
FORM I  
 
 

TEACHER Workshop Request Form 
 

The REQUESTING TEACHER should:   
 

1. Fill out this form  
2. Attach a copy of information published by the Workshop Provider including:  time, date[s], location, 

fee, etc.  (Example:  Region VII’s MIS Registration for Session Pages) 
3. If there is a fee, attach a P.O. signed by your principal (More than one teacher may be on the same P.O.) 
4. If a hotel stay is necessary, attach a separate P.O. (signed by your principal)  
5. If needed, attach a School Vehicle Request   
6. Submit all of the above to: Helen Neugebauer (HS), Shannon Fox (MS), Karen Bridges (IS) or 

Brenda Graves (ES)   
7. If the workshop is approved, a copy of this form will be returned to you stamped “Approved” 
8. After your workshop is approved, you may register online or your registration form may be faxed or 

mailed with a check from the Administration Office, if necessary  
9. If, for any reason, you CAN NOT ATTEND the workshop, cancel online or by phone so that someone 

else may have the opportunity to attend.  Let Kay Chapman and your campus secretary know 
immediately.  

 

In order to be considered, workshop requests must fit within the district budget and meet one or more of the 
following criteria:  Meets a crucial student need, is vital to student success, is required by the State or Federal 
Government, or is required by a grant. 
 

Your Name____________________________ Campus__________________ Today’s Date _______________ 
 
Date(s) of Workshop________  
 
Name of Workshop____________________________________________________________________ 
 

Sponsored by:       Region VII ________     Other (Name of Organization)________________________ 
 

Location of Workshop__________________________________________________________________ 
 

Please fill in the estimated amount of expense to the district.   
 

Registration Fee (if any)     $________________ 
Lodging (if any)      $________________ 
Travel  (if school vehicle not available)                   $________________ 
Other Expense      $________________ 

 

Total Expense to the District    $________________ 
 

Briefly explain how the workshop you are requesting will be of benefit to students or staff members. 

_______________________________________________________________________________

_______________________________________________________________________________

____________________________________________________________________________ 
 

Give this form to your campus secretary with above mentioned attachments when completed. 

REQUIRED:  Principal’s Approval Signature____________________________   Date_______ 
Revised 7-2012 


