COLORADO CAREER AND TECHNICAL STUDENT ORGANIZATIONS TRAVEL AUTHORIZATION, NOTIFICATION, AND CONFIRMATION FORM FOR STATE OFFICERS


TO BE RECEIVED ONE WEEK PRIOR TO SCHEDULED MEETING

Name of Officer  










 Date 


          

This form will serve as authorization for attendance for the above-named State Officer at the following:

Activity and Location  



Date                                               Mode of Transportation 



Departure Time:      

   Place:                   Return Time:  

  Place: ​​​​​​​​​​​​​​​​​​


Adult or other persons accompanying 


The Colorado Career and Technical Student Organization Association will reimburse the officer at the following rates for reimbursable items:

a.
Mileage to be reimbursed per organization policy.

b.
Meals at a reasonable cost will be reimbursed--if receipt is submitted. 

c.
Lodging at a reasonable cost will be reimbursed--receipt is required (advance permission required unless it is an emergency situation.

d.
Other, such as:  parking fee, common carrier (bus, airplane, etc., when prior approval is received)--receipt required.

e.
Air travel expense must be approved prior to travel.

Prior to the date of the scheduled activity, the officer must notify the following persons:  (1) his/her parent(s); (2) his/her adviser; (3) the designated school official; each person is to sign below confirming that the officer has notified them and that arrangements have been satisfactorily made between them and the officer for any absences.  The officer realizes all schoolwork and/or other responsibilities neglected will have to be completed or made up.

Officer and Parent(s) or Guardian(s):  Please be aware that if the officer violates any policies (curfew, drinking, drugs, misconduct, etc.) or in the opinion of the supervisor does not conduct himself/herself in the manner expected of a State Officer, you may be asked to:  (1) reimburse the person supervising for the cost of transportation for your son/daughter from the activity site to home; (2) reimburse the school/chapter for the expenses of your son/daughter incurred by the school/chapter for this activity; and/or (3) the State Officer may be removed from office.

State Career and Technical Student Organizations Officers:  After this form has been signed, please return it ONE WEEK* prior to the activity to:

Career and Technical Student Organizations, State (your organization, i.e., FBLA, FFA, FCCLA, etc.) Adviser, 9101 East Lowry Blvd., Denver, CO 80230-6011.

*I understand that in order to be reimbursed for related expenses or represent the State of Colorado, this form must be received in the state office by 5 p.m. ONE WEEK prior to the scheduled activity, unless authorized by the Career and Technical Student Organizations State Adviser or State Officer Team Adviser.

 (State Officer)




(Principal or Director)

(Parent or Guardian)






(Adviser)

CTSO8 (7/25/07)
