
 

 

 

 

1) The areas in red commonly do not get filled out. It is 
important to complete all fields with the exception FOAP.  
The Facilities Office / DO will enter the information. 
 

2) Select either Pre-Approval Only OR Advance Check Request 
but not both. 



Conference Pre-Approval Form 

 
Conference Expense form 
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Conference Pre-Approval Form & Conference Expense form 
 

 
 

 



Conference Pre-Approval Form 
                             Estimated Expenses: 

 
Conference Expense form    

                                                Conference Expenses:                            Note how paid:  List District Pro Card journals; 

 
 

Room Rates Quote                                                      Hotel Invoice

 



 
 

Transient Tax and Form 
 
 

   



 

CONFERENCE PRE-APPROVAL 
Estimated Expenses: 

 
CONFERENCE EXPENSE 

Conference Expenses                                           Note how paid: List District Pro Card journals 

 
 

CCFC Conference Per Diem Summary for (Employee Name) 
Date/Event         

Times 
 
 

Nov 5, 2025 
1 pm – 6 pm 

------------------------ 
Morning travel 

by car 

Nov 6, 2025 
7:30 am – 6 pm 
--------------------- 

Nov 7, 2025 
7:30 am – 12pm 
--------------------- 

Breakfast X Breakfast 
Provided 

 

Breakfast 
Provided 

 
Lunch X Lunch 

Provided 
 

N/A 

Dinner X X N/A 

 

 



Conference Pre-Approval Form & Conference Expense form    
 

                                  Conference Expenses:                                  Note how paid:  List District Pro Card journals; 
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Two Forms Required for Travel 

Form 1:     CONFERENCE PRE-APPROVAL / ADVANCE CHECK REQUEST FORM 

All business-related travel, local or non-local, shall be pre-approved by the employee’s 
immediate supervisor, the appropriate Business Officer and, if applicable, by the President (or 
Executive Vice Chancellor for District Employees).  

The travel allowance for every employee is $5,000 per fiscal year. 

Conference Pre-Approval and Advance Check Request forms need supporting documentation 
such as the registration, agenda information, etc. 

1) Advances may be made only for approved business expenses and provided to the 
employee within 30 days prior to the trip. 

 
2) Employee shall return any advance amounts in excess of substantiated expenses within 30 

days following the trip. 
 
 
 
Form 2:                                    STATEMENT OF CONFERENCE EXPENSE FORM 
 
Employee shall provide an adequate accounting or substantiation of actual travel related 
expenses regardless of the payment method within 30 days following the trip. 
 
All reimbursements shall include the detailed, itemized receipts and not just the credit card 
charge receipts.  
 
Even if no reimbursement is needed, the Statement of Conference Expense Form shall be 
attached to the procurement card back-up package for the supervisor’s review and approval. 
 
The following documentation shall be provided along with the Statement of Conference 
Expense form: 

• Conference Preapproval form or other written documentation noting pre-approval. 
• Itemized receipts for all travel related expenses (meals as applicable, hotels, 

transportation, etc.). 
• Conference/event agenda/schedule/meals provided as part of registration 
• Hotel and flight reservations.  

 
 
 
 
 
 



 
 

TRANSPORTATION 
 
a) Air Travel/Airfare 
Employee is expected to obtain the lowest available airfare. 
 
b) District-Owned Vehicles 
Administrators may authorize use of the District-owned vehicles by any District employee for 
College/District business-related travel. 
 
c) Private-Owned Vehicle  
Employee may use his or her private vehicle for business purposes if it is less expensive than 
renting a car, taking a taxi, or using alternative transportation. 
 

1) Mileage Calculation 
Mileage shall be computed between the employee’s office or residence and the 
common carrier or destination. Under all circumstances, the shortest route shall be 
chosen for mileage reimbursement purposes. 

 
d) Rental Vehicles  
A vehicle may be rented when renting would be more advantageous to the District than other 
means of commercial transportation, such as using a taxi or ride-share (i.e. Uber, Lyft, etc.).  

• Advance reservations should be made whenever possible and a compact or economy 
model shall be requested.   

• District employees using rental cars shall also purchase Supplemental Liability Insurance 
(SLI) and Loss Damage Waiver (LDW) coverages when renting a vehicle for business-
related use. 

 
 

LODGING 
a) Local Travel 
An overnight stay is not allowed if the destination is within a 60-mile radius from the 
employee’s work or home address.  
 
b) Lodging Expenses 
Employees shall always book at the lowest, single occupancy room rate available: 
 

1) Employees are permitted to book rooms at a hotel where the conference is located 
even if it is not the lowest cost, single occupancy room.  

 
 
 



 
 

LODGING (Continued) 
 

2) Employees are prohibited to rent via AIRBNB, VRBO, etc. due to limited insurance 
coverage and potential liabilities. 

 
Hotel/Motel Transient Occupancy Tax Waiver 
i. The District is a political subdivision of the State of California.  
ii. Accordingly, employees who travel and stay in hotels while on District 

business are exempt from local transient occupancy taxes.  
iii. To obtain this tax exemption, the employee shall present the Tax Waiver 

form to the registration desk at the time of check in.  
Note: Some hotels may not accept the Tax Waiver form and some hotels will 
request that the employee complete a form specific to the hotel.  
 
 

 
MEALS - PER DIEM 

 
Employees are allowed up-to $70 of the maximum for each day of the trip. Note: Taxes, tips 
and room service charges are included in the per diem calculation. 
 

 
 

District procurement cards are not to be used for meals.  
 
No receipts are required to be submitted when claiming per diem. 
 
Meals included as part of the conference registration fees shall be noted on the Statement of 
Conference Expense Form and shall be excluded from the per-diem. 
 
 
 
 
 
 
 
 



 
 

MEALS - PER DIEM (Continued) 
 
 

 
 
 
 

MISCELLANEOUS 
 

Parking, tolls, Wi-Fi for business-related purposes and other necessary miscellaneous charges.  
 
The Statement of Conference Expense Form shall include an explanation of why such 
expenditures are being claimed. 
 
 

THE 30-DAY RULE 
 
If an advance check is required, a Conference Advance form shall be completed, approved, and 
sent to Accounts Payable with supporting documentation for processing no later than 30 days 
prior to the conference. 
 
A Conference Expense form shall be completed and submitted within 30 days of completing the 
travel. 
 
Any reimbursement owed to the District by an employee as a result of travel are due to the 
District within 30 calendar days of completion of travel and should be in the form of a check or 
money order. 




