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TO:
Branches, Districts, Other Organizations

FM:
Ann Tourigny Turner, PhD, CAE

RE:
REQUEST FOR AALAS LEADERSHIP ATTENDANCE

The Board of Trustees has approved the following policy for members of the Executive Committee and National Staff attending Branch, District or Other Organization’s Meetings:

1. National AALAS pays round-trip airfare or current mileage reimbursement (if the meeting is within driving distance for the Executive Committee member or staff attending).
2. Branches, Districts or Other Organizations pay all local expenses including:

A. Transportation to and from the airport;

B. Hotel and food (includes making hotel reservations);

C. Registration at the meeting (the attendee will contact the “Responsible Person” listed below to complete any necessary registration forms).

Please complete the form below and return it to the AALAS Office at least 60 days in advance of dates requested.  As always, if you have any questions on this or any other matter, please do not hesitate to call.

Branch/Organization        

Responsible Person            

Person(s) Requested            

Dates Requested           

Location 






Function                                                                             
Hotel 







Hotel Phone # (      )                                                           

Nearest Airport to Function            

How will person requested get from airport to function?                

Will the above person(s) be able to address your function?  If so, when and how long and what type of presentation are your requesting?                                     

If the above person(s) requested is unavailable on the dates requested, would you consider an alternate person?        (   ) Yes          (   ) No           

[__]  Please send information on requesting a presentation from the AALAS Foundation
Return form to Amy Sauls at the AALAS Office at least 60 days in advance of dates requested.  Thank You.
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