	Request for Training Release Time and/or Funding

	Name:       
	Title:       

	Dept/Box #:       
	Date:       

	Phone:       
	Email:       

	PLEASE PROVIDE THE DATE OF YOUR MOST RECENT EDP (must fall within the last two years):       

	

	*Please note: if your EDP has not been updated within the last two years, it is considered inactive.  You will need to update your EDP and provide copies to your supervisor and TAP Team representative before using this form.

	

	I am requesting support to attend the following training sessions:  (Attach descriptions for non-UW training.)

	Title
	Date(s)
	Time(s)
	Provider
	Time
	Cost

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	TOTAL TIME & COST:
	     
	     

	PLEASE CIRCLE ONE

This request is for:             *TIME               FUNDING               BOTH TIME AND FUNDING               NEITHER (informational only)

	PLEASE CIRCLE ONE (FOR FUNDING REQUESTS ONLY)

This training is being paid by:                EMPLOYEE                DIRECT CHARGE TO DEPT BUDGET (POD ONLY)         

	Please note: If the training is being paid for by the employee, the employee needs to attach proof of registration and proof of payment to this form. The funding request will not be processed without proof of payment. For additional reimbursement guidelines, please refer to Financial Management’s Policy for Reimbursement of Training Costs.

	*"Release time is defined as that time during which an employee is released from normal work duties and compensated at the regular rate of pay to attend staff training and development programs designed to assist in developing and/or improving job skills. Employees accepted for one of these programs will be provided release time necessary to participate in the training program up to a maximum of 24 hours per quarter plus the travel time to and from class. Regular part-time employees are eligible to participate in staff training and development classes with release time prorated according to their work schedules (e.g., an employee working a 50% schedule is eligible for a maximum of 12 hours of release time per quarter). Employees who are not scheduled to work during the time a course is offered may participate in the course; however, no compensatory time off or additional compensation will be allowed. Management-directed training is not included in this limitation on release time." UW Release Time Policy Release Time: Executive Order No. 52.

	Employee Signature
	Supervisor Signature



	Budget Approver Signature
	Date of Budget approval:

	FMEIT Representative Signature


	Date of FMEIT approval:

	TAP Team Representative Signature
	Date of TAP approval:


Forward the completed form to your Training and Paperwork Team (TAP) Representative

Cc:  Supervisor

        Executive Improvement Team (FMEIT) Representative
Find this form on the web: http://f2.washington.edu/fm/edp/forms

