


Date:		XXXXX
To:		Dr. Diane Taylor, AVP for Curriculum, Assessment, and Faculty Affairs
Through:	XXXXXX Dean, College of XXXXX
From:		XXXXXX Department Head, XXXXX
Subject:	Request to Hire External Reviewer for XXXX Program Review

This serves as the Department of xxxx’s official request to engage xxxxxx to conduct a review of the xxxx undergraduate/graduate program. (in this area please provide information about the reviewer).  

Below is an estimation of travel expenses for Dr. xxxxxxxx:  (ex.)

	Airfare	-	n/a - lives in San Antonio					$    0.00
	Rental car		n/a							$    0.00
	Mileage		driving personal vehicle
	   		X miles @ .57 = $X						$X.00
			       (xxx miles @.57)
	Hotel		n/a – day trip							$    0.00
[bookmark: _GoBack]	Total estimated expense							$X








(Please remember to apply the same rules and reimbursement amounts to the reviewer as you would a state employee when making travel arrangements.) If you have questions or require assistance please contact Skylar at 9598 or redlin@tarleton.edu .
