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Professional Development Request for Funds Policy

Full-time faculty may receive a maximum of $500 to cover costs for Professional Development.  Requests should be submitted at least 30 days prior to the event and approved funding must be used within the current fiscal year.  

First Requests for funding should be submitted between June 1 and January 15.  Priority funding is given to:
 
1. Faculty who are an “invited / refereed” presenter at a professional conference. 

· Proposals must include a copy of the official acceptance of the proposal for presentation, the conference announcement with dates and times, and a copy of the brochure or Web site announcement.  

· If a faculty member is approved for funding and spends less than the $500 allocation, they may request the balance for a second presentation if the request is submitted before January 15.  After the January 15 deadline, they can apply for additional funding for a second presentation.

Note:	Faculty who are submitting proposals for presentations in the Spring may have funds held until notification of acceptance to present.
	
2. Faculty who are officers in state, national, or related organizations and receive no reimbursement to attend required conference meetings. 

After January 15, a second round of funding requests will be accepted for professional development other than invited presentations, as well as for a staff professional development activity.  Faculty who were funded in the “first request” period may also apply for additional funding to cover expenses over their $500 allocation, or submit a proposal for an additional professional development activity.

Expense Reports with receipts should be submitted to the Dean’s Budget Officer within 7 days of your return.  
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Professional Development Request for Funds


Name  									  Date  				

Activity Name (attach copy of conference announcement)

													

Dates of Activity:  From: 				  To: 				

Location  												

Title of Presentation (if presenting)  									

													

													

	Anticipated Expenses (Please follow GU Travel Guidelines):

	Air Travel	$  			
	Mileage	$  			
	Lodging	$  			
	Meals 	$  			
	Registration	$  			
	Other	$  			

	Total Requested	$  				Amount Approved:    $	  		







Department Chair Approval  							  Date 			


Dean’s Approval  							  Date 			
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