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Last Name:


First Name:


Employee Number:


Application Date: 


Telephone Number or local :


Department: 


Eligible Employees: 

You must be a member of the Faculty Association and have a continuing appointment to claim Professional Allowance expenses.  Term employees are not eligible.
Eligible Expenses:
Eligible employees may claim reimbursement, up to the maximum established by the committee, for employment related expenses that meet the following criteria:

· The expense must be for the purpose of satisfying the employee’s contractual obligation to maintain competency and currency in his or her areas of specialization or employment.

· The expenses cannot be of the type for which reimbursement is otherwise available from Travel Allowances (Article 37), Professional Development (Article 22), or Scholarly Activity Grants in Aid Fund (Clause 37.8).

· Allowable expenses include but are not limited to:
· Professional dues,
· Subscriptions to scholarly journals,

· Books,

· Computer software,

· Computer equipment,
· Other equipment
· Furniture and internet fees are not eligible expenses.
Maximum Claim:

The maximum claim is set annually based on number of eligible employees and the size of the fund.  Due to a large surplus carried forward in the PA fund from past years the maximum claim limit for 2009/2010 is $750.00. If total claims for 2009/2010 exceed the funds available the maximum claim will be reduced accordingly. 
Deadline:

Send forms with original receipts attached to Michelle Nicholson, Chair PA Committee C132 Kelowna campus by May 31, 2010. Only one application per employee is allowed. Receipts must be dated between May 16, 2009 and May 15, 2010.  Applications will be reviewed by the PA committee between Jun 1, and Jun 15, 2010.  

Statement of Eligibility:

I certify that these expenses are for the purpose of offsetting professional activities in accordance with the 


above guidelines.


Total Amount Claimed: $



(Signature of claimant) 
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Approve
Reject
Signature
 FORMCHECKBOX 
 

 FORMCHECKBOX 

Michelle  Nicholson



 FORMCHECKBOX 
 

 FORMCHECKBOX 

Peter Murray


 FORMCHECKBOX 
 

 FORMCHECKBOX 

Heather Schneider


Account Code:  22009-771191-7802 -50102
Amount Approved: $



DIRECTIONS FOR RECEIPTS:

· Receipts must be dated between May 16, 2009 and May 15, 2010
· You must use original receipts or invoices that are marked “paid”.  You may not use invoices or internet printouts that do not clearly indicate they have been paid. Credit card statements may only be used as proof of payment.
· If you must retain the original receipt for warranty purposes write “PA CLAIM 09/10 - original retained for warranty” on the original receipt, then copy the receipt and include the copy with your claim. 

· If only some items on a receipt are claimed write your calculations on the bottom of the receipt to clearly indicate the total amount claimed.

· Each receipt must clearly show what was purchased.  Include a note to explain each receipt that does not have clear details.  For unusually items include an explanation of why this item is appropriate.
· Receipts must be glued or taped to sheets 8½ x 11 inch paper to facilitate scanning.  
· Each receipt must be listed in order on the summary below. The total of the summary must match the amount claimed on Page 1.
· Use only one staple to attach receipts to this form. Do not use paperclips.

Claims submitted following the above directions will be processed and paid more quickly.
Summary:


Brief Description of items on Receipt
Receipt Total



TOTAL CLAIM:


2009-2010 Professional Allowance Application


For Faculty Association Employees
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2009-2010 PA Application Form




