  410.1

FACULTY SCHOLARLY TRAVEL

THROUGH BLUMBERG CENTER FUNDS

Funds have been made available in the Blumberg Center’s budget for certain scholarly travel, domestic and international.  The actual amount may vary from year to year.  While the total amount is a significant amount, it is limited and often has been exceeded by the requests for support.  Guidelines and procedures have been established by the Blumberg Center Steering Council for the distribution of these funds.
PURPOSE AND PRIORITIES

Domestic Travel.  The purpose of the funds is to provide an additional support for scholarly travel beyond that available through department or other University sources in accord with the mission of the Blumberg Center.  The funds are to be used to help disseminate information through the delivery of research and other papers at professional conferences; and, through significant participation as a Council member or officer in a national or international organization.

The Council has authorized the Blumberg Center Director to review requests for support using the following priorities and respective levels of maximum funding:


•
That beginning July 1, 1997 a maximum of $800 per faculty member be allowed for
 

Domestic Faculty Travel (includes support to conferences outside the United States). 


• 
That a maximum of 2 Domestic Travel Requests may be approved, not to exceed the
 

$800 total within a particular fiscal year.

$ Amt.
Priority

$800
1) 
Presentation at national/international conference.*

$600
2) 
Participation as an officer or on a committee in a national/international 

organization.*

$600
3) 
Attendance at a national/international conference or training opportunity.*

$300
4) 
Presentation at a state (i.e., IN or any other state) level organization.*

-NA-
5) 
International studies-attach material explaining purpose of trip, expected 
outcomes, and how the mission relates to the Blumberg Center’s Mission 

Statement.* Items 8, 9 &10 should be completed with “NA,” unless also 

delivering a paper during the international study. Submit a letter, instead of 
completing Item 11, see Form: Checklist for Letters to Request Funding for 
International Study (410.6).
$200
6) 
Other (Explain): This priority would include request for support to attend 

in-state professional association conferences, training opportunities, etc. A less rigorous condition than the one used for Priorities #1-5 would apply: namely that the activity be a professional activity related to the faculty member’s department assignment

 * For consideration to award the request: the application form/support information must evidence clear and substantial implications for exceptional children and/or adults (e.g., Included a special education or gifted population in the basic research; presentation/topic provides a focus on special education or gifted population).

International Study.  The purpose of the funds is to provide an additional support for International Study beyond that available through other sources.  The funding is intended for study in a foreign country over a period of time.  The funds are not intended to support trips exclusively to attend or to make presentations at conferences.  Studies and pursuits must be clearly in accord with the Center’s Mission Statement (... research and program development for the benefit of exceptional children and adults).

Other factors that the Council will take into consideration:


* Requests by the applicant to other possible funding sources.  The Council expects that efforts to secure funding from other sources (ISU Research Committee, etc.), will have been made.  The applicant should report the status of such requests and the availability of funds through existing grants and other sources.  The Council will not approve requests that appear to

involve support from two sources for the same expense.


* Direct impact of the foreign study upon ISU’s training programs.  The Council expects that the study will have some positive influence on one or more of the training programs offered by at least one of the departments served by the Center.


* Purpose of the foreign study.  Is the study part of an established long term study or an exploratory trip to establish or strengthen contacts?  What are the long range plans and expected benefits?

WHO MAY APPLY

The Blumberg Center Steering Council has limited application for support to the faculty members from Communication Disorders, Educational Psychology, School Psychology and Special Education concentrations.
APPLICATION DATES -- DOMESTIC TRAVEL

Requests for support of domestic travel may be submitted at any time to the Blumberg Center Director following approval of the faculty member’s Department Chairperson. The Director is authorized to approve/deny travel requests and to seek advice of the Steering Council regarding action on particular requests. Actions on requests by the Director are normally made within a few days of the request with prompt notification of the action to the faculty member.

APPLICATION DATES -- INTERNATIONAL STUDY

Requests for support of travel for international study to begin during the period of July 1 through December 31 are to be submitted to the Blumberg Center Director by February 1.  

Note: The Steering Council can only tentatively approve funds for travel to begin during this period.  Final approval is contingent upon ISU approval of the Blumberg Center Budget.  

A request for support for international study to begin during the period of January 1 through June 30 requires a letter declaring the intention to request assistance.  The letter is to be submitted to the Director by the February 1 preceding the January 1 - June 3 period that would include the actual travel.  Then, the actual request is to be submitted to the Blumberg Center Director by the last work day prior to the September meeting of the Steering Council.  This two-step process is necessary for requests for this period, to alert the Council regarding the number of requests for a fiscal year and thus, to assist in considerations of apportioning funds.
DISTRIBUTION OF FUNDS

Domestic Travel. The annual appropriation for domestic travel will be made by Blumberg Center Steering Council action on its annual budgets based upon projection of funds available and the number of anticipated faculty requests. Efforts will be made to assure appropriation for domestic travel is available throughout the fiscal year, so that, funds are available for faculty requests throughout the fiscal year. The Blumberg Center Director is authorized to distribute funds per individual faculty member request up to the amount per respective priority and total amount per faculty member authorized by the Steering Council.

International Study. The annual appropriation for international study will be apportioned to reserve funds for each of the application periods based upon projections per the required February 1 deadline for letters of intent/request (See section, APPLICATION DATES -- INTERNATIONAL STUDY above).  The Council will consider requests received by the end of the work day on the deadline dates.  The Council may approve the full amount requested by an individual, a percentage of the amount requested, or deny the request.  The Council may carry unexpended funds for scholarly travel forward to the next period, and may announce additional application dates if funds are available.

The Council will require a report, presentation or other evidence of productivity following any international study for which Center funds were awarded.

The Council also requires that recipients acknowledge the Blumberg Center assistance in any resultant articles, books or products; and, that a copy of all articles, books or products partially resultant from the trip be deposited in the Blumberg Center Professional Materials Library.

PROCEDURES TO SEEK SUPPORT AND TO CLAIM REIMBURSEMENT

FOR APPROVED FACULTY TRAVEL WITH BLUMBERG CENTER FUNDS

Reimbursement of approved requests will be made according to procedures described below, but will not be made if procedures are not followed.  Faculty members should pay careful attention to the claim procedures and the timelines for submissions of the claim.
1.
Faculty member completes one BLUMBERG CENTER FACULTY TRAVEL 
REQUEST FORM for each trip for which support is sought. Faculty requesting support 


for International Study should also submit a letter(s) -- see Form:  CHECKLIST FOR LETTERS 
TO REQUEST FUNDING FOR INTERNATIONAL STUDY.

NOTE:  For consideration to award the request:  the application form/support information must evidence clear and substantial implications for persons with exceptionalities, persons with potential exceptionalities whose performance is adversely affecting educational outcomes, and those who work with them (e.g., included a special education or gifted population in the basic research; presentation/topic provides a focus on special education or gifted population).

2.
Faculty member submits the forms to his/her Department Chairperson for approval, then to the Director, Blumberg Center.  The Director has been empowered to act on the requests for domestic travel support.  She may: 



a. approve trips up to the amounts per priority set by the Center’s Steering Council



b. deny the request(s)



c. seek advice from the Steering Council.


The Steering Council considers requests for International Study according to deadlines
 
established and may approve funds in full or part; or, deny the request(s).

3.
The Blumberg Center Director acts on the respective requests for domestic travel 
support; and, report the action on to the respective faculty member within a few days.

4.
The Director may bring requests before the Steering Council and faculty members may appeal the Director’s decisions to the Steering Council through the Director or Steering Council Chairperson. 










 5.  
A memo is sent to the faculty member acknowledging either approval or denial of the travel request.  A copy of the memo is also sent to the faculty member’s Department Chairperson and to the Department Secretary.

The memo also requests the faculty member to inform the Blumberg Center Director immediately if the trip is not taken or about any changes in plans; AND, if the trip is 

taken, upon return, to immediately submit the travel reimbursement request as per instructions - see#6. 
Submission of travel reimbursement request forms are the responsibility of the faculty member.  ISU travel regulations require that travel reimbursements be submitted within 30 days after the trip.


If the faculty member will be receiving reimbursement for travel expenses from his/her department in addition to the Blumberg Center, Blumberg Center will transfer the approved amount for reimbursement into the department account after the faculty member has been reimbursed. The department secretary will process all paperwork for reimbursement from the Blumberg Center with the Department Chair’s signature and will not route paperwork through the Blumberg Center except to notify the Center staff of the reimbursement so she can process an IV to transfer the funds into the department index. The faculty member’s department will prepare travel authorization for the awarded amount.
 6. 
The faculty member is responsible for getting the travel information and expense projections to the Department Secretary to complete a travel authorization form at least 3 weeks prior to the travel date.  New ISU Travel regulations effective 9/5/00 require prior approval of all faculty and staff travel.  The travel authorization form will be routed based on above described procedure.

7.
If the faculty member changes plans and does not complete the travel, the faculty member should inform the Blumberg Center Director and his/her Department Secretary with a written explanation.  The Department Secretary will then need to cancel the travel authorization to release the encumbrances on the projected travel expenses.  

If the trip is taken, immediately after the trip, the faculty member must submit a reimbursement request to his/her Department Secretary with complete travel receipts.  

 8.  
Department Secretary types travel reimbursement request; attaches receipts; types in the department index number (if any percentage is to be paid from the department); and specifies the amount to be paid; secures faculty member’s signature; secures the Department Chairperson’s signature; keeps a copy of the paperwork and takes it/routes it to the ISU Controller’s Office.  Then the department secretary should notify Blumberg Center staff of the reimbursement so an IV can be processed to transfer the funds to the department index. 

 9.  
Blumberg Center  staff will prepare IV for any funds due to faculty member’s department. 
10. 
The faculty member should receive the reimbursement within two weeks from the time the reimbursement request is routed across campus.  If the faculty member does not
 
receive the reimbursement in that period of time; he/she should notify the Department Secretary.
REV:9/08; revised 9/28/15
CHECKLIST FOR LETTERS TO REQUEST FUNDING

FOR INTERNATIONAL STUDY

This checklist is to assist faculty requesting financial support for International Study through the Blumberg Center.  The faculty member should read FACULTY SCHOLARLY TRAVEL THROUGH BLUMBERG CENTER FUNDS (410:1) for the guidelines, and obtain a copy of the BLUMBERG CENTER FACULTY TRAVEL REQUEST FORM (410.5).

See items 1 & 2 below, determine which applies to your plans and read its sub items:

__1.
I plan to begin travel between July 1 & December 31.

1.1 You will need to complete and submit a BLUMBERG CENTER TRAVEL REQUEST FORM (410.5).  Please note item 7.5 must be checked and that it explains that some items may 
be marked as Non Appropriate (N/A).  This form should be submitted by the preceding February 1 along with a LETTER OF REQUEST -- see item 1.2. . . . 

1.2 You will need to notify the Blumberg Center Director by the preceding February 1 with a LETTER OF REQUEST.  The letter should contain at least the following information:



__  
Purpose of the foreign study.  Is the study part of an established long term study, exploratory trip to establish or strengthen contacts, etc? 



__
The relationship of the study to the Blumberg Center Mission Statement



__
Direct impact of the foreign study upon ISU’s training programs (in at least one of the two departments served by the Center)



__
Estimated travel and living expenses, etc. 



__
Other funding sources that you expect to use (grants, etc.)



__
Other funding sources that you have requested -- or plan to request -- for financial assistance



__
Statement to acknowledge that you will comply with the requirement to make a presentation, do a report or supply other evidence of productivity



__
Statement to acknowledge that you will comply with the requirement to acknowledge the Blumberg Center assistance in any resultant articles, books or products and that you will provide a copy of all articles, books or products resultant (fully or partially from the trip) for the Blumberg Center Professional Materials Library

__ 2.
I plan to begin travel between January 1 and June 30.

2.1 You will need to notify the Blumberg Center Director by the preceding February 1 by a LETTER OF DECLARATION.  The letter should contain at least the following information:



__
Period of time for travel/study



__
Location of Study (Country, City, etc.)



__
Purpose of the International Study



__
Relationship to Blumberg Center Mission Statement 



__
Expected Outcomes that would benefit faculty member & department


__
Estimate, if possible, of financial assistance intending to request (actual request will be made later)


2.2 You will need to submit the items in 1.1 and 1.2 by the last work day prior to the 

September meeting of the Blumberg Center Steering Council
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