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What is Professional Development (PD?)

� The continuous process of building knowledge, skills, 

and abilities as related to one's role in the institution. 

� Benefits the individual with enhanced expertise and 

sharpened skills and also supports the mission of the 

entire organization. 

� Solano Community College supports the professional 

development of its administrators, faculty, and staff. 



How does Solano promote PD? 
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What types of events count as PD?

� Events that promote faculty/staff 

development, student success, and/or 

instructional improvement



How to apply for PD funds? 

1. Complete the forms

2. Submit application packet

3. Wait for notification



1. Complete the forms

� Travel Authorization 

and Reimbursement 

Claim (Part I) –

Request to Attend

� Attach copies of 

estimates for allowable 

expenses

� Obtain supervisor’s 

signature with date

� Sign and date



1. Complete the forms

� Professional Development Grant Application

� Indicate the Chancellor’s Authorized uses, SCC 
Strategic Objectives, and PD Learning Outcomes 
met by the event 

� Explain how the event meets the above criteria for 
professional development funds 

� Describe how you plan to share your knowledge

� Attach a descriptive brochure/flyer of event

� Specify the amount of funds requested

� Sign and date



Review Evaluation Rubric



2. Submit application packet

� Use the checklist to ensure all forms are 

complete and supporting documents are 

included in packet

� Submit the packet to the Academic Senate 

Office (room 610) 



3. Wait for notification

� Provide additional information if necessary

� Applicants with complete packets are added 

to the committee agenda as time allows

� Completed applications are evaluated with 

the standardized rubric

� Applicants are notified within one (1) week of 

the committee evaluation

� Out-of-state requests are not complete until 

approved by the S-P



Requesting cash advance/prepaid expenses? 

� Complete Part II of the Travel Authorization 

and Reimbursement Claim Form

� Submit the request a minimum of two to 

three weeks prior to date advance or 

prepayment is needed 

� Include a copy of documentation (conference 

registration, invoice ,or receipt) with forms



Requesting to travel out-of-state? 

� Submit forms at least three to four weeks in 

advance

Daily Bruin 2017



Requesting to travel out-of-state? 

Out-of-State travel 

requires S-P approval

Foreign travel is 

generally not approved



“California must take action to avoid supporting 

or financing discrimination against lesbian, gay, 

bisexual, and transgender people”

AB No. 1887

Texas

Oklahoma

Kansas

South
Dakota

Tennessee

Kentucky

North Carolina



If approved, then . . . 

� Make plans

� Keep original receipts for authorized expenses 
during event

� Think about how to share knowledge with 
colleagues



Request for Reimbursement

� Complete Part III with 

seven (7) calendar days 

after return

� Attach original receipts 

for authorized expenses

� Submit to Academic 

Senate Office (room 610)



Important Points about Reimbursement

� Out-of-state travel requires S-P approval

� Foreign travel generally not approved

� Meal per diem ($51 in 2018, $55 in 2019)

� IRS – if advances and pre-payments are not 

settled within 60 days

� All payments converted to taxable income

� Travel settlement is still required

� Taxable income cannot be reversed



Mileage Reimbursements

� For all miles in excess of a normal commute

� Reimbursed at IRS rates ($0.545 in 2018)

� Fill out a reimbursement request

� Attach Google map of route

� Attach receipts for parking and tolls


