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	THE UNIVERSITY OF LOUISIANA AT LAFAYETTE

	
	

	
	Request to Pay Expenses for Invited Guests

	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name of Invitee:
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Purpose of Visit:
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Title of Presentation:
	     

	(if applicable)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Location of Presentation:
	     

	(if applicable)
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Estimated Expenses:
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	1)
	Airfare/Travel
	     
	
	Date of Visit:
	     
	

	
	
	2)
	Lodging
	     
	
	
	
	
	
	

	
	
	3)
	Honorarium
	     
	
	Time of Visit:
	     
	

	
	
	4)
	Meals
	     
	
	
	
	
	
	

	
	
	5)
	Other Expenses 
	     
	(Identify)
	     

	
	
	
	TOTAL:
	     
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Acct. Charged
	
	
	Total Amt. Requested
	
	Signature of Acct. Administrator
	
	Date

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	     
	
	     
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	     
	
	     
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	     
	
	     
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	     
	
	     
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	

	
	
	
	     

	
	Requestor’s Signature
	
	
	
	Print Name Here
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	APPROVALS:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1)
	
	2)
	

	
	Department Head
	
	Date
	
	Supervising Dean
	
	Date

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3)
	
	4)
	

	
	Dean of the Graduate School
	
	Date
	
	Vice President
	
	Date

	
	Required only if requesting Graduate School funding
	
	Research
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5)
	
	6)
	

	
	Assistant Vice President
	
	Date
	
	Vice President
	
	Date

	
	Administrative Services
	
	
	
	
	Administration & Finance
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7)
	
	
	

	
	Provost
	
	Date
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