CCCCO Foreign Travel Request Form VTEA I-C

NO FOREIGN TRAVEL REQUEST FORM WILL BE ACCEPTED AFTER TRAVEL HAS OCCURRED

	Grant Number
	

	College Name 
	

	Traveler(s) Name & Position


	

	Conference/Professional Development Title
	

	Destination
	

	Travel Dates
	

	Travel pertains to (check one) and is included in the respective budget summary. 
	[  ] List TOP Code(s) _________________________________

[  ]Across Vocational Programs

	Describe the purpose for the travel.
	

	Explain how this attendance will contribute to the success of the program/project.
	

	Can this Professional Development be obtained within the US or Canada?  Explain why foreign travel is necessary to the success of the project.
	

	Approximate costs including:

	Incidentals, parking, tolls, etc.
	

	Registration
	

	Meals (not covered by the conference, at district rates)
	

	Airfare
	

	Car Rental
	

	Lodging
	

	ESTIMATED TOTAL
	


Please make sure to gather and keep information such as the agenda, handouts from sessions of the conference/professional development session and whatever other information you feel adequately records the purpose of the conference.  This documentation should be kept with the district’s VTEA I-C audit file. 

 Please provide the fax  number where the approved request should be sent:  __________________

COLLEGE APPROVAL:  

Chief Instructional Officer (Type or Print Name):  ________________________________________

Signature







Date

PLEASE FAX THIS SIGNED FORM TO YOUR PROJECT MONITOR AT (916) 445-6268.

CCCCO APPROVAL:

1)  Specialist (Type or Print Name):  ____________________________________________________

Signature







Date

2)  Dean (Type or Print Name):  ________________________________________________________

Signature







Date

3)  Vice Chancellor (Print Name):  ______________________________________________________

Signature







Date

Rev. 03-06


