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	Authorization for Travel Outside of Alberta
Office of the Chief Superintendent

This form is to be completed well in advance of anticipated departure by Calgary Board of Education employees travelling outside of Alberta or outside of Canada. ALL sections of this form must be completed before authorization can be considered.
For inquiries, call 294-8100.

	Name of Employee       
   Position       

School or Department       

Purpose of Travel (Name of Conference, etc.)       

Location(s) Travelled to       

Date of Departure       
  Return Date       



	NOTE:
· Detailed documentation of proposed conference/event must be attached.

· If more than two people from your work site are requesting to attend this conference, the principal/supervisor must provide a letter of rationale.  This letter must accompany the application.
The Calgary Board of Education’s Mission is Educating Tomorrow’s Citizens Today.  How will this travel assist the Board in fulfilling this mission?

     


	DATE RECEIVED (Stamp Below)

	Director/Superintendent
	Risk Management 
	Chief Superintendent’s Office

	
	
	


	The five Ends Statements are part of the Board of Trustees’ governance policies. Which Ends statement(s) will be advanced by this travel? Specify how this will occur as a result of this business travel experience.







     


	Please connect this travel request to the advancement of your school/service unit development plan goals.




	How is this travel connected to the goals and outcomes of your TPGP (Teacher Professional Growth Plan) or your personal/professional growth plan?

     


	When you return, how will others benefit from your learning at this event?



	Cost/Benefit - Does this travel relate to anticipated future revenues for the Calgary Board of Education?

 FORMCHECKBOX 

No

  FORMCHECKBOX 

Yes  Please complete and return Travel Completion Form to the Chief Superintendent’s Office within
six weeks of the return date.



	        __________________________________________
 ______________________________



Employee’s Signature
 Date
Personal information is collected under the authority of Alberta's Freedom of Information and Protection of Privacy Act (FOIP).  This information will be used to provide authorization to travel and report compliance with the Board of Trustees’ Policy -  Executive Limitations.  It will be treated in accordance with the privacy protection provisions of FOIP.  If you have any questions about the collection, contact the Office of the Chief Superintendent; Calgary Board of Education, 515 Macleod Trail SE, Calgary, Alberta T2G 2L9 -  (403) 294-8100.

	Estimated Cost of Trip

Conference Fees
$     


Air Fare
$     

Hotel/Accommodation
$     


Meals
$     


Other Expenses
$     


Total Estimated Cost
$     


*Note: Total Estimated Cost and Total Funds Required must balance.
	Source of Funding

Service Unit/Dept. Budget
$     


School’s Decentralized Budget
$     


Employee Paid Portion
$     


Anticipated CBE/ATA
$
Staff Development Funds
Other, please specify
$     


Total Funds Required
$     


*Note: Acknowledgement that Staff Development Funds will be provided to cover expenses is NOT permission to travel.

	Approval
Calgary Board of Education Travel Outside of Alberta, Within Canada
1. 







Print Name
Superordinate’s Signature
Date

2. 







Print Name
Director or Superintendent’s Signature
Date


	Approval
Calgary Board of Education Travel Outside of Canada
1. 







Print Name
Superordinate’s Signature
Date

2. 








Print Name
Director or Superintendent’s Signature
Date

3. 







Print Name
Confirmation of Review by Risk Management
Date

4. 







Print Name
Deputy Chief Superintendent’s Signature
Date



	
 FORMCHECKBOX 
  This trip HAS been approved.
 FORMCHECKBOX 
  This trip HAS NOT been approved.

Once authorization has been received for travel, it is the EMPLOYEE’S responsibility to send a copy of this form to Accounts Payable, Corporate Financial Services – Education Centre, prior to travel. It is recommended that employees keep a copy for their own/school records.

References:
Administrative Regulation 1015 – Conferences and Conventions: Attendance of Staff


Administrative Regulation 1020 – Travel Accident Insurance


Administrative Regulation 2058 – Authorization for Travel
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