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Private Non-Public 
Travel Approval Form

SCHOOL: ______________________________________       

NAMES OF ALL TRAVELERS TO THIS EVENT FROM THIS LOCATION:
1._________________________________	3._________________________________
2._________________________________ 	4._________________________________
__________________________________________________________________________________________________
Travel Destination (City & State): _______________________    	Proposed Dates: ___________________
Funding Source: ______________________________________________________________________________
Registration: $_________	Transportation: $__________	  Lodging: $__________	   Per Diem: $_________
Total Cost of Travel: $____________________
__________________________________________________________________________________________________
Brief Description/Purpose:



__________________________________________________________________________________________________
In order to be approved, travel must be included in an approved grant application.
This request also meets one of the following criteria:

1) Staff listed above are chaperoning students at a grant-funded activity outside of the tri-county area.                      

2) Travel is related to professional development.
Additional Audit Requirement: once travel is completed, submit supporting travel documentation to including hotel check-out bill and boarding passes (as applicable). 
ATTACH THE FOLLOWING:   

(1) Official conference or meeting information displaying location, agenda, and costs.

______________________________________________	  	______________________ 		
 Principal 			   				 Date   			
________________________________________________________________________________________________
Do Not Write Below This Line - For Approval Only

Requisition Numbers: _________________________________________________________________________________________________

______________________________________________	  	______________________ 		
 DPSCD Grant Administrator		   				 Date   			


______________________________________________		______________________
Jeremy Vidito, CFO						   	 Date



