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TRAINING — AUDIT (Quality Control)

TRAINING TITLE

DATE

LOCATION

SOP PROCEDURE

DATE

IN COMPLIANCE
WITH SOP?

YES

NO

COMMENTS

Sign-up sheet posted on training board.

List of selected attendees e-mailed to Section.

Additional training information e-mailed to
attendees.

Training Orders prepared and submitted to
divisions Commanding Officer.

Attendees served Divisional Training Order.

Request for Travel Authority prepared and
submitted to Continuing Education Division.

Attendees served Department Travel Authority
prior to travel.

All required travel/training documents are signed
and submitted prior to travel.

Original travel receipts submitted for
reimbursement.
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