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DEFINITIONS

Training:  Sessions, workshops, seminars, or conferences that provide mandatory, management, skill, or specialized training.  Training may count towards continuing education credit, but it does not go towards a degree program.

Supervisor: The person directly responsible for planning, directing, and evaluating the work of one or more employees.

REFERENCES

1 CSR 20-6.010 Management Training Rule

1 CSR 10-3.010 Preapproval of Claims and Accounts

Office of Administration Center for Management and Professional Development http://www.training.oa.mo.gov/ 


Eforms (including PT-1s) are available at the Office of Administration’s Division of General Services website http://www.oa.mo.gov/gs/form/fm_indiv.htm 



The Eform software must be downloaded and installed on your computer for you to download and use an electronic form.  The Eform software and instructions are on the webpage link above.  If you have questions, please contact your program’s computer staff.

GENERAL PROVISIONS

Training is approved or denied by the employee’s supervisor.  The request for and approval of training is done through the Application for Training/Education (PT-1). 

Training can be provided from a variety of sources.  For training offered by the Office of Administration, the procedures for enrollment and cancellation, either contact the Management Development Section or visit their website listed above in REFERENCES.
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