Application and Checklist for Attending Conferences

Submit the following items to your department chair (or school dean for nursing).  Use this form as a cover sheet with all checked items attached.  Attach items as needed. 
Name: ____________________________________________

Department: _______________________________________

School: ___________________________________________

_____1.   
Affirmation that you are a full-time faculty member (adjunct or regular).
_____2.   
PDP with event or conference included is attached. 
_____3.

Name and location of conference or event. 

_____4.

Initiative to which conference or event is related:


____Advisement


     ____Assessment


____Christian Worldview

     ____Diversity


____First-Year Experience

     ____Honors Program & Curricula 


____Leadership



     ____Service Learning 



____Scholarship of Teaching & Learning    ____Writing Across the Curriculum



____Research Collaboration by Faculty Members & Students


____Other

_____5.

Rationale for your participation in this conference or event. 

_____6.

Statement of support from your department chair. 

_____7.
Completed “Requisition for Travel and/or Travel Advance” with estimated costs listed.  Note: Air travel is paid directly by ORU to its official travel agents so you list it without requesting the expense as part of your advance.  You may request funding for registration fees, banquet fees, transportation (excluding air fare), meals (up to per diem limit), tips, etc. 

_____8.
A plan for sharing your experience with the University, if appropriate. 

On your return, you must submit two items to your school dean: 

· “Employee Expense Reimbursement Voucher,” signed by you and your department chair. 
· A brief report noting significant activities at the conference or meeting; their application to the initiative, and how your experience may help or be shared with others at the University.   A form is available to help make the final report easier to submit.   
                                                                                                                                                     Revised 7/31/07                                                                                

