SHORELINE COMMUNITY COLLEGE

APPLICATION FOR

ASSOCIATE FACULTY PROFESSIONAL DEVELOPMENT FUNDS

NAME_____________________________________________________________DIVISION_______________________________

DISCIPLINE/PROGRAM_____________________________PHONE_______________E-MAIL____________________________

PURPOSE OF REQUESTED FUNDS____________________________________________________________________________

DATES(S) OF ACTIVITY (if applicable)_________________________________________________________________________

PLACE OF ACTIVITY (if applicable)____________________________________________________________________________

	Cost Breakdown
	Documentation Attached (check if attached)
	(

	
	Submit any and all documentation that justifies this request
	

	Registration/Tuition

$
	Conference brochure/agenda or class description/schedule
	

	Total Per Diem Cost

$
	Completed Travel Authorization and/or Travel Expense Voucher Form
	

	Lodging

$
	
	

	Transportation

$
	
	

	Purchases and other expenses

$_____________________

  (books, software, equipment, media, etc.)
	Completed Purchase Requisition or Reimbursement Form

Product description and proof of purchase:  If requesting funds for books,

software, equipment, media, etc., name the item(s) here:


	

	TOTAL COST

$
	
	


SOURCES OF FUNDS THAT CAN BE USED FOR THIS PROFESSIONAL DEVELOPMENT:
Other Sources of Funds, such as Professional-Technical Funds, etc. (explain)_____________________________
(1) $__________

Out-of-pocket expenses (not covered by this or other funds)






(2) $​​​​__________

TOTAL AMOUNT REQUESTED FROM THIS FUND (not to exceed $150)




(3)*$__________


*note that items (1) + (2) + (3) = total cost of your activity/purchase

In the event that monies are left over at the end of the year the committee may be able to go back and reimburse out-of-pocket expenses for extraordinary or excessive expenses.

QUALIFIED ACTIVITIES

Generally these funds are to be used to deepen or enrich the individual for his/her primary task.  These funds are available on a first come, first served basis, and may be considered according to the priorities listed below.

1. Conferences related to teaching responsibilities at SCC, including registration fees and travel to conferences (Mileage, per diem and lodging in accordance with State travel regulations)

2. Classes related to your area of teaching responsibility at SCC.

3. Professional organization membership dues.

4. Professional journals, books, software.  (REMINDER: There are funds for purchasing these through the Library.  Faculty are encouraged to access this source first.  Because the books, journals and software are purchased with State General Fund dollars, they become property of the College and must be left at the College upon an employee’s termination). 

In a brief paragraph, explain how this professional development activity relates to your professional responsibilities and how will you benefit from it?  















Have you completed a leave form or made other appropriate arrangements to cover your absence with your academic division?  

Yes 


No


Does not apply



This application must be complete and include completed budget expense authorization forms required by the college (i.e., Travel Authorization, Invoice Voucher, etc.) with appropriate attachments (conference brochures, meeting agendas, class schedules, proof of purchase, etc.)  All costs should be verified and additional or supplemental sources of funding identified.  If funds awarded in this process are not used for the purposes they were intended, funds must be returned to the pool.  If this occurs and the applicant finds a substitute use of the funds, the applicant must still return the funds to the pool and then reapply.

No requests will be accepted after APRIL 15, 2005.  No reimbursement will be made until all supporting documentation has been submitted.  Improperly completed forms and/or forms without the required documentation will be returned to the applicant and funds will not be awarded until the application has been properly resubmitted.  The last day to submit receipts and travel documentation to your division secretary for reimbursement is JUNE 4, 2005.

Application Deadline:

April 15, 2005

Submit completed application and supporting documentation to your Division Dean for signature well in advance of the date of activity.  Your Division Dean will submit this form and travel authorization or invoice voucher to the Office of the Vice President for Academic Affairs (Attn:  Associate Faculty Professional Development Funds Committee).

Applicant Signature 









Date




Division Dean Signature 









Date




Committee Action:
Approved 
   Disapproved 

    TOTAL AWARDED $



Associate Faculty Professional Development Funds Committee Signature 



Date



Executive Vice President for Academic Affairs






Date
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