Department of Human Resources
Finance

City and County of San Francisco

Online Tuition Reimbursement Program Reference
Documentation Checklist With Examples for Travel Requests

Pre-Approval Request

Employees will submit a pre-approval request online with the documentation listed below BEFORE the
expense is incurred.

[] Employee must provide a pre-approval request form with supervisor’s signature.
e MEA represented employees do not complete a form.
e Forms are located on DHR’s tuition webpage located at http://sfdhr.org/online-tuition-
reimbursement-process

Sample pre-approval request forms:

General Tuition Reimbursement Request Form
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Online Tuition Reimbursement Program Reference
Documentation Checklist With Examples for Travel Requests

[] Employee must upload estimated expense(s) supporting documentation.

Sample Registration Form

€ APHA APHA 2015 " 4‘ .
=L020] REGISTRATION FORM ML Hfticies

To demonstrate conference

location

TOTAL CE FEES: 8.

The employee can also provide an email from the vendor which states the conference location
and registration fee.

Please Note: Travel within the Nine Bay Area Counties is not a reimbursable expense for Local
21 Represented Employees. The Nine Bay Area Counties include: Alameda, Contra Costa,
Marin, Napa, San Francisco, San Mateo, Santa Clara, Solano and Sonoma.
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|:| If the employee is flying to the conference location, he/she must provide comparative
air fare quotes.
e Employee must provide comparative quotes for a roundtrip ticket from the San
Francisco Bay Area direct to the conference/training location.
e A quote from a City travel agent qualifies as a comparative air quote. The City’s travel
agencies are: Clement Travel Service and Orientex Travel.
= Clement Travel Service, Jack Young, 415-386-2535,
clementtravelservice@gmail.com
=  Orientex Travel, Francis, 415-788-1711, orientex447 @shcglobal.net
e  Flight must be economy or coach class only. Upgrades are not reimbursable.
e Same day or near day tickets purchases are not reimbursable.
e Travel insurance is not a reimbursable expense.

Sample Quote from City Travel Agent

Sort:
To:
Subject: Fare quote to Seattle

FER 172015 TNVODICEITIN =~ NOB4RS
17 APR 15 - FRIDAY
SOUTHWEST 1863 COACH CLASS EQUIP-T3W
DEFART TERMINAL- 1
LV:OAKLAND 10554 MNONSTOr  MILES- 672 CONFIRMED
AR:SEATILE 1255F  ELAPSED TIME- 2:00

1 APR 15 - TUESDAY

SOUTHWEST 1084 COACH CLASS EQUIF-T3W

LV:SEATTLE 2250 WNONSTOP  MILES. £77 CONTIRNMED
AR OARKLAND 425P  ELAPSED TIME- 2:00

ARRIVAL TERMINAL-2

= AR TARE SUBJIECT TO CHANGE BY AIRLINE [INTIL TICKEET IS ISSUED
"% IF THE LOWER INSTANT PUBCHASE FARE IS AVAILABLE

P WHEN WE RECEIVE THE APFROVAL TOSSUE THE TICKET

" WILL [SSUE THE INSTANT PURCHASE PARE

AMOUINT 234,42 TAX 4578 TTL  280.20

SUB TOTAL Bt . .
AMOUNT DUE 280,20 (— Price Estimate
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|:| If the employee is staying overnight near the conference location, he/she must provide
a lodging quote.

e The employee must provide the conference brochure with hotel rates included.

e [fthere is no conference sponsored lodging, the maximum reimbursement rate is the
Federal per-diem rate. The Federal per-diem rates are located online at
http://www.gsa.gov/portal/content/104877.

o If the employee chooses non-conference sponsored lodging, the maximum
reimbursement rate is the Federal per-diem rate.

Sample Conference Sponsored Lodging Sample Per Diem Rates
with Hotel Rates

AMERICAN PUBLIC HEALTH ASSOCIATION

For science. For action. For health. FY 2015 Per Diem Rates for Chicago, lllinois

g U5 Geneeal Services Administration

e » Eoo A Aeseminy » Tinaland REccaion Fricy » Bz Des » Bt D Sam +

[Octoter M - Soptambes 21015)
Whatis Topics & Policy & Publications & Professiona Events & News &

PublicHealth?  Issues Advocacy  Periodicals Development  Meetings  Media T e e

Gty Entes your I Code

APHA » Events & Mestings » Annus|Meeting » Travel and Housing  Hotel Room Rates
Hotel Roo

< boents & Weetings

mans

< Annual Mesting

Tavel and Hesing

Chicago , lllincs
D Best Western Grant Park
11005, Michigan Ave. 1t lotigamn by Monts feeciesting Lraes]

@ Embassy Suites Lakefront Primary Destmaton” (1)
511 N.Columbus Or.

o
i R
O e oo s soe oy ow sy 00

Fairmont
e 200 N. Columbus Dr.
Hiltan Chicago
e 7205, Michigan Ave.
th R i
O,
@ Hyatt R McCormick
2233 5. Or. Martin Luther King Dr.
O intertontinental
505 N. Michigan Ave.
O Paber House Hilton
17 E. Monroe St.

Sheraton

Do st

Gsmswcmmiz
323 Upper Wacker Or.

CHINAFOWN

2015 Hotel Room Rates

et Westarn Grant Parkc $13%/8189  7.HyattRegencyMcCormick™®  $233/8253

2 Embassy Suites Chicago

Downtown Laksfront $231/$231  8.InterContinentsl $209/6209
3.EssexInn® $159/§159  9.Palmer House Hilton* $229/5229
4. Fairmont Chicago Millennium /522 10. Sheraton Chicago Hotel & 1522
Park* $228/5228 Towers Hotel™ $225/8225
5. Hilton Chicago™ $229/§22% 11 Swissotel Chicage $209/520%
& Hystt Regency Chicago™ $229/8229
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|:| If the employee is driving to the conference location, he/she must provide a mileage

estimate.

e The Controller’s Office adopts the IRS standard mileage rate for business use of an
automobile; refer to the IRS’s website to obtain the most updated rate
(https://www.irs.gov/Credits-&-Deductions/Individuals/Standard-Mileage-Rates-

Glance).
e The employee will provide an online map with number of miles between

worksite/home and conference/training location (For example, to Sacramento, CA or

Monterey, CA).

TAp 1o

800 Asilomar Bivd

93950-3704

120.70 miles /| hours & minutes.

Number of miles a

@ 1 § Van Ness Ave, San Francisco, CA 94103-1226

®

r

3

-
-

= 3 + o 50 Sb 80 &f &0 &=

1. Start out going north on § Van Ness Ave | US-101 N toward Market St Map
2. Take the 1st right onto Market St Msp

3, Take the 2nd right onto 10th St ez

4. Merge onto US-101 § via the ramp on the left toward San Jose. Mzp

5. Merge onto 1-380 W via EXIT 4238 toward 1-280 ) San Bruno. o

2. Merge onto 1-280 $1 Junipero Serra Fwy S via EXIT 58 on the left toward San
Jose. Jizg

eomar 7. Merge anto CA-35 5 / Nerman Y Mineta Hwy via EXIT 128 toward Gilroy. Map. 7.
e 8. Merge onto CA-17 § via EXIT 11A toward Santa Gruz. Map

e 9 Merge onto CA-1 § via EXIT 1B toviard Watsonville / Monterey lsp

10. Take the CA-88 W exit, EXIT 3394, toward Pacific Grove / Pebble
Beach. Map

& 11. Tum right onto Holman Hwy / CA-68. Continus to follow CA-68. Man
) 12, Tum left anto Sunset Dr / CA-68. Man

o 2. Tum right onto Asilomar Bivd  CA-68. Map

14. 800 ASILOMAR BLVD is on th left. Map

9 800 Asilomar Blvd, Pacific Grove, CA 93950-3704

Total Travel Estimate: 120.70 miles - about 2 hours & minutes

Download
Freshop -
0.03 Mi

0.1 Mi

0.6 Mi

18Mi

H5Mi

Z20Mi

423 M
0.3 Mi

3AMi

0.9 Mi

0.3 Mi

Los Banos
@

s T
for} @

g,falinas

Solsdia

‘22016 ManGuect - FortonkSHE TohiTom | Tammc | Frvesy

e Please note that mileage to Los Angeles, San Diego, Las Vegas and/or Seattle is

reimbursable up to the price of an air fare quote.
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[] Public transportation/Shuttle/Taxi estimate

Worksite/Home to Airport
e Taxi-$50 maximum each way, including tip, for $100 total.
e Personal Car-$15 maximum each way, for $30 total.

e Parking is limited to long-term parking only, maximum of $18 per day, and up to $120
total.

Sample Public Transportation Estimate (BART)

Fair Dubdlin/
Castro Valey Pleananton

Daly
iy Tuin
; Y
Colma R
South

Sample Transportation from Airport to Conference Location/Lodging (Super

Shuttle)

SuperShuttle. Need a lift?

Welcome, Guest - Login SuperShuttle Booking Engine [ # Homd
\
Reservation Summary Rates
a . X To the Airport
ﬂ Anzheim Convention Center
BOO W KATELLA AVE Shared Ride Van Service . .
ANAHEIM, CA 92802 First Passenger : 526.00
X Orange County-John Wayne - Each Additional Passenger : $9.00 ﬁ
SNA :
Fuel Surcharge : 50.00
Max Passengers : 9 p
x -8
X Orange County-John Wayne -
SHA Exclusive Non-Stop Van Service
4 Anaheim Convention Center First Passenger : 584.00 4
800 W KATELLA AVE Each Additional Passenger : $0.00 ﬁ
ANAHEIM, CA 92802 : |
Fuel Surcharge : 50.00 _
Max Passengers : 9
f 1 Passenger
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Reimbursement Request

Employees will submit a reimbursement request online with the documentation listed below when
they can provide proof of attendance/successful completion.

|:| If the employee flew to the conference, the employee must provide an air fare itemized
receipt and proof of payment.
e Flight must be economy or coach class only. Upgrades are not reimbursable.
e Same day or near day tickets purchases are not reimbursable.
e Only one checked bag is reimbursable.
e Travel insurance is not a reimbursable expense.

Sample air fare receipts

ITINERARY & RECEIFT

Upcoming Trip: 051115 - Sait Lake Gity

AIR It -
EI YOUR TRIP: SFO_SEA

AIR Confirmation: (D CONFIRMATION

Passenger(s) Rapid Rewards # Ticket # Expiration ESt Paints

] ] I 772000 3 o i

Rapid Raws

Date Flight DeparturefArrival
WS FLANG?

Sun May 31 267 Depart OAKLAND, CA (OAK) on Southwest Airlines at 3:55 PM s J
I 1 L]

Arive in SALT LAKE CITY, UT (SLC) at 6:30 PM
Wanna Get Avay

What you need to know to travel:
. Dm m%.m check in for your ngm {8) 24 hours before o your trip on southwest com or your mobile DEPARTING FLH
will s8€ure your bo sition on your fight
o Selivrest A ines does nothave saslbned soats. 83 you can chooss your saat when you board the e an
plane. You wil be assigned a boarding position based on your checkin time. The earber you check
Wi 4 hours o ygur Aight the sarhe! you g o baal "
VWIFL TV, and related services and amenties may vary and are subject o change based on 5 p

assigned aircsaf Lgarn mere.

Remember to be in the gate area on time and ready to board:
S milen i i g iV b g oy 0 i e
o your = plan o arrve i the gate
acea 1o @ter than thistime
* Wimiutin o s scmdled dagacurs bma: Al pammerars i i oo s
fable fo ast 10 minut
parhee i 1 ok Souas e hest o Fesorved taca anc you s pot e sigie for i
daried boarding compersation eare
1you o ot i o el on yourfght In aceorgance with Soutrests No Show Poley,you must e
ltnést i feas 10 M pior o your NGTs scheduied departurs fyou da not plen 1o
Dove o e . . BoHeeet ol i youl reservmion and i frvde il be foaked

RETURNING ¢

BAYMENT INECEMATION
me: 1 Bag + small personal ftem are free. §
s fly free. Weight and size limits

Prymast By Credn Card

Fare Rul(

Valid only on Sout

be complet
BRAING ADDRESE

TRANSACTION SUMMAEY

‘- Leam About Our Get EarlyBird
- CHECK-IN" s it - a
I Boarding Process = Check-In@ Details BRICE BETALS

resultin a f
least 10 m

Cost and Payment Summary

G - .

Payment Information

Total Alr Cost

Both samples list the employee’s name, base fare, no extra fees, flight itinerary, fare type (Southwest’s “Wanna
Get Away” fare or economy/coach), and method of payment. If an additional fee is incurred (such as early

boarding), the fee will be deducted.
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|:| If the employee is requesting lodging expenses, the employee must provide a lodging
itemized receipt and proof of payment.
o If the employee stayed at conference sponsored lodging, the employee will be
reimbursed at the conference rate.
e If the employee chooses non-conference sponsored lodging, the maximum
reimbursement rate is the Federal per-diem rate.

Conference Sponsored Lodging (Proof Lodging Itemized Receipt
included with Pre-Approval Request)

Flanni

Ing Expo
1

attie gram

)
gSEL::

Sheraton

HOTELS & RESOATS

Housing and Travel
(D) Reserve by March 19, 2015,

A5 has amanged discounts at hotels within walking distance of Washington State Convention Center. Sheraion Seatle 11-APR-15 42 20 FABRALY
Dot let your top pick get away! Book your room earty. 3 e R e Charoes (USD) T
5 RTRE L nrg Grp Aszociation n7.00
Single  Double " p— e = i = o \
Conference Hosttotel : CA AT b arR . 2780
Sheraton Seattle s st | 230k it . e Conference
SOLD OUT i T S i 00
Rate N = T . 9 < o ~ o Rate

The Mayflawer Hotel $185 185

405 Olive Way
T blocks te convention center : f
Aceess Code: APALS / i

The Westin Seattle §331 s
1900 Sth Avenue

5 blocks to convention center

Deadline: March 19, 3015

Ly 30

4 blocks to convention center
Deadline: March 19, 2015

Crowne Plaza Seattle 5219 5219

Rates shown do not include state and local

1113 Eth Ave.

1-888.733.9577 tames, currently 15.6 percent, plus a tourism fee

of 52 a night. All reservations require a
Motif Seattle $190 5199 credit-card guarantes. Be sure to identify
SOLD OUT vourself as an APA sttendes when bookine vour

[] If the employee is requesting mileage, the employee must provide odometer readings
(between worksite/home and the destination).

D If the employee is requesting Public Transportation/Shuttle/Taxi, the employee must
provide itemized receipt(s) and proof of payment.
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D The employee must upload, clear, legible, proof of payment.

e For example, a redacted credit card statement with employee name, date, and line item
expense.
O Examples are available online at http://sfdhr.org/online-tuition-reimbursement-process-

required-documentation.

e Payment made via gift card, gift certificate, frequent flier or reward miles is not a
reimbursable expense.

e Please note that if a different name besides the employee’s name is listed on the proof of
payment, the employee must provide an explanation. For example, “The cardholder is my
parent, spouse, etc.”

Sample Redacted Credit Card Statement

BankAmarioard | v Bankof America

P — Date
e I

Employee’s name
and personal
address

This box would not

be redacted on the
actual submission.

The second page

has an identifier

(last four digits of
the account or
employee name) to

link the line item

expense to the first
BankAmaricard | meserse Bankof America %~ page.

Workd MasterCend®
—
T ey 15
s

Transactiana coriinec

fl
i

F HE
[ ¥
f H
i
i

1: 1N N AN
imhnin

H
8
#

Line item expense
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[] Proof of Attendance/Successful Completion
e The employee must provide proof of successful completion/attendance for the main
conference. The employee can provide an email from the vendor confirming his/her
attendance.
e If the employee attended a pre-conference, or additional workshops (that requires a fee
separate from the main conference fee), the employee must provide proof of attendance
for the main event and each additional conference event.

Sample Proof of Attendance Sample Letter from Vendor
Curtiicats of Comgpletion Gb R _'
empor Bewcl Momer Hord & S0 -
_ s e

Fradfedir
Aulferei mieare o Ve Frovidowns

Thkampoingaim. o s e 59072
36 57 lanarn of ammar kg by e
1403138, Then pre prams e s

LARP(

Sample Conference Name Sample Name Badge versus

Badges Unacceptable Name Badge
, P
Main
Conference e ey iy Bmico
= mn
¢ 1HE ¢ Il versts

— e e Acceptable Unacceptable
Additional Strategie 'l ning Secarty in I Ervirmncal
Conference LRI R BT TR [T T
Evenits
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