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File Code/WV Bulletin/Tech Guide #: __________________________________ 
 
File Name: _________________________________________________________     
 
 
Prepared by: _______________________________ Initials: _________ Date: _________________ 
 
 
Training:     *Yes   **  No    *If yes needs Human Resources Review 

 
Meeting Cost (i.e. registration, room cost & etc):     *Yes   **  No  *If yes needs Contracting and Finance Section Review 

 
** If No skip to next section 
 
HR Review By:_________________________________  Initials: ________   Date:_______________ 
 
Contracting Review By:__________________________  Initials: ________   Date:______________ 
 
FNM Review By:________________________________  Initials: ________   Date:______________ 
 
   
Section Supervisor (when appropriate) 
 
Reviewed By: _______________________________ Initials: _________ Date: _________________ 
 
 
Management Team Member (for your section) 
 
Reviewed By: _______________________________ Initials: _________ Date: _________________ 
 
 
Front Office Clerical Support 
 
Reviewed By: _______________________________ Initials: _________ Date: _________________ 
 
 
State Conservationist Approval for Distribution 
 
Signature: _________________________________________  Date: _________________ 
 
 
NOTE: If changes are required, you must reroute before STC Signs. 
 
Front Desk will maintain this form for 1 year from the date STC signed. 


	File CodeWV BulletinTech Guide: 
	File Name: 
	Prepared by: 
	Date: 
	Training: Off
	Yes_2: Off
	No If yes needs Contracting and Finance Section Review: Off
	HR Review By: 
	Contracting Review By: 
	FNM Review By: 
	Reviewed By: 
	Reviewed By_2: 
	Reviewed By_3: 


