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Under the subject agreement, please issue a check for $XXX (dollar amount needed) to cover meal costs for XXXXX to attend a (name of workshop, conference, or meeting) workshop to be held (dates and city).

The group will spend (number of days) days in (city) between flights, and no other meal coverage will be provided.  Therefore, the following is allowable:



$X/day (current [city] allowance) x (number of days) days = $X each person

The development of intellectual property is not anticipated, and all security requirements have been fulfilled.

I understand that I am responsible for this money until it is distributed and signed receipts are obtained.  It is also understood that the visitors will be responsible for the allowances received and if lost, the funds will not be replaced.

Org. Code DXXXX

Work Package XXXXX

              ___________________________________
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