UK Libraries’ Faculty Professional Development Travel Funding Guidelines

(8/6/04--revised)

Each July, the Dean of Libraries will determine an annual amount to be given to each Faculty member for their use in funding discretionary travel for professional development.   The Dean will also allocate an incentive fund to be used to support participation in professional organizations, the Faculty Travel Stipend Fund.   This fund will be used to provide additional funding for those Libraries Faculty members who are:

1.  serving as an officer in a professional library organization or other organization related to their work
2.  participating in a program at a meeting of a professional library organization or other organization related to their work
3.  untenured librarians attending a meeting of a professional library organization or other organization related to their work

All travel forms should be submitted through normal channels, and supervisors will be responsible for confirming the participation and/or officer status indicated on the “Request for Travel” form.   Requests for reimbursement should comply with all established University travel regulations and procedures.   “Request for Travel” forms must be submitted to the Dean’s Office before traveling in order to receive reimbursement.

Professional development travel funding for Faculty may be split between several trips.   The amount that is being requested from a Faculty member’s allocation for a specific trip should be indicated on the travel request form along with the total cost of the trip.   The one-time stipend should also be indicated on the travel request form, and may be used on a single qualifying trip or split between multiple qualifying trips.

The “Request for Travel” form is to be used for both professional development and administrative travel.   In some cases, a trip may involve both professional development and administrative travel.  If administrative travel funding is being requested in partial support of a professional development trip, a written justification for the request should be attached to the travel request form.

Each January the Dean’s Office will evaluate the status of the encumbered and unencumbered Faculty professional development travel funds.   The Dean’s Office will contact any Faculty member who has not encumbered all of their professional development travel funding in order to determine if there will be additional funds that can be returned to the Faculty Travel Stipend Fund for reallocation.

All Faculty professional development travel funding requests must be submitted to the Dean’s Office by April 1 of each fiscal year.   Any unencumbered Faculty professional development travel funds remaining after that date will revert to the Dean’s Office. 
