
 
 

 
 

 
BACKGROUND 
 
The Department has revised the below listed Duty Manual sections to reflect the name change of 
the Training/Travel Transmittal form to the Training Request Transmittal form. 
 
 
ANALYSIS 
 
The Duty Manual has been revised to reflect changes described below.  Additions are shown in 
italics and underlined.  Deletions are shown in strike-through form. 
 
S 1902  APPLICATION FOR OUTSIDE TRAINING: 

Revised 03-30-22 
 

All members requesting to attend an education or training course offered by an 
outside agency will adhere to the following procedure: 
• OBTAIN COURSE DATE: First oObtain a copy of the course or seminar 
announcement. (A current list of available schools is maintained in the Training 
Division). 

• COMPLETE APPROPRIATE FORMS: Complete an "Outside School Request 
SJPD Training Request Transmittal" (Form 216-2). If requesting advance funds 
or the training requires travel out of the county, complete a "Travel Request" 
(Form 100-8). 

• OBTAIN INITIAL APPROVAL TO ATTEND: Submit the "Outside School 
Request SJPD Training Request Transmittal", through the chain of command, 
to the program manager responsible for the requesting member. When 
approved or disapproved, the "Outside School Request SJPD Training 
Request Transmittal"  will be routed to the submitting member. 

• OBTAIN APPROVAL OF TRAVEL REQUEST: When advance funds are 
necessary or the training involves travel out of the county, complete a "Travel 
Request." When the request involves no cost to the Department other than the 
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employee's salary and benefits, indicate on the form Travel Request, "Request 
for Authorization Only." Approval will then be obtained with one of the following 
appropriate procedures.: 

o In-County.: Whether or not there is a cost associated with the training, 
approval will be obtained from the requestor's program manager. 

o Out-of-County.: Whether or not there is a cost associated with the 
training, approval will be obtained from the commanding officer of the 
requesting member's bureau. 

o Out-of-State (No Costs): When the training involves out-of-state travel, 
but with no cost to the Department other than the normal employee 
salary and benefits, the approval will be obtained from of the Chief of 
Police will be obtained. 

 
• ROUTING OF TRAVEL REQUEST FORM: After approval is obtained, deliver, 

or route the necessary forms and course announcement to the Department 
Fiscal Unit. Also iInform Fiscal Unit members of the need for advance funds or 
other requirements which require special processing. The member will also 
route a copy of the "Outside School Request SJPD Training Request 
Transmittal"  to the Training Division. If the requesting member fails to attend 
the class, the Training Division shall be notified. 

In order to acquire the necessary financial approval and allocation of required 
funds, the requesting member will submit all necessary forms, announcements, 
and other required data to the Fiscal Unit no less than 60 days prior to the start of 
an out-of-state school or seminar and no less than 30 days prior to the start of any 
school held within California. 

 
S 1906  MEMBER'S RESPONSIBILITY AFTER TRAINING: 

Revised 03-30-22 
 
The member attending any outside school, seminar, or training conference will 
perform the following tasks once the training course is completed: 

• SUBMIT “STATEMENT OF TRAVEL EXPENSES REIMBURSEMENT OF 
TRAVEL” (FORM 100-5): Complete a "Statement of Travel Expenses" form 
and file it with the Department's Fiscal Officer within one week (7 calendar 
days) of return from the training site. When applicable, include the "POST 
Control Number" on this form. In addition, attach all receipts for expenses, 
other than meals, to the form at time of submittal to the Fiscal Officer. 

• SUBMIT COURSE CRITIQUE AND CERTIFICATION/PROOF OF 
ATTENDANCE: Within 10 days of returning from any school or seminar, submit 
a course critique forms available in the Training to the Training Division. Also, 
submit a copy of the Certificate of Course Completion or Proof of Attendance 
to the Training Division. 
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• SUBMIT COURSE MATERIALS: Within 10 days of returning from any school 
or seminar, submit copies of all handouts and other course materials received, 
if requested by the Training Manager. 

 
 
ORDER 
 
Effective immediately, all Department personnel shall adhere to the above Duty Manual 
sections. 
 
 

         
        Anthony Mata 
        Chief of Police 
 
AM:SD:JJ 
 
Attachment: Training Request Transmittal Form  
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