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	[Name of House]



Training Request Form
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The [Name of House] encourages knowledge and skill development of Management Committee members, staff and volunteers where an improved performance and contribution by the person to the efficiency and effectiveness of the House operations is likely.

Approval of training depends on the relevance, desirability, affordability and timing of training.  In the case of staff and volunteers, this is best done through work planning and goal setting undertaken as part of staff development and performance discussions.  In the case of training for Management Committee members, the Committee as a whole makes this decision.

Application Details
 
	Name:
	



	Position:
	
	Committee
	
	Coordinator
	
	Staff
	
	Volunteer


			
	Phone:
	
	Mobile:
	


	
	Email:
	


		
	Type of Training:
	
	Seminar
Workshop
	
	Course
	
	Conference
	
	Other



	Title of Training:
	


		
	Location of Training 
	


	
	Dates of Training:
	
	Begins on
	
	Ends on
	
	No of sessions



	Details of Training
(What will you learn, how will it benefit the House?)
	


		
	Training Costs:
	Training Fees
	Meals
	Accommodation
	Mileage/Travel
	Other
	Total




Applicant’s Signature:						     Date:		

	Training Approved?
	
	Yes
	
	No
	
	Applicant’s financial contribution (if any)




Authorising Signature:						     Date:		
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