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DATE:

TO: 

FROM:



SUBJECT.:

Graduate Assistant Student Travel Request for Funds

This is my formal request for travel support funds in compliance with Agricultural and Extension Education’s policy and procedure:

To the extent possible, Agricultural and Extension Education graduate students will be allotted a maximum of $300.00 to attend one conference or meeting at which the graduate student is a presenter or co-author of a paper.  An estimate of travel expenses should be provided to the department head’s office for approval at least two weeks prior to the trip.

Name of the conference/meeting:  






















Location of the conference/meeting: 






















Conference/meeting date(s) is/are:  








I will be attending as a presenter* (indicate yes or no):  






I will be attending as co-author of a paper* (indicate yes or no):  






 Yes, I have received funds in the amount of $

, from 






























      for my travel to 





                    

           . 

 No, I have not received funds from any other source for this conference/meeting.

Attached to this memo is my estimated travel cost for my travel to 



.  

I am seeking $
          from AEE, to support my participation at the above mentioned conference/meeting.  

*Upon my return, I will submit a copy of the presented material, i.e., abstract, paper, manuscript, proceedings, etc.  I understand that this must be provided to the department head, Dr. Tracy Hoover, prior to the submission of my travel reimbursement form and receipts to the department’s bookkeeper.

___________________________________ Academic Advisor(s)        _________ Date



(Signature)

An Equal Opportunity University


