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APPLICATION FOR TRAVEL AUTHORITY FOR CONFERENCE ATTENDANCE
	Name:
	
	Designation
	(Faculty, Student, Staff)

	College/Unit:
	
	Department:
	

	Destination:
	
	Dates:
	

	Name of Conference:
	



	\Step 1. Department (1st Endorsement)
	Checklist

	Date:




________________________________
Department Chairperson
	· Request letter explaining the relevance of the conference to the applicant's academic or research interests
· Invitation letter or proof of registration from the conference organizers
· Official call or announcement of the conference
· Applicant is on active duty at the time of the request
· 4 copies of ORS and DV

	Step 2. College/Unit (2nd Endorsement)

	Date:

________________________________
Research Coordinator

	

________________________________
Dean

	Step 3. Mamitua Saber Institute of Research & Creation (Indexing Database)

	Date: 


________________________________
Special Assistant

	· Conference aligns with applicant's specialization
· Conference is organized or endorsed by reputable institutions (e.g., universities, government agencies, professional organizations)

	Step 4. Endorsement to OVCRED

	Date:


MAHID M. MANGONTARUM, EdD
Institute Director

	· On official time only 
· With financial assistance amounting to __________,
chargeable against College Funds
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