Urban Planning and Policy Student Association (UPPSA)

Proposed Policy -September 2, 2003

Conference and Workshop Expense Reimbursement

BACKGROUND

Each year, UPPSA budgets a portion of it’s income to assist students in their academic and professional growth outside of the classroom. The UPPSA Board recognizes that instruction outside of the classroom setting can be a valuable addition to a student’s development. Being cognizant of the financial constraints of most students, UPPSA is able to provide partial reimbursement for attendance at approved professional development conferences and workshops that are related to urban planning and policy. 

It is noted that no student is guaranteed of being subsidized by UPPSA and that the actual amount of subsidy may vary depending on the total amount budgeted for this purpose and the total number of requests made by the student body.

GUIDELINES

1. Reimbursement will only be provided to full UPPSA members who have paid their annual membership dues and who are actively enrolled in the MUPP program. Members delinquent in the payment of dues will not be considered for reimbursement.

2. All requests for reimbursement must be submitted to an UPPSA Board member via email or hardcopy prior to the conference or workshop. The request will be considered by the UPPSA Board at the next meeting and the applicant will be notified of the decision.

3. Award amounts, if available, will be determined using the following guidelines:

a. APA National Conference – 75% of the travel, lodging and registration fees but not to exceed $150 per person

b. Other events outside of the Chicago metropolitan area (including Illinois-APA Conference) – 50% of travel, lodging and registration fees but not to exceed $100 per person

c. Events in the Chicago area – 50% of registration fees but not to exceed $50 per person

d. While meals are typically not reimbursable, a per diem of $25 will be applied.

e. These award amounts are NOT guaranteed and may vary depending on the total amount of funds available and the number of students requesting assistance.

4. Students are not permitted to receive more than one subsidy per semester. Preference will be given to those students who have not received a similar subsidy in the previous semester.

5. Preference will be given to students who are actively involved in UPPSA.

6. Original receipts and a formal request for reimbursement must be submitted in writing to the UPPSA Treasurer no later than two weeks after the event. Late submissions and lack of valid receipts may result in the forfeiture of the award.

7. Students receiving an award are expected to submit a brief (1 page maximum) summary of the event along with the formal request for reimbursement. This summary is to be emailed or otherwise submitted to the UPPSA Board and may be distributed to the MUPP student body.

REQUEST FOR UPPSA CONFERENCE RE-IMBURSEMENT

DATE SUBMITTED:  ____________________

NAME:
___________________________________________________________

ADDRESS:
___________________________________________________________



___________________________________________________________

PHONE:
_____________________
EMAIL:
__________________________

SOCIAL SECURITY NO.
________________
UIC ID. NO.
_____________________

ANTICIPATED GRADUATION DATE:
____________________

CONFERENCE INFORMATION

TITLE:
___________________________________________________________

SPONSORED BY:
_____________________________________________________

DATE(S):
___________________________________________________________

LOCATION:
___________________________________________________________

Explain why attendance at this event will benefit your academic pursuits in urban planning and policy: _____________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

____________________________________________________________________________________________________________________________________________

ESTIMATED EXPENSES:

Registration

__________






Travel 

__________






Lodging

__________


Other (explain)
__________






TOTAL

__________

Have other sources of funding been explored?

YES
_____
NO
_____

Has funding been awarded from these sources?
YES
_____
NO
_____

FOR UPPSA USE ONLY:

Dues Paid:  __________
Action Taken:  _______________  Date:
____________
