Undergraduate Research Celebration Committee

April 2008

Guidelines Regarding Funds for Student Travel
For directions on preparing your proposal for a student grant, please read the Program Description and the Grant Submission and Criteria and Procedures (posted at: http://www.wabash.edu/ugresearch/grants).
Then, please submit your completed proposal, along with a supporting letter from a faculty or staff sponsor, to the Chair of the Undergraduate Research Celebration Committee.  At present the Committee Chair is Todd McDorman (mcdormat@wabash.edu).

Once your proposal is approved then you should proceed with the following:
1. Make an appointment to meet with Lissa Mason (masonl@wabash.edu) or Bill Doemel (doemelb@wabash.edu) at Trippett Hall.
2. In this meeting, working with Mrs. Mason/Professor Doemel you will address the following issues:
A. Identify activities can be paid for directly by the Center of Inquiry, ie. conference fees, travel. When feasible, Mason/Doemel will make all of the necessary arrangements ie. purchase tickets, registration fees, hotel expenses ....
B. Decide how to manage other expenses associated with your project.
1. If necessary, the Center of Inquiry will request a travel advance for you in the name of William Doemel.
2. Professor Doemel will endorse the check as pay to you and give you the check to cash at Chase Bank.
C. Explain your responsibilities to account for all of your out-of-pocket expenditures. You must retain all receipts including the receipt for the motel and the conference. The Center of Inquiry will provide you with a packet of information and envelopes in which to keep the information.
D. Establish a schedule. With Mrs. Mason/Professor Doemel, you will develop a schedule for all of the tasks that you need to complete.
3. Upon return, you return your expense report and your receipts including the receipt for the room and for the conference to Ms. Mason or Professor Doemel. If you received a travel advance, you return any remaining cash to Mason/Doemel as well.
4. You submit your report on your project along with any papers that came from your work to the Chair of the Committee.
5. You submit a proposal for either a poster or paper presentation at the following Celebration of Undergraduate Research in January.
