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Arrangements for Classes:    
 

Estimate of Cost:       Special Notes:  
  



THE UNIVERSITY OF ALABAMA IN HUNTSVILLE  
ALTERNATIVE ARRANGEMENTS FOR OFFICIAL DUTIES  

FOR PERSONNEL IN ACADEMIC AFFAIRS UNITS  
 
 
 

 
This form should be used by GTAs, part -time and full -time faculty, and professional staff to detail arrangements made for official 
duties missed by travel or other activities.  The form should be submitted to the appropriate Department Chair.  It should cl early 
explain arrangements that have been made to take care of classes, committee meetings, or other official dut ies that will be missed 
as a result of absence during the appointment term (e.g., academic year).  If the absence is for official travel, an Authoriz ation for 
Official Travel form should also be submitted with this request.  Once approved, this form remain s in the department/unit office with 
a copy returned to the individual.  
 
 
Dates of Absence _____ July 16 – 19, 2012
 

________________________________ 

 
 
Reason for Absence : Attend the 2012 Campus Technology (19 th

 
 Annual Education Technology Conference in Boston),  

MA
 

________________________________________________________________________________________ 

 
Complete the following table for all official duties that will be missed as a result of the above absence  
 
 

Activity  Date and Time  

 

Arrangements  

  

 Classes   

   

   

   

   

 


