










Human Resources

Professional Development Fund Request Form 

USER INSTRUCTIONS 

Form Purpose: Use this form to request approval for professional development activities. 

How to Complete this Form: Fill out this form, to include manager and component VP signature and submit to HR. 

Deadline: This form must be received and approved at least one month in advance of the professional 
development activity. 

Upon Completion of Activity: Submit Certification of Completion or another related document to HR to include in 
personnel file. 

EMPLOYEE INFORMATION 

Name: Date: 

PROFESSIONAL DEVELOPMENT PLAN DETAILS: 

Name of training/workshop/conference: 

Training/workshop/conference Provider: 

Date(s):  

Location:   

Provide details describing objectives, topics, and content that should be covered during this activity. 

Explain briefly what you intend to learn or gain (personally and/or professionally) from attending this activity. 
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How does this training/development relate to your primary role at UnidosUS? 

(Managers only) How will your attendance at this activity benefit the staff you supervise or the people you work 
with? 

PROJECTED EXPENDITURE: 

Registration cost: 

APPROVAL: 

Employee signature: ____________________________________________       Date: 

Manager signature: Date: 

VP signature:      Date:   

HR signature:     Date: 

Please note: The Professional Development Fund is subject to annual company budgets established for external 
trainings and memberships. Expenses up to $1000 per fiscal year approved by your manager/VP will be covered by HR (CC 
1811-10)

deischens
Highlight

Gary Sang

*See email attachment confirming approval

*See email attachment confirming approval
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Gary Sang

From: Gary Sang
Sent: Monday, September 22, 2025 3:24 PM
To: Anita Youngkin
Cc: Laura Vazquez
Subject: RE: Question - Professional Development Funds - Immigration Law and Policy 

Conference

Great, thank you for your approval and quick response! 
 
Best, 
Gary 
 
 

From: Anita Youngkin <ayoungkin@unidosus.org>  
Sent: Monday, September 22, 2025 2:14 PM 
To: Gary Sang <gsang@unidosus.org> 
Cc: Laura Vazquez <lvazquez@unidosus.org> 
Subject: RE: Question - Professional Development Funds - Immigration Law and Policy Conference 
 
Hi, Gary! 
 
Yes, approved, please submit today. 
 
Best, Anita 
 
Anita Youngkin | Deputy Vice President, Human Resources   
 
 
 

| o 202.776.1731|ayoungkin@unidosus.org   
NCLR is now UnidosUS.  Find out more at unidosus.org | Facebook | Twitter 
 
 

From: Gary Sang <gsang@unidosus.org>  
Sent: Monday, September 22, 2025 1:37 PM 
To: Anita Youngkin <ayoungkin@unidosus.org> 
Cc: Laura Vazquez <lvazquez@unidosus.org> 
Subject: Question - Professional Development Funds - Immigration Law and Policy Conference 
 
Hi Anita, 
 
I hope you had a restful weekend! 
 
I’m reaching out regarding the Professional Development funds. I am interested in attending a conference on 
immigration law and policy on October 9th. The total cost to attend, including fees, is $100. My supervisor, Laura, 
has already approved my participation, but since Irene is out this week, we are awaiting VP approval to proceed. 
 
Would it be possible to use the FY25 Professional Development funds for this event, even though it takes place in 
FY26? 
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Please let me or Laura know if you have any questions.  
 
Thank you, 
Gary 
 
 
Gary Sang | Program Manager, Immigrant IntegraƟon 
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