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Part I :  Before Your Trip



T R A V E L  G R A N T S  G U I D E

STEP 1
Go to the Explore Page of Engage and click on your face/initials.

STEP 2
Select "Submissions."



T R A V E L  G R A N T S  G U I D E

STEP 3
Under your submissions, select "Budgeting."

STEP 4
Click "Create Request."



T R A V E L  G R A N T S  G U I D E

STEP 5
Select the "USGA Travel Grants Request" Process.

STEP 6
Fill in the required information. For the request title, structure it

as "Your Name - Semester of Grant."



T R A V E L  G R A N T S  G U I D E

STEP 7
Read all of the information concerning the travel grant process

thoroughly.



T R A V E L  G R A N T S  G U I D E

STEP 8
Fill in all of the required personal information.



T R A V E L  G R A N T S  G U I D E

STEP 9
Confirm your eligibility. 



T R A V E L  G R A N T S  G U I D E

STEP 10
Fill in your travel information.



T R A V E L  G R A N T S  G U I D E

STEP 11
Fill in your travel details.



T R A V E L  G R A N T S  G U I D E

STEP 12
Read and affirm the Statement of Agreement.



T R A V E L  G R A N T S  G U I D E

STEP 13
Proceed to the budgeting page. Under each budget section, click

"Add Item" in order to add your expected costs.



T R A V E L  G R A N T S  G U I D E

STEP 14
Fill in your line items with the appropriate expected expenses.

Keep the quantity 1.

STEP 15
Repeat for the lodging and conference fees.



T R A V E L  G R A N T S  G U I D E

STEP 16
Upload a PDF Letter of Endorsement with the required details.

Keep the cost 0 on this section.



T R A V E L  G R A N T S  G U I D E

STEP 17
Review your expected costs and submit.

STEP 18
Wait for an email from the Travel Grants Coordinator to schedule

a meeting. Your application will not be approved until you attend

this meeting.



 
Part II :  After Your Trip



T R A V E L  G R A N T S  G U I D E

STEP 19
Upon arrival from your trip, you have two weeks to submit your

follow-up information. On the Explore page of Engage, search for

the "Undergraduate Student Government Association."

STEP 20
Under "Forms," select the "USGA Travel Grant: Document

Upload." You may have to select "View All Forms" to get here.



T R A V E L  G R A N T S  G U I D E

STEP 21
Read the required information.

STEP 22
Upload all of the required documents. Make sure they are in PDF

format.



T R A V E L  G R A N T S  G U I D E

STEP 23
Review your submission and submit.

REMINDERS
- Your uploads must all be in PDF format.

- If you need to ask for an extension, it must be granted before

your initial deadline. The Travel Grants Coordinator reserves

the right the deny your reimbursement if you do not meet the

expected deadlines.

- Costs for food will not be covered.

- Each conference attendee is responsible for his or her own

submissions and deadlines, even when traveling as part of a

group.

- When using money transfer apps (Venmo, Paypal, etc.), the

payment description must include "$_____ from _____ to _____ for

_____ (hotel/flight/etc.) for _____ conference." 

- Do not submit documentation by email unless specifically

requested by the Travel Grants Coordinator.


