Notification of College Courses and Request for Reimbursement

Eudora Schools
This form can be used to pre-approve college courses or request college reimbursement according to the negotiated agreement. 

1. Complete this form and obtain a PDC representative’s signature.

2. Make a copy of the completed form for your records (the original will be kept by the PDC chairperson).

3. Give this form to a PDC representative before the next PDC meeting.

4. To complete the request for reimbursement, submit one of the following to the PDC within 90 days of completion of the course:

a. a copy of a grade card,

b. a copy of a college transcript, or

c. downloaded grades from the college website.

Reminders:

Request points for classes in your PDP Toolbox.

If you plan to use these hours to move on the salary schedule, you will need to send an official transcript to Eva at the Board Office. The PDC does not send any paperwork to her.
	This is a (mark all that apply)     FORMCHECKBOX 
 Pre-Approval          FORMCHECKBOX 
 Reimbursement Request

	Name: 
	     

 FORMTEXT 
     

 FORMTEXT 
     
	Building: 
	     

	Teaching Assignment: 
	     
	

	Course Title: 
	Number of Hours:

	     
	
	     
	

	Course Beginning Date: (mm/dd/yyyy)      

 FORMTEXT 
      

Course Ending Date: (mm/dd/yyyy)      

 FORMTEXT 
     

	Institution providing course(s): 
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Is this class part of an approved Master’s Program?     
    FORMCHECKBOX 
Yes

   FORMCHECKBOX 
 No

	_____________________________________                    _____________________

Applicant Signature                                                            Date

	_____________________________________                     _____________________

PDC Representative Signature                                           Date

	PDC use only:

Approved                       Not Approved                                 _____________________

                                                                                               Date

Reimbursement Request Approval Date: _______________________________________

                                                                       _______________________________________


     PDC Chairperson Signature


 August 2008


