
Concur Travel Policy Training



SAP Concur Travel 
• Concur Travel replaced paper-based 10.12.1 Conference Attendance Requests

• Travel Freeze approval required – obtained online

• Concur Access Link
• Log in to ESS (https://ess.lausd.net) 

with your SSO and click on 
“Travel Management” tile
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Training Videos, job aides, resources 
https://www.lausd.org/Page/19728

SAP Concur Travel (resources, job aids)
Read the Company Notes on the Concur 
Homepage 

https://www.lausd.org/Page/19728


Request will go 
through budget 
check

If budget check 
fails, an email 
notification is 
sent to STS and 
employee

Routes to 
Principal/Site 
Administrator for 
approval. Then to 
the Region 
Superintendent’s 
Office.

If using a different 
funding cost 
center, request will 
also route to that 
cost center’s 
administrator 

Routes to 
Travel Unit for 
review

Travel Desk will 
reject if 
information is 
entered 
incorrectly or 
there is 
missing 
documents. 
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1. Create travel 
request to 
request for 
approval to 
attend the 
conference/ev
ent.

2. Enter all 
“expected 
expenses“

3. Enter funding 
allocation(s)

4. Upload 
required 
documents

Step-by-Step 
Overview for Travel Request (School)
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Upon obtaining 
approval, Concur’s
request status will 
change to 
“Approved”.
Email notification 
of approval will be 
sent to STS and 
employee.

*Email approval  
replaces ATRN
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Routes to Deputy 
Superintendent 
and Deputy 
Superintendent of 
Instructions. 

If out-of-state, 
then to the Office 
of Superintendent



Required Documents
▪Conference Justification Form  (limit to one page, no 
additional pages are accepted.)

▪Conference/event brochure or agenda stating 
▪Name
▪ Location
▪Dates
▪Conference Fee

▪Screenshot/printout of Google Maps showing mileage 
from school/work location to event location

Only upload required documents. Do not upload 
unnecessary pages.

https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/98/Conference_Justification_Form.pdf


Freeze Justification Field in Concur
• Due to the travel freeze, all district employees 

must complete a Travel Freeze Justification 
field in Concur using the dropdown menu

• If you select Other, explain the reason in 
the Purpose field. Be specific such as 
presenting on behalf of LAUSD, required 
grant training, award recipient, PD, etc.

• All out-of-state travel requires further 
approval from the Office of 
Superintendent which is obtained through 
Concur.



Funding is required for all travel requests

• Yes, even if it’s a no-cost trip! 

• Determine the funding
• All requests require a funding line in Concur. Funds must be allocated to G/L 

520002

• If teachers are submitting their own request, SAA must provide them the appropriate 
funding information. 



Can I go to the event without approval?

• Traveler who attend trips without approval may NOT be reimbursed for expenses

• Retroactive (after-the-fact) requests are no longer accepted

• Do not use District P-Card for travel expenses without prior approval.



Field Trips?
• Field Trip approvals are obtained in the ifieldtrip system through Risk Management 

• Concur Travel is not for field trips. Student travel cannot be entered or booked through 
Concur. 

• Field trip request is only entered in Concur for employee reimbursements of out-of-
pocket costs. 

• Upload proof of ifieldtrip approval and field trip brochure/event information

• Choose Chaperone Reimbursement for Freeze Justification in Concur



Virtual Conferences
• Request entry is not needed for virtual conferences

• Submit a Concur travel request for virtual conferences/webinars/training only if you 
are self-paying and seeking reimbursement for the registration fee

• If reimbursement is needed, enter “Virtual conference reimbursement” in the Freeze 
Justification Purpose field



No-cost conference ($0 cost to the District)
• Add the conference fee expense with the total amount of $0

• A valid funding allocation is REQUIRED even if the cost is $0

• Add a comment in the conference fee expense explaining if the conference is free or 
if there is a third party paying for the costs (hotel, airfare, substitutes, etc.) & include 
the name of the sponsoring party



Submission Deadline - Policy
Local and In-State Trips: The submission deadline is now 30 calendar days prior to the trip 
(previously 20 business days).
Out-of-State or International Trips: The submission deadline is now 45 calendar days 
prior to the trip (previously 30 business days).

The submission deadline is the date the Travel Desk receives all required forms, approvals, 
and documentation for your trip. A packet is considered complete only when everything is 
included and all sections are entered correctly. If anything is missing or incorrect, your 
packet will be returned, and you'll need to resubmit it. The date the Travel Desk receives 
the corrected packet will be your new submission date.

Requests failing to meet this submission deadline will not be considered and will be 
rejected.



Hotel Expense & Travel Duration - Policy

● Hotel expenses should not exceed 
$300/night including taxes and fees 
without appropriate documentation 
and choosing the correct Hotel 
Business Purpose. If the traveler is 
covering the exceeded amount, 
employee must self-pay and request 
reimbursement after the trip. 

● Travel is allowed one day prior and one 
day following the event. Employees are 
responsible for any additional days



Concur
Travel Request 
Checklist

This form is NOT required. It is a 
useful tool for Site Travel 
Specialist(STS) when entering on 
behalf of an employee



Per Diem 
Travelers are allowed per diem outside of 45 miles from employee’s school/work and 
no meals are being provided by the event. The system will automatically calculate 
the per diem amount based on the information you provide. 

Half-Day Per Diem:
- Lunch OR dinner is included
- Traveler leaves for the trip after noon
- Traveler returns home before noon 

Full-Day Per Diem:
- Lunch AND dinner are not included
- Traveler leaves for the trip before noon
- Traveler returns home after noon

Total number of days on the trip How many are full days?

How many are half days? How many meals provided by the vendor? Only count lunch and dinner.



Principal’s Approval In Concur
• Approval in Concur is very simple, but 

the information must be carefully 
reviewed before clicking “Approve”

• Job Aide-Approvers- How to View and 
Approve Travel Requests and Expense 
Reports

• Shows how to view the 
attachments to ensure that 
required documents are uploaded 

• Outlines the information that 
should be verified for correctness.

• Approving a request that is not correct 
will be rejected at later approval levels, 
will cause delays in the overall trip 
approval, and may cause the trip to be 
canceled due to lack of time for final 
approvals

https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/Approvers%20-%20View%20and%20Approve%20Travel%20RequestsExpense%20Reports%20via%20ESS%20and%20Concur%2010.2024-final.docx
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/Approvers%20-%20View%20and%20Approve%20Travel%20RequestsExpense%20Reports%20via%20ESS%20and%20Concur%2010.2024-final.docx
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/Approvers%20-%20View%20and%20Approve%20Travel%20RequestsExpense%20Reports%20via%20ESS%20and%20Concur%2010.2024-final.docx


Why Was the Travel Request Rejected?
Travel requests can be rejected for various reasons. Some of these reasons include:

1. The travel request was not submitted early enough for the request to route to all required 
approvers

2. The traveler’s name was incorrectly put in the “Request Name” field in the header. 
• The Name of the Conference or Event must be entered in the “Request Name” field

3. The “Purpose” field has a copy/paste of the conference name instead of a valid reason

4. The travel request is missing some or all the required documentation (Flyer/brochure, mileage 
map, Conference Justification Form)

5. The travel request is for a date that has already passed

6. The payment type for an expense is incorrect or incompatible with the request 

7. The “Hotel Business Purpose” statement in the Hotel expense is incorrect

Refer to the “How to Check the Status of My Travel Request or Expense Report” for instructions on 
how to review the rejection notes. Site Travel Specialists can check here. 

https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/How%20to%20Check%20the%20Status%20of%20My%20Travel%20Request%20or%20Expense%20Report_3.26.24.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/1505/STS-How%20to%20Check%20the%20Status%20of%20Travel%20Request%20or%20Expense%20Report%20of%20Another%20Employee_3.26.24.pdf


P-Card Policy
• Due to travel freeze - If you are using the P-Card to 

pay for travel expenses:
1. Submit the Concur Request approval email to 

your P-Card Representative  
2. If the travel expenses are above the P-Card 

limit, include a Credit Card Exception Request 
Form.

*Your P-Card will decline if you do not contact the 
P-Card Unit*

• Hotels can only be booked using P-Card through 
third-party booking sites (e.g. Expedia, Travelocity, 
Booking.com). Travelers are responsible for any 
incidental room charges and must provide their 
personal credit/debit card at check in



What to do after the event?
• Complete the Expense Report in Concur

• Upload a PDF copy of the Conference/Event Flyer

• If there were any travel expenses, upload the receipt/invoice. (hotel, airfare, conference fee, car 
rental & car rental gasoline, taxi/uber/lyft). Receipt must show last 4 digits of credit card #. 

• The Concur expense request will route to the Site Administrator for approval of the actual 
expenses

• Accounts Payable will review and once approved, any reimbursements will be paid through 
payroll

• Even if there was no cost, an expense report is still required to close out the trip 

• If the trip or the event is canceled, the request must also be canceled in Concur



Traveler compiles 
all supporting 
receipts, flyers & 
other supporting
documents.

*10.12.1 & Freeze 
Form are no 
longer required

Site Travel 
Specialist (SAA or 
alternate) enters 
the expense report 
into Concur and 
uploads the 
required back-up 
documents. The 
request is then 
submitted.

Expense report 
will go through a 
budget check.

*If the budget 
check fails, an 
email notification 
is sent to STS and 
employee

Routes to 
Principal/Site 
Administrator for 
approval. The 
report then routes 
to Accounts 
Payable for 
processing of the 
reimbursement.

*If the funds are 
coming out of a 
different cost center, 
the request will also 
route to the 
Administrator of that 
fund cost center

Step-by-Step 
Overview for Expense Reports

1 2 3 4 5

Employee is 
reimbursed for 
any out-of-pocket 
expenses reported 
via a non-taxable 
payment in their 
paycheck.



Concur
Travel Expense 
Checklist

This form is NOT required. It is a 
useful tool for Site Travel 
Specialist(STS) when entering 
Expense reports on behalf of an 
employee



PSD Travel Unit Contacts

Region East and Region South
Dretha (Dee) Washington
Email: Dretha.Washington@lausd.net
Phone: (562) 654-9060

Region West, Region North & Central Offices
Ikumi Nakamura
Email: Ikumi.Nakamura@lausd.net
Phone: (562) 654-9393

Travel Desk Main Line (562)654-9058
Email: procurement.traveldesk@lausd.net

mailto:Idee.Washington@lausd.net
mailto:Ikumi.Nakamura@lausd.net
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