BANGOR AREA SCHOOL DISTRICT

PERMISSION REQUEST FORM FOR EMPLOYEE CONFERENCE, CONVENTION or MEETING
This form must be filed at least two weeks prior to Board of Education meeting (3rd Monday of month).  Complete one (1) form (two-sided) and send to your building principal.  Signed copies will be returned.  
A conference summary report with attached attendance certificate must be submitted to the Superintendent following the event.
TO:
Superintendent of Schools             DATE SUBMITTED      
FROM :       
(note: All attendees may be listed on this request but post-conference summary reports and expense forms

must be submitted individually.)
SCHOOL:      
POSITION:      
REQUEST PERMISSION TO ATTEND:    FORMCHECKBOX 
 Conference     FORMCHECKBOX 
 Convention      FORMCHECKBOX 
 Meeting       FORMCHECKBOX 
 Other

DATE OF EVENT(S):       
LOCATION (complete address) AND TITLE OF PROGRAM-CONFERENCE- MEETING
     
1.  Pre-Conference – Attach registration form/invitation and follow-up email registration confirmation.
2.  Post-Conference – Provide the following to the superintendent’s office:

· Certificate of conference completion/attendance (copy)

· Conference Summary Report
· Conference Expense Form

FOCUS OF PROFESSIONAL DEVELOPMENT (Detail on separate sheet if necessary/attach supportive documents):   
     
Substitute Needed for: 
  (staff name)
       on       (list dates)

                   on       (list dates)



       on       (list dates)

             
       on       (list dates)

TOTAL COST TO DISTRICT:           (see reverse side)

FUNDING SOURCE:    FORMCHECKBOX 
 Title I      FORMCHECKBOX 
 Title II      FORMCHECKBOX 
 Title VI      FORMCHECKBOX 
 IDEA     FORMCHECKBOX 
 Drug Free      FORMCHECKBOX 
 Building Budget  
                                      FORMCHECKBOX 
  Staff Development        FORMCHECKBOX 
 Other (specify)      
APPROVED:
____________________________   _______   _____________________________   _______



          (Principal/Supervisor)
             (Date) 
     (Superintendent)
                     (Date)

REJECTED:   ____________________________   _______    _____________________________   _______



          (Principal/Supervisor)

 (Date)
                 (Superintendent)
                      (Date) 

(Supt. Office Use) - cc:     Applicant
        Secretary
           Accounts Payable             C. Christman



Guidelines for Reimbursable Expenses

1. Stay within the “Cost to District” that was approved by the principal and the superintendent.

2. Limit your expenses to and obtain receipts for:

A.
Registration


D. 
Transportation

B.
Lodging


E.
Other Expenses   (itemize this item)

C. Meals

3. Hold your meal costs to a $26.00 per day plan; namely:

Breakfast
$5.50

Lunch
    $8.00
    Dinner
$12.50

NOTE:  CAUTION!   Auditors are sensitive about meal costs.


  Please review conference detail for inclusive meals.

  $26.00 is the total for the day.  The amount not used on one meal cannot be 
 
  applied to another meal. 

  Do not request reimbursement for meals that you yourself would not pay or meals 
  for a friend.
4. These items ARE NOT reimbursable:

A. Expenses for family or friends

B. Side trips and tours

C. Books, pamphlets, periodicals, subscriptions, etc.

D. Telephone calls, wires, gratuity reminders

E. Lost items, broken glasses, car repairs, etc.

CAUTION:    Reimbursement is permitted ONLY for those items that are directly related to the 

conference and convention and ONLY up to the “Cost to District” pre-approved by the principal

and superintendent.

COST BREAKDOWN




Registration





       



Meals (review conference detail for inclusive meals)
       



Transportation:  Air fares, tolls, parking 

       



      Miles by car x       per mile


       



(compute mileage from nearest departure




 location to conference site -  home vs. work)




Lodging:  Nights       at      


       



Substitute Teacher:  Days       x $      
                   



Additional


Expenses
     

                                                                  



     

                                                                  








TOTAL

       
Date of Board Approval:  _______________                                         
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