CONFERENCE TRAVEL REIMBURSEMENT
AVAILABLE FOR THEATRE STUDENTS




Dear Students:
This is a reminder that Students are reimbursed during each academic year for travel and research expenses from the following two (2) sources:

1. the Office of Student Affairs – “Conference Presentation Support Award”  and
As of 2013, the Office of Student Affairs’ Conference Presentation Support application form states under ELIGIBILITY that “Applicants must be within SEVEN YEARS of their first semester of enrollment.”
To qualify for Conference Presentation Support from the Office of Student Affairs, a student must first obtain and fill out an application from the Office of Student Affairs’ website (on Student Life page under the Resources tab) or their Administrative Office (Room 7301). Students should closely refer to the specific related policies and procedures of this award or seek clarification from that office (212) 817-7400. Please also submit a copy of your completed application to the Theatre Administrative Office for our records.
If a student does not receive this award then he/she is still eligible for an award from the Theatre Program Chairs as long as there are available funds and can apply simultaneously for both.
2. the Theatre Program through the Sydney Cohn, Vera Roberts or the Lucile Lortel Chair Funds
Open to ALL students regardless of enrollment year.
1. for domestic travel, up to an annual maximum of $300 

2. for international travel, up to an annual maximum of (up to) $600 if funds are available
	TRAVEL AWARDS
	COMMENTS

	

	OFFICE OF

STUDENT AFFAIRS 

	Conference Presentation Support Award – 

approx. $300 annually
	This support is awarded and processed by the Office of Student Affairs. The policy and procedure is set by Sheila Berman and should be followed.

	

	THEATRE PROGRAM’S 

TRAVEL AWARDS 

FROM the CHAIRS 
	POLICY:

No APPLICATION FORM or pre-travel forms/material are needed

Reimbursement is awarded from one of the three (3) Chair Funds.
Total annual award limits

(for ALL conferences attended) are:
DOMESTIC TRAVEL 

· $300
INTERNATIONAL TRAVEL

· (up to) $600 if funds are available

	PROCEDURE:
Students should advise the APC/APO of all proposed conference travel since funds are usually limited and need to be budgeted accordingly.

After students return from a conference, bring the following to the APC/APO:

· all original receipts (secured with a paperclip; please do not tape them to sheets of paper)

· cover of Conference Program

· page showing student’s presentation

· an Excel sheet of your itemized listing of expenses

*Please note: students sharing lodgings should indicate this on the receipt the amount they are paying



	
	*Please note: students do not qualify for both of the above awards unless the maximum total amount of both conferences is not more than $600.
	Also, if anyone other than the student pays for any part of the conference – travel, lodgings, etc. – then the person who is listed as the payee on the receipt must send an email/letter stating this and asking that the reimbursement be made to the student.
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