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Application Overview 
The GSA Travel Fund Program (TFP) application will be conducted through an online form 
submission. There are four parts to the online form submission: Personal Information, 
Conference Information, Cost Estimates, and the Verification Page. All four pages must be 
completed for your application to be considered. For your reference, all questions are listed 
and explained in this document. As a part of the application, you will have to upload at least 4 
supporting documents. 
 
Supporting Documents 
For this application, at least four supporting documents are required. In order for your application to be 
considered, these supporting documents must follow the same naming convention, 
“LastName_FirstName_FileName.pdf”. They must all be PDF files combined into a single .zip file, named 
“LastName_FirstName.zip”. The necessary supporting documents are: 

 Advisor Certification Letter – LastName_FirstName_AdvisorLetter.pdf 

 Registration Cost Confirmation – LastName_FirstName_Registration.pdf 

 Lodging Verification – LastName_FirstName_Lodging.pdf 

 Travel Verification(s) – Please submit one document for each form of travel you use 
o Flight verification – LastName_FirstName_Flight.pdf 
o Rental car verification – LastName_FirstName_CarRental.pdf 
o Train/public transit verification – LastName_FirstName_Transit.pdf 
o Mileage reimbursement verification – LastName_FirstName_Mileage.pdf 
o Other travel verification – LastName_FirstName_OtherTravel.pdf 

 
Please use your best judgement on how to format each cost verification document. The cost reported in 
the online form should be easily obtained from the submitted document. If you have already travelled, a 
receipt will serve nicely. If you have yet to travel, a confirmation or estimate is acceptable. 
 
Examples of the necessary supporting documents can be found on pages 10-13. For instructions on how 
to make a zip file, please see the following link: http://www.wikihow.com/Make-a-Zip-File.  

http://www.wikihow.com/Make-a-Zip-File
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Personal Information 
Name 
First (Given) Name:   
First name as registered with Virginia Tech 
Example: Marty 
Last (Family) Name: 
Last name as registered with Virginia Tech 
Example: McFly 
Virginia Tech Email Address: 
Should end in @vt.edu, if you do not use that email address, use your most active email address. 
Example: mcfly@vt.edu 
Please Confirm Virginia Tech Email Address: 
Please retype Virginia Tech email address. This is to ensure that email address is correct, as all 
communication will be conducted through email. 
Example: mcfly@vt.edu 

Last Four Digits of Hokie Passport Number 
Please type the last four digits of your Hokie Passport number without any punctuation 
Example: 4321 (My Hokie Passport number is 987654321, so I just type the last 4 digits). 
Virginia Tech Academic Department (Please Don't Abbreviate):  
In which Virginia Tech Academic Department are you currently a student? 
Example: Department of Mechanical Engineering 
Virginia Tech College (e.g. College of Engineering, College of Liberal Arts and Human Sciences) 
In which Virginia Tech College are you currently a student? 

Example: College of Engineering 

Faculty Advisor:  
Advisor Name: 
List your primary academic advisor. This advisor should be the same as the one that will sign your 
“Advisor Certification Letter.” (See page 10) If you have co-advisors, please select one for the purposes 
of this application. 
Example: Emmett Brown 

Advisor Email Address: 
Your academic advisor’s @vt.edu email address. 

Example: flux-capacitor@vt.edu 

Anticipated Degree Level:  
o Masters (M.S., M.F.A., M.Eng., etc.) 

If you are working on a Masters level degree, please select this option 

o Doctoral (Ph.D., D.V.M., Ed.D., etc.) 
If you are working on a Doctoral level degree, please select this option. If you are working on multiple 

degrees, please select the higher level. 

Anticipated Graduation (mm/yyyy): 
Please list your expected graduation date. This does not have to be a firm date, it will just give an idea of 

how far along you are in your program. 

Example: 05/1985 
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Conference Information 
Name of Conference or Presentation Venue 
List the name of the conference or event at which you will be presenting. 
Example: American Chemical Society 
Conference Location (e.g. Blacksburg, VA): 
Please list the location of the conference (City, State or Country) 
Dates of Conference (mm/dd/yyyy) 
List ONLY the dates of the actual conference you are attending. Do NOT include personal travel 
before/after the event. This also does NOT include any pre-conference workshops or events These dates 
must fit in the fall funding cycle (July 1, 2016-December 31, 2016). 
Starting Date 
What day does the conference start? 
Example: 10/16/2016 
Ending Date 
What day does the conference end? 
Example: 10/22/2016  
Type of Travel 

o Domestic 
o International 

Domestic travel includes any conference occurring in the 50 U.S. states. All other travel locations are 
considered international. You may only select one. 
Type of Presentation 

o Oral Presentation 
o Poster Presentation 
o Leading a Workshop 
o Other 

Select what type of presentation you will be giving. The options are listed above, and you may only 
select one. If “Other” is selected, a new question will appear providing a text box for specification. 
Type of Presentation (other) 
This question will only appear if “Other” is selected above. Please describe the type of presentation 
given. 
Example: Panel Discussion 
Title of Presentation, Paper, or Poster 
List the title of your presentation. If you are only presenting a section of a presentation, please indicate 
what section you are presenting. 
Example: Critical transitions in spacetime with DeLorean flux capacitive techniques 
Brief Abstract or Presentation Description (250 words) 
Please provide an abstract for your presentation or simply a description, no longer than 250 words. 
Co-Authors or Others Presenting With You:  
Note that only one author per research project per year may apply for the Travel Fund Program. The 
applicant is responsible for dividing funds among co-authors if desired. 
As mentioned in the description of the question, only one graduate student may be supported per 
conference presentation. If another student lists the same presentation for the same conference, only 
one application will be accepted. If another student lists a different presentation at the same 
conference, the two applications will be considered separately. 
  



                                                                                                                                                                               

 
6 

Cost Estimates 
Conference Registration Costs 
List the cost of registration for your conference. You must provide confirmation of this registration cost 
as a supporting document (see Page 11) entitled “LastName_FirstName_Registration.pdf” 
Example: $200 (Student registration to American Chemical Society is $200). 
Hotel or Lodging Costs 
Number of nights 
Please list how many nights you are staying for the conference itself. Do not include additional nights for 
personal travel before/after the event.  
Example: 3 (I am traveling for a week, but the conference is only 4 days (3 nights) so I enter 3.) 
Total lodging costs per night 
If you have already attended your conference at the time of this application, list the cost of your hotel 
per night. If you are planning to attend your conference after the time of this application, list the 
expected cost of your hotel per night. The lodging costs/night must be justified with a supporting 
document (see Page 12) as “LastName_FirstName_Lodging.pdf.” 
Example: $295 (My hotel will probably cost about $295/night) 
How many students sharing lodging? (including author) 
Are you sharing a room with co-authors or others attending the conference? How many people are 
sharing a room? 
Example: 2 (I am sharing a room with one of my research group members.) 
Total lodging costs 
Multiply the number of nights by the total lodging costs per night, then divide by the number of 
students sharing lodging. 
Example: $442.50 (From above, I would get 3 nights * $295 / 2 students = $442.50) 
Travel method(s) 
Select all that apply, you will be required to submit supporting documentation for each method selected 

(See Page 13). 

Flight 
If you are flying to the conference, please select this option. You must provide a purchased flight receipt 
or a cost estimate for your upcoming flight as “LastName_Firstname_Flight.pdf”. 
Rental Car 
Provide the total cost of a rental car for your event or a cost estimate of your upcoming rental as 
“LastName_FirstName_CarRental.pdf”. 
Train/Public Transit 
This can include both transit to/from the conference in addition to transportation at the conference 
location. Provide the total cost of any public transit or a cost estimate of your upcoming transit needs as 
“LastName_FirstName_Transit.pdf” 
Mileage Reimbursement 
Only select this field if you are driving to/from your event. Select this option for driving either personal 
or rental vehicles. If you select this option, a new question entitled Mileage Reimbursement will appear. 
Other 
If you are using a travel method that does not fit in one of the four categories above, a new question 
entitled “Travel Method (Other) will appear,” and you will be asked to provide a supporting document 
entitled “Lastname_Firstname_OtherTravel.pdf” 
Mileage Reimbursement (Reimbursement will be $.27/mile) 
This question with the following fields will only appear if Mileage Reimbursement is selected in the 
Travel method(s) question. 
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Total Estimated Miles Traveled 
Enter the total round trip mileage traveled or expected round trip mileage. Your starting point should 
always be Blacksburg, VA. 
Example: 346 (For a conference in Charlotte, NC, which is 173 miles of travel each way) 
Total Mileage Costs 
To calculate total reimbursement, multiply the estimated total miles traveled by the Virginia state 
mileage reimbursement rate of $0.27 per mile. 
Example: $93.42 (For the conference in Charlotte, NC, $0.27 x 346=$93.42) 
Travel method (Other) 
If you are traveling via a method not listed above, please list it here and submit an additional backup 
document to support this with your supporting documents zip file using the file name 
“LastName_FirstName_OtherTravel.pdf”  
Example: bus (I am traveling by bus. I would put “bus” in this field then attach a receipt or cost estimate 
called “McFly_Marty_OtherTravel.pdf”) 
Total Estimated Travel Cost 
Add all of your costs associated with travel itself – not including lodging, conference registration, or 
food. This should be the sum of all costs associated with the Travel Method(s) discussed above. 
Example: $540 (I selected Flight and Train/Public Transit with my flight costing $515, and a metro pass in 
the city I’m traveling to costs $25. I will also include “McFly_Marty_Flight.pdf” and 
“McFly_Marty_Transit.pdf” in the Supporting Documents) 
Food costs 
Full conference days 
How many full days are you attending the conference? Do NOT include personal travel before/after the 
event. Pre-conference workshops or similar events are NOT fundable. Do NOT include days on which 
you are traveling to or from the conference either. Per diem calculations allot half the per diem rate on 
travel days and full rate for full conference days. 
Example: 4 (To use the example from lodging, I will be travelling for a week total, but the conference 
itself is 4 days.)  
Zip code for per diem calculation 
Enter the 5 digit zip code at which the conference takes place. If the conference is international, leave 
this field blank. 
Example: 28202 (My conference will be held at the Charlotte Convention Center. From the convention 
center’s address, I find the 5-digit zip code.) 
Per diem rate 
This is the “M&IE” amount listed under “Daily Per Diem Rates” at the US General Services 
Administration website (http://www.gsa.gov/portal/category/26429). 
For international travel, please use the State Department’s per diem calculator 
(https://aoprals.state.gov/content.asp?content_id=184&menu_id=78).  
Example: $59 (For Charlotte, NC in October 2016, the M&IE rate is $59 per day.) 
Total per diem cost 
Multiply the full conference days plus 1 by the per diem rate found at the links above. This ensures you 
are getting per diem for travel to/from the conference (½ day going to and ½ day returning from). 
Example: $295 (For a $59 per diem rate at a 4 day conference, I will also include ½ day before and ½ day 
after for travel. This leads to (4+1) x ($59) = $295). 
Total Conference Cost 
Add your registration cost, total travel costs and total food costs here. This is the total amount you wish 
to claim with your Travel Fund application. If, for some reason, you will incur or have incurred some 
travel costs that are not included in the application, please email gsaTravelFund@gmail.com. 

http://www.gsa.gov/portal/category/26429
https://aoprals.state.gov/content.asp?content_id=184&menu_id=78
mailto:gsaTravelFund@gmail.com
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Example: $1,277.50 (If my trip includes $442.50 of lodging costs, $540 of travel costs, and $295 of food 
costs, I would claim $1277.50). 
 
Do you have other funding sources? 
Yes 
No 
Unsure 
If you have other funding sources available, such as scholarships or awards, please indicated so here. If 
there is only departmental funding, please select “No.” 
List any funding sources and amount/estimate (if any) 
Please list the funding sources from the previous question and amounts or estimates associated with 
those. 
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Verification Page 
Supporting Documents 
 
Please include all supporting documents as PDF documents following the guidelines found below within 
a single zip file. 
 
The necessary files are: 
-Advisor Certification Letter 
-Registration Cost Confirmation 
-Lodging verification 
-Travel verification(s) 
All supporting documents must be .pdf files combined into a single .zip file. For details on the supporting 
documents, see page 1.  
 
I certify that the information presented in this application is true and accurate, to the best of my 
ability. 
 
(Please initial below) 
Initial to verify that you have honestly and accurately filled out this application. 
I certify that I am presently enrolled as a graduate student at Virginia Tech. 
 
(Please initial below) 
You must be a current graduate student to apply for the Travel Fund Program. 
I understand that it is my responsibility to follow all formatting requirements and guidelines provided 
for this application, and that all formatting requirements and guidelines must be met for my Travel 
Fund Application to be considered. 
 
(Please initial below) 
As an applicant to the GSA Travel Fund, you are responsible for following all formatting requirements 
and guidelines. If these are not followed, your application will not be considered. 
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Advisor Certification Letter 

 

In order to verify the merit of the conference that you will be attending and verify that you will be 
presenting scholarly research, you must have your advisor fill out the Advisor Certification Letter. This 
letter can be found on the GSA website and must be signed by your advisor, a committee member, or 
your department head. Please scan this file and save it as LastName_FirstName_AdvisorLetter.pdf. 
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Conference Registration Receipt 

 

In order to verify the registration costs of your conference, you must provide a receipt or confirmation 

of your registration. Please show a screenshot of your shopping cart, invoice, or confirmation of 

payment. If you have yet to attend the conference, a screenshot of the conference website will suffice. If 

you have issues finding the necessary information, please contact GSATravelFund@gmail.com. 

This document must be saved as LastName_FirstName_Registration.pdf.   

mailto:GSATravelFund@gmail.com
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Lodging Verification 

 

To verify the costs of your hotel or lodging, please provide proof of the expenses. If you have already 
attended the conference, a receipt will do well. Otherwise, as in this example, provided an estimated 
cost from the hotel website. Please submit a screenshot of a purchased confirmation when available. 
Alternative acceptable verification forms or receipts, confirmation emails, or invoices. 

This document must be saved as LastName_FirstName_Lodging.pdf. 
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Travel verification 

 
In order to verify your travel costs, please provide a receipt or confirmation for your travel plans. If you 
have not yet booked travel, please provide an estimate as shown above. For this catergory, we have 
specific names for each travel document, as you may need multiple forms of transportation. These 
specific names are:  

 Flight verification – LastName_FirstName_Flight.pdf 

 Rental car verification – LastName_FirstName_CarRental.pdf 

 Train/public transit verification – LastName_FirstName_Transit.pdf 

 Mileage reimbursement verification – LastName_FirstName_Mileage.pdf 

 Other travel verification – LastName_FirstName_OtherTravel.pdf 

 

 
If you will be traveling in your own vehicle and reimbursed for mileage, please insert a screenshot of a 
map showing your beginning and ending destinations, as in this example. 
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Travel Fund Program: Frequency Asked Questions 
For additional questions please email GSATravelFund@gmail.com 

1. When does the TFP application window open for the fall and spring cycles? 
The Fall funding cycle will be open October 16-22. Students whose first day of travel will occur anytime 
between July 1st and December 31st, 2016 will be eligible for this second cycle. The spring 2017 
application cycle will open in March or April. Please see the webpage below Monika’s weekly graduate 
student emails for the Spring 2017 application dates. 
 
https://blogs.lt.vt.edu/graduatestudentassembly/what-we-can-offer-you/funding-opportunities/travel-
fund-program/ 

2. What is the maximum amount I can claim for my travel? 

The TFP makes every effort to provide each student with the most funds to cover his or her travel 
expenses. Last year, all qualified applications received a portion of the amount they claimed as a 
reimbursement via their departments. This is because the TFP is awarded a set amount from the VT 
Foundation to be distributed among all eligible applicants. Your actual amounts reimbursed vs. claimed 
depend on a number of factors, including funds allocated for the current cycle, number of eligible 
applicants, and your verifiable expenses. Maximum grant amounts will be determined after all 
applications are received.  

3. Is there still a difference in maximum claims between Masters/PhD and domestic/international? 

No. Consideration for additional funding will be given to international travel claims. 
 

4. I am attending two conferences. How can I apply for both? 

No. You can only get funded from the TFP for one conference per academic year. You may choose 
whichever conference to apply for, but if you submit more than one application (or more than one 
conference in the same application), your entire application will be disqualified. 

5.. My conference is still a few months off and I don’t have any of the required documentation such as 

conference registration confirmation, travel cost verification, etc. What do I do? 

For registration and travel, a link to the conference website showing registration materials and a quote 
from a travel website (with estimates on travel, lodging, and meals) is sufficient for this stage. However, 
please keep all of your receipts, as you will need them to get reimbursed, if you are awarded. If you have 
not yet been accepted, you are welcome to apply during the window and submit the Advisor 
Certification Letter PDF stating that you have applied for the conference; in the event you are not 
accepted, you can email the TFP Chair to withdraw your application. 
 

6. I need more money than the maximum claim amount. How can I get it? 

The TFP is a highly popular program with a limited budget. It is the intention of the GSA to award as 
many deserving applicants as possible with a reasonable amount of money to help toward the cost of 
travel. It is not intended to be your sole source of funding, so please try to seek out other forms of 
funding that may be available to you in your department or elsewhere. The GSA and TFP encourage you 
to discuss external funding sources with your advisor and departmental/college contacts.  We do not 
provide any information on external sources of travel or research grants. 

 

https://blogs.lt.vt.edu/graduatestudentassembly/what-we-can-offer-you/funding-opportunities/travel-fund-program/
https://blogs.lt.vt.edu/graduatestudentassembly/what-we-can-offer-you/funding-opportunities/travel-fund-program/
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7. I need the funds from the TFP in order to finance my trip to the conference. How can I get them in 

advance? 

As many travel fund programs for faculty and students alike, the TFP requires proof of expenditure in 
order to issue funds. No funds will be allotted in advance. If your conference proves to be a large 
financial burden, we encourage you to seek other avenues in which to present your research and/or 
seek external funding. 

8. I conducted my research off-site (not at VT or a satellite campus). Am I still eligible? 

If you conducted research for your current program at Virginia Tech at an off-site location, you are 
eligible. If you conducted research as part of another degree or professional program at another 
institution or corporation, you are not eligible. Please email gsatravelfund@gmail.com if you are 
concerned that your presentation may not qualify. 

9. How do I confirm if I submitted all the required documentation and that my application was received? 

An application checklist is provided below. Please use it to check that you submitted all the required 
documentation, as it is your responsibility to make sure everything was submitted correctly. You will 
receive a confirmation email stating that your application has been received, which includes all answers 
and documents that you provided. The TFP committee will make every effort to contact you for absent 
materials, but you are responsible for ensuring that your application was submitted completely as 
missing documentation will result in disqualification of your application. 

 Online application (4 pages) 
 Supporting documents (at least 4 .pdf files saved in 1 .zip folder) 

 Advisor Certification Letter 
 Registration Cost Confirmation 
 Lodging Verification Document 
 Travel Verification Document(s) 

 
Please name your documents according to the following format: Lastname_Firstname_Document.pdf 
For example, the advisor certification letter may be: “McFly_Marty_AdvisorLetter.pdf”. All files must be 
saved in a zip file for submission. For instructions on creating a zip file, please see the following website: 
http://www.wikihow.com/Make-a-Zip-File. 

10. When will I hear about the results of my TFP application? 

The final decision will be made 5-7 weeks after the deadline of the TFP. All applicants will receive an 
email indicating whether or not their TFP application was successful. 

11. What do I do if I receive surplus funds/decide not to travel/need to cancel my application for some 

other reason while applications are still being processed? 

You can cancel your application any time before letters have been issued by emailing the TFP chair at 
GSATravelFund@gmail.com. If you cancel your fall application, you will be eligible for spring funding so 
long as funding letters have not been distributed. 

 

mailto:gsatravelfund@gmail.com
http://www.wikihow.com/Make-a-Zip-File
mailto:GSATravelFund@gmail.com
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12. How can I claim the money I have been reimbursed? 

Once a final decision has been made, an email will be sent to successful applicants with instructions on 
how to claim your award, as well as the appropriate forms. You will be required to submit 
documentation of conference information and travel expenses (receipts) to your department along with 
your award letter. 

13. I received a letter of funding for the fall cycle but have decided I do not want it or would rather 

receive funds for future travel in the spring. Can I forfeit my fall funding in order to be eligible to apply in 

the spring? 

You can forfeit your TFP award at any time for any reason – just e-mail the TFP chair to let the GSA know 
of your intention. The money will be reserved for future generations of students. Additionally, you may 
cancel your fall application any time before results are announced to be eligible for the spring. However, 
if you have already received a letter detailing your funding for a fall cycle, you are automatically 
ineligible for the spring regardless of whether or not you forfeit your fall funding. If you travel in the 
spring, you are automatically eligible the following fall since the program resets every academic year. 

14. What is the deadline to claim my funds? 

All funds must be claimed within 6 months or they will be considered forfeited. If the award is forfeited, 
please note that the applicant no longer has ANY claim to the funds whatsoever. The money will instead 
be allocated towards future awards for the TFP. 

15. Am I eligible for funding if I am attending a conference as a volunteer?  

We have limited funds to share with students and this money is given to us by the Office of the Provost 
to further facilitate sharing the research that Virginia Tech produces to the world. At this time, we do 
not feel that volunteering fits into the program’s mission. Funds are reserved for those presenting the 
work of the university. 


