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It’s about 
audits of 
taxpayer 
money.



What do I need to do to submit a conference application?             
(3-4 weeks out) 

Check with your director or coordinator (Is this in the budget?)

Submit to Frontline Aesop (Will I need a sub?)

Submit to Frontline Professional 
Development

Remember: If it’s during the school day, 
you can only apply for CTLE hours, 
otherwise it’s “double-dipping.”



Complete and Submit
the “Green Form”

• If appropriate, don’t forget to add:

• Lodging

• Meals (Breakfast  = $10/max, Lunch = 
$15/max, Dinner=$25/max)

• Driving?  (Attach a Google map of the route.  
Must be from the shortest distance to the site, 
either school or home.) Calculate the mileage 
using the current IRS rate. 

• Tolls?  Use this calculator. 

• Registration fees should be paid directly from 
the district

https://calculator.tollsmart.com/


Attach: 

The conference description

Your map/transportation information

Your Frontline PD form

Submit to the C & I office for review.



Why are conferences approved by the BOE?

Any time we spend taxpayer monies, including 
for subs, the forms are provided to the BOE for 
review and approval on the consent agenda.

They are provided with your completed 
green form. 



Common “Before Conference” Errors:

Form submitted 
without all 
necessary 
signatures

1

Missing 
information

2

Estimated fees 

3



Special Note: BOCES 
Conferences/Trainings

• If this is a BOCES conference, and you 
can’t attend you must cancel…even if you 
cancel that morning.  They will charge the 
district otherwise. 



At the 
Conference:

Be sure to save the 
conference 
completion certificate.

Save your food 
receipts (no alcohol).



If you are 
requesting 

reimbursement, 
please: 

• Complete the 
conference expense 
form

• Attach your certificate 
of completion

• Attach receipts

• Be sure you have the 
proper signatures

• Submit to the Office of 
Curriculum & 
Instruction as soon as 
possible. (Don’t wait!)



After the Conference, go to Frontline PD to 
“Mark Complete” 

On Frontline PD:



How to attach 
a certificate of 
completion (or 
any other file) 
on Frontline 
PD:

frontline help guide 
(general user)

https://s3.amazonaws.com/scschoolfiles/4557/frontline_help_guides_.pdf
https://s3.amazonaws.com/scschoolfiles/4557/frontline_help_guides_.pdf


Other things auditors flag:

YOU PAID, BUT DIDN’T ATTEND 
THE CONFERENCE AND SUBMIT 

FOR REIMBURSEMENT. 

THE PURCHASE ORDER IS CUT 
AFTER THE CONFERENCE 

OCCURS.

YOU REQUEST REIMBURSEMENT 
AND THE PAPERWORK IS 

INCOMPLETE.



Conference 
Quick Guide

Essential DOs ✓

• Submit all forms 3-4 weeks 
ahead

• Get director's budget 
approval first

• Let district handle 
registration payment

• Keep all conference 
certificates

• Save eligible receipts

Critical DONTs ⨉

• Submit 
unsigned/incomplete 
forms

• Pay registration personally

• Skip BOCES cancellations

• Delay reimbursement 
paperwork

• Request POs after 
conference



Need help?

Rebecca_Chowske@manhassetschools.orgContact the Office of Curriculum & Instruction 
X 7741 or 7742

Rebecca_Chowske@manhassetschools.org

mailto:Rebecca_Chowske@manhassetschools.org
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