
Conference Funding Request Checklist/Form 
The following checklist is what is necessary to be turned in when requesting funding for 
conferences from SGA. Use the boxes to the left of the items to check off tasks as you 
complete them.  
If you have any questions, please email the SGA treasurer at: med.finance@sga.lecom.edu  

REQUIREMED DOCUMENTS NEEDED FOR FUNDING REQUESTS 
☐ Description of reasoning for funding request 
 The student requesting funds should write a short letter that should include, but is not limited to: 

1. Student’s name and class year  
2. Brief description of why the funds are being requested 
3. Name and date of the event being attended  

☐ Itemized projection of spending for funds being requested 
 Please outline the projected expenses of your trip. This outline should include prospective cost of hotel, travel, 

conference fees, etc.  
Please note that if you are budgeting within a range (i.e. Hotel A costs $100 per night and Hotel B costs $200 night), 
please include the range of costs, but factor in the higher estimate when calculating your total expenses.   

☐ Itemized receipts that you have and that you receive 
Please note that at the end of your trip all receipts need to be submitted to the treasurer in order to be reimbursed. If a 
receipt is not included in your paperwork, and the funding is listed in your total, the reimbursement value will not 
include the value of that receipt. It is absolutely vital that all receipts of your estimated expenses be retained 
and submitted post travel.  

☐ Copy of your CV/Resume 
- Most updated version including, but not limited to: 

o All activity on campus and within the community 
 The community is not limited to the Erie community. Students are encouraged to include any 

and all activity within in their home communities and/or respective rotation sites. 
o Professional organization and club involvement 
o Awards and honors 

- GPA is required 
- USMLE and/or COMLEX scores are optional but may be included for consideration  

 
Student Signature: _______________________________________________ Date: _________________________  


