Proposal Form A

Staff & Program Development


	Staff & Program Development Proposal Form A

 FORMCHECKBOX 
 Activities that require travel      FORMCHECKBOX 
  Non-travel Activities
 FORMCHECKBOX 
 Fall (Aug-Dec)   FORMCHECKBOX 
 Spring (Jan-Apr)   FORMCHECKBOX 
 Summer (May-July)       

[image: image1.jpg]PALM BEACH STATE
COILLEGE




NOTE:
This form is for the purpose of requesting funding for your proposed activity. It does not grant permission for leave from your regular duties. Also, if approved, the applicant is responsible for making all travel arrangements.  The administrative offices do not book hotels, transportation, etc. for S&PD funded travel.
Read the S&PD Guidelines, complete this form on the computer, and then follow the submittal instructions on the last page of this proposal form.

	Date:
	     

	1)
	Name(s):
	
	Department / Position:
	Location: (click on applicable box)

	
	
	
	
	BG
	BR
	LW
	PBG
	District

	
	     
	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	     
	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Will  this conference qualify for  Carl Perkins Grant Funding.  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	NOTE:  S&PD will fund a maximum of four people to attend the same in-state conference.

	
	S&PD Objective: (click on applicable box)

	
	

	
	 FORMCHECKBOX 

	1.
Discipline oriented conferences, workshops, and/or seminars.

	
	 FORMCHECKBOX 

	2.
Programs and training in computer skills, multimedia presentations, management, curriculum, student and classroom issues, safety, leadership development, worklife issues and/or distance learning.

	
	 FORMCHECKBOX 

	3.
Proposals that enhance teaching, student retention and recruitment and student engagement.

	
	 FORMCHECKBOX 

	4.
Proposals that increase productivity and/or efficiency of administrative processes and/or procedures.

	
	 FORMCHECKBOX 

	5.
Proposals for increasing awareness and understanding of cultural diversity.

	

	2)
	a)
	 Activity: (Name of activity and brief description) 

	
	
	     

	
	b)
	Web address with information

about your activity (required if applicable):
	     

	
	c)
	Dates of Activity:
	     

	
	d)
	Early Registration Deadline:
	     


	
	
	
	

	
	e)
	Early Basic Registration Fee (per person):
NOTE:  S&PD will only fund early basic registration up to $795.  If approved, the applicant will be responsible for any late fees and/or pre/post sessions or workshops.
	$      

	
	
	Registration includes: (check all that apply)
	 FORMCHECKBOX 
 Lodging     FORMCHECKBOX 
 Transportation    FORMCHECKBOX 
 Meals

	
	f)
	Location of Activity: (city, state)
	     

	
	g)
	If activity is in Florida, will a college vehicle be requested?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	
	h)
	Are you presenting? (if yes, attach proof of acceptance)
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	
	i)
	If faculty, will a replacement be required for your classes?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	
	


	3)
	Budget Details:
(Total cost estimate should include all employees listed on this proposal)
	Estimated Cost.  

	
	a)
	Registration Fees:
	$      
	EarlyBasic Fee
( 
	  
	# Attending
	=
	     

	
	b)
	Airfare: 
	Provide a copy of the quote and below the name of the of the booking agency:
     
	$      
	Airfare
(
	  
	# Attending
	=
	     

	
	c)
	Mileage:
	    
	# Roundtrip miles
	 (    $.445/mile
(
	  
	# Drivers
	=
	     

	
	d)
	Lodging:
	$      
	Rate/Day   (
	  
	# Days
(
	  
	# Attending
	=
	     

	
	
	NOTE:  Lodging in Broward, Palm Beach, Martin, and St. Lucie counties will not be approved.
	
	

	
	e)
	Meals: 
	Rate/day for out-of-district/state:

$6-Breakfast; $11-Lunch; $19-Dinner
	$      
	
(
	  
	# Attending
	=
	     

	
	f)
	Car Rental:
	Agency quote provided by:
     
	$      
	Rate/Day
(
	  
	# Days
	=
	     

	
	
	NOTE: Rental car requests to cities where alternative transportation is available will not be approved.

Explanation for car rental request:
	
	

	
	
	     
	
	

	
	g)
	Cost of Faculty Replacement
	See Salary Schedule
 for hourly rates
	$      
	(
	     
	# Hours
	=
	     

	
	h)
	Other Expenses: (itemize: i.e. tolls, taxi)

	
	
	     
	
	=
	     

	
	
	     
	
	=
	     

	
	
	     
	
	=
	     

	
	Total Estimated Cost:
	 $      


	4)
	Describe how this activity benefits you and/or the college

	
	    


	5)
	Did you submit a proposal and receive S&PD funding within the last 12 months?  
NOTE:  Do not include funding for travel that was requested or offered by the 
             administrator to whom this proposal is being submitted.

	 FORMCHECKBOX 
 Yes
If yes, complete “Activity” below.
	 FORMCHECKBOX 
 No

	
	I have never received S&PD funding.      FORMCHECKBOX 

	
	

	
	Activity:
	     

	
	Dates or Term:
	     

	
	Cost:
	     

	
	
	

	
	Activity:
	     

	
	Dates or Term:
	     

	
	Cost:
	     


	6)
	How does your activity relate to the Strategic Plan and Mission of the College?

	
	     


	7)
	If approved, what is your instructional plan while on leave:
Note:  Supervisors of faculty who teach must provide a detailed plan of instructional time while the professor/instructor is away from the classroom on SPD leave.  An example of unacceptable coverage would be to send students to the library during class time.

	
	     


SIGNATURES (No signatures required for proposals submitted to the VPAA.  See Electronic Approval and Submittal Instructions below.)     
	Employee
	
	Date

	
	
	

	Supervisor
	
	Date

	
	
	

	Vice President of Finance & Administration
(for VPABS proposals only)
	
	Date

	
	
	

	Vice President of Student Services and Enrollment Management

(for VPSS proposals only)
	
	Date

	
	
	

	Vice President of Information Services
	
	Date

	
	
	

	Vice President of Advancement
	
	Date

	
	
	

	Vice President of Academic Affairs
	
	Date


(This page may be duplicated to obtain all appropriate signatures if a proposal is being submitted on behalf of multiple employees.)

ELECTRONIC APPROVAL (required for proposals submitted to the VPAA)
	No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 

	
	     
	
	     

	
	
	
	Dean or appropriate supervisor
	
	Date


	Submittal Instructions
The proposal deadline is no later than noon three business days prior to the first business day of each month.  Send to one of the appropriate administrators below:

Dr. Tunjarnika Coleman-Ferrell, Interim Vice President of Academic Affairs

· Send this form as an email attachment to your direct supervisor, who should indicate his/her approval and forward it through any hierarchy of supervisors, ending with the Academic Dean, who should forward it with his/her approval to the VPAA Office at mailto:toledos@palmbeachstate.edu. Proposals will not be accepted if sent to the VPAA office directly from the applicant.
· DO NOT complete a spend authorization or pay any travel-related costs until your funding request has been approved.

· Coordinate your funding request with the S&PD due dates and committee meeting dates.  Consideration should be given for supervisors’ availability to approve and forward your proposal.  Proposals received after the first business day of the month will be placed on the following month’s agenda for review.
· Rule of Thumb:  The date that your early registration is due should be at least 2 weeks after the date the committee returns its recommendation.  
James Duffie, Vice President of Finance and Administration
· Send signed proposal to the VPFA Office at MS #24
Peter Barbatis, Vice President of Student Services & Enrollment Management
· Send signed proposal to the VPSS Office at MS #09




Ginger Pedersen, Vice President of Information Services
· Send signed proposal to the VPIS Office at MS #63

David Rutherford, Vice President of Advancement
· Send signed proposal to the VPA Office at MS #20
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