WORKSHOP REGISTRATION AND TRAVEL REPLY FORM

QUALITY EDUCATION FOR MINORITIES (QEM) NETWORK

NATIONAL SCIENCE FOUNDATION (NSF) MAJOR RESEARCH INSTRUMENTATION (MRI) PROPOSAL FOLLOW-UP WORKSHOP

Four Points by Sheraton BWI Airport Hotel

1001 Scott Drive, Baltimore, MD 21240

Friday, November 15, 2013

The QEM Network will provide travel to/from the workshop and lodging at the Four Points by Sheraton BWI Airport Hotel, in accordance with the attached QEM Travel Policy. Meals will be provided during the Workshop; meal expenses incurred as a result of your QEM-approved travel itinerary will be reimbursed in accordance with the attached QEM Travel Policy. QEM will make the necessary hotel arrangements for all eligible participants and purchase airline tickets for all participants traveling by air. 

NAME  (Dr., Mr., Ms.)______________________________________________________

TITLE_________________________________________​​​​​​__________________________

INSTITUTION _________________________________________​​​​​​___________________

ADDRESS _________________________________________​​​​​​___________________

TELEPHONE____________________________________________________________

FAX____________________________________________________________________

E-MAIL_________________________________________________________________

Please indicate your preferred mode of transportation: ____private automobile    ___air 

If you prefer to drive, please review QEM’s reimbursement terms in the Travel Policy. 

If you prefer to travel by air, please provide the information below.

AIRLINE PREFERRED_________________________________________________

CLOSEST AIRPORT___________________________________________________

TRAVEL TIME TO AIRPORT (in hours) ___________________________________
LODGING NEEDED FOR: ___ THURSDAY  ___FRIDAY

Please note this information will be used to purchase an airline ticket, unless travel is by car, and to make lodging reservations for the workshop, as necessary. If this ticket is not used, QEM will invoice the individual indicated on this form for these costs. Additional costs resulting from changes in these arrangements must be absorbed by the individual. 

Please send the completed Workshop Registration and Travel Reply Form via e-mail by Friday, October 18, for travel by air or Friday, October 27, for travel by car to Shirley McBay at smmcbay1@qem.org 
