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Staff Development Fund Request Instructions

Staff development funds are available for staff members to attend special development workshops,
seminars and classes. For a staff member to request funds, the following steps must be followed.

For Continuing Education Courses

e Fill out a Continuing Education Registration Form.

e Fill out a Staff Council Staff Development Funding Request.

® Be sure to get your supervisor’s signature on the Staff Development Funding Request form.

Once these forms are completed, please mail them to Jared Goodall, Center for Global
Engagement, where they will be processed. Please keep in mind that to be properly registered, you
must apply in plenty of time to give the paperwork time to be processed.

For Conferences and Workshops offered off campus

* Print conference/workshop/seminar information (organization, registration cost and deadline, location
of conference/workshop/seminar) or a registration confirmation page and attach it to the Staff
Development Funding Request Form.

¢ Be sure to get your supervisor’s signature on the Staff Development Funding request form.

¢ Send (or hand deliver) all of the above to Jared Goodall, Center for Global Engagement.

About Staff Development Funds:

Staff Development money is available for classified personnel to attend work-related seminars,
conferences, workshops, and Continuing Education classes on campus and off campus. You may
apply to the Staff Development Chair to pay the cost of your registration fee, gas, meals, and
lodging (at current State rate) up to $500 per request, per fiscal year.

If you need any forms, or have any questions, please call Jared Goodall at x2833. Please notify Jared
if you cancel or reschedule a seminar.

PENALTY CLAUSE: Any misuse of Staff Development monies will result in denial
of access to the Staff Development fund for a time to be determined by the Staff
Council and/or repayment of funds.




