APSIPA DISTINGUISHED LECTURER ACTIVITY SUPPORT REQUEST FORM
For APSIPA DL lectures hosted or co-hosted by APSIPA Local Chapters
General notes
- This form is for requesting APSIPA Distinguished Lecturer (DL) activity support through APSIPA Local Chapters.
- The scheme applies to APSIPA Distinguished Lecturers appointed for the 2025-2026 term and subsequent terms.
- Each APSIPA Local Chapter may request dedicated DL activity support of up to USD 1,000 per year, intended to support one to three DL lectures, subject to budget availability.
- Requests must be endorsed by the hosting Local Chapter Chair and approved in advance by the IRE Board Chair and APSIPA HQ before the activity takes place.
- Reimbursement will be made after completion of the lecture, Local Chapter Chair validation, and submission of a DL visit report to the IRE Board Chair and APSIPA HQ.

Submission Procedure
The completed request form should be submitted to the IRE Board Chair by the hosting Local Chapter Chair, or by the Distinguished Lecturer with the endorsement of the hosting Local Chapter Chair. The IRE Board Chair will coordinate with APSIPA HQ for budget confirmation and prior approval. No reimbursement will be made without prior approval, validation by the hosting Local Chapter Chair after the lecture, and submission of the DL visit report and required receipts.

A. Request information
	Hosting APSIPA Local Chapter:
	 

	Local Chapter Chair name:
	 

	Local Chapter Chair email:
	 

	Request submitted by:
	 

	Submission date:
	 

	BoG member / APSIPA coordinator, if any:
	 

	APSIPA DL name:
	 

	DL affiliation:
	 

	DL appointment term:
	 



B. Lecture information
	Lecture title:
	 


	Abstract / short description:
	






	Lecture date(s):
	 

	Venue / online platform:
	 

	City / country:
	 

	Expected audience:
	 

	Estimated number of participants:
	 

	Host / co-host organizations:
	 

	APSIPA publicity plan:
	 




C. Travel and budget request
Please provide estimated costs in USD. The total requested APSIPA support should be within the remaining annual DL activity support limit for the hosting Local Chapter.
	Arrival date:
	 

	Departure date:
	 

	Airfare / train / long-distance transportation:
	 

	Hotel:
	Number of nights:        Cost per night:        Subtotal:

	Meals:
	 

	Local transportation:
	 

	Other necessary costs:
	 

	Total estimated cost:
	 

	Amount requested from APSIPA:
	 

	Other funding sources, if any:
	 



D. Local Chapter annual budget status
	Annual DL activity support limit:
	USD 1,000 per Local Chapter per year

	Amount already approved this year:
	 

	Remaining balance before this request:
	 

	Amount requested in this form:
	 

	Remaining balance after this request:
	 



E. Approvals before the lecture
Approval may be recorded by typed name and date in this form, or by email confirmation attached to or forwarded with this request. Handwritten or digital signatures are not required unless requested by APSIPA HQ.
	Local Chapter Chair endorsement:
	Name / Role:                                        Date:                          Approval method: Form / Email

	IRE Board Chair approval:
	Name / Role:                                        Date:                          Approval method: Form / Email

	APSIPA HQ budget confirmation:
	Name / Role:                                        Date:                          Approval method: Form / Email



F. Post-event validation and reimbursement checklist
[ ] Lecture completed as approved   [ ] Local Chapter Chair validation obtained
[ ] DL visit report submitted to the IRE Board Chair and APSIPA HQ
[ ] Receipts or supporting documents submitted   [ ] Reimbursement request reviewed by APSIPA HQ

G. Required DL visit report contents
Lecture title and abstract; speaker biography; date, venue or online platform, and host Chapter; estimated number of participants; short summary of the Q&A or discussion; event photos where available; video recording or presentation materials, if available.
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