


Development and Alumni Relations
[bookmark: _GoBack]Staff Retreat Request

Department Name:   ____________________________________
Proposed Date:_________________
Proposed Venue:   ______________________________________	
Attendees (or attach a list):    ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

    	
	JUSTIFICATION – Please provide a description of the activity and business purpose.  Attach agenda..

	







	

	BUDGET – Please provide detailed budget.

	







	




	SIGNATURES:



Executive Director Approval:  _____________________________________  Date: ___________
Assoc VP / Director Approval: _____________________________________  Date: ___________
VP DAR Approval _________ _____________________________________   Date:____________



