Professional Travel Request Form
When requesting any funds for Professional Travel, please fill out the following form and send it to the Budget Dean.

a. Name:
     
b. A brief description of the conference, meeting, workshop, exhibition, screening, performance, or proposed activities (include website if available):      
c. Place(s) of travel:      
d. Date(s) of travel:      
e. Benefit to the faculty member’s work at Evergreen expected from participation in the conference, meeting, workshop, or other activity:      
f. Cost of registration: $      
g. Cost of transportation: $        (Faculty are expected to use the lowest available rates for airfare)
h. Are you presenting?:  FORMCHECKBOX 
Y     FORMCHECKBOX 
N 
i. If yes, please describe:      
j. Cost of per diem: $       (Use appropriate rates. For current per diem rates, see http://www.gsa.gov/portal/content/104877  )

k. Total request: $      
Email completed form to Sherri Willoughby (willougs@evergreen.edu) and Ken Tabbutt (tabbuttk@evergreen.edu)
The Evergreen State College
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