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Faculty Travel Subsidy Policy

The Department receives a travel allocation each biennium from the College of Arts and Sciences.  This allocation is used to fund travel in support of the scholarly and instructional activities of the Department, including faculty travel to professional meetings, interview visits of candidates for faculty positions, travel for colloquium visitors, non-candidate graduate student travel, staff travel for conferences/development, and return trips for new hires.

Travel subsidy awards are limited by the ceilings specified below.  These ceilings may be lowered based on availability of funds and number of requests received.

	
	Major national meeting
	Other approved meetings or conferences  

	First subsidy
	$500 (max)
	$250 (max)

	Second subsidy
	$250 (max)
	$200 (max)



The following statements constitute the departmental policy that will guide the Department Chair (with input from the Executive Committee) in making travel subsidy awards.  In unusual circumstances, exceptions to these statements may be made.

Department Policy

1. “Travel subsidy” or “award” is a subsidy for airfare and lodging (or, with approval, automobile expenses).

2. The amount of the travel subsidy/award will be determined annually by the Executive Committee based on the availability of funds and number of requests received.

3. The Department does not reimburse the cost of meals or per diem.

4. Reimbursement is limited to a combination of  

a. the contracted airfare and

b. the University’s specified upper limits on lodging charges.

5. Faculty eligibility for a travel subsidy award requires significant meeting or conference participation, such as (listed in order of priority):  the presentation of a paper, a meeting role as an officer of a scholarly or professional association, editor, or organizer of a session, or discussant.  Temporary faculty are not eligible for travel subsidy awards except by special approval.

6. Travel subsidy awards for significant participation in the annual meeting of a major  scholarly/professional association of sociological relevance are considered routine for faculty members.  On the other hand, small conferences vary greatly in scholarly import and sociological relevance.  Accordingly, requests for travel subsidy awards for significant participation in small conferences will be considered more carefully by the Chair and Executive Committee.

General Travel Guidelines (includes UW/State Policy)

1. Expenditures must be made in accordance with State and University policy.  

a. Prior approval of travel is required by the UW/State of Washington.  Forms for approval are available on the Department’s website.  The Executive Committee’s annual review of trips is considered approval for those trips only.  Additional trips must be approved.

b. Airfare must be purchased from a state contracted travel agency or directly from the airline (UW/State of Washington policy).

c. Airfare must be purchased on a UW travel card (UW/State of Washington policy).

d. Airline tickets for international routes only may be purchased from an air travel wholesaler who is not a contract travel agency if all of the following conditions are met (UW/State of Washington regulation): 

· There is no state contract fare for the international route to be traveled. 

· Quotes (telephone or written) have been requested from at least two contract travel agencies for the required itinerary. Written documentation of the quotes should include, at a minimum, name of agency person providing the quote, date and time of quote, and travel agency from which the quote was obtained. 

· Airfare can be obtained at a lesser price (than fares quoted by the contract travel agency) from an air travel wholesaler for the same required itinerary. 

· The airfare price quotations from the contract travel agencies must be retained with the documentation of the wholesaler's airfare. 

2.  For reimbursement travelers must:

a. submit receipts with the reimbursement request.

b. submit a copy of the program showing their participation

3.   Travel subsidy awards from the Department will not be made to supplement travel funds from other sources (including grants, association subsidies, other University funds) except by special approval.  It is the responsibility of each applicant to disclose fully any other institutional sources of support for the trip for which a departmental subsidy is requested.

4. The Graduate School has a fund from which disbursements may be made to support travel to international meetings and conferences.  Typically, these awards are greater than Departmental awards and it is therefore advantageous to submit a request to the Graduate School for the support of travel to international meetings.  As indicated above, the Department will not supplement awards from the Graduate School for international travel; but if a request to the Graduate School is unsuccessful, a request for an international travel subsidy may be made to the Department.

5.  Advance planning for travel subsidy awards is essential.  Accordingly, requests for such awards should be submitted well in advance of the planned travel, and a "late" request that would otherwise be eligible for support may not be supported because the available funds have been committed.

6.  Please remember that the UW encourages the use of the UW travel card for other travel-related expenses (lodging, meals, etc).  Please also remember that you should not use your UW travel card for non-business related travel expenses or other expenses.

Major National Meetings

American Sociological Association (ASA)

Population Association of America (PAA) 
Law and Society Association

American Society of Criminology (ASC)

Social Science History Association (SSHA)

International Sociological Association Research Committees
American Educational Research Association
Non-major Meetings

Pacific Sociological Association (PSA)

Eastern Sociological Association

Southern Sociological Society

Midwest Sociological Association
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