AMC STUDENT SENATE PROFESSIONAL DEVELOPMENT ASSISTANCE 

POLICY

A portion of the Student Senate budget is appropriated for providing Professional Development Assistance (PDA) awards to reimburse AMC students for expenses incurred during events related to their educational development.  Each application will be reviewed and decided upon on an individual basis by the Student Senate Finance Committee.  Senate will attempt to award funds on an equal and fair basis.  There is no guarantee on the award or amount provided.  This program is strictly for reimbursement.  

1.
No amount in excess of $100.00 will be awarded to a student in a given academic year.

2. 
Expenses covered by the PDA Program include registration, conference fees and/or lodging.  

Other expenses are rarely considered.
In cases where lodging is shared (i.e. 4 students to a hotel room), a copy of the original hotel receipt and proof of payment to the student named on the receipt (either cancelled check or written receipt) must be included. 
3.
Expenses NOT covered by the PDA Program include, but are not limited to, airfare/mileage, expenses related to curriculum requirements (i.e. rotations or certifications), memberships in professional organizations, subscriptions to professional journals, expenses related to international travel, and any conference or event that is determined by Student Senate to be primarily a lobbying effort. 

No per diem allocations will be considered.
4.
Requests for funds will be accepted up to the deadlines set by Student Senate according to the schedule below.  

5.
Funds will be awarded only to those students whose expenses are related directly to their education at the UCD-AMC.

All applications must contain the following items: 
· Request Form filled out completely for each student requesting reimbursement. 
· Original or Computer-Printed Receipts documenting expenses AND showing Proof of Payment (by the student). Copies are NOT acceptable.
Proof of payment must include:

Method of payment (credit card #, check #, or cash) AND
Name of the individual (student) who made the payment.

If your receipt does not include proof of payment, you must provide a copy of a credit card statement, bank statement, or a copy of/or cancelled check matching the corresponding costs incurred.  Third party payers (such as friends, family members, or anyone other than the student) will not be reimbursed.
1. Applications that are incomplete, illegible, or do not meet these criteria will be disregarded.

2. If an award is made, applicant will be notified from the Student Assistance Office and additional required paperwork will be forwarded for the reimbursement process. Checks will be mailed to the address provided on the original application.  

3. Unused award funds will be re-appropriated to the Student Senate.

4. Student Senate reserves the right to include student statements in any Senate publication.

5. A copy of this policy will accompany all inquiries regarding student travel funds.

6. Student Senate is not responsible for application materials lost or destroyed under any circumstances.

7. If a student is an employee of CU (including work study), the student must submit their application within 45 days of the event to avoid reimbursed funds being considered taxable income.
8. Only the Vice President of Finance, who Chairs the Finance Committee, can make exceptions to these policies.
2011-2012 STUDENT SENATE PROFESSIONAL DEVELOPMENT ASSISTANCE DEADLINES
Travel Occurring Between:


Application Deadline by 5:00 PM on:    

7/6/11 – 9/19/11




Thursday, September 22, 2011

9/20/11 –11/7/11




Thursday, November 10, 2011

11/8/11 – 1/2/12




Thursday, January 5, 2012

1/3/12 – 2/6/12




Thursday, February 9, 2012

2/7/12– 3/5/12




Thursday, March 8, 2012

3/6/12 – 4/2/12




Thursday, April 5, 2012

4/3/12 – 7/2/12    




Thursday, July 5, 2012

Questions regarding these policies or the PDA program can be answered by e-mailing the VP of Finance at leah.schulz@ucdenver.edu. 

The Student Assistance Office, SAO (Ed II North building, 3rd floor, office 3204), may also be able to answer your questions; please keep in mind, however, that the SAO is not directly involved in the program or allocation of its awards.

AMC Student Senate Professional Development Assistance
REIMBURSEMENT DOs and DON’Ts 
Conference Registration & Lodging
What might result in my reimbursement being denied?
REASON #1: 
We can’t find your name on the receipt.
We need proof that you paid with your money—students can’t hand in a receipt that their program paid for and get reimbursed for something that didn’t come out of their pocket. 
Also, receipt documentation MUST include the name of the event, location, dates attended. 
 If your receipt does not include this information, you must attach conference materials with conference dates and location of the conference that ‘match’ your receipts.  
What we need:
1: Credit Card Receipt or Cancelled Check from an account in your name 
AND
2: Conference Receipt/Lodging Receipt with your name –
OR
3.  Conference Registration Receipt or Conference Lodging Receipt with your name, that tells us you paid with a credit card, or check number, OR, paid in CASH.  
This has to be completed by the entity issuing the receipt 
- you cannot write this in yourself.  

Pay attention to this! – if you turn in a PDA form and your accompanying documentation does not include this, your request will be denied, 
and you will not be able to re-submit paperwork.  
**Make sure your request includes the information we need**  
Your future as a health care professional and/or researcher requires proper documentation of your work.   
Consider this a ‘documentation drill’.  
REASON #2: 
You shared a room. Your friend paid the tab and you just paid them back.
This is FINE by us but we need 2 things.
What we need:
1: Make sure the hotel puts all your names on the hotel receipt and give us a copy.  
If you plan on sneaking in 6 students to a 2 person room, that may get you in trouble with the hotel.  Play that game at your peril.  
Senate will still require the documentation indicated below.
AND
2: If the hotel won’t list all those staying in a room (even if they know there are four of you, yet they insist on listing only ONE as primary payer), you must include a copy of the cancelled check with which you paid back your friend.  
Include a clear note of what the payment was for “For Conference Hotel” and your signature.  This note must have 1)their name, 2)your name, 3)original signatures from both of you, and 4)accompany your reimbursement request. 

IMPORTANT: If your program or professional organization paid for your conference fee, and your hotel was also free, Good for You!  You have no further expenses from this particular conference/event that are eligible for reimbursement from Student Senate.

If you had to reimburse your program or professional organization, they must issue a receipt on letterhead, documenting your check number or that you paid in cash (we know most entities associated with student orgs or the University do NOT accept credit cards).  This receipting method also requires the name of the official/entity accepting your payment, their signature, date and method of payment.  

Senate only covers conference fees and/or lodging expenses for events taking place in the United States.  No international travel expenses will be considered.  
AMC STUDENT SENATE PROFESSIONAL DEVELOPMENT ASSISTANCE 

REQUEST FORM

Name: __     _
 AMC School/Program: __     _

Student ID Number (NOT your SSN): ​__     
 Year in Program: __     

Address: _     


  _     

Is assistance being requested from other sources?  ***Please specify source(s) and amount(s).

(1) __     
 (2) __     

In the box below, please list the NAME OF THE EVENT, LOCATION OF THE EVENT, DATES OF THE EVENT, and ACTUAL COST (for either conference fees or lodging only).  Briefly describe your reason(s) for attending the event, and AT LEAST one benefit from this experience.  This cannot be completed until AFTER you have attended the event.

Amount requested from AMC Student Senate: (required or assumed to be zero. Maximum of $100)  $__     

 FORMCHECKBOX 

(Check) I have read and understand the Professional Development Assistance Policy on the opposite side of this form regarding what must be included for a complete application.  I understand that there is no guarantee on the award or amount provided.  I understand that incomplete applications will not be considered and resubmission is NOT allowed.  I understand that all late applications will be deducted by 25% of the original amount awarded.  

Submit all applications to the Student Assistance Office.  You may either (1) have your school administrator send through campus mail to A-043, (2) physically submit the form to Ed II North Building, Office 3204, or (3) send applications via post to:  Student Senate PDA, c/o Student Assistance, 13120 East 19th Avenue, Box A-043, Aurora, CO  80045.  

******************************************************************************************
FOR SENATE USE ONLY:
Date received: _     



Amount Requested: $_    _     
Senate Approval:  YES    FORMCHECKBOX 
   
NO    FORMCHECKBOX 


Amount Awarded: $__    _     
Valid receipts:  
    YES
  FORMCHECKBOX 

NO    FORMCHECKBOX 


Date applicant notified: __     
CU Employee:
    YES
  FORMCHECKBOX 

NO    FORMCHECKBOX 


Date of check disbursement: _     
Comments:     
Expense(s) reimbursed:  
 FORMCHECKBOX 
 FEES    FORMCHECKBOX 
 LODG  



                                             2011-2012, Revised Sept 2011, Leah Schulz, VP Finance


