Lopez Island School District 144
Lopez Island, Washington

CERTIFICATED PROFESSIONAL LEAVE REQUEST
STEP 1:
ACTIVITY DOCUMENTATION



Attach a copy of workshop information or registration.

	1. ______________________________________

    Your name
	2. _______________________________________
    Date Requested

	3. ______________________________________

    Activity/Workshop Title 
	4. _______________________________________

    Workshop Dates

	5. Briefly describe how this activity relates to our professional development focus for the year:
_________________________________________________
	_________________________________________

_________________________________________


_________________________________________________
6.  Estimated Costs:
Registration _____________________________________________



Travel (Meals and Mileage)_________________________________




Substitute _______________________________________________


TOTAL COST ESTIMATE: 
____________________________


TO BE CHARGED TO ACCOUNT NUMBER:
____________________________
STEP 2: Sign with date of request.
______________________________________________



Your Signature                                            Date
STEP 3:
 APPROVAL
Approval ______
Denied ______
Signed PRIOR to activity by 

your Principal
                                       Signature ________________________ Date _________


STEP 4: 
Attach approved copy to Leave Request (Pink Sheet) and submit to office coordinator. Complete Step 4 if you need ANYTHING from the district office for this event. Requests will not be processed less than 72 hours in advance. The approved Pink Sheet & this form must be included with the corresponding time sheet.
STEP 5:
Submit an approved copy to Jennifer in the District Office with a clear request if you need reservations, ferry tickets, travel expenses, etc. Requests will not be processed less than 72 hours in advance. (Keep a copy for your records.)
Received by:
______________________________________________



Finance Manager

Revised February 2019

