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PROFESSIONAL DEVELOPMENT
REQUEST FOR APPROVAL
Directions for Completing Form:  
Employee:  Please complete the top portion of this form and submit to your supervisor 
Department Supervisors:  Once this request is received from the employee, please complete the following items by clicking on each box to either enter information or select an option from a drop down menu. 
Once form is completed, please forward the form to the leadership team member to whom they report.
The leadership team will then review the request and then will approve, deny or request more information.

Employee Requesting Attendance at PD: Click or tap here to enter text.
Name of Event:  Click or tap here to enter text.
Event Host or Sponsoring Agency: Click or tap here to enter text.
Date of Event: Click or tap to enter a date.					Time of Event:  Choose an item.
Event Location: Click or tap here to enter text.
Estimated Costs:  Click or tap here to enter text.
_______________________________________________________________________________________
Supervisor Submitting Request: Click or tap here to enter text.		Department:  Choose an item.
How Many PD Requests has this Employee Made this Year:  Choose an item.
Is this a required PD opportunity? Choose an item.
Other Relevant Information: 	
Click or tap here to enter text.
Leadership Team Use Only:  
☐-Approved	☐- Denied		Reason PD was denied: ____________________________________________     
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]☐- Requests more information		Information needed: ______________________________________________
[bookmark: _GoBack]     Signature: ______________________________________________
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