[bookmark: _Hlk191089285]September 23, 2024

Dennis J. Shields — President
Southern University System
J.S. Clark Administration Bldg. 4th Floor
Baton Rouge, LA 70813
RE:  International Travel Request Approval
Greetings President Shields:
We are requesting international travel approval for the following faculty and students to attend the 23rd GEE conference that will be held in Jose Cabo, Mexico on November 13, 2024, thru November 17, 2024. The GEE Conference will provide exposure to both the faculty and students working on analytical issues in their perspective fields of study.
In addition, we are requesting permission to reimburse the travelers based upon the U.S. State Department Rates.  Travelers are required to have detailed receipts in an English version that is both legible and readable for reimbursement. 
                            The total estimated cost for the trip is $8400.00 (see breakdown). 
	NAME
	LODGING
	AIRFARE
	MEALS
	TRANSPORTATION
	Other Expenses, Registration Parking Baggage Vaccination
	TOTAL

	Jane Doe, Faculty
	$1,000.00
	$500.00
	$200.00
	$100.00
	$1,000.00
	$2,800.00

	Fred Zeal
Student
	$1,000.00
	$500.00
	$200.00
	$100.00
	$1,000.00
	$2,800.00

	Blane Real
Student
	$1,000.00
	$500.00
	$200.00
	$100.00
	$1000.00
	$2,800.00

	TOTALS
	   3,000.00
	$1,500.00
	$600.00
	$300.00
	$3000.00
	$8400.00



 Kindly contact Jane Doe @ 225-000-0000 if you have any questions.

Sincerely, 


Dr. James Zeal
Department Head						
· Approved						
· Disapproved						
_________________________________________
Dennis Shields –President
Southern University System
