IN-COUNTY REGISTRATION FORM FOR SEMINAR/WORKSHOP/CONFERENCE

@ REFER TO THE GUIDELINES ON THE BACK SIDE OF THIS FORM PRIOR TO COMPLETING
(REFER TO ARs 2.51, 2.281, & 3.41)
City of Phoenix
EMPLOYEE ID EMPLOYEE NAME (LAST, FIRST) JOB TITLE DEPARTMENT/DIVISION WORK/CONTACT PHONE

STEP 1 SEMINAR/WORKSHOP/CONFERENCE STEP 2 TRAINING DATES STEP 3 REGISTRATION COST
LOCATION OF TRAINING (city): AMOUNT:

STEP 4 PAYMENT TYPE STEP 5 PAYMENT INFORMATION FOR DIRECT PAY

D EMPLOYEE REIMBURSEMENT ~ OR D DIRECT PAY TO VENDOR VENDOR NAME and REMIT PAYMENT ADDRESS FROM INVOICE
Receipts required Requires Invoice

For EDF (blue card) must be $50 or more for direct payment to vendor

Required supporting documentation:
Event flyer brochure with training details which includes cost, location and training description.

STEP 6 FUNDING SOURCE(s) - CHECK ALL THAT APPLY AMOUNT - IF USING MULTIPLE FUNDING SOURCES, SPECIFY EACH AMOUNT BY SOURCE

|:| EMPLOYEE DEVELOPMENT FUND (EDF) Send In-County Registration form, with required documentation attached, to Human Resources Department
(Allow up to 30 days for processing Direct Pays) $ (Choose one method of submission):
¢ Mail to HR Connection Center, 251 W. Washington St.
* Email via scan to hrc@phoenix.gov To ensure delivery, turn on the Request a Delivery Receipt
on your device.

e Fax to 602-534-1179. When faxing or emailing your EDF request, it is not necessary to follow up with
the original paperwork. To ensure delivery, turn on the Request a Delivery Receipt on your device.

|:| DEPARTMENT FUNDS For Employee Reimbursement, send an approved Employee Expense Reimbursement form with
(Allow up to 5 days for processing) $ In-County Registration form, and all required documentation, to City Controller, 251 W. Washington St.

For Direct Pay, in SAP the Department enters an electronic PCD including the In-County Registration form
with required documentation which must include invoice.

|:| MANAGEMENT DEVELOPMENT FUND (MDF) Send completed Payment Control Document (PCD) with original In-County Registration form, and attach
(Allow up to 5 days for processing) $__ | required documentation, to City Controller/Travel, 251 W. Washington St.

Important: Before your request can be processed; all applicable sections of this form must be filled in, supporting documentation attached, and have the required signatures.

Employee By signing, you are indicating that you are in compliance with City of
Signature: Date: / / Phoenix ARs 2.51, 2.281, & 3.41
Department Head or
Authorized Signatory: Date: / /
Notes:
DISTRIBUTION:
ORIGINAL — PRIMARY FUNDING SOURCE For Office Use Only
COPY — IF APPLICABLE, SECONDARY FUNDING SOURCE
COPY — DEPARTMENT OR FUNCTION ; . .
COPY - EMPLOYEE Claim No: Amount: 12-60D Rev. 7/19




GUIDELINES FOR IN-COUNTY REGISTRATION FORM
Refer to AR 2.51 for information regarding the Employee Development Fund (EDF) program rules and regulations.
Refer to AR 2.281 for information regarding the Management Development Fund (MDF) program rules and regulations.

Eligible employees below the level of Middle Manager must use this form to request employee reimbursement or direct payment to a vendor (“Direct
Pay”) for in-county seminar/workshop/conference registration expenses using EDF.

Executives, Middle Managers, Elected Officials, Boards and Commission members, and volunteers may use this form to request employee reim-
bursement or direct payment to a vendor (“Direct Pay”) for in-county seminar/workshop/conference registration expenses using MDF or Depart-
ment Funding sources.

REQUIRED FORMS AND DOCUMENTATION

Only use this form for in-county seminar/workshop/conference registration expenses including webinars, certification exams, on-line seminars and
other types of local, professional development training events.

Complete the top line of personal information on the form.
For Employee Development Funds (EDF), submit requests to Human Resources Department.

For Department Funds, submit requests to Finance. For direct payment to a vendor enter electronic PCD in SAP and for reimbursement to employee,
submit requests, using the Employee Expense Reimbursement form, to City Controller.

For Management Development Funds (MDF), submit requests to Finance/Travel.

For more than one funding source, submit original form to the primary funding source and a copy of your request to the secondary funding source. For
any portion of the registration fee being paid by employee, submit payment directly to vendor.

All seminars/workshops/conferences must contain an educational component and be job-related.

Complete Steps 1 - 6:

Step 1 Enter the title of the seminar/workshop/conference and the location (city) where you will attend this training,.
Step 2 Enter the training dates of the seminar/workshop/conference.

Step 3 Enter the amount of the seminar/workshop/conference registration fee.

Step 4 Indicate, by checking the appropriate box, if this request is to reimburse employee or to pay the vendor directly (“Direct Pay”). When re-
questing a “Direct Pay”, be sure to pre-register prior to submitting your request for payment and obtain an invoice.

Step 5 If this request is a “Direct Pay,” enter the payee’s name and mailing address.

Step 6 Indicate all funding sources and the amounts that apply for this seminar/workshop/conference request. This should equal the amount

listed in Step 3.

By signing this form, you are affirming that the information you have provided is complete and correct, and that you have complied with all applicable
rules and regulations covered under ARs 2.51, 2.281, and 3.41. Be sure to sign and date this form and obtain the required approval signature.

WHERE TO SUBMIT YOUR REQUEST

For Employee Development Funds (EDF) - Employee reimbursement (reimbursement to employee), attach required training documentation and all
receipts necessary to document proof of payment. For “Direct Pay” (payment to vendor), attach training documentation and vendor invoice, which
must include payee and mailing address information. Make pre-registration arrangements as an Invoice is required on all direct payment requests.
Submit request to the Human Resources Department - HR Connection Center, 251 W. Washington St., or email via scan to hrc@phoenix.gov or fax
to 602-534-1179 (choose one method of submission) contact 602-495-5700 for any questions. When faxing or emailing your EDF request, it is not
necessary to follow up with the original paperwork. To ensure delivery of your EDF submission, turn on the Request a Delivery Receipt on your device
before sending your email or fax. When any portion of the registration fee being paid out of pocket by employee, then employee is to submit that por-
tion of payment directly to vendor. Keep a copy for your records.

For Department Funds (DF) - “Direct Pay” (payment to vendor), the Department enters an electronic PCD into SAP including the approved In-Coun-
ty Registration form, training documentation and vendor invoice, which must include payee and mailing address information. Make pre-registration
arrangements as an Invoice is required on all direct payment requests. When any portion of the registration fee being paid out of pocket by employee,
then employee is to submit that portion of payment directly to vendor.

For DF Employee Reimbursement (reimbursement to employee) send an approved Employee Expense Reimbursement Request Form (Form 150-11D)
with approved In-County Registration Form and required training documentation and all receipts necessary to document proof of payment to City Con-
troller, Calvin Goode, 251 W. Washington Street, 602-262-6555. Keep a copy for your records.

For Employee Development Funds (EDF) and Department Funds (DF) combination - Step 6 allows multiple funding sources. Follow the directions
for EDF - A copy of the required documents must be sent to Human Resources for EDF processing (see above For Employee Development Funds (EDF)
process). In addition, DF procedures for applicable payment type (Direct Pay or Employee Reimbursement) must be followed for DF processing (see
above For Department Funds (DF) process).

For Management Development Funds (MDF) - For Employee Reimbursement (reimbursement to employee) or “Direct Pay” (payment to vendor),
send an approved Payment Control Document (PCD) with approved In-County Registration form and training documentation. For Direct Pay, attach 2
copies of vendor invoice, which must include payee and mailing address information. Make pre-registration arrangements as an Invoice is required on
all direct payment requests. When any portion of the registration fee being paid out of pocket by employee, then employee is to submit that portion of
payment directly to vendor. For Employee Reimbursement (reimbursement to employee) attach all receipts necessary to document proof of payment,
submit MDF request to City Controller, Calvin Goode, 251 W. Washington Street, 602-262-6555. Keep a copy for your records.

For Management Development Funds (MDF) and Department Funds (DF) combination - Step 6 allows multiple funding sources. Follow the direc-
tions for MDF - A PCD and required documents must be sent to City Controller for MDF processing (see above For Management Development Funds
(MDF) process). In addition, DF procedures for applicable payment type (Direct Pay or Employee Reimbursement) must be followed for DF processing
(see above For Department Funds (DF) process).
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