
Justification templates for Spanish & Portuguese Purchases  

 

 

• Justification: how does this benefit the University 
o Travel to Conference 

 “I traveled to the national conference for linguistics in Portugal on May 
5-9. 2023. As a professor of linguistics, specifically in Portuguese, 
attending and presenting at this conference helped me stay up to date 
on the most current research and network with colleagues who share 
similar research interests. Lunch was provided by the conference. 
Airfare paid on Sam Weeks P-Card.” 

• Items that are in Bold, help to provide necessary background and benefit to 
your position and/or the University. Please replace bold text with the 
equivalent information for your own reimbursement request. 

 
o Conference and membership expenses: 

 Conference/membership” is a primary organization and holds this 
conference for research on “XX specialization”. UW-Madison benefits 
from my/their being able to access this research in order to keep updated 
and current with my/their field of instruction.  This enables me/them to 
better design my/their courses and research as well as instruct UW 
students.  As an R1 institution, research and instruction are the 
cornerstone of the UW Mission and business.  

o Subscriptions/Journal: 
 The purchase of this subscription/journal is allowable under UW Policies 

to support the faculty member’s position.  The subscription/journal 
contains resources specific to this faculty member’s research and/or 
student instruction.  Research/instruction are requirements of tenure 
and faculty positions at the UW Madison.  The funding to purchase the 
subscription is specifically designated as support for this faculty 
member’s research and would not be appropriate to be used to support a 
department-shared subscription.   

o Computer Equipment purchase: 
 The purchase of a computing device directly affects the staff/faculty 

member’s ability to interact with (students/research; business processing 
on behalf of the department; course design).  This purchase serves the 
UW by successfully contributing to the mission of teaching, research and 
support of department administrative processing. 



 Faculty member required the replacement of their last computing device 
due to upgraded software requirements.  Because of the high-level 
methods, statistics and research design work conducted by xx faculty, the 
old system could no longer support the needed software.  Research is a 
requirement of tenure and faculty positions, without the advanced 
device the faculty member would not be as successful in their research 
outcomes. 

o Professional Translation Services: 
 The hiring of translation services are a necessary purchase for serving the 

UW Madison mission.  Research and publications are a requirement of 
faculty appointments and tenure. UW-Madison benefits from faculty 
being able to conduct research in order to keep updated and current with 
their field of instruction.  This enables faculty to better design courses 
and research as well as instruct UW students.  As an R1 institution, 
research and instruction are the cornerstone of the UW Mission and 
business. In order to reach a global population for research citing, 
instruction and collaboration; faculty publications need to be translated 
into multiple languages. 

o Graduate Professional Development event: 
 XX Colloquium met for a professional development workshop in 

(networking/conference expectations/course design/publishing). All “X 
Specialty” faculty were present with most of our PhD students in the area 
of study. Faculty discussed likely job market situation in the coming 
academic year. Faculty gave guidance on the social aspects of 
interviewing: answer questions in one-on-one versus small group 
meetings; questions to ask about work environments; and when to bring 
up issues of work-life balance in interviews. Finally, faculty also discussed 
using conferences to better expand professional networks for job market 
purposes. Due to scheduling and development of real life scenarios, the 
workshop met over a meal. 

 


