ATTENDANCE AT PROFESSIONAL MEETINGS

Attendance at professional meetings must be pre-approved by the building principal and superintendent.

The District may authorize the following expenditures for approved meetings.

1. Substitute Pay

2. Lodging

3. Mileage

4. Cost of Meals

Receipts for meals and lodging must be submitted for reimbursement.

Upon returning to work, the employee will complete PORTA Form 12B which is a summary of meeting attended and turn in to their building principal.

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

Employee Name____________________________________________________

Conference/Meeting Description_______________________________________
Date of Meeting________________________   Location____________________

Conference/Meeting Fee $________________ Please attach completed registration form.

Will you need substitute?___________  When?____________________________

Principal’s Signature__________________________________________________

Is this Grant funded?_________   Name of Grant___________________________


Grant Director Signature ______________________________________________

Superintendent’s Signature ________________________________ Date________

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

Please complete after meeting and turn in to District Office.

Travel by car:  number of miles _______x .51 per mile =

_____________
Cost of other travel (receipt required):  Type_______________
_____________
Cost of meals







_____________
Cost of lodging






_____________

Other costs _____________________________________

_____________

Total Reimbursement






_____________

Employee Signature______________________________  Date________________

PORTA Form 12

