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Graduate Student Travel Funding 
Application and Travel Procedures 

 
The Department of Criminology, Law and Society is pleased to offer funding to support 
graduate students’ travel to conferences or training programs. The diagram below explains the 
process, from application through reimbursement, and who is involved in each step. 

 
 
 
 
 
 
 
 
 
 

APPLICATION PROCEDURES 
 
Application Deadlines 

• August 1 (for conferences/trainings in September) 
• September 1 (for conferences/trainings October – December) 
• December 1 (for conferences/trainings January – March) 
• March 1 (for conferences/trainings April – May) 

*Note: Students who wish to request travel funding for conferences/trainings in June, July, and 
August should submit a CLS Student Summer Scholarship application. 
 
Application Materials 
Students should upload a completed CLS Graduate Student Travel Funding Application and 
required supplemental materials in one .pdf document via THIS LINK by the relevant application 
deadline. 
 
Awards Criteria 
Travel funds will be awarded based on available funding and the quality of the application 
materials. Applications will be evaluated in terms of the strength and clarity of the project, the 
potential the project will be completed once the conference is over, and the likelihood the work 
could be published. The highest scoring students will receive priority in funding.  
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https://d101vc9winf8ln.cloudfront.net/documents/40428/original/Grad_Student_Travel_Funding_App.pdf?1628099127
https://gmuedu-my.sharepoint.com/:f:/g/personal/djohns22_gmu_edu/EjOjxDpnEE1EmIAbPdZAwnoBHktBkQkVdrca62DDhQ_q5A
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Students may combine these awards with other travel funding offered by the university or by 
faculty members. All students are encouraged to apply to the university’s Graduate Student 
Travel Fund. 
 

TRAVEL PROCEDURES 
 
Students will work with the CLS Fiscal Coordinator for the travel authorization, purchasing, and 
reimbursement processes described below.  
 
CLS graduate students must abide by all University travel policies, including those related to 
international travel. CLS graduate students must comply with all University rules regarding 
travel reimbursements. University policies and reimbursement procedures are available from 
the Travel Office. 
 
Access & Training for the Mason Finance Gateway System 
Mason uses the Mason Finance Gateway for all travel-related approvals and reimbursements. 
Login access, training, and other resource documents can be found on the Mason Finance 
Gateway website and on the CLS Graduate Student Travel Funding page.  
 
All Mason employees are required to complete the Mason Finance Gateway Navigation training 
before receiving access to the system. Students who have assistantships (e.g. GRAs/GTAs) are 
categorized as Mason employees and therefore need to complete the training and enter their 
own travel information into the Mason Finance Gateway system. Students without 
assistantships, or who have a wage assignment in addition to their assistantship, are not 
categorized as employees. These students will not be granted system access and do not need to 
complete the training; the CLS Fiscal Coordinator must enter the travel information on behalf of 
the student. 
 
Once granted system access, students must add the Fiscal Coordinator as a user delegate in 
their Mason Finance Gateway account. 
 
Pre-Pay versus Reimbursement 
Some travel costs can be pre-paid by the department and others must be paid by the student 
and then reimbursed post-travel. To ensure that students are not fronting the major costs of 
travel or are at risk of losing money if trips are cancelled, the Fiscal Coordinator will book and 
pay for airfare/transportation costs and registration fees in approved travel awards. Once 
notified by the Graduate Program Coordinator of the award amount, students should contact 
the Fiscal Coordinator to make these travel arrangements (see below). 
 
Note: In some cases where airfare and/or registration amounts exceed the total amount of the 
award, students will need to pay for these costs up front and request reimbursement post-
travel. This is rare and the Fiscal Coordinator will provide guidance to any students in this 
situation. 
 

https://graduate.gmu.edu/financial-support/conference-travel-funding
https://graduate.gmu.edu/financial-support/conference-travel-funding
https://fiscal.gmu.edu/travel/
https://fiscal.gmu.edu/mason-finance-gateway/
https://fiscal.gmu.edu/mason-finance-gateway/
https://cls.gmu.edu/graduate/grad-student-travel
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Pre-Approval Requirements 
Some travel requires pre-approval from the university at least two weeks prior to travel. 

• Students who are traveling in the U.S. and whose travel costs are less than $1,000 do 
not need to submit a pre-approval request to the university. 

• Students who are receiving a total of $1,000 or more in funding from university sources 
(e.g., CLS department, CEBCP, grant funding, etc.) must submit a pre-approval request 
at least two weeks before the first day of travel.  

• Students who are traveling internationally must submit a pre-approval request and 
follow all university guidelines for pre-trip approvals. Students are responsible for 
understanding and complying with these requirements. 

*Note: University Graduate Student Travel Fund (GSTF) awards do not factor into this total since 
their reimbursement process is not currently part of the Mason Finance Gateway system. 

 
Pre-Approval Instructions 
Students submit their pre-approval request in the Mason Finance Gateway system. 

• Students with assistantships (e.g. GRAs/GTAs) are categorized as Mason employees and 
should select “Employee” on the main pre-approval screen (not “Student”). This main 
screen is not editable, so please be sure to enter accurate information or you will need 
to delete the pre-approval request and start over from the beginning. 

 
Booking Travel 
AIRFARE: Students should look for a flight itinerary to send to the Fiscal Coordinator outlining 
which flights to book. Once you have found an ideal itinerary, please send via email to the Fiscal 
Coordinator and include all information that will be required to book a flight ticket (e.g., full 
name that matches your ID, DOB, phone number, mileage/reward number if applicable, 
emergency contact info if applicable, etc.). *If your flight amount is more than your award, 
please let the Fiscal Coordinator know via email to discuss options. 
 
REGISTRATION: Please send the registration link to the Fiscal Coordinator and all required 
information/details to submit the registration. *If this requires the student to log into their own 
portal, please schedule a meeting instead of working on this via email. 
 
SCHEDULE A MEETING: At any point, if you prefer to schedule a meeting to book your airfare 
and/or registration, please email the Fiscal Coordinator to set up a meeting. 
 
Submitting Reimbursements 
Upon completion of travel, students must submit reimbursement requests within 60 days of 
their return. Any travel reimbursement requests submitted more than 60 days after trip 
completion may be reported as income and included on your W-2 as required by IRS guidelines.  
 
If you have questions during any step of the travel authorization/purchase/reimbursement 
process, please contact the Fiscal Coordinator, Yana Arvanitis, at yarvanit@gmu.edu for 
assistance. 
 

mailto:yarvanit@gmu.edu

