
DEPARTMENT OF ADMINISTRATION 

REQUEST FOR TRAINING & CAREER DEVELOPMENT 
(Complete form PD-136 for Educational Assistance) 

 

 

 

 

EMPLOYEE:       DATE:    /   /20      

DIVISION:       TELEPHONE:       
 

 

Instructions: 

1. Employee and Supervisor/Manager discuss to determine if the requested training is directly related to current job or is a part of career 

development and identified on employee’s work plan. 

2. Employee will complete the Request for Training/Career Development form and attach supporting documentation (announcements, 

brochure, advertisement, curriculum, schedule, etc.) identifying dates and cost.  Supervisor/Manager approval is required. 

3. The Division will forward request to Human Resources Management Office, Attention: Training Manager for processing. 

4. Human Resources Management Office will notify Division Personnel Contacts of final approval or denial. 

5. Submit copy of training certificate/certification upon completion of training to the Human Resources Management, if applicable. 
 

 

Check appropriate box:   This training is job related 

   This training is part of my career development 
 

 

Course/Training Title:       
 

 

Course/Training Date(s):    /   /      Cost:       Funding Source:       
 

    /   /      
 

 

 

 

 Internal DOA Training   Title:                                      Date:                                

   Office of State Personnel Professional Skills (HRM will process registration) 

   Office of State Personnel – Other (HRM will process registration) 

   External Training (Division will process registration) 
 

 

Describe how the skills learned in this training will be utilized in current job or how the skills learned will support your career 

development: 
 

 

      

 

 

 

Employee’s Signature:  Date:  

 

 

 

Supervisor’s Signature:  Date:  

 

 

 

Division Director’s Signature:  Date:  

 

 

 

 

STAFF DEVELOPMENT USE ONLY 
 

⁭  Approved              ⁭  Enrolled at PDC              ⁭ Waiting List              ⁭  Denied  

 

⁭  Budget Approval (Request over $200.00 requires Deputy Secretary/Secretary Approval)  

 

______________________________________________                              __________________ 

       Deputy Secretary/Secretary Approval                                                    Date 

 

______________________________________________                              __________________ 

       Staff Development                                                                                    Date  

                                                                                                                             Revised 7/18/08                                                                                      
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