
	
	OFFICIAL




OFFICIAL

	
	OFFICIAL




Email template for requesting written support for Ad hoc training from your parliamentarian or authorised officer 
Ad hoc training
Written support for your Ad hoc training is required from your parliamentarian or authorised officer. Please use this template to obtain written support and attach it to your application. 
Please paste the below text into an email, complete the table with your information, and send it to your parliamentarian or authorised officer. 
Please attach the reply email, containing their written support and email signature, to your Ad hoc training application. 
Dear [employing Member/Authorising Officer]
I am seeking your approval to apply for Ad hoc training through the Parliamentary Workplace Support Service to improve my knowledge and skills in the workplace.
Please see training details below:  
	Name of course/seminar/workshop/conference 
	* please fill in

	Location
	* please fill in

	Date of training (from and to)
	* please fill in (dd/mm/yyyy to dd/mm/yyyy)

	Cost
	☐  Incl. GST  or   ☐  Excl. GST

	Describe how this training is relevant to your office and how attendance enhances your skills and ability to support your employer:  * please fill in

	



Please provide via return email, that you agree and approve: 
· that my chosen training is relevant to my current MOP(S) Act employment; and 
· that my chosen training represents value for money. 
For more information on Ad hoc training, please refer to the Ad hoc training Guidelines and Ad hoc training Frequently Asked Questions.
Enquiries about Ad hoc training can be directed to training@pwss.gov.au. 
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