INSTRUCTIONS:
1. Complete and fill in blanks for the following form letter below

2. Cut and paste into email

3. Include subject line as indicated below
4. Email to: mschank@tcdla.com 

5. AND cc: Judicial.Education@cca.courts.state.tx.us 
SUBJECT LINE: Administrative Assistance to Public Defenders for Fiscal Year 2010.
I plan to attend the following educational course or seminar, and I request that $_____________ be set aside from the Texas Court of Criminal Appeals Administrative Assistance to Public Defenders Fund to reimburse me for my travel expenses, within grant guidelines, in attending this course/seminar. 

NAME OF COURSE/SEMINAR: 

SPONSOR OF COURSE/SEMINAR: 

PLACES OF COURSE/SEMINAR: 

DATES OF COURSE/SEMINAR: 

(It would be helpful if you attach any pertinent information or correspondence concerning the course or seminar). 

Sincerely, 

[Insert Name] 

[Insert Title]  

