Draft 6/9/11

PERSONNEL
CP03.125 AP.21

Travel Request Form

Name __________________________________________ 
School/Dept. __________________________


Certified Employee (
Classified Employee (
I hereby request: ( Professional Leave

( Paid Personal Leave
( Personal Leave

______________________________________________________________________________

(Give detailed explanation for Professional Leave.)
Dates of Leave ____________________
Place ___________________________
Substituted Requested ( half day
( all day ______________________________

Substitute’s name if known
Stipend Requested
( YES
( NO

Reimbursement Requested on the Items Checked Below

Lodging - actual lodging cost when deemed the most economically feasible
(
Travel - Indicate manner: car – current Board approved allowance
(
Meals - Limit per day should be checked with each school or 
(
department for allowable expenditures.

Any meal exceeding $5.00 must be substantiated by a receipt.

Registration
(
Parking Charge
(
Tolls (no charge for District vehicles being operated in state in an official capacity)
(
Upon request, I shall report on information received while on professional leave.

	_________________________________________________________
Applicant’s Signature
	________________
Date of Application


	I recommend:
( Professional
( Personal
( Paid Personal Leave

__________________________________________________________
Signature of Principal or Department Head
	_________________
Date Recommended


	Approved as: 
( Professional
( Personal
( Paid Personal Leave

_____________________________________________________________
Signature of Central Office Administrator
	________________
Date Approved


Related Procedure:

04.31 AP.2 (District procurement cards)

     
     
Must check appropriate block(s) for approval to be processed


===============


( General Fund�( Badgett Staff Dev.�( Title I�( Title VI (Chapter 2)�( IDEA-B Basic�( IDEA-B Preschool�( Title II-Math/Science�( Title IV-Drug/Alcohol�( Gifted�( Vocational�( Food Service�( Tech Prep�( ESS�( JTPA Summer School�( KERA Pre-school�( Attendance�( Health Services�( School Allocation�( Family Resource Center-be specific ______________�( Youth Service Center-be�specific________________�( Grants-be specific�_______________________


( Other – be specific �_______________________
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