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DUCATION





JUSTIFICATION LETTER



	SALUTATION
	Notes: 
· Requisitions must be processed to encumber funds for approved employee travel prior to the start date of the travel. As such, requisitions for travel must be entered at the time of travel advance.
· Receipts for meals will not be approved since employees are given a standard daily allowance, except for inter-island travel.
· Vendor Name and Address should match the quote and SAM/ELPS attached to the requisition.

	To: 
	 Name ,  Job Title 
 Office 
	

	From:
	 Name ,  Job Title 
 Office 
	

	REQUISITION DETAILS

	Grant/Program Name: 
	     
	Requester: 
	                      

	Program Director:
	     
	Phone/Ext:
	 000-000-0000/0000
	Date Submitted: mm/dd/yy

	
	
	Email: 
	     

	Tyler MUNIS Attributes
	Consolidated Application Attributes

	 FORMCHECKBOX 
 Org/Obj/Proj Codes:
	     /     /     
	Program Title:  
	 

	 FORMCHECKBOX 
 Org/Obj/Proj Codes:
	     /     /     
	Goal(s):
	Write Number(s)   
	Objectives: Write Number(s)   

	 FORMCHECKBOX 
 Org/Obj/Proj Codes:
	     /     /     
	Version: 
	 FORMDROPDOWN 
 ,if amended, date of last revision: mm/dd/yy

	TRAVEL DETAILS

	 FORMCHECKBOX 
 This requisition is to encumber funds for Travel (GVI).

 FORMCHECKBOX 
 Local Travel               FORMCHECKBOX 
 Off-island Travel    
	 FORMCHECKBOX 
 This requisition is to clear Travel encumbrances (GVI or Individual).

 FORMCHECKBOX 
 Local Travel               FORMCHECKBOX 
 Off-island Travel    

	Destination      : City,  State
	Destination      : City,  State

	Inclusive Dates: mm/dd/yy  to mm/dd/yy  
	Inclusive Dates: mm/dd/yy  to mm/dd/yy  

	Amount Requested:      
	Amount Requested:      

	ATTACHMENTS

	This requisition for Travel is submitted with:

 FORMCHECKBOX 
 Approved GTR (Government Travel Form) signed by VIDE Certifying Officer and the Governor of the USVI
 FORMCHECKBOX 
 Letter of approval signed by VIDE Certifying Officer and approved by the Commissioner
 FORMCHECKBOX 
 Documented evidence of a travel advance provided to the traveler (In some cases travelers elect not to receive an advance check and thus will not have travel advance documents.)

 FORMCHECKBOX 
 An invoice from a travel agency or AMEX copy for costs associated with airline travel 
(In some cases travelers purchase their own airline ticket thus will not have an invoice from a travel agency for a ticket purchase)
 FORMCHECKBOX 
 Other: 
	This requisition for Travel is submitted with:

 FORMCHECKBOX 
 Approved GTR (Government Travel Form) signed by VIDE Certifying Officer and the Governor of the USVI
 FORMCHECKBOX 
 Letter of approval signed by VIDE Certifying Officer and approved by the Commissioner
 FORMCHECKBOX 
 Documented evidence of a travel advance provided to the traveler (In some cases travelers elect not to receive an advance check and thus will not have travel advance documents.)

 FORMCHECKBOX 
 An invoice from a travel agency or AMEX copy for costs associated with airline travel 
(In some cases travelers purchase their own airline ticket thus will not have an invoice from a travel agency for a ticket purchase)
 FORMCHECKBOX 
 Proof of travel - boarding passes and/or ticket stubs
 FORMCHECKBOX 
 Proof of payment for baggage
 FORMCHECKBOX 
 Proof of payment for transportation (e.g. taxi receipts, etc.)
 FORMCHECKBOX 
 Proof of payment for conference registration

 FORMCHECKBOX 
 Proof of payment for hotel stay, excluding incidentals (e.g. room service, snack bar, etc.)

 FORMCHECKBOX 
 Other: 

	JUSTIFICATION NARRATIVE

	Justify how the activity and the use of fund(s) will support the realization of program goal(s) or objective(s) and ultimately improve educator practices and/or student achievement. The justification should not exceed 500 words.


	STATUTORY AUTHORITY DECLARATION

	 FORMCHECKBOX 
   For purchases <$50,000: Justification for this purchase is sanctioned by Title 17 of the Virgin Islands Code, Chapter 5, Section 60d.
 FORMCHECKBOX 
   For purchases ≥$50,000: Justification for this purchase is sanctioned by Title 31, Section 239, Subsection (a) (8) of the Virgin Islands Code.


	SIGNATORIES

	 FORMCHECKBOX 
 Travel cost is <$5,000
	 FORMCHECKBOX 
 Travel cost is ≥ $5,000 to $50,000
	 FORMCHECKBOX 
 Travel cost is >$50,000

	_________________________         ________

Terr. Dir. Of Procurement                  Date   

 FORMCHECKBOX 
 Approved   FORMCHECKBOX 
 Disapproved


	_________________________         ________

Terr. Dir. Of Procurement                  Date   

 FORMCHECKBOX 
 Approved   FORMCHECKBOX 
 Disapproved

_________________________         ________

Commissioner of Education               Date   

 FORMCHECKBOX 
 Approved   FORMCHECKBOX 
 Disapproved
	_________________________

 FORMDROPDOWN 

 FORMCHECKBOX 
 Approved   FORMCHECKBOX 
 Disapproved

_________________________

 FORMDROPDOWN 
                                  

 FORMCHECKBOX 
 Approved   FORMCHECKBOX 
 Disapproved
	________

Date
________

 Date  
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