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Temporary duty leave request for workshops, seminars, and conventions must be approved by
the President or the President’'s designee. The request should be forwarded through
administrative channels for processing before the leave is to commence. Request for temporary
duty leave are submitted on the Travel Approval and Reimbursement Request form.

1. The Travel Approval and Reimbursement Request for workshops, seminars, and
conventions etc. should be forwarded through administrative channels to the Business
Office for processing at least two (2) weeks before the leave is to commence. When total
estimated expenses are over $1,500, the College President or the President’s designee
approval is required two (2) weeks before the leave is to commence.
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College of Central Florida offers equal access and opportunity in employment, admissions and educational activities. The college will not discriminate on the basis of race, color,
ethnicity, religion, sex, age, marital status, national origin, genetic information, veteran status or disability status and any other factors prohibited under applicable federal, state, and
local civil rights laws and regulations in its employment practices or in the admission and treatment of students. Recognizing that sexual harassment constitutes discrimination on the
basis of sex and violates this policy statement, the college will not tolerate such conduct. The Title IX Coordinator has been designated to handle inquiries regarding nondiscrimination
policies and can be contacted at the Ocala Campus, 3001 S.W. College Road, at 352-291-4410 or Compliance@cf.edu.
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