Apply for Training Funds from STDC
1. Obtain necessary forms from the committee president to receive funding for training.

· Personal Training Plan ~ submit for file at Human Resources if you have a long term goal, i.e. AA degree, but not needed for a workshop/seminar.
· Funding Request ~ submit if requesting funds
· Application for Training Release Time ~ submit only if necessary
2. Fill out required forms and return to the committee president before the due date of the training request each quarter.  Check the STDC calendar for dates.  If the training is for a seminar or workshop, turn in required forms as soon as possible before the event.
3. The committee will inform you of their decision with a letter from the committee president authorizing the total approved amount.  If funding is for books, then take your letter to the bookstore when you purchase your books.
4. When funding is approved, it is the responsibility of the classified staff person to register for classes or the training activity.
5. After completing the training activity or receiving your degree, be sure to send a copy of the certificate to Human Resources.


Other Important Information

1. Employees requesting funding for training purposes, as outlined in this document, may be funded up to, but not to exceed $125.  The committee will consider funding requests for books and fees for classes and workshop/seminar fees.  It is at the discretion of the committee as to how much to fund for each request, keeping in mind that the committee has a fiduciary responsibility to account for the funds expended.
2. Requests for funding of WAOL and distance classes will be considered for books and fees only.  Staff is encouraged to take advantage of on campus courses, if possible, because the tuition and fees are less expensive.  
3. Summer training requests include the STTACC Conference, for the annual state meeting of classified employees.  Funding for a quarter is for one event only, a class or a conference. 
4. Please remember, the approval of a funding request is not guaranteed.  
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