WEATHERFORD INDEPENDENT SCHOOL DISTRICT

REQUEST TO TRAVEL
Name of employee
Purpose of Travel
Title of Workshop/Seminar
Destination
Departure Date Time ® AM O PN
Return Date Time @AM O PN
Estimated Actual
Expenses Expenses
Mileage (number of miles): @__0.565 $0.00
Other Transportation:
Lodging (attach receipt) @ per night* $0.00
number of nights

Meals not to exceed Number

Breakfast $10.00 0 $0.00

Lunch $12.00 0 $0.00

Dinner $24.00 0 $0.00
Total $0.00
Other Expenses:
Total Expenses $0.00
Budget Account Code
Budget Account Code
Budget Account Code
Signatures

Employee Date Immediate  Supervisor Date
Signature
Grant Coordinator Date
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