
Professional Development Activity Application

1) Fill out PDC Conference Application.
2) Take to your admin for approval, along with a sub request form.
3) Once approved by admin, fill out 2 requisitions:
Conference Fees
Hotel (if needed)
4) Turn in the 2 requisitions and the PDC Application to a PDC rep before 
the last Wednesday of the month.
5) PDC will discuss and review conference. 
6) After the PDC committee has approved the teacher’s request, then the 
paperwork will be sent over to Cheryl Nolte and she will make the PO's.  
The POs will be sent to the teacher who will need to sit down with their 
building secretary and make their reservations for the hotel and conference.
7) Once the requisitions are completed by Cheryl will be returned to you.  
Take these to your building secretary to secure payment for 
conference/hotel, with the building secretary.  

Reminder: Also the secretaries will need the sub request forms, 
this step does not go through Cheryl. 
8) Go to your conference!  If you stay overnight, make sure you 
save itemized meal receipts to turn in, any receipts from the hotel 
must be given to Cheryl Nolte directly.  Make sure that there is no 
alcohol on those receipts as that cannot be reimbursed.
9) When you return, fill out a monthly mileage request form.  Write 
down on the form miles driven (from school to the conference and 
then double that amount for the return mileage).  Also, write down 
each receipt on a separate line.  Include the date, the restaurant 
name and the total.  The total must match the receipt total and it 
includes tax but cannot include a tip.  Staple the receipts to the form
and interoffice mail this to PDC budget officer, once approved from
the PDC committee, those will then be given to Cheryl for payment.

Note: The board reports are due the week before the board meeting or normally the second Thursday of the month.  If Cheryl receives these 
by the 5th of the month she can get them paid for that board meeting, if not then it will be the following month. PDC also meets the last 
Wednesday of every month.

Name: _____________________________________ Building: __________________ Position: _____________________

PD Activity: _________________________________________________ Dates: _______________________

Check PD goal(s) this activity will address: 
   Using data to collaborate vertically and horizontally
   Using technology in the classroom
   Missouri Learning Standards implementation
   Beginning Teacher Assistance

Description of activity and how it will address the PD goal circled above:

Your Personal Professional Development Plan objective that this activity will address:

How will this help you, as a professional, to improve student performance?

***staff who attend out of district opportunities are requested to share the information with others***

How do you plan to share information? ____________________________ When? _______________________

Who do you plan to share the information with? __________________________________________________

Registration fee: $_______________
Hotel expense:  $________ x ____ nights = $_______________
Substitute pay:  $ 90.00       x ____ days    = $_______________
Anticipated total mileage:  _______ x 0.40 =      $_______________
Anticipated meal expense ($30.00/day max.)  $_______________ (only applicable with overnight stay)
Estimated total amount requested: $_______________

Signature: ________________________________ Building Principal’s Signature_______________________ 
Date: ______________________ Date: ____________________

PDC use only    date received__________   date presented __________ approved?  __________ (yes or no)
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