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TRAVEL SUPPORT POLICY

______________________________________________________________________

Introduction 

FRI may provide partial or total travel support to research staff to attend organized local, national, and international conferences for the purpose of presenting and discussing novel research results or creative work that is not ordinarily supported by direct grant funding and/or contracts.  Partial support will be considered when an individual receives travel support from an outside organization that does not cover all travel expenses.  Total support will be considered when the travel request cannot be covered by current contracts or grants that the requestor is working on.  To be considered, a Travel Request Application must be submitted to the Executive Management Committee (c/o Michele Hipsley) that indicates travel purpose, the name of the individual who will be traveling, the nature of the conference and/or event, anticipated expenses, and the reason why the grant/contract cannot support the travel expense.

Application Procedures

1. Deadline: Applications must be submitted at least three months in advance of travel.  Dates of travel must be in accordance with the request.
2. Reimbursement Procedures:  Evidence of conference participation (conference schedule/conference registration receipt), air/ground transportation, hotel and food receipts, and receipts for other expenditures (i.e., taxi cabs, parking, etc.).  
3. Travel support limitations: One award per year, per research staff member.
If there are any questions or concerns regarding this policy, please contact Michele Hipsley, Chief Operating Officer, at 410-837-3977 or mhipsley@friendsresearch.org.  
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