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• Whether the person making the request is on the conference program.  Direct participation will be 
considered an added reason for approval.  

• Date of last attendance at a similar conference, with the stated desire of providing for rotation of 
attendance among eligible staff members. 

 
Funding for Professional Visitation Requests 
Financial assistance for attendance at educational conferences, conventions, institutes, and workshops 
shall normally be as follows, whether funded through the operating budget or special grants: 
 

• Reimbursement for cost of travel 
• Reimbursement for food, lodging, and personal vehicle use based on the current IRS and GSA 

(General Services Administration) regulations. 
• Payment for registration fees 

 
Expense Guidelines 
 

Transportation 
Method of transportation selected must be the most advantageous to the School District,  
when cost and other factors are considered.  Travel must be by the most expeditious  
means of transportation practicable and commensurate with the nature and purpose of the  
employee’s duties.  Employees choosing methods of transportation that are not the most  
advantageous to the School District, as determined by the Superintendent or  




