Ferguson-Florissant School District

REQUEST FOR TRAVEL OUTSIDE THE DISTRICT
NON-PUBLIC SCHOOL

Prepare this form and submit it to jpughwalker@fergflor.org for approval.  Attach conference information.  

This form should be received in the Federal Programs Office no less than 21 school days prior to the event.  

You may register for the event only after receiving an approval email.  Attach approved copy to expense report, as needed for reimbursement.

	Name of Applicant: 
	
	Date of Application:  (M/D/Y)
	

	Non-Public School:
	
	Phone:
	
	Position/Grade/Subject Taught:
	

	Conference / Meeting Information:

	Conference Name:
	
	
	Location:
	 

	Sponsors:
	
	
	Dates:  (M/D/Y)
	
	-
	
	Times:
	


Identify the goal of this professional development opportunity?
	


	Total time away from school:
	
	days
	
	Subs are not provided through Title IIA funds!


Please complete the estimate of expenses accurately and carefully.

	Transportation:  coach air fare   
	
	
	
	$
	

	      or Automobile
	
	miles at
	$0.54
	per mile
	
	

	Hotel:
	
	nights at $
	
	
	

	Meals:
	
	days x $50 per day
	
	

	Banquet ticket (if needed)
	
	
	

	Registration fee (if needed)
	
	
	

	  (If meals are included in registration, separate meal receipts may not be added.)
	
	

	Miscellaneous:  (parking, taxi, etc.)
	
	
	


	TOTAL Estimated Expenses:
	
	$
	


	Title I
	
	
	Title IIA
	
	
	Title III
	


Indicate how the learning you receive as a result of this workshop/meeting will be shared with colleagues and will benefit students.  Attach separate sheet if necessary.


	
	
	
	
	
	
	

	Signature of Applicant
	
	*Date
	
	Signature of Non-Public Administrator
	
	*Date


	
	
	
	

	Director of Federal Programs
	
	*Date
	               *Date (Required)                                Revised:  10/17/16


FERGUSON-FLORISSANT SCHOOL DISTRICT

2016-17
PROCEDURES FOR 
TRAVEL OUTSIDE THE DISTRICT

Participant must complete the Ferguson-Florissant School District Request for Travel Outside the District form.

Procedure for submitting a request for approval and funding:

· Teacher  to Non-Public Administrator to jpughwalker@fergflor.org
· Building Principal to jpughwalker@fergflor.org
EXPENSE REPORT FORM: 
1) Expenses for travel outside the district must be reported on the Expense Report form within 14 days of the conclusion of the trip.  

2) A copy of the approved Request for Travel Outside of the District form must be attached to the expense report.
3) Upon approval of expenditures, the request will be processed and reimbursement made.
REIMBURSABLE EXPENSES
For attendance at meetings that have been properly authorized, the Board will pay for the following type of expenses:

1) Registration

2) Airfare

3) Car Transportation 
3) The Current Mileage Rate is $0.54
3) Mileage can ONLY be claimed for Out of District Trips on the Request for Travel Outside of the District.
3) Mileage is counted from your assigned building to the event and from the event back to the building ONLY.
3) The most cost effective route of travel will be funded.
4) Lodging - This expense should be kept as reasonable as availability of rooms will allow.

5) Meals will be funded within the following guidelines:  
5) Meal expenses include tax and reasonable tips and must not exceed $50.00 per day for three (3) meals, unless extenuating circumstances are provided.

5) Original Itemized Allowable Receipts are required for any expenditure, including meal expenses.

5) If a tip is included on a separate receipt, submit both receipts.

5) Copies of receipts will not be accepted.
6) The following documents must be submitted in order to receive reimbursement:

6) W-9

6) New Vendor Form
Revised:  10/17/16

















































