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All Gordon Ford College of Business faculty members are eligible for travel funds for professional 
development regardless of appointment as traditional research faculty, pedagogical faculty, or instructors.  
Note that the level of active participation in a conference or workshop will impact the amount of funding 
approved for a specific travel request.  In addition, the professional reputation of the conference or 
workshop and/or the potential for professional growth from the travel will be taken into consideration by 
the department chair and dean’s office when the travel authorization is processed. 
 
Authorization 
• Travel authorization forms are to be completed any time a faculty member travels and their role as a 

WKU employee is associated with that travel.   For example, if you are invited as an expert employed 
at WKU to present at another university, a travel authorization form must be filed - even if WKU is 
not responsible for any of the expenses.   

• Funding requests should be submitted at least 30 days (60 for international travel) prior to travel date 
to ensure funding. International travel requires an additional layer of approval by the Provost’s 
Office.  Under normal circumstances, the Dean’s office will communicate acceptance or rejection of 
requests for travel funds to departments within 14 days.  

• The “Purpose of the Trip” is a field to be completed on the Travel Authorization Form.  Please use 
this space to describe the level of participation in the conference/workshop and the role your 
participation plays in your professional development.  

• Faculty members are urged to utilize super-saver fares, early purchase discounts, or other available 
discounts for travel and lodging. Excessive expenses may result in a request for an additional 
explanation of expenses.  Faculty development funds or personal funds may be required to meet the 
excessive expense for the item submitted.  Please review the WKU Travel Expense and 
Reimbursement Policy (wku.edu/policies/docs/198.pdf) for acceptable travel items. 

• Funding is provided for one WKU presenter per refereed paper. Co-authored or multiple authored 
papers may share the allocation. If two co-authors have two papers accepted, each may be funded. 

• Faculty members are encouraged to take advantage of early registration discounts, when available. 
University policy does not allow the College to reimburse organization membership dues paid during 
conference registration unless joining the organization results in a registration savings.  For example, 
if the conference fee for Non Members is $500, the rate for Members is $350, the membership dues 
are $50; you would be reimbursed the $50 + $350 since the total is less than the Non Member rate of 
$500.  

• Usually, funding will be limited to a combined maximum of  $2,500 per faculty member per year, 
regardless of the number of trips involved. Travel requests exceeding $2,500 may require individual 
development funds or personal payment for the amounts exceeding the $2,500 limit.  

Reimbursement 
• All university travel policies must be followed for reimbursement to occur. These university rules are 

found in the Travel Expense and Reimbursement policy (wku.edu/policies/docs/198.pdf). 
• All receipts and reimbursements requests should be submitted to the faculty member's department 

within 10 days of travel completion in order to process reimbursement of expenses.  Requests for 
reimbursement for expenses after 90 days or longer may not be accepted. 

• Please pay special attention to the portion of the policy related to per diems.  If your conference 
registration fee covers a meal, you are not eligible for per diem for that meal.  Documentation 
regarding the meals provided by your registration may be requested. 

• The college will review reimbursement requests and monies exceeding the initial authorization may 
not be reimbursed or may be charged against professional development funds. 


