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BUDGET 2011-2012
1. Total travel budget is - $54,250, an increase of $9,250 from last year

 BASE TRAVEL ($49,250) 
1. Per trip funding will depend on the number of trip requests received.
1. Requesting funding for trips that will not be made reduces funds available to those who will actually travel. 
1. Last year we were able to fund 107 trips (99% of the budget) and had 12 cancellations.

NEW – RESEARCH TRAVEL ($5,000)
· There is a new category for Research that does not include attendance at a conference 
and that can be used for research activities that have a specific outcome.
1. The Travel Committee will review requests and make recommendations to the dean and associate deans, who will make the final decisions and allocations.

TRAVEL AUTHORIZATION FORM
1. The current Travel Authorization Request Form is attached to this email.
1. The format and information have changed from last year - read each part carefully.
1. Please remember to fill out both pages before submitting it to your Department Chair.
1. Travel funding is open to faculty and staff. Faculty on Sabbatical may submit forms for travel.

TRIP REQUESTS
· The Travel Committee will determine allocations twice during the year: early September 2011 (July-January trips) and early February 2012 (February-June trips). Additional travel requests may be submitted after the August deadline to be considered for the spring allocation. 
· The committee initially can only consider two (2) requests per person for funded Professional Development Travel. It is imperative to carefully rank your trips in order of importance. If you cancel a funded trip, you may request another trip at the same or lower category of funding and submit it to your supervisor/chair for approval. Please email travel@uflib.ufl.edu as soon as you know that you will be unable to make a trip funded or awaiting consideration by the Professional Development Travel Committee.
· It will be of great assistance to the committee if you submit your 2 travel requests in August.

DEADLINES
1. Submit completed forms to Department Chairs by Wednesday, AUGUST 24, 2011.
1. Department Chairs forward requests to their supervisors by Wednesday, AUGUST 31, 2011.
1. Signed requests are returned to Jane Anne Carey by Wednesday, SEPTEMBER 7, 2011.
1. The Travel Committee will meet in early September to fund the July 1, 2011 through January 31, 2012 trips. The Travel Committee will meet in early February 2012 to fund the February 1, 2012 through June 30, 2012 trips.


