
LATTA SCHOOLS 
INSTRUCTIONAL LEAVE REQUEST 

Last modified 7-25-2007 

________________________________________________________________________ 
Employee(s) 

Workshop, event meeting, etc. to be attending: 

________________________________________________________________________ 

Place:  __________________________________________________________________ 

Date(s):  ________________________________________________________________ 

Time: From  _________________________  To  _______________________________ 

Justification:  ____________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Leave will require the following: 
(To be completed by principal/supervisor/designee) 

Please check 
appropriate Payment from: 
area(s) 

______  Sub  ________________________________________________ 

______  Mileage ________________________________________________ 

______  Meals  ________________________________________________ 

______  Lodging ________________________________________________ 

  Registration 
______  Fees  ________________________________________________ 

  Registration 
______  Supplies, etc.  ________________________________________________ 

Comments:  _____________________________________________________________ 

________________________________________________________________________ 

_____________________________  ______________________________ 
Principal/Supervisor Signature & Date District Approval Signature & Date 
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