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FACULTY

PROFESSIONAL   DEVELOPMENT 

REQUEST FOR FUNDING


PROCEDURE FOR REQUESTING 

FACULTY PROFESSIONAL DEVELOPMENT FUNDS
General Guidelines:

Applicants who did not apply the previous semester will receive preference.

A standard allowance up to $300 for professional development will be considered for each approved request.

Amounts above $300 will be considered if funding is available.

All requests for funding must be submitted on the attached “Faculty Professional Development Request for Funding” form.

Applicants for tuition assistance are required to request a tuition waiver from the college or university they will be attending prior to requesting funding from the Teaching Learning Center Committee.  A copy of the waiver must accompany the request for funding for professional development form.

Requests may be submitted throughout the year.  However, requests will only be considered by the committee in August (Fall), January (Spring), and April (Summer).  Applicants should plan accordingly.
Requests must be completed in full, contain all required signatures, with appropriate attachments (tuition waiver requests, conference brochures, etc.) or they will be disqualified.

Awards of professional development funding will be made based on available budget.  There is no guarantee money will be available or a request will be funded.

All requests for funding are to be submitted to Shirley Dardi, Teaching Learning Center Committee Chair, by the dates specified below.

Professional Development Request Due Dates:
· Fall Term Funding:  Deadline for requests will be 4:00 p.m. on the fourth Tuesday of August.  
· Spring Term Funding:  Deadline for requests will be 4:00 p.m. on the fourth Tuesday of January.  
· Summer Term Funding:  Deadline for requests will be 4:00 p.m. on the fourth Tuesday of April. 
DIRECTIONS:  (Print or type)

1.  Complete the Request Form (Sections 1 OR 2 plus 3)

2.  Obtain REQUIRED signatures

3.  If traveling out of state, complete a Travel Authorization Form (leave the amount & fund coding block                 blank)

4.  Attach other related materials.(i.e. brochure, Travel Authorization Form, waiver, etc.)

5.  Submit the ORIGINAL request to Shirley Dardi, Teaching and Learning Center Committee Chair.
6. INCOMPLETE FORMS WILL BE RETURNED TO SENDER (Request must be completed in full; otherwise it will be disqualified
NAME: ___________________________________ DATE: __________________________

TOTAL AMOUNT REQUESTED
 ______________

CHECK ONE: _____CONFERENCE/SEMINAR          _____ COLLEGE TUITION

   (Complete SECTION 1 & 3) 

             (Complete SECTION 2 & 3)
SECTION 1:  
CONFERENCE/SEMINAR Information

Conference Name:  ______________________________________________________

Date(s):  _______________________________________________________________

Location:  _______________________________________________________________

BUDGET: 
Travel: _________________ Lodging: __________________________

Meals: _______________________ Registration Fee: ________________________

Other: _______________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

SECTION 2:   
TUITION

If you plan to attend a West Virginia state supported College or University for masters/doctorate level courses, you must apply for a Tuition Fee Waiver prior to application for Professional Development funding. Fee waiver applications may have due dates much earlier than the dates for application for professional development funding. Refusal of a waiver because you applied late may affect your ability to receive funding from Southern. A copy of the fee waiver MUST be attached to this request. Graduate tuition paid to employees is taxable and will be reported to the IRS.
ARE YOU ENROLLED IN A DEGREE PROGRAM? 

___   NO   ___ YES               Major/Minor Field(s) _________________________________

INSTITUTION NAME:  ________________________________________________________________

Location:  _____________________________________________________________________________
COURSE#      SECTION


TITLE   

           TIME/DAY       CREDIT HOURS

_________   ________   _________________________________   ___________  ______________

_________   ________   _________________________________   ___________  ______________
_________   ________   _________________________________   ___________  ______________
_________   ________   _________________________________   ___________   ______________
SECTION 3:  
JUSTIFICATION & SPECIFIC BENEFIT TO THE COLLEGE 
How is this funding request related to your job?
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
How do you plan to share the information you received from event attendance with your colleagues or how does this expenditure benefit the institution?

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
SECTION 3 (continued):  

a. 
Have you received PD funding this fiscal year? ___YES ___NO

If yes, state amount: $_______________

b. 
Have you received PD funds this fiscal year from your Division? ___YES ___NO

If yes, state amount: $_______________

c. 
Is your Division willing to partially fund this request?  ___YES ___NO


If yes, state amount: $______________

Confirmation:
1.  If this request is approved and I do not attend the Conference/Seminar, I will contact the Teaching and Learning Center Committee Chairperson in WRITING, so that the money encumbered for my training may be used for someone else.  Failure to do so will disqualify the applicant from receiving PD funds for the next two terms.
2. In case my tuition is paid and subsequently I withdraw from a class or receive a failing grade, I will repay the funds expended by the Professional Development Committee.

3. I understand that I may be asked to verify my course registration and/or my final grade.
REQUESTED BY: 
_______________________________________________





Signature



Date
DEPARTMENT CHAIR: _____________________________________________





Signature



Date

DEAN: 
______________________________________________________ 




Signature



Date
After signature, please forward to Shirley Dardi, Logan Campus
FOR COMMITTEE USE ONLY

___Approved  
___Not Approved
________Amount Approved

Chair of Teaching and Learning Committee: ________________________________________ 






   Signature



Date

___Approved  
___Not Approved
________Amount Approved

President:
________________________________________________________________
Signature






Date
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