[bookmark: _GoBack]Overnight Trip/Conference Request Form
SUBMIT ONE FORM PER TRIP
 (Out-of-State Trips need Board Approval)

Trip Information
	TODAY’S DATE
	

	NAME OF CONFERENCE OR TEAM EVENT
	

	CITY/STATE
	

	DATES OF TRIP/CONFERENCE 
(include travel days)
	

	NUMBER OF NIGHTS
	

	NAMES OF TEACHERS/COACHES TRAVELING
	

	NUMBER OF STUDENTS TRAVELING
	



Hotel Information
	TOTAL NUMBER OF ROOMS

	

	TYPE OF ROOMS
(Single/King, Double/2 queens or other)
	

	1ST CHOICE – HOTEL INFORMATION 
(include address and phone number)
	

	RATE
(include % tax & additional fees)
	

	2ND CHOICE – HOTEL INFORMATION 
(include address and phone number)
	

	RATE
(include % tax & additional fees)
	

	NAME OF FUNDING SOURCE & TYLER 
MUNIS NUMBER
	

	
	

	MODE OF TRAVEL (Auto, Bus, Air – if airline is needed please complete section below)
	



Airline Information 
	AIRLINE & FLIGHT NO.
	

	DEPARTING DATE
	

	RETURN DATE
	

	COST OF FLIGHT
	

	BAGGAGE OR OTHER FEES
	

	NAME OF EMPLOYEES/STUDENTS AS IT APPEARS ON CALIF. DRIVER’S LICENSE OR SCHOOL ID
	

	DATE OF BIRTH
	



Other arrangements such as Amtrak and rental cars are to be made by employee.  Reimbursement will be made upon submission of personal expense statement.  District vehicles are to be reserved through Transportation on the District’s Student Trip Request form.  

For Area Office Use:
	CREDIT CARD AUTHORIZATION FORM
	

	CANCELLATION POLICY
	

	CONFIRMATION NO.
	

	PARKING FEE
	

	COMPLIMENTARY BREAKFAST
	

	ROOM LIST NEEDED
	

	BOARD APPROVAL (Overnight/Out of state)
	



