Guidelines for Temporary Duty Authorization (TDA)

  Field Trips:

· Once a field trip has received signature approval on the Project Log Form and Area Field Trip Authorization Form, a Field Trip Packet will be placed in the coordinator’s/sponsor’s box.  
· Included in the Field Trip Packet is a TDA form. 
· Additional TDA forms are available in the file box at the end of the teacher mailboxes in Administration, or from Neyma Ruiz and Barbara Fierro. 

· The TDA must be filled out immediately with the appropriate signatures.
· The yellow copy of the TDA is to be given to payroll.  The remaining copies are to be turned in with the field trip package to the bookkeeper.  The bookkeeper will return the goldenrod copy of the TDA form to the appropriate staff member for their records.
· After returning from an approved field trip, the field trip package must be submitted to the bookkeeper by the end of the next school day.
Payroll:

· When teachers or any staff members are out for any amount of time for a school related event, a TDA form MUST be filled out and signed by the employee, the head of their department and assistant principal.  This is for your protection. The completed TDA is your written documentation that you have obtained the required authorization to perform duties outside your regular customary assignment.

· Approval is ALWAYS necessary BEFORE giving the TDA form to Tammy Chapman in Payroll.  The TDA should be given to Ms. Chapman as much in advance as possible as it is input into the SAP system on or before the day of the TDA.  Please Note: If expenses are incurred as a result of the TDA, it MUST be pre-approved by Ms. Tuller in the Budgetkeeping Office.
· Important Note:  When a sub is required, teachers should always notify Sub-Central well in advance.
Travel Vouchers:

· Before committing to an event or workshop that requires reimbursement of funds the following steps MUST be followed:

· Once you have determined that you are planning to attend a workshop, you must submit all information thirty (30) working days prior to the workshop start date.

· Complete TDA showing estimation of expenses.

· You must have approval signatures from department chair, and the assistant principal in charge of that department.

· Information must be given to Carol Tuller, Budgetkeeper.  Reimbursement will be determined based on:
· Availability of Funds

· Approval of Principal

· The TDA will be returned, either approved or denied based on the principal’s final decision.

· Teachers are required to arrange for a substitute.  Before arranging for a substitute, the Substitute Coordinator must have the pink copy of the TDA.
· The white, pink and goldenrod copies of the TDA MUST be submitted to Carol Tuller along with the Travel Voucher upon returning from trip.

