Abraham Baldwin

Agricultural College

Faculty / Staff  Development Committee
Professional Development Funds Request
(Seminars, Workshops, Continuing Education, etc . . . )
Name __________________________________________________________ Date _________________     

Social Security Number ___________________Current Job Title:________________________________                                              

Department / Division / Area of the College Employed: ________________________________________

Purpose of Request _____________________________________________________________________

Amount Needed $_______________Amount Requested $ ________________  Date needed___________

How much will your budgetary unit contribute to this request? $__________________________________ 

(Please attach letter from your budgetary unit  stating how the unit will  support this request.)

Have you received Faculty/Staff Development Funds in the last 12 months ?  Yes [  ]    No [  ]


Amount $________________ Purpose ________________________________________________
Describe what you will attain from this Professional Development activity:  ________________________

_____________________________________________________________________________________
What will you be able to contribute to ABAC by attending this function ?  _________________________

_____________________________________________________________________________________

Estimated Expenses: 
(Attach copy of registration brochures and other relevant information.)


Registration $                         
Lodging $________________________________

Travel   $                               
Meals $__________________________________

Other Allowable $                           (Textbooks are not allowable.)


Please explain any other expenses to be incurred that are included in your request.

Please send a hard copy with attachments to the Academic Dean’s Office.  Email the request form to the chairman of the Faculty/Staff Development Committee.

I  have  read  all  of  the  Funding  Guidelines  and  I  agree  to  adhere  as  outlined.

Signature:  _______________________________________Date:  __________________

Revised March 2000

w:\nancy\facstaff.dev\guidelin\professn.app

Eligibility and Accountability
 1.
Only full-time, permanent employees of ABAC are eligible for consideration of these funds.

 2.
Applicants for funding must have completed 9 months of employment from the date of hire before being eligible


to receive funding.

 3.
Employees of all segments of the College are eligible for funding based on the merits of the proposal as determined by the Faculty/Staff Development Committee.

 4.
Funding or proposals will be considered without regard for race, gender or area of employment at ABAC.

Guidelines for Professional Development

 1.
Requests for funding will be awarded on basis of current year planning priorities.  Top priority will be given to professional development activities that are in an area related directly to the employee's area of responsibility with the institution.  Second priority will be given for professional development  in another position on campus which would be an advancement for the employee.

 2.
Each request will include a letter of support from the budgetary unit head.  It is the responsibility of the unit head to make sure that the applicant meets the eligibility  requirements and that the request is complete.

 3.
Deadlines for submitting requests will be determined by the committee and will be announced by email and in the FOCUS.  

 4.
A screening committee will review all proposals to determine if all criteria for funding have been met before the proposals are reviewed by the committee as a whole.  If an application is incomplete,  the request  will be returned to the budgetary unit head for re-submission.

 5. 
If the Committee does not approve full funding of a proposal, the person making the request has the right to


appeal to the Vice President and Dean of Academic Affairs.

 6.
If two applications are considered of equal merit, and one of the applications is from a person who has already received Faculty/Staff development funding during the academic year, the other application will be given priority for funding.  The current availability of funds will dictate to some degree the funding recommendations in cases such as this.

 8.
The committee will review each request and recommend funding all, part, or none of the request.  The applicant will be informed of the committee's decision as soon as possible by the Office of the Vice President and Dean of Academic Affairs.   The Dean’s office will send a letter  to the ABAC Foundation Office as official notification to encumber these funds.

 9.
Upon completion of the professional development activity,  the applicant will submit to the Foundation office a copy of the state Travel Expense Statement with attached receipts along with a copy of the stub of the expense check issued by the college.   The Foundation will then forward a check in the amount of the balance remaining or the amount approved, whichever is less.  If extenuating circumstances exist, prepayment can be made if the applicant makes a special appeal to the dean.

 10.
If the committee deems the subject matter of a seminar/workshop/conference to have campus-wide  appeal, the committee may recommend to the dean that upon completion of the seminar, the applicant be asked to conduct 
an on-campus workshop and/or distribute literature.
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