Reporting
In order to be reimbursed for the conference or guest speaker, a report must be submitted to the Faculty Professional Development Committee, which will then be posted to the Professional Development web site. The details of what needs to be included in the report are below.

Conference Funding:

Prior to being reimbursed for the expenses related to attending the conference, the faculty member must submit a report to the FPDC, in digital format. The report must include the following:
· An overall description of the conference (i.e., conference name, sponsoring agency, location, dates, theme, and any additional information deemed necessary).

· A list and short description of workshops/lectures attended.
· For instructional faculty members: How you will incorporate what you learned at the conference into the courses you teach.

· For non-instructional faculty members: How you will incorporate what you learned at the conference into your work with students.
· How the information presented at the conference applies to disciplines outside your own, if applicable.

· How you plan on sharing this information with your department colleagues and/or with the greater campus community during flex week or some other designated event.

Guest Speaker Funding:

Prior to the guest speaker’s fee and expensed being paid, the requesting faculty member must submit a report to the FPDC, in digital format. The report must include the following:
· An overall description of the workshop/presentation/speaking event (i.e., speaker’s name, affiliation, topic of workshop/event, dates, location, number of attendees, and any additional information deemed necessary).

· A summary of the speaker’s presentation.

· For instructional faculty members: How the information presented by the speaker will be incorporated into the classes being taught in your discipline.

· For non-instructional faculty members: How the information presented by the speaker will be incorporated into the work your department does with students.

· How the information presented by the speaker applies to disciplines outside your own, if applicable.

· How you plan on sharing this information with your department colleagues and/or with the greater campus community during flex week or some other designated event.

Submit the report to Cindi Harris at cindi.harris@gcccd.edu or Rochelle Weiser at Rochelle.weiser@gcccd.edu. 
