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TRAVEL AUTHORIZATION REQUEST

EMPLOYEE:

SCHOOL: TEACHING AREA/GRADE:

NAME OF CONFERENCE:

DATE(S) OF CONFERENCE: CONFERENCE LOATION:

WAYS YOU FEEL THIS CONFERENCE WILL BENEFIT YOU:

(If requesting pre-payments/advanced checks, this request must include a copy of conference pre-registration information, hotel information, etc.)

Projected fees associated with conference

Registration Fee:

Hotel Lodging:

Meals:

Other:

TOTAL:

If the employee is unable to attend the conference/meeting as requested, the employee is responsible for repayment of all expenses
incurred by the school district on his/her behalf. By signing below, you are indicating that you agree to these terms.

Signature of Employee Date
(FOR SCHOOL USE ONLY) (TO BE COMPLETED BY FUNDING SOURCE)
APPROVED DENIED Fees or cost will be paid by:
__District __Sp. Ed. __Vo-Tech
Signature of Principal Date __Title | __Titlell

___ Other (Specify):

(FOR CENTRAL OFFICE USE ONLY)

APPROVED DENIED

Signature of Administrator/Director Date

Signature of Superintendent Date

This request must be APPI oved by the superintendent prior

to attending any out of district conference/meeting.




WEBSTER COUNTY SCHOOLS

ROUN

D TRIP TRAVEL MILEAGE CHART

ACKERMAN 40
BILOXI 585
CALHOUN CITY 54
coLumBUS 0@ 110
GOODMAN 140
GRENADA 90
HATTIESBURG 360
JACKSON 270
LOVUISVILLE 65
MERIDIAN 210
OXFORD 140
PHILADELPHIA 140
RAYMOND 300
STARKVILLE 70
SOUTHHAVEN 260
TUPELO 120
WINONA 70



WEBSTER COUNTY SCHOOLS

TRAVEL EXPENSE REPORT
NAME DATE
DATE | MEETING/CONFERENCE TITLE MILES | MEALS | LODGING
I certify that the amounts listed are the actual expenses incurred.
MILES x .545
TOTAL FOR MILES
SIGNATURE OF EMPLOYEE MEALS
LODGING
FEES
TOTAL
SIGNATURE OF ADMINISTRATOR EXPENSES




Professional Development

Attended Outside the Webster County School District

Name of Conference/Workshop

Location of Conference/Workshop

Date(s) of Conference/Workshop

Briefly summarize what you
learned.

Explain how you plan to use this information in your
classroom.

How do you plan to share this information with other
teachers?

Additional
comments:

Signature of Teacher:

Signature of Principal:

Date:
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