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January 23, 2018
To: Members of CAC

Subject: Amendment to the Procedures for Applying for and Review of
RTRF Professional Development Funds

In a memo dated December 1, 2017, | disseminated the FY 18 Research and Training Revolving
Fund Allocation (RTRF) Plan. In this plan, $106,205 was allocated for professional development
(Account Code 3801039).

On December 18, 2017, another memo was disseminated stating that faculty and staff wishing
to apply for RTRF funding to promote their professional development, including travel, should
complete and submit the attached form to the Chancellor, via their Department Chair/Unit Head
and program administrator. Please use the attached revised form or go to the Ohana website
when making your requests. https://ohana.kapiolani.hawaii.edu/forms/, under Professional
Growth, RTRF Professional Development for Faculty and Staff Form.

For FY 18 requests:

1. Preference will be given to faculty and staff who were not awarded RTRF funding in
2016-2017.

2. Applications for funding that entail out-of-state travel should be submitted at least eight
weeks prior to the date of the activity.

3. Instead of reviewing the professional development requests at the Administrative Staff
Council’s first meeting of the month, the Admin Staff will review the requests at the
meeting right after the requests are received in order to respect the timeline of
submitting the request at least eight weeks prior to activities involving out-of-state
travel.

Successful applicants must submit a report upon completion of the activity, detailing the actual
outcomes of the activity and their dissemination.
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Louise Pagotto

Attachment: Revised Professional Development Training Request Form
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