SAN FRANCISCO COMMUNITY COLLEGE DISTRICT
ADMINISTRATIVE PROCEDURES MANAUL

Title: Number:
DISTRICT TRAVEL $3






SAN FRANCISCO COMMUNITY COLLEGE DISTRICT
ADMINISTRATIVE PROCEDURES MANAUL

Title:
DISTRICT TRAVEL


https://www.ccsf.edu/sites/default/files/2023/document/Travel-Expense-Report.pdf
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b. 7KH HJLVWbBWVDLRIF OXGBHILVON L SIIRPE D OQ G RWKHSHQZKYFKKRXOG
QREWVHSDUBWEDDNBSHGLHP[SHQERQIH U ISQ RN LFGHDEDWRIQ ®AR H
FRQV L CHIREE U

5HYLVHG 3DJHt


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhrmanual.calhr.ca.gov%2FHome%2FManualItem%2F1%2F2203&data=05%7C02%7Cgkwiecien%40ccsf.edu%7C2541d84ec5b4450ba0b708dc4383f028%7C5e0f22d68a16417ebf3ad081c98b38d8%7C0%7C0%7C638459481153700498%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=5gxKm%2B5vflHyrDyfV6sr82V0C%2FmQEnTq2W5ZRdlzYZQ%3D&reserved=0
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3. 5HQWRDU YKWR XGDBW KBH \BW R P R WLIRIE@® GRHRWD QG LVFRXQWYV

4. *DVROIRUHQMIXY HWHLPEXUMDMVEKRSHRF XPHQWDIMWHR®W DO
DIUHHRPHQWLUBRBEWHLSW V

5 7TKHLVWWIPWQV XUDRBHKLFOH@WRGLVWBHXY¥WOHKHUHIRKHILWR
UHLPEXUMRPEQXW B REFHK DWYWSHIVRW F DUWH QMRBON U D FW

6. (PSOR\DHMQFRXUWRNSG' LV WULRWU R W3SJ DOWMIHVOK KB YLD UHQWHIGLFOH

E. Parking and Related Fees

1. OHWHREB®RW KHW NIHPR DWRBR W H L P E X UAMCHIOHHF H DSV R Y L GBISSD D W
RIDFRQIHUFQ@BHP HF HDSW \VQ ROV O\ K B WiH ¥ R X DIE R Q V L GRHRUYHH® M® U W
RW KLHD F L G HDQDVOIRA D Q F H

2. Airport / Rail Station Parking: 3DUNLIQHMROHD YRRQHP SOR\ISH YW RYQHDIOL B WHK H
DLUSRUW MD IWUBRKL P E X UDAMY REKHK W W OVWH R Q NI LOCRIVD WA/ KA U DLYWHR@ Q
H[WHQ&HGLIRW L PIHQD L U SIRUIKWWIWARO HWRKPHP SO R\IKRPWHWMUHLP EXUMWEGH
VKX VWWROW HWK B Q UNERMW

3. Related Fees: 7R (EQJL GDE 8 W KHUO DWHNEUHH L P E X UMDERRHIVSW RY LA B G
UHFHLBRBURYLBHE[SHQYRX EHFRQVLGEHDWREXQGRFXPH@WHGH QWD
H[SHQVHYV

F. Post Travel:

'LWKLQ GD\V RI FRPSOHWLRQ RIFWRRBOMSBOXRMB GH WSWHMWHHO UIH SRU W
VXEPLWWHG WR $FFREEQRWMYYD 8 D BMEDHO HRF BFW RFEXMLOHSRUW VKRXOG L

1. 7KH 7UPRWI® DSSURWKHLEMFW PDQDJHU
2. 7KH[SHQVH 5HSRUW IRUP

3. 7KHRQIHUISOHFGIGD
4

5HYLVHG 3DJH
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*  Process Flowchart:

V. Guidelines for Board of Trustees Travel

7KH¥6RDEGD KL JKD ORKE VB\W R | HV VA HRQHDAR HROHEMWV X DS 8 U R SW UD W@ ILDH Z
DQBR QW L WWXIXYWOVE\S S R MR P P L W RAHKGHN % RIDDJGEK HAUR K IR O O RIZD@GIG LW RR Q
W KUHH J X O DAMMRUDNIKKS VR FH G X U H

A. 7KHRKDQFHOORU RU W BIQIQF GDXISLEQNHHRN KDHD Q EXG JIIRW U X BWRHH{VVLR QDO
GHYHORSMHQB/PRXQW VKDOGHH R GMEBMEGWPBBRM B GHUHTXLUHG

B. ,QWKPHHWLQJ

5HYLVHG 3DJH8
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