Process for YUFA Conference Travel Grants Administered by the Departments
1. Toward the close of each fiscal year, the Financial Officer in the Dean’s Office will ascertain the Faculty allocation for the YUFA Conference Travel fund.  

2. The Financial Officer will then calculate the departmental division of the YUFA Conference Travel funds for the upcoming fiscal year.  This will be based on department’s full-time faculty headcount as a percentage of the total Faculty headcount.  
3. The Financial Officer will adjust the departmental allocations to reflect any unspent funds from the previous year’s departmental allocation.  

4. The Financial Officer will inform the Chairs/Directors and their Administrative Assistants of the total departmental allocation.

5. YUFA faculty members (tenure-stream, CLA, SRC, etc., but excluding visiting professors) will apply to their Chair/Director (or designate within the unit) for funding to travel to conferences within the fiscal year (May 1, 2013 – April 30, 2014).  The Dean’s Office has drafted a one step request/approval form that may be customized for the department’s use.

6. The Chair/Director (or designate within the unit) assesses the request based on the conference funding policy that has been established for their unit.
7. The Chair/Director (or designate within the unit) either approves the request and indicates the amount approved, or denies the request.  If approved, a copy of the form should be sent to the Dean’s Office.  The original should be returned to the faculty member in all cases.

8. Within 15 days after returning from the approved conference, the faculty member should complete the appropriate claim for reimbursement form and submit it with original receipts, and the original request/approval letter to their Administrative Assistant in the unit for review.
9. The Administrative Assistant reviews the claim, and acquires any departmental signatures necessary. 
10. The claim is then sent by the Administrative Assistant to the Financial Officer in the Dean’s Office for processing.

