Staff Professional Development Fund Application and Guidelines
Purpose:
The Staff Professional Development Fund is designed to support staff members in attending professional development opportunities that align with their roles and the university’s strategic goals. This funding can be used for conferences, workshops, books, subscriptions, certifications, trainings, licenses, and travel expenses related to professional growth.

Eligibility:
· Full-time staff members are eligible to apply for the fund.
· Applicants must submit their request for funding by the following deadlines:
	[bookmark: _Hlk194391774]Event Date Range
	Application Deadline

	*May 1-June 30, 2025
	*April 15, 2025

	July 1-Sept.30, 2025
	June 1, 2025

	Oct 1 - Dec 31, 2025
	1-Sep-25

	Jan 1 - Mar 31, 2026
	1-Dec-25

	Apr 1 - Jun 30, 2026
	1-Mar-26

	Jul 1 - Sep 30, 2026
	1-Jun-26

	 
	 


· *April 15 deadline enacted just for this year as we just starting the application process but will be reverted back to a quarterly system next year.
· Staff may receive up to $250 per year in funding for professional development activities.

Covered Expenses:
The $250 can be applied to the following areas:
1. Conferences: Registration fees for in-person or virtual events. Travel expenses (transportation, accommodation, meals) may also be considered.
2. Books: Professional development books or materials related to your role or career advancement.
3. Subscriptions: Professional journals, online learning platforms, or other educational resources.
4. Certifications/trainings/licenses.

Funding Limits and Guidelines:
· Maximum Amount: Up to $250 per staff member per year.
· Event Relevance: Funds will be awarded for events that support the staff member’s professional growth and align with the university’s goals.
· Travel: If applicable, travel funds will cover reasonable transportation, lodging, and meals, but cannot exceed the total amount allocated to the staff member.

Application Process:
1. Complete the Application Form:
· Name:
· Position/Department:
· Employee ID Number:
· Event/Opportunity: (Include title, location, and dates of the event or details of the book/subscription)
· Total Estimated Cost: (Provide a breakdown of the costs, including registration, travel, accommodations, etc.)
· How does this event/subscription/certification/book align with your professional development goals?
2. Submit the Application:
· Applications should be submitted to the Professional Development Committee.
· Submission Deadlines:

	3. Date Range
	Application Deadline

	Event Date Range
	Application Deadline

	*May 1-June 30, 2025
	*April 15, 2025

	July 1-Sept.30, 2025
	June 1, 2025

	Oct 1 - Dec 31, 2025
	1-Sep-25

	Jan 1 - Mar 31, 2026
	1-Dec-25

	Apr 1 - Jun 30, 2026
	1-Mar-26

	Jul 1 - Sep 30, 2026
	1-Jun-26

	 
	 


· *April 15 deadline enacted just for this year as we just starting the application process but will be reverted back to a quarterly system next year.

  
4. Notification:
· Applicants will be notified of funding decisions within 10 business days after the submission deadline. (e.g., for applications submitted by September 1, review decisions will be made by September 15th.)
· Submit applications to: Kathryn.Doaty@athens.edu 
· Applicants will be sent an e-mail with instructions on how to access funds and the process in which to utilize the funds.

Flexibility for Last-Minute Opportunities:
While the deadlines above ensure timely review and allocation of funds, we recognize that opportunities may arise outside of the typical application cycle. To accommodate these, we will allow for rolling applications in the following manner:
· Rolling Application Option:
Staff may submit applications for funding up to 3 weeks before an event if it falls outside the regular deadlines (e.g., if a conference or workshop is announced after the deadline). These applications will be considered on a first-come, first-served basis until all available funds for the cycle are exhausted.
· Submit e-mail for consideration if outside the deadlines to: kathryn.doaty@athens.edu






Athens State University
Staff Professional Development Fund Application
Applicant Information
· Name: 
· Position/Department: 
· Employee ID Number: 
· Work Email: 
Professional Development Opportunity
· Event/Opportunity Name: 
· Location (if applicable): 
· Event Date(s): 
· Total Estimated Cost: 
(Please provide a breakdown of costs: registration, travel, accommodations, materials, etc.)
Funding Request Details
· Amount Requested (up to $250): 
· Which category does this funding apply to? (Check all that apply)
☐ Conference (registration, travel, lodging, meals)
☐ Book(s)
☐ Subscription(s)
☐ Certification(s)/Training(s)/License(s)
Professional Development Alignment
(Briefly explain how this opportunity aligns with your professional development goals and Athens State University's strategic objectives.)

Submission Deadlines
	Event Date Range
	Application Deadline

	May 1 – June 30, 2025
	April 15, 2025

	July 1 – September 30, 2025
	June 1, 2025

	October 1 – December 31, 2025
	September 1, 2025

	January 1 – March 31, 2026
	December 1, 2025

	April 1 – June 30, 2026
	March 1, 2026

	July 1 – September 30, 2026
	June 1, 2026


Submission Instructions
· Submit the completed application to the Professional Development Committee at Kathryn.Doaty@athens.edu
· Applications will be reviewed, and decisions will be communicated within 10 business days after the submission deadline.
· If approved, applicants will receive instructions on accessing and utilizing the funds.
Rolling Applications for Last-Minute Opportunities
· Staff may apply up to 3 weeks before an event if it arises outside regular deadlines.
· These applications will be reviewed on a first-come, first-served basis until funds are exhausted.
· Submit these requests via email to Kathryn.Doaty@athens.edu with the subject line: "Rolling Application – Professional Development Fund".
Signature: 

Date: 


