	PUBLIC SCHOOLS OF PETOSKEY


	Board Policy 3600

	
Person Making Request

     
School Building

     
Date(s) Attending

     
Place

     
Description of Conference, Seminar, or Workshop

     
     
EXPENSE REPORT

Estimate of

The following are the maximum food allowances in effect for attendance at seminars, workshops, etc. You must submit receipts to be reimbursed for actual costs:
Expenses

1.

Transportation:*
Private Car

Miles @ $55.5/Mile

     
2.

Food Expense - *
Dinner

$18/day

       As per IRS regulations meals are

Lunch

$10/day

       reimbursable only if trip is overnight

     
Breakfast

$8/day

3.

Hotel Expense

     
4.

Conference Registration Fee

     
NO alcoholic beverages will be subsidized. These meals are provided only if meal is not part of the conference. Snacks are not reimbursable.

5.

Other (explain)*
     
     
TOTAL ESTIMATE
$     

MAXIMUM AMOUNT APPROVED

$     
Account Number

     
Date

     
(Signature of Administrator)


REQUEST FOR CHECK – FOR EXPENSES TO BE PREPAID SEND TO BUSINESS OFFICE FOR PAYMENT
Make Check Payable to:

Amount

Deliver To:

     
     
     
     
     
$     
     
Conference Fees: (Completed Registration Form Must be Attached)
     
     
     
     
     
     
$     
Lodging: (Check Out Receipt Must Be Submitted Upon Return)
     
     
     
     
     
     
$     
Other:      
*Meal reimbursement, mileage, and other expenses will be reimbursed upon return. You will need to submit a “Request for Conference Expense Reimbursement Form” with detailed receipts attached.



REQUEST FOR PROFESSIONAL STAFF DEVELOPMENT OPPORTUNITIES


(TO BE FILLED OUT & SIGNED BY AUTHORIZING ADMINISTRATOR BEFORE ATTENDING CONFERENCE)











