The Travels of Request 303 and Expense Report 412

[image: image1.wmf]BE SURE TO FILL OUT AND TURN IN YOUR #300 (ABSENCE FORM) TO YOUR SUPERVISOR WHEN YOU ARE AWAY FROM YOUR BUILDING, CLASSROOM OR JOB.  This is handled in Work Force.
BEFORE the trip (THE 303 HAS TO BE PROCESSED BEFORE YOUR TRIP.  These forms are available in your building)
Start:  [image: image2.wmf]  With 303 in hand, the teacher [image: image3.wmf]asks principal, coordinator, or staff development for help paying for a workshop/conference they would like to attend.  

1. If the principal plans to cover a part of the expense, he must write in the amount of money[image: image4.wmf] he intends to cover, adds the school’s account code, signs the 303, then gives the 303 back to the teacher

[image: image5.wmf]
2. Teacher sends the 303 to a coordinator, if the coordinator is willing to use their staff development money to help.  The coordinator writes in the amount of money they would like to cover, signs the 303, makes a copy for their records, 
3. The 303 [image: image6.wmf]is sent to Connie Hayes, staff development secretary, to code (intact—all three pages) which is sent to LIZ MORRISON, in staff development for her signature and to Kathy Blackmore for her signature.

[image: image7.wmf]The white copy is sent to finance and the pink copy back to the teacher, keeping the yellow copy with the coordinators’ staff development paperwork.  This request awaits the 412 form upon completion of the workshop/conference.
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AFTER the trip (TO BE REIMBURSED YOU MUST SUBMIT A 412)
[image: image13.wmf]To get reimbursed, the teacher fills in the 412 form with the actual expenses from the trip, including receipts to back up the amounts of money.  All restaurant receipts must be itemized, not just a total.  Parkway will pay $39. a day for food, without receipts. 

The 412 form then follows the same pathway as the 303 did.  

· The same people who signed the 303 now have to sign the 412 plus add the amount of money they are covering and their account code.  

· If the principal is helping to fund the trip, he has to sign the 412, add the account code and the amount of money being paid and send to the coordinator for account codes and signatures.
· At this time, all is sent to finance for issuing payment to you.
Please attach a copy of your 303 to the 412 form as you send it in, which is now required.
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