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	STEP 1:  REQUEST  (To be completed by Requestor - Attach documentation at time of submission)
	

	Name
	:
	
	Dept.
	:    Academic Services

	Activity
	:
	
	Activity Date
	:   
	LGC (   FAC (  DTC (

	Amount Requested
	:
	

	Describe the benefit to you
	:
	

	To the College
	        
	

	To the Student
	:
	

	Requestor
	:
	
	Supervisor
	:    

	
	
	(Signature & Date)
	
	
	(Signature & Date)

	I confirm by my signature above that the activity I am requesting these funds for is consistent with the activities/plans on my current Employee Work Development Plan and that my supervisor has reviewed and approved my plan.  I also confirm that I have no outstanding request pending payment.


	STEP 2:  BOARD REVIEW  (To be completed by Board)
	

	To
	:
	
	Date
	:

	Your request for funds above has been reviewed by the professional Development Committee and has been:

	( Approved in the amount of $
	
	( Disapproved

	Reason for Disapproval:

	

	Chairperson
	
	Treasurer
	
	Business Mgr
	

	
	(Signature & Date)
	
	
	(Signature & Date)
	
	(Signature & Date)


	STEP 3:  PAYMENT (To be completed by Requestor)
	

	PLEASE PROCESS FOR PAYMENT AS SOON AS POSSIBLE

	Date Payment Made
	:
	
	Person Making Payment  :  
	

	Payment Amount:
	:
	$
	

	(Payment cannot exceed approved amount.  Any amount above that shown in section 2 will be the responsibility of the employee)

	
	
	

	Charge to AIS account #162050
· To pay by credit card: Please send a department requisition and the Professional Development application to the Purchasing Department.  They will process the payment



	STEP 4:  NOTIFY BUSINESS OFFICE (To be completed by Requestor)
	

	* Provide 1 copy of this form, with all sections completed, to Gail Banks in the Business Office immediately after making                            payment. 
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