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MEREDITH COLLEGE

FACULTY TRAVEL GUIDELINES

Each academic department/school budget has funds for professional travel for faculty.  The department/school travel budget should provide approximately $400 - $450 per full-time faculty member each year for professional travel.  These funds should be used for faculty travel to conferences and workshops and other approved faculty development activities.   All faculty travel funds should be used for activities that are connected with a faculty member’s professional development plan and the use of such funds should be approved by the department head or dean prior to the travel.   It is important to encourage each faculty member to attend at least one state or regional professional meeting each year and to attend a national professional meeting at least once every 3 years.  Department Heads and Deans should manage the travel funds with these goals in mind.

The Dean of each School has additional funding for faculty professional travel.  The funds in the Deans’ Offices are meant to supplement the department/school funds and should be used primarily to provide full support for faculty to attend professional meetings where they are a presenter, panel member or actively involved in a meeting in another manner.

Process for obtaining funding for faculty professional travel.

The trip request for support process and the reimbursement process should be handled by each individual full-time faculty member as described below.

At the beginning of the academic year.

· Provide your department head and/or dean with a preliminary request of your funding needs related to professional travel.
Before each trip.

· If the estimated trip expenditures are no more than the departmental allotment, fill out a Faculty Travel Request For Support Form and turn it in to your department head/school dean.  This should be done at least 2 weeks prior to the planned trip.  In the description of your trip, be certain to indicate whether you are making a presentation or are involved in the program in another way.  Explain clearly on the form if you have received previous additional funding during the past year for professional travel.

· If the estimated trip expenditures exceeds the departmental allotment, fill out a Faculty Travel Request For Support Form, obtain the department head’s signature (if applicable), and turn it in to your Dean’s Office.  This should be done at least 2 weeks prior to the planned trip.  In the description of your trip, be certain to indicate whether you are making a presentation or are involved in the program in another way.  Explain clearly on the form how you are using departmental funds and if you have received previous additional funding during the past year for professional travel. 
· If you have turned in a Request For Support Form to your Department Head or Dean, you should receive a response back concerning the level of funding available within a few days.
After the trip.
· Fill out the Request For Travel Reimbursement Form.  Provide the information requested concerning itemization of expenses and attach all receipts.  Do not fill out the box marked for accounting.  Sign and date the reimbursement form, attach the approved Request For Support Travel Form, if applicable, and turn the information in to your department head or dean.

For Department Heads.

· Provide account information if some or all of the expenditures will be paid out of the departmental travel budget.  If not, leave the account information blank.  In either case, sign and date the form and turn it in with all supporting documentation to the Dean’s Office for your School.
· In July of each year, provide a report of all expenditures from the departmental budget concerning faculty professional travel and other faculty development activities to the Dean’s Office of your School.
For Deans.

· In July of each year, provide a report of all expenditures from the departmental budget and from the dean’s budget concerning faculty professional travel and other faculty development activities to the Office of the Vice President for Academic Affairs.
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