BIG BEAVER FALLS AREA SCHOOL DISTRICT

CONFERENCE REQUEST FORM

	PROCEDURES:  

1. Complete this entire form.

2. Submit this form with conference description information to your building principal for approval.

3. You will receive a copy of this form after it has received approval from the Superintendent.

4. You are responsible for making your own arrangements (registration, reservations, travel accommodations, etc.) for the conference.

5. Within ten working days after returning from the conference, a Reimbursement Form must be submitted. Receipts for all expenses must be attached.
6. Within thirty days after returning from the conference, a written report addressing the content of the conference and your plans on using the information must be submitted to the Assistant to the Superintendent.



GENERAL INFORMATION

	Name
	
	Date of Request
	

	
	(printed – one name per Conference Request Form)
	
	

	Position
	
	Building
	

	
	
	
	

	Conference
	
	Location
	

	
	
	
	

	Sponsoring Agency
	
	Date(s) of Conference 
	


	Are you on the program?
	· Yes
	· No
	
	

	Are you a member of the sponsoring agency?
	· Yes
	· No
	
	


	Purpose for attending the conference
	

	Number of workshop(s)/conference(s) attended this year
	


ALIGNMENT WITH STRATEGIC PLAN

What Strategic Plan priorities will be achieved?

	· 
	High Academic Standards 


	· 
	Safe Schools and Community

	· 
	Early Childhood Readiness
	· 
	School and Community Public Relations


ESTIMATED EXPENSES

	1.
	TRAVEL – Air fare
	

	
	Automobile ______miles @ mileage allowance
	$

	2.
	Registration Fees (Do not include dues to the organization)
	$

	
	
	

	3.
	Lodging ___________Nights @ $________________
	$

	
	
	

	4.
	Meals _____________ Days (not to exceed $30/day)
	$

	
	
	

	5.
	Miscellaneous Expenses (Turnpike tolls, tips, taxes)
	$

	
	TOTAL
	$


Number of Days for substitute:  _______

	
	
	
	
	
	

	Date
	
	
	
	
	Signature of Employee

	
	
	
	
	
	

	
	
	
	
	
	

	· Approved
	· Not Approved
	
	
	
	

	
	
	
	
	
	Signature of Building Principal

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	Budget Code

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	· Approved
	· Not Approved
	
	
	
	

	
	
	
	
	
	Signature of Central Office Supervisor

	
	
	
	
	
	


	· Approved
	· Not Approved
	
	

	
	Date:
	
	Signature of Superintendent













Revised November 2008


(over)

