INSTRUCTIONS: 

1. Complete and fill in blanks.
2. Cut and paste form and Subject Line into an email.
3. Email to indicated addresses.
TO: wcastellana@cailaw.org OR mschank@tcdla.com
CC: Judicial.Education@cca.courts.state.tx.us
SUBJECT LINE: Public Defender Fund Request for Fiscal Year 2011

I plan to attend the following educational course or seminar, and I request that the following amount be set aside from the Texas Court of Criminal Appeals Public Defenders Fund to reimburse me for my travel expenses, within grant guidelines, in attending this course/seminar. 

Seminar Information

NAME OF SEMINAR: 

SPONSOR: 

PLACE: 

DATES: 

Expense Information
Please note that itemized receipts will be required.

TOTAL: 

HOTEL: 

Maximum of $85 per night plus tax.
MEALS:

Maximum of $36 per day. Neither alcohol nor tips will be reimbursed. 
AUTO MILEAGE:

Reimbursed at $.50 cents per mile. Calculated using a mapping website. Printout will be required.
COMMERCIAL AIRFARE: 

Must be most economical fare available and purchased at least 14 days in advance.

RENTAL CAR:
Excludes liability or other insurances and GPS.
TAXIS, SHUTTLES, BUS:
Excludes Tips

PARKING AND TOLLS:
Sincerely, 
[Insert Name] 

[Insert Title]  
