
LACCD
Conference or Activity Attendance Request—Internal Procedure—Board Rule, Chapter X, Article VII
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Complete & Submit 
Request for Conference 
or Activity Form with 
appropriate documents

Vendor Receives 
Registration Pre-

Payment

Approved  
Request for 
Conference 

Form—Copy

Encumber Funds per 
Request for Conference or 

Activity Form, Notify 
Employee, & Forward 

Form(s) to District 
Accounts Payable

Receive Approval 
Notification of Request 

for Conference

Pick-up Check/
Advance at 

Business Office

Obtain Request for 
Conference or Activity & 

Related Forms from Website 
at http://www.laccd.edu/
faculty_staff/extranet2/

forms.htm

Process Pre-payment 
of Registration Fee 
and/or Employee 
Check/Advance

Registration
Pre-payment 

and/or Employee 
Check/Advance 

Requested
?

Receive & Process:
  (1) Report on Conference 

Attendance, 
(2) Travel Expense Claim, & 

(3) Receipts.

Receives Check, 
Notifies Initiator to 

Pick-up Check

Request 
Approved

?

Request for 
Conference or 
Activity Form

Yes

Yes

Mail Registration 
Pre-payment Check 

to Vendor

Mail Employee 
Check/Advance to 
College Business 

Office

Employee Attends 
Conference & Completes 

Report on Conference Form, 
Travel Expense Claim & 

Attaches Receipts.

Approves Report on 
Conference 

Attendance Report & 
Travel Expense 

Claim

No

Activity with 
Student Travel

?

Use Student 
Travel 

Advance 
Process

Yes

No

No

Return Request 
for Conference or 

Activity Form
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