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INSTRUCTIONS  
REQUEST TO ATTEND WORKSHOP/ 

EXPENSE CLAIM FORM 
 

BEFORE Attending Workshop/Conference: 
 

 Employee completes “Request for Authorization to Attend Workshop/Conference” a 
minimum of one month prior to the event to allow for required Board of Education 
approval. 

 If travel expenses will be incurred, employee must include a MapQuest report from 
building or home to destination (whatever is shorter); anticipate tolls, if applicable. 

 Building Principal/Supervisor supplies account code and approves Request Form.  
 Employee sends Request Form to the Office of the Assistant Superintendent for 

approval and Board agenda. 
 After Board approval, Central Office will return the approved Request Form to 

employee. 
 If prior payment is required, Building/Department Secretary prepares Purchase Order 

Requisition, scanning Request Form and registration as Requisition Backup. 

 
AFTER Attending Workshop/Conference: 
 

 Employee submits “Professional Development Evaluation Form” to Diane Fisher, 
Central Office with a copy to Secretary to attach as Requisition back-up. 

 Employee prepares “Expense Claim Form” including proof of attendance 
 If employee paid registration, provide proof of payment. 
 If employee incurred travel expenses, provide copies of automobile registration AND 

insurance as well as the MapQuest report to support mileage driven. 
 Employee supplies receipts for applicable expenses, such as tolls, parking, lodging, food 
 Building Principal/Supervisor signs “Expense Claim Form.” 
 Employee submits APPROVED Request Form AND Expense Claim Form including ALL 

PAPERWORK to Building/Department Secretary. 
 Secretary prepares Purchase Order Requisition, scanning all forms as Requisition 

Backup. 
 Employee will be reimbursed after the Board Meeting approval of expenses. 

 
 

 Reimbursement will only be made for up to the amounts that are Board 
approved. 

 

 If any component of the procedure is missing or incomplete, forms will be 
returned for correction and reimbursement will be delayed. 

 
 All submissions must conform to Board Policy #6471. 

 
 Please be sure to keep copies of all forms and receipts for your records. 








