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[bookmark: _Toc210830122]BLC Contact information and Office Location
[bookmark: _Toc210830123]Contact information 
If you have questions during any part of the process, please contact our department via email at leadership@cpp.edu. You can also contact the department by phone at (909) 869-2841. Our department is here to support you through this process and look forward to assisting you in your leadership development.
[bookmark: _Toc210830124]Office location 
The BLC office is in Building 26 – Room 124 (in the old stables) and is open M-F from 8 am to 5 pm, unless it is a university holiday and the campus is closed.
[bookmark: _Toc210830125]Bronco Leadership Fund Eligibility 
There are certain eligibility requirements that must be met. To be eligible, you must not be applying for funding for the following: 
· Study abroad programs                         
· Student group dances
· Leadership retreats or banquets
· Religious or political events
· Instructionally Related Activities (IRA)
· Fundraisers
· Class projects
· Senior projects
· Presentations, Projects, Research, or Other Assignments as required via class syllabus or curriculum
The Bronco Leadership Fund Committee reviews all applications and will deny your application for funding if it does not meet eligibility requirements. Please keep this list in mind before you submit your application. 
[bookmark: _Toc210830126]Other Guidelines:
· You can only receive funding from the Bronco Leadership Fund once per academic year. This is the year that you were accepted, not the date you are reimbursed.
· For example, if you applied in April and you get reimbursed in August, you can still apply in September for the following Academic Year.
· Your application is due BEFORE you travel.
· We encourage you to submit your application as soon as possible. The funds are on a first come, first served basis.
· Failure to submit ALL required paperwork in a timely manner will result in loss of funds, even if you are preliminarily approved.
[bookmark: _Toc210830127]Applying for the Bronco Leadership Fund 
[bookmark: _Toc210830128]Things to keep in mind before applying 
· If you are traveling as a group, each member of the group requesting funding must apply individually and pay for ALL of their individual travel expenses.
· IMPORTANT NOTE: You can only be reimbursed for expenses under your name and paid for by you. If someone books your hotel or airfare, you will not be reimbursed for these expenses and the other person cannot be reimbursed for your expenses.
· We can only reimburse each applicant up to the approved amount. Anything above that approved amount will NOT be reimbursed.
· Please be advised that it can take a few months to get reimbursed. We appreciate your patience.
[bookmark: _Toc210830129]Where do I apply? 
To apply, please complete the Application for the Bronco Leadership Fund.
Please note, you must be logged into your CPP account to access this form. 
[bookmark: _Toc210830130]Tips:
· We encourage you to prepare the information you will need for your application (listed below) prior to starting your application as there are required responses that if left unanswered will not allow you to continue and submit. 
· Once complete, please save your responses in case you need to make any edits. This also serves as your receipt of submission.
[bookmark: _Toc210830131]Information You Will Need for Your Application
1. Your Contact Information
· Name, Phone #, Full Address, Bronco ID#
2. Details about the professional development opportunity you are seeking funding support
· Professional development type (a list is provided, please choose one)
· A description of your travel or event information
· Upload any supporting documentation (acceptance letter, invite, or registration)
· Dates of travel (if applicable)
· Location of event or travel location(s)
· Total amount that you are requesting
· The fund can only refund up to $1,000 for each approved application
· Completed the Bronco Leadership Fund Itemized Budget excel form, linked on the Bronco Leadership Fund website.
· A completed and signed release of liability form (https://www.cpp.edu/rms/forms/release-of-liability-2022.pdf)
[bookmark: _Toc210830132]Application Review Process
1) Applications are reviewed by the Bronco Leadership Fund committee beginning the 16th of every month.
2) You will be notified of approval or denial 1 to 2 weeks after the committee meets provided you applied in that month's window. 
· Monthly windows are from the 16th to the 15th of every month. (Ex. February window is February 16th to March 15th)
3) If your application is denied, you will be informed of the reason.
· Common reasons include:
·  The event requested is on the list that cannot be funded
· The Bronco Leadership fund has reached its fiscal yearly limit
· You have already been funded this academic year
· You are requesting reimbursement for costs the university cannot reimburse
4) If your application is approved, you will be notified of the total amount of expenses the fund will reimburse you. This will be based on your request and funds available. To accept the funding, you must complete the Acceptance Form via adobesign linked in your acceptance email.
[bookmark: _Toc210830133]After Approval 
1) If you are approved, you are required to complete an online workshop via online platform CPP Learning titled, “Preparing for Your Leadership Opportunity.”
a. This workshop will be assigned to you by the Bronco Leadership Center once you have signed your funding acceptance form. 
b. You must complete this workshop prior to your professional development opportunity to ensure that you are fully aware of what you need to collect for reimbursement.
2) Enjoy your professional development opportunity!
3) Schedule your meeting with Andrea Yeseta (andreamontes@cpp.edu), the BLC Student Involvement Coordinator, within 1 business week after your professional development opportunity to complete reimbursement paperwork called the Bronco Leadership Fund Packet.
4) Email Andrea all digitized items required for reimbursement prior to your meeting or inform her that you will bring them to scan during your meeting.
5) Meet with Andrea to Complete the Bronco Leadership Fund Packet. Ensure that you digitally sign in.
6) Wait for Your Reimbursement. It can take up to 6 weeks.
7) Confirm Your Receipt of Reimbursement by emailing leadership@cpp.edu stating you received your reimbursement.
a. If there are any issues or discrepancies, please email Andrea (andreamontes@cpp.edu). 
[image: ]
[bookmark: _Toc210830134]Bronco Leadership Fund Packet
[bookmark: _Toc210830135]What is the Bronco Leadership Fund Packet? 
The Bronco Leadership Fund Packet is all the documentation we submit to Accounts Payable to get the money from the fund reimbursed to you. You will sit down with MC to ensure this packet is complete. MC will submit the completed packet to Accounts Payable. Failure to meet with MC or to include the correct information and documentation will result in the loss of fund reimbursement.
[bookmark: _Toc210830136]The Bronco Leadership Fund packet must include:
· Itemized receipts or bank statements that show your name and the last 4 digits of your card and the location where the charge occurred
· A photo of the card or cards used (that match the receipts) they must include your name and the last 4 digits of your card
· Your signed release of liability form
· Your event or travel supporting documentation
· A name badge from the event (if given one)
· A certificate that you attended (if given one)
· A completed Direct Pay Form, processed by BLC, e-signed by you
· A completed Travel Expense Form, processed by BLC, e-signed by you
[bookmark: _Toc210830137]Preparing Your Packet 
Within 5 business days after completing your professional development, you must meet with Andrea Yeseta. Email ahead of time or bring ALL your receipts and a photo of the card you used/the card you used. During your appointment, Andrea can scan receipts, black out any personal information via Adobe, and complete all required paperwork.
a. The goal for the meeting is to finalize the packet required to receive reimbursement.
i. Remember that many of the required documents needed have already been submitted in your application request and the BLC should have them on file.
Once you receive your reimbursement, please email leadership@cpp.edu to confirm, so that we are aware that everything is complete.




[bookmark: _Toc210830138]REFERENCE ONLY: Complete Bronco Leadership Fund Packet (EXAMPLE)
Below is an example of a completed packet. The Bronco Leadership Center staff will assist you in putting this packet together. Please make sure that you retain ALL itemized receipts that correspond to the expenses you requested funding on the Bronco Leadership Fund Itemized Budget request excel (this was uploaded to your application). 

[image: Direct Pay Form Example]
[image: Travel Expense Claim Example]
[image: Plane ticket confirmation email with receipt and credit card last four digits of traveller.]

[image: Plane ticket confirmation email with receipt and credit card last four digits of traveller.]


[image: Hotel receipt email with full price and last four digits of traveler’s credit card.]
[image: Convention agenda and program.]
[image: Convention nametag.]

[image: Convention program.]
[image: Convention registration confirmation message.]

[image: Convention registration confirmation message, attendee detials.]
[image: Convention registration confirmation message, attendee details continued.]
[image: Confirmation for paying for conference with price and details.]

[image: Release of Liability form for traveler page 1.]
[image: Release of Liability form for traveler page 2.]
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Sent from my iPhone

Begin forwarded message:

From: Southwest Airines <southwestarlines @ifly.southwest com>
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CONGRATULATIONS, YOU ARE NOW
REGISTERED!

Your Confirmation
Number is:

You will receive an email with your registration details.

Add to Calendar

There are two ways for registered attendees to book a hotel room:

1) From your registration confirmation email: click on the ‘moy your registration” link; enter your
email and confirmation number as listed inyour regisration confirmation email. Once you are logged
in,clck on the "Select Hotel button and proceed to select your hotel and book your reservation

orR

2) From the convention website: lick on the ‘Alieady Registered” link in the top header; enter your
email and confirmation number s listed i your registration confi

irmation email. Once you are logged
in, click on the “Select Hotel” button and proceed to select your hotel and book your reservation,

HOTEL REQUEST

Review or edit your booking below

Select Hotel

I DFGISTDAT!GN SIIMMARY
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Take a moment to review your registration before continuing.

Preferred First Name for the Badge Chapter/Schaol

Pomona

Date of Birth Mailing Address

Cell Phone Member Number

Region
Region 2
Questions

Please describe your gender identity.
Female

Preferred Pronoun
She/Her

Emergency Contact Name

Emergency Contact Phone Number

By checking this box, | agree to abide by the SHPE Code of Conduct.

lagree

Are you a student or a professional?
o R, ——

California State Polytechnic University
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What are your top 3 reasons for attending the event?
Seeking Full-Time Employment, Networking, Graduate School Opportunities

Do you have any Food Allergies?
No
We acknowledge that our identities do not it into boxes. Historically surveys have

created the following categories to track trends within identity groups. Please select
your race/ethnicity with which you identify? Please select all that apply.

How did you hear about the convention?
School Club

T-Shirt Size

Agenda

ftem Price
Admission Item

Event Registration $335.00

Submit Payment

Madify Registration
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From: SHPE Events events@shpe.org
Subject: Payment Confirmation/Receipt for 2023 SHPE
National Convention
Date: Oct 24, 2023 at 7:08:07 PM

Your payment for the 2023 SHPE National Convention event has been
successfully processed. Please save this email for your records.

Transaction
Information

Transaction "
Item Information Quantity Amount
Event Registration $335.00 1$335.00

‘Transaction Total $335.00

Registration Confirmation Number: EOEOROSOE@X 7
View your registration

If you have any questions about this transaction or email, please contact
SHPE Events directly at events@shpe.org.

—

cvent
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CalPolyPomona Strategic Enterprise Risk Management

3801 W_Temple Avenue
Pomona, CAS1768

'RELEASE OF LIABILITY, PROMISE NOT TO SUE, ASSUMPTION OF RISK
'AND AGREEMENT TO PAY CLAIMS

PLEASE PRINT TWO-SIDED.
Actvityes)_SHPE National Convention 2023

‘SHPE National Convention 2023

Activiy Date(s) and Time(s)_11/01/2023 - 11/05/2023

Activity Location(s), Premises or Facilty (ies) Salt Palace Convention Cir, Salt Lake City, UT 84101

In consideration for being allowed to participate in this Actvity(ies) and/or use of the Premises or Facilty, on
behalf of myself and my next of kin, heirs and representatives, | release from all iability and promise not to
sue the State of California; the Trustees of The California State University: Cal Poly Pomona; and ther
employees, officers, directors, volunteers and agents (collectively “University’) and Cal Poly Pomona
Foundation, Inc; Cal Poly Pomona Associated Students Inc.; Cal Poly Pomona Philanthropic Foundation; and
their employees, officers, directors, volunteers and agents (collectively *Auxilaries") from any and al claims,
including claims of the University's and/or Auxiliaries' negligence, resulting in any physical or
psychological ijury (including paralysis and deat), ilness, property damage, or economic or emotional loss |
may suffer because of my partcipation in this Activity(ies), including ravel to, from and during the Activiy.

I am voluntarily participating in this Activiy(ies). | am aware of the risks associated with traveling toffrom and
pariicipating in this Activity(ies), which include but are not limited to physical or psychological injury, pain,
Suffering, lness, disfigurement, temporary or permanent disabilty (including paralysis), economic or emotional
loss, death and/or property damage. | understand that these injuries or ouicomes may arise from my own or
other's actions, inaction, o negligence; conditions related to travel; or the condition of the Activity location(s).
Nonetheless, | assume all related risks, both known or unknown to me, of my participation in this.
Activityies), including travel to, from and during the Activity.

1 agree to hold the University and/or Auxiiaries harmless from any and all claims, including attorney's fees o
damage to my personal property that may occur as a result of my participation in this Activity(es), including
travel to, from and during the Activty. If the University andlor Auxiliaries incur any of these types of expenses, |
agree to reimburse the University andlor Auxiiaries. If | need medical treatment, | agree to be financially
responsible for any costs incurred as a result of such treatment. | am aware and understand that | should carry
my own health insurance.

I'am 18 years or older. | understand the legal consequences of signing this document, including

(a) releasing the University and/or Auxiliaries from all iability, (b) promising not to sue the
University andlor Auxiliaries, (c) and assuming all risks of participating in this Activity(ies),
including travel to, from and during the Activity.

[rm——
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1 understand that this document is written to be as broad and inclusive as legally permitted by the State
of California. | agree that f any portion is held invalid or unenforceable, | il continue to be bound by the.
remaining termes.

I have been informed and understand there remains a risk of exposure to COVID-19. | understand that
regardiess of any precautions taken, an inherent risk of exposure to COVID-19 willexist,

1 have read this document, and | am signing it freely. No other representations concerning the legal
effect of this document have been made to me.

Participant Signature:

Pariicipant Name (prnt): Date; 0912912023

If Participant is under 18 years of age:

1 am the parent or legal guardian of the Participant. | understand the legal consequences of signing
this document, including (a) releasing the University andlor Auxiliaries from all liability on my and the
Participant's behalf, (b) promising not to sue on my and the Participant's behal, (c) and assuming all
risks of the Participant's participation in this Activity(ies), including travel to, from and during the
Activity. | allow Pariicipant to participate in this Activiy(ies). | understand that | am responsible for the
oblgations and acts of Participant as described in this document. | agree to be bound by the

terms of this document,

1 have read this two-page document, and | am signing it freely. No other representations concerning
the lega effect of this document have been made to me.

Signature of Minor Participant’s Parent/Gua

jan

09/29/2023
Name of Minor Participant's Parent/Guardian (print) Date

Minor Participant's Name (print)
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