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If you are a graduate student wishing to receive reimbursement from the Graduate School, please follow
the directions below. The Graduate School will award up to $400 per student for travel and research
support awards. Each student may receive only one travel award per academic year, and/or only one
research award per student. Funds must be claimed within the same academic year.

1. All funding must be approved in advance prior to any travel or research spending. You will
receive a confirmation email to your luc.edu account once the request has been approved. If
you have not received an award confirmation email from the Graduate School, contact us
before spending any funds.

2. For travel awards: Within three weeks after attending the conference, fill out an Expense
Reimbursement Form and submit it to the Graduate School along with your original receipts
(actual receipts, NOT reservation emails), boarding passes if traveling by air, and a copy of the
page of the conference program showing your name and participation.

3. Forresearch awards: Once the approved activities are completed, fill out an Expense
Reimbursement Form and submit it to the Graduate School along with your original receipts. If
you are requesting funding for gift cards or incentives of some kind please be aware that IRS
rules require that you report the name of the subject and the amount given. If subjects must
remain anonymous, please indicate that on your reimbursement request and list the subject’s
study number.

4. If you are receiving additional funding from another source in addition to the Graduate School,
get the appropriate signatures before submitting it to the Graduate School.

5. If you used a personal vehicle for travel, reimbursement is provided based on miles traveled, so
gas receipts are not necessary. The current mileage reimbursement rate is $0.565 per mile,
effective January 1, 2013 and will continue through December of 2013. Please provide a printout
of the route taken for your trip (Google Maps, Mapquest, etc.).

6. Payment: On the Expense Reimbursement form, you must also indicate how you would like to
be paid. Check the LUC employee box only if you are receiving a stipend or payment from the
university, then specify in the comments section on the second page that you would like direct
deposit. Otherwise, please put your current mailing address, or the address that you would like
the check mailed to in the Address section.

7. Incomplete or incorrect completion of the reimbursement form will cause a delay in
reimbursement so please double check that you have filled it out completely, signed it, and
included all necessary original receipts.

If you have any questions, please contact:

Stephanie Augustine

Graduate School Awards Coordinator LOYOLA
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