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EASA National Travel for School Administrators 
 
Per the current National Travel Rotation Schedule, designated administrators have the option of 
requesting attendance to a national conference during the current school year. Below are steps in how 
to obtain permission and request funding … 
 
National conference funding - up to $2,500: 
 

1) Administrator researches and selects a national conference – these are typically out of state 
(locations exclude Las Vegas and Hawaii) 

 
2) a.   Prior to registration, hotel/air reservations - complete a Travel Request with conference 

information, expected expenses and a EASA National Travel Funding Request Form 
b.   Send both forms along with conference documentation to regional superintendent for review 
and signature  
c. Regional superintendent will review, and if approved, sign then forward to HR 
d. HR reviews and applies budget code(s) 
e. HR sends the request to deputy superintendent and superintendent for final 

review/approval  
f. If approved, HR sends original Travel Request to Accounting, and a copy to traveling 

administrator to begin conference registration and travel arrangements 
g. At the conclusion of travel, the administrator is expected to complete and submit a 

Conference Debriefing Form. 
 
Note: If administrator has not accessed their yearly $750 PD fund, those funds may be requested and 
applied to total funding. 
 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocushare.everett.k12.wa.us%2Fdocushare%2Fdsweb%2FGet%2FDocument-113035%2FNational%2520Travel%2520Rotation%2520Schedule%25202023-24.pdf&data=05%7C01%7CJHanson%40everettsd.org%7C586eed3ea7a74c37482808dbaafc714d%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C638291773553688686%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=gfvKzxueVzzmgl6NSX0NP0mOKojiQk6xvGz1MlYmKA8%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocushare.everett.k12.wa.us%2Fdocushare%2Fdsweb%2FGet%2FDocument-81717%2F1.05a-Travel%2520Request%2520Form%2520Fill%2520in%2520Form%2520201707.pdf&data=05%7C01%7CJHanson%40everettsd.org%7C586eed3ea7a74c37482808dbaafc714d%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C638291773553688686%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=xyyrHDEbkk%2FvK6yC0qKWRlH9fwTBp3UntD%2B42YuuI5o%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocushare.everett.k12.wa.us%2Fdocushare%2Fdsweb%2FGet%2FDocument-98799%2FEASA%2520FILLABLE%2520%2520National%2520Travel%2520Funding%2520Request%2520Form.pdf&data=05%7C01%7CJHanson%40everettsd.org%7C586eed3ea7a74c37482808dbaafc714d%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C638291773553688686%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=f3sBMPJLOtIvStfHTMQbzjgqEg6%2FGXPeLIcHaKa977I%3D&reserved=0
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-129843/_Nat_l%20Travel%20Conference%20Form.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocushare.everett.k12.wa.us%2Fdocushare%2Fdsweb%2FGet%2FDocument-98800%2FEASA%2520FILLABLE%2520Professional%2520Growth%2520Fund%2520Verification%2520Form.pdf&data=05%7C01%7CJHanson%40everettsd.org%7C586eed3ea7a74c37482808dbaafc714d%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C638291773553688686%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=R0NTRlRm9mSDIic8Yy%2BDdMIwBkXTPopPzrNhM1jWlnk%3D&reserved=0

