REQUEST TO ATTEND Conference, Meeting, Etc.
SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT
AUTHORIZATION TO FILE Reimbursement Claim
MISSION VIEJO, CA  92692
	1.
	     
	
	     
	
	     



Last Name
First
Middle

	2.
	     



Address Number
Street
City
State
Zip Code

	3.
	     



Name of Conference/Meeting

	4.
	     



Location

	5.
	     



Dates in Attendance
	6.A
	Estimate of Expenses Including Travel
	$      


	6.B
	Expenses Paid thru Purchase Orders
	$     
	7.
	Account No.
	     


	8.
	Approved by
	



Administrator/Director


I certify that my actual expenses shall not exceed the estimate indicated, unless the

INSTRUCTIONS: This request shall be submitted at least 10 days prior
available balance of the appropriation in the above budget account is sufficient to 

To the date of the conference, meeting, etc.  Employee shall furnish an
cover the total actual expenses.

Answer to each item and present all copies to the Business Office.

Business Office shall examine the appropriation account and enter the 
9.______________________________________________________________________

available balance in item 10.  If the balance is greater than the expense

Full Signature
Date

estimate, the form will be forwarded to the Office of the Chancellor.

	However, if the balance is less than expense estimate, the form shall
	10 Business Office Use
	
	Chancellor’s Office Use

	be returned to employee.

The Chancellor shall review and evaluate the request, approve or

deny, and transmit the copies as indicated: pink to employee, white and yellow to Business Office.

NOTE: Upon notification of approval and after attendance at the con-

ference, convention, meeting, etc., Reimbursement Claim shall be

submitted with pink copy attached in lieu of “Board Approval Date 

within 30 days. 
	Unencumbered Balance

in account $

_________________________________

Date                  Signature
	
	REQUEST:  APPROVED  FORMCHECKBOX 

                     DENIED        FORMCHECKBOX 

________________________________

Date                         Chancellor
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