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Appendix C 
 

Forms 
 
♦ “Request for Professional Travel, Professional Leave, or Temporary Emergency 

Leave” (Note: Instead of filling out this form, employees may use the Professional 
Leave Request form and the Request for Transportation form available through 
district Thundermail.) 

 
♦ “Reimbursement Voucher” (This form must be completed on paper and submitted to 

the Superintendent.) 
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"Request for Professional Travel, Professional 

Leave, or Temporary Emergency Leave" 
 
 
               
  (Date)        (Requested by) 
 
1. Purpose and location of the meeting, travel, or leave:      
 
               
 
               
 
2. Dates this request will require applicant to be absent from               
 assigned duties: 
               
 
3. Is this request designed to help meet an outcome on the individual's IPDP?    
 Yes ( )   or   No ( ) 
 
4. Estimated expenses:    
  

Reg. Fee Lodging Travel Meals Substitute Materials 
$ $ $ $ $ $ 
 ** 55 cents/mile for travel, $6/meal, and $75/day for sub.** 
 
5. Number of people attending from USD #407:        
 
6. Vehicle requested:  Car ( ),  Van ( ),  Suburban ( ),  or  Bus ( ) 
 
7. Comments (if necessary):            
 
               
 
Approved by:               
      Principal      Date 
      
               
      Superintendent    Date  
      
               
      Transportation Director   Date 
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Reimbursement Voucher 
 

 


