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| TRAVEL REQUEST AND EXPENSE.CLAIM. .., .. |
A: Travel Request (Complete and submit pefore” attending conference.)

pe or print and ensure all information is provided as omissions can delay processing.

Day Phone Number

é Pa
o

ase
Employee Name K Jg?’,/Title Office / Department Location
John Beam Athietic Director Athletics Laney College 1-510-464-3474

Conference or other Travel Name (Attach conforence announcement, brochure, or other descriptive document)

CCCAA Athletic Assicoation

City State Conference (Working}| Opening Closing Travel Datos Depart Return
Lake Tahoe NV Dates (Ussdto computa b8l 6212018 | 6/3/2015 (See insiructions tat) | 6/2/2015.- | 6/3/2015

Purpose:| CCCAA Athletic Directors Association Spring Meetings

Estimated Expenses &
Identify all anticipated expenses fo
« Total lodging, meals & incidentals cannot excee
exceed $25/day and do nol require receipls. Excep
for additional details and restrictions. .

« Per Diem Amount requested must he equal or less than maximun.

« Use "Google Maps™ to determine mileage. Personal vahicle travel cannof exceed economy airfare.

Section B. Total § Each Day X Per Diem Days
Meals & Total 3 Per Diem |3 Each Day X Per Diem Days (Maximum

r this conference. Claim may be less than, but cannot excead requested amount.
d the fotal per diem rate for the destination times the number of working days. Incidentals cannol
tion: Lodging can be higher if sponsor's lowest holel discounted rate is higher. See Instructions

Section A, Dally Per Diem Limits (Maximum Expenses Per Day)

) i Incidenta! Per D
See Per Diem Rates Tab for amount to enter Lodging _| Insidentals | (Per Day) Days Permittad)
: $114 571 $185 2 3370
Section C. Tolal Refjuested Expehditures for Conference -
Maximum Amount Lodging Travel CarfTaxt/ Parking / | Total
Category Permitted | Requested | Registratio Taxes (AirTrain) Mileage Shuttle Tolls Request
N i i 4
Per Diem. 570.00 370.00 ¢$370.5410

| $ 43_563;_;‘

Non- Per Diem

Funding .#i0n
Source
Cost ] Activity Cost Center Manager

Coding Loc Fund Conter Object Program Suffix Proj Line Approval [ Date
Registraﬁon 5205

Non-Local 5 - 01 542 5202 1 696200 0000 0o

Lacal 5203 '

Membership

Advance Payment Request 00 i i
. Must be submitted with designated approvals 15 working days prior to event.

- Advance payments are limited to registration plus 80% of the employee's remaining expenses.
Payee on Check

Requisition Number Amount

e

J— Z&U%o
Total (Not to Exceed Amount):l_Lg m .

Category
Registration

Employee

Signatyfes and Approvals

12
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Out of State Trdvek
Board of Trustees Approval Date
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Business Officer? Daté { )
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qq-“iu‘l“’\;"ﬁvw 900 Fallon Street - Qakland, California 94607 - (510) 834-5740

To: Dr. Elnora Webb
President, Laney College

Dr. Jose Ortiz

Chancellor

From: Amy Marshall ‘ PR
Laney Business Office M

RE: Late Travel Request

Date: June 17, 2015

Please approve the enclosed travel request. The business department was temporarily understaffed
during May and June. Unfortunately processing was delayed.

I respectfully request that you approve this request.

Peralta Community College District
333 East Eighth Street - Oakland, California 94606 - (510) 466-7200



