
When requesting to attend a Conference/Meeting, you must attach this form to the Business Office Request for Conference/Meeting Attendance Form.  Submit both forms to your Program Administrator who will then submit them to the Assistant Director. Please also attach a copy of the Conference/Meeting Program. When your attendance has been approved, a copy of both forms will be returned to you for program and cost information. Following the Conference/Meeting, attendance documents and receipts must be submitted with this form. 

Name:              Date:       

Title of Conference/Meeting:       
Date(s) and Location of Conference/Meeting:        
________________________________________________________________________

To be completed prior to attending the Conference/Meeting

1. Write your reasons for requesting to attend this Conference/Meeting and your 

predicted gains in skills/knowledge due to your attendance:  

     
2. How will you share the information that you acquire with other staff members? 

     
To be completed after the Conference/Meeting: 

1. What new skills/knowledge did you acquire as a result of attending this Conference/ 

Meeting? 

     
2. How/when will you share this information with other staff members?  

     
3. Please list any new program concepts, conferences, speakers, materials, etc., which 

may be helpful to other SASED or member district staff development programs or 

conferences:      
4. How would you rank this program? 

Exceptional   

1   FORMCHECKBOX 
        2   FORMCHECKBOX 
        3   FORMCHECKBOX 
        4   FORMCHECKBOX 
        5   FORMCHECKBOX 
        

Poor    
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