	Memberships, Licenses & Certifications Application Form

	Name of Membership Holder:
	
	Payroll #:
	

	Name of P-Card Holder:
	
	Payroll #:
	

	Reminder:  Be sure to review the Corporate Memberships Table to determine if PNWD already has a membership in the society you are considering for participation.  Refer to the Payment for Memberships, Licenses, and Certifications section of the Staff Benefits and Programs subject area for details.

	Society, Certificate, or Membership Name:
	

	Mailing Address:
	

	Membership Period Requested:
	From (date): _______       To (date): _______
	Payment Method:

P-Card: ___________
Other: ____________ (specify)

__________________

	Membership Type:
	Individual: _______          Corporate: _______
	

	Application Status:
	New Request: _______    Renewal:  _______
	

	Charge Code(s):
	
	Amount Due:
	

	Justification (required for all requests):


	Manager certifies that this request meets ALL of the following conditions:
· Payment of dues to this organization is clearly justified and provides necessary and specific benefit to PNWD or DOE.

· Does not constitute payments for, or in support of, partisan and political activity.

· Is solely for purposes of enhancing trade, business, or technical knowledge necessary for, and related to, performance of PNWD or DOE work.
· If $5,000 or greater, justification includes how the certificate, license, or membership is directly related or required to perform work; and how PNWD or DOE will receive a direct and substantial benefit from reimbursing these costs.  (Attach documentation as necessary.)

	Approvals
	Print Name
	Sign Name
	Date

	Immediate Manager
	
	
	

	One-Over-One
	
	
	

	Business Manager
	
	
	

	Form Distribution:

1. Send a copy to Leadership & Staff Development (K1-51).
2. Attach the original to your P-Card Transaction Approval Report.
(Note: Leadership & Staff Development does not process membership payments.  If you have a question about payment status, please contact your Business Office.)
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