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                                       Professional Development Funds Request Form

 OVER $200 REQUEST FOR FUNDS

APPLICATION FOR PROFESSIONAL DEVELOPMENT FUNDS

The NTC professional development fund is to encourage employees to engage in continuous updating of their skills.

Applicant Name: 


Employee Status (Full, part-time, Adjunct) & Job Title: 

Supervisor: 

Team: 

Name of activity: 
Date of activity:  
Location of activity: 
Please attach a brochure or description of activity.  A web site link is acceptable.

TOTAL AMOUNT requested from NTC Professional Development Fund: 

What (if any) alternative budget sources have you investigated to fund this Professional Development activity?  
Have you received Professional Development funding for this fiscal year? 


 FORMCHECKBOX 
Yes
 


 FORMCHECKBOX 
No

Please answer the following questions and be as specific as possible in your answers:
1. Identify the College strategic initiative(s) with which this activity is aligned.  

 FORMCHECKBOX 
  Innovation & Growth - The College implements new products or services to meet current and future stakeholder   needs.

 FORMCHECKBOX 
  Strategic Partnerships – The College becomes the preferred strategic partner of area businesses and industries,  K-12 districts, local communities, entrepreneurs and other institutions of higher education to support learning and economic development, establishing NTC as an educational leader.

 FORMCHECKBOX 
  Continuous Quality Improvement - The College develops innovative ways to continually improve learning, support systems, and processes, and the responsible use of natural resources that enhance organizational effectiveness and demonstrates sustainability.  The College encourages and supports professional growth and team development throughout the organization. 

 FORMCHECKBOX 
  Fiscal Strength – The College prudently manages and strengthens its financial resources in order to thrive in a complex and changing environment.

 FORMCHECKBOX 
  Student Success – The College promotes student retention, degree completion, career and job placement and engages a diverse student population through its programs, support services, and campus settings. 

Please explain.
2. List the outcomes of this activity.  Please specify how this activity aligns with the overall Performance Management goals for your Team as well as your own personal goals.  



3. NTC wants to ensure that future professional development funds are used wisely and that knowledge gained from the events is shared with appropriate parties. Please check the following box to indicate that you will complete a short survey about your activity within 30 days after the activity. The information you provide in the survey will be shared with your direct supervisor and Organizational Development (OD).    FORMCHECKBOX 
 
List the total expense amount requested from each source of funding.  For some activities, the individual's time may be considered as a contribution. If the PD activity is partially funded by the Team, indicate budget number(s) and the amount to be funded.  Also, provide an estimate of your proposed expenses. 
	PROPOSED EXPENSES
	

	Registration
	$

	Supplies
	$     

	Tuition
	$     

	Transportation (Miles x .58 = transportation cost) See NTC travel policy 
	$

	Food (see per diem rates at gsa.gov)
	$     

	Lodging (see per diem rates at gsa.gov)
	$

	Other (please specify)      
	$     

	
TOTAL 
	$     

	FUND SOURCE
	

	Professional Development Fund
	$     

	Self
	$     

	Team Budget #                                                                           
	$     

	
TOTAL
	$     


Comments/Additional Information:

Return the COMPLETED electronic version of application with supporting information of the requested activity to your immediate supervisor. Incomplete or Late applications will NOT be approved. Your supervisor will forward the application along with email approval to 
Organizational Development at OrganizationalDevelopment@ntc.edu.
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