CLACKAMAS COMMUNITY COLLEGE
APPLICATION FOR PART-TIME FACULTY PROFESSIONAL DEVELOPMENT FUNDS (PDF)
[bookmark: _GoBack]Overview
The part-time association is allotted money every year to reimburse part-time faculty for professional development events.  You can apply for a maximum of $1500 per academic year. This money can be used for almost anything that helps further your academic knowledge, including, but not limited to:
· Conferences or workshops
· classes at other institutions
· professional memberships

When attending an approved event, the Professional Development Fund (PDF) will reimburse for:
· registration or dues
· travel
· includes airfare, train, bus, mass transit (metro) and shuttles
· rental cars will be covered if you verify that the event is not located near a major city or airport.  We will not cover gasoline for the rental.
· we will not cover taxi rides
· lodging
· cannot exceed government rates, http://www.gsa.gov/perdiem
· in addition to the length of the event, we will cover the lodging for the night before the event and the night of the last day of the event
· meals
· must be at government rates http://www.gsa.gov/perdiem
· we will only pay for meals within the range of the conference (we will not reimburse for meals before the conference begins or after the conference ends)
· you only get 75% of the allotted amount on the 1st & last days of the event
· you can submit for single meals (instead of an entire day) but have to submit for the entire per diem amount of the meal
· receipts aren’t required for meal reimbursement (only applies to meals)
· mileage for events you drive your personal vehicle to
· the amount of reimbursement is specified on the travel voucher
· you need to include a map verifying the mileage driven

What we will not pay for is hardware, software or supplies of any sort. If you have questions about whether an event would be covered by PDF, please feel free to contact someone on the committee.

Remember, you can only submit an application for reimbursement after the event has occurred.  You should have attended the event within the last six months.

Only completed applications will be considered.  We only process applications once a term, excluding summer.  Summer requests will have to be submitted fall term.

Once an application is approved, you will be contacted by a member of the committee.  Approved applications are given to Human Resources to process.  Once the applications are sent to Human Resources, it can take several weeks to process. 

If you have any questions, contact either:
· Kerry Cotter (kerryc@clackamas.edu; extension 3618) 
· Shannon Kelsey (shannonk@clackamas.edu; extension 3722)




Name:		    					___________________________________

Department:  					Email:  	

PDF Event:	

Date(s) of Event:					 

A. General Budget Outline (Don’t forget to also turn in a travel voucher)
							
Registration fee	___________________
Travel cost				________
Lodging				________
	**Lodging must not exceed government rate: (http://www.gsa.gov/perdiem)

Meals			___________________
	 **Meals must be at government rate: (http://www.gsa.gov/perdiem)

Other: (Specify)			________	
TOTAL:		______	________
**A maximum of $1500 per academic year is allowed.	 
**Must match total amount on travel voucher.

B. Attach a Completed Travel Voucher
· Your department chair MUST sign the voucher as the authorizing signature

C. Attach Documentation for Reimbursement Amounts
· proof of conference & conference dates (e.g. print out of schedule or webpage of conference)
· proof of registration
· proof of payment (e.g. copies of credit card receipts, processed checks, banks statements)  Please blackout all sensitive information
· a map to verify mileage distance (if claiming mileage for a personal vehicle)
· additional receipts, if needed
 
D. Signatures
     
___________________________________________________________________
	Applicant Signature							Date

	
___________________________________________________________________
	Department Chair Signature					Date



Committee Approval:		|_| Approved		|_| Denied
Signature (Committee Chair) & Date
E. 
Additional Questions (your responses to these must be typed)

1. Describe your professional development goals. 











2. Explain how the event you are asking for reimbursement for is related to your goals.












3. Explain how you will integrate the knowledge gained from this event into your academic life at CCC.


Checklist 
When you have completed your application please check off that you have included the following items.  If an item is not applicable to your application, use NA instead of a check mark. Turn this check list in with your application.

Personal Information
_____     All information is included and is legible
_____     I have provided documentation of the dates my event took place.

Part A – General Budget Outline
Registration Fee 
_____	    I have included documentation of my payment as well as documentation of the 
	    cost of the event.
_____     I have entered this fee in the appropriate area of the travel voucher.
Travel Cost
_____     I have provided receipts for my airfare, train or bus cost. 
_____     I have provided documentation of the need of a rental car, cost of car rental 
	    and my payment for the rental.
_____     I have included mileage documentation for use of a private vehicle.
_____     I have entered these costs in the appropriate area of the travel voucher.
Lodging
_____     I have provided documentation of the cost of my lodging and printed out the 
	    allowed reimbursement page from http://www.gsa.gov/perdiem for the area 
	    the lodging was located in.
_____     I have entered these costs in the appropriate area of the travel voucher.
Meals
_____     I have included the cost of my meals with the first and last day of the event 
	    being paid at 75%.
_____     I have entered these costs in the appropriate area of the travel voucher.
Other
_____     I have provided documentation of costs as well as my payment for anything 
	    not covered in the above categories.
_____     I have entered these costs in the appropriate area of the travel voucher.

Part B – Attach a Completed Travel Voucher
_____     Yes, I have a travel voucher included.  Please stop asking me about it!  

Part C – Attach Documentation for Reimbursement Amounts
_____     I have included the necessary receipts and made sure it is clear which receipt 
	    goes with which expense.
_____     I have eliminated any sensitive financial or personal information from my 
	    receipts.

Part D – Signatures
_____     My chairperson and I have both signed the PDF application.
_____     My chairperson and I have both signed the travel voucher with my chairperson 
	    both printing and signing their name.   

Part E – Additional Questions
_____     I have typed and included my responses to the additional questions.         
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