Cortland County Travel Authorization Request

(Conferences/Workshops/Seminars/Meetings – Held Outside The County)

Name(s) & Position Title(s):___________________________________________________________________

Department:________________________________________________________________________________

Date(s) or Travel and/or Attendance:____________________________________________________________

Destination or Conference, Training, Convention:__________________________________________________

Purpose and Benefit of Attendance:_____________________________________________________________

__________________________________________________________________________________________

Estimated Cost of Attendance:


Total Cost Estimate: $____________________



Travel: $________________











 
Meals: $_________________










        
        Lodging: $_________________










              Registration: $_________________











            Other: $_________________

Are there funds currently available in you Department’s Budget? : ____________________________________

Estimated time out of the office: _______________________________________________________________

Will your attendance require overtime or additional hours of compensation? :____________________________

If so, how much? :____________________________Is your attendance mandatory? :_____________________

REQUEST:__________________________________________________


__________________




Signature of Person Requesting



      

Date

RECOMMEND:______________________________________________


__________________



             Signature of Department Head



      

Date

APPROVED:_________________________________________________

__________________




           County Administrator



     


 Date

Conditions:

AGENDA/PROGRAM MUST BE ATTACHED TO ALL TRAVEL AUTHORIZATION REQUESTS

TRAVEL AUTHORIZATION REQUESTS MUST BE SUBMITTED A MINIMUM OF 7 BUSINESS DAYS PRIOR TO ATTENDANCE
