PLACE ON DEPARTMENT LETTERHEAD
DATE
TWU Student ID: xxxxxxx
Full Name
Street Address
City, State, Zip Code

Dear [Full Name]
Congratulations!  On behalf of the [Sponsoring Department or Unit], it is my pleasure to inform you that you have been awarded $[amount] for the [name of conference] you will/have attend[ed] for the [Semester] semester.  If the amount awarded is not sufficient to cover your expenses for this event, you may also apply for student travel funds through the Center for Student Research or the Graduate Student Organization.
PROCEDURE FOR CLAIMING TRAVEL REIMBURSEMENT
As a requirement of this award, you must do the following:
1. Acknowledge this award within one week of receipt of this letter by signing this letter and returning to [Name and Contact Information].
2. Complete travel and save all original, itemized receipts (make copies for your records). Credit card receipts that are not itemized cannot be used for reimbursement.
3. PRESENT THIS AWARD LETTER along with all receipts for expenses within two weeks following travel (or two weeks after receipt of this award letter) to: [Name] by mail at [Mailing Address], in person at [Office Address], or by email at [Email].  Otherwise, the award may be disbursed to other applicants.  If you have additional sources of funding from TWU to assist with expenses associated with this trip, please let [CONTACT] know at the time you turn in receipts. 
4. Reimbursement will be made on the basis of the submission of receipts eligible for reimbursement, not to exceed the amount awarded.  Information on allowable and prohibited travel expenses may be found [STUDENT TRAVEL LINK].
5. If the amount awarded by the [Sponsoring Department or Unit] is less than the actual amount expended, the traveler will be responsible for the excess amount.  If the amount awarded by the [Sponsoring Department or Unit] is more than the actual amount expended, the traveler will only be reimbursed for actual eligible expenses.
6. Once the expenses have been verified, reimbursement will be sent to the student.
7. [Any additional departmental requirements may be added here.]
We are pleased we were able to assist you with your travel needs.
[Signature and Title of Sponsoring Department or Unit]
By signing below, I acknowledge that I have received this award letter and fully understand the requirements.
Student’s Name: _____________________________
Student’s Signature: _____________________________	Date: _______________


