Sugar Salem School District #322

Professional Leave Request

Name of Employee(s) Requesting Leave: 









Dates of Proposed Travel: 









Complete funding information on next page prior to getting approvals below. Do not make reservations, etc. until all approvals have been procured.

Approval by building principal  





 Date 




Approval by Superintendent 






 Date 




Funding Approval  







 Date 




Purpose of Leave:
(Please print name of conference as listed or other reasons for request. Attach any registration forms or flyers.)

Description of Planned Activities: (Attach agenda, if available)

How does planned activity relate to your present assignment?

How will the students of Sugar Salem School District directly benefit from this professional leave?


Funding Information


Lodging

Name of Hotel 







Address 








City, State, Zip 







Telephone 








# of nights 
 @$ 

 per night x 

 # of rooms = _____________




Meals

Per diem allowance is $25.00 per day
Number of full days 
_____

Breakfast (when traveling between 7:00 am and 9:00 am) $7.00 # of Breakfasts 
_____

Lunch 7.00(when traveling between 11:00 am and 1:00 pm)
# of Lunches 

_____

Dinner  11.00
(when traveling between 5:00 pm and 7:00 pm) # of Dinners 
_____

(Do not request reimbursement for meals provided at workshop.)



Travel

_____ Travel in district vehicle

_____ Travel in personal vehicle

Estimated number of miles 

 x .40 per mile = 


A personal car should only be used if a district car is unavailable. In the case of using a district car the employee may check out a district credit card to pay for fuel. If from one to three employees in district are attending, mileage will be paid on only one vehicle. On the fourth individual, mileage may be paid on 2 vehicles. Mileage will be paid for reasonable mileage to and from the destination including a reasonable number of miles while at the conference. 


Registration: (attach registration form, if available)

Name of organization







Address








City, State, Zip







Telephone








Number of individuals 
 @ $ 

 = $





Funding


  Title I


  Special Education – Title VIB


  Improving Teacher Quality – Title IIA


  Vocational Education


  Professional Technical Education


  Technology


  School Travel Budget


  Other 






If this professional leave will involve changes in more than 10 people who will be eating school lunch our food services department should be notified 2 weeks in advance.
Lodging Total __________


After turning this in the employee is to make all lodging reservations using a purchase order. The district does not pay tax on instate lodging.





Meals Total __________


All per diem requests should be made prior to travel and require a purchase order.





Travel Total _______


After turning this in the employee makes all lodging reservations using a purchase order.





Total Estimated Cost of Professional Leave





$ 			








Registration Total _______


After turning this in the employee makes all registration reservations using a purchase order.














