Washington Families Fund

Training Scholarship
**Please read carefully**
Each WFF project is able to apply for and access up to $500 per calendar year for approved expenses related to training opportunities. By submitting the attached one-page application by email, fax, or mail, WFF project staff can request financial support for their training and continuing education needs. 

The amount of training funds offered by WFF are not intended to cover the full cost of project staff’s continuing education needs. However, WFF seeks to offer support by being one contributing source of funds to an agency’s overall training budget. Grantee agencies and their project partners are expected to plan together, and coordinate requests with partner agencies. We will not approve your request for funds unless you have engaged your project partners and supervisory staff.
WFF staff will continue to seek out and offer free training opportunities whenever possible. Individual technical assistance also remains available to all grantees and project partners. We encourage you to contact us at any time.
Amount Available: Each project (both grantee and partner agencies, not each individual agency) may access up to $500/year to reimburse approved training costs. 
Allowable Training Activities: The funds may be used for trainings and conferences WFF staff notifies projects about, WFF-coordinated events, or an independent training opportunity you have identified that fits with your WFF-related mission and joint grantee/project partner staff training plan.
Allowable Use of Funds: Registration fees, hotel costs, mileage. Other expenses considered in consultation with WFF staff. 
Eligible WFF Staff: Emphasis should be given to using funds for staff having the most direct work with WFF families, and the WFF program managers, although the funds may be used to support training for any WFF-associated position. 
Ineligible Staff: Agency employees who do not have a WFF program role are not eligible to have their training costs reimbursed.
Complete the following steps to apply: 
1. Confer with any partner agencies and supervisory staff to create a plan that identifies how these funds will be used, for which staff, and over what time period, i.e. will one request deplete the $500 allotment, or will it be spread over multiple trainings and multiple months.  
2. Fill out the one-page application and submit to WFF for approval. Grantees will be contacted with an approval, denial, or suggest modification from WFF staff within 10 business days of receipt of the written request.
3. Submit the request as far in advance as possible. A minimum of 15 business days prior to the event is required.  Requests are not considered approved until confirmation is received from WFF staff; therefore grantees are encouraged to make requests as far in advance as possible in order to meet registration deadlines.  Agencies seeking reimbursement without prior approval will be held responsible for all costs incurred. WFF will not pay for expenses that have not been approved. 
4. Agencies are responsible for their own registration, accommodation, and related arrangements. 
Complete the following steps to request reimbursement:
1. WFF will provide a reimbursement form at the time of approval.  
2. After attending the training, submit this reimbursement request form along with appropriate documentation of expenses incurred. Documentation may include a copy of training payment confirmation, hotel receipts, documentation of distance traveled for mileage reimbursement (reimbursed at the current Federal GSA rate).
WFF staff responsibilities: 

1. Approve, deny, or suggest modification and reply to grantee/partner agency within 10 days of receipt of written request. Please note that WFF staff may seek additional information regarding the request.
2. Track the total amount available, used, and remaining for each project.
3. Reimburse agencies within identified timeframe.
4. Communicate training and continuing education opportunities.
5. Continue to develop and offer low or no-cost training opportunities.

6. Be flexible. If you have creative ideas about how you might use these funds other than training registration, hotel, mileage please discuss it with us so we can consider it with you. 
7. Be accessible.
Complete this application and submit via e-mail, fax, or mail to Washington Families Fund at the address below.
	1.
Project Name:                    Have you consulted with partner agencies and supervisor on this request? 
                                                                                 Yes                    No      
       Agency Name:                                                   Check one:   Grantee                 Partner Agency
                                                                                                                           


	2.
Contact Information for Training  Scholarship Request:


Name & Title:
     


Mailing Address:
     


City/State/Zip Code:
                                        

Telephone Number:
                            

E-mail Address:
     


	3.
Name of Staff Person(s) Attending
     
           
           


	4.
Name and Location of Training Opportunity 
     


	5.
DATE of Training Opportunity 
     


	6.
How Does This Training Directly Connect to Your WFF Project (Summarize in 3 to 5 sentences):
     


	7.
Describe how those attending the training will dissemiinate the information to other WFF staff (Summarize in 3 to 5 sentences):
     


	8.
Training Costs for which you are requesting reimbursement (may or may not be full amount of cost) :


Training Registration Fee

$      

Hotel 

$       


Mileage

$      
       Other (describe in line below)                                $       


       Total

$      


	9.  Signature of Grantee or Project Sponsor Applicant 

Name                            Signature
	10.  Signature of Supervisor/Manager:  

Name                              Signature


        Return the completed form via e-mail, fax, or mail to:

Washington Families Fund

ATTN: Anne Marie Champoux, Program Assistant
2014 East Madison, Suite 200

Seattle, WA 98122
E-mail: AnneMarie.Champoux@BuildingChanges.org 
Phone: 206-805-6155
Fax: 206-805-6101
Washington Families Fund Training Scholarship
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