ATTENTION:  Dedman College Graduate Students

Guidelines for Applications to the

Dedman College

Graduate Student Assembly

(GSA)

As a Dedman College graduate student, you may qualify for reimbursement from the Dedman College Graduate Student Assembly (GSA) for certain educational expenses.  

The following is an outline of categories for allowed expenditures as well as requirements for the application process.

Please see your GSA representative if you have other questions or to receive application materials.  Your departmental GSA representative is:

(Representative's name here)

(Office location here)

WHO MAY APPLY?


Dedman College graduate students who are registered and in residence at SMU may apply for either pre-approval or regular reimbursement for expenses that fall into one of six approved categories.   Dedman College graduate students who were eligible to receive GSA funds while at SMU remain eligible to apply for up to one year after their last registration, provided they are still working towards their degrees.

WHAT ARE THE TWO TYPES OF APPLICATIONS?


Pre-approved application:  Requests for anticipated expenditures may be submitted approximately 30 days before an approved event (see “Expense Categories” below).  Reimbursement requires submission of any and all receipts to be used in documenting expenditures no later than 30 days after the event occurred.  Failure to submit receipts within this time nullifies the pre-approved application.  


Regular application:  After an approved event (as described by the six categories below), you may submit an application and all necessary receipts to your representative for consideration at the next GSA meeting.  Applications must be submitted no later than 30 days following the event, with the exception of summer events that occur more than 30 days before the first fall GSA meeting (see next section).  

HOW CAN I APPLY FOR FUNDS FOR SUMMER EVENTS OR EVENTS THAT OCCUR DURING WINTER BREAK?


The GSA operates with two eligibility terms, spring and fall. The fall term begins on July 1 and ends December 31.  The spring term extends from January 1 through June 30.  

At the last spring GSA meeting, you may submit an application for pre-approval for events that occur after the last spring GSA meeting and on or before June 30.  Regular applications (i.e., applications submitted after the event) for this time will be considered at the first GSA meeting in the fall.  Applications for events occurring on or after July 1 through the first fall GSA meeting will be evaluated at the first fall meeting.  Similarly, you may seek pre-approval for events that will occur after the last fall meeting but on or before December 31, and regular applications for events occurring January 1 or later will be reviewed at the first spring meeting.  

In either case, award limits apply to the eligibility term (spring or fall) during which the event occurred (see “How Much May I Be Reimbursed?”).
WHAT MATERIALS MUST ACCOMPANY THE APPLICATION?


In addition to a completed application (for either type), you must provide complete documentation of expenditures (and evidence that you attended a convention, conference, seminar, etc., if applicable).   Application materials are submitted to your representative who will review them for completeness and then submit them to the Assembly at the next meeting.

WHAT ARE VALID TYPES OF DOCUMENTATION?

Valid documentation of expenses is generally considered to be an original merchant receipt that shows both the name of the merchant and the amount charged.  In the event that no such receipt is available, the Assembly may accept credit card reports or cancelled checks that clearly name the recipient of the funds.

Multiple persons on one receipt:  If you share a receipt (e.g., for a hotel room) with one or more other individuals and you reimburse another person for your share, you will need to submit a form (available from your representative) that verifies the date and amount of the transaction.  To be considered as documentation of the expense, the form must contain signatures from you and the person you reimbursed.
Air travel:  Reimbursement for airfare requires both a receipt indicating the amount paid for travel and an original boarding pass.  (Southwest Airlines does not issue paper boarding passes and thus travel on Southwest is excluded from this second requirement.)  If you do not receive a paper receipt at the time of purchase, be sure to request one when checking in for your departure.  You must include an original receipt with your application.


Documentation of attendance:  Requests for reimbursement involving presentation or attendance at a convention, conference, etc., must be accompanied by a program showing you spoke at the conference for Category I requests. For Category II requests, you must present a registration receipt as proof of attendance.  These documents are required for consideration of your application; an application for reimbursement will not be considered without them.

Please be aware that expenditures not fully documented by receipts will not under any circumstances be considered by the Assembly for reimbursement.

HOW MUCH MAY I BE REIMBURSED FOR APPROVED EXPENSES?


There are category limits for each category (see below) as well as a $200 per student total limit for each eligibility term (spring and fall).

HOW LIKELY IS IT MY EXPENSES WILL BE REIMBURSED?


Requests must conform to the outline presented here and to any other suggestions provided by your departmental representative.  Most requests submitted to GSA are funded, but this is not guaranteed.  Distributions are dependent on the funds available to GSA, the student’s access to funds from other organizations, and the amount of money previously received by the student from GSA.  Requests at any GSA meeting are prioritized by the six approved categories, in descending order of importance.

EXPENSE CATEGORIES FOR APPLICATIONS TO GSA

Category I: Thesis and dissertation related expenditures.

· Travel, lodging, registration, and related expenses incurred while representing SMU as a speaker or presenter at a convention or conference

· Travel required for research

· Research-related expenses including equipment, chemicals, inter-library loan services, etc.(lower priority than the first two bullets)

· Other thesis/dissertation expenditures EXCEPT photocopying and binding

· Book purchases will not be refunded. 

· $200.00/semester
Category II:  Convention expenses not covered in Category I.
· Travel, lodging, registration, and related expenses for attendance of a convention or conference

· Includes mileage ($0.31/mile) for transportation by car up to $50.00

· $100.00/semester
Category III:  Photocopying.

· For students at the thesis/dissertation stage only
· $50.00/semester

Category IV:  Fee for one-time, one-year membership.

· Membership in a professional organization related to the student’s field of study

· Subscriptions to professional journals relating to the student’s field of study

· $60.00/semester for new subscriptions or memberships
Category V:  Speaker related expenses
· Includes honorariums and travel for speakers

· $100.00/semester
Category VI:  Miscellaneous awards
· No items covered in Categories I-V apply

· Books and/or journal subscriptions are not covered

· Applications for this category must meet the criterion that they will benefit the graduate students of the college as a whole

· $100.00/semester

