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December 27, 2018

    CITY OF SAN ANGELO

     72 W College Ave San Angelo, Texas 76903                                                  

Memorandum                         
To:
Daniel Valenzuela, City Manager
CC:
[_____________________________]
From:
[_____________________________]
Date:
12/27/2018
Re:
Out of State Travel Request
I am requesting out of state travel be approved for [Employee Name] from [dates of travel] to attend [name of conference/training or out of state business] in [City, State].
Per travel policy, I am also requesting approval for [lodging, car rental and/or airfare] during this stay.
This travel is to [reason for travel out of state].
Approval signature: ___________________________________  

Declined signature: ___________________________________
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