Convergence Technology Center
Winter Retreat, December 14 – 16, 2010
Attendee Request for Travel Reimbursement


____________________________________________	_________________________
PRINT NAME			             		  DATE

__________________________________________________      _________________________________ 	______	_____________
HOME ADDRESS 					        CITY				STATE	ZIP CODE


Departure _______/________/______________________			Return________/________/______________________
	Month	Day	Year		TIME				Month	Day	Year		TIME



	

LODGING
	

Attach payment receipt showing check in & check out dates, who paid, total amount and method of payment.
	

$_____________   TOTAL TO BE REIMBURSED ($250 max)
*Subject to Collin College business office approval.




REIMBURSEMENT QUALIFICATION:

· Provide a printed out copy of google maps or mapquest showing that the distance between your home and Collin College Preston Ridge Campus, 9700 Wade Blvd., Frisco TX 75035 is a one hour or more travel distance.
· Provide a receipt from a local hotel showing the following information:
· You are the person that paid, the amount paid and method of payment. Please note that the receipt must show actual charges and not estimated charges (a “zero” balance).


- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Reimbursement to be paid to:	School 	~or~	Me 	(You must circle one)

If school (or other source) is to be reimbursed, list mailing address and contact:

School_____________________________________	Attn: ____________________________


Address:_____________________________ City:________________ State/Zip: ____________ 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

I verify that I have not been reimbursed from my school, or any other source, for any funds I am requesting to be reimbursed to me, personally. 


Requestor Signature:_________________________________________	Date:__________



Return completed form and documentation to
Ann Blackman, Convergence Technology Center, Collin College, 9700 Wade Blvd., Frisco TX 75035

CTC Approval: _______________________ Date: _____________ Check Request #: ___________________
