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Ivy Tech Community College of Indiana 

 

 

POLICY TITLE  
Support for Presentations 

 

POLICY NUMBER  
7.7 

 

PRIMARY RESPONSIBILITY 

Academic Affairs 

 

CREATION / REVISION / EFFECTIVE DATES   
Created November, 1995/Revised August, 2010/Effective August, 2010 

 

PURPOSE  
To provide professional development opportunities for Ivy Tech faculty and academic 

staff and to provide exposure for Ivy Tech. 

ORGANIZATIONAL SCOPE OR AUDIENCE 

Faculty and academic staff 

DEFINITIONS  
Professional Development:  A comprehensive, sustained, and intensive approach to 

improving instructors’ effectiveness in increasing student achievement. 

 

Regional Academic Officer:  Person responsible to the institution's chancellor with 

oversight of all educational affairs and activities, including research and academic 

personnel. 

POLICY  
The College provides opportunities for faculty and academic staff to make presentations 

at conferences.  This funding provides professional development opportunities for Ivy 

Tech faculty and academic administrators and officers and provides exposure for Ivy 

Tech.  The fund is administered by the Regional Academic Officers Committee (RAOC). 

PROCEDURE  
The following steps should be followed in seeking funding for presentation of papers at 

conferences, and, if funded, in seeking reimbursement. 

1. Eligibility: 

 Applicants must be making a formalized presentation -- for example, as an 

invited speaker, as part of a break-out session, or a formal roundtable 

presentation -- at a national or international meeting.  The formal presentation 

must be in an area appropriate to the faculty or staff member’s teaching field 

or area of direct responsibility. 
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 Applicants must present a completed travel request (see Forms), an abstract of 

the paper, and a statement of how they plan to share the presentation with 

other Ivy Tech faculty and administrators.  Electronic submissions are 

encouraged.  Only complete requests will be considered.  All material must be 

forwarded to the Office of Academic Affairs no later than 10 days prior to the 

first Tuesday of the month (the regularly scheduled meeting of the RAO 

Committee).  No walk-on requests will be considered. 

 Faculty and academic staff are eligible for funding. 

 An individual may receive funding only once in a fiscal year. 

 RAOC travel funds can be used to cover up to two-thirds of the cost. 

 In the instance of multiple presenters of a single paper, the allowable two-

thirds cost for one participant may be split among all presenters. 

 Travel funds are transferred to the region on a reimbursement basis; all claims 

must be presented within the fiscal year in which the original award was 

made. 

 Recipients of funding must agree to make an electronic recording of their 

presentations available to others in the College, via BlackBoard 

Collaborate/WIMBA or some other appropriate media.  Electronic files shall 

be archived on the College intranet by the end of the semester following the 

conference.   

 No funds are awarded retroactively. 

 

2. Gather materials for RAOC review including the travel funding request form, an 

abstract of the paper, and a statement of how the presentation will be shared with Ivy 

Tech faculty and administrators.  Materials must be sent (electronically, if possible) to 

the central office at least ten days prior to the next RAOC meeting. The travel funding 

request will go before the next RAOC meeting for action. 

 

3. Simultaneously, the faculty/academic staff member should fill out and begin 

processing an out-of-state travel request. 

 

4. The faculty/academic staff member is informed if the travel has been approved for 

funding by the RAOC. 

 

5. If funding is approved and if all prior approvals (#3) are in place, the 

faculty/academic staff member takes the trip. 

 

6. The faculty/academic staff member’s regional business department processes the 

travel voucher after the trip is completed. 

 

7. Once travel costs have been paid by the region, send a copy of the travel claim, 

purchase requisitions, receipts and a copy of the signed travel request for out-of-state-

travel to the Central Office of Academic Affairs.  Include the account number to 

which the funds should be transferred. 
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8. A form along with the appropriate paperwork will then be forwarded to the business 

department for processing. 

 

REFERENCES  
Travel Funding Request 

 

RESOURCE PERSON  
Vice Chancellor for Academic Affairs 


