APPENDIX V 
	REQUEST FOR CONFERENCE/MEETING ATTENDANCE


NAME:__________________________________
DATE:________________________________________

DIVISION:__________________________________________________________________________________

NAME OF CONFERENCE/ORGANIZATION:______________________________________________________

LOCATION OF CONFERENCE/MEETING:________________________________________________________

DATE OF CONFERENCE/MEETING:_____________________________________________________________

TOPIC OF CONFERENCE/MEETING:____________________________________________________________

REASON FOR ATTENDANCE:__________________________________________________________________

___________________________________________________________________________________________


PLEASE ATTACH A COPY OF THE CONFERENCE/MEETING AGENDA

(IF AVAILABLE)

ESTIMATED COST OF CONFERENCE:

Dues (prior approval necessary)

_____________________________________

Registration (original plus 1 copy)
_____________________________________

Lodging 



_____________________________________

Meals




_____________________________________

Mileage __________ (x .31)

_____________________________________

Other (itemize)



_____________________________________

_____________________________________

_____________________________________

TOTAL


_____________________________________

Is prepayment of registration requested?     YES ________    NO _____


If “yes,” attach 1 original and 1 copy of registration form.

For prepayment of registration, please make check payable to:

__________________________________________________________________________________________

I UNDERSTAND THAT I MUST PERSONALLY PAY FOR ALL INCURRED EXPENSES DURING THIS CONFERENCE/MEETING.  EXPENSES WILL BE REIMBURSED BY THE BUSINESS OFFICE UPON APPROVAL. 
Route as follows:
Original and copy to Business Office
___________________________________________

Copy to Supervisor



EMPLOYEE’S SIGNATURE

COLLEGE AGREES TO PAY UP TO:
___________________________________________





__________________________________________

SUPERVISOR’S SIGNATURE
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