



1DATE      
    


                                                                            SY 16-17
CHANDLER UNIFIED SCHOOL DISTRICT IN STATE PROFESSIONAL LEAVE REQUEST

(SUBMIT AT LEAST 15 DAYS PRIOR TO ABSENCE)

INCOMPLETE FORMS WILL BE RETURNED

2NAME          3SCHOOL/DEPT/GRADE       
4CONTACT EMAIL       CONTACT PHONE #      
5EMPLOYEE CLASSIFICATION:      CERTIFIED   FORMCHECKBOX 
      SUPPORT   FORMCHECKBOX 
       ADMINISTRATOR   FORMCHECKBOX 

6DATES OF LEAVE (include travel days)        (month/day/year)
7IS A SUB NEEDED?  NO  FORMCHECKBOX 
    YES  FORMCHECKBOX 
   8HOW MANY DAYS IS A SUB NEEDED?      
9MODE OF TRANSPORTATION      





(i.e. school bus/school van/personal vehicle/air)

10PURPOSE OF LEAVE (MUST WRITE BRIEF EXPLANATION AND ATTACH DOCUMENTATION)
     
11WILL YOU BE PAID BY ANOTHER ENTITY FOR SERVICES PERFORMED DURING LEAVE?
 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No   If yes, how much          By whom?          Other info
 FORMCHECKBOX 
   I REQUEST DISTRICT/SCHOOL FUNDS TO FINANCE THIS TRIP (please check all that apply):
                            FORMCHECKBOX 
 Transportation Funds Needed From CTE                FORMCHECKBOX 
 Substitute Funds Needed From CTE
	ESTIMATED COST OF LEAVE   (MUST COMPLETE OR PACKET WILL BE RETURNED)            Will submit expenses

                                                                                                                                                           upon return                                                           

	14Tuition/Registration
	$     
	15IFAS Requisition  #     
     for registration
CTE Account code used:
	16 FORMCHECKBOX 


	17Housing 

  (# days       x $      (room rate)

                                                                                                                                                         
	$     
	18IFAS Requisition  #     
     for hotel    
CTE Account code used:    
                       
	19 FORMCHECKBOX 


	20Mileage
	$     
	(Mileage and food are estimates;
	21 FORMCHECKBOX 


	22Food
	$     
	reimbursement will generally not 
	23 FORMCHECKBOX 


	24TOTAL COST
	$     

	exceed maximum allowed)
	


25Date__________________  26APPLICANT’S SIGNATURE_______________________________________





           Signatures

               Date Signed
        Approved     Not Approved 
27FUNDING SOURCE (MEG)



______




28SITE ADMINISTRATOR 

APPROVAL OF FUNDS  



Site Administrator’s signature signifies that the school budget will be charged if appropriate funds are not available in the traveling group’s account.
ASST. SUPT.





______

SUPERINTENDENT







APPROVED CUSD TRAVEL AGENCIES 
· Terra Travel is CUSD contracted travel agency (602) 375-1707

Group Travel:  Catherine Musa, Catherine@terratravelaz.com
Individual Travel:  Jill McCarthy (or available agent)

· Class Travel is a CUSD contracted travel agency for STUDENT/Group travel ONLY (480-699-3418)

· Contacts at Class Travel: Stephanie Hisel, shisle.classtravel@cox.net  or 480-861-1526
                                         Janine Rickborn, jrickborn.classtravel@cox.net or 602-326-3161

· Call either agency to request an estimated quote for travel before submitting a CTE request for payment
· Travel Agent will e-mail all reservation information to the traveler after the professional leave is approved and payment has been made for travel
rev 06/15/2016
TRAVEL PROCEDURES

July 2016

The following procedures should be followed for any/all District travel. 

GENERAL RULES

1. No P-card usage for travel.
2. No travel will be approved/processed unless ALL funds are available or principal agrees to cover cost of the trip
       if appropriate funds are not available.
3. Professional Leave forms are required for all employees traveling in state or out of state, regardless of time of travel 

       (i.e. summer months, weekend days, holidays…)

4. No travel will be processed if current CTE forms are not used. Packet will be returned for re-submission.
5. Chaperones must be available for both males and females in accordance to required student – teacher ratio

6. A Travel Claim form for any travel outside the District must be submitted to Accounts Payable with all 

       applicable receipts for hotel and airfare (as proof of trip), regardless if reimbursement is required.

7. Only lodging limit will be paid if hotel is not the conference hotel.  Go to www.gao.az.gov/travel for current rates.

8. Purchase Order to Terra Travel will only be for airfare, travel agent fees, hotel room (for group travel only) and tax. 

9. Terra Travel will contact the traveler if airfare has increased over 5% of Purchase Order amount.

10. Only the cheapest method will be reimbursed if traveler chooses to drive instead of fly.

11. Only one person can submit mileage if carpooling to a conference.

12. If school van or bus is not available or will not seat enough students, CTE will split the cost of a charter bus
PROCEDURES FOR OUT-OF-STATE TRAVEL

The following options are available when determining travel arrangements:

Student/Chaperone Group

Option 1 - Contact Terra Travel to get an estimated cost for airfare and hotel.  Submit a requisition for airfare, hotel and travel agent fees.  Terra Travel WILL NOT book airfare or reserve room without a Purchase Order.  Airfare and hotel (room and tax only) will be the only charges Terra Travel will pay.  Note: there is a booking fee for each of Terra Travel’s services.


Option 2 – Contact Class Travel, LLC to get an estimated cost for airfare and other travel needs. Contact information listed below and on all Professional Leave Request forms.

Option 3 - If a vendor provides packaged travel for events, (i.e. FFA Convention, Close-Up Foundation, Heritage Festivals, DECA) arrangements can be made directly with those vendors.

Individual (Employee) 

Option 1 (Preferred) - Airfare and Hotel by traveler
Book your own airfare and hotel room.  Pay with personal funds and request reimbursement via a travel claim, with a copy of approved professional leave and hotel invoice attached.  Reimbursement will only be for the District allowed amount.

Option 2 - Airfare through Terra Travel/Hotel by traveler
Contact Terra Travel to get estimated cost for airfare.  Submit a requisition for airfare and travel agent fees.  Traveler should contact hotel to reserve room.  Pay for hotel room with personal funds and request reimbursement via a district travel claim, with a copy of approved professional leave attached.  Reimbursement will only be for the District allowed amount.

Option 3 - Airfare through Terra Travel/Hotel through Bookstore Manager
Contact Terra Travel to get estimated cost for airfare. Submit a requisition for airfare and travel agent fees. There is a fee for Terra Travel to book the airfare. Terra Travel WILL NOT book airfare without a Purchase Order.  Airfare will be the only charge Terra Travel will pay.  Terra Travel does not book hotel for individual employee travel.  Fill out hotel information completely on the Professional Leave form; when leave is approved the traveler should contact the designated Bookstore Manager to book and pay for hotel if CTE is not paying for any other portion of the trip.

PROCEDURES FOR IN-STATE TRAVEL – HOTEL ONLY 

The following options are available when determining travel arrangements for filling out professional leave request.

Student/Chaperone Group

Option 1 - Contact Terra Travel regarding hotel needs.  Enter a requisition into IFAS to Terra Travel for hotel room, room tax, and agent fee.   Include phone and e-mail of contact person on requisition as well as date, location of conference and title of conference. Terra Travel WILL NOT reserve the room without a Purchase Order.  

Option 2 – Contact Class Travel, LLC to get an estimated cost for hotel and other travel needs. Contact information listed below and on all Professional Leave Request forms.

Individual (Employee)

Option 1 (Preferred) - Traveler contacts hotel and reserves room.  Traveler pays with personal funds and submits Travel Claim for reimbursement, with a copy of approved professional leave attached.  Reimbursement will only be for the District allowed amount.

Option 2 - Fill out hotel information completely on the Professional Leave form; when leave is approved the traveler should contact the designated Bookstore Manager to book and pay for hotel IF CTE is not paying for any other portion of the trip.
CONTACTS

Group Travel:

Catherine Musa

602-375-1707

catherine@terratravelaz.com



Class Travel




480-699-3418


Individual Travel/Air:
Jill McCarthy (or available agent)





602-375-1707

Individual Travel/Hotel:
Designated Bookstore Manager (per School/Site List for Individual Adult Hotel Reservations)

For questions regarding Professional Leave, contact the following staff:

Always call JoAnn (7107) first! If she cannot answer your questions, she will direct you to the appropriate personnel listed below:

If you have submitted a professional leave request and have not received a copy of the approved professional leave, contact your site administrator to verify professional leave has been sent to the District Office.

If professional leave packets for field trips have been sent to the District Office, contact Stacey Redish- District Office, ext 7630.

If you have received an approved professional leave and have questions regarding the Purchase Order for registration or travel, contact Purchasing Department – Dale Larson, ext. 7627 or Gloria Slate, ext. 7681.

If you have a question about a travel claim, contact Accounts Payable.  

If you have a question about the hotel reservation, contact your designated Bookstore Manager.

GUIDELINES FOR YOUR EXPENSE CLAIM

1.  The travel distance threshold for lodging and meal reimbursement is 60 miles*. You must travel at least 60 miles from your site in order to be eligible for lodging or meal reimbursement.

2. The mileage reimbursement rate is currently 0.445 cents per mile per USFR (State) Memorandum No. 231. 

3. If you choose to drive rather than fly – only the cheaper mode will be reimbursed.

4. Meal reimbursement is not permitted when meals are provided at no expense to the employee or included in an event registration.

5. Per Diem rates apply for 3 meals consumed within a 24 hour period. (Breakfast, lunch and dinner only). Please contact JoAnn Shea for daily rates in your travel city.

*Per State regulations – USFR Memorandum No. 231

Allowable Expenses

Mileage

Hotel

Airfare

Meals (for 1) + 20% tip

Transportation (must be pre-approved)
Ground Transportation (buses, taxi, shuttle…)

Parking

Expenses Not Allowed

Internet Fees

Liquor

Entertainment (Theme parks, ball games, movies…)

Any rented vehicle insurance or extras (the District is fully insured)

School/Site List for Individual Adult Hotel Reservations

Individual adult travelers should contact the designated high school Bookstore Manager or Cathi Taylor to make hotel reservations for in-state or out-of-state travel

Basha High-Carol Skocypec, Bookstore Manager 480-224-2265

Basha El

Hull

Navarrete

Patterson

Riggs

Ryan

Santan Jr High

Willis Jr High

Chandler High-Susan Barthelme, Bookstore Manager 480-812-7745

ACP-Oakland

Andersen Jr High

Andersen El

Galveston

CTA Goodman

Hartford

Knox

Sanborn

Shumway

Weinberg

Hamilton High-Jennifer Davis, Bookstore Manager 480-883-5220

Bogle Jr High

Conley

Fulton

Hancock

Hamilton Prep

CTA Independence

Jacobson

San Marcos

Tarwater

Perry High-Deborah Brown, Bookstore Manager 480-224-2862

Bologna

Chandler Early College

CTA Freedom

CTA Liberty

Erie

Frye

Haley

Hill Academy

Humphrey

Payne Jr High

Santan Elementary

Other Sites-Cathi Taylor 480-812-7106                                 Casteel High  – Michelle Snider - 480-424-8131

Central Kitchen







                                        

District Office

Instructional Resource Center

Support Services

Transportation

Warehouse

