Grand Isle Supervisory Union

5038 US Route 2  North Hero, Vermont 05474

Phone: 802-372-6921   Fax: 802-372-4898   Web Site: www.gisu.org

Training/Workshop/Conference Request Forms:

A Conference/Training/Workshop Form must be completed whenever you are attending a class outside of your building.  It must be completed in full- 

1. Is this a Grant/Local/GISU Request

2. Employee Name/Position

3. Title of Training/Workshop/Conference

4. Location of event:  City and State/Sponsor

5. Dates of event

6. School district name

7. Registration costs –  reimburse to employee or is a purchase order requested

8. Mileage estimate-if an estimate is not included on this form, no mileage reimbursement can be submitted.  

9. Airfare Costs if applicable

10. Other transportation costs

11. Lodging if applicable 

12. Meals

13. Other Costs

14. Total all costs before submitting

A) Is the activity addressed by IPDP?

B) Is the activity aligned with the school action plan, mission, and vision?

C) Is the activity aligned with GISU Initiatives? 

15. Employee signature

16. Principal/Grant Manager/Student Support Director signature

17. Superintendent signature

A syllabus/information on the training must be attached to this form.  It will not be approved without a description on the course.  It needs to be signed by the building principal or the Dir. Of Student Support Services and then sent to the GISU office for the Superintendent’s signature.  You will then get a copy of the approval returned for your records.  If a purchase order is requested, it will then be created by the Administrative Assistant in your building, or the GISU if it is a Special Education training.  

Once the Conference is completed, a Certificate of Completion must be given to the GISU office.  Payment for all expenses (including registration) will not be paid until proof of attendance is given.  

Serving the Beautiful Lake Champlain Islands and Communities of Grand Isle County

Alburgh - Grand Isle - Isle La Motte - North Hero - South Hero

Serving the Beautiful Lake Champlain Islands and Communities of Grand Isle County

Alburgh ~ Grand Isle ~ Isle La Motte ~ North Hero ~ South Hero


