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	Lawrence Berkeley National Laboratory
Offsite Meeting Request & Authorization



Date of Request:      


Is this a Strategic Planning Meeting

(A laboratory departmental meeting where the purpose is to discuss strategic planning or critical management issues) 


Yes


No

Meeting Title:

	


Meeting Dates:

	


Project ID:


Purpose and Objectives:  

	


Meeting Chairperson:  (Name, Division and telephone number.)

	


Meeting Location:
	.   


Rationale for Meeting Location:  (Provide a rationale and justification for site selection; a cost comparison of alternative sites considered; and certification that the site selected is the most cost-effective considering costs such as travel, per diem, and meeting logistics.  

	


REQUIRED ATTACHMENTS:    

· Attachment 1:  Projected meeting budget

· Attachment 2:  Participant percentage breakdown

· Attachment 3:  Site comparison

· Meeting agenda

· Attendee’s list

SIGNATURE APPROVALS:

Chairperson:

	Signature:
	
	Date:
	

	Name (Please print or type):
	


Division Director:

	Signature:
	
	Date:
	

	Name (Please print or type):
	


Conference Management:

	Signature:
	
	Date:
	

	Name (Please print or type):
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