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Region H Collegiate Section Travel Grant Policy
For ease of use, the term “Collegiate Section” means either a collegiate section or a collegiate interest group (CIG). 

Purpose: To provide financial assistance to Region H collegiate sections for traveling to SWE region approved events. 

Budget: 

1. Budget will be set by the region council for each fiscal year.

2. Budget dollars not used during the fiscal year will not be transferred to another fiscal year.

3. Approved funds will be divided among qualifying events by the region officers.  

Basic requirements for applying for grants: 

1. All sections that receive funding must be in good standing per SWE requirements. 

2. The traveling distance between the school and the location of the event must be more than 100 miles one way. 

3. The applying section should find a cost effective way for traveling, including but not limited to carpool or renting a vehicle with other area Sections (collegiate or professional).
4. If staying overnight in a hotel during the event is required, applicants are encouraged to share a room with other SWE members and/or to find an economically priced lodging that would not interfere with the event (e.g., the hotel is too far away from the event location). Reimbursement will be at the rate of half of a double room or actual cost, whichever is less.
5. Tour/recreational expenses should not be included in the total cost.
6. Registration expenses are not covered by this grant. In the event that registration costs include other costs, such as hotel, region officers may use discretion to decide the reimbursable amount. 

Submission Requirements for the Collegiate Sections: 

1. A completed Travel Grant Request Form, and 

2. A cost break down of the trip (travel, registration, and hotel costs per person and per entire group) and the number of SWE student members from the section attending the SWE event. 

Approval Procedure: 

1. The treasurer will provide an application form.

2. The due date for the applications shall be at least one month prior to the start of the event. 

3. The treasurer will verify that the section is in good standing and their current membership numbers, and will then assign point values for need, distance of travel and level of participation. This process will be completed within one week of the application due date. 

4. Point Values 

	Point Value
	Need

(Net asset stated in the previous year’s financial report)
	Distance from Event 

(one-way)
	Level of Participation (percentage of Section members attending)

	5
	Less than $1,000
	Over 550 miles
	90%-100%

	4
	$1,000-$2,500
	451-550 miles
	70%-89%

	3
	$2,501-$5,000
	351-450 miles
	50%-69%

	2
	$5,001-$10,000
	251-350 miles
	21%-49%

	1
	Over $10,000
	151-250 miles
	Less than 20%


5. All the applications for a given event will be processed at the same time. 

6. The treasurer will prepare a matrix based on the above point values and provide to the region officers prior to the review. The Treasurer will verify if any of the applying sections received grants previously. 

7. The treasurer will schedule a conference call for the elected region officers within 10 days of the application due date to discuss each application and vote on whether the applications should be approved. If approved, the elected region officers will also decide how much money to grant the collegiate section. 

8. The results of the vote (that is, yes or no, and how much money is approved if yes) will be documented on the application form and kept confidential. The form will be kept in the treasurer's file. 

9. The treasurer will inform the schools of the results via e-mail to the schools that receive the grant. If an application is rejected, the school will be given the reasons for rejection. If the travel grant is approved, the section must meet the conditions of the grant. 

Guidelines for Approving Travel Grants: 

1. All applications must be received by due date. No late applications will be processed. (Note: email is the preferred method for submitting an application.) 

2. All the basic requirements described above must be met. 

3. The amount of money to be approved will be based on the availability of the funds and the number of applicants. If more than one school applies for the grant, the funds may not necessarily be equally divided among applicants. 

4. Each collegiate section's financial need will be one of the considerations when deciding the dollar amount. 

5. When more than one school applies for a grant for the same event, the following conditions will be considered: 

· A greater consideration will be given to the school which has direct association with the event. For example, a school with an individual making a presentation or that is bidding for a future conference will be given greater consideration. 

· The school that has never received a grant previously will be given greater consideration over the school that has. 

6. The governor may choose in any given year not to give a grant if no school meets the criteria. 

Guidelines for Reimbursement:
1. Grant conditions may include the following: 

· Signatures of the collegiate section president OR the collegiate section faculty advisor, 

· A liability release form signed by all conference attendees prior to the even to release SWE from any liabilities that may result from travel, 

· A required number of members who must attend the event as noted in the approval from the treasurer, 
· Proof of registration, 

· Certificate of insurance if a vehicle is rented naming SWE as an additional insured. The insurance certificate should show a minimum of $1,000,000 auto liability limits and worker compensation limits of $500/500/$500. (Schools are encouraged to rent a vehicle using the school name, if at all possible.)

· Other requirements as determined necessary by the region council. 

2. If the section is not able to use the travel grant meeting all the conditions, the money will be returned to the region. 

3. Required documents must be submitted within 30 days of the end of the event.

4. Treasurer will issue reimbursement checks within 30 days of receipt of documentation.

Revision History

· January 17, 2012 – Revised to reflect current practice and to add deadlines.
· June 18, 2015 – Revised verbiage to match current practice.
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