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Professional Development Funding Requests, 2017-18 / 4Cs Bargaining Unit  

 
Please follow these instructions for all required forms and signatures. 

APPLICATION PROCESS  

1. Professional Development Application. Q:\QVCommon\Forms\Professional_Development\PDApplicationForm18.pdf 

This form is required for all requests for reimbursement from the Committee. 

A. Please round the requested funding to the nearest dollar and answer all questions. 

B. If required to complete a Travel Authorization (TA) form (see instruction #2, below) the funding 

amount requested on the TA must match the funding requested here.  

C. Attach documentation: 

For Conferences, document both the activity and its costs, including program information,  

registration fees, anticipated lodging, travel and meals costs, if applicable. Documentation 

might include brochures, screen shots of online conference schedules and registration 

forms, payment confirmations, etc. 

For tuition reimbursement, attach a tuition receipt, not just a bill. 
For professional society dues, attach a payment receipt. 

 

 

2. Travel Authorization Form. Q:\QVCommon\Forms\Professional_Development\Travel Authorication18.doc 

This form is required for conferences and travel-related professional development activities. 

Itemize all anticipated expenditures. Be sure to include all appropriate expenses (e.g. hotel taxes, 

estimated mileage costs, parking, gratuities—which can include 15% based on your meal cost 

request). If you are booking airfare, the Business Office can help with booking.   

Calculate the total and round to the nearest dollar. Record this total on the Professional 

Development Application (#1 in these instructions) as your total funding request. 

 

3. Signatures 

a. Sign your Travel Authorization (TA) form (if one is required, see #2, above). 

b. If you are not a faculty member, obtain your department head’s signature on the TA form. 

c. Request your dean’s signature on the required forms: the Professional Development 
Application (all applicants) and the TA form (see #2). 

 
4. Submission 

a. Send the original, hard-copy, signed forms and all attachments to the chair of the Professional 

Development & Sabbatical Leave Committee, keeping back-up copies for your records. 

b. Email a scanned copy of the entire application packet to the chair of the Professional 

Development & Sabbatical Leave Committee. 

 

Please note: incomplete application packets and applications lacking the required signatures will 

not be reviewed by the Committee. They will be returned to the applicant without an award. 
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REVIEW PROCESS 

The Professional Development & Sabbatical Leave Committee will review complete applications at its 

next scheduled meeting. The committee’s recommendations are then submitted to the college 

president for final approval. You will receive your application back from the committee chair, along with 

a Notification of Action, and the necessary forms to document actual expenses incurred, typically within 

a few days of the committee meeting. 

 
APPROVED ACTIVITIES:  WHAT TO DO NEXT  

The Notification of Action memo will include the funding award amount and detailed instructions on 

how to proceed. Those instructions are repeated here for your information: 
 

BEFORE AND DURING THE ACTIVITY 

1. Submit the completed paperwork and all approvals, provided by the chair of the Committee, to 

the Business Office immediately. 

2. If you’ll be driving your own car for any part of the trip, submit a copy of your auto insurance 

declarations page to the Business Office prior to the activity. 

3. Save all receipts related to the activity: 

• Meal receipts must be detailed—not just the summary receipt with a total but the 

receipt listing the vendor and the specific meal charges.  The maximum meal 

reimbursement is $100 per day.  

• The Business Office will calculate mileage. 

4. Keep a copy of all paperwork for your records. 
 
 

AFTER THE ACTIVITY – the TRR form 
 

Q:\QVCommon\Forms\Professional_Development\Travel Reimbursement Request.pdf 

1. Complete a Travel Reimbursement Request (TRR) form. (This is not the same as the travel 

“authorization” form submitted as part of the application process. The TRR is used to document 

actual, incurred expenses. Attach all receipts to this form. 

 Remember to leave mileage blank—mileage is calculated by the business office. 

 “Dept. to Charge:” In this space on the form, record the amount of funding approved by 

the PD committee as indicated on the Notification of Action memo (as well as amounts 

from other sources of funding, if other college sources are paying). 

2. Obtain your dean’s signature on the TRR form. 

3. Submit the completed, signed TRR form and all attachments to the Business Office. 

4. 

sources, keep the PD application and receipts, in case additional funds are available later in the 

year. 

If the final cost of your activity is not entirely covered by the PD award and other college funding 


