)

[bookmark: _GoBack]Deadline: February 29, 2012, 4:30pm
To: Pamala Deane (psdeane@umd.edu)

Name: (Last) 					 (First) 					
Email: 						 Office Phone: 				

Department: 											
Rank: 												

Conference (name, location and date)



Official Notification of acceptance received?
	Yes 		 Please attach copy of acceptance
	No 		 I will submit copy to Pamala Deane (1105JMZ) once it is received.

Required attachments:
1. Copy of official notification (copy of letter, email accepting proposal, invitation, relevant page of printed program)

2. Proposal in English – Please keep to the following format:
a. Name, location and date of conference
b. Title and brief abstract of presentation for listing on SLLC website
c. Statement (350 words) describing your project, its significance and how it fits within your research agenda. 
3. Short estimated budget (no allowances for meals):
		Transportation (air, bus, rail)	$		
		Conference Registration	$		
Lodging ($100 max per night)	$		
		Total				$		

Reimbursement 
Note: Only actual expenses with original receipts will be reimbursed even if estimated and approved expenses were higher.

Once the award has been made and notifications have been sent out, Nabeela Alam (nalam1@umd.edu), Program Management Specialist will set up a “trip record” for you to facilitate the reimbursement process. Nabeela will also email awardee a Travel Approval Request number. Upon completion of conference travel, awardees must submit a Travel Reimbursement Form (3rd Floor Administrative Offices) listing the assigned Travel Approval Request number within in 30 days of your return date. 

