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 Procedure for course approval/reimbursement 
 
 
 
 
Prior to course 
 

1. Submit Application to Central Office for approval form with principal’s signature and 
course description for prior approval from the Director of Curriculum. 

 
2. Submit application for course reimbursement form along with application for approval 

to Central Office for prior approval from the Director of Curriculum. 
 

3. All prior approval forms will be returned to you to hold until course is completed. 
 

 
 
When course is completed 
 

1. Submit all forms back  to central office for final approval attach the following: 
 
Course Grade-3.0/b or higher (two copies) 
Proof of payment- Cc statement, cancelled check. 
 
 

Reimbursements are processed in June.  All completed forms must be submitted by the first 
Friday in June to be accepted.  Courses completed after the deadline will be processed the 
following school year. 

 

If you have any additional questions, please email or contact me at central office. 

 

Thank you 

Lynn Leofanti 


