
Directions to Request A Professional Development Activity 
 
All requests for professional development will now be approved through the PDC 
committee.  These include all activities paid by PDC, special ed, and title programs.  Steps 
in receiving approval for attending a professional development activity: 
 
1. The PDC meets on the second Monday of each month.  Please fill out request and have it in the 

committee’s hands for approval on a meeting date that will give you enough time to take care 
of registration, etc. after the meeting.  If you do not make a request in sufficient time, your 
request may be denied. 

2. The following should be paper clipped together and given to the committee when you ask for 
approval: 

 Request form  
--filled out and signed by principal/program director. 

 Any registration form (filled out) that must be sent.  This will be returned to you with 
                the approved request.  You are responsible for mailing this. 

 Purchase order NUMBER 
--If you need registration paid, a purchase order should be filled out requesting this.  
It will be approved by the superintendent when he gets the request form signed by 
the PDC chair.  You should include instructions in the internal note section of the PO 
for processing. 

 Lodging reservations 
--Reservations may be made with the school credit card.  You are responsible for 
checking with the hotel to confirm payment details.   

 
3. Once the request has been approved by the committee, it is sent to the superintendent’s office 

for approval.  After his approval, you are sent a copy of the request showing his approval.  
Make sure at this time that any purchase orders or registration forms that needed to be sent are 
taken care of. 

 
Reimbursement for meals and mileage 
1. Fill out the voucher for reimbursement.  Attach meal receipts.  Remember, tips are not 

reimbursed.  If a meal is included with your registration fee, you will not be reimbursed if 
you choose to eat elsewhere.  There is a $30 meal limit per day. 

2. There has been a summary of charges section added to this reimbursement page.  This 
should help with bookkeeping. 

3. Send this voucher to Lori Allen, PDC chair, for signature. 
4. With this voucher also include your evaluation of the activity.  Reimbursement will not be 

made without the evaluation. 
5. After being signed by PDC chair, voucher is sent to superintendent’s office for payment. 
 
All forms may be requested by email from Lori Allen.  After Don has finished our computer 

upgrade, the forms should be available on the school Website. 
 
The current members of the PDC committee are:  Lori Allen, Cindy Crabb, Kyle Dare, Jeff 

Davis, Joy Kirkman, Cheryl Lane, Mandy Placher,  and Fayette Moss.  


