Faculty Conference Travel Reimbursement Policy


Union has two types of funds to support faculty travel to conferences:  a “Presenters Travel Fund” and an “Educational Travel Fund.”  “Presenting” is interpreted fairly broadly and includes contributing a talk or poster, serving on a panel, or participating in a meeting(s) as an officer in the professional society hosting the conference.  The second fund is for faculty who wish to attend a conference but are not presenting. Since priority is given to supporting faculty who wish to present at a conference, the amount of funds available in the Presenters Travel Fund far exceeds the amount available in the Educational Travel Fund.  The following detailed procedures and rules apply:

1. Faculty members may apply for reimbursement up to $1,500 per year for expenses incurred as a result of attendance at professional meetings ($1,800 for international travel).  There is no limit on the number of meetings one may attend.  Available travel funds will be distributed on a first-come-first-served basis throughout the year.

2. Forms to request travel funds are available online at: http://www.union.edu/Academics/AcademicAffairs/PoliciesForms/index.php 
Requests must be submitted to the Dean of Academic Departments and Programs (S+E S100) at least two weeks before departure so that budgets can be evaluated and faculty notified in advance of the amount that is approved. Travel arrangements made before approval may not be honored.  Once approved you will be notified by the Dean’s office in writing.

3. Requests for travel funds that exceed $1,500/year normally will be considered only later in the fiscal year and then only if funds are still available.

4. The College will pay all reasonable expenses incurred for ground and/or air transportation.  It is expected that faculty will avail themselves of the most economical and reasonable method of transportation.

5. Faculty members are required to submit original receipts for reimbursement of expenses that exceed $10 per transaction.  A maximum of $125 in cash may be advanced, through the finance department, to pay for minor expenses related to travel.  Receipts are also required for these expenses if they exceed $10.

6. With receipts, the maximum allowance for meals is $60 per day of travel, including tax and gratuities; $225 per night of travel, including tax, for room rent; and $.505 per mile if driving one’s own car.  Additional room expenses such as movies, snacks, and drinks are not reimbursable from either faculty conference travel funds or accounts administered by academic departments or programs.

7. If it is not possible to obtain receipts for lodging and/or meals, the College’s per diem rate for living expenses is $90 per day (meals and hotel).  If a receipt for lodging only is submitted, then the per diem rate for meals is $45 per day maximum.  Per diem usage should be explained under “Other” on the expense report and any available receipts should be attached as verification for the trip.

8. Upon your return, reconcile your expenses through the Works program using your Research and Travel Account number.  Attach original receipts and submit to the Dean of Academic Departments & Programs (S+E S100).  Your paperwork will be forwarded to the Finance Department, after we have processed them. 

9. Expenses must be reconciled before the end of the fiscal year, June 30th and will not be honored after that.  
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