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I. Professional Development Committee Responsibilities 

 
The Professional Development Committee (PDC) shall review and make funding 

recommendations on matters that enhance professional effectiveness of faculty members in 

the areas of teaching, and scholarly research. 
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Membership 

Each academic department at Winston-Salem State University shall elect a full-time faculty 

member and an alternate to serve on the PDC. The Faculty Senate chair and/or vice chair shall 

serve on this committee, the Provost and or other senior academic administrators shall serve as 

ex-officio members, the PDC executive board shall be elected by the committee members. 

 
Member Eligibility 

To be eligible for election to the PDC, an individual must 

1. Hold academic rank within the department from which he/she is being elected; 

2. Be a full-time voting member of the General Faculty, and at least part of his/her duties 

must involve classroom teaching; 

          3. Not hold the position of dean, associate dean, or department chairperson. A director Is      

             only eligible if he/she is not the director of a center and has 50% or more teaching    

             responsibility. 

 
Member Responsibilities 

1. The PDC meets the fourth Tuesday of each academic month excluding December and 

May. 

2. All members should attend the monthly general PDC meeting. If they are unable to 

attend, the alternate from their department should attend in their place. 

3. All members should serve on one of the PDC Subcommittees, as explained below. 

4. Members are responsible for training their alternates and should keep the 

alternate representative from their department abreast of current PDC 

developments. 

5. It is important that delegates respond to emails and requests to 

review applications in a timely manner so that the committee can run 

efficiently.  If a delegate does not respond as the handbook states is 

necessary, the chair may ask the alternate to replace the delegate or 

ask the department chair for a new delegate. Delegates must respond 

to the Subcommittee chair within 2 days to acknowledge that he/she 

has received the request to review, after which the Subcommittee 
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Chair will select another delegate.  The delegate must then review 

the application, using the rubric, within one week. The 

Subcommittee Chair gathers information from 2 reviewers (3 if a 

tie-break is needed), fills in the excel file, and send to the PDC chair 

for final review/decision.  

Term of Appointment 

1. The term of a PDC committee member is two years with a member being eligible for one 

reappointment or reelection after which time they are required to wait a period of no less 

than one year before being eligible to serve again. 

 
2. For PDC committee members whose term of appointment expires at the end of the 

academic year, their departments should be notified by the PDC department 

representative. 
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to elect a new PDC committee alternate by the Friday before the final PDC meeting of 

the year, typically March. 

3. The outgoing departmental representative should train new departmental alternates to 

the PDC for the upcoming academic year prior to the end of their academic year term. 

It is expected that each alternate will attend at least one PDC meeting during their 2- 

year alternate period. 

4. At the March PDC meeting, a list of all new PDC members and chairs for the following 

academic year should be distributed. 

 
Election of Chairs and Subcommittee Chairs 

1. At the March PDC meeting, outgoing and incoming PDC members and present 

alternates may suggest names for the new PDC Chair, Executive Secretary, and 

Subcommittee Chairs for the Travel, Research, Colloquium, and Documentation 

subcommittees (the Executive Committee). 

2. Faculty who will serve as the departmental representative to the PDC for the upcoming 

academic year must fill all Executive Committee positions. 

3. Nominees may voluntarily withdraw their names for consideration. 

4. Outgoing and incoming PDC committee members will vote on each of the 

nominated executive committee positions. The candidates with the most votes for 

each position will fill those positions at the beginning of the new academic year. 

5. In the April meeting, the outgoing PDC Executive Committee should train the 

incoming PDC Executive Committee. The outgoing PDC Executive Committee 

will serve in an ex officio capacity through the September meeting to ensure 

adequate training and a smooth transition. 
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Executive Committee 

The PDC Executive Committee consists of the PDC Chair, Executive Secretary, 

Travel Subcommittee Chair, Research Subcommittee Chair, Colloquia Subcommittee 

Chair, and CITI Liaison and Documentation Subcommittee Chair. 

Subcommittees 

Travel Grant Subcommittee: The Travel Grant Subcommittee is responsible for 

making recommendations to the PDC chair for grants supporting attendance at and 

participation in conferences. 

Research Subcommittee: The Research Subcommittee is responsible for making 

recommendations to the PDC chair for granting funds to full-time faculty to support 

research and scholarly projects. 

Colloquia Subcommittee: The Colloquia Subcommittee is responsible for making 

recommendations to the PDC chair for granting funds to full-time faculty wishing to bring 

visiting lecturers, presentations, or other forms of research to campus. 

Documentation Subcommittee: The Documentation Subcommittee is responsible for the 

documentation of the policies for the PDC including maintenance of the PDC Handbook. 
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Executive Committee Responsibilities 

PDC Chair 

The PDC Chair will: 

1. Oversee all activities of the PDC, Subcommittees, Executive Secretary, and the 

Executive Committee. 

2. Conduct monthly PDC meetings. 

3. Collect applications and distribute them to subcommittee chairs. 

4. Discuss the PDC budget with the Provost and present a budget report to the 

PDC Committee at the monthly meeting. 

5. Prepare the PDC monthly meeting agenda with the Executive Committee. 

6. Gather all PDC applications each year and upload in one-drive. 

Executive Secretary 

The Executive Secretary will: 

1. Keep a record of all recommendations for funding, including any applicable discussion. 

2. Keep summary records through Chair’s reports and minutes of amounts for which 

applicants have been approved. 

3. Take notes of all meetings and prepare them for approval at subsequent meetings or via 

e- mail. 

4. Work with Chair and IT to maintain accurate information on the PDC website. 

Travel, Research, Colloquia and Documentation Subcommittee Chairs 

The Subcommittee Chairs will oversee all of the work by the various PDC subcommittees. 

This includes reviewing PDC applications and any charges that may be received at the 

monthly general PDC meeting or from the PDC Chair. 

1. As needed, the PDC Chair will prepare a summary of all submitted proposals and 

distribute them to the proper committee. Travel, research and colloquia grant applications 

will be reviewed throughout the academic year. 
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2. After receiving the summary of applications, the Subcommittee Chair will 

forward the summary of each application and accompanying documentation to a 

different group of two members of the Subcommittee who will serve as 

reviewers. 

3. Members of the Subcommittee will forward their recommendations for funding along 

with any concerns to the Subcommittee Chair within two-weeks of receiving the 

documents. Subcommittee Chairs should send a reminder to the reviewer(s) after one 

week if they did not receive the review. 

4. The Subcommittee Chair will compile the recommendations of the Subcommittee 

and present them to the PDC chair. 

5. The Subcommittee Chair of the appropriate subcommittee will review the 

documentation and make a final recommendation of approved or denied to the PDC 

Chair. 

 
Grant Funding Opportunities: 

The PDC funds three types of grants for faculty development: travel, research, and colloquia. 

Grant priority will be given in the following order: 

a. Tenure-track    

faculty, 

including 

Clinical 

Faculty 

b. Tenured faculty, Associate Professors given preference above Full Professors.  

c. Other full-time faculty who  engage in scholarly activity. 

II. Travel Grants 

a. Overview. The PDC Travel Grant provides full-time faculty with 

supplemental travel funds to support presentation of their research, 

scholarship, or creative activity; to serve as chairpersons; to participate as 

panelists; or to contribute in other appropriate manners at scholarly meetings. 

The principal aim of the PDC Travel Grant is to promote the presentation of 

research and scholarship and be inclusive of all campus departments. In the 
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first meeting of the academic year, the PDC will vote to determine the 

percent of the budget to be set aside for the 
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spring semester, as well as vote to determine how many non-presenting 

travel grants will be awarded each semester, typically 10. In cases where 

the faculty member has not yet received an official approval to present by 

the conference officials, the travel subcommittee can conditionally approve 

their grant; the money would be encumbered at that time. However, 

funding will not be dispersed until the PDC travel committee received 

official approval. 

b. Eligibility. All full-time teaching/research faculty only are eligible to apply. 

Adjunct faculty, instructors, and deans are ineligible.  A director Is only 

eligible if he/she is not the director of a center and has 50% or more teaching 

responsibility 

 

c. Eligible Travel. Travel eligible for funding by the PDC includes travel to a 

professional conference or meeting that enhances the professional 

development of the attending faculty member (see funding priorities below 

for additional details for travel within the United States). PDC Travel Grant 

funds will not be used for travel supporting accreditation or visit to a research 

collaborator. International travel is permitted. Travel grants for international 

conferences will only be given to faculty presenting research or scholarly 

work at the conference. In addition, the increased funding for international 

travel grant can only be approved to the same faculty on alternate years (e.g., 

if a faculty receives an international grant in one academic year, the faculty is 

not eligible to apply for the increased funding for another international grant 

until the following  academic year). It is permitted that a faculty member 

travel internationally any year, applying for the amount allowed for domestic 

travel, but he/she can only receive the increased funding allowed for 

international travel every other year.  

d. Amount. Funding will typically be around $1600 for domestic and $2500 for 

international travel per year. The maximum cumulative yearly award will be 

set by the PDC Committee annually. Faculty may apply more than once in an 

academic year, but may not receive more than the approved amount. 
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e. Funding Priorities. The priority set for travel funds within the United States 

is designed to guide faculty and help determine whether they qualify to apply 

for travel funds through PDC. Faculty will receive funding provided all 

required documentation are submitted if traveling for the following reasons: 

presentation (poster or oral) at a conference, serving as a session Chair or 

moderator at a conference, receiving an award at a conference (conference 

confirmation letter required before funding approval), attending a teaching 

workshop or training, or traveling to conduct research. If attending a teaching 

workshop or training, the faculty 
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will be required to give a presentation at the annual CITI faculty festival or 

write a white paper or lead a workshop (CITI will conduct trainings for faculty 

to write white papers or lead a workshop). During the application process, a 

commitment form is available through Google Docs for such faculty to share 

their development activity within two years with the WSSU campus. Failure 

to fulfill the reporting requirement may jeopardized a faculty receiving 

PDC travel funds in the future. A Faculty traveling for accreditation or to go 

visit another collaborator is not eligible to apply for funds through PDC. 

f. Application. Travel Grant Applications will be reviewed as they are received. 

A complete application should consist of the application from and relevant 

attachments. The application form (available on the PDC) website must be 

submitted a minimum of six weeks before the first day of the conference. 

Faculty members are encouraged to submit applications as far in advance as it 

practical. Funding decisions will be communicated to the applicant via email 

within one-week following the review date. If the funding decision has not been 

communicated within one-week after the review date (usually three weeks from 

your date of submission), please follow up with the departmental representative 

first and then with the PDC Chair at pdc@wssu.edu to confirm receipt and 

progress of the application. 

i. Pre-application preparation. Prior to completing the travel 

grant application, applicants should complete the following: 

1. Identify the exact dates of travel. Travel awards will not be 

approved for travel that has already taken place before the review. 

Applicants should allow sufficient time before their planned 

travel to prepare their applications. 

2. If necessary, select a flight and save a copy of the itinerary with 

pricing to be included as documentation. Note when booking 

airfare, must ensure their travel date is within 24 hours before and 

after the conference. Per UNC policy, air ticket booked for travel 

out of this time range will not be reimbursed. 

3. Select a hotel and save a copy of the itinerary with pricing to 

mailto:pdc@wssu.edu
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be attached as documentation. 

4. Print a copy of your conference registration to be attached 

as documentation. Faculty traveling for research must explain the 

research plan and provide supporting evidence just as an applicant 

for research funding would do. The applicant traveling to do 

research must justify why travel is a necessary for the research and 

why alternative data collection strategies such as Zoom, emailed 

surveys, etc., cannot be used instead. 

5. Calculate the price of meals (per diem) based on current 

state guidelines. 

6. Calculate all additional costs and prepare a clear justification for 

each, i.e. parking, registration  fees, and the like. 

7. Acquire an acceptance letter (poster or oral presentations) OR other 

invitations (session Chair or moderator letter or receiving an 

award) from the conference for the travel. Note that faculty traveling 

to teaching workshops/clinical training are required to give a report 

or presentation (oral/poster) such as at the annual CITI faculty 

festival, write aa report , lead a workshop, or other agreed up activity 

(training is provided by CITI). Faculty traveling for research must 

also present on campus as listed above.  

8. Calculate the total cost of the travel using the template on the PDC 

website. 

9. Prepare the documentation as outlined below. 

ii. Application. 

1. Complete the PDC application form, available on Canvas through 

the PDC website. Note that faculty traveling for workshop or 

training must complete the contract Google Doc form to share their 

development activity with the WSSU campus. 

2. Combine all of the following documentation in a single PDF: 

a. Cost file (use template provided) 

b. Receipts/Verifying information for cost estimates 
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with relevant totals highlighted 

c. CV- 5 most relevant pages 

d. Conference letter of acceptance (oral or poster 

presentations), session Chair/moderator/receiving an 

award letter or attendance. If attending a teaching 

workshops/clinical training complete the contracted 

Google Doc form. Attending teaching workshops or 
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training will require applicant to give a presentation at 

the annual CITI faculty festival, write a white paper, 

or lead a workshop within two years of receipt of 

grant funds. 

e. Evidence of scholarship and/or statement of intent. 

Applicants traveling to a workshop,training, or to 

conduct research should  describe how their 

development activity would benefit the University. 

iii. Deadline. 

1. Applicants should prepare in advance to ensure that the 

application will be reviewed prior to the dates of travel. Please 

submit 6 weeks prior to the expiration of any “early bird” 

conference rates, increase in airfare, etc. 

2. The application form must be submitted a minimum of six weeks 

before the first day of the conference. 

3. Incomplete applications or applications that lack 

accompanying documentation will be returned for revision 

without review. 

4. Applications for travel that has already occurred will be 

returned without review. 

5. Travel may only be approved for the current academic year and 

the following summer (June-August). For travel from September 

through May, the applicant must apply during that academic 

year, (e.g., October travel may not be approved during the prior 

academic year). 

6. All travel must be completed before the first day of classes for the 

following academic year. 

7. All requests for reimbursement must be processed by August 31 

of the relevant academic year. For example, reimbursement for 

travel that occurred on Aug 23-24 2018 must be processed by 
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Aug 31 2018. Reimbursement for travel that occurred on Sept 

2-3 2018 must be processed by Aug 31 2019. 

g. Review. PDC Travel Grant proposals will be reviewed as they are received. 

The PDC recommends applying early in the academic year to allow for proper 

processing time. 

h. Review Status. Applicants will be notified of the status of their proposals within 

one-week following the review. Status recommendations include the following: 

i. Approved. Applicants whose travel proposals are approved should 

submit their approval letter to their departmental administrative support 

who will process their travel for either a) pre-payment of travel expenses 

or b) reimbursement for travel. All pre-payments and reimbursements 

must be conducted in accordance with official university procedures. 

ii. Pending. Occasionally, the PDC will conditionally recommend an 

application pending the receipt of additional information. If the applicant 

has applied to present but has not yet been given official notification of 

approval the applicant can receive a conditional acceptance letter. The 

PDC chair will encumber the funds but they will not be distributed until 

the official notice is received by the PDC chair. In this case, the applicant 

needs to provide the requested additional information before final approval 

of their reward. Denial of proposal will result in decision reversal and 

funding will not be awarded. 

iii. Rejection. Applicants will be provided a reason for rejection of the    

proposal. Potential reasons include, but are not limited to, 1) the 

applicant submitted the application after the travel had already occurred, 

2) the applicant did not complete the application, 3) the applicant did not 

submit the required documentation, 4) the applicant submitted the 

application to support travel that would occur during the following 

academic year, 5) the applicant had already exhausted the approved travel 

amounts, 6) the applicant’s planned travel did not match university 

priorities or funding priorities, 7) the applicant is ineligible, or 8) the 

application is traveling to a workshop or training and did not sign the 
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Google Doc form. 

iv. Payment. The PDC recommends, but does not fund grants that have been 

approved. Payment for approved travel is provided by the Provost’s 

Office, and may be either through a pre-payment or reimbursement; in 

either case, payment for approved travel must be done in accordance with 

university guidelines. A pre-approval form may be necessary to ensure 

that you will be reimbursed. Faculty can combine travel grants to meet a 

required goal but cannot apply for two separate grants for the same travel 

within the WSSU campus. 

i. Reminders. The Provost may require additional documentation for 

reimbursement including but not limited to receipts, credit card statements (for 

cases where a receipt or zero-balance invoice is not available), evidence of 

payment, and boarding passes. The applicant is responsible for keeping all 

relevant travel documents and should refer to the Provost’s Office for any 

questions. 
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III. Research Grants 

a. Overview. The PDC Research Grants aim to support research and scholarly efforts of 

tenure-track and tenured faculty and to be inclusive of all campus departments. The 

applicant is responsible for obtaining the appropriate regulatory approval i.e. IRB, IACUC, 

etc. Up to two research grants can be combined into one research  project provided that one 

faculty member is at higher rank and serves as a mentor to the junior faculty member. 

Faculty receiving any research grant are required to present their research findings to the 

campus community at University Scholarship Day (student) or the CITI Annual Faculty 

Festival (faculty) within two years of receipt of funding. CITI is now required to monitor 

this process. Failure to fulfill the reporting requirement may jeopardized a faculty 

receiving PDC research funds in the future. 

b. Eligibility. All full-time faculty that are required by contract to conduct 

research          are eligible to apply. Adjunct faculty, instructors, , and deans are not 

eligible.  A director is eligible only if he/she is not the director of a center, 

has 50% or more teaching responsibility, and is required to do research.  

c. Eligible Research and Scholarly Work. Proposals for research or 

scholarly work that enhances the professional development of the applicant 

are strongly encouraged. Because of the diverse nature of academic 

disciplines, this may encompass a large variety of work. It is expected that 

the applicant will provide justification illustrating how the proposed work 

will contribute to their professional development, as well as how the 

research supports the mission of WSSU. In general, research grants are 

intended to provide support for new projects. 

i. Eligible Costs. Eligible costs include supplies, payment to student workers, and 

coverage of                  student expenses related to the research. Please note that all supplies 

must be purchased in accordance with university guidelines and become the 

property of WSSU. 

ii. Ineligible Costs. Research grants will not support 

travel to conferences or meetings, the completion of research dissertation, 

buying out release time for the faculty member, or travel to do research. 
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d. Priority. Grant priority will be given as stated on p8; applicants must be required 
to do research as part of job description.  

e. Amount. Funding will typically be around $3,000 per faculty member per 

academic year pending availability of funds. The maximum cumulative yearly 

award will be set by the PDC Committee annually. Faculty may apply more 

than once in an academic year, but may not receive more than the approved 

amount. Requests cannot exceed the awarded amounts. 

f. Application. Research Grant Applications will be reviewed as they are 

received. A complete application should consist of the application form and 

relevant attachments. The application form must be submitted through the PDC 

website. Faculty members are encouraged to submit applications as far in 

advance as is practical. Funding decisions will be communicated to the applicant 

via email within one-week following the review completion date. If the funding 

decision has  not been communicated within one-week of review date, please 

follow up with your department representative and if necessary the PDC Chair 

pdc@wssu.edu to confirm receipt and progress of the application. 

iii. g. Pre-application preparation. Prior to completing the grant application, 

applicants should complete the following: 

1. If purchasing supplies, find estimates for the costs of all supplies to 

be included as documentation. If purchasing online or using an online 

quote, please provide a clear manner of ordering (website address, 

item number, quote from supplier, etc.). 

2. A detailed budget with justifications must be included. 

3. A research proposal must be included. 

4. If using student workers, estimate the number of hours they will 

work and their rate of pay. Student workers can be paid $12 per hour 

(this amount is subject to change, this pay rate can be updated without 

the approval of the PDC or Faculty Senate) for up to 20 hours 

maximum per week. 

mailto:pdc@wssu.edu
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5. Prepare a justification as to how your research supports the current 

strategic plan of WSSU. 

 

iv. Application. 

1. Complete the application form, available on the PDC web site. 

2. Combine all accompanying documentation (i.e., budget, research 

proposal, supply list, or student worker information) into a single 

document. The PDC recommends that faculty print and scan all 

documents into a single document (unless specified differently in the 

application process). 

3. Submit the document via the link on the PDC website. 

v. Deadline. 

a. Applications for research that has already occurred will be 

returned without review. 

b. Applicants should prepare in advance to ensure that the 

application will be reviewed prior to the dates of research. 

c. Incomplete applications or applications that lack the 

necessary accompanying documentation will be 

returned without review. 

d. Research funds may only be approved for the current 

academic year and the following summer (June-August). 

e. All research funds must be spent or in process before the 

beginning of classes for the following academic year. 

f. All requests for reimbursement must be processed by August 

31 of the relevant academic year. 

g. Review. PDC Research Grant proposals will be reviewed as they are 

received. 

h. Review Status. Applicants will be notified of the status of their 

proposals within one-week following the review. Potential status 

includes the following: 

i. Approved. Applicants whose research proposals are 
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approved should submit their approval letter to their 

departmental administrative support for either a) pre-payment 

of funds or b) reimbursement. All pre-payments and 

reimbursements must be conducted in accordance with 

official university procedures. 

ii. Pending. Occasionally, the PDC will conditionally 

recommend an application as pending the receipt of additional 

information. In this case, the applicant needs to provide the 

requested additional information before final approval of their 

award. This material must be received within one-week of the 

request for more documentation. 

iii. Rejection. Applicants will be provided a reason for the 

rejection of their proposal. Potential reasons include, but are 

not limited to, 1) the applicant submitted the application 

after research had already occurred, 2) the applicant did not 

complete the application, 3) the applicant did not submit the 

required documentation, 4) the applicant submitted the 

application to support research that would occur during the 

following academic year, 5) the applicant had already 

exhausted the approved research amounts, 6) the 

applicant’s planned research did not match university 

priorities, or 7) the applicant is ineligible. 

i. Payment. The PDC recommends for approval, but does not fund, the research 

applications. Payment for approved research is provided by the Provost’s 

Office. Payment for approved research materials must be done in accordance 

with university guidelines. 

i. Student Workers. Student (undergraduate) workers are paid $12 per hour. 

1. Complete the Temporary Personnel Action Form-Student (TPAF- 

Student) on the Human Resources home page. 

2. Complete the Request for Temporary Recruitment Form on the 

Human Resources home page. 
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3. After completing and signing both forms, these documents must be 

taken to Financial Aid (Thompson Center 201) for a signature. Once 

signed by Financial Aid, take the forms to the Provost’s office for 

continued processing. 

4. After submitting the paperwork, the faculty member and the 

temporary worker will have to provide Human Resources with the 

following documentation for university employment: 

a. Two accepted forms of ID (i.e. social security card, driver’s 

license). 

b. Copy of a voided check. 

c. Completed direct deposit form (provided by Human 

Resources) 

d. Acceptable criminal background-check form (provided by 

Human Resources). 

e. I-9 Employment Eligibility Form (provided by Human 

Resources). 

f. W-4 tax form (provided by Human Resources). 

g. In addition, the faculty member and student will need to 

complete training on web-time entry in Banner from the 

Payroll Department. For additional details, call the Payroll 

Hotline at 750-8910. 

ii. Contracted Personnel. 

1. Complete a check request form (found on the Purchasing web site). 

2. Contact Purchasing for additional information. 

j. Revisions. 

i. Policy regarding revisions in projects: No revisions in research projects are 

permitted. If awardees need to propose a change in their research project, they 

must submit a new application that will be reviewed under standard PDC 

guidelines. If the revised project is approved, it will nullify the previous grant. 

If the revised project is not approved, the previous grant will still be valid. All 

standard PDC guidelines apply. If a revised project is approved, a letter will 
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be sent to the Provost’s Office informing them that the previous project is 

invalid. 

ii. Policy regarding revisions in research budgets: Revisions in research 

budgets with no changes in the project do not need to be approved if they 

are equal to or less than the previously approved amount. All purchases are 

subject to PDC and WSSU guidelines. 

IV. Colloquia Grants. 

a. Overview. The Colloquia Grant Funds are to encourage faculty development 

by bringing established scholars or colleagues to Winston-Salem State 

University as guest lecturers, panel discussants, or participants in other avenues 

of intellectual exchange. This is intended to advance the scholarly work of new 

faculty members and increase the knowledge base within the campus 

community. All colloquia events funded by the PDC must be open for the 

campus community to attend. Faculty applicant must be involved in speaker 

and topic selection, proposal preparation, and speaker arrangements, and the 

proposal must indicate faculty/department role in the process. The PDC 

encourages applicants to develop proposals cosponsored by several 

departments. 

b. Eligibility. All full-time teaching faculty only are eligible to apply. 

c. Eligible Uses. Funds may be used to provide travel costs for the guest, 

including flight or car, hotel, and meals; honoraria; supplies; or other direct 

costs associated with the planned activity. In accordance with state guidelines, 

funds may not be used to purchase food for the activity. These funds are not to 

be used to teach a class. Applications can be submitted for funds to cosponsor 

(two academic departments) a lecture, seminar, workshop, and/or performance 

by a visiting speaker or analogous presentation(s) by a performing artist or 

group. A lecture should be a presentation of information suited to a relatively 

broad university audience. A seminar can be a presentation of information 

suited to an audience of persons familiar with the field of competence of the 

speaker. The lecture must be open to all WSSU faculty, staff and students. No 
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charges may be imposed on those attending an event cosponsored by the 

department. The Committee will not provide funds to support speakers in a 

regular curricular offering of the university or in any activity with admission 

restrictions. PDC does not fund receptions, host meals, or other "social 

expenses" connected with a speaker's visit, nor does it finance publicity beyond 

posters. 

d. Amount. The maximum cumulative yearly award will be set by the PDC 

Committee annually, typically this will be $1,000 per faculty member per 

academic year pending availability of funds. The PDC committee will not accept 

pooled applications. Faculty may apply more than once in an academic year, but 

may not receive more than the approved amount. 

e. Submission. 

i. Pre-application preparation. Prior to completing the grant 

application, applicants should complete the following: 

1. If necessary, identify the exact dates of travel. Colloquia awards 

will not be approved for travel that has already taken place. 

Applicants should allow sufficient time before their planned travel to 

prepare their applications. 

2. If necessary, work with the guest speaker to select a flight and save 

a copy of the itinerary with pricing to be included as documentation. 

3. If necessary, work with the guest speaker to select a hotel and save 

a copy of the itinerary with pricing to be attached as documentation. 

4. If necessary, calculate the price of meals (per diem) based on 

current state guidelines (found on the Disbursement Services 

website). 

5. If necessary, calculate all additional costs and prepare a 

clear justification for each (i.e. parking, entrance fees, etc.) 

6. Write a clear and specific purpose for the colloquium. 
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7. If purchasing supplies, find estimates for the costs of all supplies 

to be included as documentation. If purchasing online or using an 

online quote, please provide a clear manner of ordering (website 

address, item number, quote from supplier, etc.) 

8. Prepare a justification as to how your colloquium supports the 

current strategic plan of WSSU. 

ii. Application. 

1. Complete the application form, available on the PDC web site. 

2. Combine all accompanying documentation (i.e., flight, hotel, supply 

list, and speaker fee) into a single document. 

3. Submit the document via the link on the PDC website. 

iii. Deadline. 

a. Applications for Colloquia that have already occurred will be 

returned without review. 

b. Applicants should prepare in advance to ensure that the 

application will be reviewed prior to the dates of the meeting. 

c. Incomplete applications or applications that lack 

accompanying documentation will be returned without 

review. 

d. Colloquium funds may only be approved for the current 

academic year and the following summer (June-August). 

e. All colloquium funds must be spent before the beginning 

of classes for the following academic year. 

f. All requests for reimbursement must be processed by August 

31 of the relevant academic year. 

f. Review. PDC Colloquia Grant proposals will be reviewed as they are received. 

g. Review Status. Applicants will be notified of the status of their proposals within 

one-week following review. Potential status includes the following: 

i. Approved. Applicants whose Colloquia proposals are approved should 
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submit their approval letter to their departmental administrative support. All 

pre-payments and reimbursements must be conducted in accordance with 

official university procedures. 

ii. Pending. Occasionally, the PDC will conditionally recommend an 

application pending the receipt of additional information. In this case, the 

applicant needs to provide the requested additional information before final 

approval of their reward. This material must be received within one-week of 

the request for more documentation. 

iii. Rejection. Applicants will be provided a reason for the rejection of their 

proposal. Potential reasons include, but are not limited to the following: 

1. the applicant submitted the application after the colloquium had 

already occurred 

2. the applicant did not complete the application, 

3. the applicant did not submit the required documentation, 

4. the applicant submitted the application to support a colloquium that 

would occur during the following academic year, 

5. the applicant had already exhausted the approved colloquium amounts, 

6. the applicant’s planned colloquium did not match university priorities, 

or the applicant is ineligible. 

h. Payment. The PDC recommends for approval, but does not fund, the colloquia 

applications. Payment for approved colloquia is  provided by the Provost’s Office, 

and may be either through a pre-payment or reimbursement; in either case, payment 

for approved colloquia must be done in accordance with university guidelines. 

1. All pre-payment for flights must be done through Aladdin Travel. 

Contact Disbursement Services for more information. 

Please note that all flights must be fully processed within 24 hours 

to ensure the same price you were quoted. 

2. All accompanying documentation (PDC letter of approval, along 

with the documentation outlined above in the pre-application 

section) must be sent along with the prepayment form. In 

addition, a summary report must be submitted to CITI (see 
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additional guidelines below for details of the summary report). 

i. Additional Colloquia Application Guidelines. 

In all cases, one designated sponsoring applicant should be responsible for coordinating the event, 

and serve as contact person. The colloquium budget is to be distributed by one of cosponsoring 

departments; an explanation of this distribution should be included with the proposal. In 

addition, the faculty applicant must promote (and provide evidence of the promotion) the 

event campus wide (via fliers, campus announcements (campusannuncements@wssu.edu), 

WSSU/department Facebook/Instagram etc.). 

In some academic departments, there may a tradition of inviting several speakers to schedule a 

series of speakers over the course of a semester or academic year. Instead of developing a full 

proposal for each speaker, the academic unit may submit a single proposal that includes a list of 

speakers (and several alternates, if desired) with a summary CV or scholarly-directory information 

for each, and an anticipated schedule for the colloquia. Based on this information, the PDC would 

give conditional approval for funds up to the planning parameter. This approval will subsequently 

become definitive when titles and dates are furnished to the Committee. Such series are 

encouraged as means to expose students to a number and variety of speakers at moderate cost. 

Following the colloquium, the faculty member must prepare an overview of the program and 

submit to CITI at two weeks after the program. Overview includes written summary of topic, 

approximate attendance, promotional materials, comments and or observations by those in 

attendance. Failure to fulfill the reporting requirement may jeopardized a faculty receiving 

PDC colloquia funds in the future. 

V. Appeals Process. 

a. Applicants whose applications are denied may appeal through their departmental 

representative at the next PDC general meeting. The applicant should discuss 

their case thoroughly with their departmental representative. 

b. The departmental representative should contact the PDC Chair to place the 

appeal on the agenda of the upcoming meeting. 

c. At the meeting, the departmental representative will state the case for the appeal. 

Appeals will be approved or rejected based on a majority vote of a quorum of 

the committee. 

mailto:campusannuncements@wssu.edu
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	I. Professional Development Committee Responsibilities 
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	The Professional Development Committee (PDC) shall review and make funding recommendations on matters that enhance professional effectiveness of faculty members in the areas of teaching, and scholarly research. 
	Membership 
	Each academic department at Winston-Salem State University shall elect a full-time faculty member and an alternate to serve on the PDC. The Faculty Senate chair and/or vice chair shall serve on this committee, the Provost and or other senior academic administrators shall serve as ex-officio members, the PDC executive board shall be elected by the committee members. 
	 
	Member Eligibility 
	To be eligible for election to the PDC, an individual must 
	must involve classroom teaching; 
	          3. Not hold the position of dean, associate dean, or department chairperson. A director Is      
	             only eligible if he/she is not the director of a center and has 50% or more teaching    
	             responsibility. 
	 
	Member Responsibilities 
	1. The PDC meets the fourth Tuesday of each academic month excluding December and 
	1. The PDC meets the fourth Tuesday of each academic month excluding December and 
	1. The PDC meets the fourth Tuesday of each academic month excluding December and 


	May. 
	2. All members should attend the monthly general PDC meeting. If they are unable to 
	2. All members should attend the monthly general PDC meeting. If they are unable to 
	2. All members should attend the monthly general PDC meeting. If they are unable to 


	attend, the alternate from their department should attend in their place. 
	3. All members should serve on one of the PDC Subcommittees, as explained below. 
	3. All members should serve on one of the PDC Subcommittees, as explained below. 
	3. All members should serve on one of the PDC Subcommittees, as explained below. 

	4. Members are responsible for training their alternates and should keep the 
	4. Members are responsible for training their alternates and should keep the 


	alternate representative from their department abreast of current PDC developments. 
	5. It is important that delegates respond to emails and requests to review applications in a timely manner so that the committee can run efficiently.  If a delegate does not respond as the handbook states is necessary, the chair may ask the alternate to replace the delegate or ask the department chair for a new delegate. Delegates must respond to the Subcommittee chair within 2 days to acknowledge that he/she has received the request to review, after which the Subcommittee 
	5. It is important that delegates respond to emails and requests to review applications in a timely manner so that the committee can run efficiently.  If a delegate does not respond as the handbook states is necessary, the chair may ask the alternate to replace the delegate or ask the department chair for a new delegate. Delegates must respond to the Subcommittee chair within 2 days to acknowledge that he/she has received the request to review, after which the Subcommittee 
	5. It is important that delegates respond to emails and requests to review applications in a timely manner so that the committee can run efficiently.  If a delegate does not respond as the handbook states is necessary, the chair may ask the alternate to replace the delegate or ask the department chair for a new delegate. Delegates must respond to the Subcommittee chair within 2 days to acknowledge that he/she has received the request to review, after which the Subcommittee 


	Chair will select another delegate.  The delegate must then review the application, using the rubric, within one week. The Subcommittee Chair gathers information from 2 reviewers (3 if a tie-break is needed), fills in the excel file, and send to the PDC chair for final review/decision.  
	Chair will select another delegate.  The delegate must then review the application, using the rubric, within one week. The Subcommittee Chair gathers information from 2 reviewers (3 if a tie-break is needed), fills in the excel file, and send to the PDC chair for final review/decision.  
	Chair will select another delegate.  The delegate must then review the application, using the rubric, within one week. The Subcommittee Chair gathers information from 2 reviewers (3 if a tie-break is needed), fills in the excel file, and send to the PDC chair for final review/decision.  


	Term of Appointment 
	1. The term of a PDC committee member is two years with a member being eligible for one reappointment or reelection after which time they are required to wait a period of no less than one year before being eligible to serve again. 
	1. The term of a PDC committee member is two years with a member being eligible for one reappointment or reelection after which time they are required to wait a period of no less than one year before being eligible to serve again. 
	1. The term of a PDC committee member is two years with a member being eligible for one reappointment or reelection after which time they are required to wait a period of no less than one year before being eligible to serve again. 


	 
	2. For PDC committee members whose term of appointment expires at the end of the academic year, their departments should be notified by the PDC department representative. 
	2. For PDC committee members whose term of appointment expires at the end of the academic year, their departments should be notified by the PDC department representative. 
	2. For PDC committee members whose term of appointment expires at the end of the academic year, their departments should be notified by the PDC department representative. 


	to elect a new PDC committee alternate by the Friday before the final PDC meeting of the year, typically March. 
	3. The outgoing departmental representative should train new departmental alternates to the PDC for the upcoming academic year prior to the end of their academic year term. It is expected that each alternate will attend at least one PDC meeting during their 2- year alternate period. 
	3. The outgoing departmental representative should train new departmental alternates to the PDC for the upcoming academic year prior to the end of their academic year term. It is expected that each alternate will attend at least one PDC meeting during their 2- year alternate period. 
	3. The outgoing departmental representative should train new departmental alternates to the PDC for the upcoming academic year prior to the end of their academic year term. It is expected that each alternate will attend at least one PDC meeting during their 2- year alternate period. 

	4. At the March PDC meeting, a list of all new PDC members and chairs for the following academic year should be distributed. 
	4. At the March PDC meeting, a list of all new PDC members and chairs for the following academic year should be distributed. 


	 
	Election of Chairs and Subcommittee Chairs 
	1. At the March PDC meeting, outgoing and incoming PDC members and present 
	1. At the March PDC meeting, outgoing and incoming PDC members and present 
	1. At the March PDC meeting, outgoing and incoming PDC members and present 


	alternates may suggest names for the new PDC Chair, Executive Secretary, and Subcommittee Chairs for the Travel, Research, Colloquium, and Documentation subcommittees (the Executive Committee). 
	2. Faculty who will serve as the departmental representative to the PDC for the upcoming 
	2. Faculty who will serve as the departmental representative to the PDC for the upcoming 
	2. Faculty who will serve as the departmental representative to the PDC for the upcoming 


	academic year must fill all Executive Committee positions. 
	3. Nominees may voluntarily withdraw their names for consideration. 
	3. Nominees may voluntarily withdraw their names for consideration. 
	3. Nominees may voluntarily withdraw their names for consideration. 

	4. Outgoing and incoming PDC committee members will vote on each of the 
	4. Outgoing and incoming PDC committee members will vote on each of the 


	nominated executive committee positions. The candidates with the most votes for each position will fill those positions at the beginning of the new academic year. 
	5. In the April meeting, the outgoing PDC Executive Committee should train the 
	5. In the April meeting, the outgoing PDC Executive Committee should train the 
	5. In the April meeting, the outgoing PDC Executive Committee should train the 


	incoming PDC Executive Committee. The outgoing PDC Executive Committee will serve in an ex officio capacity through the September meeting to ensure adequate training and a smooth transition. 
	Executive Committee 
	The PDC Executive Committee consists of the PDC Chair, Executive Secretary, Travel Subcommittee Chair, Research Subcommittee Chair, Colloquia Subcommittee Chair, and CITI Liaison and Documentation Subcommittee Chair. 
	Subcommittees 
	Travel Grant Subcommittee: The Travel Grant Subcommittee is responsible for making recommendations to the PDC chair for grants supporting attendance at and participation in conferences. 
	Research Subcommittee: The Research Subcommittee is responsible for making recommendations to the PDC chair for granting funds to full-time faculty to support research and scholarly projects. 
	Colloquia Subcommittee: The Colloquia Subcommittee is responsible for making recommendations to the PDC chair for granting funds to full-time faculty wishing to bring visiting lecturers, presentations, or other forms of research to campus. 
	Documentation Subcommittee: The Documentation Subcommittee is responsible for the documentation of the policies for the PDC including maintenance of the PDC Handbook. 
	Executive Committee Responsibilities PDC Chair 
	The PDC Chair will: 
	1. Oversee all activities of the PDC, Subcommittees, Executive Secretary, and the 
	1. Oversee all activities of the PDC, Subcommittees, Executive Secretary, and the 
	1. Oversee all activities of the PDC, Subcommittees, Executive Secretary, and the 


	Executive Committee. 
	2. Conduct monthly PDC meetings. 
	2. Conduct monthly PDC meetings. 
	2. Conduct monthly PDC meetings. 

	3. Collect applications and distribute them to subcommittee chairs. 
	3. Collect applications and distribute them to subcommittee chairs. 

	4. Discuss the PDC budget with the Provost and present a budget report to the 
	4. Discuss the PDC budget with the Provost and present a budget report to the 


	PDC Committee at the monthly meeting. 
	5. Prepare the PDC monthly meeting agenda with the Executive Committee. 
	5. Prepare the PDC monthly meeting agenda with the Executive Committee. 
	5. Prepare the PDC monthly meeting agenda with the Executive Committee. 

	6. Gather all PDC applications each year and upload in one-drive. 
	6. Gather all PDC applications each year and upload in one-drive. 


	Executive Secretary 
	The Executive Secretary will: 
	1. Keep a record of all recommendations for funding, including any applicable discussion. 
	1. Keep a record of all recommendations for funding, including any applicable discussion. 
	1. Keep a record of all recommendations for funding, including any applicable discussion. 

	2. Keep summary records through Chair’s reports and minutes of amounts for which 
	2. Keep summary records through Chair’s reports and minutes of amounts for which 


	applicants have been approved. 
	3. Take notes of all meetings and prepare them for approval at subsequent meetings or via 
	3. Take notes of all meetings and prepare them for approval at subsequent meetings or via 
	3. Take notes of all meetings and prepare them for approval at subsequent meetings or via 


	e- mail. 
	4. Work with Chair and IT to maintain accurate information on the PDC website. 
	4. Work with Chair and IT to maintain accurate information on the PDC website. 
	4. Work with Chair and IT to maintain accurate information on the PDC website. 


	Travel, Research, Colloquia and Documentation Subcommittee Chairs 
	The Subcommittee Chairs will oversee all of the work by the various PDC subcommittees. This includes reviewing PDC applications and any charges that may be received at the monthly general PDC meeting or from the PDC Chair. 
	1. As needed, the PDC Chair will prepare a summary of all submitted proposals and 
	1. As needed, the PDC Chair will prepare a summary of all submitted proposals and 
	1. As needed, the PDC Chair will prepare a summary of all submitted proposals and 


	distribute them to the proper committee. Travel, research and colloquia grant applications will be reviewed throughout the academic year. 
	2. After receiving the summary of applications, the Subcommittee Chair will 
	2. After receiving the summary of applications, the Subcommittee Chair will 
	2. After receiving the summary of applications, the Subcommittee Chair will 


	forward the summary of each application and accompanying documentation to a different group of two members of the Subcommittee who will serve as reviewers. 
	3. Members of the Subcommittee will forward their recommendations for funding along 
	3. Members of the Subcommittee will forward their recommendations for funding along 
	3. Members of the Subcommittee will forward their recommendations for funding along 


	with any concerns to the Subcommittee Chair within two-weeks of receiving the documents. Subcommittee Chairs should send a reminder to the reviewer(s) after one week if they did not receive the review. 
	4. The Subcommittee Chair will compile the recommendations of the Subcommittee 
	4. The Subcommittee Chair will compile the recommendations of the Subcommittee 
	4. The Subcommittee Chair will compile the recommendations of the Subcommittee 


	and present them to the PDC chair. 
	5. The Subcommittee Chair of the appropriate subcommittee will review the 
	5. The Subcommittee Chair of the appropriate subcommittee will review the 
	5. The Subcommittee Chair of the appropriate subcommittee will review the 
	5. The Subcommittee Chair of the appropriate subcommittee will review the 
	a. Tenure-track    faculty, including Clinical Faculty 
	a. Tenure-track    faculty, including Clinical Faculty 
	a. Tenure-track    faculty, including Clinical Faculty 

	b. Tenured faculty, Associate Professors given preference above Full Professors.  
	b. Tenured faculty, Associate Professors given preference above Full Professors.  

	c. Other full-time faculty who  engage in scholarly activity. 
	c. Other full-time faculty who  engage in scholarly activity. 





	documentation and make a final recommendation of approved or denied to the PDC Chair. 
	 
	Grant Funding Opportunities: 
	The PDC funds three types of grants for faculty development: travel, research, and colloquia. Grant priority will be given in the following order: 
	II. Travel Grants 
	II. Travel Grants 
	II. Travel Grants 

	a. Overview. The PDC Travel Grant provides full-time faculty with supplemental travel funds to support presentation of their research, scholarship, or creative activity; to serve as chairpersons; to participate as panelists; or to contribute in other appropriate manners at scholarly meetings. The principal aim of the PDC Travel Grant is to promote the presentation of research and scholarship and be inclusive of all campus departments. In the 
	a. Overview. The PDC Travel Grant provides full-time faculty with supplemental travel funds to support presentation of their research, scholarship, or creative activity; to serve as chairpersons; to participate as panelists; or to contribute in other appropriate manners at scholarly meetings. The principal aim of the PDC Travel Grant is to promote the presentation of research and scholarship and be inclusive of all campus departments. In the 


	first meeting of the academic year, the PDC will vote to determine the percent of the budget to be set aside for the 
	first meeting of the academic year, the PDC will vote to determine the percent of the budget to be set aside for the 
	first meeting of the academic year, the PDC will vote to determine the percent of the budget to be set aside for the 


	spring semester, as well as vote to determine how many non-presenting travel grants will be awarded each semester, typically 10. In cases where the faculty member has not yet received an official approval to present by the conference officials, the travel subcommittee can conditionally approve their grant; the money would be encumbered at that time. However, funding will not be dispersed until the PDC travel committee received official approval. 
	b. Eligibility. All full-time teaching/research faculty only are eligible to apply. Adjunct faculty, instructors, and deans are ineligible.  A director Is only eligible if he/she is not the director of a center and has 50% or more teaching responsibility 
	b. Eligibility. All full-time teaching/research faculty only are eligible to apply. Adjunct faculty, instructors, and deans are ineligible.  A director Is only eligible if he/she is not the director of a center and has 50% or more teaching responsibility 
	b. Eligibility. All full-time teaching/research faculty only are eligible to apply. Adjunct faculty, instructors, and deans are ineligible.  A director Is only eligible if he/she is not the director of a center and has 50% or more teaching responsibility 


	 
	c. Eligible Travel. Travel eligible for funding by the PDC includes travel to a professional conference or meeting that enhances the professional development of the attending faculty member (see funding priorities below for additional details for travel within the United States). PDC Travel Grant funds will not be used for travel supporting accreditation or visit to a research collaborator. International travel is permitted. Travel grants for international conferences will only be given to faculty presentin
	c. Eligible Travel. Travel eligible for funding by the PDC includes travel to a professional conference or meeting that enhances the professional development of the attending faculty member (see funding priorities below for additional details for travel within the United States). PDC Travel Grant funds will not be used for travel supporting accreditation or visit to a research collaborator. International travel is permitted. Travel grants for international conferences will only be given to faculty presentin
	c. Eligible Travel. Travel eligible for funding by the PDC includes travel to a professional conference or meeting that enhances the professional development of the attending faculty member (see funding priorities below for additional details for travel within the United States). PDC Travel Grant funds will not be used for travel supporting accreditation or visit to a research collaborator. International travel is permitted. Travel grants for international conferences will only be given to faculty presentin

	d. Amount. Funding will typically be around $1600 for domestic and $2500 for international travel per year. The maximum cumulative yearly award will be set by the PDC Committee annually. Faculty may apply more than once in an academic year, but may not receive more than the approved amount. 
	d. Amount. Funding will typically be around $1600 for domestic and $2500 for international travel per year. The maximum cumulative yearly award will be set by the PDC Committee annually. Faculty may apply more than once in an academic year, but may not receive more than the approved amount. 


	e. Funding Priorities. The priority set for travel funds within the United States is designed to guide faculty and help determine whether they qualify to apply for travel funds through PDC. Faculty will receive funding provided all required documentation are submitted if traveling for the following reasons: presentation (poster or oral) at a conference, serving as a session Chair or moderator at a conference, receiving an award at a conference (conference confirmation letter required before funding approval
	e. Funding Priorities. The priority set for travel funds within the United States is designed to guide faculty and help determine whether they qualify to apply for travel funds through PDC. Faculty will receive funding provided all required documentation are submitted if traveling for the following reasons: presentation (poster or oral) at a conference, serving as a session Chair or moderator at a conference, receiving an award at a conference (conference confirmation letter required before funding approval
	e. Funding Priorities. The priority set for travel funds within the United States is designed to guide faculty and help determine whether they qualify to apply for travel funds through PDC. Faculty will receive funding provided all required documentation are submitted if traveling for the following reasons: presentation (poster or oral) at a conference, serving as a session Chair or moderator at a conference, receiving an award at a conference (conference confirmation letter required before funding approval


	will be required to give a presentation at the annual CITI faculty festival or write a white paper or lead a workshop (CITI will conduct trainings for faculty to write white papers or lead a workshop). During the application process, a commitment form is available through Google Docs for such faculty to share their development activity within two years with the WSSU campus. Failure to fulfill the reporting requirement may jeopardized a faculty receiving PDC travel funds in the future. A Faculty traveling fo
	f. Application. Travel Grant Applications will be reviewed as they are received. A complete application should consist of the application from and relevant attachments. The application form (available on the PDC) website must be submitted a minimum of six weeks before the first day of the conference. Faculty members are encouraged to submit applications as far in advance as it practical. Funding decisions will be communicated to the applicant via email within one-week following the review date. If the fundi
	f. Application. Travel Grant Applications will be reviewed as they are received. A complete application should consist of the application from and relevant attachments. The application form (available on the PDC) website must be submitted a minimum of six weeks before the first day of the conference. Faculty members are encouraged to submit applications as far in advance as it practical. Funding decisions will be communicated to the applicant via email within one-week following the review date. If the fundi
	f. Application. Travel Grant Applications will be reviewed as they are received. A complete application should consist of the application from and relevant attachments. The application form (available on the PDC) website must be submitted a minimum of six weeks before the first day of the conference. Faculty members are encouraged to submit applications as far in advance as it practical. Funding decisions will be communicated to the applicant via email within one-week following the review date. If the fundi
	f. Application. Travel Grant Applications will be reviewed as they are received. A complete application should consist of the application from and relevant attachments. The application form (available on the PDC) website must be submitted a minimum of six weeks before the first day of the conference. Faculty members are encouraged to submit applications as far in advance as it practical. Funding decisions will be communicated to the applicant via email within one-week following the review date. If the fundi
	pdc@wssu.edu 
	pdc@wssu.edu 

	to confirm receipt and progress of the application. 
	i. Pre-application preparation. Prior to completing the travel 
	i. Pre-application preparation. Prior to completing the travel 
	i. Pre-application preparation. Prior to completing the travel 
	i. Pre-application preparation. Prior to completing the travel 
	1. Identify the exact dates of travel. Travel awards will not be 
	1. Identify the exact dates of travel. Travel awards will not be 
	1. Identify the exact dates of travel. Travel awards will not be 

	2. If necessary, select a flight and save a copy of the itinerary with 
	2. If necessary, select a flight and save a copy of the itinerary with 

	3. Select a hotel and save a copy of the itinerary with pricing to 
	3. Select a hotel and save a copy of the itinerary with pricing to 

	4. Print a copy of your conference registration to be attached 
	4. Print a copy of your conference registration to be attached 

	5. Calculate the price of meals (per diem) based on current 
	5. Calculate the price of meals (per diem) based on current 

	6. Calculate all additional costs and prepare a clear justification for 
	6. Calculate all additional costs and prepare a clear justification for 

	7. Acquire an acceptance letter (poster or oral presentations) OR other 
	7. Acquire an acceptance letter (poster or oral presentations) OR other 

	8. Calculate the total cost of the travel using the template on the PDC 
	8. Calculate the total cost of the travel using the template on the PDC 

	9. Prepare the documentation as outlined below. 
	9. Prepare the documentation as outlined below. 

	1. Complete the PDC application form, available on Canvas through 
	1. Complete the PDC application form, available on Canvas through 

	2. Combine all of the following documentation in a single PDF: 
	2. Combine all of the following documentation in a single PDF: 
	2. Combine all of the following documentation in a single PDF: 
	a. Cost file (use template provided) 
	a. Cost file (use template provided) 
	a. Cost file (use template provided) 

	b. Receipts/Verifying information for cost estimates 
	b. Receipts/Verifying information for cost estimates 

	c. CV- 5 most relevant pages 
	c. CV- 5 most relevant pages 

	d. Conference letter of acceptance (oral or poster 
	d. Conference letter of acceptance (oral or poster 

	e. Evidence of scholarship and/or statement of intent. 
	e. Evidence of scholarship and/or statement of intent. 




	1. Applicants should prepare in advance to ensure that the 
	1. Applicants should prepare in advance to ensure that the 

	2. The application form must be submitted a minimum of six weeks 
	2. The application form must be submitted a minimum of six weeks 

	3. Incomplete applications or applications that lack 
	3. Incomplete applications or applications that lack 

	4. Applications for travel that has already occurred will be 
	4. Applications for travel that has already occurred will be 

	5. Travel may only be approved for the current academic year and 
	5. Travel may only be approved for the current academic year and 

	6. All travel must be completed before the first day of classes for the 
	6. All travel must be completed before the first day of classes for the 

	7. All requests for reimbursement must be processed by August 31 
	7. All requests for reimbursement must be processed by August 31 








	grant application, applicants should complete the following: 
	approved for travel that has already taken place before the review. Applicants should allow sufficient time before their planned travel to prepare their applications. 
	pricing to be included as documentation. Note when booking airfare, must ensure their travel date is within 24 hours before and after the conference. Per UNC policy, air ticket booked for travel out of this time range will not be reimbursed. 
	be attached as documentation. 
	as documentation. Faculty traveling for research must explain the research plan and provide supporting evidence just as an applicant for research funding would do. The applicant traveling to do research must justify why travel is a necessary for the research and why alternative data collection strategies such as Zoom, emailed surveys, etc., cannot be used instead. 
	state guidelines. 
	each, i.e. parking, registration  fees, and the like. 
	invitations (session Chair or moderator letter or receiving an award) from the conference for the travel. Note that faculty traveling to teaching workshops/clinical training are required to give a report or presentation (oral/poster) such as at the annual CITI faculty festival, write aa report , lead a workshop, or other agreed up activity (training is provided by CITI). Faculty traveling for research must also present on campus as listed above.  
	website. 
	ii. Application. 
	the PDC website. Note that faculty traveling for workshop or training must complete the contract Google Doc form to share their development activity with the WSSU campus. 
	with relevant totals highlighted 
	presentations), session Chair/moderator/receiving an award letter or attendance. If attending a teaching workshops/clinical training complete the contracted Google Doc form. Attending teaching workshops or 
	training will require applicant to give a presentation at the annual CITI faculty festival, write a white paper, or lead a workshop within two years of receipt of grant funds. 
	Applicants traveling to a workshop,training, or to conduct research should  describe how their development activity would benefit the University. 
	iii. Deadline. 
	application will be reviewed prior to the dates of travel. Please submit 6 weeks prior to the expiration of any “early bird” conference rates, increase in airfare, etc. 
	before the first day of the conference. 
	accompanying documentation will be returned for revision without review. 
	returned without review. 
	the following summer (June-August). For travel from September through May, the applicant must apply during that academic year, (e.g., October travel may not be approved during the prior academic year). 
	following academic year. 
	of the relevant academic year. For example, reimbursement for travel that occurred on Aug 23-24 2018 must be processed by 
	Aug 31 2018. Reimbursement for travel that occurred on Sept 2-3 2018 must be processed by Aug 31 2019. 
	g. Review. PDC Travel Grant proposals will be reviewed as they are received. The PDC recommends applying early in the academic year to allow for proper processing time. 
	g. Review. PDC Travel Grant proposals will be reviewed as they are received. The PDC recommends applying early in the academic year to allow for proper processing time. 
	g. Review. PDC Travel Grant proposals will be reviewed as they are received. The PDC recommends applying early in the academic year to allow for proper processing time. 

	h. Review Status. Applicants will be notified of the status of their proposals within one-week following the review. Status recommendations include the following: 
	h. Review Status. Applicants will be notified of the status of their proposals within one-week following the review. Status recommendations include the following: 

	i. Approved. Applicants whose travel proposals are approved should 
	i. Approved. Applicants whose travel proposals are approved should 


	submit their approval letter to their departmental administrative support who will process their travel for either a) pre-payment of travel expenses or b) reimbursement for travel. All pre-payments and reimbursements must be conducted in accordance with official university procedures. 
	ii. Pending. Occasionally, the PDC will conditionally recommend an 
	ii. Pending. Occasionally, the PDC will conditionally recommend an 
	ii. Pending. Occasionally, the PDC will conditionally recommend an 


	application pending the receipt of additional information. If the applicant has applied to present but has not yet been given official notification of approval the applicant can receive a conditional acceptance letter. The PDC chair will encumber the funds but they will not be distributed until the official notice is received by the PDC chair. In this case, the applicant needs to provide the requested additional information before final approval of their reward. Denial of proposal will result in decision re
	iii. Rejection. Applicants will be provided a reason for rejection of the    
	iii. Rejection. Applicants will be provided a reason for rejection of the    
	iii. Rejection. Applicants will be provided a reason for rejection of the    


	proposal. Potential reasons include, but are not limited to, 1) the applicant submitted the application after the travel had already occurred, 
	2) the applicant did not complete the application, 3) the applicant did not submit the required documentation, 4) the applicant submitted the application to support travel that would occur during the following academic year, 5) the applicant had already exhausted the approved travel amounts, 6) the applicant’s planned travel did not match university priorities or funding priorities, 7) the applicant is ineligible, or 8) the application is traveling to a workshop or training and did not sign the 
	Google Doc form. 
	iv. Payment. The PDC recommends, but does not fund grants that have been 
	iv. Payment. The PDC recommends, but does not fund grants that have been 
	iv. Payment. The PDC recommends, but does not fund grants that have been 


	approved. Payment for approved travel is provided by the Provost’s Office, and may be either through a pre-payment or reimbursement; in either case, payment for approved travel must be done in accordance with university guidelines. A pre-approval form may be necessary to ensure that you will be reimbursed. Faculty can combine travel grants to meet a required goal but cannot apply for two separate grants for the same travel within the WSSU campus. 
	i. Reminders. The Provost may require additional documentation for reimbursement including but not limited to receipts, credit card statements (for cases where a receipt or zero-balance invoice is not available), evidence of payment, and boarding passes. The applicant is responsible for keeping all relevant travel documents and should refer to the Provost’s Office for any questions. 
	III. Research Grants 
	III. Research Grants 
	III. Research Grants 
	III. Research Grants 
	i. Eligible Costs. Eligible costs include supplies, payment to student workers, and coverage of                  student expenses related to the research. Please note that all supplies must be purchased in accordance with university guidelines and become the property of WSSU. 
	i. Eligible Costs. Eligible costs include supplies, payment to student workers, and coverage of                  student expenses related to the research. Please note that all supplies must be purchased in accordance with university guidelines and become the property of WSSU. 
	i. Eligible Costs. Eligible costs include supplies, payment to student workers, and coverage of                  student expenses related to the research. Please note that all supplies must be purchased in accordance with university guidelines and become the property of WSSU. 

	ii. Ineligible Costs. Research grants will not support 
	ii. Ineligible Costs. Research grants will not support 

	iii. g. Pre-application preparation. Prior to completing the grant application, 
	iii. g. Pre-application preparation. Prior to completing the grant application, 
	iii. g. Pre-application preparation. Prior to completing the grant application, 
	1. If purchasing supplies, find estimates for the costs of all supplies to 
	1. If purchasing supplies, find estimates for the costs of all supplies to 
	1. If purchasing supplies, find estimates for the costs of all supplies to 

	2. A detailed budget with justifications must be included. 
	2. A detailed budget with justifications must be included. 

	3. A research proposal must be included. 
	3. A research proposal must be included. 

	4. If using student workers, estimate the number of hours they will 
	4. If using student workers, estimate the number of hours they will 

	5. Prepare a justification as to how your research supports the current 
	5. Prepare a justification as to how your research supports the current 

	1. Complete the application form, available on the PDC web site. 
	1. Complete the application form, available on the PDC web site. 

	2. Combine all accompanying documentation (i.e., budget, research 
	2. Combine all accompanying documentation (i.e., budget, research 

	3. Submit the document via the link on the PDC website. 
	3. Submit the document via the link on the PDC website. 








	a. Overview. The PDC Research Grants aim to support research and scholarly efforts of tenure-track and tenured faculty and to be inclusive of all campus departments. The applicant is responsible for obtaining the appropriate regulatory approval i.e. IRB, IACUC, etc. Up to two research grants can be combined into one research  project provided that one faculty member is at higher rank and serves as a mentor to the junior faculty member. Faculty receiving any research grant are required to present their resea
	b. Eligibility. All full-time faculty that are required by contract to conduct research          are eligible to apply. Adjunct faculty, instructors, , and deans are not eligible.  A director is eligible only if he/she is not the director of a center, has 50% or more teaching responsibility, and is required to do research.  
	c. Eligible Research and Scholarly Work. Proposals for research or scholarly work that enhances the professional development of the applicant are strongly encouraged. Because of the diverse nature of academic disciplines, this may encompass a large variety of work. It is expected that the applicant will provide justification illustrating how the proposed work will contribute to their professional development, as well as how the research supports the mission of WSSU. In general, research grants are intended 
	travel to conferences or meetings, the completion of research dissertation, buying out release time for the faculty member, or travel to do research. 
	d. Priority. Grant priority will be given as stated on p8; applicants must be required to do research as part of job description.  
	e. Amount. Funding will typically be around $3,000 per faculty member per academic year pending availability of funds. The maximum cumulative yearly award will be set by the PDC Committee annually. Faculty may apply more than once in an academic year, but may not receive more than the approved amount. Requests cannot exceed the awarded amounts. 
	f. Application. Research Grant Applications will be reviewed as they are received. A complete application should consist of the application form and relevant attachments. The application form must be submitted through the PDC website. Faculty members are encouraged to submit applications as far in advance as is practical. Funding decisions will be communicated to the applicant via email within one-week following the review completion date. If the funding decision has  not been communicated within one-week o
	f. Application. Research Grant Applications will be reviewed as they are received. A complete application should consist of the application form and relevant attachments. The application form must be submitted through the PDC website. Faculty members are encouraged to submit applications as far in advance as is practical. Funding decisions will be communicated to the applicant via email within one-week following the review completion date. If the funding decision has  not been communicated within one-week o
	pdc@wssu.edu 
	pdc@wssu.edu 

	to confirm receipt and progress of the application. 

	applicants should complete the following: 
	be included as documentation. If purchasing online or using an online quote, please provide a clear manner of ordering (website address, item number, quote from supplier, etc.). 
	work and their rate of pay. Student workers can be paid $12 per hour (this amount is subject to change, this pay rate can be updated without the approval of the PDC or Faculty Senate) for up to 20 hours maximum per week. 
	strategic plan of WSSU. 
	 
	iv. Application. 
	proposal, supply list, or student worker information) into a single document. The PDC recommends that faculty print and scan all documents into a single document (unless specified differently in the application process). 
	v. Deadline. 
	a. Applications for research that has already occurred will be 
	a. Applications for research that has already occurred will be 
	a. Applications for research that has already occurred will be 


	returned without review. 
	b. Applicants should prepare in advance to ensure that the 
	b. Applicants should prepare in advance to ensure that the 
	b. Applicants should prepare in advance to ensure that the 


	application will be reviewed prior to the dates of research. 
	c. Incomplete applications or applications that lack the 
	c. Incomplete applications or applications that lack the 
	c. Incomplete applications or applications that lack the 


	necessary accompanying documentation will be returned without review. 
	d. Research funds may only be approved for the current 
	d. Research funds may only be approved for the current 
	d. Research funds may only be approved for the current 


	academic year and the following summer (June-August). 
	e. All research funds must be spent or in process before the 
	e. All research funds must be spent or in process before the 
	e. All research funds must be spent or in process before the 


	beginning of classes for the following academic year. 
	f. All requests for reimbursement must be processed by August 
	f. All requests for reimbursement must be processed by August 
	f. All requests for reimbursement must be processed by August 


	31 of the relevant academic year. 
	g. Review. PDC Research Grant proposals will be reviewed as they are received. 
	g. Review. PDC Research Grant proposals will be reviewed as they are received. 
	g. Review. PDC Research Grant proposals will be reviewed as they are received. 

	h. Review Status. Applicants will be notified of the status of their proposals within one-week following the review. Potential status includes the following: 
	h. Review Status. Applicants will be notified of the status of their proposals within one-week following the review. Potential status includes the following: 

	i. Approved. Applicants whose research proposals are 
	i. Approved. Applicants whose research proposals are 


	approved should submit their approval letter to their departmental administrative support for either a) pre-payment of funds or b) reimbursement. All pre-payments and reimbursements must be conducted in accordance with official university procedures. 
	ii. Pending. Occasionally, the PDC will conditionally 
	ii. Pending. Occasionally, the PDC will conditionally 
	ii. Pending. Occasionally, the PDC will conditionally 


	recommend an application as pending the receipt of additional information. In this case, the applicant needs to provide the requested additional information before final approval of their award. This material must be received within one-week of the request for more documentation. 
	iii. Rejection. Applicants will be provided a reason for the 
	iii. Rejection. Applicants will be provided a reason for the 
	iii. Rejection. Applicants will be provided a reason for the 


	rejection of their proposal. Potential reasons include, but are not limited to, 1) the applicant submitted the application after research had already occurred, 2) the applicant did not complete the application, 3) the applicant did not submit the required documentation, 4) the applicant submitted the application to support research that would occur during the following academic year, 5) the applicant had already exhausted the approved research amounts, 6) the 
	applicant’s planned research did not match university priorities, or 7) the applicant is ineligible. 
	i. Payment. The PDC recommends for approval, but does not fund, the research applications. Payment for approved research is provided by the Provost’s Office. Payment for approved research materials must be done in accordance with university guidelines. 
	i. Payment. The PDC recommends for approval, but does not fund, the research applications. Payment for approved research is provided by the Provost’s Office. Payment for approved research materials must be done in accordance with university guidelines. 
	i. Payment. The PDC recommends for approval, but does not fund, the research applications. Payment for approved research is provided by the Provost’s Office. Payment for approved research materials must be done in accordance with university guidelines. 
	i. Payment. The PDC recommends for approval, but does not fund, the research applications. Payment for approved research is provided by the Provost’s Office. Payment for approved research materials must be done in accordance with university guidelines. 
	i. Student Workers. Student (undergraduate) workers are paid $12 per hour. 
	i. Student Workers. Student (undergraduate) workers are paid $12 per hour. 
	i. Student Workers. Student (undergraduate) workers are paid $12 per hour. 
	i. Student Workers. Student (undergraduate) workers are paid $12 per hour. 
	1. Complete the Temporary Personnel Action Form-Student (TPAF- 
	1. Complete the Temporary Personnel Action Form-Student (TPAF- 
	1. Complete the Temporary Personnel Action Form-Student (TPAF- 

	2. Complete the Request for Temporary Recruitment Form on the 
	2. Complete the Request for Temporary Recruitment Form on the 

	3. After completing and signing both forms, these documents must be 
	3. After completing and signing both forms, these documents must be 

	4. After submitting the paperwork, the faculty member and the 
	4. After submitting the paperwork, the faculty member and the 
	4. After submitting the paperwork, the faculty member and the 
	a. Two accepted forms of ID (i.e. social security card, driver’s 
	a. Two accepted forms of ID (i.e. social security card, driver’s 
	a. Two accepted forms of ID (i.e. social security card, driver’s 

	b. Copy of a voided check. 
	b. Copy of a voided check. 

	c. Completed direct deposit form (provided by Human 
	c. Completed direct deposit form (provided by Human 

	d. Acceptable criminal background-check form (provided by 
	d. Acceptable criminal background-check form (provided by 

	e. I-9 Employment Eligibility Form (provided by Human 
	e. I-9 Employment Eligibility Form (provided by Human 

	f. W-4 tax form (provided by Human Resources). 
	f. W-4 tax form (provided by Human Resources). 

	g. In addition, the faculty member and student will need to 
	g. In addition, the faculty member and student will need to 




	1. Complete a check request form (found on the Purchasing web site). 
	1. Complete a check request form (found on the Purchasing web site). 

	2. Contact Purchasing for additional information. 
	2. Contact Purchasing for additional information. 




	i. Policy regarding revisions in projects: No revisions in research projects are 
	i. Policy regarding revisions in projects: No revisions in research projects are 

	ii. Policy regarding revisions in research budgets: Revisions in research 
	ii. Policy regarding revisions in research budgets: Revisions in research 





	Student) on the Human Resources home page. 
	Human Resources home page. 
	taken to Financial Aid (Thompson Center 201) for a signature. Once signed by Financial Aid, take the forms to the Provost’s office for continued processing. 
	temporary worker will have to provide Human Resources with the following documentation for university employment: 
	license). 
	Resources) 
	Human Resources). 
	Resources). 
	complete training on web-time entry in Banner from the Payroll Department. For additional details, call the Payroll Hotline at 750-8910. 
	ii. Contracted Personnel. 
	j. Revisions. 
	permitted. If awardees need to propose a change in their research project, they must submit a new application that will be reviewed under standard PDC guidelines. If the revised project is approved, it will nullify the previous grant. If the revised project is not approved, the previous grant will still be valid. All standard PDC guidelines apply. If a revised project is approved, a letter will 
	be sent to the Provost’s Office informing them that the previous project is invalid. 
	budgets with no changes in the project do not need to be approved if they are equal to or less than the previously approved amount. All purchases are subject to PDC and WSSU guidelines. 
	IV. Colloquia Grants. 
	IV. Colloquia Grants. 
	IV. Colloquia Grants. 

	a. Overview. The Colloquia Grant Funds are to encourage faculty development by bringing established scholars or colleagues to Winston-Salem State University as guest lecturers, panel discussants, or participants in other avenues of intellectual exchange. This is intended to advance the scholarly work of new faculty members and increase the knowledge base within the campus community. All colloquia events funded by the PDC must be open for the campus community to attend. Faculty applicant must be involved in 
	a. Overview. The Colloquia Grant Funds are to encourage faculty development by bringing established scholars or colleagues to Winston-Salem State University as guest lecturers, panel discussants, or participants in other avenues of intellectual exchange. This is intended to advance the scholarly work of new faculty members and increase the knowledge base within the campus community. All colloquia events funded by the PDC must be open for the campus community to attend. Faculty applicant must be involved in 

	b. Eligibility. All full-time teaching faculty only are eligible to apply. 
	b. Eligibility. All full-time teaching faculty only are eligible to apply. 

	c. Eligible Uses. Funds may be used to provide travel costs for the guest, including flight or car, hotel, and meals; honoraria; supplies; or other direct costs associated with the planned activity. In accordance with state guidelines, funds may not be used to purchase food for the activity. These funds are not to be used to teach a class. Applications can be submitted for funds to cosponsor (two academic departments) a lecture, seminar, workshop, and/or performance by a visiting speaker or analogous presen
	c. Eligible Uses. Funds may be used to provide travel costs for the guest, including flight or car, hotel, and meals; honoraria; supplies; or other direct costs associated with the planned activity. In accordance with state guidelines, funds may not be used to purchase food for the activity. These funds are not to be used to teach a class. Applications can be submitted for funds to cosponsor (two academic departments) a lecture, seminar, workshop, and/or performance by a visiting speaker or analogous presen


	charges may be imposed on those attending an event cosponsored by the department. The Committee will not provide funds to support speakers in a regular curricular offering of the university or in any activity with admission restrictions. PDC does not fund receptions, host meals, or other "social expenses" connected with a speaker's visit, nor does it finance publicity beyond posters. 
	d. Amount. The maximum cumulative yearly award will be set by the PDC Committee annually, typically this will be $1,000 per faculty member per academic year pending availability of funds. The PDC committee will not accept pooled applications. Faculty may apply more than once in an academic year, but may not receive more than the approved amount. 
	d. Amount. The maximum cumulative yearly award will be set by the PDC Committee annually, typically this will be $1,000 per faculty member per academic year pending availability of funds. The PDC committee will not accept pooled applications. Faculty may apply more than once in an academic year, but may not receive more than the approved amount. 
	d. Amount. The maximum cumulative yearly award will be set by the PDC Committee annually, typically this will be $1,000 per faculty member per academic year pending availability of funds. The PDC committee will not accept pooled applications. Faculty may apply more than once in an academic year, but may not receive more than the approved amount. 
	d. Amount. The maximum cumulative yearly award will be set by the PDC Committee annually, typically this will be $1,000 per faculty member per academic year pending availability of funds. The PDC committee will not accept pooled applications. Faculty may apply more than once in an academic year, but may not receive more than the approved amount. 
	i. Pre-application preparation. Prior to completing the grant 
	i. Pre-application preparation. Prior to completing the grant 
	i. Pre-application preparation. Prior to completing the grant 
	i. Pre-application preparation. Prior to completing the grant 
	1. If necessary, identify the exact dates of travel. Colloquia awards 
	1. If necessary, identify the exact dates of travel. Colloquia awards 
	1. If necessary, identify the exact dates of travel. Colloquia awards 

	2. If necessary, work with the guest speaker to select a flight and save 
	2. If necessary, work with the guest speaker to select a flight and save 

	3. If necessary, work with the guest speaker to select a hotel and save 
	3. If necessary, work with the guest speaker to select a hotel and save 

	4. If necessary, calculate the price of meals (per diem) based on 
	4. If necessary, calculate the price of meals (per diem) based on 

	5. If necessary, calculate all additional costs and prepare a 
	5. If necessary, calculate all additional costs and prepare a 

	6. Write a clear and specific purpose for the colloquium. 
	6. Write a clear and specific purpose for the colloquium. 

	7. If purchasing supplies, find estimates for the costs of all supplies 
	7. If purchasing supplies, find estimates for the costs of all supplies 

	8. Prepare a justification as to how your colloquium supports the 
	8. Prepare a justification as to how your colloquium supports the 

	1. Complete the application form, available on the PDC web site. 
	1. Complete the application form, available on the PDC web site. 

	2. Combine all accompanying documentation (i.e., flight, hotel, supply 
	2. Combine all accompanying documentation (i.e., flight, hotel, supply 

	3. Submit the document via the link on the PDC website. 
	3. Submit the document via the link on the PDC website. 








	e. Submission. 
	application, applicants should complete the following: 
	will not be approved for travel that has already taken place. Applicants should allow sufficient time before their planned travel to prepare their applications. 
	a copy of the itinerary with pricing to be included as documentation. 
	a copy of the itinerary with pricing to be attached as documentation. 
	current state guidelines (found on the Disbursement Services website). 
	clear justification for each (i.e. parking, entrance fees, etc.) 
	 
	to be included as documentation. If purchasing online or using an online quote, please provide a clear manner of ordering (website address, item number, quote from supplier, etc.) 
	current strategic plan of WSSU. 
	ii. Application. 
	list, and speaker fee) into a single document. 
	iii. Deadline. 
	a. Applications for Colloquia that have already occurred will be 
	a. Applications for Colloquia that have already occurred will be 
	a. Applications for Colloquia that have already occurred will be 


	returned without review. 
	b. Applicants should prepare in advance to ensure that the 
	b. Applicants should prepare in advance to ensure that the 
	b. Applicants should prepare in advance to ensure that the 


	application will be reviewed prior to the dates of the meeting. 
	c. Incomplete applications or applications that lack 
	c. Incomplete applications or applications that lack 
	c. Incomplete applications or applications that lack 


	accompanying documentation will be returned without review. 
	d. Colloquium funds may only be approved for the current 
	d. Colloquium funds may only be approved for the current 
	d. Colloquium funds may only be approved for the current 


	academic year and the following summer (June-August). 
	e. All colloquium funds must be spent before the beginning 
	e. All colloquium funds must be spent before the beginning 
	e. All colloquium funds must be spent before the beginning 


	of classes for the following academic year. 
	f. All requests for reimbursement must be processed by August 
	f. All requests for reimbursement must be processed by August 
	f. All requests for reimbursement must be processed by August 


	31 of the relevant academic year. 
	f. Review. PDC Colloquia Grant proposals will be reviewed as they are received. 
	f. Review. PDC Colloquia Grant proposals will be reviewed as they are received. 
	f. Review. PDC Colloquia Grant proposals will be reviewed as they are received. 

	g. Review Status. Applicants will be notified of the status of their proposals within one-week following review. Potential status includes the following: 
	g. Review Status. Applicants will be notified of the status of their proposals within one-week following review. Potential status includes the following: 
	g. Review Status. Applicants will be notified of the status of their proposals within one-week following review. Potential status includes the following: 
	i. Approved. Applicants whose Colloquia proposals are approved should 
	i. Approved. Applicants whose Colloquia proposals are approved should 
	i. Approved. Applicants whose Colloquia proposals are approved should 

	ii. Pending. Occasionally, the PDC will conditionally recommend an 
	ii. Pending. Occasionally, the PDC will conditionally recommend an 

	iii. Rejection. Applicants will be provided a reason for the rejection of their 
	iii. Rejection. Applicants will be provided a reason for the rejection of their 
	iii. Rejection. Applicants will be provided a reason for the rejection of their 
	1. the applicant submitted the application after the colloquium had 
	1. the applicant submitted the application after the colloquium had 
	1. the applicant submitted the application after the colloquium had 

	2. the applicant did not complete the application, 
	2. the applicant did not complete the application, 

	3. the applicant did not submit the required documentation, 
	3. the applicant did not submit the required documentation, 

	4. the applicant submitted the application to support a colloquium that 
	4. the applicant submitted the application to support a colloquium that 

	5. the applicant had already exhausted the approved colloquium amounts, 
	5. the applicant had already exhausted the approved colloquium amounts, 

	6. the applicant’s planned colloquium did not match university priorities, 
	6. the applicant’s planned colloquium did not match university priorities, 








	submit their approval letter to their departmental administrative support. All pre-payments and reimbursements must be conducted in accordance with official university procedures. 
	application pending the receipt of additional information. In this case, the applicant needs to provide the requested additional information before final approval of their reward. This material must be received within one-week of the request for more documentation. 
	proposal. Potential reasons include, but are not limited to the following: 
	already occurred 
	would occur during the following academic year, 
	or the applicant is ineligible. 
	h. Payment. The PDC recommends for approval, but does not fund, the colloquia applications. Payment for approved colloquia is  provided by the Provost’s Office, and may be either through a pre-payment or reimbursement; in either case, payment for approved colloquia must be done in accordance with university guidelines. 
	h. Payment. The PDC recommends for approval, but does not fund, the colloquia applications. Payment for approved colloquia is  provided by the Provost’s Office, and may be either through a pre-payment or reimbursement; in either case, payment for approved colloquia must be done in accordance with university guidelines. 
	h. Payment. The PDC recommends for approval, but does not fund, the colloquia applications. Payment for approved colloquia is  provided by the Provost’s Office, and may be either through a pre-payment or reimbursement; in either case, payment for approved colloquia must be done in accordance with university guidelines. 

	1. All pre-payment for flights must be done through Aladdin Travel. 
	1. All pre-payment for flights must be done through Aladdin Travel. 


	Contact Disbursement Services for more information. 
	Please note that all flights must be fully processed within 24 hours to ensure the same price you were quoted. 
	2. All accompanying documentation (PDC letter of approval, along 
	2. All accompanying documentation (PDC letter of approval, along 
	2. All accompanying documentation (PDC letter of approval, along 


	with the documentation outlined above in the pre-application section) must be sent along with the prepayment form. In addition, a summary report must be submitted to CITI (see 
	additional guidelines below for details of the summary report). 
	i. Additional Colloquia Application Guidelines. 
	In all cases, one designated sponsoring applicant should be responsible for coordinating the event, and serve as contact person. The colloquium budget is to be distributed by one of cosponsoring departments; an explanation of this distribution should be included with the proposal. In addition, the faculty applicant must promote (and provide evidence of the promotion) the event campus wide (via fliers, campus announcements (
	In all cases, one designated sponsoring applicant should be responsible for coordinating the event, and serve as contact person. The colloquium budget is to be distributed by one of cosponsoring departments; an explanation of this distribution should be included with the proposal. In addition, the faculty applicant must promote (and provide evidence of the promotion) the event campus wide (via fliers, campus announcements (
	campusannuncements@wssu.edu
	campusannuncements@wssu.edu

	), WSSU/department Facebook/Instagram etc.). 

	In some academic departments, there may a tradition of inviting several speakers to schedule a series of speakers over the course of a semester or academic year. Instead of developing a full proposal for each speaker, the academic unit may submit a single proposal that includes a list of speakers (and several alternates, if desired) with a summary CV or scholarly-directory information for each, and an anticipated schedule for the colloquia. Based on this information, the PDC would give conditional approval 
	Following the colloquium, the faculty member must prepare an overview of the program and submit to CITI at two weeks after the program. Overview includes written summary of topic, approximate attendance, promotional materials, comments and or observations by those in attendance. Failure to fulfill the reporting requirement may jeopardized a faculty receiving PDC colloquia funds in the future. 
	V. Appeals Process. 
	V. Appeals Process. 
	V. Appeals Process. 

	a. Applicants whose applications are denied may appeal through their departmental representative at the next PDC general meeting. The applicant should discuss their case thoroughly with their departmental representative. 
	a. Applicants whose applications are denied may appeal through their departmental representative at the next PDC general meeting. The applicant should discuss their case thoroughly with their departmental representative. 

	b. The departmental representative should contact the PDC Chair to place the appeal on the agenda of the upcoming meeting. 
	b. The departmental representative should contact the PDC Chair to place the appeal on the agenda of the upcoming meeting. 

	c. At the meeting, the departmental representative will state the case for the appeal. Appeals will be approved or rejected based on a majority vote of a quorum of the committee. 
	c. At the meeting, the departmental representative will state the case for the appeal. Appeals will be approved or rejected based on a majority vote of a quorum of the committee. 





