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Proposal for Professional Travel

Please complete this form and attach it to any travel request (TR) in which you are asking for reimbursement of travel funds.  Once the Chair and Dean have signed the form it will be returned to you.  Please make a copy for your records.
Name ______________________________ Today’s Date___________ Destination ______________________ 
Date(s) of travel ________________ Name of conference/meeting ____________________________________
Sponsoring agency __________________________Will you be presenting at the conference/meeting? Yes / No      (circle one)
Briefly describe how you feel attending this conference/meeting will benefit you professionally _____________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
Briefly describe how attending this conference/meeting will benefit the university________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
Please indicate the class(es) you will miss while you are gone and the arrangements you have made for instruction:
	Date
	Class
	Arrangements

	
	
	

	
	
	

	
	
	

	
	
	


Estimated total cost for you to attend this conference/meeting _________ Amount of your request___________
Will you be able to attend the conference/meeting if you do not receive the total amount requested? Yes / No (circle one) 
*************************************Official Use Only**************************************
Division/Department Chair_______________________________ Date _____________
Dean ________________________________________________	Date _____________
Amount of allocation ________________
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