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request for professional development funding
All requests for funding must be made by completing this form and submitting it to the associate dean (715 Broadway, 6th Floor) for 
approval at least 6 weeks prior to the scheduled event or activity.  If your request is approved, you will receive a copy of this form in 
your mailbox along with a set of guidelines that detail the type of documentation necessary for reimbursement.  You should pay for 
all expenses and then submit your original itemized receipts and whatever other documentation is necessary to Cyd Fulton.  After you 
have submitted your receipts, you will receive a reimbursement form (in your mailbox) which you should sign and return.  Your signed 
reimbursement form, along with your receipts and a copy of this request form, will be submitted to Accounts Payable for processing.   
Professional development funding for adjunct faculty is in accordance with the collective bargaining agreement in effect between the 
University and the ACT/UAW.

name       date submitted 

employment status:    full-time faculty   adjunct faculty 

details of professional development activity

location, date and title of conference, meeting, or event, or purpose of other proposed expenditure 
and its expected academic/professional benefit:

are you presenting a paper, presiding at a session, or publishing an article or book?   yes     no     
if yes, please give details (paper title, etc.):

dates of travel and projected itinerary or timeline for publication:

projected expenses                                                                     
conference registration                        $

travel (air, train, car rental, etc.)        $

hotel                                                        $

meals                                                         $

other (please specify)                             $

total projected expenses:                       $

approval signature

           amount approved 
Approval Signature  Date
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