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[I- TIMELINE
Deadlines to submit trip proposal:

e November 15 for spring trips
e April 15 for summer and fall trips

Five-step Process:

1. Prepare your trip proposal.
Get approval from a faculty/staff advisor (if applicable)

a.

b.
C.

During this initial phase, !Yafiilwork with other student organizers and a faculty/staff advisor to
set goals, define the project and gather a list of participants.

Secure two faculty/staff advisors if the group traveling includes three or more students.

If attending an academic conference, please ensure you are accepted to participate before
submitting a proposal. Note that information about conferences is often posted one year in
advance.

2. Submit a project proposal.
Get approval from the Student Leadership Office

a.

b.

Submit trip proposal by the deadlines mentioned above. Ensure accompanying faculty/staff
advisor has reviewed the proposal before submitting.

Follow instructions of the Student Leadership Program Manager once the proposal is submitted
and reviewed; make any adjustments to the proposal as necessary.

3. Review itinerary & budget.
Get approval from the Cultural Programs Office (for club travel ONLY)

a.

b.

Once the Student Leadership Program Manager has approved the proposal, it will be forwarded to
the Cultural Programs Office.

Meet with the Cultural Programs Office to review and set a tentative budget; students are
required to book travel and accommaodations through the Cultural Program office.

4. Secure SGA funding.
Get approval from Student Senate or the Student Travel Projects Committee

a.

b.

For Independent Student Travel, the Independent Student Travel Projects Committee will review
the project proposal and award and announce awards within two weeks after meeting.
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a. Travel costs for the faculty advisor must be funded 100% by the SGA unless it is covered
by another source. Those costs therefore should be included in the budget request and
approved by the Senate.

5. Finalize travel and accommodation plans.
Get approval from the Student Leadership Program Manager and Associate Vice President of Student Life

a. Confirm itinerary and list of participants with The Student Leadership Program Manager.

b. The Cultural Programs Office will book flights and accommaodation (for club travel ONLY)

c. Afull detail packet will be required two weeks before the trip. The trip organizer must
coordinate with the Student Leadership Office and the Cultural Programs Office (for club
travel ONLY) to provide details, such as the phone numbers of each participant, in a timely
manner.

[11- ABOUT THE ACC AND THE INDEPENDENT STUDENT TRAVEL PROJECTS COMMITTEE
A) The Activities & Clubs Committee (ACC)

To obtain funding for club travel, a student-led AUP club active on AUP Engage may submit a
budget request through the club finance tool on AUP Engage. At least one of the trip organizers
must then meet with ACC, who will review the budget and help shape it until it is ready to be
presented for a vote at student senate. The ACC will check that the budget has been reviewed by
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on a first-come, first-served basis.

B) The Independent Student Travel Projects Committee

The committee includes members of the Student Government, Professors, and Student
Development Staff.

The mission of the committee is to distribute funds for independent student travel in a fair
manner, based on merit. If there is competition for these funds, the following factors will be
considered to differentiate among candidates:

The quality of the academic paper (if applicable) and/or reputation of the conference
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Cost of the trip per person, to allow as many students as possible to participate

For volunteer activities, undergraduate students will be given priority. Graduate students wishing to
apply for this type of funding are encouraged to apply to the Slosberg Travel Grant.
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V. ADDENDUM: MUN CONFERENCE TRAVEL PoLicy

MUN members must meet with their faculty advisor(s) during the semester before a conference to propose a
MUN Conference trip. For example, a proposal for a spring MUN Conference trip must be submitted by
November 15.

Additionally, MUN members must have at least one faculty member to attend the MUN Conference.

Trip Proposal Three Step Process

1. Submityour MUN Conference trip proposal via Engage.
This will have already been confirmed by your faculty/staff advisor who will be in attendance.

a. Be sure that your trip proposal details conference specifics, location, number of attendees, and
student costs only.

b. Students must commit to covering the trip costs upfront via a signed contract, similar to study
trips, and could apply for a reimbursement of up to 50% from SGA.

c. Faculty travel expenses (fees, accommodation, transport, meals) would be covered by the
Student Leadership Office.

2. Submit a budget request via Engage under the MUN Club.
SGA can reimburse up to 50% of student-related expenses (transportation and accommodation)

a. Once you have final approval from SGA, you must notify the Student Leadership Office as
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planning.

3. Work with the Cultural Programs Office to finalize your trip itinerary.

a. The Cultural Programs Office will plan the trip to ensure reasonable costs and safety. This is to
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