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WELCOME TO THE UCPEA ONLINE APPLICATION FOR PROFESSIONAL DEVELOPMENT FUNDS APPLICATION FOR PROFESSIONAL DEVELOPMENT FUNDS PROCEDURE TO ACCESS THE UCPEA PROFESSIONAL DEVELOPMENT AWARD APPLICATION GO TO: https://accessnow.uconn.edu/sites/pd/ucpea/Lists/Activities/Member.aspx



Once on the “YOUR UCPEA PD FUND APPLICATION LIST” click "NEW" on the left side of the toolbar to begin your application.



You will then be directed to the “UCPEA PD FUND APPLICATION PAGE”



Please fill out each field on the application as described. When you click "OK" at the end of the application your online form is automatically submitted to UCPEA for review. The UCPEA Professional Issues Board meets to assign awards each month, your application will be reviewed in the month prior to your award request. An email will be sent to you at that time notifying you of your application status.



NOTE: If you are unsure about whether your application has been submitted, use the following link "My Professional Development Fund activities" list to see whether your application is in the system.



FREQUENTLY ASKED QUESTIONS REGARDING PROFESSIONAL DEVELOPMENT FUNDS Q: WHAT CAN UCPEA PROFESSIONAL DEVELOPMENT FUNDS BE USED FOR? A: Professional development funds can be used for conferences, workshops and training; when management requires the employee to obtain work related training, it shall be paid for by the University. Funds can also be used for reimbursement for professional membership dues up to $200 each fiscal year. Funds cannot be used for licensed renewals, certifications, re-certifications, admission fees or standardized tests. 1



Q: WHAT IS THE PROFE SSIONAL DEVELOPMENT’S FISCAL YEAR? A: The fiscal year for requesting professional development funds runs from June 1 through May 31. Q: WHAT IS THE MAXIM UM AWARD FOR THIS FUNDING CYCLE? A: Effective immediately (November 13, 2014) members who apply for professional development funds will be eligible for up to $350 through May 2015. If you apply for membership dues reimbursement, applications for other conferences, workshops, etc., will be offset by the amount already funded. If you have already received in excess of $350 this fiscal year (June 2014-May2015), you are not eligible to receive funds until June 2015. Q. ONCE SUBMITTED, WILL I RECEIVE CONFIR MATION THAT MY APPLICATION WAS RECEIVED? A: Yes, once you submit your application, you will receive an automatically generated e-mail stating that your application has been received and will be reviewed by the committee. If you do not receive a confirmation email, log back into AccessNow. If the application you submitted is now pending, it has been received by the system. The Committee and University are working to correct the bug that is preventing some of the confirmation emails from being sent. Q. WHAT IF I MAKE AN ERROR WHEN COMPLETING THE APPLICATION? A: If you need to alter or correct your application for funding, simply log back in, locate your current application, make the necessary corrections and re-submit. Q: WHAT OTHER FORMS MAY BE REQUIRED? A: If you are traveling out of state you are also required to fill out a Request of Approval of Travel form found on the provost’s office website, http://provost.uconn.edu/travel. You may also have additional paperwork if you intend to travel internationally, please visit the travel website for specifics on international travel, http://travel.uconn.edu/foreign.php. Q: WHEN CAN I APPLY FOR FUNDS? A: Members can apply for funds up to six months ahead of the intended activity, and at least six weeks prior to activity start date. No applications for reimbursement of funds for professional development conferences, workshops or training already completed will be considered. Only membership fees will be processed on a reimbursement basis. Q: WHEN AND HOW OFTEN ARE APPLICATIONS REVIEWED? A: Applications will be reviewed by committee members the first Monday of each month. Q: HOW AND WHEN WILL I BE NOTIFIED OF MY AWARD DECISION? A: Award notifications will be e-mailed to applicants within five days of the committee meeting and reviewing applications. 2



Q: WHAT DO I DO WHEN THE ACTIVITY IS COMPLETED? A: For any professional development activity, you must rectify your expenditures within sixty (60) days of the activity end date. Q: WHO CAN I CONTACT IF I HAVE QUESTIONS ABOUT THE PROFESSIONAL DEVELOPMENT APPLICATION PROCESS? A: The Professional Issues Committee members include: Angela Rola (Chair), Monique Griffin, Pam HeathJohnston, Jennifer Morenus, Anthony Paguni, Xiaolin (Charlie) Pei, Donna Hardaway, Kimeta Straker, and Roslyn Swift (UCPEA staff). Questions regarding the professional development application and award procedures can be directed to any of the committee members.
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