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Fellowship Training Funds- Reimbursement
Policy

The Pediatric Education Department oversees the distribution and reimbursement of professional funds (Book Money) for Fellows and discretionary funds for all Divisions.  Each Fellowship Director will maintain responsibility for approving and allocating all discretionary funds within their department.
Funds are allotted based on the number of fellows in the division who are paid through the Pediatric Education Budget. 

· Divisions with fellows on Training Grants for Pediatrics will receive the full amount per fellow.

· Divisions with fellows that are paid by UH Adult medicine, or on Training Grants for Adult medicine, will receive a subsidized amount for their discretionary funds.

· These fellows will not receive Book Money through the Pediatric Education Department.

Procedure
On an annual basis, Fellowship Directors will be provided with a list of their fellows and the amount of funds allocated to their division for the fiscal year. The amount allocated will be based on the number of fellows in the division paid through the Pediatric Education Budget.
Categories
1. Book Money for Fellows

2.     Discretionary Funds for the Division

In Service Exams, Travel Funds, and Recruiting for Fellowship.

On a quarterly basis the Fellowship Coordinator will send the Fellowship Directors a status report on their discretionary funds and Fellows will receive a status report on the amount of book money remaining.

Fellows

1. Fellows are given a set dollar amount towards book money to spend in accordance with UH policy.
a. Computers, software, PDAs will not be covered by book money.

2. Fellow are required to complete the Fellowship Expense Form (attached) and submit a copy of their receipt(s) to the Pediatric Education Fellowship Coordinator in order to be reimbursed.

a. Receipts must be submitted within the same month as the expense is incurred. 
i. Proof of payment is mandatory per UH policy.
b. All receipts for the fiscal year must be submitted no later than December 28th of that year. 
3. Travel requires prior approval via the UH policy for obtaining Trip Numbers.  
a. Travel that is not arranged according to the Hospital policy will not be approved under any circumstances.
Oracle IExpense

All Fellowship Directors and Fellows will be required to delegated Suzanne Dominick and Jackie Sherry in the Iexpense system, in order for expenses to be reimbursed. See Delegation Process for instructions.

UH Policies

Attachments: 

Fellowship Expense Form

Fellowship Tracking File

Iexpense Delegation Process
Approval:

Pediatric Education Manager _Jacqueline Sherry__________________________ Date 4/24/08
Pediatric Fellowship Program Director   Michael Anderson__________________ Date 4/24/08
Revision dates:

Confidential
Page 1
6/10/2008

