Appendix I
SEMINAR AND CONFERENCE REQUEST FORM

[bookmark: _GoBack]Instructions:  This report is to be completed one (1) month prior to attending or registering for a Conference or Seminar.  (A copy of this request, upon approval, must be given to the Finance Department.)
	Name of Employee:                                                                                          Position:


	Seminar or Conference Name:                                                                          


	Seminar or Conference Presented by:


	Date(s) of Seminar or Conference:


	Location of Seminar or Conference:


	Purpose for Attending Seminar or Conference:





	How will you use the information acquired in your job?





	Anticipated Expenses:

a. *Registration Fee:

b. *Travel Expenses

c. *Hotel Expenses:

d. Meal Expenses:

e. Taxi/Uber Expenses:

f. Other:  Please Specify:


         Total Expenses:

Note: * Actual receipts are required for registration, travel and hotel expenses, upon return.


	Employee Signature:                                                                                           Date:


	Supervisor Authorization:
Your request to attend the Seminar/ Conference is:                 ___________Approved      ________Not Approved
Total Expenses Approved:                                                          $__________________________________.
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