
Saddleback College
Faculty Development Funding Request 
and Checklist 2011-2012


Before - Initially we need the following documents: 
(Funding is not automatic and may be denied based on parameters listed, funding committee review or senate review)



|_|		Complete your 2011-2012 Faculty Development Funding Request	
		with your signature and administrator’s signature

|_|		Conference Brochure (or printed web page) verifying registration fees, dates 
 	& location highlighted for review

|_|		Must include documentation of lodging and transportation costs highlighted for review

|_|		Submit complete request and documentation to Faculty Development Funding Office
		AGB #121

Note:     When missing classes, please complete a Request to Attend Conference form and submit to 
  your Division office.



After – Within 30 days after the conference we need:

|_|		A SOCCCD Reimbursement Claim Form with your name, address and the amount 
of the claim (indicate the individual expenses not exceeding the amount you were awarded) with your signature 

|_|		Original receipts totaling the amount you were awarded *

|_|		Faculty Development Funding Conference Evaluation form with your signature

|_|		Submit complete SOCCCD Reimbursement Claim Form, original receipts, and evaluation 			form to Faculty Development Funding Office AGB #121



* All requests for reimbursement must include original receipts for lodging, transportation and registration.




	Saddleback College
Faculty Development Funding Request 2011-2012






	[bookmark: Text66]Today’s Date:      
	Office Use Only

Award Email Sent Date ________________________________

Amount Awarded $_____________________________________

Requisition # ___________________________________________

	Section 1: Participants Information 

[bookmark: Check3]|_| Full-Time Faculty

[bookmark: Check4]|_| Part-Time Faculty
	

	[bookmark: Text67]Name:                                                                            

	Division:      
	[bookmark: Text7]Campus Extension: x      

	[bookmark: Text8][bookmark: Text10][bookmark: Text11]Cell Phone Number: (   )    -    
	[bookmark: Text9]E-mail Address:      

	Section 2: Conference/Activity Information 

	[bookmark: Text13]Conference/Activity Title:      

	Start Date:      
	End Date:      

	[bookmark: Text20][bookmark: Text21]Conference/Activity Location:      ,      (City, State)

	[bookmark: Text22]Conference/Activity Description (A Conference Brochure is also required):      	

	[bookmark: Text23]Conference/Activity Goals & Objectives:      

	[bookmark: Text24]Specific proceedings that will allow you to obtain stated goals and objectives:      

	[bookmark: Text65]How does this conference or activity relate directly to your primary work assignment? (i.e. classes you teach, counseling duties, etc.)      

	Please check the category for which you are applying:

	[bookmark: Check1]|_| Maintenance of knowledge and skills
	[bookmark: Check2]|_| Retraining to meet changing institutional needs including assessment

	[bookmark: Check9]|_| Courses and training implementing Affirmative Action and upward mobility programs
	[bookmark: Check10]|_| Development of innovations in instructional and administrative techniques and program effectiveness

	[bookmark: Check11]|_| Computer and technological proficiency programs including online course development
	[bookmark: Check12]|_| Improvement of teaching

	[bookmark: Check13]|_| Intersegmental exchange programs
	[bookmark: Check14]|_| In-Service training for vocational education and employment preparation programs

	[bookmark: Check15]|_|Other Activities related to educational and professional development 
	




	
Section 3: Tentative Budget Information 
Please indicate the amounts for those categories and provide documentation that applies:

	CONFERENCE 
	Requested Amount

	Info: $1,000.00 maximum per academic year for Conferences and Workshops for full-time faculty, $500.00 maximum per academic year for part-time faculty not to exceed 20% of the Faculty Development budget.

	A. Travel ($500.00 for out of state) ($400.00 in state) or Mileage @ $0.55.5 per mile x number of trips up and back. Indicate number of round trips on MapQuest if driving by car. 
	[bookmark: Text75]$                    

	Info: YOU MUST include a hard copy of MapQuest driving instructions with your application AND reimbursement forms. Mileage claimed shall be the amount in excess of miles normally traveled to your work assignment.  Distance is calculated from the closest point to your destination, either home or college. Also, if flying, include proof of airfare. The most economical mode of transportation must be used.

	B. Lodging ($250.00 per night maximum)

	[bookmark: Text30]Number of nights required #  
	[bookmark: Text74]$     

	[bookmark: Text39]C. Meals  - $50.00 a day not to exceed # of days of conference -Number of Days    x $50 =
	[bookmark: Text73]$     

	Info: Meals (including gratuities) may not exceed $50.00 per day for overnight travel. Only one (lunch) meal permitted per day for non-overnight travel. No allowance for meals that are included in the conference registration fee (whether you eat the meal or not). Meal receipts are not required for overnight travel; however, you must include the conference flyer to show which meals were covered by the conference fee. Original itemized (lunch) receipt is required for one day non-overnight conference/travel not to exceed the per-diem of $10 for breakfast, $15 for lunch, and $25 for dinner. Per-diem will be paid according to reasonable and customary time of departure and return.  

	D. Registration 
	[bookmark: Text72]$     

	Info: No funding for organization membership fees. 

	Funding is NOT automatic. Incomplete or Late proposals may not be funded. 
	TOTAL AMOUNT NEEDED
	[bookmark: Text70]$     

	E. Would you be willing to accept less money?
	[bookmark: Check22][bookmark: Check23]|_|Yes   |_|No

	F. Will you receive joint funding?
	[bookmark: Check24][bookmark: Check25]|_|Yes   |_|No

	[bookmark: Text60]G. If so indicate the source       and amount
	[bookmark: Text69]$     

	Total amount requested from Faculty Development Funding
	[bookmark: Text68]$     

	[bookmark: Text76]Any additional information the committee may need to know when considering your request:       

	An evaluation form (provided upon approval of funds) must be submitted upon completion of the funded activity within 30 days. Failure to return the evaluation form may exclude you from receiving funds at a future date.

	
	

	Applicant’s Signature
	
	Date

	ADMINISTRATOR’S signature required to verify approval of your absence and/or to acknowledge your attendance at this college sanctioned event.

	
	

	Administrator’s Signature/Title
	
	Date

	

	If you have any questions please contact your division representative or the Academic Senate Office. 

	RETURN REQUEST AND DOCUMENTATION TO:
Faculty Development/Academic Senate Office – AGB #121




