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Representing the Teachers of the Ontario - Montclair School District since 1940 

 
Teacher Initiated Professional Growth Fund  
The Teacher Initiated Professional Growth Fund (TIF for short) provides funding for certificated bargaining unit members 
for the  purpose of professional growth.  

Who Can Apply?  
All OMSD certificated bargaining unit members are eligible to apply for funding through the Teacher-Initiated Professional 
Growth  Committee. Unit members on temporary status are to note this on their applications.  

What Can Be Funded  
The fund assists certificated bargaining unit members to pay certain upfront costs and/or to reimburse out-of-pocket 
expenses that are clearly associated with professional growth activities. Examples are, but are not limited to, 
conferences, workshops, and other activities that promote professional growth.  TIF does not pay for credentials or units 
to use for a salary increase. 
 
The following expenses are covered through TIF funds:  

●​ Registration fees  
●​ Substitute Cost  
●​ Mileage reimbursement - Mileage is at 70¢/mi for travel  

●​ Meals - Maximum daily allowance for meals is $74. Meal reimbursement is not permitted if the traveler did not 
have an overnight stay hotel accommodation provided by the District. Daily allowance for meals will be prorated 
for the first and last day of travel. 

  
Original itemized receipt of meal(s) is required. Gratuity, not to exceed 15% of the total bill, may be reimbursed 
and part of daily allowance of $74. Alcoholic beverages are not reimbursable. Groceries purchased in lieu of a 
meal will not be reimbursed. When the cost of a meal is both included and separately identified in the conference 
fee or airfare, then the total daily meal allowance is reduced for the amount identified. 
  
First day of travel - trip begins before 7:00 A.M., then breakfast, lunch, and dinner may be claimed. No more than 
a total of $74 may be claimed for the entire day. 
  
First day of travel - trip begins before 11:00 A.M., then lunch and dinner may be claimed. No more than a total of 
$57 may be claimed for the entire day. 
  
First day of travel - trip begins before 5:00 P.M., then dinner may be claimed. No more than a total of $39 may be 
claimed for the entire day. 
  
Last day of travel - trip ends at or after 9:00 A.M., then breakfast may be claimed. No more than a total of $17 
may be claimed for the entire day. 
  
Last day of travel - trip ends at or after 2:00 P.M., then breakfast and lunch may be claimed. No more than a total 
of $35 may be claimed for the entire day. 
  
Last day of travel - trip ends at or after 7:00 P.M., then breakfast, lunch, and dinner may be claimed. No more 
than a total of $74 may be claimed for the entire day. 
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The TIF fund is designed to work in conjunction with other funding sources to serve as many certificated employees as 
possible. Use of other applicable funding sources (Categorical, GATE, Special Education, site funds, CTA grants and 
scholarships, etc.) where appropriate is encouraged.  
   
Application Timelines  
Applicants have two options for funding the activity: through a Purchase Order, where the district pays the fees in 
advance, or through reimbursement to the applicant after attending the event. TIF does not process credit card payments 
for registrations. The committee meets by the 25th of each month to review funding requests for the following month, 
and applicants will be notified of their application status after the meeting. Please note that requests to attend 
out-of-state conferences require superintendent approval and take longer to process. Plan accordingly.  

Purchase Order Timeline  
If you intend to have costs paid through the Purchase Order process, you should submit the required paperwork at least 
3 months in advance of the event.  

Submitting Your Application  
Submit your completed application and other requested forms to the District Office, Attn: Christiane Ayoub, West Region 
Director, through regular mail or district mail.  

After Attending a Conference  
In order to receive reimbursement for expenses not paid in advance, you must submit a district form, Certification of 
Expenses, along with an itemized receipt showing it has been paid.  

Reimbursement Timeline  
Unit members who will pay the costs upfront can be reimbursed for their approved expenses following attendance of the 
conference.  You must submit your request for reimbursement within 5 days after the conference. The amount of the 
reimbursement will be based on the Request to Attend Conference form and district policy.  

Conference No-Shows  
Unit members who do not attend a conference and are charged a cancellation fee will be asked to reimburse the district.  
 
Tips for Completing Your Application  
Begin by completing the “Request to Attend Conference” form (District form #6957, see sample below). Please make 
certain the updated Request to Attend Conference is used, or the application will be returned so that it can be filled out 
using the correct form.  This may delay approval to attend a conference. Attach all the necessary documents. Incomplete 
applications will be returned.  Applications can be sent through district mail to Christiane Ayoub, West Region Director in 
Learning & Teaching, or Melissa Serna in Learning and Teaching.  

• Complete all applicable sections of the application.  
• Submit a copy of the conference brochure that indicates all fees for attendance included in the conference price. 

 • Reserve your sub in Frontline as soon as possible. If your application is not approved, you can cancel your sub 
without any penalty. Do not wait for approval to reserve your sub.  

• Itemized receipts for all credit card and cash payments are required for reimbursement of all conference-related 
expenses.  Please be sure your receipts show it is paid in full, and there is not a balance owed, or more 
documentation will be needed.  

• Applicants requesting payment by purchase order should submit the application as soon as possible to allow for the 
maximum amount of time to review and submit to the Business Department upon approval.  

• Temporary status teachers attending training after the contract year ends or before the new one begins need to be 
district employees before attending, or costs will not be reimbursed.  
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Program Checklist  
Do’s  

• Submit your application as early as possible.  
• Submit a separate application for each person attending the event. Group applications will be returned.  

• Verify costs such as taxes and other fees.  
• Notify the committee if you cannot attend the event after your application has been approved.  
• Submit a copy of the conference overview or registration page showing the cost of the conference.  
• Use the updated Request to Attend form.  

Don’ts  
• Submit a partial application. It will be returned for completion and may delay the date the TIF Committee reviews 

your application. 
• Assume an approval is valid if your employment status changes  
• Add expenses after your application has been approved  
• Don’t forget to submit reimbursement requests within 5 days of the last day of the event 
• Airbnb and Vrbo are not approved per Risk Management  

Follow-Up for Your Application:  
• If you have any questions about the review or approval of your application, feel free to contact an OMTA committee 

member,  Rosa Whitton (rosawhitton@omsd.net), and Kelly Cook (kelly.cook@omsd.net) 

 
TIF Committee Dates:  
 
 
 
 

Wednesday, September 3, 2025 
Wednesday, September 24, 2025 
Wednesday, October 22, 2025 
Wednesday, December 3, 2025 
Wednesday, January 28, 2026 
Wednesday, February 18, 2026 

Wednesday, March 18, 2026 
Wednesday, April 8, 2026 
Wednesday, May 13, 2026 
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