Traveler information:
	Name:
	Work Email:
	Administrative supervisor name:
	NCBI Division/Program:
		[ ] Customer Services Division
[bookmark: _GoBack]			[ ] Customer Engagement
			[ ] Product Delivery
		[ ] Data Services Division
			[ ] Chemistry (Chem)
[ ] ClinicalTrials.gov(CTG)
			[ ] Literature (Lit)
			[ ] Medical Genetics and Human Variation (MGV)
			[ ] Sequence Archives (SeqArch)
			[ ] Sequence Enhancements (SeqPlus)
			[ ] Sequence Tools and Displays (SeqView)
		[ ] Software Division
			[ ] DevOps (DO)
			[ ] Project Management Office(PMO)
			[ ] Technical Program (Tech)
Destination:
	City/State/Country:
	Name of event:
	Meeting URL:
	Nature of event (conference, workshop, training, etc.):
	Departure date:
	Return date:
Role and justification:
	Role (attendee, poster, speaker, keynote speaker, session moderator, student, NCBI booth, etc.):




	Justification for attendance (how does this help NCBI):








Estimated costs:
Note – the traveler is responsible for researching the travel costs.
	Registration:
Transportation:
Lodging:
Other travel costs:
Estimated hours to be billed to NCBI:
Previous travel/training within the last calendar year:
Please indicate the event name, destination, and date.

Approval trail:
	[] Business owner (name):
	[] Program head
