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Completes Conference 
Authorization Request 
form and obtains 
approval and signatures.  

Approval 

Inputs information for Board / 
Administrative approval and 
forwards the original 
Conference Authorization 
Request form to District 
Accounting. 

Approval 

Sends Board Approval 
Letter and Claim for 
Reimbursement Form 
to Originator/Attendee 

Prepares Purchase Order 
Request Form for conference 
registration, air travel, and hotel 
deposit.  Obtains signatures and 
forwards to the business office. 
 

Reviews PORs 
and forwards to 
District 
Accounting / 
Travel 

Processes 
checks and 
mails to 
vendor(s). 
 

 
Receive 
check 

 
 

May call District 
Accounting/Travel 
and request an 
advance 

Processes check.  
Attendee obtains 
check from 
District 
Accounting 
  

After the conference, 
submits Claim for 
Reimbursement for 
allowable expenses to 
Accounting through the 
business office 
 

 
Reviews claim and 
forwards to District 
Accounting 

 
 

Reimburses attendee 
for allowable 
expenses less 
advance by 
forwarding check 
through business 
office 

Processes 
reimbursement 
for Alternate 
Revolving 
Fund 


