UCSF

LAB MANAGERS’

PROFESSIONAL DEVELOPMENT PROGRAM REIMBURSEMENT FORM
	Employee Name
	
	Job Title & Employee ID

	

	Department
	
	Supervisor’s Name
	

	Work Phone
	
	Campus Box Number
	


	Scholarship Month & Year
	Title of course/activity


	Scholarship Amount




NOTE:  In order to qualify for reimbursement, you must meet the Lab Managers’ Professional Development eligibility requirement (A Lab Manager career staff employee, on active pay status, working 50% or more, with a current performance evaluation rating of satisfactory or better).
	Attach the following documents for reimbursement processing.

	1.
	Proof of course enrollment

	2.
	Proof of course payment made directly by applicant (tuition receipt, paid invoice).

	3.
	Proof of successful course completion, B or better, if applicable (grade report, certificate of completion).

	4.
	A brief statement describing what you have learned from the course and how you will apply what you have learned to your current and future positions at the UCSF.




	Employee’s Signature


	                                                         Date


Send completed Reimbursement Form to:

Dana Smith
Professional Development Program Coordinator

Campus Box 0126
Questions:  Call 476-2765 or e-mail dana.smith@ucsf.edu
LM 3/11
