
City and County of San Francisco Department of Human Resources 
Finance 

 
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. 
• MEA represented employees do not complete a form. 
• 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

 

Local 21 EDF Form 

 
Teamsters, Local 856, Supervising Nurses Form

 

UAPD EDF Form 
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 Employee must upload estimated expense(s) supporting documentation. 
 
Sample Registration Form 
 

  
 
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. 
  

To demonstrate conference 
location 
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If the employee is flying to the conference location, he/she must provide comparative 
air fare quotes. 

• Employee must provide comparative quotes for a roundtrip ticket from the San 
Francisco Bay Area direct to the conference/training location.

• 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@sbcglobal.net
• Flight must be economy or coach class only.  Upgrades are not reimbursable.
• Same day or near day tickets purchases are not reimbursable.
• Travel insurance is not a reimbursable expense. 

Sample Quote from City Travel Agent 

Price Estimate 
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 If the employee is staying overnight near the conference location, he/she must provide 
a lodging quote. 

• The employee must provide the conference brochure with hotel rates included. 
• If there 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.  

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

Sample Conference Sponsored Lodging 
with Hotel Rates  
 

 

Sample Per Diem Rates 
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 If the employee is driving to the conference location, he/she must provide a mileage 
estimate. 

• 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).   

• 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).  

 

 

 
• 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. 
  

Number of miles 
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 Public transportation/Shuttle/Taxi estimate 

 Worksite/Home to Airport 
• Taxi-$50 maximum each way, including tip, for $100 total. 
• Personal Car-$15 maximum each way, for $30 total. 
• Parking is limited to long-term parking only, maximum of $18 per day, and up to $120 

total. 
 
Sample Public Transportation Estimate (BART) 
 

 
 
Sample Transportation from Airport to Conference Location/Lodging (Super 
Shuttle) 
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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. 

• Flight must be economy or coach class only.  Upgrades are not reimbursable. 
• Same day or near day tickets purchases are not reimbursable. 
• Only one checked bag is reimbursable. 
• Travel insurance is not a reimbursable expense. 

 
Sample air fare receipts 

 

 

 

 

 

  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. 

• If the employee stayed at conference sponsored lodging, the employee will be 
reimbursed at the conference rate. 

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

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

 

Lodging Itemized Receipt 
 

 

 
 
 

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

 
 If the employee is requesting Public Transportation/Shuttle/Taxi, the employee must 

provide itemized receipt(s) and proof of payment.  
 

  

Conference 
Rate 

Conference 
Rate 

Page 8 of 10 
Updated April 11, 2016  TR05 
Available on DHR’s tuition website located at http://sfdhr.org/online-tuition-reimbursement-process-required-documentation   
 

http://sfdhr.org/online-tuition-reimbursement-process-required-documentation


City and County of San Francisco Department of Human Resources 
Finance 

 
Online Tuition Reimbursement Program Reference 

Documentation Checklist With Examples for Travel Requests 
 

 The employee must upload, clear, legible, proof of payment. 
• 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.  
• Payment made via gift card, gift certificate, frequent flier or reward miles is not a 

reimbursable expense. 
• 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 

 
  

 

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 
page. 

Line item expense 

 

 

Date 
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 Proof of Attendance/Successful Completion 
• 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. 

• 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. 
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