PEF for Classified

PLEASE BE SURE TO READ THE FOLLOWING DIRECTIONS BEFORE COMPLETING THE FORM

Skyline CollegePRIVATE 


Professional Enrichment Funds for Classified Staff

Application for Conference/Workshop/Class Tuition Funds
PURPOSE:  A total of $2500 will be allocated to Classified Employees to fund professional enrichment educational activities. The purpose of this fund is to provide funding for conferences, workshops, or class tuition (up to $200 per classified employee). Any permanent Classified staff employee is eligible.
GUIDELINES:
· 6 requests total per semester for a total of 12 for the fiscal year
 (July 1, 2009-June 30, 2010)
· $200 per Classified Employee.
· 1 request per Classified Employee for duration of fund 
(1 time only, no exceptions).
· To be used for conference/workshop fees and/or class tuition.

PROCESS:
· A completed PEF application must be signed by your immediate supervisor and submitted to the Office of the Vice President of Instruction 14 days prior to the activity.  If the request is for a conference/workshop, a completed Conference Attendance Approval Form must also be signed and submitted with the PEF application. 

· The PEF application will be forwarded to the PEDAC (Professional Enrichment Development Advisory Committee) for review and approval. Once approved the application will be forwarded to the Vice President of Instruction and President for final approval.
· If approved by the Vice President and President, an e-mail from Theresa Tentes will be sent to the applicant. 

SUBMISSION:
The original typed proposal plus an electronic scanned copy must be submitted   

to the Office of the Vice President of Instruction by the deadline.  Submit the electronic copy to tentes@smccd.edu. Be sure that both the proposal and the CONFERENCE ATTENDANCE APPROVAL FORM documents are signed by your Division Dean.  
Application for Professional Enrichment Funds for Classified Staff
Applicant's Name:
     
Division:       
Date Submitted:  
     
Name of Conference/Workshop/Class:        
Date(s) of activity:        
Location of activity:       
Cost of your conference/workshop/class fees or tuition: $     
Amount of Professional Enrichment Funds you are applying for: $     
Describe how this conference, workshop, or class directly relates to your position.

Please note that after completing your activity, you will be required to write a brief summary of your activity, highlighting your experience.  Some or all of your activity summary may be published in a future issue of the professional development newsletter.  Please submit the summary to Theresa Tentes in the Office of the Vice President of Instruction via e-mail at tentes@smccd.edu.  Please send the summary as a WORD file attachment.
For Division Dean:

Travel/Accommodations/Meals/Misc. Expenses
$     
Maximum:

· $200 one time only

Signature ____________________________










    

Division Dean

For the PEDAC Committee:

TOTAL Conference/Workshop/Tuition Expenses
$     
PEF funding awarded
$     
Signature of PEDAC Chairperson 






For Vice President:

Comments:

Signature ____________________________










    
          Vice President

For President:

Proposal is approved
______



Proposal is denied
______

Comments:


Signature ____________________________












President                

SKYLINE COLLEGE CONFERENCE ATTENDANCE APPROVAL
THIS FORM MUST BE SUBMITTED TO YOUR DIVISION DEAN FOR APPROVAL 7 DAYS BEFORE IN‑STATE CONFERENCE OR 21 DAYS BEFORE OUT-OF-STATE CONFERENCE



NAME      









DATE      

TITLE OR PURPOSE OF CONFERENCE       

LOCATION (City, State)       
DATES OF CONFERENCE       
SCHOOL DAYS INVOLVED       

ESTIMATED EXPENSES TO DISTRICT
1.
Transportation (check applicable mode)






*       Common Carrier
$     

  



         Personal car (55¢ a mile)
$     
2.
*Lodging




$     
3.
*Meals (Maximum allowance per day:



 WITH RECEIPTS = $55.00/WITHOUT RECEIPTS per day = $40.00)
$     
4.
*Conference registration fees


$     
5.
Limousine/bus/taxi fares to and from terminals
$     
6.
Miscellaneous (bridge tolls, parking charges, business transit


fares in conference area, porter fees, business phone calls)
$     
7.
*Car rental (prior approval required)

$     

TOTAL ESTIMATED EXPENSE
$     
BUDGET ACCOUNT(S) TO BE CHARGED      
$     
PROFESSIONAL DEVELOPMENT, if applicable      
$     
If this is not Professional Development, please indicate benefits to the College on back
* RECEIPT WILL BE REQUIRED FOR REIMBURSEMENT AFTER CONFERENCE
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -ADMINISTRATIVE APPROVAL
DIVISION DEAN

REPLACEMENT COST $      
VICE PRESIDENT


PRESIDENT

(President's signature required only if two or more persons attending from college or if out-of-state travel)
RULES AND REGULATIONS:


1.
Transportation (Primary: to and from destination area)



Common carrier or personal car.  If the former, reimbursement will not exceed lowest economy airfare, where applicable.  If the latter, payment will be allowed at the rate of 55¢ per mile for round-trip distances of 250 miles or less; reimbursement for round-trip distances of more than 250 miles will not exceed lowest economy airfare, except in authorized instances when two or more District employees travel in one car or when no convenient common carrier transportation is available.


2.
Transportation (secondary:  in destination area)



Local common carrier fares; car rental, if authorized in advance.


3.
Meals



Payment will be allowed on the basis of actual cost, but not to exceed $55.00 per day....Receipts are required.  If no receipts are submitted the maximum meal allowance will be $40.00.
NOTES:


1.
The District "Statement of Conference Expense," with all receipts attached, must be submitted immediately upon return from the conference in order to receive reimbursement promptly.


2.
If an advance is desired, the District "Request Conference Advance" must be completed for administrative approval three weeks prior to the conference.

3.
This  form will be returned to you after it has been approved by Administrators.  Please submit it with statement of conference expense along with all receipts in order to receive reimbursement.

COMMENTS:  (Comments are not needed if this is Professional Development)



Benefits to College or District








    

President
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