
Request for Conference Attendance 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

The applicant and/or the school site administrator must complete all 3 sections. 

Secondary Teachers – enter subject(s) taught 



Request for Conference Attendance (cont.) 
 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Estimated Costs – Reimbursements 
are limited to the amount stated on the 
request form. 

 

Approved by signature 
Consortium Director (if the private 
school is part of a consortium 
 OR 
Private School Administrator (if the 
school is an independent private 
school) 

 

Lodging, Travel, & Shuttle  
Must receive pre-approval from the 
private school administrator or 
Consortium Director 

AND 
NCLB Private Schools Support 
 
No pre-approval, no reimbursement 

Secondary Teachers – enter 
subject(s) taught 

 



 

Documentation that must accompany 
the Request for Conference Attendance 

 
 

 

  
 

Must include the following information 
o Purpose 
o Cost 
o Dates 
o Times 
o Location 

And if applicable 
o Keynote speaker(s)/ Trainer(s) 

and/or topic(s) 
o Breakout Sessions or 

Workshop Titles with 
description 

 

 

Documentation  
Flyers, handouts, mailers, printed web 
pages, conference application, etc. 

 



                  


