
To be confirmed by IMMEDIATE SUPERVISOR: The above request complies with institutional and BOR guidelines listed below: 
 

1. For Department paid courses, this course is judged to be for staff development purposes and is deemed job-related. 
2. The furtherance of the employee’s professional education at this time is in the best interest of the institution. 
3. Taking this course will not reduce the efficiency of the employee’s department nor cause any delays in completion of work 

assignments or position responsibilities. 
4. The employee will be taking the course during the agreed upon time. 
5. The employee has the approval of his/her immediate supervisor. 

Immediate Supervisor’s Signature: Date:  

Dept. Head or Bus. Mgr. Signature: 


