
Convention/Workshop Travel Request 
 
 

 
Teacher’s Name ________________________________________________________ 
 
 
Name of Workshop _____________________________________________________ 
 
 
Destination ____________________________________________________________ 
 
 
Beginning Day _____________ Date _______________ Time___________________ 
 
Ending Day ________________ Date _______________ Time___________________ 
 
 
Registration Fee $______________________________________________________ 
(Attach Convention/Workshop Information) 
 
List any meals provided in the cost of the workshop/convention. 
 
 
_______________________________________________________________________ 
 
 
Name of Hotel  ___________________________________________________________ 
 
Room Rate  _________________ per night  
 
Tax__________________, if applicable 
 
I am traveling by: 
 
Auto ________________ 
 
Airline ______________ (attach flight cost estimate) 
 
Other ________________ (attach cost estimate) 
 
 
 
 
 
__________________________________________________________________________ 
Approved by Principal 


