EMPLOYEE’S REQUEST TO ATTEND

PROFESSIONAL MEETING

1.
Is  purchase order attached with this request?

2.
Has this form and purchase order been signed by principal? 

3.
Form 2 for expenses will be sent with this form from 






superintendent’s office to be turned in at completion of meeting.


Person Making Request ________________________________ Date _____________

Title of Meeting ______________________________________________________

Meeting Place_____________________ Date_________________ No. of Days______

Purpose and Scope of Meeting ____________________________________________

_________________________________________________________________

_________________________________________________________________

Benefits to be Derived _________________________________________________

_________________________________________________________________

_________________________________________________________________

Substitute Needed:

Yes ________
No ________


Item

Estimated Expenditures

Present Reimbursement Rates


Registration
_____________________________








Transportation ____________________________
Car Rate - $.585 per mile


Food ____________________________________

Lodging __________________________________

Other (List) _______________________________

Total ____________________________________
----------------------------------------------------------------------------------------------------------------------
  Action Taken

  Yes
No
          Date


      Comments


Principal _________________________________

Superintendent ____________________________

Other ____________________________________
          (Please initial in appropriate column)

FORM #1

