
Process for Requesting to Attend a Conference for Instructional Staff

1. Complete form and print upon completion. MUST complete all sections.

2. Print any supporting documentation (i.e. mileage, hotel reservations, conference information).  It is recommended to submit

supporting Requisitions for Purchase along with the documentation (i.e. conference registration requisitions).

3. Submit the completed Request to Attend Conference Form along with supporting documentation to supervisor.

4. Supervisor reviews for initial approval.

5. Supervisor will forward the completed request form and supporting documentation to the Assistant Superintendent for

Curriculum and Instruction.

6. Requests will be reviewed by the  Assistant Superintendent for Curriculum and Instruction, Funding Source Coordinator

(Special Education, Federal Programs), and Finance Supervisor.

7. If approved, the Assistant Superintendent for Curriculum and Instruction will send the approval notification and ORIGINAL

documents back to the requestor. KEEP THIS ORIGINAL COPY until the conference has been attended.

8. After approval, the employee submits absence in Frontline under "School Business" and includes necessary details.

9. After approval, submitted Requisitions for Purchase will be processed for a Purchase Order and will follow normal Purchase

Order procedures.

10. Employee is responsible for following the Purchase Order procedures and for making any and all travel arrangements,

including transportation and overnight travel.  If necessary, contact the PECPS Finance Department to arrange pre-payment

for certain expenses (i.e. airfare, hotel accommodations).

Checklist for Conference Requestor

All sections completed (indicate “n/a” if a section does not apply).

Attached mileage using 35 Eagle Drive, Farmville as the starting address if
driving a personal vehicle.

Attached hotel/lodging information, as applicable.

Attached conference information, including registration costs.

Signed document.

Forwarded to the supervisor for processing.

Upon Return from Conference Attendance

1. Employees will submit any completed requests for Travel Reimbursement (Finance Form on Website), along with the

original approved Request to Attend Conference Form and original receipts within 10 days of travel. Failure to return

within the 10 day timeframe may result in forfeiture of the reimbursement.

2. Reimbursement payments will be processed through the PECPS Finance Department to be paid on the following payment

cycle.

3. Supervisors will monitor the implementation of the learned strategies from the conference attended.

4. Employee is responsible for maintaining any and all conference documentation to be used for renewal of professional

licenses, including conference attendee certificates and agendas.



NOTE: ALL TRAVEL MUST BE APPROVED PRIOR TO MAKING TRAVEL ARRANGEMENTS.  Following travel, please submit the
approved copy of the “Request to Attend Conference Form,” original receipts, and Travel Reimbursement Form to the Finance
Department no later than 10 days after returning from the trip. Reimbursement is not guaranteed if the employee fails to follow
the guidelines.

Employee Name: Date:

School/Department: Position:

Name of Conference/meeting: Purpose:

Conference Location: Dates of Conference:

How will you share what you have learned or use in your position? Is a substitute needed?

Yes

No

Type of Transportation:

Personal Car (mileage reimbursement not guaranteed)

Division Car (must submit DMV form)

Plane, trane or bus (specify)

*Estimated Transportation Costs:
(Use MapQuest using 35 Eagle Drive, Farmville, VA to the destination.
Include to and from costs. *Attach MapQuest information to request.)
Calculate costs and provide this information:   Total number of miles x
$0.575 (approved reimbursable rate) = Total expected cost
(example: 33 miles to and 33 miles from x.575 = $37.95)
Indicate “n/a” if not applicable.

Lodging: Was the Government Rate available?

Yes

No

Not applicable

*Estimated Lodging Total :
Provide the total cost for hotel expenses.  Include:  Hotel rate, # nights,
total expected cost (example: $128.46 x 2 nights =
*Attach hotel information to request. Indicate “n/a” if not applicable.

*Estimated Meal Expenses:
Not to exceed $50 per day.  (example: 1 day =$50) Indicate “n/a” if not
applicable.

*Registration Costs:
*Attach conference information with registration costs to the request.
Indicate “n/a” if not applicable.

Total Estimated Costs:
(Add all estimated expenses from above and include a total.) Indicate
“none” if there are no associated costs.

Employee Signature:

Date:

__________________________________________________________________________________

Supervisor and School Board Use Only Below

Funding Source:

Title I

Title II

Title III

Title IV

Title V

SIG

CTE/Perkins

VTSS

SPED

Local

Other:

Account Code:

__________________________________________________

Coordinator/funding source Approver:

__________________________________________________

Principal/Supervisor: Date:

Assistant Superintendent: Date:

Finance Supervisor: Date:

https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-results/?action=perdiems_report&state=VA&fiscal_year=2023&zip=&city=

