PROCESS AT A GLANCE

Employee Completes
Staff Development
Request Form

Funding

Reimbursement

\ 4

A 4

A 4

Employee obtains
Supervisor’s approval

Employee complete an
internal requisition

Employee complete
employee expense form

A 4

A 4

A 4

Supervisor forwards to
Chair of the Staff
Development Committee
for approval

Attach copy of approved
staff development form

Attach copy of approved
staff development form

A 4

A 4

A 4

Form is forwarded to the
Chief Human Resources
Officer for approval

If event is out of state,
complete an out of state
expense form

Attach all required receipts

A 4

\ 4

A 4

Form is returned to the
Co-Chair of the Staff
Development Committee

A 4

Complete registration,
if required

If event is out of state,
complete an out of state
expense form

A 4

A 4

Submit to Purchasing

Attach proof of grade,
if required

If approved, College
President Secretary is
contacted for publication
in the College Bulletin

A 4

A 4

PO will be sent to the
vendor and the employee

Submit to Payroll

A 4

A 4

A 4

Approval/denial of
request as follows:

Employee verifies
registration has been

Reimbursement will be a
direct deposit on your

completed paycheck
I denied, Co-Chair I approved, Please Note: If you are requesting
(Cambridge- Jason Siems, follow either reimbursement for books, you must
Coon Rapids- Louise Duff) of the funding »| adjust request to reflect amount (if
the Staff Development flow or the any) refunded through book buy
Committee notifies employee reimbursement back prior to submitting to HR
flow




