S | RECEIVIED

DEC 1 8 2015
Peralta Community College District Office of the Chancelior
333 East 8th St., Oakland, CA 94606 Peralta Community Colleges
TRAVEL REQUEST AND EXPENSE CLAIM
Part 1: Travel Request (Complele and submit before attending conference. y]
Plaase type or print and ensure all information is provided as omissions can delay processing.

Employes Name Job Title Office / Department Location Day Phone Number
HERBERT KITCHEN  |Coordinator / Marketing |Public Infe, Comm. And Media District Office 510 466 7222
Conference or other Travel Name (Attach conference announcemant, brochure, or other descriplive document.)
National Council Marketing Public Relations
oy State Conference (Working) Dates|Opening | _ Closing Travel Datos|— 22?2 Retum
St. Louis MO (Used to compute per diem days)l  3/13/16 3/18/16 (Seeinstructions tab)|  3/12/16 3/16/16

Purpose: [Presenter af this year's conference

Eatimated |

Identify all anticipated expenses for this conference. Claim may be less than, but cannol exceed requested amount.

« Tolal lodging, meals & incidentals cannof exceed the total per diem rate for the destination times the number of f working days. inckdentals cannot exceed $25/day
and 0o nol requite receipts. Exceplion; Lodging can be higher if sponsor's lowest hotel discounted rate is higher. See Instructions for additional details and
restrictions.

» Per Diem Amount requested must be equal or Jess than maximum.

= Use "Google Maps” to determine mileage. Personal vehicle travel cannot exceed economy airfare.

Section A. Daily Por Dlem Limits (Maximum Expenses Per Day) Seclion B. Total § Each Day X Per Dlem Days
Meals & Totat § Par Diem § Each Day X Per Dlem Days {Maximum
ttted!
See Per Diem Rates Tab for amount (o enter Lodging | incidentals | (Per Day) Days Permitted)
$210 $125 $335 3 §1,008
Section C. Total Requesled Expenditures for Conference )
Maximum Amount Lodging Travel CariTaxi/ Parking
Category Permitted Raquestod Reglsuation Taxos (Azrfrraln) Mileage Shuttie Tolls Total Request

PerDiem  §1,005 $1,005  :iiiiiil

T T T I PP

$1,005

Funding
Source
Cost Activity Gost Center Manager
Codlng Loc Fund Conter Object Program Suffix Pro} Line Approval { Date
Registration 1 0 116 5205 1 660800 0000 00
Non-Local 1 [} 116 5202 1 660800 0000 00
Local 5203
Membership 5301

+ Must be submitted with designated approvals 15 working days prior to event.
» Advance payments are limited to reguslrauon plus 80% of the employees remaining expenses.

Category Payee on Check o Requisition Number % Amount
Registration {National Council for Marketing & Public Relations (NCMPR)

Employee|Herbert Kitchen

% q 220518
Sttemsor‘)'ga e/—— President's Signalure / Date

Out of State Travel:
Board of Trustees Approval Date

Business Officer / Dale \
Form 7400A - 11/5/2014 Finance and Administration Part{ of 2
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% Peralta Community College District HE@EH
e 333 East 8th St., Oakland, CA 94606 &
,,,,,, o . R DEC2,I,ZU

TRAVEL REQUEST AND EXPENSE CLAI
Part 1: Travel Réquest (Complete and submit before attending conference.)
Please type or print and ensure all information is provided as omissions can delay processi

Office of the Chand
eralta Community C

v |
L')

Cof
b

2fon
plleg

Silvia Cortez A&R Systems Analyst Admissions & Records District A&R (510) 466-7365

Employes Name Job Title Office / Department  |Locatlon . ;DayPhoneNumber [

Conference or other Travel Name (Aitach conference announcement, brochure, or other descriptive document)
HUEG Alliance Conference 2016

Seattle WA O omdary 3612016 3912016 (See instructions tab) | 3/6/2016 | 3/9/2016

Purpose: Alliance 2016- largest meeting of Higher Ed & Public Sector users of PeopleSoft applications

Estimated Expenses
Identify all anlicipaled expenses for this conference. Claim may be less than, but cannot exceed requested amounl.

« Total lodging, meals & incidentals cannol exceed the tolal per diem rate for the desfination fimes the number of working days. Incidentals cannot
oxceed $25/day and do nof require receipls. Exceplion: Lodging can be higher if sponsor's lowest hotel discounted rate is higher. See Instruclions
for additional details and restriclions.

s Par Diemn Amount requested must be aqual or less than maximum.

» Use “Google Maps™ o determine mileage. Personal vehicle travel cannot exceed economy airfare.

Section A, Dally Per Dlem Limits {Maximum Expenses Per Day) Section B, Total $ Each Day X Per Diem Days
Woals & Tofal $ Par Diem | $ Each Day X Per Diem Days {Maximum
. Incldental Per D
Seeg Per Diem Ratos Tab for amount to enlter LOdglng S d e 0313_.5 (6 BY) Dayi, R ____P_B_I'ﬂl“_ted) e e
$189 | $74 $263 4 i $1,052
Section C. Total Requested Expenditures for Conforance
Maximum Amount | Lodging Travel Car/Taxil Parking / Total
Category Permitted | Requested | Registration Taxes {Air/Train) Miteage Shuttle Tolis Request
PerDiem: $1,056 =  $1,056 B $1,056
Non- Per Diem: $785 $126 $200 $50 81,470

Total (Not to Exceed Amount): | $2,226

Funding
Sourc
S ‘ T Cost I Activity | . Cost Center Manager
‘Coding _ Loc | Fund = Center  Object | Program | Suffix = Pro] . Lie | ___Asza_rm}a,' / ﬂaﬁz/,f,,),,
Registration 1 f 01 123 i 5205 1 | 620100 0000 00 —/Q '[?&t‘t’f’ é}“ e
: ) : ! 2.
Non-local, 1 @I | 123 | 5202 [ | 620100 0000 00 (e fo £ ! " i i ; ;3 i
Local. o ' 5203 }

Membershipé I

Advance Payment:Reques
« Must be submitted with designated approvals 15 working days prior to event.
« Advance payments are limited o registration plus 80% of the employee's remaining expenses.

 Gatogory | " payeconcheck | RoquisitionNumber | Amount
Registration Higher Education User Group ‘ 200009 BB bb | 785.00
Employeel Silvia Cortez | ‘L OOOq 30 1,056.00

Signat(res and Approvar

b

President's Signature / Date

%&j;- - / -} ) G
Employee / Date

T S Out of State Travel:

Board of Trustees Approval Dale

Business Officer / Date

Form 7400A - 10/24/2013 Finance and Administration N Part1of 2




Peralta Community College District o =t = M7= |
A 333 East 8th St., Oakland, CA 94606 RLC" (=Y =D
TRAVEL REQUEST AND EXPENSE CLAIM DEC 21 2015

Part 1: Travel ReQuest (Complete and submit before attending confere Cedfn e of the ¢
Please lype or print and ensureé all information is provided as ornissions can delay p PRI om m?” hancellor

Emplioyee Name |Job Title : Office / Department - :Locatlon ~ |Day Phiohe Nomber———
Karen C rnIC\ E( nrr |('uhun.’.x\mtiemlc z\d\!*(lnc.ltmn.lll‘slutlcnl Services '|)Isll ict Office ZQEU 587-7833

Conference or other Travel Name (Affach conference announcement, brochure, or other descriptive document.)

Alliance 2006-Alliance represents the largest meeting of the Higher Education & Pulic Service Seetor users of Oracle Applications

City |State Conference (Worklng); Opening | Closing & Travel Datesg Depat | Return
' Dates (Used t f [ o , 5
Seattle WA (Usedtto comp :af,zj MO/2016 | 3972016 (See instructions tab)| - 3/5/2016 |  3/9/2016

e\“(‘ll(' Alll.mcc 2016 conference for [ligher Education & Public Serviees Sector users of Ocacle Applications (PeopleSoft)
\ca(lemlc f\dwsmg t:mk \'cwlv nnnlemene!ed modulc
Estimated Expenses A R e e e e e
{dentify all anlicipated expenses for this conference Claim may be Iess than, but cannot exoeed requested amaunt

« Total lodging, meals & incidentals cannot exceed the tolal per diem rate for the destination limes the number of working days. Incidenlals cannot
exceed $25/day and do not require receipls. Exception: Lodging can be higher if sponsor's lowest holel discounted rale is higher. See Instructions
for additional details and restrictions.

« Per Diem Amount! requested must be equal or less than maximurn.

» Use "Google Maps™ to determing mileage. Personal vehicle travel cannot exceed economy aitfare.

Purpose:

Section A. Dally Por Diem Limits (Maximum Expenses Per Day) Section B. Total $ Each Day X Per Diem Days
: Moals & Total 3 | Per Diam |3 Each Day X Per Diem Days (Maximum
See Per Diem Rates Tab for amount to enler Lodging Incidontals _(Per D_a_y_)_ . Days i‘ Permitted)
s189 %75 $264 4 : $1,056
Section C. Total Requested Expenditures for Confarence
Maximum . Amount ' Lodging | Travel . T CarfTaxil . Parking/ @ Total
Category Permitted ' Requested | Registration, Taxes | (Ai/Train) . Mileage | Shuftlte ;| Tolls : Request
PerDiem  §1,056 51,056 $1 056
Non- Per Diem $865 siz6 8504 880 $1,635
Total (Not to Exceed Amount): $2,691
Source§
e e REN T Gt Cantr Manager
Codling Loc i Fund Center Object © Program Suffix Proj Line Approvail Date /
. ' ' ‘ " ' : o ' (4 ,5"—
Registration: : 2 : ‘ i /
gi ‘ i : 0l | 114 | 5205 ‘? 4 ; 44100 ‘ 1000 g foﬁgm
Non-Local t. o a4 5202 g Guio0 1000 00 (fef, é W A
Local 5203 , |
Membershnp : 5301 | !

Advance Payment Request

* Must be submitted with desngnated approvals 15 workmg days pnor lo event.
« Advance paymenls are limited to registration plus 80% of the employee's remaining expenses.

Calegory ! Payee on Check o ‘ Requisition Number Amount
Reglstratlonéiligher Education Users Group i;moootie 4= 865.00
Em.ployeeif(:u'cu L. Croley %300006!%%68 1,800.00
l§_lgnatum8 %D.d A,pprovals " R B R L PR P I L L e
W //\/?( / { ?/fS
ploybe / Date (/ President’s Signature / Date
Out of State Travel:
Board of Trustees Approval Date
Business Officer / Date | !
Form 7400A - 4/110/2012 Finance and Administration Part 1 of 2




DEC 18 2015 !? S ﬁEFﬂsz?

Office of the Chancellor

anmun|hr Caolleaes
Perattarcar

Peraita Community Gollkge Distrl —
333 East 8th St, Oakland, CA 94606

TRAVEL REQUEST AND EXPENSE CLAIM
Part 1: Travel Request {Complete and submit before sltending conferenca.)
Ploase lypas or peind and ensure eff information s provided o5 omissions can delsy processing.

Emptoyu‘ Name Job Tilla Office / Department Locstion Day Phone Numbsr
L A Y vy a LT Laney (o(f. [S10-219-1440

Conferonce of other Travel Name (Altach coblerence snnouncement, brochure, or other dascriptive document.)
Arerican  Tranglatords! ks Seciation ﬁ}nmm,/ Conventrom

City [state it Oorki )M“' Openg | N s DepRt Retunn |
Miami [CLA | e ot vt e R IR ;5 oy H-4-i$'| H-fofsT

[Ientily 38 antaipeted for this confe im may be ks than, X Cannot exceed rogsested amound,
[+ Fotal odglng, m&m«mmm o] pov diorn rate for Bre destinalion Bmes the number of working deys. Incidentals cannot exoeed 325/dey
ad do not require recelpls. Exception: Lodging can bl highor if sponsor’s lowest holel discounted rete is Higher, See Instructions for addiionsl deteits and
yrasirictions.

+ Por Diprm Amount raquesied must be squal or kss Bian maximont.

" Use "Goopie Maps® b defermine misage. Pereonal teticle bavel cannct excosd sconamy sirfare.

Bection A, Dalty Per [Nem Limits (Maxinum Exponsos e Section B, Yolel § Each Day X Per Diem Da
Meals & Totai 3 Per Diem $ Exch Day X Per Diem Days {Maximum
Se Por Diem Rates Tab for amount {0 enter bodging | tnckientals | (PorDay) | Oays — Pecmated)
1)
[Section C. Totsl Requesied o8 for Confecence
- Maximum Amouft l Ledging Travel l cumxv 1
Category Permitted |_Requesied | Reglstration Taxes (A Trwin) 'lculﬂag.n._ﬂ‘

Coding . Loc Furd ;ﬁ Objed. 4 .Pr;qnm Am Ploi‘ une M&zw
rowes b5 | Q|1 5G(1 o | [ Lowoo 3021 0O
woos| 5| O |54 s | [ Ehiedd/o2] OO _

Mbem&dmdcsmwapprmb 15working days prior fo svent.
|+ Advanco payments are limited W0 registration plus 80% of the  &mployee’s remaining expensss.

Category . Payes on Chack

[Out of Slate Travel: [

9 ' “ - y & / ; L Board of Trust 64 Appibreal :&r‘/

|6 ' Al LY

ol
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900 Fall

Oct. 30, 2015
Dear Dr. Webb and Chancellor Lagu

Over the past two weeks, our Profesd
with PD Chairs at the other Peralta ¢
Miriam Zamora-Kantor, asked Mike
Board policies establishing lead-time
determined together that requests fo

5
'y

requests for advance funding or third-

none of the policies require the advas
years, '

When our Laney PD committee recei
approved because it was submitted 'l
However, after reviewing those guid

requirements and were able to appro

Please let me know if you require add

Expeditiously,

22

Chris Weidenbach

Laney College

n Street - Oakland, California 94607 - (510} 834-5740

erre,

ional Development committee at Laney, in conjunction
olleges, as well as District Staff Development Officer
Orkin to help us review all pertinent Administrative and

for PD requests. Mr. Orkin and the District PD chairs
reimbursement should be handled differently than
party payments, because with reimbursement requests,

ce lead-time we have been requiring over the past several

ved Monique Inciarte’s funding request, it could not be
ate' according to our standing lead-time guidelines.
lines with Mr, Orkin, we have revised our lead-time
ve her request this week.

itional explanation or information.

e

Chair, Professional Development Committee

Laney College
cweidenbach@peralta.odu

Peralta Community College District

333 East Eighth Street -

Oakland, California 94606 - (510) 466-7200




