Revised: September 7, 2010

CALCASIEU PARISH SCHOOL BOARD

REQUEST FOR TRAVEL ADVANCE

FROM SCHOOL FUNDS

Out-Of-Parish/State Travel Request must be attached.

Advances must be reported on the “Employee Expense & Travel Expense Voucher” in the appropriate space. Advances must not be issued more than 5 working days prior to departure.  Travel advances are issued only when estimated costs exceed $100 for principals and $50 for all other employees of the school.
Requested by:
____________________________________________
Date:
_______________

School/Dept.:
____________________________________________


Destination:
_____________________________________________

Date(s) of travel:
_________________________________________


(including travel time)
Estimated Costs:


Registration
$_____________________


Meals (Number)

___________________________________
$
_____________________


Lodging (Number of Nights)
______________________________
$_____________________


Note: Must furnish itemized hotel bill upon return

Other (Explain):

___________________________________
$
_____________________


Note: NO advances for mileage


Total Estimated Costs

$
_____________________

All travel advances must be approved by the school principal for all school employees, except the principal. The Assistant Superintendent, prior to the advance, must approve travel advances for the principal.

Approved by:_________________________________________________

Date:
_________________



__________________________________________________



Title

Approved by:
_________________________________________________
Date:
_________________



Assistant Superintendent
