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Checklist for Travel Authorizations 

Employee: _____________ _ 

□Coursework

□ Proof of enrollment

□ Cost of Course

□ Dates of Course

□Conferences & Travel

□ Description of event & location

□ Cost of event

□ Dates of event

□ Transportation Details & Estimates

□ Documented Accommodation Estimates

□ Rental Vehicle - Include documented rental estimates

□ Personal Vehicle -Deduct normal commute from mileage

□Memberships

□ Description of membership

□ Dates of Membership & Cost

□All Travel Authorizations

□ Signed by immediate supervisor

□ Signed by your Dean

□ Full Time

□ Part Time

Include all costs related to your request. Subtract any costs paid by the college or other 

sources. 

Send completed form to GW-Professionaldevelopment@ctstate.edu

Rev. 9/2024



CT STATE 
COMMUNITY COLLEGE 

GATEWAY 

Checklist for Employee Payroll Reimbursements

 Employee: ___________ _ 

□Coursework
□ Invoice
□ List of courses and grades
□ Proof of payment

□Conferences & travel
□ Proof of Attendance
□ Registration Documentation & Proof of Payment
□ Accommodation Invoice & Proof of Payment
□ Transportation Invoice & Proof of Payment
□ Receipts for subway, taxis, parking, etc
□ Personal Vehicle - provide copy of Auto Declaration Page
□ Personal Vehicle - Mileage Map (start to finish)
□ Personal Vehicle - deduct daily commute from mileage

□Memberships
□ Invoice
□ Proof of Payment

□Personal Vehicle Mileage
□ Mileage Map (start to finish)
□ Deduct daily commute from mileage
□ Provide copy of Auto Declaration Page

□All Reimbursement Requests
□ Signed by immediate Supervisor
□ Signed by your Dean

□ Full Time

□ Part Time

Include all costs related to your request. Subtract any costs paid by the college or other 

sources. 

Send completed form to GW-Professionaldevelopment@ctstate.edu

Rev. 9/2024



Rev. 8/2024 

 

APPLICATION FOR APPROVAL OF PD ACTIVITIES FORM (AFSCME) 

 

REQUEST FOR REIMBURSEMENT OF TUITION AND FEES FOR COMPLETED 
COURSES FORM (AFSCME) 

 

 

APPLICATION FOR TUITION REIMBURSEMENT FORM (CO-101) 

 

 

 

TA NUMBER Leave blank 
Collective Bargaining Union Code AFSCME - 55 
Dept Payroll Code Leave blank 

College Credit Coursework         $4874/per semester     $1994/per semester  

Non-Credit Coursework                  $3046/per semester   $1329/per semester 

Memberships/Licenses          $720/per semester       $305/per semester 

AFSCME CODING FOR EACH FORM (COLLEGE CREDIT) 

MAXIMUM ALLOTMENTS PER SEMESTER (FY24) 

   Full time Employees   Part time Employees 

This form must be completed to request approval for all PD-related activities. This form 
must be signed by the AFSCME Committee Chair before it is submitted to Campus 
Operations and Administration for final review and approval. 

Upon Completion of the semester, this form must be completed in order to be 
reimbursed for college credit coursework ONLY. 

This form must be completed to request approval to take college credit coursework 
ONLY. Be sure to include proof of enrollment, cost, and how you plan on paying for the 
course(s) (Financial Aid, Cash, Credit Card, etc.…) Once semester is completed, submit 
final grade(s), which must be “C” or better, along with proof of payment. 
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