
Staff Development Funding Request 
Flow Chart for Departmental Payments/Reimbursements 

NOTES:  
 Be sure to always allow at least 3 weeks for full processing of requests. 

 Always send Proof of Attendance once available to the Staff Council Treasurer. 

 See Flow Chart for Employee Payments/Reimbursements if you will or have paid out-of-
pocket. 

 

 

 

   

  

 

 

  

 

 

 

 

 

 

 

 

   

Complete the Staff 
Development 

Funding Request  
 

 

Attach receipt to the Request 
and send to someone on the 

Staff Development 
Committee 

 

Is online 
Payment 

available? 
 

Have your 
Department’s P-

Card Holder make 
the payment online 

 

Has payment 
already been 

made? 
 

Notate on Request that you 
will need a check & send to 

someone on the Staff 
Development Committee 

If approved, a Committee 

member will return the original 

request back to you 

Give this to the P-Card 

Holder who made payment 

and have them include with 

their P-Card Statement at 

month-end 

If approved, a 

Committee member will 

return the original 

request back to you 

Complete a Check 

Request and send to 

Accounts Payable for 

check processing with 

Staff Development 

Request attached – 

Department Number 

is 1625301 

Accounts Payable will either 

mail your check or notify you 

when the check is ready, 

depending on your preference 

noted on the check request 

Your Request is complete. 

The Treasurer will contact 

you if she has questions 

regarding your payment 


