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Reimbursement Request Form

Use this form to request reimbursement for professional development opportunities in accord with NEA’s UniServ Guidelines [Section XIV(c)2].  
Funding approval must be received BEFORE attending the training to assure NEA funding.
UniServ staff are eligible for reimbursement for one training per fiscal year (Sept. 1 to August 31)

	Email completed form to  UniServTraining@nea.org

	[bookmark: Text1]NAME:                                                                           

	STATE AFFILIATE (or local affiliate if local option):                                                                        

	CELL PHONE:                                               
	WORK PHONE:                              

	WORK EMAIL ADDRESS (Required):                                                                                      

	CURRENT STATUS
[bookmark: Check4][bookmark: Check5]|_|  UniServ Director   |_|  Field Organizer   |_|  UniServ Specialist     
[bookmark: Text2]Years as UniServ:           Years in Current Position:         

	
GENDER IDENTITY:   
[bookmark: Check6][bookmark: Check7]|_| Female  |_| Male  |_| Non-binary/Gender Non-Conforming  |_| Transgender  |_| Prefer not to say
RACE/ETHNICITY:
[bookmark: Check8][bookmark: Check9][bookmark: Check10][bookmark: Check11][bookmark: Check13][bookmark: Check14][bookmark: Check15]|_| African American/Black   |_| Native American/Alaskan Native   |_| Asian and Pacific Islander      |_|  Latino(o/a/x), Hispanic, and Chican(o/a/x)   |_| White   |_| MENA (Middle East and North Africa        |_| Multiracial   |_|  Other   |_| Prefer not to say

	Event Sponsor:                                                                                                                 
Training/Conference you wish to attend:                                                                                         
|_|   Virtual               |_|  In-Person

Date(s):                                                        Location:                                                     



________________________________________________________                    _________________
State/Local Manager/Supervisor Approval (PLEASE SIGN)                                 Date

Note: the participant will be required to complete any applicable registration process as directed by the conference coordinator.  This form is only used for the request of NEA UniServ Training Fund reimbursement.
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 INSTRUCTIONS



Eligibility: 
UniServ funded staff (UniServ Directors, Field Organizers, UniServ Specialists) are eligible for reimbursement for certain expenses for one (1) professional development opportunity per fiscal year (Sept. 1 – August 31) that 

“is designed to enhance their job skills and/or otherwise enable them to more effectively carry out their job responsibilities.” 

Submission: 
Email completed form to UniServTraining@nea.org. Requests must be submitted in advance. 

If participation in the training session is approved in advance by the NEA UniServ Program Manager, NEA will provide funding as follows:

For programs sponsored by outside entities:

· If the training session is sponsored by an outside entity, NEA will pay up to a maximum of $750 towards the transportation costs or early registration fee. The reimbursement is paid directly to the affiliate employer for the UniServ staff member to participate in the training session.
NEA will cover airfare up to $750.  The $750 does not include mileage to and from the airport, luggage, taxi, or shuttle.  These costs are the responsibility of the affiliate and/or the individual.
Once the form is submitted and approved notification will be sent on how to secure air travel.
The NEA UniServ Training Fund will not reimburse for any airfare booked outside of NEA’s designated travel agency.

· Virtual trainings: Similarly, for virtual training sessions sponsored by an outside entity, NEA will pay up to a maximum of $750 towards the early registration fee. The reimbursement is paid directly to the affiliate employer for the UniServ staff member to participate in the training session.


If the training is sponsored by affiliates, this form is not used. The affiliate should contact the UniServ Program at NEA (email UniServTraining@nea.org) to request pre-approval for reimbursement. Reimbursements will be made in accord with the NEA UniServ Guidelines, Article XIV Section C(2).
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