Rules and Regulations for                       [image: http://www.marywood.edu/dotAsset/187930.jpg]
Graduate Student Council Conference Funding
In order to receive conference funding you MUST sign this sheet to acknowledge that you agree to and understand the following guidelines and stipulations for conference funding reimbursement:
1.) You must apply for funding 4 weeks prior to the conference. Funding will not be granted after the conference has been attended. Special circumstances will be considered if 4 weeks’ notice is not given, but not guaranteed. This decision will be made under the discretion of the Graduate Student Council Executive Board.
2.) Conference funding will only be awarded for conferences not training of any kind.
3.) Food and meal expenses of any kind will not be considered or awarded.
4.) This funding is meant to serve as a supplement towards conference expenses. This service does not guarantee payment of all expenses.
The next steps once you have submitted your request form will be the following:
	a.) Conference Funding Coordinator will collect all requests for the week. The 	Conference Funding Coordinator and the Treasurer or Graduate Student Council will 	collectively make a decision on the amount you will be reimbursed. Please allow 1 week 	for a decision.
	b.) You will be contacted by the Conference Funding Coordinator regarding the amount 	of money you will be awarded. When you attend the conference, please be sure to keep 	all receipts for the money you requested (travel, conference registration fee, hotel etc.).
c.) Once you have returned from your conference, please return your receipts to the GSC mailbox ASAP (Nazareth Student Center, RM 107). Your reimbursement process cannot begin until the receipts are given to the Funding Coordinator. REMEMBER: You can only be reimbursed for the amount that you provide receipts for!
	d.) When the Funding Coordinator has received your receipts, they will be added up and 	submitted to the Dean of Students.
	e.) Once your receipts and other paperwork have been turned in, paperwork will be 	transferred to Fiscal Affairs. This process could take 4-6 weeks. Please allow for this 	amount of time to pass before inquiring about funds.
6.) You can only be awarded a maximum of $500 per school year. Reimbursement standards are generally as follows: 100% registration fee, 50% travel (airfare, gas, rent a car, bus, taxi etc.), and 50% hotel. Presenters will be considered for 75% reimbursement with evidence of presentation material (PowerPoint slides, agenda etc.).
7.) Travel mileage will be based on the IRS standards of: $0.55 per mile.
[bookmark: _GoBack]8.) Funding request forms can be picked up in the Dean of Students office (Nazareth Student Center 107) or on the GSC website: http://www.marywood.edu/gsc/funding.html. Any and all questions can be directed to the GSC Funding Coordinator, Erica Echeverria, through the GSC email: gsc@m.marywood.edu  
Thank you for your cooperation. Have a wonderful conference experience!
Signature of student submitting request:
_________________________________________________________
Date: _____________
Signature of Funding Coordinator or Treasurer of GSC:
___________________________________________________________
Date: ______________
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