Step 1:
Conference
Approval

Employee completes
Conference Leave

Request Form on
InformedK12

Submit to Admin/
Exec Assistant for
review

Assistant sets
routing for Dean,
VP, & President

signature

Y

President signs and
sends forward to
Business Office

Business Office
reviews and logs
conference

Conferences & Travel

Step 2: Slep 3:
Make Cash
Advance

Arrangements (Optional)

Employee completes

Conference Cash
Advance Form

Employee submits
form to Business
Office w/ approved
Leave Request

Business Office or
Accounts Payable
cuts check to
employee

In-state

Out-of-state

Requires
Chancellor
approval
(obtained by
Business Office)

!

Fully approved
copy emailed
to employee by
InformedK12

Out-of-country

Requires Board

approval

(obtained by
department)

Step 5:
Step 4: Submit
Attend Submit

Expense

Conference .
Claim

Employee completes
Conference Expense
Claim Form on
InformedK12

Submit to Admin/
Exec Assistant for
review

Dean reviews and
signs

\ 4

If over $1k, VP
reviews and signs

Business Office
reviews and gives
final approval

District
Accounts
Payable cuts
check

Business Office
cuts check






