RNSB Employee Professional Development Request Form

NOTE: Training requests are recommended to be submitted 3 weeks in advance; those submitted less than 2 weeks prior to the event will not be accepted without written justification.


	
Employee Name:
	Date(s) &
Attach Agenda (required)
	Title and Type (Training, Conference, Workshop, Cont. Ed.) & Location
	Registration Fee

	[bookmark: _GoBack]
	
	
	

	Estimated Cost for Travel:
(Date/Day, From/To)

	Per Diem & Mileage:
(GSA or RNSB Vehicle available?)
	Hotel/Airlines/Ground transportation:

	Estimated cost Total:



	
	
	
	

	Account number(s): 

	Purpose and Justification: (Explain how the training supports program objectives, professional growth, and performance improvement. If not within the scope of work, reason for attending.)




	Is the training required for certification/recertification?  [image: ]  Yes [image: ] No  If yes, what Certification?

	Will the employee train others? [image: ] Yes  [image: ]  No   



Employee Signature: ___________________________________ 	Date: ______________
Immediate Supervisor: 	Date:  	 
Department/Division Director: _____________________________Date:  	 
Superintendent/Executive Director/Construction Services Director _______________________	Date: ______________ 
(If over $1,500.00 or out of state)

Training/Seminars/Conference Verification by Human Resources Department
*Review the type of training to ensure training is in line with job duties & responsibilities.
Comment:

*Reviewed & verified by HR staff: 	Date:  	

Fund verification:  Available funds:   Yes  No Budget Officer: 				Date: 		

	Comment: 

**Attach this approved form to all payment requests for Registration/TAs/Credit Card Usage**
[ Employees are to submit a certificate of attendance or CEUs earned to HR.]
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