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USD 250 Pittsburg Community Schools
Stipend Request Form

Step 1A – Complete Top Portion and Sign

Step1B – Route to Principal
	Name:  
	     
	Date:
	     


(Person Making Request)
	Building:
	     


Proposed Fund
	 FORMCHECKBOX 
BLDG
	     

	 FORMCHECKBOX 
DIST
	     


Stipend Proposal/Activity
	Date(s)
	From:       
	to:       
	Time
	     


	# of  Hours
	     
	x $      hour  
	=$      
	x  
	     
	Participants = 
	$     


	Describe Activity

	     



	Employee Signature
	
	Date
	


Step 2A – Non-approval by Principal then Route Back to Requester
Step 2B– Principal approval then Route to District Office

STIPEND ACTIVITY APPROVAL

	Principal signature
	
	Date
	

	District administrator
	
	Date
	


 FORMCHECKBOX 
Yes FORMCHECKBOX 
No

 FORMCHECKBOX 
Yes FORMCHECKBOX 
No
Step 2C – District Administrator Approval or Non-Approval  - Route Back to Building Principal/Requester
Step 3A – Requester Routes Back to District Office with Signature/Sign In Sheet and PDC Building Chair Signature
Step 3B – State & Federal Fund Sign-Off
Step 3C – Business Office Sign-Off

ACTIVITY COMPLETED – PAYROLL PROCESSING

	 FORMCHECKBOX 
 Single Participant/Submitted By
	Signature
	

	 FORMCHECKBOX 
 Multiple Participants/See Attached Sign In Sheet


FINAL APPROVAL FOR PAYMENT
	Amount
	
	Fund #
	
	Fund Name
	

	Amount
	
	Fund #
	
	Fund Name
	

	Amount
	
	Fund #
	
	Fund Name
	


	PDC Building Chair
	
	Date
	

	State/Fed Fund Admin
	
	
	Date
	



USD 250 BUSINESS OFFICE
Sept09

