Application for

ComSoc Distinguished Lecturer Tour

Name of Lecturer

Region:  AP, EMEA, LA, NA










<Date>
To: Director, Membership Programs Development:
Dear Director’s Name,

We are planning a distinguished lecture tour in Region <x> involving <n> different chapters.  The distinguished lecturer is <DL Title, Name, Affiliation, Email> and the title of his lecture is “<Title of Talk".  The <n> chapters involved in the tour along with the respective chapter chairs are: 
Chapter 1
Chair 1 Name
Chair1Email@

Chapter 2 
Chair 2 Name
Chair2Email@

Chapter 3
Chair 3 Name
Chair3Email@

The following itinerary has been proposed for the tour. 

Day 1:  departs from <City 1>; Arrives at <City 2>
Day 1a:  Meeting time and location
Day 2:  departs from <City 2>; Arrives at <City 3>
Day 2a:  Meeting time and location
Day 3:  departs from <City 3>; Arrives at <City 4>

Day 3a:  Meeting time and location
Day 4:  departs from <City 4>; Arrives at <City 1>

The estimated costs to COMSOC are as follows:

1. Airfare (<Airport Code 1-> AC 2-> AC 3->AC 4-> AC 1>)

$xxx
2. Taxi and/or parking in AC 1 airport




$xxx
3. Food expenses during travel





$xxx
TOTAL








$xxx
The local chapters will be responsible for the hotel expenses involved as well as the food expenses for <DL Title, Name> during his/her stay in each city.  I hope that the tour will be approved by COMSOC.  Please let me know if you need any additional information.  
Regards,
< DLT Coordinator Name> and <region>
< DLT Coordinator email>

< DLT Coordinator phone>

