Training And Related travel
	Employee Name
	 

	Educational Leave

 (Check One)
	With Educational Leave:
 FORMCHECKBOX 

Without Educational Leave:
 FORMCHECKBOX 


	Dates
	Start Date:          End Date:


	Training Offered By
	

	Workshop Title
	

	Purpose and Justification

(Full & Complete Explanation)

	.

	Destination
	


(Please see instructions on page 2.)
	Estimated Costs
	Transportation
	Meals
	Registration

Prepay  FORMCHECKBOX 


	Lodging
	Other
	Total

	Speed Chart #


	$
	$
	$
	$
	$     
	$ 


	Employee Signature
	
	Date:  


	
	Approvals
	Signature
	Date

	Supervisor Signature
	Approved
 FORMCHECKBOX 

Disapproved
 FORMCHECKBOX 

	     
	     

	Training Specialist
	Approved
 FORMCHECKBOX 
Disapproved
 FORMCHECKBOX 

	     
	     

	Blind/Low Vision
	Approved
 FORMCHECKBOX 

Disapproved
 FORMCHECKBOX 

	     
	     


Except for annual MAR, All Staff and Bi-District conferences,  use this TART form for all in-state training and related travel. (MAR, All Staff, and Bi-District training events will be handled through a list of participants provided to Mark Mahnke by the counselor supervisors.) 
If training is out- of-state, email training request outlining specifics to supervisor.  If approved, seek out-of-state training advances/reimbursement via ISERV system. 
TART INSTRUCTIONS

Preferred Method of Approval & Payment—direct payment to provider 

1. Get approval to attend training 

a. complete and email TART to Supervisor 

b. Supervisor will email TART to Mark Mahnke
c. Mark will return TART with approval and assigned speed chart number
2. Get approval to use state credit card to pay for training

a. You or a support staff member email approved TART to Jim Marks, requesting permission to use credit card number.  

b. If training is out of state, be sure to include your FSD trip number

c. Jim will email credit card information.
3. Register & pay for class (use approved credit card number information)
4. Immediately email class receipt to Sue Anderson or Dani Sanders in Central Office.

Alternative Method of Approval & Payment—reimbursement to counselor
1. Get approval to attend training 

a. complete and email TART to Supervisor 

b. Supervisor will email TART to Mark  

c. Mark will return TART with approval and assigned speed chart number

2. Register and pay for class (use personal credit card)

3. Email class receipt & approved TART (indicating speed chart number) to Support Staff
4. Support Staff will enter purchase into PERQS (Purchasing Entry, Receiving and Query System) to reimburse counselor.  (Note:  if counselor is not a recognized provider in PERQS, counselor will have to complete a W9)
Important Reminders:
· A full and complete justification must be provided in the “Purpose and Justification” box.  Answer the question: “Why should you go?”

· Staff must complete a Travel Advance or Expense Voucher in the Travel/Timesheets System to obtain a travel advance and/or reimbursement of incurred expenses, respectively.
How to email a TART?

1. Click on “File” in upper left hand corner of screen

2. Select “Save and Send” from drop down list

3. Select “Send Using Email”

4. Select “Send as Attachment”
5. Enter recipients name, subject line,  and select “Send”
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