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REQUEST for TRAVEL SUPPORT
Name:_________________________________________________ Date:________________
Meeting/Conference: ________________________________________________________
(please attach any relevant documentation)

Place:  







    Dates:_______________
Estimated cost  (please review Library policies for allowable expenses on the reverse, then complete below)

Transportation (indicate means)  





Hotel (nightly cost)  




Registration  




Other (description)  




Total:  



Category of travel (please review the definitions of the categories on the reverse, then check one below)
_____ Administrative (at the request of the University Librarian) 

_____ Business (to acquire library materials, work with donors; consult with appropriate stakeholders) 
_____ Required training  (departmental priorities pre-approved on an annual basis)
               
_____ Professional development & participation  (limited to $1000 per person in FY06)
$_____ Professional development support already provided in current FY
Traveler’s signature:





______
Date: 

______
Supervisor’s recommendation: 
Supervisor’s signature: 





_____________________
Administrative travel requires signature of UL: 




_______
Business, Required Training, and Professional Development do not require additional approvals beyond the supervisor, but will be reviewed by OUL for confirmation of appropriate pre-approval and/or funding limitations.
SUBMIT COMPLETED FORM to the OFFICE of the UNIVERSITY LIBRARIAN
To be completed by OUL:
Account number:  2-16475



Descriptive code: __ __ -  _____________
Library Travel Practices
Administrative travel:  Initiated by/approved by the University Librarian.  Limited to travel when the Library requires the University Librarian, or his/her designee, to travel specifically as the official representative of the Library at meetings; typically, these are cases in which the Library, rather than an individual, is the member and/or customer (e.g., ARL, Borrow Direct, CRL, Innovative Users Group, Ivy-Plus, LUNA Users Group, Metalib/SFX Users Group, NERL).  Institutional representation at local/regional meetings is encouraged and support for meeting/registration costs will be provided in FY06 (e.g., BLC, CRIARL, HELIN, NELINET).

Business travel:  Generally limited to travel conducted to acquire library materials or to meet with prospective donors; typically at the request of the UL or other Library staff member and not self-initiated.  Prior to planning travel or expending funds for these activities, ensure that the appropriate stakeholders, such as staff involved in stewardship and gifts materials, are consulted and involved.
Required training:  Must be pre-approved during the annual “call” for departmental training priorities.  Limited to travel when an individual staff member is required by the Library to attend training which directly increases the Library’s ability to achieve the goals of the University’s Plan for Academic Enrichment (PAE) and the Library’s strategic plan and goals.  Priority given to required training that is necessary for successful performance by an individual of his/her job responsibilities and generally focused on new responsibilities, processes, or improvements (e.g., new technology, software, etc.).  Required training typically includes instruction provided in workshops, institutes, seminars, classes, etc. rather than at association meetings or conferences.
Professional development and participation:  This includes professional development and voluntary attendance/participation at events that are self selected.  Due to financial limitations, this will principally be the responsibility of the individual staff member.  However, the Library encourages such professional involvement and normally will grant paid release time for approved travel and will provide financial support as funds allow.  For FY06, support is limited to $1000 per person; this can be distributed over multiple events.
Other general travel policies:
Travel must be in compliance with University travel policies and procedures and IRS guidelines. See: 
http://www.brown.edu/Administration/Controllers_Office/travel/introduction.html
 

We will continue the practice of requiring that a travel request form be submitted in advance to your supervisor.  Additional approval may be necessary based on the above categories.  It is the responsibility of the staff member to complete a Travel Expense Report and submit to the Office of the University Librarian within 30 days. 
 

In general, to make the Library's limited funds go as far as possible, financial support will only be provided for:  transportation costs for meetings outside of New England; lodging costs for meetings beyond Rhode Island/Connecticut/Massachusetts; and registration costs.  No support will be provided for transportation costs within New England or for any meals at any program.
 

Support for professional development is also available from the Phebe Parker Fund.  For info, see:
http://www.brown.edu/Facilities/University_Library/staff/phebe/phebeintro.html
 

It is expected that staff whose requests to attend meetings or workshops are approved will share the benefits of their attendance with their colleagues in an appropriate form, e.g., 1) a brief written report describing the nature of their conference participation and its importance to the Library distributed through selective e-mail or Carberry or 2) a verbal report at a departmental meeting, a meeting with interested parties, brown-bag lunch, etc.  No one method of reporting or no one audience is appropriate to all events, therefore, the staff member’s judgment about effective reporting is essential.
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