
 Columbia Public Schools 
 IN-DISTRICT PROFESSIONAL DEVELOPMENT 

 SUBMITTED BY 

 Name  Role / Title 

 Organizer Building/Dept.  Date of Application 

 Budget Manager Name 

 EVENT INFORMATION 

 Name of PD Event / 
 Session 

 Facilitator / Presenter  Location / Room 

 Date(s)  Start / End Time 

 Purpose / Objective 

 ATTENDEES 
 Sub rate: $158.75 / full day  |  $79.38 / half day.  Check box if substitute is required; enter cost in final column. 

 #  Attendee Name  Building / Department  Sub 
 Required?  Coverage  Sub Cost 

 Confirmation 
 Number 

 Principal 
 /Supervisor 

 Notified? 

 1 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 2  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 3  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 4  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 5  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 6  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 7  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 8  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 9  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 10  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No



 #  Attendee Name  Building / Department  Sub 
 Required?  Coverage  Sub Cost 

 Confirmation 
 Number 

 Principal 
 /Supervisor 

 Notified? 

 11  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 12  □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 13 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 14 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 15 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 16 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 17 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 18 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 19 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 20 
 □ Yes
 □ No

 □ Full
 □ AM
 □ PM

 $ 
 □ Yes
 □ No

 Total:  $ 

 SUBSTITUTE COVERAGE 

 Sub Reserved in 
 Release Time 
 Calendar? 

 □ Yes      □  No      □  N/A

 FUNDING SOURCE 

 Account Code / Key / Object  Funding 
 Category 

 Amount 

 □ PD Account  $ 

 □ Grant   □ Other  $ 

 □ Outside Agency  $

 SIGNATURES & APPROVAL 

 Submitted by:  Print Name:  Signature:  Date 

 Budget Manager:  Print Name:  Signature:  Date 
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