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PROCEDURES FOR ACCESSING TRAINING FUNDS
Training Fund Approval:
1. A minimum of 6 weeks prior for overnight trainings (this is important for larger conferences because hotels fill up quickly) or 4 weeks for trainings that do not have overnight stays, to the training/conference registration deadline, staff person completes a Staff Training Request (ST-1). 

a. The staff training request must include login information if this is required to register for the training. 
2. ST-1 must reflect a total cost including the registration fee and all other expenses.  Consult with Education Coach to ensure training supports PD goals for the year.  Submit completed ST-1 to Supervisor for approval.

3. Supervisor approves with initials then submits ST-1 to the Head Start Director for consideration.  The Head Start Director may approve, partially approve, or not approve the training request. 
4. The Head Start Director will forward to Support Staff to complete registration.  Support staff will register you for the training and forward any registration, hotel, airfare information.  
Requesting training funds for the expenses:

1. Complete the purple Overnight Travel Per Diem Calculation form.
2. Complete a blue Expense Report form. A completed form should include the following:

· Your name and Address.

· In the Purpose/Activity column use a separate line to record per diem, hotel costs and mileage.  
3. Submit these two items to Podio for your supervisor for approval.  These can be sent electronically. 
NOTE:  Expense checks are processed 2 weeks prior to the training.
When you return from the training:
1. Turn in hotel receipts and any taxi/shuttle receipts.  NOTE:  Food receipts are not required. This will show if we owe you any money or if you are returning any money.
2. Documents should be submitted to the business office no later than two weeks after the training.
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