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	TRAVEL / TRAINING / CONFERENCE
Professional Licensing / Membership Request




	Please attach: license/membership renewal bill or training/conference description, agenda, schedule, and registration information.  Requests must be submitted 30 days in advance.



EMPLOYEE INFORMATION

	Employee Name:
	
	Date:
	



	Employee 93 #:
	
	Driver:
	
	Supervisor Initials:
	



REQUEST DETAILS

	Description of Training / Conference / Professional Licensing:
	



	Fee:
	
	Location:
	



TRAVEL INFORMATION

	Travel Required?
	☐ No   ☐ Yes
	Travel Dates:
	



	Overnight Stay Required?
	☐ No   ☐ Yes
	Mileage Only?
	☐ No   ☐ Yes
	Travel Advance Requested?
	☐ No   ☐ Yes



	Rental Car Required?
	☐ No   ☐ Yes
	Driver's License # / State:
	



	Special Instructions:
	



APPROVALS

	Associate Director
Up to $500
Signature:
 
	
	Executive Director
$501 and above
Signature:
 
	
	Chief Business Officer
Overnight Stay Required
Signature:
 



	TRAVEL DELEGATE USE ONLY

	Pre-Approval Entered:
	☐
	Registration Completed:
	☐
	Paid By:
	

	Airfare
	☐
	Rental Car
	☐
	Per Diem Info Sent to Traveler
	☐

	Travel Advance:
	Promissory Note Signed?
	☐
	Request Entered:
	☐
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