DEPARTMENT OF ECONOMICS STAFF DEVELOPMENT OPPORTUNITY REQUEST FORM

The Department of Economics will provide up to $1500 per academic year for staff employees to attend outside training, conferences, classes, etc. that will contribute toward their professional development. 
Employees may also be eligible to take advantage of paid professional development leave under PPSM policy 50.B. 
All employees must obtain their supervisor’s approval before such requests can be considered by the Director.   All requests for the fall semester should be submitted by September 30 of that year and all requests for the spring should be submitted by February 28. Exceptions will be made on a case-by case basis.  Supervisors: please check the box(es) on the next page that pertain to the request and then print and sign your name at the end of this form. Completed requests should then be sent to the Director for final approval.

Name of employee who is making the request: ______________________________

Name of the event that the employee wishes to attend: ________________________

____________________________________________________________________

Description of the event: ________________________________________________

____________________________________________________________________

Location of the event:
__________________________________________________

Dates & hours of the event: ____________________________________________________

Detailed budget for the event:

Registration: $__________________________






Travel:
 $______________________________






Lodging: $_____________________________






Other (explain): $_______________________

___________________________________________________________________






Total Request:
 $________________________

Please describe the activity and the importance of your participation: ________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Are you also requesting professional development leave time under PPSM 50.B?  
(circle one)        yes          no
If yes, indicate the number of hours being requested: _____________________

As a guideline, 5% (8 hours) time per month will be approved, within the timeframe of your professional development program or training.   Exceptions will be considered on an individual basis.  The maximum number of hours per calendar year under PPSM 50.B is 80 hours (10 working days).
(FOR SUPERVISOR TO COMPLETE)

This event will benefit my employee in the following ways:

· It will enrich his/her knowledge/skill base as it pertains to the position requirements.

· It is a training opportunity to refine already acquired skills.

· It is an opportunity to allow for advancement of his/her career.

Supervisor approval: ______________________________________________________




(print name)



           ______________________________________________________




(sign name)





(date)

Director approval: ________________________________________________________




Phil Walz





(date)

