
NATIONAL OFFICER TRAVEL REQUEST FORM
This form should be completed and forwarded to National Officer Coordinator no later than September 9, 2011, for fall engagements and January 13, 2012, for spring engagements.  Later requests are subject to previous scheduling.

National Officer Requested (Name &  Title)     
NOTE:
Providing the national officer’s schedule and officer travel guidelines permit, you will receive your requested officer.  However, we reserve the right to suggest other officers for your approval.
Activity:     
Dates:     
Hotel & Location:     
Officer Arrival Date:     Needed By:          FORMCHECKBOX 
AM     FORMCHECKBOX 
PM

Officer Departure Date:      After:              FORMCHECKBOX 
AM     FORMCHECKBOX 
PM

Assuming air travel, how will the officer be transported to and from the airport?

     
Where and to whom should the officer report upon arrival?

     
Telephone number(s) where you may be reached if the officer encounters travel difficulty.

Office (include area code)                        Cell (include area code)      
The National Center will make transportation arrangements unless you specify differently.

Describe any special transportation instruction.

     
Housing

7. Is overnight housing required?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

7. Will you make reservations?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

Person/hotel where officer will be staying:     


Phone Number (include area code):      
Expenses

The following items must be provided by the requesting state: Meals, Transportation, Lodging 
Activities/Responsibilities of the officer

In order for the National Center to prepare the officer for your activity, please supply as much of the requested information as possible.

DATE
EVENTS
SUGGESTED TOPICS
TIME LIMITS
AUDIENCE
NOTE:
If you have any questions, please feel free to call the National Center.

Signature of person requesting officer



Date
Please provide the name and phone number of the officer’s contact person if different than the person completing this form.

Name:     
Phone number (include area code):     
Due By: September 9, 2011
Email:
swheeler@bpa.org
