Training Request Process
This process outlines the steps required to obtain approval to attend trainings or conferences, secure authorization for related expenses, arrange travel, complete required forms, and submit claims for reimbursement for online, local, and training involving overnight stays or air travel.
Types of Travel Covered under this Process
1. Online Training/Webinar
· Applies to both free and paid virtual events
· Requires the submission of the Training Request Form 
2. Local Training
· Applies to both free and paid in-person training within the local area. 
· Requires the submission of the Training Request Form
· If reimbursement is needed for mileage, transportation, or meals, requires the submission of a Claim Form 
3. Training involving overnight stay or air travel
· Requires the submission of the Training Request Form
· Upon supervisor approval, the preparation of the Advance Travel Request Form by the front desk
· If reimbursement is needed for mileage, transportation, or meals, requires the submission of a Claim Form 
· Lodging may be approved for training when the training location is more than 65 miles from the City employee’s work location or residence, whichever is closer. On a case-by-case basis, the Director or designee may approve lodging at a closer distance.
Processing Timelines
· At least two weeks from the registration end date is requested to process online and local training requests
· At least one month from the registration end date is requested to process training with airfare or overnight stay
· Submit requests as early as possible if an early registration discount is available
Completing the Training Request Form
Click the Training Request Form link   
1. Open the Form link.
2. Enter Account Number if you have it; otherwise, the supervisor can complete it at the time of approval.
3. Complete all other required fields.
· Be sure to include the event website and other relevant training information that will help expedite the registration process.
· Enter the date of travel, including if you are requesting to arrive or depart one day before or after the event. If you are requesting to stay more than one day before or after the event, please enter your travel dates and specify your request under 'Special Accommodations'.  
· City vehicle shall be used for local travel whenever practical.
· Specify any special accommodation requests. Special accommodations are subject to approval and cannot be guaranteed.
4. Read through the Agreements and check each box.
5. Attach Supporting Documents (if applicable).
6. Review all fields for accuracy and submit the Form
7. For technical issues or changes, contact TrainingRequests@CoronaCA.gov
Training Request Process
1. Once submitted, the Training Request Form routes to your supervisor for approval and account coding. Once approved, the front desk will proceed with the registration process.
2. For training requiring an overnight stay or air travel, the front desk will prepare an Advance Travel Request packet containing a summary of the total estimated costs, registration, transportation, and lodging details. Once approved by the Finance Director, the front desk will begin registration and travel booking.
3. Once the registration is complete, the front desk will send a Calendar invite, with registration details (login, link, booking confirmation, flight details, etc).
4. Please retain all receipts and submit a Claim Form within 15 days of your return from training.


