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	Revision:
	


APPROVAL REQUEST FORM


	
	

	
	MEETING
	
	CONFERENCE TRAINING
	
	TRAVEL
	
	OUT-OF-STATE
	
	OFFICIAL FUNCTION

	
	
	

	1
	Requesting Individual/Traveler:
	

	
	
	
	
	Internal Staff (CCCS)
	
	External Staff

	2
	ORG  CODE:  
	
	Source of Funds:
	

	3
	Type of Event/Meeting: 
 ( For Training Please Provide an  Agenda )
	

	4
	Purpose and Justification of Travel:
	

	5
	Date & Time of Event/Meeting:
    (Also List  Time / Date of Departure & Return )
	

	6
	Location/Destination of Meeting/ Event:
	

	7
	Number of People 
Attending Event/Meeting:
( Please Provide Roster )
	System Office  (#)
	
	Outside Organizations- Agencies (#)
	

	
	
	System Colleges (#)
	
	Board Members (#)
	

	8
	Estimated Costs:
	*Fees:
	*Travel Costs:
Transportation/ Lodging/Incidental s
	Food Costs:
	Total Costs:

	
	Employee
	$
	$
	$
	$

	
	Non-Employee
	$
	$
	$
	$

	
	TOTAL
	$

	9
	Meals to be provided at meeting/ event.
	


	10
	Mode of Travel:
	
	State Auto
	
	Private Auto
	
	Commercial Plane  (BH Travel #____________)
	
	State Plane

	11
	Approvals: 
Please note: if ARF costs are under $100 for an Official Function, Fees or Travel, Budget & VP of Finance do not need to approve form – ARF only needs signature of Div. VP/Sup with the delegated authority.     2/1/10
	
	

	
	
	Division Vice President / Supervisor with Delegated Signature Authority

	Date


	
	
	 Budget Analyst - Budget has been checked & requesting individual is within their budget.

	Date

	
	
	Mark Superka, Vice President - Finance and Administration 
(Includes Out-of-State and Out-of Country approvals)
	Date

	12
	Contact Person – Return Form To:
	
	Phone #:
	

	13
	FOR OFFICIAL FUNCTION-PAY TO:
	
	ADDRESS:
	

	   *Attach more detail for these items - for large events or out-of-state travel (i.e. Fees – attach a copy of the registration form, a tentative hotel agreement for block of rooms; Travel – breakdown of costs like airfare-car rental-parking-gas.)
**Training functions and official functions both require a list of attendees attached to this form.
***Out-of-State Travel Request – To be completed for employees/non-employees (Except for non-employees with travel included on a Personal Service Contract.)
****Out-of-Country Travel or special requests will need to be approved by the President’s delegate, the Vice President for Finance of the Colorado Community College System 

STATE FISCAL RULE  2-7                                                                                                           
Official Functions and Training Functions shall be held to achieve program objectives and must be limited to reasonable and actual costs.  The attendance of State employees at these functions shall be kept to a minimum and shall include only those individuals directly related to the purpose of the function.  Expenditures shall be kept to a minimum as they have the potential of being perceived to be for personal benefit and an abuse of public funds.  Official Functions shall be hosted by the Org Code Manager of a State Agency or by a representative of the State Agency that has been delegated authority by the Org Code Manager to host such functions.                                                                                                                                                                                                                                                                                  
  ARF – Rev 11/1/11  




	 (
~  You
 do not have to attach this page to your request.  ~ 
)
This form should be completed if any of the following apply:
· The form should be completed at least two (2) weeks prior to event. If your request includes a flight – it should be completed earlier in order for you to get your request back and get the cheaper air flights.
· You should turn in a form when food will be served.
· In-state travel includes an overnight hotel stay.  
Note:   Normal in-state mileage incurred in conducting routine job duties does not require this Approval Request Form.
· Conference attendance – held in-state – requires a registration fee from the participant.
· All out-of-state and out-of-country travel needs prior approval from the Vice President for Finance & Administration, and budget approval-Budget Analyst will check your budget to see that you have budgeted for trip.  All out-of-country travel will require the Vice President for Finance & Administrations’ approval on behalf of Nancy McCallin.
· All expenditures related to meetings, workshops, training sessions and System coordination, on and off campus, must receive prior signature approval from the System Vice President for Finance and Administration and budget approval.
· Food service per person costs must be no more than the state’s allowed per diem for the meal being served.  Per Diem meal rate for Denver/Aurora:  11/1/11 - Breakfast $11.00, Lunch $16.00, Dinner $34.00 & Incidental $5.00 for a day total of $66.00.  Authorized Per Diem Meal Reimbursement Rates.
· Hot food service should be kept to a minimum.
·            Note:  This Approval Request Form replaces the Official Function Form and Out-of-State Travel Request and Authorization Form. You do not have to turn in the old Out-of-State Travel form with the ARF.
Please Note:
· Complete the form with ALL requested information.  
· If event is a training session please attach an agenda (it can be a draft) to this request.   
· Approval Request Forms may be turned in bi-annually/annually for various meetings you are scheduling.  If you have a large meeting/event, you can turn in any time. 

	
CCCS Instructions to Fill out Approval Request Form
ARF # - Alice Duran will assign a tracking number to the form when received in the Finance office.
1. Requesting Individual/Traveler:  List the person/all persons who is putting on the meeting/event or taking travel.
   Internal Staff or External Staff :  Check box
2. ORG CODE & Commodity Code to be Charged:  Fill out the ORG CODE and object code the expenses will be charged to.   Source of Funds:  Fill in field.
3. Type of Event/Meeting:  Fill in field.
4. Purpose and Justification of Travel:  (For Out-of-State Travel) Give purpose for attending meeting/ event/taking travel out-of-state.
5. Date & Time of Meeting/Event:  Fill in field.  (For Out-of-State Travel) List time/date of departure and return.
6. Location/Destination of Meeting/Event:  Fill in field.
7. Number of People Attending Meeting/Event:  Fill in field. 
8. Estimated Costs:  Fill in field.
 *Attach more detail for these items - for large events or out-of-state travel (i.e. Fees – attach a copy of the registration form; Travel – tentative hotel agreement for block of rooms or breakdown of costs like airfare-car rental-parking-gas.)
9. Meals to be provided at meeting/event:  Fill in field.
10. Mode of Travel:  (For Out-of-State Travel)  Prior to calling Boersma Travel Agency when making airline reservations you will need to obtain a travel number from the Q/ Travel Log-BH Number or from Alice Duran (1536) or Angela McAllister (1535) and you will be assigned a travel number (aka “BH” travel number).  The Travel Agency will ask you for this travel number in order to process your request. If you do not have a number you will not be able to make reservations.
11. Approvals:  Have the Division Vice President/Supervisor with delegated signature authority sign, forward to Alice Duran and she will date document and assign a number, and deliver to the Budget Analyst (Finance), which they will check your budget to see if request is within your budget, and then forward on to the Vice President for Finance and Administration for signature-Mark Superka will sign. The President’s delegate (Vice President for Finance and Administration) will need to sign all out-of-country travel. 
12. Contact Person-Return Form To:  Fill in the person to contact after the form is completed and signed.
13. For Official Function – Pay to:  Fill in the person’s name & address that will be reimbursed and attached receipt(s).  Training functions and official functions both require a list of attendees attached to this form.

Contact Alice Duran in Finance if there are questions (303) 595- 1536



 When submitting as an Out-of-State request for state travel please make sure you fill in all areas.
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