BCPS – OTEM


BUCHANAN COUNTY PUBLIC SCHOOLS

Revised 01/08




P. O. BOX 833

GRUNDY, VIRGINIA  24614

REQUEST FORM – OUT OF TOWN EDUCATION MEETINGS

Name: 


 




Position: 






School: 







Date of Trip: 





Purpose and Location of Trip or Meeting: (Attach Invitation or Announcement of the Meeting)


Purpose:
















Location of Trip/Meeting:














Teacher’s Signature





      Principal’s Signature



Date








Date

Estimated Cost of Trip or Meeting: (Please estimated the cost for the out of town meeting)


1.
Conference Fee




4.
Mileage (# of Miles @ $.45)   


2.
Housing





5.
Substitute Pay ($65.67 Per Day)
  


3.
Meals/Tips






Total Estimated Cost
  


Request must be submitted in duplicate ten (10) days prior to date of trip or meeting to the School Board Office.  Duplicate copy will be returned to the Principal.

Reimbursement will be considered for Instructional Meetings Only.  Priority will be given to State Department of Education Sponsored Meetings.

Approved: 







Date: 








Superintendent’s Designee

Disapproved: 






Date: 








     Superintendent’s Designee

Approved: 







Date: 









Superintendent

Disapproved: 






Date: 








     
Superintendent























































































