Rappahannock County Public Schools

6 Schoolhouse Road

Washington, VA 22747

(540) 227-0023
REQUEST FOR REIMBURSEMENT – 
AFTER ATTENDING PROFESSIONAL CONFERENCE

(To be submitted to Finance Director)

Upon return from your approved conference, please complete this form and return it to the School Board Office.  Due to auditor standards, reimbursement can be made only when the request for reimbursement is documented by the inclusion of pertinent ITEMIZED receipts.

· Valet Parking & Room Service Charges not considered
· Receipts with alcoholic beverages listed not considered

· Meals reimbursed not to exceed $5-Breakfast/$10-Lunch/$30-Dinner (includes gratuity)







Thank you,







Stacey Whitt






Chief Financial Officer

Name:












Date(s) attended conference:










Name of conference:










Expenses incurred by employee:


Registration: $





Lodging: $






Meals: $






Other Expenses: $





Mileage:




 
Prior approval required:  Employee must have prior written approval from the Transportation Supervisor or Finance Dept. to receive reimbursement.

Due to the School Board Office not later than the 1st Tuesday of each month.
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