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___________________
	


To:

All Employee Groups

From:

Noel Martin, Acting Superintendent of Education




Curriculum and Accountability

Subject:
Conference and Travel Form 

Date:

November 5, 2004
In order to implement a standard process in the application of subsidy for conferences and workshops, we have developed a new CONFERENCE AND TRAVEL FORM which will simplify the application process.

Anyone requesting subsidy for an upcoming conference or workshop should complete the attached CONFERENCE AND TRAVEL form.  The CONFERENCE AND TRAVEL FORM should be approved by your principal/subordinate and then forwarded to  your superintendent three weeks prior to the scheduled conference.

Once your superintendent has approved subsidy, you will receive a memo from this office indicating the amount that has been approved.  Once you have attended and paid for the conference or workshop, you must submit the approved CONFERENCE AND TRAVEL FORM (in duplicate) along with the ORIGINAL RECEIPT to this office.  Unfortunately, for audit purposes, copies of receipts cannot be accepted.

If you are applying to another source for subsidy consideration, your original receipt may be returned to you upon request.

If you require clarification on this process, please feel free to contact Mary Frijio at extension 2730.
Conference and Travel Form
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Applications for Conference and Travel should be completed and forwarded to your Superintendent’s office for approval 3 weeks prior to the conference date.  ONLY ORIGINAL RECEIPTS will be accepted for reimbursement purposes.
Name of Applicant:
____________________________________________________________

School or Dept.:  
____________________________________________________________

Conference Name:
____________________________
Conference Date:  _____________
Conference Fee:  __________
Accommodation:  ____________
Other:  ___________
If “Other”, please provide details:  ______________________________________________

Are you requesting funds from any other source?  
Yes ______
No _______

If yes, which source:  __________________________________________________________

Have you previously applied for funding this year:  ______________________________

Reason for attending:
______________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________




_________________________________________________




Principal/Program Coordinator Signature of Approval

____________________________
___________________________
__________________

    Superintendent Approval
          Approved Amount

             Date




________________________________________________


    



   Director of Education (if out of the country)

Article 17.01 (c); 17.01 (d)

(c) Individual teachers and school staff may apply to use funds for attendance at professional conferences, seminars and other professional activities within the Province.  Funding may include all or part of the cost of the registration fees, transportation costs, books and lodging.  Teachers shall make application for funding to their superintendent or designate, who will forward such decision to 
the Professional Development Committee.

(d) Teachers shall submit their original receipts attached to the appropriate form, to their superintendent or designate.

TSU
Article 19.01 (b)

(b) Teachers may apply to use funds for attendance at professional conferences, seminars and other professional activities within the Province.  Funding may include all or part of the cost of registration fees, transportation costs, books and lodging.  Teachers shall make application for funding to their superintendent or designate who will forward such decision to the Secondary School Professional Development Committee.

