East Carolina University

Department of Exercise and Sport Science

EXSS Graduate Student Organization
Instructions for requesting travel funds

EXSS graduate students in good standing may request travel funds from the EXSS
Graduate Student Organization (EXSS GSO). Requests must be submitted to the
EXSS GSO Treasurer (Lindsay Stagner, LYS0803@ecu.edu) at least five weeks prior
to the early bird registration date. The following procedures should be followed.

Obtain a Travel Request Packet from Dr. Decker (Deckerj@ecu.edu) or the EXSS GSO
Treasurer, Lindsay Stagner (LYS0803@ecu.edu).

Filling out the packet:
¢ In the travel request stipulate: what the conference is about, why it
would benefit your EXSS Career/education, and the early bird
registration date
» Include: expenses, registration fee (early bird or student cost), hotel
cost/location, mode of travel and expenses tagged with it (ex: if you
plan on flying, attach the itinerary and cost), if you are planning on
taking a taxi to and from the hotel put that on there.
= DO NOT put any food or drink expense on this sheet, it will not be
reimbursed.
= Try to include any other extra information you can find, PRINT OFF
and ATTACH the conference information, location, itinerary, etc.
The more information you submit, the fewer questions there will be.

Submit a hard copy of the completed travel request (include a word document if any
extra travel expenses are requested) to Lindsay Stagner (LYS0803@ecu.edu). This

must be accomplished at least five week before traveling.

ALL requests MUST be submitted 5 weeks prior to the EARLY BIRD registration date.

Any later and your request will NOT be approved. This is because our requests have to
be submitted through the University as well, and that takes time.







