Travel Policy

The NDSR Program, through the generous support from the IMLS, provides each resident with up to $1,000 in funding for travel to local, regional and/or national professional conferences, workshops or similar events. The program will look for local, regional and virtual opportunities for the residents to present their work together as a group so that the bulk of these funds can be used to travel to national conferences.   

Residents should consult with their mentors on their conference choices. The conference should have relevance to the resident’s project and should occur during the residency but not interfere with either the Immersion Week or Capstone event at the end of the residency. The resident is strongly encouraged to submit a proposal to make a presentation, serve on a panel, create a poster, or other form of active participation at the conference.

[bookmark: _GoBack]Before submitting a conference proposal, registering or making travel plans, the resident must fill out the “Conference Attendance Request Form” and submit it to [insert name of coordinator].  All costs expected to be reimbursed must be estimated on the form. After the conference expense is approved, the reservations and registrations should be made by the resident and the approved amount of expenses will be reimbursed by the program.  All receipts should be submitted to [insert name] who will then process the reimbursement request. 
 

