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      Old Capitol Building, Room 253

P.O. Box 47206

600 Washington St. SE

Olympia, Washington  98504
MEETING NOTICE REQUEST
Name: __________________________________________

I will be attending the (Name of Meeting):

_______My meeting provides lunch.
Meeting location (complete address including city): 
Meeting date(s):

Beginning and Ending time of meeting:

_______I will be driving (current mileage rate is $.565).
_______I will be flying and need flight arrangements made as follows:

· Flight from ________________(your airport location) at ___________(time)

· Return from _____________(meeting location airport) at __________(time) 

_______I will need a rental car 

_______I require an overnight stay and I have reserved a room according to per diem rate NOTE: See travel policy for lodging documents required.
_______My hotel provides a complimentary hot breakfast or continental breakfast.  

_______I will need SBE staff to send the following materials to me for this meeting, via overnight mail.
Please submit meeting notice request to Denise Ross at denise.ross@k12.wa.us at least two weeks before the first day of the meeting. Please include conference registration forms if applicable (see travel policy).

Travel Policy
· SBE will submit a travel authorization form to the OSPI fiscal office once a meeting notice request has been received by you and approved by the Executive Director. All travel authorizations must be approved in advance by the OSPI fiscal office. If you are lodging, the travel authorization form cannot be processed until a hotel confirmation email OR details of your hotel lodging are sent to Denise Ross at denise.ross@k12.wa.us. The details must include the name of the hotel, address, base per diem room rate, taxes and fees, and dates of lodging. 

· All conference and workshop registrations must be approved in advance and processed by the OSPI fiscal office. SBE cannot reimburse you for registration fees you’ve paid. In addition, SBE cannot pay a conference invoice for a registration that hasn’t been pre-approved by the OSPI fiscal office. 

· If you have incidental expenses charged to your room, they must be paid separately with the hotel for those expenses and are not eligible for reimbursement.
· You must be more than 50 direct miles from your primary residence or work to be eligible for reimbursement of an overnight stay. Unless there is less than 10 hours between the last meeting of one day and the first meeting of the next day, health and safety are a concern or it can be shown that it is less expensive overall to stay overnight.  

· ISBE reimburses only costs related to the business meeting. This includes travel from summer homes or locations other than your primary residence. 
· Eligible out-of-pocket expenses for reimbursement are parking, toll, taxi fares, gas for rental vehicles and shuttles. Receipts are required. 

· You must be in travel status for the entire meal period below to qualify for meal reimbursement. The OSPI fiscal office bases reimbursement qualification on the beginning and ending time of your meeting, the roundtrip distance from your primary residence and the meeting location, and the most reasonable departure time to and from your destination. 
· Breakfast 6:30 a.m. – 8:00 a.m.
· Lunch 11:30 a.m. – 1:00 p.m.

· Dinner 5:00 p.m.- 6:30 p.m.
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