PROFESSIONAL DEVELOPMENT BUDGET FORM INSTRUCTIONS
1. The Professional Development Budget Form should be used for applications submitted to all professional development committees (Committee on Research and Creative Activitiy [CRCA]; Faculty and Academic Staff Professional Opportunities Fund [FASPOF]; Academic Staff Professional Development Fund [ASPDF]).
2. The form is set up so that you just need to hit “tab” to move between items.
3. Fill in your name and department and indicate which professional development committee the budget and application are being submitted to.  Please check only one committee.  If you are splitting the costs between two different professional development funds, you will need to complete a separate budget form and application for each committee.
4. In the “Budget Items and Cost Calculations” section of the form, fill in the amounts and information for those line items that pertain to your request.  Leave the line items blank that are not applicable to your request.  Fill in the total cost in the “Total” column for each applicable line item.  Add up and fill in the overall total on the “Total Estimated Expenses” line item.
5. When calculating your budget costs, please keep in mind that UW System Travel Policies and Regulations must be followed.  You can find these policies and regulations as well as information for your budget at:
UW-Parkside Business Services Travel Information and Per Diem Rates
http://www.uwp.edu/departments/business.services/travel.cfm

UW System Out-of-State Domestic Travel Lodging Maximum


http://www.uwsa.edu/fadmin/fppp/fppp36d.htm
UW System/US Department of Defense Foreign Travel Meal and Lodging Per Diem Rates

http://www.defensetravel.dod.mil/perdiem/perdiemrates.html

Parking and Metra Train rates
Mitchell Airport—Milwaukee:  http://www.mitchellairport.com/parking/

O’Hare and Midway Airports—Chicago:  http://www.ohare.com/Parking/home.shtm

Metra Train Information:  http://metrarail.com/metra/en/home.html
UW System Rental Car Policy and Information

http://www.uwsa.edu/fadmin/fppp/fppp36c.htm

UW System Travel Regulations

http://www.uwsa.edu/fadmin/fppp/fppp36.htm
6. In the “Cost-Sharing From Other Sources” section, fill in all sources of funding that you will be receiving.  Leave those items blank that are not applicable.  Keep in mind that FASPOF requires 30% cost-sharing and ASPDF requires 25% cost-sharing.  CRCA does not require cost-sharing.  All three committees encourage cost-saving efforts where possible (e.g., sharing a room; staying in a non-conference hotel; using frequent flyer miles; parking in the remote lot; taking the Metra train instead of driving).  Add up and fill in the overall total on the “Total Cost-Sharing” line item.

7. Calculate the percent cost-sharing by dividing “Total Cost-Sharing” by “Total Estimated Expenses.”  This information is needed for both FASPOF and ASPDF applications.
8. Subtract the “Total Cost-Sharing” amount from the “Total Estimated Expenses” amount and enter this on the “Total Request” line.
