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Event Managers

Event managers who conduct PD events at the CTL are responsible to provide a signed attendance list or a printout of the final billable attendance recorded in PLEC (which will also be used in a future automated billing function) to the Finance Officer of their own section. This list is the basis of the billing.

48 hours advance notice of an inability to attend, to the event manager, will not incur a cost.  A no-show will be billed the same as an attendee.

Finance Officers
The Finance Officer in the Central Office section responsible for an event will create accounts and send these to the business managers of the attendees’ schools. When funds are received by the Finance Officer they are to be credited to the respective cost centres which incurred the expense.  The CTL component is to be credited to 41312.
School Business Manager

Invoices will be sent to the School Business Managers early in the new month, listing staff members who have attended PD in the previous month, the event, the date and the cost.  Teachers who are funding their own participation will receive the account directly.

Invoices are to be paid within 21  days by cheque or direct credit to DET.  Enquires on billing can be directed to the Central Office section that conducted the PD.  General enquires can be directed to the CTL on 6205 2022.

If sending remittances by electronic payment to Shared Services, Business Managers are to send a remittance statement to the appropriate Finance Officer who issued the invoice.  A tax invoice stating that the remittance has been sent to Shared Services will be issued.
Events away from the CTL.

An event manager who did not use the CTL as a venue for PD will need to arrange a process to create invoices.  The event manager should discuss specific arrangements with Finance officer in their own section in order to determine a means of invoicing attendees as well as covering costs of the alternate venue.

The Event Manager needs to have a process in place for billing when setting up an event on the Professional Learning Calender.

