PITTSFIELD SCHOOL DISTRICT

PROFESSIONAL LEARNING LEAVE / FINANCIAL REQUEST

Name:
__________________________________________________
Date:
___/___/_____

School:__________________________________   Certificate Expires:
__________________

	WORKSHOP / SEMINAR / CONFERENCE

Title: ___________________________________________________________________________

Date(s): _________  Time/Period: ________ Estimated hours of professional development:  ___​​​​____
Cost:  Fee - $____; Hotel - $____; Food - $____; Airfare - $____; Parking - $____; Mileage - $____ 
(Costs can be estimated.  Caps for food:  Breakfast - $10; Lunch - $15; Dinner - $20)

Will a substitute be needed?:

N0 ______  Yes, all day _____  Yes, specify times _____________    


	COLLEGE COURSE*
Title:
_______________________________________ Graduate: _____  Undergraduate:
_____

Date(s):
______________________________
Clock Hours:
__________________________

Number of Credits:  _______

Cost per Credit:
$___________
Total Cost: $_____________
*Requires pre-approval. Submit an OFFICIAL transcript to the SAU #51 office upon completion of course with grade of B or better for approved reimbursement.



	What objective / personal goal / topic does this activity relate to?



	FUNDING (To be completed by employee in collaboration with supervisor)
  District – Contractual                                          District - Other than contractual
  Grant:  ______________  Supervisor’s initials signify grant manager verified funding**:  ________


	Approved for:
$_________    Denied: ________
_______________________________________
Supervisor’s Signature**
_______________________________________  

Date

**Or sent by supervisor to Financial Manager by verified email account  
	Approved for:
$_________    Denied: ________
Account #:_______________________________
_______________________________________
Financial Manager’s Signature
_______________________________________  

Date
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