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3. Meals:  Indicate the number of days for which meals will be reimbursed and the 
total amount (not to exceed $35 per day). Write the total into the $ field. 

4. Registration Fee: The cost of registration. 
5. Transportation: Enter the appropriate transportation costs and write the total in 

the “Estimated cost of all transportation” field. 
6. Total estimated cost: The total of all estimated cost categories.   

D. I understand the following: 
1. The employee requesting leave should read this section and then sign where is 

reads “Signature of Applicant.” 
E. Substitute requirements: 

1. Check the appropriate substitute requirements box and if applicable fill-in the 
prearranged substitute(s) name. 

2. If a substitute is needed the supervisor should check the appropriate work 
schedule box. 

F. Building Principal/Supervisor Signature: 
1. Approval is needed by the building principal for an employee to be out of the 

building. 
G. Budget Manager’s Signature: 

1. The Budget Manager should check the appropriate approval box. If the box 
“Approved as indicated below” is checked the Budget Manager should fill-in the 
“Maximum amount of cost approved” section found at the bottom of the form. 

H. Signatures required for out of state travel:  
1. Prior approval from the Assistant Superintendent and the Chief Financial Officer 

is needed for all out-of-state travel. 


