Appendix E. 

New Canaan Library

CONFERENCE/MEETING ATTENDANCE

REQUEST & REPORT

NAME:  __________________________________  DATE of Request:  _________

CONFERENCE/MEETING:  ___________________________________________
SPONSOR:  _________________________________________________________
DATE(S) ATTENDING:  _______________________________________________
TIME OF DAY YOU WILL ATTEND:    __________________________________
CONFERENCE SITE:  _________________________________________________
DATE & TIME EXPECT TO RETURN:  __________________________________
ESTIMATED EXPENSES:  

Please attach copy of registration form for Business Office.



Registration:  ___________



Food:  _________________



Lodging: _______________



Travel:  ________________


TOTAL:  _________

ATTENDANCE APPROVAL: 

Supervisor/Department Head ________________________  Date  ________
Director  ________________________________________  Date  ________
After Attending the Conference/Meeting please attach to this form:

1. A summary including speakers, meetings attended, and relevance to job.

2.  Expense form.


Date of Report: _________
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