
PRIOR TO ATTENDING THE WORKSHOP
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The employee requests to 
attend the workshop

Prin or
Director
approval

No further 
steps

Complete the top 
half of the Prior 
Approval Form

Prior 
Approval 
Form (P.A.)

Submit Voucher Request 
& P.A. for any expenses 

required prior to 
attendance

Keep a copy of the 
P.A. on file

Pre-
workshop 
expenses?

Is PD out of 
State

Superintendent
Approval 
Required



AFTER ATTENDING THE WORKSHOP

Employee returns 
from workshop

Employee completes the 
bottom half of the original 

P.A. form for 
reimbursement

Bookkeeper 
reviews for 
correctness

Completed P.A. form 
along with all required
receipts & proof of 
attendance

Prin/Director approves 
the reimbursement 

request

Approved P.A. &
required backup sent 

to Finance for 
payment


