PERSONNEL	03.19 AP.21
‑ Certified Personnel ‑
Professional Meeting Request
Employee’s Name ______________________________________ Date of Request __________
School/LocationMeeting Location (City/State) ________________________________________________________________
Name of Conference/Workshop  ___________________________________________________
Date(s) of Workshop _________________________ Time(s) of Workshop _________________
Funds being used to pay for trip: ___________________________________________________
Rationale for Attendance: ________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Are you requesting Professional Development credit?	 Yes	 No
Has the credit been approved by the Professional Development Coordinator/Committee?  Yes  No
Are you requesting Instructional Leadership credit?	Yes	 No
	Has the credit been approved by Superintendent/designee?	Yes	 No
Will you be participating as a consultant?	Yes	 No
	If yes, will you be paid for your services?	Yes	 No
How will you share information gained with colleagues? _____________________
____________________________________________________________________________________
____________________________________________________________________________________

___________________________________________________	_______________________
                           Principal/Supervisor Signature		         Date

___________________________________________________	________________________
	Superintendent/designee’s Signature	Date

** AFTER ATTENDING PROFESSIONAL MEETINGS, PERSONNEL MUST COMPLETE THE TRAVEL EXPENSE VOUCHER, 03.125 AP.22 AND SUBMIT THE COMPLETED VOUCHER AND ALL REQUIRED RECEIPTS TO THE SUPERINTENDENT/DESIGNEE FOR REIMBURSEMENT OF EXPENSES.
PLEASE STAPLE AGENDA TO THIS REQUEST
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