College
STEPS TO PROFESSIONAL DEVELOPMENT REIMBURSEMENT

*Obtain descriptive materials of activity such as a conference brochure, agenda, or event details that
indicates the content of the activity (ex. copy and paste information from website into a Word
document).

*Obtain documentation detailing the estimated or known itemized and total costs (Invoice or Proof of
Purchase).

» Write brief summary of justification for your participation.

*Obtain your supervisor's approval on Travel Request & Reimbursement Form (Faculty=Dean,
Classified=Manager)

listed above and a vendor invoice must be completed and submitted along with the reimbursement
form. Pre-payment for travel can be requested through the use of the Credit Card Authorization Form
Claims for prepayment should be sent to professionaldevelopment@compton.edu.

*For flights and/or hotel, please include: preferred location(s) of airport, hotel, and timeframe(s) of

*TO SUBMIT A PREPAYMENT REQUEST: A Travel Pre-payment form , supporting documents
dates and arrival/departure times with your best contact phone number as an additional attachment.

*TO SUBMIT A REIMBURSEMENT REQUEST: ALL reciepts, supporting documents listed
above, and the reimbursement form should be sent to professionaldevelopment@compton.edu.

Individual employees of the Compton Community College District are currently eligible to receive
reimbursement or pre- payment for attending or presenting at a professional development event. See below
for application requirements.

Who is eligible: All faculty (both full-time and part-time), all full-time staff, and all administrators.

Reimbursement amounts: Recipients will be funded a maximum of $1200 per academic year if attending or
presenting at a conference or workshop. Funds are available on a first-come, first-served basis until all funds
are expended or encumbered. Funding will not exceed total costs incurred by the attendee. Use of funds is at
the discretion of the Director of Professional Development and the Professional Learning & Engagement
Committee.

Flex credit: Flex credit may also be available. Email professionaldevelopment@compton.edu to inquire about
your flex hours.

Application requirements: All applications for reimbursement or pre-payment must be pre-approved
by a supervisor prior to attending the event.


mailto:professionaldevelopment@compton.edu
https://www.compton.edu/facultystaff/professional-development/docs/travel_and_reimbursement_forms/travel-request-reimbursement-form_fillable.pdf
https://www.compton.edu/facultystaff/professional-development/docs/travel_and_reimbursement_forms/credit-card-authorization-form.%20pdf.pdf

