CONFERENCE REQUEST APPROVAL FORM INSTRUCTIONS

1. Complete the Request For Approval of Conference Attendance along with Estimated Travel Expense Voucher one month prior to the conference date.

(Forms attached)

2. Forward forms to your supervisor for review and approval

3. Your supervisor will forward forms to the Superintendent for final approval

4. Superintendent’s Office will forward to the Personnel Department for distribution.

Once the conference is approved, the funds for the approved conference MUST BE ENCUMBERED WITH A PURCHASE ORDER.  You will receive instructions on this process when your approved conference request form is forwarded to you from the Personnel Department.  

Copies of the Board of Education Travel Expense Reimbursement policy # 6830 and Travel Expense Reimbursement Regulation # 6830-R are attached for your review before requesting a conference approval or estimating your conference expenses.
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BEDFORD CENTRAL SCHOOL DISTRICT

REQUEST FOR APPROVAL OF CONFERENCE ATTENDANCE

Directions:

1. Fill in all of the spaces above the double line

2. Attach the Estimated Travel Expense Form

3. Attach a Course Description, Course Profile or Conference Profile

4. Submit the completed form with attachments to your principal, at least one month in advance

CONFERENCE REQUESTER’S NAME:      
SCHOOL BUILDING:      
CONFERENCE/COURSE NAME:      
LOCATION:      
DATES:      
My role at the conference:  General Participant or      
  


Special Duty as follows:      
Number of other staff members attending:  FORMDROPDOWN 

I hereby request approval for attendance at the conference described above.

Signature: ____________________________________  Date: ___________________________________

CODE TO BE CHARGED: ___________________________  Amount: __________________________

CODE TO BE CHARGED:  ___________________________ Amount: __________________________

(ESTIMATED TRAVEL EXPENSE VOUCHER MUST BE ATTACHED)

REVIEW

By Principal:

Number of days substitute service required:  __________________________________________________

Comments of Principal: __________________________________________________________________

______________________________________________________________________________________

Approval of Principal: ____________________________________  Date:  _________________________

                                                          Signature

Comments of Superintendent:


Request modified as follows: _______________________________________________________

Approved    Disapproved




____________________________________

          (Circle One)




              Superintendent of Schools
ESTIMATED TRAVEL EXPENSE VOUCHER

(This form must be attached to the Request For Approval Of Conference Attendance Form)

TRANSPORTATION:

 FORMCHECKBOX 
 Bus   

  FORMCHECKBOX 
 Train  

  FORMCHECKBOX 
 Plane*     
               $ 
     
(Pre-approval for air travel is required; Air travel must be competitive 

and cost no more than coach rate)
Taxi Service:








     
Personal Automobile:  

From      

  To      

  Miles      
From      

  To      

  Miles      
Mileage allowance:  Mileage is calculated from school to destination and return to school.  Please use MapQuest to estimate your mileage.

Total mileage      

 @ $0.485 (as of 1/1/07)

      $ 
     
Thruway tolls 








     
Other (specify)







     
TOTAL EST. TRANSPORTATION REIMBURSEMENT 
   $ 
     
A

OTHER EXPENSES

Lodging (up to maximum fee set by federal government at www.gsa.gov or a

                   “pre-determined” rate; see policy and explanation)


      $
     
Meals (no more than $15/day for breakfast; $47 for dinner or $62 daily total)

     
Registration Fee







     
Other (specify)







     
TOTAL ESTIMATED OTHER EXPENSES


      $
     
B

TOTAL EST. TRANSPORTATION/OTHER EXPENSES  (A+B)   $       
*Approval of conference request application form does not guarantee approval of all estimated expenses.  Only expenses adhering to board policy and those accompanied by original receipts will be reimbursed.
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