
Training Reimbursement Request Form
Use this training reimbursement request form sample to efficiently claim reimbursement for professional development
expenses. It ensures all necessary details are provided for swift approval. Customize the template to fit your organization's
policies and streamline the reimbursement process.

Employee Name:

Employee ID:

Department:

Manager/Supervisor Name:

Training Program Title:

Training Provider:

Training Date(s):
e.g., 2024-06-10 to 2024-06-12

Training Location/Format:

Expense Details (attach receipts):

Expense Type Description Amount (USD)

Total Amount Requested:

Brief Description/Justification:

Employee Signature:

Date Submitted:

Manager/Supervisor Approval:

Approval Date:

Submit Request
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