Process for applying for Professional Development Travel Funds
[bookmark: _GoBack]Required documentation
· District Travel Form (triplicate, needs dean signature).
· Moorpark College travel form (on PD site. Also needs dean signature).
· Description of event and rationale for going. Documentation of event (I.e. flyer, website splash page). 
· Documentation of event registration costs. 
· Documentation of estimated travel costs (i.e. print out of usual costs for flight/hotel can be found on sites like Travelocity, etc).


Submit Travel Paperwork at least 4 week in advance for domestic travel and 12 weeks for international travel


Travel Paperwork reviewed by the Travel Fund Workgroup the last Wednesday of each month. Last meeting of the AY year is March.


Faculty member is informed of Travel Fund Workgroup's Decision via email


Travel Fund Workgroups takes your paperwork to Fiscal Services


Faculty member receives travel paperwork in their box. This paperwork is forwarded by Fiscal Services and has a cover sheet on it.


Faculty member fills out the paperwork received from Fiscal Services, has their dean sign (again) and provides original receipts



Faculty member attends event


