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Plan your trip

Meet with parties 
as needed and 

ensure allocation 
of funds

2

Submit your pre-
approval

Enter in CCRI 
Chrome River and 
attach estimates

Make your travel 
arrangements

Book lodging, hotel 
and pay necessary 

fees

4

Attend your 
conference or 

event

Save receipts!

5

Submit your 
expense report

Within 10 days of 
return, enter in 
CCRI Chrome 

River and attach 
documentation

Travel

Institutional Equity, Human Resources and Organizational Development



Pre-approval
o Check with your Department Chair to discuss your travel plans:

o Gather a few flight estimates, hotel stay estimate, food per diems,
transportation to/from airport, conference fee etc.

o Let Chair know the approximate total cost of the trip.

o Printout from conference website or flyer showing
o Date
o Location
o Time
o Cost

o Printout of estimated cost of airfare

o Printout of estimated cost of hotel

o Printout of estimated cost of conference

o Make sure you estimate for (no printout needed)
o Rideshare
o Parking
o Baggage Fee

Purchasing |  Accounts Payable

http://www.ccri.edu/purchasing
http://www.ccri.edu/accountspayable


Institutional Equity, Human Resources and Organizational Development

Budget

Fund Organization Account Program Location
Where does the 

money come 
from?

Who is 
responsible for the 

money?

What type of cost 
is the transaction?

What function 
does the purchase 

support?

At which campus 
does the activity 

occur?



Program

101 
Instructional Support

(101xxx – Applied Music, Dental Clinic, etc.)

701
Institutional Support

601
Operations and 

Maintenance Support

301
Student Services Support

(301xxx – Student Services, Athletics, etc.)

201
Academic Support

102xxx 
Workforce Programs



Approval Queues
Organizational structure is basis for approval queues

Pre-
approval Estimate Include 

Backup Submit Budget 
Check Supervisor Financial

Manager

Traveler Budget 
Check Supervisor Financial 

Manager
Budget 
Check

Accounts 
Payable

Travel Pre-approval

Travel Expense Report Example



Employee Reimbursement

Submitted 
through CCRI 
Chrome River

Original receipt 
required

Must be entered within 
7 days of purchase

• All CCRI Purchasing rules and regulations still apply. Purchases are less than $500. All reimbursements are
subject to review by CCRI Purchasing and Accounts Payable.



Online/Virtual Conferences and Workshops

No Chrome River preapproval is needed



Having Difficulty?
Commonly Reported Issues:

• Difficulty submitting my pre-approval
• Difficulty completing in-state travel
• Difficulty completing out of state 

travel
• Difficulty submitting expense report
• Difficulty submitting mileage 

reimbursement
• Difficulty submitting employee 

reimbursement
• Unable to sign into Chrome River or  

Concur
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