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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

CONFERENCES AND WORKSHOPS

I.
POLICY

1.00
GENERAL STATEMENTS

1.00
The Board of Trustees encourages all full-time employees to attend conferences and workshops that inform and enhance the employees’ performance in assigned areas.

1.02
Attendance at conferences and workshops that are to be paid by the college must relate directly to position responsibilities at Allen County Community College.

2.00
SPECIFIC STATEMENTS

2.01
For an employee to participate in college paid conferences and workshops, the conference and workshop must relate to position responsibilities and be budgeted.  Administrative approval must be obtained prior to attendance.

II.
PROCEDURE

3.00
Request for attendance to conferences and workshops must be sent to the appropriate administrator and the President on the form provided for this purpose.

3.01
Upon approval, a purchase order request must be filed with the Business Office for payment of registration, lodging, and travel.  Any advance travel funds must adhere to the travel policy.

3.02
The Business Office will verify that funds are available for the conference or workshop.  Only the president and/or the Chief Business Officer may authorize expenditures above the budgeted travel, conference and workshop budget.

3.03
Upon return, the employee shall file all receipts within 5 working days and repay any travel advances unexpended.

3.04
All costs will be charged to the proper cost center by the Business Office.
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