Out of District Travel Request

Name (print)__Robert Jones Building___PHS

| am requesting approval to attend __ACTE Conference Nashville

General purpose/objective for attending conference/meeting__ ACTE's CareerTech VISION Conference and Expo

Destination___Nashville TN Leave__12/08/2025 Return___12/12/2025
Date/Time Date/Time

Estimated Travel Expenses
To claim reimbursement, please submit a District Mileage and Expense Reimbursement form to the District Office within

30 days of return from travel. Any necessary receipts must be attached to the Mileage and Expense Reimbursement
form. General requirements for out of district travel are listed on page 2 of this form. District Policy for expense
reimbursement can be found at the link on the district's web page under DLC and DLC-AR

Estimated Expenses Account # or Funding Source
Registration Y A 2234 - VoV ian
Substitute
Full Day @ $__ 226.00_x3__ $_ 678.00 230 - Do nia ¢
Half Day @ $ $ 239 - Py iog
Lodging: Yes_ X___ No
Total # nights__1____ $_ 127.31 232 Pl

Check in Date: __12/08/2025 — Eugene, OR_
Check out Date: _12/09/2025 - ___

Total Nights: _1
Special Accommodations:

Total # nights__3 $__ 497.67 239 . Peeimn
Check in Date: __12/09/2025 — Nashville, TN__
Check out Date: ___12/12/2025____
Total Nights: __3
Special Accommodations: __Parking $5/Day x3__

> Y
Mileage _321_ miles @ .6650 per mile $__213.47 23R - Itk ia,
Meals
4 breakfast(s) @ $16.00 each $_ 64.00 229 - Pelelng
_4__lunch(es) @ $19.00 each $_ 76.00 7239 - Pebons
_5__dinner(s) at $28.00 each $__140.00 23N - Pek o
Other (specify)__Rental Car $_ 380.29 292 - Pecliny
Flight $__387.73 T2 CaNire
Airport Parking__ $__60.00 720, - Do v na
g _
Total Estimated Expenses $_ 479645 2\ 2\ il
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| am requesting to travel out of district on the date(s) and for the purposes stated above. The expenses listed are
estimates; however, | understand that if | choose to add an expense subsequent to this approval, | must re-submit this
request with added expense(s) in order to be reimbursed. | agree with the above and have read and understand the
travel requirements listed on page two of this form.

Signature of staff member Date

Approval: _
Supervisor/Principal LAl Ll Date L Approved [ Denied []
Forms

An Out of District Travel Request form must be completed and approved before out of district can be confirmed.
A travel request must be completed prior to travel in order to claim reimbursement. Conference documentation that
outlines dates, schedules, meals as part of conference, etc. must accompany this form.

Lodging
All lodging reservations will be made by the District Office. If you have any preferences, ie. smoking or non-smoking,
please make that notation. If there is an official designated conference or meeting hotel lodging will be arranged there.

Meals
Meal allowance will be based on the District per diem allowance when traveling.
Reimbursement for individual meals will be at the following rates:

Breakfast $16.00
Lunch $19.00
Dinner $28.00

The traveler will be responsible for charges that exceed the per diem rates for meals. Receipts are not required.
When attending a one-day meeting, no reimbursement for breakfast or dinner will be made unless the meeting or the
commercial travel begins two hours before or ends two hours after the scheduled workday.

When traveling out of the district for more than one day, no reimbursement for breakfast on the first day will be made
unless the required travel schedule begins two hours before the scheduled workday.

Meals designated as part of the mode of travel or included as part of a meeting will not be reimbursed separately.
Employees may request reimbursement for their own meals only. Exceptions will be made for coaches, teachers, etc.
paying for student meals as part of a school activity. In this case, the employee does need to submit an itemized receipt
for reimbursement. Snacks will not be reimbursed. Alcoholic beverages wili not be reimbursed.

Other

The employee is responsible for all costs of non-staff person(s) traveling with them. For reimbursement of travel
expenses, submit Mileage and Expense Reimbursement form within 30 days. Receipts for all out-of-pocket expenses,
except meals and gratuities, are required if claiming reimbursement.

District Policy DLJ-AR states that staff will use district owned vehicles, whenever possible, in conducting district business
that requires travel. It specifies this relates to both travel within district boundaries and in-state travel outside district
boundaries.

District Policy for expense reimbursement can be found at the link on district's web page under DLC and DLC-AR
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tara.garratt@2¢j.k12.or.us

From: DeAnna Williams <deanna.williams@2¢j.k12.or.us>
Sent: Tuesday, October 28, 2025 3:36 PM

To: tara.garratt@2cj.k12.or.us

Subject: Re: Out of District Travel Request - R.Jones

Yes, and SO thankful for Rob-- he's amazing!
D.

On Tue, Oct 28, 2025 at 1:39 PM <tara.garratt@2cj.k12.or.us> wrote:

Good Afternoon DeAnna,
Do you approve? —no need to print and sign, just reply back with approved or denied.
Thank you,

Tara

Tara J Garratt

Business Manager

Port Orford-Langlois SD 2CJ

District Office
(541) 348-2455 x 153
Fax

(541) 348-2228

W Preparing for our futures
. HARDWORKING « MOTIVATED = RESPFONSIBLE
Navigating challenges with grace

ACCEPTING » CONNECTED » RESPECTFUL

Anchoring in our community

COMMUNITY-MINDED « DETERMINED « RESILIENT







