 (
Requests received less than 30 days in advance may be denied
.
)Training Request Form
	Name(s) and POST ID#(s)
	Voice Mail
	Best Contact #
	Division/Bureau/Assignment & Shift

	
	
	
	

	Reason for Training:  

	Course Information

	Course Title:  
	POST Plan: N/A

	Presenter: 
	Location:  

	Date Starts: 
	Date Ends: 
	Total Class Hours: 

	Transportation:
	[bookmark: Check1]|_|Department Car (arranged through employee’s assigned division)    |_| Check if Gas Card needed
[bookmark: Check5]|_| Air (needs justification)        Other travel arrangements must be authorized by employee’s Division Commander
[bookmark: Text12]     

	Funding Source: 
	Fund/Org: 
	Grant Approval:

	Cost Analysis

	                     Actual Costs
	
	        POST Reimbursement Calculations 

	
	Costs
	
	Plans 1 & 3
	Plans 2 & 4
	Reimbursement Information

	Tuition:
	$ 
	
	$ 
	      
	

	Per Diem: (Several meals provided)
	$  
	
	$  
	0
	POST Reimburses $34/day 

	Hotel + 10% tax : Use $100/day if unk.
	$ 
	
	$  
	0
	POST Reimburses $94 /day

	Travel: 56 cents per mile
	$ 
	
	$ 
	0
	POST Reimburses 56.5 cents per mile.

	Other:
	$ 
	
	$ 
	       N/A
	|_|Officer is subject to minimum 
     staffing: may cause order back.

	Total:
	$ 
	 -
	$ 
	$
	= Net Cost

	

	Approval
	Signature
	Date
	Comments/Conditions/Reasons for Denial

	Supervisor
	
	
	

	Dist/Bur Lt.
	
	
	

	Dist/Bur Comm.
	
	
	

	Division Comm.
Org # verified  |_|
	
	
	

	Training Supervisor
	
	
	

	Training Officer
	
	
	

	****************************************************************************************************************************************

	                                                                          Training Use Only

	Date Student Notified:
	Notified by: 
	TMS #

	Method of Notification
	□ VM
	□ E-mail
	□ Phone
	□ Personal
	Duty Office Notified by:
	Date:


  Date of Request: January 3, 2018

Training Request Form Instructions
A Training Request Form (TRF) must be completed when a Department member requests to attend training on-duty, whether or not there is a cost for tuition or other expenses. This form allows the member to formally request training and receive approval from their chain of command for the related expenses and training time. (If the member chooses to attend training on an off-duty status, and is not requesting the Department pay for any expenses, no TRF is required. However, when no TRF is completed, the member should notify the Training Bureau of the completed training so their individual training record can be updated.)

TRF’s must have proper signatures when received by the Training Bureau. The TRF must be signed by the member’s chain of command, including the Division Commander. The Division Commander’s office will then forward the TRF to the Training Bureau for processing. 

The Training Bureau will ensure the member is enrolled in the requested class, hotel and travel arrangements are made when necessary, and proper notification to the Duty Office is made, when required.

All TRF’s require a course flyer or announcement be submitted with the TRF.  This is required by the City of Fresno Finance Department.

Cost Analysis
Costs for training should be entered as accurately as possible, with the understanding that some of the calculations will be approximate (hotels, travel reimbursement, etc.). Use the reimbursement rates listed in the columns and enter the total at the bottom of the column. Subtract the POST reimbursement total (if there is one) from the Actual Cost total to figure the Total Net Cost. 

POST Plan Descriptions

		Plan I			Plan II			Plan III		Plan IV	  	Plan N/A
		Subsistence		Subsistence		Subsistence	Subsistence	Training credit only -
		Travel			Travel			Travel		Travel		 no reimbursement
		Tuition			Back-Fill Salary		Tuition
		Back-Fill Salary
[bookmark: _GoBack]					Back-Fill Salary- Suspended 12/2017 to 6/2018
	
								
Fund/Org Numbers
Fund and Org numbers need to be entered accurately so training expenses are charged to the appropriate account. Members who are requesting training and are unsure of the proper Fund/Org numbers should leave this blank and allow a staff member to enter the correct number. This number is extremely important when the requested training is grant funded. Grant funded training requires a review and signature from the appropriate grant manager prior to the TRF’s arrival in the Training Bureau. 

Division Commanders (or anyone signing in their place) should verify that the proper Fund/Org numbers are listed on the TRF and check the box in their signature line. This is to ensure the accurate deduction of training costs from the proper account. 

Travel Arrangements
Only Department-owned vehicles are authorized for travel for out of town training, conferences, etc. Department gas cards may be issued for use in Department vehicles only. Use of privately owned vehicles is authorized only for employees who receive City approved transportation allowance and/or mileage reimbursement, per City Administrative Order #2-2.

General Training Approval
The Training Bureau does not “approve” training, nor do they approve training time. This approval comes from the requesting member’s chain of command. The Training Bureau simply processes the approved requests it receives, handles enrollment and tuition, makes hotel and travel arrangements when necessary, and completes notifications to students and supervisors. The Training Bureau is not responsible for approving or denying a department member’s training. 

Training requests submitted for approval less than 30 days prior to the date of the training may be denied by the member’s Division Commander.

Per Diem
Per Diem rates are established by the U.S. General Services Administration.  These rates vary based upon the geographical location where the training is presented.

Updated 06/2015
