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https://d3jc3ahdjad7x7.cloudfront.net/Os82yeZAOVCkCctbafvyZULl8ClEp5jZonsTmz8hmOY5lWBV.pdf
http://form.jotform.us/form/42524957743160
https://aesoponline.com/login2.asp


The professional development activity takes place 
and is documented: 

If multiple people are involved, a sign in sheet should be created and turned in to the office of the administrator in charge 
(Shelley Benke for Ed Services activities; the school office manager/principal’s secretary for Site/PTA funded 
activities).  Original copies (rather than scans/emails) are preferred.  There is no required form for a sign in sheet, but it 
should include the following: 

                       i.     Title of activity 
                      ii.      Description of activity 
                     iii.      Date on which the activity took place 
                     iv.      Participant’s name 
                     v.      Participant’s signature 
                    vi.      Time in 
                   vii.      Time out 

            viii.      Hours worked 
If only one person is involved, a Certificated Extra Hours Timesheet should be completed and turned in to the office of the 
administrator in charge (Shelley Benke for Ed Services activities; the school office manager/principal’s secretary for 
Site/PTA funded activities).  Original copies (rather than scans/emails) are preferred.  (Click here and scroll down to the 
second to the last line on the page for a copy of the Certificated Extra Hours Timesheet.) 
 
If reimbursement is required, a reimbursement and/or mileage form is completed and turned in to the office of the 
administrator in charge (Shelley Benke for Ed Services activities; the school office manager/principal’s secretary for 
Site/PTA funded activities) 

The administrator reviews and signs the 
timesheets/sign in sheets and attaches a cover 
memo explaining/authorizing payment (or attaches 
the written prior approval) and sends the packet over 
to Payroll.  The administrator reviews and signs 
mileage and/or reimbursement forms and sends 
them over to Accounts Payable (Shirley Evans) 
 

 

Payroll processes the time submitted and pays the 
participating employees; Accounts Payable 
processes the reimbursement requests and 
reimburses the participating employees. 

 

 

http://www.mbusd.org/apps/pages/index.jsp?uREC_ID=138430&type=d&pREC_ID=269301
https://d3jc3ahdjad7x7.cloudfront.net/ukhzFfKBokL3QnYqER7YNChvYL3dGzqhV0hKsnBeDhLgfv1x.pdf
https://d3jc3ahdjad7x7.cloudfront.net/oLVufRamfD2iwLVIj8tdXZpheeKZAG4QnTLc2KGyrac0aUrZ.pdf

