Routing:    1.  Building Principal
2. Curriculum Director

MORGAN LOCAL SCHOOL DISTRICT

REQUEST FOR ATTENDANCE AT PROFESSIONAL MEETING

SCHOOL BUILDING______________________

General Fund ___________              Grant – Specify name_______________________

Name_____________________________   Date of Application___________________

I request permission to attend the following professional meeting:

      
Name of Organization_____________________________________


Nature of Meeting________________________________________


Place of Meeting_________________________________________

           
Date/s of Meeting________________________________________

            Date entered into AESOP__________________________________
Sub Required?  _____Yes  ____No

I will be accompanying students: _______________YES ______________NO

Estimated cost of attending meeting:


*Lodging/attach PO    Number of nights ____@ ______= ____________

To avoid sales tax on lodging, please request a Blanket Certificate of Exemption from the Business Office.


*Meals:  Number of days/nights   ____ @______= ____________   ( OVERNITE STAYS ONLY)

*Registration Fee/attach PO


    ____________


   Incidental Expenses



    ____________


Transportation


*A.  Air (economy fare)


    ____________


  B.   Taxi, city bus, limousine
                ____________


  C.   Auto expense (______miles X  0.545)    ____________






TOTAL ESTIMATED COST $___________

*Receipts are required for reimbursement.


A Reimbursement Form (Official Expenses at Professional Meeting) must be submitted no later than 30 calendar days after the date/s of the meeting.  PLEASE CONTACT THE CENTRAL OFFICE IF MEETING IS CANCELLED.

             I understand that my reasonable and necessary expenses of attending the above mentioned meeting will be reimbursed by the Board of Education upon presentation of an official itemized account.





Signature of Applicant 






______Approved

Principal of Applicant 






______Disapproved

______Approved

Supt./Asst. Supt. 







______Disapproved

For Central Office Use Only

______Payroll Copy





Revised 1/8/18
______Employee Copy

______Asst. to Treasurer Copy

______Curriculum Director
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