
S ta ff Pr ofe s s ion a l
G r ow th

2024-2025



• $ 5 0 , 0 0 0  a v a ila b le
• S ta ff m a y  a p p ly  for  u p  to 

$ 75 0
• N e e d  to b e  e m p loy e d  a t  

Y C  for  a  m in im u m  of 1 
y e a r  b e for e  q u a lify in g

• M u s t b e  in  g ood  s ta n d in g  
w ith  th e  c olle g e



• Name, Email address, YC ext., Y number
• Supervisor Email
• Name and E-mail of Departmental 

Purchasing Liaison
• Date of prior request for Staff 

Professional Development funding
• What other YC funding sources have 

been pursued
• What is your regular work schedule

G EN ER A L IN FOR M A T ION

• Describe the activity you’re requesting funds 
for (including website link if applicable)

• State how will this opportunity relate to & 
enhance your duties at YC

• Breakdown of expenses. Include all costs, not 
just the total funds requested. (provide 
documentation)

• How will unapproved costs or expenses over 
$750 be handled? (Tuition is reimbursed after 
completion w/ passing grade provided)

In for m a tion  n e e d e d  to c om p le te
y ou r  a p p lic a tion

S P EC IFIC  IN FOR M A T ION



A p p rov a l 
Ex a m p le  Em a il

T h is  a p p lic a tion  h a s  b e e n  a p p r ov e d  for  Y C S A  Pr ofe s s ion a l G r ow th  Fu n d in g .  Y ou  w ill 
r e c e iv e  a  s e p a r a te  e m a il w ith  th e  e x a c t a m ou n t fu n d e d .  On c e  y ou  r e c e iv e  th a t,  y ou  m a y  
w or k  w ith  y ou r  Pu r c h a s in g  Lia is on  for  a n y  p u r c h a s e s  or  tr a v e l a r r a n g e m e n ts .  A tta c h  
y ou r  offic ia l a p p r ov a l le tte r  ( n ot th is  e m a il)  to y ou r  T r a v e l R e q u e s t For m ,  w ith  y ou r  T DR  
r e c e ip ts ,  or  w ith  y ou r  tu it ion  r e im b u r s e m e n t r e q u e s t ( r e c e ip t r e q u ir e d .)

Y ou  m u s t u s e  th e  a w a r d  for  th e  p u r p os e  for  w h ic h  y ou  a p p lie d .  T r a v e l or  tr a in in g  m u s t b e
c om p le te d  b y  J u n e  30 th ,  20 25 ,  a n d  a ll p a y a b le s  m u s t b e  r e c e iv e d  b y  A c c ou n ts  Pa y a b le  
n o la te r  th a n  J u ly  5 th ,  20 25 .  C on ta c t J u lie  G a lg a n o a t  a c c ou n ts p a y a b le @ y c .e d u  w ith  
q u e s tion s .



A w a r d  le tte r
Ex a m p le

Tu ition  □ 
C ou rs e  M a te r ia ls  □ 

On lin e  Tra in in g  □
TO:       NA M E

FR OM :     Y C S A  Profe s s ion a l G row th  C om m itte e  DA TE:      20 24
S UB J EC T:   Notic e  of A w a rd

C on g ra tu la tion s !  Y ou r  c olle a g u e s  on  th e  Profe s s ion a l G row th  C om m itte e  h a v e  re c om m e n d e d  fu n d in g  y ou r  
Profe s s ion a l G row th  for  th e  20 24 - 25  b u d g e t y e a r .

Ple a s e  w ork  w ith  y ou r  lia is on  to a rra n g e  a n y  tra v e l or  re g is tra tion  e x p e n s e s  in  a c c ord a n c e  w ith  
Y a v a p a i C olle g e ’s  Tra v e l Proc e d u re s  M a n u a l. Th is  le tte r  m u s t b e  in c lu d e d  w ith  y ou r  Tra v e l R e q u e s t 

Form , w ith  y ou r  Pu rc h a s in g  Lia is on ’s  TDR , or  w ith  y ou r  tu ition  re im b u rs e m e n t re q u e s t. Tra v e l or  
tra in in g  m u s t b e  c om p le te d  b y  J u n e  30 ᵗʰ,  20 25 . A ll re la te d  p a y a b le s  m u s t b e  re c e iv e d  b y  A c c ou n ts  

Pa y a b le  n o la te r  th a n  J u ly  5 ᵗʰ,  20 25 . A n y  e x p e n s e s  w h ic h  e x c e e d  y ou r  a p p rov e d  a w a rd  of $ 75 0 .0 0  w ill 
NOT b e  c ov e re d  b y  Profe s s ion a l g row th  fu n d s .

If it  b e c om e s  n e c e s s a ry  to c a n c e l y ou r  p la n s  a n d  y ou  w ill n ot n e e d  th e  a p p rov e d  fu n d s , J u lie  
G a lg a n o s h ou ld  b e  c on ta c te d  im m e d ia te ly  a t a c c ou n ts p a y a b le @ y c .e d u .

c c : De a n n a  M oon e y , 20 24 - 25  S ta ff Profe s s ion a l G row th  C om m itte e  C h a ir



Pe r s on a l
R e im b u r s e m e n t
If y ou  p a id  for  y ou r  tra in in g :

• S u b m it y ou r  a p p rov a l le tte r  a n d  a  c op y  of 
y ou r  re c e ip t to y ou r  p u rc h a s in g  lia is on .

• Y ou r  re c e ip t m u s t s h ow  th e  form  of 
p a y m e n t.

• Y ou r  p u rc h a s in g  lia is on  w ill c re a te  a  c h e c k  
re q u e s t to re im b u rs e  y ou .



De p a r tm e n t
C r e d it  for  T r a v e l

S UB M IT  Y OUR  LET T ER  W IT H Y OUR  
T R A V EL C LA IM  FOR M .

Y OUR  A P P R OV A L LET T ER  IS  T HE K EY  T O 
R EC EIV IN G Y OUR  A W A R D!



Fin a l
S te p s

Staff who receive a 
Professional Growth Award are 
required to complete a 
summary report within 15 days 
following their professional 
growth activity.  



Pro G row  op e n s  on :

J u ly  15 th
For  m ore  in form a tion , p le a s e  v is it

www.yc.edu/ycsa - Professional Growth
and

Policy 2.05, Employee Learning Excellence
Procedure 2.05.02, Staff Professional Growth 

Program Procedures
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