
 

Submit a "Request for Professional Leave" with a copy 
of the conference flyer to your principal for approval.  

List registration fees. 

Send the signed form to Central Office.  Once you receive approval 
you can register for the workshop.

If the provider requires payment prior to 
confirming your registration, you will need to pay 

by credit card or personal check.

If you  have time, you may check the "bill me later" or 
"pay by check or purchase order" option at registration

Print your verification of enrollment including payment 
amount and provider address.  Attach to form and send to 

Central office

Finance will issue a 
reimbursement to you after 

you attend the activity.

Keep a record of your attendance for your 
evaluation.  If you are unable to attend, notify 

the Curriculum Office prior to the event.

Finance will issue a check to the 
provider for advance 

registration.


