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Request to Attend Non-State Sponsored Conference
Division / Branch: Click here to enter text.
Unit: Click here to enter text.  
Date(s) of Conference: Click here to enter a start date. to Click here to enter end date.
Name of Conference: Click here to enter text.
Conference Location: Click here to enter address.	
Conference Sponsor: Click here to enter text.
Purpose: Click here to enter text.
Costs of Attendance (including travel expenses): Click here to enter amounts and types of costs.
Name(s) of Employee(s) Attending: Click here to enter names.
If the employee is representing department in an official capacity, please explain: Click here to enter explanation.	
Benefit to the State of Conference Attendance (per the Governor’s Executive Order B-06-11, no travel, either in-state or out-of-state, is permitted unless it is mission critical or there is no cost to the state.  Mission critical does not mean travel to attend conferences (even those that have historically been attended)): Click here to enter explanation of benefit.

	Requested by Branch Chief: 
Click here to enter name/signature.
	Date:
Click here to enter the date.

	Approved by Division Chief:
Click here to enter name/signature.
	Date:
Click here to enter the date.
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