Appendix J
SEMINAR AND CONFERENCE REPORTING FORM
[bookmark: _GoBack]Instructions:  This report is to be completed within two (2) weeks after attending a Seminar or Conference.  Distribute a copy of this report to your Supervisor and the Finance Department.  Use additional pages, as necessary, to provide a full report.  Attach a completed expense voucher, receipts, as necessary, and the Seminar and Conference Request form to this Document.  
	Employee’s Name:


	Seminar or Conference Name:


	Seminar or Conference Presented by:


	Dates of Conference or Seminar:


	Summarize the contents and the main points of the seminar or conference.  Use additional pages, if necessary.







	How will you use this information in your job?






	Do you recommend others in the office attend this program?  Why?





	Should the conference or seminar information be presented in-house?  Would you be willing to present to staff?




	OVERALL EVALUATION
· Poor
· Below Average
· Good
· Excellent


	Employee’s Signature:                 
                                                                                                                     Date:
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