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HR Toolkits for Small Business Training or Conference Pre-Approval Form

About the Document

name TD-ALL-4220-M. Training or Conference Pre-Approval Form
owner HR

A form for approving participation in accredited courses, training, conferences, or
what it is other events where there is a cost incurred by the Company — including paid time
off to attend.

who uses it All staff interested in participating in training/conferences

¢ TD-ALL-4210-M. Conference or Training Report Form
used with ¢ PC-HR-1840-M. Training Reimbursement Agreement
¢ TD-ALL-4230-M. Training Completion and Reimbursement Form

Why This Process is Important

If you are attending an accredited course, training or conference during working hours — even if there is
no cost for the training/event, there is a cost to the company and this paid absence must be pre-
approved.

Working with the Document

¢ Gray shaded form fields are input placeholders. To replace the text in these form fields, click
ONCE on the field and type your new content.

¢ Toinsert a check inside a check box, double-click on the check box and under the Default value
heading, select Checked.

¢ Table cells will expand to accommodate any length of text.

Instructions
Employee:

1. Save a copy of the form.
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Download the free editable version of this document
PLUS download a free zip file of popular templates!

FIND OUT MORE

“OR -

Unlock features for all templates & kits.
Get ConnectsUs HR™ now!

FOR FOR

SMALL BUSINESS HR CONSULTANTS
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