CONFERENCE FORM

PART I:
Account Name _____________________________________________________________________________

Account Number _______________________________ Available Balance ____________________________

Principal/Administrator’s Approval ________________________________________ Date ________________
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PART II:
Name _______________________________________________________   Your Vendor # _______________

School ___________________________________________________________________________________

Conference/Visit ___________________________________________________________________________

Location _____________________________________________________   Date Submitted ______________

Dates of Conference/Visit ____________________________________________________________________


Expenses:


Registration/Fees
$
_______________________



Meals

_______________________



Room

_______________________



Transportation

_______________________


If by auto, indicate mileage rate: ____________



Tolls and Parking
$
_______________________



Subtotal

_______________________



Substitute

_______________________



Total
$
_______________________
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WAYLAND PUBLIC SCHOOLS

Wayland, Massachusetts

REQUEST FOR APPROVAL 

TO ATTEND CONFERENCE
Directions:

The applicant should complete PART II and receive approval BEFORE attending the conference.  The approving building-level administrator will complete PART I.  Directions in PART III should be followed AFTER the conference.

Approval must be obtained PRIOR to attendance at any conference.  If a substitute will be needed, the cost must be included in the estimated expenses.


PART III:
For reimbursement, please:

1)
Attach this form to a voucher with two copies of evidence of payment (receipts, cancelled checks, credit card statement, etc.).

2)
Forward packet to Accounts Payable in the Business Office for payment.

3)
Please allow several weeks for the warrant process.

(over)
