CENTRAL PIEDMONT COMMUNITY COLLEGE
Education Resources College Senate Committee
Request for Funding
Purpose and Scope The Education Resources Committee (a committee of College Senate) has funds appropriated through it to offer financial support to all instructional faculty and fulltime professional staff to attend workshops, conferences, and/or seminars.  Applicants may be funded, fully or partially, for an event which will benefit the instructor or staff at his/her current position or improve job skills.

GUIDELINES FOR ALLOCATION OF FUNDS
 

Eligibility is limited to employees of CPCC who are represented by College Senate (Faculty and Professional Staff).  Training and conferences must be related to current job at CPCC and be in alignment with the mission statement of the college.
 The committee will be guided by the following priorities:
· Applicants that are presenting at a conference or workshop, members of panel, or an officer of the sponsoring organization will be given priority. (The applicant must have submitted a proposal to present a workshop, seminar, etc. and have been accepted).
· First time applicants will be given priority.
· Applications that are supported by funds from the employee’s department or other sources will be given priority. 
· Multiple applications from one department for the same educational activity will be evaluated as a whole.
Requests may cover travel, lodging, meals, and/or conference fees.  Applicants are expected to use fiscally sound alternatives for travel, lodging, etc.

The maximum allocation per employee per academic year is $1500.00. 
Applicants re-applying for funding must submit an updated record of conferences or workshops attended and funded the previous year.
Applicants are responsible for completing the paperwork and meeting all deadlines.
Application Process: The steps for applying for funding through the Education Resources Committee are outlined below.
1.       Write a short summary (two to four paragraphs) of the event for which funding is being requested. Explain how the event will benefit your career or you as an individual.  Please write the request for an audience unfamiliar with our area of expertise.  Clarification may be requested by the committee.  Please include copies of any relevant information (brochures, flyers, etc.) regarding the event you wish to attend.

2.       Complete:  
a.       the Education Resources Committee Request for Funding (third page of this document). 
b.       the Request for Authorization to Travel form FS5-6 from Financial Services (http://inside.cpcc.edu/forms/default.htm#Financial). Indicate miles for travel and lodging requirements as applicable.  Use current CPCC mileage rates and lodging limits as well as meals per diem. The detailed budget should not include any “miscellaneous” expenses. 
c.       the Reimbursement Agreement, a document required by the Business Office (final page of this document).  

3. Obtain your immediate supervisor’s signature where indicated on the forms in step 2a. & 2b.  

Documents listed in steps one and two should be submitted to:

Joel Moore

IT – 4108

330.6207
4.       Please submit applications 60 days before the planned event to allow turn around time for the committee.  Accommodations may be made for events taking place in less than sixty (60) days in special situations.  Applications for funding after an activity has been attended will not be considered.

5.       All proposals will be evaluated by Education Resources Committee. A member of the Committee will notify applicants by email on the status of their application within 30 days of receiving application.
Funding/reimbursement process: All events are funded on a reimbursement basis. The steps for reimbursement are outlined below.
1.       After the event, recipients should request reimbursement within 14 days following completion of the trip.  Reimbursements will not exceed funds awarded.  A Request for Reimbursement of Travel, form FS-8 from Financial Services (http://inside.cpcc.edu/forms/default.htm#Financial) must be routed to The Center for Teaching and Learning Office with all receipts attached (taped on a sheet of paper). Failure to submit the reimbursement request within the specified 14 days could result in forfeiture of the funds.
2.       Recipients may be asked by The Center for Teaching and Learning to participate in programming to share information gained with others.

	Name:
	 
	Phone:
	 

	 
	 
	 

	Division/Dept:
	 
	Full-time   (   )
	Part-time   (   )

	 
	 
	 

	Length of employment:
	 
	Job title:
	 

	 
	 
	 
	 

	Has the College supported your efforts with travel or professional development funds in the past three years?
	Yes     (   )     No     (    )
	 

	
	
	
	
	
	
	
	
	
	
	
	
	



Proposed Activity 
	Proposed activity:
	 

	 
	 
	 

	Activity date(s):
	 
	Location:
	 

	
	
	
	
	
	
	


**The committee encourages applicants to request funds from their departments.
	Are funds available from your department?   Yes (    )    No (    )
	If so, how much?
	 

	Have you also requested Tier-A funds for this activity?
	Yes (   )     No (   )

	Amount requested from Education Resources (less department funds)
	$____________________

	
	
	
	


Reimbursement Agreement
To be included with all Funding Applications and/or sent to applicant prior to funding approval.
Upon making this application I agree to adhere to the appropriate guidelines and policy set down regarding any potential funding for this activity. I also agree that upon completion of the activity in order to receive reimbursement, I will submit, within 14 days of travel/event completion, a written request for reimbursement of expenses (Form FS-8). The appropriate documents will include original copies of approved receipts which might include a copy of a cleared check, a credit card statement, or a receipt showing payment was made by me. Reimbursement for Baccalaureate Education Allotment expenses must include the Grades Report and receipts for tuition and fees paid excluding parking permits or fines.  Any other conditions will require prior written approval from the College in advance of funding.
_________________________                      ___________________                    ___________________

Applicant                                                                          Date                                                                 Phone 
Date:  ________ Applicant’s Signature:  ________________________________


Division/Dept. Head Signature:  _______________________________________�
�






Education Resources Committee Request for Funding�
�






If so, please indicate 


Date(s)		Amount Awarded	Description of Activity


________________	_______________	________________________________________


________________	_______________	________________________________________








