
 

Office of Student Life and Services 

Clubs and Organizations 

 

“Travel Funding Request Submission” 

Club/organization travel is focused on professional development opportunities and academic 

enhancement.  Many clubs and organizations travel to professional conferences and even serve as 

presenters at professional conferences/organizational events and activities.  Chartered and recognized 

clubs and organizations have the opportunity to submit travel funding request to the Division of Student 

Affairs, Office of Student Life and Services.  In addition to submitting a funding request to the Office of 

Student Life and Services, clubs and organizations must also submit a “Club and Organization Proposal 

for Club Travel”. 
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Club/Organization Proposal for Club Travel is located on the Student Life and Services’ website, under 

“Important Forms”, www.udc.edu/student_life/importantforms. 

 

Funding request must include the following:   

 A Direct Voucher Payment Request Form aka Form 440.       

 

 
 

 

 Direct Voucher Payment Request Form must include: Vendor Information; Delivery Instructions; 

Vendor Status; Payment Type; Proper Supporting Documents; Description; Amount; and Club 

Advisor, Club President and Treasurer Signatures. 

 

Proper supporting documents must be a quote of travel (i.e. conference registration fees; lodging; 

transportation) as noted in the funding request.  If vendor of funding request is not a university-

approved vendor, a University Vendor Application and W-9 with a vendor telephone number must be 

included in funding request. 

http://www.udc.edu/student_life/importantforms
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 A Government of the District of Columbia Request and Authorization for Official Travel Form. 

 
 

The Request and Authorization for Official Travel Form is for clubs/organizations’ advisors and University 

employees only.  A copy of this form can be obtained from the Student Activities Specialist, Building 38, 

A-07 or the “Important Forms” tab on the Student Life and Services Website, 

www.udc.edu/student_life/importantforms. 

 

Travel-related funding requests must be submitted to the Office of Student Life and Services within sixty 

(60) or more days of proposed travel.  Funding requests are approved by the Undergraduate Student 

Government Association (USGA) and Office of Student Life and Services if funding request is allocated 

from club/organization budget award or the USGA directly.  All funding requests must be approved by 

the Associate Vice President for Student Life and Services and/or Vice President for Student Affairs.  

Clubs and organizations will receive written notification of funding request status. 

 

 

*Clubs and organizations can consult the Office of Student Life and Services, Student Activities, for travel 

planning assistance. 

http://www.udc.edu/student_life/importantforms

