SAMPLE:

TRAINING – TRAVEL REQUEST

Juvenile Justice Specialist

Division of Justice and Community Services
1204 Kanawha Boulevard, East

Charleston, West Virginia  25301

RE:
Travel / Training Request – Grant Number:  ??-JJP-???

Dear Juvenile Justice Specialist:


The City or County of _________ requests approval to send ________, our project director to the National Youth Leadership Conference in San Diego, California, August 25 – 28, 2009.  The total cost for attending this conference will be approximately $1,200.  This figure includes registration, travel, meals, mileage, parking and lodging expenses.  A brochure is enclosed that outlines the conference topics.


Thank you for your prompt consideration of the request.  Please contact me if you have any questions.






Sincerely,






Authorized Official, 

Project Director, or 

Fiscal Officer 

