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Expenses Worksheet

	Expense
	Guideline
	Cost

	Conference Registration
	 
	$

	Flight
	Try a Web travel service to get a quick estimate
	$

	Lodging
	Conferences usually have special rates with hotel
	$

	Transportation: Airport to Hotel
	If flying: taxi is estimated at $33 
	$

	Transportation: Hotel to Airport
	If flying: taxi is estimated at $33
	$

	Mileage Reimbursement
	Driving to conference? To the airport for your flight? Use Mapquest to calculate distances, then multiply miles by 55 cents/mile (IRS standard for 2009) or whatever your company policy will allow.
	$

	Parking Reimbursement
	At airport for flight departure, or at hotel where conference is located
	$

	Food Per Diem
	Refer to your company’s guidelines for what is allowable.  Remember, this conference already includes breakfast and lunch.
	$

	= total
	$
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Benefits Worksheet

	Your Organization’s Benefits
	Specific Needs and the Conference Sessions & Training that Meet the Need

	Networking Benefits
	This conference will allow [specific team members] to network with other professionals and vendors in the industry. We will be able to take the pulse of what is happening for tools, technologies, and processes, and hear ideas we weren’t even aware of.

	Teambuilding (if sending a big part of your group)
	This conference will help build our team, providing a forum for team members to discuss tools, technologies, and processes and how we might apply them in our company to improve our information products, workflow, and processes.

	Current Tools
	 

	Future Tools Exploration
	 

	Current Technologies
	 

	Future Technologies Exploration
	 

	Current Processes
	 

	Future Processes Exploration
	 

	Vendors With Tools & Technologies You Are Exploring
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