Payroll Office Full-Time Faculty

Mount Royal College Professional Development Expense Claim
Name Fund: Individual Chairman
Allotment T Allotment

Employee ID #

Unspent Balance at

Date

Telephone

Amount of this claim
Department

Balance available
Description of Expense Total Expense

I hereby certify that the expenditures in this claim were incurred

with due regard for reasonable economy and are directly related pDate
to my responsibility for teaching, professional or general College

duties, and are in accordance with the regulations related to this

claim as identified on the second page of this claim form.

Signature of Claimant

I hereby certify that the expenditures in this claim are directly

related to the claimant’s direct responsibility for teaching, Date
professional or general College duties, and that the expenses
being claimed are in accordance with the regulations related to

this claim as identified on the second page of this claim form. Dean/Director

Claim Approved/Denied Payroll Supervisor Date



Professional Development (PD) Expense Claim

Instructions for requesting reimbursement of individual faculty P.D. allotment expenses

1.

As reimbursement of approved expenditures under
these regulations is not being reported by the College
as income of the employee, no portion may be
claimed as a valid deduction for income tax purposes.
This is consistent with the Canada Revenue Agency
(CRA) guidelines associated with the tax treatment of
PD funds.

Reimbursement for expenditures will only be for those
expenditures made by the employee which relate
directly to the employee’s responsibilities for
teaching, professional, or general College duties.
Eligible expenses include:

a) Books, manuscripts, magazines, subscriptions, or
materials and services of a similar nature, which
are to be used to expand or support the faculty
member’s professional knowledge or skills. Such
expenses are only to be incurred on the express
understanding that items of a physical nature with
a continuing value are being purchased on behalf
of the College and remain the property of the
College when the employee leaves.

b) Equipment, instruments, computer hardware,
computer software, or related peripheral devices
used to support or expand the faculty member's
professional knowledge or skills.

Note the following:
i) The equipment is college property.

i) The equipment must be ordered through
the MRC IT Department and must comply
with college standards. Please see attached
specs for computer equipment. @ g

iii) The balance in your fund must be
sufficient to cover the entire cost of the
equipment.

To order an asset;
1. Bring your signed PD Claim Form to
Payroll for balance verification.

2. Bring this verified PD Claim Form to the
IT Department. A requisition will be
generated and your order placed.

3. Once the equipment has arrived and
been tagged you will be notified. You will
need to go to the IT Department and pick up
the invoice which you will take to Payroll
along with your original PD Claim Form. The
fund reimbursement will be facilitated and
you can then take the stamped copy of your
PD Claim Form back to the IT Department to
pick up the asset.

c) Tuition or other fees for professional training
courses, as evidenced by the original, official tax
receipt;

d) Travel or local expenses and registration fees
related to conferences or seminars attended by
the employee; and

e) Membership dues in professional associations or
societies, but not Faculty Association dues.

A Professional Development allotment to a maximum
dollar amount, as is from time to time approved for
each academic year (July 1 — June 30), is available to
each eligible employee.

All tenured, tenurable and term-certain faculty, who
are hired for a term of 8 months or more, (except
during unpaid leave of absence periods) are
considered eligible. Half time tenured faculty will
receive one half of the full time allocation. Part-time
faculty who teach three (3) courses or more per
academic year will be considered for part-time
Professional Development funding.

Employees on leave without pay do not accumulate
additional P.D. allotments, but may claim expenses
incurred prior to taking leave from any unspent funds
already accumulated.

All claims must be made on the appropriate
Professional Development Expense Claim form and
be signed personally by the claimant and approved by
his/her Dean/Director.

Each claim must be supported by original receipts
and original evidence of payment which will not be
returned to the employee.

Two or more employees may pool their respective
allocations for the purpose of purchasing capital
equipment. All such claims must be submitted
together, with one claimant providing the original
invoice and the supplier’s receipt. The other claims
must refer to the lead claim, and be supported by their
own evidence of payment.

Full-time faculty are permitted to carry forward and
accumulate unspent balances for a maximum of four
years. Any unspent balances at the end of the fourth
fiscal year or remaining upon a faculty member
leaving the employ of the College, will be awarded to
the Part-time Professional Development Fund.

Advances against future allotments are not permitted.

Once approved by the appropriate Dean/Director,
claims are to be forwarded to the Payroll Office. The
claim amount will be included as a non-taxable
addition to the next available payroll payment.
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MRC Professional Development Funds Computer System Selection Guidelines

A computer system purchased with professional development funds must adhere to the following IT standards:


Approved Vendors:


Desktop or laptop computers may be purchased from Apple Computer Inc, or Dell Canada.

Approved Models:


Models of desktop or laptop computers from approved vendors must be currently in college service and supported by IT Services.  Refer to attached list for current college system hardware specifications; this list will be revised on an annual basis.

Features of Standard Systems:

· Windows XP operating system with Service Pack 2 or Mac OSX Leopard 10.5

· Current operating system patches


· Microsoft Office 2007, college licensed


· McAfee Antivirus, college licensed


· Nero Burning ROM

· IT Services and vendor supported extended hardware warranty; (Laptop: 3 Years/Desktop: 4 Years)

· Software technical support through IT Services.

Note: Systems purchased with professional development funds do not qualify for college renewal replacement program.






















































































Information Technology Services: Guidelines and Information



File Attachment
Computer selection guidelines.doc
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Mount Royal College


Department of Information Technology 


Office Computing Services



		Notice of Alberta ECO fees:





		Please note that there will be an Alberta ECO Fee charge on products purchased on this page: Systems: $10.00 each Notebook: $5.00 each Monitors: $12.00 each This will be added to the final price at time of purchase.

Dell Optiplex 755 Desktop
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· Please Note:   These models no longer come with P/S2 ports or Floppy Drives.  Manufacturers have begun to discontinue ‘legacy’ technology.

OptiPlex 755 Minitower

Intel® Core™ 2 Duo Processor E6750 (2.66GHz, 4M, 1333MHz FSB)


Operating System(s)


Microsoft® Windows® XP Professional, SP2 (College Image)


Memory


2GB DDR2 Non-ECC SDRAM,667MHz, (2 DIMM)


Video Card


256MB ATI Radeon 2400 XT, Dual Monitor DVI or VGA (TV-out)


Hard Drives


160GB SATA 3.0Gb/s and 8MB Data Burst Cache™ 


Floppy


No Floppy Drive


Mouse


Dell USB 2-Button Optical Mouse with Scroll, Black


Keyboards


Dell USB Keyboard, No Hot Keys


Removable Media Storage


16X DVD+/-RW SATA, Roxio Digital Media


Audio Solutions


Integrated Audio,  Internal Dell Business Audio Speaker


Monitor


Dell 19 inch Ultra Sharp 1907FP Flat Panel, Adjustable Stand, VGA/DVI





		[image: image2.png]











Dell Latitude D630 Laptop
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		· Please Note:  These models no longer come with P/S2 ports, Parallel ports, or Floppy Drives.  Manufacturers have begun to discontinue ‘legacy’ technology.



		Latitude D630 

		Intel® Core™ 2 Duo T7250 (2.00GHz) 2M L2 Cache,  800MHz Dual Core,  Intel® Integrated Graphics Media Accelerator X3100



		Display

		14.1 inch Wide Screen WXGA LCD Panel



		Operating System

		Microsoft® Windows® XP Professional, SP2, (College Image)



		Memory 

		2.0GB, DDR2-667 SDRAM, 2 DIMMS



		Hard Drives 

		120GB Hard Drive, 9.5MM, 7200RPM



		Mouse 

		Integrated Touchpad


External Dell USB 2-Button Black Optical Mouse



		Modem 

		Internal 56K Modem



		Module Bay Devices 

		8X DVD+/-RW w/Roxio and Cyberlink Power DVD™



		Batteries 

		 9 Cell Primary Battery



		 Carrying Cases 

		 Large Nylon Carrying Case



		AC Adapter 

		 65W A/C Adapter



		Floppy Drive 

		 No Floppy Drive



		Wireless Local Area Networking 

		Dell Wireless™ 1390 802.11g Mini Card





 Latitude XT Tablet Computer
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		· Please Note:  These models no longer come with P/S2 ports, Parallel ports, or Floppy Drives.  Manufacturers have begun to discontinue ‘legacy’ technology.





		Latitude XT Tablet 

		Intel® Core™ Solo ULV U2100 (1.06GHz) 533MHz 


ATI Integrated Graphics Radeon Xpress 1250



		Display

		12.1 inch WXGA LCD Panel



		Operating System

		Microsoft® Windows® XP Tablet with media



		Memory 

		2.0GB, DDR2-667 SDRAM, 2 DIMMS



		Hard Drives 

		80GB Hard Drive, 8MM, 4200RPM



		Mouse 

		Touch screen



		LAN 

		Dell 1505 802.11n Wireless Mini Card



		Module Bay Devices 

		8X DVD+/-RW w/Roxio and Cyberlink Power DVD™



		Batteries 

		 6 Cell Primary Battery



		 Carrying Cases 

		 Large Nylon Carrying Case



		AC Adapter 

		 65W A/C Adapter



		Floppy Drive 

		 No Floppy Drive



		

		





Apple Mac Book Pro
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(Laptop case not included)


MacBook Pro, 15-inch, 2.2GHz MA895LL/A


2.2GHz Intel Core 2 Duo


MacBook Pro 15-inch Widescreen Display


2GB 667 DDR2 SDRAM - 2x1GB


120GB Serial ATA Drive @ 5400 rpm


SuperDrive 8x (DVD±R DL/DVD±RW/CD-RW)


Backlit Keyboard/Mac OS - U.S. English


Accessory Kit


AppleCare Protection Plan for MacBook Pro 


Apple iMac
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iMac, 20-inch, 2.4GHz Intel Core 2 Duo,  
Z0E3


2.4GHz Intel Core 2 Duo


 2GB 667MHz DDR2 SDRAM - 2x1GB


320GB Serial ATA Drive


SuperDrive 8x (DVD±R DL/DVD±RW/CD-RW)


Apple Mighty Mouse


Apple Keyboard (English) + Mac OS X


ATI Radeon HD 2600 PRO with 256MB memory


20-inch glossy widescreen LCD


AirPort Extreme


Bluetooth 2.0 + EDR 


Accessory kit


AppleCare Protection Plan for iMac 

Apple Mac  Pro
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Mac Pro 

Two 2.66GHz Dual-Core Intel Xeon


2GB (4 x 512MB)


250GB 7200-rpm Serial ATA 3Gb/s


NVIDIA GeForce 7300 GT 256MB (single-link DVI/dual-link DVI)


One 16x SuperDrive


Apple Keyboard and Mighty Mouse - U.S. English


Mac OS X - U.S. English


AppleCare Protection Plan for Mac Pro (w/or w/o Display) - Auto-enroll






















































































Office Computing Services: Guidelines and Information



File Attachment
MRC System Standards 2008-09.doc


