
 

 

Policy for Engineering student traveling and attending a  
Conference or a Competition 

 
When individual or groups of students want to travel to conferences or competitions there are several steps 
that must be followed.  All student funded travel needs to be documented and approved in advance of any 
registration or ticket purchasing.  Even when if money is to come  from non-Engineering funds the Engineering 
Office needs to know so that the Engineering Department is not charged in error. 
 

1.  Students must submit a written proposal to a member of the Engineering faculty for such a request.  
The proposal must include the following:

mailto:travel@calvin.edu
http://www.calvin.edu/admin/physicalplant/vehicles/


 

 

Engineering Student Travel Request Form 
 
Name of student(s) requesting travel funds:                                         Date:  __________________ 
 

  

  

  

 
Engineering Faculty Advisor who supports this travel:  _________________________________ 
 
What is the purpose of this request?  How will it benefit you and Calvin Engineering?  Be sure to 
include if this is for Sr. Design team, a student club conference or other. 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
Dates of Travel _________________________________ 

Name of Conference or Competition?  ______________________________________________ 

Location _______________________________________________________________________ 

Have Calvin Engineering students attending this before?  ________________________________ 

What are you specifically requesting the Engineering Department to pay for?    Put an X under either 
YES or NO for every line and provide an estimate for each line item as well. 

 YES NO Estimated Cost 

Hotel



 

 

 

 *Students need to be aware that all prize money is taxable and Calvin is required to take the tax 
out before disbursing it to students.


