KCAO

INTEROFFICE MEMORANDUM
TO: Board of Directors
FROM:
SUBJECT: QUT-OFSTATE TRAVEL REQUEST
DATE:

The following KCAO employee(s} have requested out-of-state travel per details provided
below:

Employeels).

Event:
Location:

Dates:

Costs:

Loy sely

Uit Price ol Days O e mOta LI

Transportation/Farking

Alrfare

Hotel

Registration

total Cost
Reason:
Supervisor Initial Director Initial . Executive Director Initials
Date Date Date

Approved: Disapproved: _____
By: Date of Board Meeting:

| BOARD CHAIRPERSON



