Attachment A



Oregon Department of Fish and Wildlife – Training Request Form
This Form Must Be Completed for All External Training
	Employee Name:
	     
	Date:
	     

	Employee ID #:
	      (ex. OR0012345)
	Position Classification:
	     

	TRAINING REQUESTED


	Training Name: 
	     

	Please attach a copy of the full class description to this request form. Request cannot be approved without this.

	Provider:
	      
	Location:
	     

	Start Date:
	     
	Completion Date:
	     

	Total number of training hours (do not include travel or meal times) 
	     

	TRAINING JUSTIFICATION

	Is this training mandatory?  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	Describe how this training will enhance your competencies/skills in your current position or as part of your career development plan:

	     

	COST ESTIMATE

	0.00
	Mileage 
	
	

	0.00
	Meals
	
	

	0.00
	Lodging
	
	

	0.00
	Tuition/Registration
	
	

	0.00
	Class Materials
	
	

	0.00
	TOTAL COST
	COST CODE(S):
	00000-000000-00

	
	00000-000000-00

	
	00000-000000-00

	If request is approved, indicate method of payment: 

	 FORMCHECKBOX 

	Agency pays in advance
	 FORMCHECKBOX 

	Agency to be billed
	 FORMCHECKBOX 

	Pre-paid coupon

	 FORMCHECKBOX 

	Employee Pays
	 FORMCHECKBOX 

	Employee reimbursement upon satisfactory completion of course

	SIGNATURES 

	Employee’s Signature
	
	Date:
	     


	Supervisor’s Signature
	
	Date:
	     


	
	
	
	

	 FORMCHECKBOX 

 FORMCHECKBOX 

	APPROVED

DENIED
	DISTRIBUTION:
	· Original to Employee
· Copy to Office Manager for Training Records

	If request is denied, supervisor to state reasons:      
      

	Division Administrator/Region Manager Signature    ___________________________________________
(Division Administrator/Region Manager approval required if total training expense for ODFW exceeds $500 and/or requires out of state travel.  Note: Out-of-state travel requires approval by the director or designee via the “Out-of-State Travel Authorization form”).   
	
	Date:
	     


	


	EMPLOYEE:  UPON COMPLETION OF TRAINING 

	To receive credit for training, you must send confirmation of completion to your Region/Division Office Manager

	· Provide certification of course completion when available.
· If certification is not available, provide notice in writing or via email.

	Reference number of payment document: 
	     
	Grade for course 
(if applicable):
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