PSA Professional Growth Activity Assistance Information and Procedures
For Fiscal Year 2011-2012
I AWARD ELIGIBILITY:
Employees are eligible to participate in the seminar/workshop program when meeting the following qualifications:
A The employee must be a regular full-time or part-time Professional Staff Governing Board approved employee for a minimum of one full year prior to the starting date of the course or activity. (Appendix 1C).

B The theme/topic of the activity (seminar/workshop/conference) must be job related, or prepare the employee for positions of greater responsibility within MCCCD.  The activity must not be offered in a similar format and/or level seminar, workshop, or mini-course within MCCCD.  Exceptions to this must include supporting justification for appeal, in writing. (Appendix 1C2).
C Employees receiving funding from any source other than PSD must submit written verification of source and dollar amount.  In no case may the total amount of the combined funding exceed the cost, registration fees, and/or related travel expenses (Appendix 1E2).

Travel considerations will follow the established District Travel Policies (Appendix 1C2).  
D Professional Staff Development funds can be used on domestic travel for eligible activities only.  Funds may not be used for travel expenses associated with college courses or certification exams (Appendix 1C2).
II AWARD FUNDING: 
Per eligible PSA employee, the total maximum amount for 2011-2012 Fiscal Year for approved professional growth activities registration and related travel expenses and tuition is $4,000.00.  Reimbursement will be made to regular part-time employees up to half of the total maximum award amount(s), which is $2,000.00 (Appendix 1G2).
III Funds do not cover:

· Mileage or meals within Maricopa County

· Expenses for banquets, membership dues, recreational trips, expenses for residency requirements associated with upper level education opportunities, or meals included in the conference fee. 
IV COMPLETE THE APPLICATION FORM 
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ATTACH REQUIRED SUPPORTING DOCUMENTATION
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 Find: highlight or UNDERLINE KEY APPLICATION INFORMATION
              (Incomplete applications will not be considered until all documentation is submitted)
Mark the appropriate semester on your application based on your activity start date according to the following schedule:
	Semester
	Time Range for  Activity 

	Summer II 
	July 1
	July 31

	Fall 
	August 1
	December 31

	Spring
	January 1
	April 30

	Summer I 
	May 1
	June 30


1. In the Applicant section complete all fields:
Include: Name, Title, College, Employee ID#, Board-Approved Date, and Work-Load (full/half/3/4 time), Work Calendar (9, 10, 12 months), Phone Extension, and E-mail.
2. In the Activity section complete all fields:
· Title, location, Dates of Activity (including travel days) of the activity, and Registration Fee. 
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 For the registration amount - make sure to highlight or underline the registration amount that is appropriate to you (i.e. there is discounted rate for members, but you are not a member, so highlight or underline the fee, which does not reflect  the discounted price). Do not include membership fees or additional meal costs.
· Enter a short statement about the benefits derived from this activity not exceed 525 characters.
3. Complete Travel section if applicable:
Lodging:

· Enter - number of nights, daily rate, tax (enter tax rate in a decimal form i.e. for 14% enter 0.14), and required surcharges when applicable. 
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 Attach printed internet estimate or actual reservation paperwork and the conference/workshop brochure where conference designated hotel information is listed.  
If the traveler chooses to stay in a hotel other than the conference designated hotel, the traveler will be reimbursed the actual lodging cost plus tax, provided the cost (including transport from hotel to conference and back) does not exceed the conference designated hotel cost.
If the conference/workshop does not provide the hotel or the conference designated hotel has no vacancies, accommodations at alternate hotels in the immediate vicinity of the conference may be considered as conference designated lodging and may be reimbursed at the actual or conference rate, whichever is less and not to exceed the Arizona Department of Administration rate index.  If a situation exists that makes compliance with the maximums rate impractical, the traveler will need to acquire preapproval in writing from VC/President /Fiscal Department according to established processes.
Meals:
· First, check for daily meal per-diem allowance by following this link http://www.gao.az.gov/publications/SAAM/Supp_I_trvrates-012308.pdf   (Meal expense breakdown is on the last page of this document).
· Second, on the application, select the Per Diem Rate, which shows the breakdown per meal according to the total allowed per day.

· Third, enter number of meals that are not included with the conference/workshop and enter per diem rate for each category. 
Example:

Where per diem rate is $44 and the meal breakdown is (B)$9 - (L)$13 - (D)$22
(B)Breakfast#
2
x   $9.00
(L)Lunch#
3
x   $13.00
(D)Dinner#
5
x   $22.00         If in doubt, consult with PSD Representative.
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Conference brochure (or equivalent detailed itinerary) must be provided for documentation of meals included in the conference/workshop registration. Note: not all conferences/workshops provide meals.
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Highlight or underline all meals included with the conference or workshop. 
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Complete and attach Meals and lodging calculations printout for meals and lodging expenses. Excel lodging/meal calculator with instructions can be downloaded from PSD website http://www.maricopa.edu/psa/psd.shtml
Airfare:

Enter the amount that reflects the cost for the travel days. 
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Attach booking documentation (internet estimate or actual). 
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 Highlight or underline, date and times of the departure/arrival, and cost of airfare.
Mileage:

If traveling by car, enter # of miles for the round trip between home or work place (whichever is closer to the destination) and the activity location, use Google maps to figure out the distance.
 Air travel is the preferred method for out of state travel. Reimbursement will be made only for the method of transportation that is in the best interest of the College/District considering the travel expense as well as the traveler's time. Reimbursement is also limited to expense of travel by the most direct and usually traveled route; and by the most economical means of transport. 
· Mileage may be considered under special circumstances with supporting documentation (i.e. health issues).  

· A privately-owned motor vehicle may be used for out-of-state travel with supervisory approval. Reimbursement for mileage is limited to no more than the lowest cost mode of transportation and should be documented prior to travel. PG allows for airfare or mileage, whichever is the most economical.  
· The operator of a non-District privately-owned motor vehicle shall have in force a personal automobile insurance policy consisting of bodily injury and property damage liability limits which complies with Arizona Revised Statutes. Such personal automobile insurance policy shall provide primary coverage.
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Attach Google map with the above mentioned information
· If applying for mileage reimbursement, attach documentation indicating cost of airfare to activity. 

Baggage:

Enter round trip baggage fee – maximum amount $50.00
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Attach information from airline website if baggage fee is required.
Taxi/Shuttle:

Taxi or shuttle round trip- between airport and hotel– maximum amount $100.00
Total Activity Request:   Calculates automatically based on the information you entered.
4. Signatures:

Application must be dated and signed by:  Applicant and Applicant’s Supervisor
· Copy of Travel Authorization Form
Needs to be completed for all activities even for in-county travel, and must be signed by the Traveler and the Supervisor for PSD committee consideration.
V DO NOT INCLUDE

1. Original Travel Authorization Form and receipts (save for submitting to your Fiscal Department). Make sure that the original form is signed by all appropriate Approval Authority, and the T number is issued.
2. Lengthy promotional material, speaker bios, etc.

3. These information and procedures document sheets.
VI SUBMIT APPLICATION SETS:  (a set is the application and supporting documentation)
A MUST BE SUBMITTED PRIOR to the start of the activity (conference/workshop/seminar).
B MUST BE RECEIVED BY THE DEADLINE - first Tuesday of the month by 5:00p.m.
C MUST SUBMIT to College/District PSD Representative a total of Two (2) Sets individually stapled.  Applications will be date and time stamped by the PSD rep.
VII APPLICATION REVIEW: 
The PSD Committee meets once a month on the second Tuesday, after the first Tuesday of the month application submission deadline.  Only those applications submitted by the deadline will be reviewed at that month’s meeting.
VIII AWARDS ANNOUNCEMENT: 
The Committee will send an e-mail memo regarding the decision and award amount to each applicant within five (5) working days of the committee meeting date.
IX Travel Arrangements: 

After receiving the award letter and the T#  on the Travel Authorization Form, the traveler or designated person can start making the travel arrangements. Every effort should be made to use established travel procedures, i.e., pre-pay known expenses, charge expenses to a Procard or issue purchase orders to vendors who will accept them.
X Award Modifications after Approval:
If any of the expenses increased or travel plans changed after receiving the e-mail award notification, an adjustment of the approved information is required. You must submit documentation for the changes, to your campus representative, for consideration prior to the start of the activity. If changes are approved, you will receive a new e-mail award notification reflecting those changes. Make sure to notify your campus fiscal department, so the changes are correctly reflected on travel request as well. No changes can be made after the event has taken place, unless due to unforeseen circumstances and then special approval from district VC or campus president will be required.
XI AWARD NOT USED: 
Please send an e-mail cancellation notification to your College/District PSD Rep, and fiscal agent immediately, so that the funds can be reallocated to other applicants.
XII REIMBURSEMENT, AFTER ACTIVITY:

A Work with your fiscal office on any travel and activity expenses.
B Submit completed Travel Reimbursement Form with Valid Receipts for any approved out of pocket expenses.
 (A Valid Receipt is an original proof of payment that includes sufficient detail to identify the services and/or items purchased. For airfare, hotels and registration fees, the receipt must be in the traveler’s name.)
· Lodging, registration fees, airfare and baggage. 
· Ground Transportation - Tolls, taxi, parking, shuttle, limousine, light-rail, subway, train, streetcar, and non-airport parking are classified as ground transportation and can be claimed without receipts up to $25.00 per expense claim form.  Amounts claimed above $25.00 require receipts for all amounts claimed.  The purpose for the ground transportation claimed must be identified.  The most economical means of transportation shall be used in traveling to and from airports, train stations, or bus terminals.  Ground transportation for personal activities, such as sightseeing or travel to restaurants, does not fall under items that can be reimbursed.
· Meals will be reimbursed at the approved per diem rate, and do not require receipts.
C Travel reimbursement requests must be submitted within 30 calendar days after completion of the trip (or by June 30 of the current fiscal year, whichever comes first). (1.15.4 Limitations)  If the activity concludes during the last half of June, special efforts must be taken to submit reimbursement requests by June 30 of the fiscal year in which the activity occurred.

D If your department paid for any expenses associated with the activity, it is the responsibility of your department to request a transfer from the PSD account.  You must contact your fiscal agent with the transfer request and provide the designated/previously debited account number.

E PSD will reimburse up to the approved amount.  When any of the expenses exceed the awarded amount, reimbursement of the additional expense will be the responsibility of the employee or employee's department.
F When Travel Reimbursement Form is processed, the check will be issued separately form the payroll check. The employee will be notified by the fiscal department representative when check is ready for pick up.
For PSA Professional Growth Activity Application, go to the PSA web page:
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