INSTRUCTIONS

1. School Board policy requires that travel be settled within 30 days after the event.

2. A “NON-TRAVEL ADVANCE SETTLEMENT” FORM must be completed and signed by appropriate persons.  An authorized signature by the Principal, Director, Superintendent, and/or Deputy Superintendent/Assistant (Area) Superintendent(s) is required to settle advances and/or issue reimbursements. 

3. For reimbursement, provide “original” itemized receipts attached to the settlement form or taped onto a letter size sheet of paper

 4.
An approved copy of the Professional Leave form must be attached to the 

NON-TRAVEL ADVANCE SETTLEMENT form.

KEEP COPIES OF YOUR RECEIPTS AND NON-TRAVEL ADVANCE SETTLEMENT FORMS      



NOTE:


As with all travel, if the non-travel advance is not settled by the specified time, the “ENTIRE” amount of the advance will be deducted from the “Responsible Party’s” payroll check.
