
   
 

   
 

 

How to Complete a Professional Development 

Request Form for Non-Travel and Travel-Related 

Requests 

This guide walks you through how to correctly complete a professional development request, 

helping to prevent delays or revisions. 

Confirm Your Details and Agree to Terms 

 

___________________________________________________________________________________ 



   
 

   
 

Mentor Approval 

❖ You must provide written documentation from your mentor confirming your travel and 

time away from the fellowship project. 

❖ Mentor approval example:  

➢ It can be either an email message or a signed letter.  

➢ Must include mentor letterhead or adobe signature as proof. 

 

____________________________________________________________________________________ 

Non-Travel-Related Requests 

For non-travel opportunities: 

❖ 1. Include a description of the item(s) and a link or screenshot showing the exact item and cost. 

 

Request Details 

For HIMSS Dictionary of Health Information and Technology Terms, Acronyms, and 

Organizations (HIMSS Book Series) 6th Edition 

 

Book link: HIMSS Dictionary of Health Information and Technology Terms, Acronyms, and 

Organizations (HIMSS Book Series): 9781032259949: Medicine & Health Science Books @ 

Amazon.com 

 

Total Cost: $53.58 

 

https://www.amazon.com/Dictionary-Information-Technology-Acronyms-Organizations/dp/1032259949/ref=pd_vtp_d_sccl_1_1/140-1887447-6527104?pd_rd_w=gcGrA&content-id=amzn1.sym.2aec5a0f-72e8-4d2b-85c5-8e0dd71765ff&pf_rd_p=2aec5a0f-72e8-4d2b-85c5-8e0dd71765ff&pf_rd_r=VKZY3PF7B367CTD3MGT6&pd_rd_wg=mUFaT&pd_rd_r=cddf4edb-6a14-4d3f-9543-8d568d871f22&pd_rd_i=1032259949&psc=1
https://www.amazon.com/Dictionary-Information-Technology-Acronyms-Organizations/dp/1032259949/ref=pd_vtp_d_sccl_1_1/140-1887447-6527104?pd_rd_w=gcGrA&content-id=amzn1.sym.2aec5a0f-72e8-4d2b-85c5-8e0dd71765ff&pf_rd_p=2aec5a0f-72e8-4d2b-85c5-8e0dd71765ff&pf_rd_r=VKZY3PF7B367CTD3MGT6&pd_rd_wg=mUFaT&pd_rd_r=cddf4edb-6a14-4d3f-9543-8d568d871f22&pd_rd_i=1032259949&psc=1
https://www.amazon.com/Dictionary-Information-Technology-Acronyms-Organizations/dp/1032259949/ref=pd_vtp_d_sccl_1_1/140-1887447-6527104?pd_rd_w=gcGrA&content-id=amzn1.sym.2aec5a0f-72e8-4d2b-85c5-8e0dd71765ff&pf_rd_p=2aec5a0f-72e8-4d2b-85c5-8e0dd71765ff&pf_rd_r=VKZY3PF7B367CTD3MGT6&pd_rd_wg=mUFaT&pd_rd_r=cddf4edb-6a14-4d3f-9543-8d568d871f22&pd_rd_i=1032259949&psc=1


   
 

   
 

 
 
____________________________________________________________________________________ 

Travel-Related Requests 
For travel opportunities: 
 

• Event: Include a link to the event, specifying the location and dates. 

 HIMSS Global Health Conference & Exhibition  

 March 9-12, 2026, in Las Vegas, NV  

• Registration Cost: Please provide a link that displays the registration cost. 

 $275 student registration 

https://www.himssconference.com/


   
 

   
 

 
• Hotel Nightly Rates: Provide a PDF or a screenshot showing the nightly rate and the total cost for the stay. 

o Make a reservation at a hotel that lets you reserve now and pay at the hotel, and make sure the 

reservation clearly shows your full name and the hotel’s name. 

o Personal Trip Extension: If you plan to extend your trip for personal reasons, do not include 

personal days in the hotel cost breakdown. Personal days are not covered by professional 

development funds and must be paid by you. 

 $1259.94 total for hotel (5 nights) March 8-13 

 
Additional Travel Information to Include (see below) 
 

• If Flying: Include a screenshot showing the cost of checked bags for departure and return (if applicable). 

o Do not include flight costs. Flights are booked separately through the APHL Travel Site. Flights 

should not be booked via third-party sites (Expedia, Google Flights, Hopper, etc.). Instructions for 

booking through the APHL Travel Site will be provided in an approval email. 

 $35*2= $70 



   
 

   
 

 
• If Driving: Include a Google Maps screenshot (or similar) showing the starting point, destination, and miles. 

Provide a mileage calculation: round-trip miles × $0.725/mile. 

• Ground Transportation and Ridesharing Services: Use the TaxiFareFinder (not RideGuru or the Uber/Lyft 

app) to estimate the cost of each ride. Even if taxis are not used, this calculator is required for consistency. 

o Include a screenshot and show the number of rides, purpose, and total cost.  

o The ride estimate should represent the location in which the ride takes place.  

 From home to airport (roundtrip): $48.87*2= $97.74 

 
 From airport to hotel (roundtrip): $33.64*2= $67.28 

https://www.taxifarefinder.com/


   
 

   
 

 
 From hotel to event (roundtrip): $8.60 *2 = $17.20*4 days (2 

trips/day for 4 days) = $68.80 

 
• Per Diem: List per diem for each day using the GSA Per Diem website. Travel days (arrival and departure) = 

75% of per diem; other days = 100%. Include total per diem. Dates must be calculated using the Per Diem 

Trip Calculator. 

o DO NOT use 'Lodging Rates' ONLY 'Meals and Incidentals Expenses (M&IE)' 

 $473 total for March 8-13 

https://www.gsa.gov/travel/plan-book/per-diem-rates?topnav=travel
https://www.gsa.gov/travel


   
 

   
 

 

 

Grand total estimate: $2311.76 
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