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Professional Development - Expense Worksheet
IN-HOUSE TRAINING
Training Event Information
Trainers/Speakers Used (check all that apply):
Attached Training Event Documentation (REQUIRED):
Training Event Costs
Must attach copy of Contract or Agreement
Must attach copy of itemized invoice/receipt from vendor
Each person must submit Staff Worksheet with documentation
I certify the above information and amounts claimed by me for in-house training expenses for the date indicated are true and accurate in all aspects, and that payment for any part has not been received.
Signature, Program Director
Worksheet Instructions
 
Must be filled out electronicallyCarry Training Event Costs Totals over to Reimbursement Request formWorksheet must be signed by Project DirectorPrint out completed worksheetInclude all required/necessary documentation
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