ASCENSION PARISH SCHOOL BOARD

P.O. Box 189

Donaldsonville, LA  70346

LEAVE FOR OUT OF PARISH TRAVEL
EMPLOYEE:






ADDRESS:






EMPLOYEE #:














SCHOOL:






POSITION:






NAME, DATE & CONFERENCE LOCATION:










REASON FOR ATTENDING:












[image: image1.emf] 

 





TRAVEL ADVANCE:  
       
NO
     
YES
----------------------
AMOUNT: $




REGISTRATION:
     
NO
     
YES
----------------------
AMOUNT: $




REGISTRATION PAYABLE TO:











(Please include the vendor’s name and mailing address for registration)
ACCOUNT #



SUBLEDGER #:







                       IMMEDIATE SUPERVISOR         




EMPLOYEE SIGNATURE

                       DIRECTOR/SUPERINTENDENT         


  APPROVED



REJECTED

· REQUESTS FOR REGISTRATION FEES AND TRAVEL ADVANCES ARE TO BE SUBMITTED TO YOUR IMMEDIATE SUPERVISOR FOR APPROVAL PRIOR TO SUBMITTAL TO A/P. ONCE THE REQUEST HAS BEEN APPROVED, A COPY OF THE COMPLETED AND CLEARLY PRINTED REGISTRATION FORM SHOULD BE SENT TO THE A/P DEPT. AT LEAST 2 WEEKS PRIOR TO THE REGISTRATION DUE DATE.  THIS FORM MUST BE FILLED OUT IN ITS ENTIRETY---IF PERTINENT INFORMATION HAS BEEN OMITTED FROM THE FORM, IT WILL BE RETURNED TO YOU FOR COMPLETION.
· IMMEDIATELY UPON THE RETURN FROM THE MEETING OR CONFERENCE ATTENDED, AN EXPENSE REPORT MUST BE FILLED OUT. ORIGINAL RECEIPTS FOR EXPENSES INCURRED MUST BE ATTACHED TO THE FORM AND GIVEN TO YOUR SUPERVISOR FOR APPROVAL. ONCE THE REQUEST HAS BEEN APPROVED IT CAN THEN BE SUBMITTED TO A/P FOR PROCESSING/REIMBURSEMENT.
PLEASE NOTE: A REGISTRATION FEE IS NOT CONSIDERED A TRAVEL ADVANCE
IS ALANA INTERNATIONAL TRAVEL BEING USED FOR TRAVEL/ACCOMODATIONS?�


YES �	 	NO � 
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