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Request for Support to Participate in CDHA Professional Development
Cost Analysis Worksheet for In-Person Events

Event Name: [INSERT CDHA EVENT]
Event Dates: [INSERT DATES]
Event Location: [INSERT EVENT LOCATION]


	Cost Analysis

	Expense Description
	Cost

	Registration fee 
	Regular fee: [INSERT FEE] + [INSERT TAX]
Early bird fee: [INSERT FEE] + [INSERT TAX]

	Hotel [INSERT NAME]

	[INSERT ROOM RATE] x [# OF NIGHTS] + [INSERT TAX]
Total: [INSERT TOTAL]

	Travel [INSERT METHOD OF TRAVEL]

	Round trip [INSERT FARE]; is tax included? Have you researched all possible methods of travel? Consider travel by air, train, bus, carpool, etc. 

	Ground transport to/from hotel 
[Uber, Lyft, cab, etc.]

	Round trip [INSERT ESTIMATED FARE]; is tax included? Do you need transportation from the airport or train station? Is there a complimentary shuttle available? 

	Meals
	List meals included and not included in registration fee 

	Other 


	Consider personal mileage to/from the airport or train station, as well as other transportation costs, such as parking. Is tax included?

	

	Total 
	[INSERT TOTAL COST]
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