Directions for the Part-Time Faculty Professional Development Funds (PDF) Application

Please read through all the directions even if you have filled out applications for us in the past.  We have revised the application process in an attempt to make it easier for you to fill out correctly and for us to approve them faster.  Filling out the forms incorrectly, not including necessary information or documentation will only slow down the process and may result in a significant delay in your reimbursement.  Travel vouchers were revised by the Business Office in 01/2013 so be aware there are changes.  

Top part of the application

· Please fill in all of this information LEGIBLY.  If we can’t read it, we can’t reimburse you.
Part A – General Budget Outline

First and foremost, EVERY reimbursement through the PDF (even if you didn’t travel) requires a travel voucher to be submitted. This is the procedure here at CCC.  It may not make sense but failing to submit a travel voucher will only delay your reimbursement.  Resistance is futile! 


The travel voucher is an Excel spreadsheet.  You can enter your numbers and have the program calculate amounts or you can calculate by hand.  Entries need to be made on a daily basis.  For longer events, you may need more than one travel voucher.  Your chairperson MUST sign your travel voucher.  

Please make sure your dollar amounts in your Travel Voucher EXACTLY match the amounts in your Part A of the General Budget Outline.  Discrepancies slow down the approval process as we must track them down and correct them.  
· Registration Fee 
· We need 2 things: 
· documentation of your payment BUT also 
· documentation of the cost of the program.  
· Travel Voucher 

· Enter this amount under Other.  Please provide a brief description.
· Travel Cost
· We will cover airfare, train, bus, mass transit (metro) and shuttles

· Provide receipts for airfare, train and bus

· If you do not have access to mass transit or shuttles at your location, we will then reimburse for car rental but not for gasoline.  

· You must provide us documentation that a car rental was needed.

· We will also pay for mileage for you to drive your own vehicle but only to and from the event.

· Provide documentation of mileage (i.e. Mapquest or some other mileage calculation program)

· We will not cover taxis
· Travel Voucher 
· If using your personal/private vehicle, enter your mileage in the appropriate lines and for the travel days to and from the event.

· If renting a car, put this amount under Other and provide a brief description   

· If you are claiming other travel expenses, list these under Other on the travel voucher and give a brief description

· Lodging
· We will cover the nights the event runs AND we will also cover the nights before and after an event.  

· Be sure to provide documentation of the exact days of your event.

· Make sure your lodging charges you are requesting reimbursement for do not exceed government rates.  

· Please include the printout from the website http://www.gsa.gov/perdiem that includes the city or area in which your lodging was located.  Rates are given per month for an entire year; make sure you match your rates with the appropriate month.  

· At the end of the rates by month row, there will be a Meals and Incidental Expenses number.  Take note of that number, it will tell you which Tier to use in calculating reimbursement for meals.
· Travel Voucher
· Be sure to make a lodging (and most likely meals) entry per day on your voucher.
· Meals
· Refer to the meals flow chart to determine which meals are reimbursable and which require detailed receipts.

· Using the same government website you used for lodging, you can calculate your allowed reimbursement amounts for meals.  Click on the Meals and Incidentals Expenses hyperlink above the number in the last column for lodging.  You can claim meals individually or by the day.

· You must claim the entire amount for that meal EVEN though you may not have paid that much.  For example, if your allowed breakfast was $11 dollars and you only spent $9, you MUST claim the $11 dollars for the meal.  Yes, we know, this doesn’t make sense but then again, it is the government making the rules.    

· Be sure to make daily entries for meals as well as your lodging.  

· Meals before or after the event will not be covered.  Meals on the first and last day of the event will be covered at 75%.  

· Receipts may or may not be required for meals.
· Travel Voucher
· Be sure to make entries for each day.  Again, you can do this by individual meal or a lump sum for the day.  Please be honest folks, this is a limited shared fund.  
· Other
· This includes things like memberships in professional organizations, periodicals directly related to your teaching subjects, or admission to events that may be happening locally or during a conference.  As long as it is related to YOUR professional development, we will generally reimburse you for it.  

· Provide documentation of both the cost of the event, membership, etc.  Also provide documentation of your payment.

· We will not reimburse for hardware, software or supplies for projects.  

· We will reimburse for supplies (up to $100) for a qualifying class or workshop.  Verification that the supplies were required for the class/workshop need to be submitted.
· Travel Voucher
· Yes, you have to submit a travel voucher for things like memberships.  List this under Other and be sure your totals match up on both the application and the travel voucher.  
Part B – Attach a Completed Travel Voucher
· If you want reimbursement, this must be done REGARDLESS of what you are asking reimbursement for.  Please see above (Part A) for help.
Part C – Attach Documentation for Reimbursement Amounts
· Please make sure it is clear what each receipt is related to.
· ELIMINATE any banking or personal identification information that may be on your receipts.  Multiple people will view your paperwork as it moves through the system.  While we would hope everyone here at CCC is above reproach, let’s not take chances.  

· See Part A for specific documentation that is needed.

Part D – Signatures
· Both you and your chairperson have to sign both the application AND the travel voucher.

· Point out to your chairperson that they must PRINT and then sign over their printed name on the travel voucher.  

Part E – Additional Questions
· These questions must be typed and all must be answered.  

· Please take the time to put some thought and effort into these.  We (the PDF committee) and your union use these to convince administration that providing funds to us for Professional Development is making us better teachers.  The more effort you put into this, the better our bargaining position for increasing the yearly allotment of funds.
Miscellaneous
· Please feel free to contact Chris when filling out your paperwork.  Remember, it is easier to answer a question and have this done correctly, then for us to track you down and do revisions.  This makes all of us happier.

· Chris Dreger (cdreger@clackamas.edu   voice mail: 503-594-3642)
2PDF Committee – Chris  01/17/2016

