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Travel Guidelines Checklist
	Name:
	     


	Department:
	     


	Travel Period:
	     


Please select the appropriate line that applies to the travel being requested.

 FORMCHECKBOX 
 Faculty presenting a paper at an out-of-state national, international, or regional conference (Max. $700)

 FORMCHECKBOX 
 Faculty presenting a paper at an in-state national, international, or regional conference (Max. $500)

 FORMCHECKBOX 
 Faculty organizing a panel, hosting a session, etc. (Max. $300)
 FORMCHECKBOX 
 Miscellaneous requests to attend conferences, discipline meetings, etc. (Max $200)
This completed form should accompany the Travel Authorization.
Note: Faculty will receive a maximum of $700 per fiscal year in travel funding from the Dean’s Office.
***If you will be traveling internationally, please complete the Request for Foreign Travel form and submit to the President’s Office AT LEAST 45 DAYS IN ADVANCE.
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