PROFESSIONAL CONFERENCE FUND FLOW CHART

(See Article 23 of LACCD and AFT Agreement 2008 – 2011 for contract details)







*Form available at Administrative Services Office (A-108), or from the district website at www.laccd.edu.  Go to FACULTY AND STAFF RESOURCES; EMPLOYEE FORMS; CONFERENCE ATTENDANCE FORMS.  

**Form available at the Administrative Services Office (A-108), or from the district website at www.laccd.edu.  Go to FACULTY AND STAFF RESOURCES; EMPLOYEE FORMS; REPORT ON CONFERENCE ATTENDANCE FORM. 
***Form available at http://www.laccd.edu/faculty_staff/extranet2/documents/TravelExpenseClaim.doc
(revision 2/1/10)

                                                                   STEP 1


Obtain a copy of the L.A.C.C.D.  “REQUEST FOR CONFERENCE OR ACTIVITY ATTENDANCE” FORM* prior to conference start date.














                                       STEP 5


Submit completed forms (2) with receipts to Administrative Services Office within 10 days of conference.





                                                          STEP 4





Obtain a copy of REPORT ON CONFERENCE ATTENDANCE FORM** and a copy of TRAVEL EXPENSE CLAIM FORM***








                                                             STEP 2


Attach the conference flyer/announcement to your conference attendance form.


Submit completed form and attachments to Administrative Services Office prior to conference start date (see Arlene Stein).








 STEP 3


 Attend conference





STEP 6


Pick up check in Administrative Services Office upon notification.








