
Name

Department

Amount requested

Project title

Project location

Project start & end date

Professional Development & Research 
Marriott Staff Proposal Submission Form

(attach supporting documents, i.e. conference/workshop agendas, registration application, etc.)

Description of project:

(i.e why should you participate in requested activity and how will it benefit your department and DCHP?)

Justification:

Other participant’s name(s):

YesIs other documentation attached? No

YOUR APPLICATION WILL NOT BE ACCEPTED WITHOUT SUPPORTING DOCUMENTATION.

YesHave you previously received a Marriott Staff Development Grant? No

If yes, what was the project, when were you funded and for how much?

I understand that Staff Development funds awarded for this project are to be 
used only for this project. If the project is not completed during the dates 
indicated above, the funds will be returned to Staff Development.Submitter initials



Destination
(exact destination)

Dates of travel (mm/dd/yy)
(specify travel dates & activity dates)

Airfare $

Mileage $

Per diem $

Lodging $

Misc. $

Travel

Budget Information

Project title

Registration Fee $

Equipment or Supplies

Description

Cost $

Total funds needed from all sources
(budget info + travel + equipment/supplies)

$

Funding support from other sources

Department
(if $0, briefly note why)

$ Note:

Self $

Other
(please explain)

$

Total 
REQUEST OF MARRIOTT FUNDS

(total funds minus total funding support)

Totals & Other Funds

Please forward this proposal to your Department Chair. 

The Department Chair will then electronically forward this proposal to the chair of the Staff 
Development Committee, with a comment of acceptance.



POLICIES & PROCEDURES 

KEY POINTS 

• All sections of the proposal must be thoroughly completed
• Proposals are limited to one person per proposal form
• All completed proposals must be received on or before the submission deadline

date, no later than 4 p.m.
• All proposals must be reviewed and approved by the department chair
• Supporting documentation is limited to two pages
• Funding will not be awarded retroactively
• Students are not eligible for funding
• We encourage a demonstration of both departmental and self-financial support.
• Report forms must be completed and returned to the Professional Development

Committee within 30 days after completion of a project in order to be considered for
future funding.

DEPARTMENT CHAIRS 

• THOROUGHLY review all proposals.
• Verify the budget page for accuracy.
• Collect all proposals from your department and submit them together in

a single email to the Professional Development Committee chair.
• Consult with your department representative quarterly for any updates from the

committee.
• Department chairs must re-allocate within 30 days of the completed travel
• Department chairs submitting their own requests must submit proposals to the

Dean for prior review and authorization
• If you have any questions about the application process, please visit with your

department chair or a member of the committee.

GENERAL INFORMATION 

Eligible faculty members may apply for Marriott funding multiple times, but the total 
awards to any one faculty member shall not exceed $2,500 per academic year (July 1 
through June 30).  

The Dumke College of Health Professions (DCHP) Professional Development Committees 
will review all grant applications and will make decisions at the end of each of the two-
month periods. This committee is comprised of faculty and staff from each department, as 
well as representation from the Dean's Office.  



Only full-time and part-time employees of the Dumke College of Health Professions are 
eligible for funding. 

Activities eligible for funding are the following: 
• Scholarly and/or research endeavors
• Instruction improvement
• Faculty-supervised undergraduate research
• National or regional leadership in professional societies
• Professional development

Priorities for funding will be given to the following: 
1. Full-time faculty of DCHP
2. The following individuals:

• Applicants participating in activities related to ensuring tenure
• Applicants giving presentations
• Applicants who have not received Marriott funding within the past 12 months
• Applicants who need to attend because of a leadership position with the

professional organization sponsoring the event
• Applicants who have obtained supportive funding from their departments, personal

resources and other grants
3. Adjunct faculty and staff members of DCHP

• If funds are available, two adjunct faculty members per year may be awarded funds
up to $1,000 annually for the purpose of advancing their education at the graduate
level. Adjunct faculty members must be employed in DCHP for at least two years
and teach a minimum of six (6) credits per year with excellent student evaluations.
The department chair will write the recommendation for the individual seeking the
funds to the Professional Development Committee. If more adjuncts apply than
there are funds, selections will be made based on the progress toward the degree of
the individual seeking the degree. Unofficial transcripts will be required annually.

• In the event an adjunct faculty or staff member seeks a graduate degree and there is
a full-time position in the department where the employee works or the potential
exists from a position, the individual may be supported as potential full-time faculty,
guided by full-time faculty policies. Any individual seeking a doctoral degree in the
discipline where they are employed in the DCHP, regardless of their employment
status, will be supported as having potential for full-time faculty member status for
professional development funds.

If needed, IRB approval must be either granted or in progress at the time of proposal 
submission. The official grant application must be completed and submitted to the 
Professional Development committee chair after your department chair has reviewed the 
proposal for accuracy and content. The reviewed proposal must then be sent electronically 
to the Professional Development Committee chair prior to the proposal deadline, along 
with any supporting documentation that may be required. Supporting documentation is 



limited to two pages per proposal. Applications are due prior to the last day of each funding 
cycle. Applications that come in after the last day will be considered in the next funding 
cycle. 
*See Submission Deadlines, under the Resource section for important dates

The application must be complete; incomplete and/or inaccurate proposals will be 
returned to the author for revision, potentially delaying the proposal consideration until the 
next funding cycle. The first two pages summarize the project and budget requested. The 
following page, which will expand as it is completed and as such, is designed to give the 
committee a more extensive idea of the proposal objectives. Please limit the overview 
comments to two pages or less and include with application (electronically) any other 
documents that might be helpful to the committee. These might be copies of letters 
notifying you that you are being invited to give a presentation and/or copies of meeting 
agendas. This may require that the document be scanned in and saved as a PDF file. As you 
complete the budge page, use appropriate mileage and per diem amounts as outlined by 
WSU Policies and Procedures Manual. 

Awards must be used towards the approved project. Award funding may NOT be applied 
toward activities that are not directly associated with the approved proposal. Funding 
dollars not utilized for the approved project will be re-allocated to the original funding 
source. If awarded funding and the amount received does not cover the full request, cost or 
expense, the requestee (faculty or staff) is responsible for the remaining expense. In 
addition, the Dumke College of Health Professions expect that the faculty and staff 
members receiving funds will commitment to a reasonable time period of employment 
within the College after fund distribution. Exceptions will be made on a case-by-case basis. 
After completion of the funded project, the recipient must report back to the committee in 
regard to the success of the project and dissemination of information. Submit the 
completed form to your designated department chair for review, who, upon personal 
approval, will forward the form to the Professional Development Committee chair. This 
should be completed within 30 days of the project proposal end date in order to qualify for 
future funding. 

https://www.weber.edu/ppm/Policies/5-32_Travel.html
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