OAK HILL UNITED SCHOOL CORPORATION

REQUEST TO ATTEND PROFESSIONAL MEETING
(Any professional meeting that takes personnel out of the school corporation or for which expenses will be paid)

Explanation:  This request should be completed in detail and submitted to a Principal's Office or the office of the employee's supervisor by all personnel at least two weeks in advance.  Attach supporting documentation as outlined.

PART ONE--IDENTIFYING INFORMATION
NAME:                                      

                TITLE OF MEETING:






                                      

DATE(S) OF MEETING:                     
                 
       LOCATION OF MEETING:




                                         

PART TWO—ESTIMATED EXPENSES

REGISTRATION:






$_________________________                              

I have pre-registered


Please process my registration

MILEAGE:                      @ $0.555 PER MILE:  



$_________________________                             


In lieu of mileage, a school van has been reserved.

LODGING:







$_________________________                             
MEALS:







$_________________________                             




TRAVEL ACCOUNT SUB-TOTAL:
$_________________________                             
SUBSTITUTE FOR                 DAYS @ $50 PER DAY: 


$_________________________  

OFF-CONTRACT TIME:

HALF-DAYS @ $50 PER HALF-DAY:
$_________________________

For time spent directly in staff development activities beyond 183 contracted days.  

Half-day = 3.5 hours

TOTAL:
$_________________________                             
SIGNATURE OF STAFF MEMBER SUBMITTING REQUEST:                                                                
 

Note:  You will receive a copy of this request after approvals have been given.  That copy, plus all receipts and an odometer reading, must be sent to the Office of the Superintendent in order to receive reimbursement for expenses.  This documentation must be received one week prior to a meeting of the Board of School Trustees to be approved for payment.

PART THREE--APPROVALS
Signature of Principal 







    
      Date of Approval

Signature of Superintendent







     Date of Approval

Please Attach an Agenda and Registration Form
If you are requesting to attend a Professional Development conference please follow these steps:

 

1.)  Fill out a Request to Attend Professional Meeting form and have it approved by your principal.

2.)  Once the request is approved by the principal and the superintendent, it works best if you register for the conference yourself.  If you need a purchase order number to register, contact Judi Raymond at the Administration Office.  If the conference needs to be paid in advance, you may pay for it yourself and turn in your receipt to Judi Raymond for reimbursement, or contact Judi to request that a precheck be done.

If you prefer to have the Administration office register you for the conference, you must attach a completed conference registration form to the Meeting Request form.  If the form is not complete, it will be returned to you and delay your registration.  You must make any necessary lodging and travel arrangements yourself. 

3.)  Once you are registered, send a copy of your registration conformation to Judi for her proof that you are attending so she knows to pay the invoice when it arrives.

4.)  Once you attend the conference, turn in any receipts for which you are requesting reimbursement along with a signed (by principal) Accounts Payable Voucher to Judi Raymond for payment.  Please include a copy of the original approval form.

