
Request for Release Time
Release Times must be entered and approved before you travel.

Expenses will not be reimbursed if release times have not been preapproved.

Make sure release times are entered 2 weeks prior to your trip.
Name: _____________________________________  School: ___________________________
Dates of Travel: ________________________________________________________________

Professional meeting, conference or workshop: _______________________________________

_____________________________________________________________________________

Location: _____________________________________________________________________

Will a substitute be required:   Yes   No

Estimated amount of district funds required: $________________________________________

Will airline tickets be charged to AISD?   Yes   No

If yes, flight information must be entered on the release time before it can be approved:


Airline:


Departing flight date:__________________
Departing flight time: _________________


Returning flight date:___________________ Returning flight time: _________________

If you are receiving compensation for your trip other than from AISD, please provide budget code: _____________________________________________________________________

Send completed form to Denise Wallace, denise.wallace@amaisd.org 

