Seattle Central Community College

PRESIDENT’S PROFESSIONAL DEVELOPMENT FUND

& LOCKWOOD FOUNDATION FUND

 GUIDELINES
For Instructional Division 

The Committee reviewing applications generally follows the guidelines set forth by the Faculty Development Committee at the Seattle Community College District.  The committee at Central Campus has established the following additional guidelines:

     (    Faculty are eligible for up to $1,000/year from both Lockwood Foundation and President’s Fund grants. 
            Faculty do not need to keep track of or apply for a specific fund.  
     (
This is a reimbursement grant, only.  The activity must be completed before employee is eligible for 
reimbursement.  You are encouraged to apply early, for the quarter before your activity takes place, so that you 
will know your award status prior to committing funds.
     (
The purpose of the grant is to develop professional growth and to improve job performance; not solely to 
complete a degree or certificate. 


     (    A group grant may be given to participants/presenters attending the same conference.
· President’s Fund: Individual Faculty and Staff grants will not exceed $300.00 per applicant per school year. Administrator grants will not exceed $200.00 per applicant per school year.

     (   Lockwood Foundation Fund grants are for Faculty only and will not exceed $700.00 per applicant per school year. 

SECTION A.  DEADLINE INFORMATION
All relevant portions must be completed.  Insufficient information will delay processing and could cause a worthy project to go unfunded.  The application must arrive at the International Programs Office by the published deadlines:

Summer/Fall Quarter 2008            Winter Quarter 2009

Spring Quarter 2009
      October 20
      
        

February 2 


      April 20
SECTION B.  ACTIVITY DESCRIPTION

· Be sure to emphasize how the goals and objectives of the activity relate to your job at SCCC.  Your application will be rated based on your responses to the questions you’re asked to address.  This is a competitive process.

· Attach copies of official brochures, flyers or specific web page print outs describing the activity including an agenda. If such materials are not available, attach a detailed written description of the activity.  
SECTION C.  BUDGET
Itemize all expenses, giving exact costs whenever possible.  If a figure is approximate, please indicate. If you will be requesting reimbursement for expenses other than registration, such as mileage, lodging or meals, use current state per diem and mileage rates (figures available at division offices). Be sure to submit a travel requisition to your division office before traveling. Assistance with the travel requisition is available in your division office.
Important:  Be sure to fill in both items #5 (Total budget) and #7 (Minimum amount necessary) of the grant application form.  Choose the latter amount carefully, as it is considered the bottom line.  There is no guarantee that you will receive the maximum amount if your request is funded.  If funded, we require a brief summary or abstract and RECEIPTS for the activity within 30 days of its completion or 30 days before the year-end reimbursement deadline, whichever is earlier.

SECTION D.  SIGNATURES
Division chair or supervisor signature is required.
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