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	Request for Administering Professional Development for School Based Employees
Instructions:
1. Preapproval is required prior to invitation.
2. The completed form will be maintained by Darion Richardson.
3. The following working day after the completion of the training the following items should be supplied to Darion Richardson: (1) the sign in sheet and (2) agenda. Timely submission is imperative so Kelly Service Subs are not invoiced to the School for the Professional Development.

	Professional Development Information

	Name of Employee in charge of PD (*):
	

	Title of the PD
	

	Date and Time of PD:
	

	Substitute Information

	Is a Kelly Services needed for the attendees:
	☐	Yes
	☐	No

	
	If yes, is the sub a half or a whole day sub?
	☐	Half Day
	☐	Whole Day

	
	If yes, what is your funding source (i.e. General Fund, Title I, Title II, IDEA, etc.)?
	

	Payroll and Time Keeping

	Is additional pay or stipend needed for those who participated:
	☐	Yes
	☐	No

	
	If yes, who is responsible for the timekeeping into BP?
	

	
	If yes, what is your funding source (i.e. General Fund, Title I, Title II, IDEA, etc.)?
	

	
	If yes, how many people are expected to attend?
	

	
	If yes, how long is your training?
	

	Approvals

	Employee Requesting PD
	
	
	Date:
	

	Supervisor of Employee Requesting PD
	
	
	Date:
	

	Chief of Employee Requesting PD
	
	
	Date:
	

	CFO or Federal Programs Approval, depending on funding source
	
	
	Date:
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