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LIST OF ACRONYMS

HRDC

Human Resource Development Council

MQA

Mauritius Qualifications Authority

NTF

National Training Fund

QAF

Qualification Assurance Framework

RTI

Registered Training Institution

HEC

Higher Education Commission

TI

Training Institution

3

1.

BACKGROUND

The Human Resource Development Council, which has been set up under the HRD Act of
2003, has, inter alia, been vested with the responsibility to manage the National Training
Fund. This Fund provides the necessary incentive to employers to develop their human
resources.
The HRDC regularly reviews the schemes and its services so as to encourage more effective
human resource development at the national level. The objective is to emphasise targeted
training while at the same time minimise or remove the existing loopholes in the previous
system in order to provide training opportunities to the maximum number of employees.
The scheme aims at encouraging a targeted approach to training whereby the ultimate longterm objective would be to develop a training grant system where all training conducted by
firms would be based on a proper training needs analysis and a corporate training plan.
Under the levy grant scheme, employers can recover up to 75% of course fees depending on
their annual levy paid. Training grants are based on a cost-sharing principle, i.e., grants are
intended to meet only part of the costs incurred for training by employers, the latter meeting
the remainder costs..
As from March 2017, Employers are using the Online Training Grant system to apply for
partial refund of training cost.

1.1

HRD ACT

The functions, inter alia, of the Council make the following provision:


encourage employers to invest in the training of their employees with a view to
upgrading their skills and acquiring new skills;



initiate and monitor studies on the relevance and impact of training activities in
relation to the socio-economic development of the country;



manage the National Training Fund.

1.2

ELIGIBILITY CRITERIA FOR REFUND OF TRAINING COST

HRDC presently effects part refund of training cost to Employers provided:
(i)

The Employer is contributing to the Training Levy;

(ii) The Course is MQA Approved (for non-award courses)/Accredited (Award).
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1.3

DEFINITIONS OF AWARD AND NON-AWARD COURSES

Award Courses lead to a recognised qualification.
Non-Award Courses give a combined content or specific skills training in a short period of
time.

1.4

MQA COURSE APPROVAL (PRESENT SYSTEM -VALID UP TO 31ST MARCH 2020)

The functions, inter alia, of the MQA Act made the following provisions:


Section(f)(a): ‘to recognise non-award courses dispensed by training institutions’



Section 15(1)(b) ‘for registration of every trainer…’

Therefore Registered Training Institutions and Employers sought prior approval of course
from MQA to be eligible for refund of training cost from the HRDC.
The requirements for Course Approval for Registered Training Institution entail the
following:
(i) the training institution is registered with MQA, that is it meets the regulatory
requirements as a training institution and abides by the Quality Assurance Framework of
MQA;
(ii) the trainer is registered with MQA (all his/her credentials have been verified and
the trainer is fit and proper to deliver training in his/her field of competence); and
(iii) the training institution submit to MQA the application for approval of course
together with the course content, duration, mode of training, course fee and training
facilities for the training and a processing fee of Rs 600 per application.
The Quality Assurance Framework (QAF) developed by MQA sets out the criteria and
conditions for the above.

1.5

AMENDMENT TO THE MQA ACT

As announced in the Budget Speech 2019/2020, in view of streamlining the licensing
procedures of the MQA, the MQA Act and the Mauritius Qualifications Authority (Training
Institutions) Regulations 2009 have been amended via the Business Facilitation Act to


“eliminate the registration requirement for managers, trainers and programme officers;



eliminate the requirement for approval for a Non-Award course; and



empower the Director of the MQA to grant final approval for the issue of a license.”
Extract of the Business Facilitation Act
20. in section 5, by repealing paragraph (fa); (b) in section 10, by repealing subsection
(3) and replacing it by the following subsection – (3) The Director shall be
responsible for the execution of the policy and the control and management of the
day to day business of the Authority, and for the granting of registration and
accreditation under this Act. (c) in section 15(1), by repealing paragraph (b).
30. Commencement Section 20: (a) shall come into operation on 1 April 2020.
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1.6

HRDC’S TRAINING GRANT INCENTIVE SCHEMES

Employers contributing towards Training Levy benefit from part refund of training cost
subject to their annual grant ceiling. Additionally, Employers and Registered Training
Institutions can also benefit from schemes which are outside their annual grant ceiling
The various incentive schemes are depicted below:
Figure 1: Training Incentive Schemes

1.7

IMPLICATIONS ON THE REFUND PROCESS UNDER THE TRAINING G RANT SYSTEM

The changes in the Business Facilitation Act and MQA Act have direct implications on the
processes for refund of training cost by the HRDC to employers.
MQA has reviewed its Quality Assurance Framework in line with the changes in its Act
effective as from 1st April 2020 and same (approval of non-award courses) will be updated
accordingly.
The revised Quality Assurance Framework of MQA shifts the focus on the Quality Assurance
of the Registered Training Institution through a self-assessment methodology and audit.
This implies that there is no need for approval of Non Award Courses.
As a result of the above changes, the HRDC is reviewing its processes to ensure smooth
processing of applications for grant refund from Employers.
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2.

PROPOSED MODUS OPERANDI

The HRDC in consultation with Business Mauritius and other key stakeholders has
developed the refund process bearing in mind the following:


Course Fee / Cost Structure of training;



Training is needs-based;



Indication of training outcome;



Use of the E-Licensing Platform of EDB.

This ‘Manual of Procedures’ has been developed to provide information and guidance on the
refund of training cost procedures to enterprises and all other stakeholders.

It also

encompasses the roles and responsibilities of the HRDC, MQA, Registered Training
Institutions and Employers.
The manual may be amended by HRDC through the NTF Committee as and when required.
Users are advised to always consult the latest updated version on the HRDC’s Website.

2.1

ONLINE PLATFORM FOR REGISTRATION OF COURSE

The HRDC is developing an Online Platform for Registered Training Institutions to list all
their Non-Award courses which would be HRDC refundable. This process is currently being
undertaken manually.
The new modus operandi for Non-Award Courses as from 1st April 2020 will be as follows:
1.

Non-Award Courses will not require prior approval of MQA as from 1 st April
2020;

2.

For training delivered by Registered Training Institutions whether for one
Employer or several Employers, the RTI will have to list its courses on the HRDC
Online Platform for training grant refund purposes by employers;

3.

For In-House Training, to fluidify the process instead of providing course fee
information at G3 stage, Employers will provide them at G1;

4.

The responsibility is on Employers to ensure that:
(a) the training they intend to run for their employees meets their skills
needs;
(b) the trainer(s) is/are competent in the subject area;
(c) the trainer(s) is/are fit and proper to deliver training.

5.

MQA will carry out audits to ensure quality assurance as per QAF. MQA will
keep and maintain a list of trainers delivering courses under the aegis of a
Registered Training Institution;
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6.

HRDC is developing an online platform for listing of Registered Training
Institutions and their respective courses and trainers. The system will also be
complemented by the E-Licensing Platform of EDB/MQA.

2.2

REFUND OF TRAINING COST

Given that MQA approves Non-Award Courses up to its registration of centre validity for 3
years, with a view to prevent unnecessary break in refund process, a moratorium period is
being provided to MQA registered training institutions:
1. MQA approved courses

(i)

For all Non-Award Courses approved by the MQA whose validity will end
during period 1st April 2020 to 30th June 2020 and FY 2020/2021, HRDC
will continue to consider for refund purposes up the 30 June 2021;

(ii)

For all Non-Award Courses approved by MQA whose validity will end after
30 June 2021 will continue to be considered for refund purposes up to
their validity.

2. New Non-Award Courses
For new Non-Award Courses the Registered Training Institution and Employer
(In-House and Overseas) will be required to submit fresh request to the HRDC for
acknowledgement and approval of course fees prior to the start of the course.

Notes:
1. (i) and (ii) above, will be subject to the Registered Training Institution’s Registration
with MQA being still valid;
2. Existing Course fee will be valid until a request for revision is made by the Registered
Training Institution.
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3. CRITERIA AND METHODOLOGY FOR INCENTIVE SCHEMES WITHIN THE
ANNUAL GRANT CEILING
The Courses delivered are either through Registered Training Institution or Employers
(In-House and Overseas).
3.1 SKILLS NEEDS AND TRAINER


As from 1st April 2020 non-award courses will not require prior approval from MQA.



The responsibility is on Employers to ensure that:
o

the training they intend to run for their employees meets their skills needs;

o

the trainer(s) is/are competent in the subject area;

o

the trainer(s) is fit and proper to deliver training.

3.2 TRAINING INCENTIVE SCHEMES
Employers benefit under the different Training Incentive Schemes as follows:


Local Training which includes:
(i) Institutional Training
(ii) In-House Training with Internal or Freelance or Foreign Resource Person



On-Line Training



Overseas Training

3.3 RATE OF REFUND
The rate of refund of training cost is based on employer’s annual levy paid for previous
financial year as detailed below:
Annual Levy Paid for Previous Financial Year

HRDC Rate of Refund

(i) Up to Rs 20,000
75%
(ii) Above Rs 20,000 and up to Rs100,000
75%
(iii) Above Rs100,000
70%
The above is subject to the limit set under the Training Incentive Scheme.
3.4 GRANT REFUND FORMULAE
The annual grant formulae is detailed below:
Levy Paid for Previous Financial Year
Up to Rs 20,000
Above Rs 20,000 and up to Rs100,000
Above Rs100,000

Annual Grant Ceiling
15 times of levy paid
5 times of levy paid
subject to a ceiling of Rs 400,000
2 times of levy paid
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Examples of Grant Ceiling Computation per financial year
Annual Levy paid
for previous financial year (1%)

Maximum grant refund for
current financial year

(1) Levy contribution of Rs 15,000
(2) Levy contribution of Rs 50,000
First Rs 20,000 X 15 = Rs 300,000
Balance Rs 30,000 X 5 = Rs 150,000
Total = Rs 450,000
Grant Ceiling limited to Rs 400,000
(3) Levy contribution of Rs 500,000
First Rs 100,000 = Rs 400,000
Balance Rs 400,000 X 2 = Rs 800,000
Total = Rs 1,200,000
(4) Levy contribution of Rs 1,500,000
First Rs 100,000 = Rs 400,000
Balance Rs 1,400,000 X 2 = Rs 2,800,000
Total = Rs 3,200,000

Rs 225,000

Rs 400,000

Rs 1,200,000

Rs 3,200,000

a. COURSE FEE /COST STRUCTURE


Registered Training Institutions and Employers are required as per the existing
mechanism to seek prior approval of the course with the MQA along with the
respective fee up to 31st March 2020.



HRDC will continue part refunding of the training cost to Employers.



With a view to adhere to best financial management practices, the refund
mechanism for each incentive schemes has been reviewed.

(i) Courses delivered by a Registered Training Institution


Registered Training Institutions operate in accordance with the requirements of the
Quality Assurance Framework (QAF).



The following information has to be submitted by Registered Training Institution:
Course Fee per participant

Rs

(i) Trainer cost per participant Rs ……………..
(ii) Registration and exams fee Rs …………………… (applicable for online courses, if any)



HRDC may seek for additional information/documents on the course and cost
structure



Refund will be subject to participant attending at least 80% of the course duration
and availability of annual grant ceiling.
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(ii) In-House Courses
In-House training includes course being conducted by an Internal or Freelance or Foreign
Resource Person within an enterprise.
Given that in-house courses do not fall under Quality Assurance Framework,


The batch size will be determined by the Employer. The indicative ratio of resource
person to participants should be 1:25.



Employer is required to provide cost structure for the training for refund purpose in
the G1 Application Form.



HRDC to acknowledge the cost structure for the batch size.



HRDC may seek for additional information/documents on the course and cost
structure



The trainer should be fit and proper in line with conditions for trainers*.



Refund will be subject to (i) the participant attending at least 80% of the course
duration and (ii) submission of evidence(s) of payment.

*With a view to harmonise training delivery, the MQA conditions for trainers will apply for
In-House Resource Persons as well.

The eligible costs are detailed in table 1 below:
Table 1: Cost Structure
No.

Items

(a)

Eligible Costs for Refund
Resource Person Fee1

(b)

Training Materials and
Stationery

(c)

Rental of Venue2

Training
by an Internal
Resource Person
Rs

Training
by an Freelance
Resource Person
Rs

Training
by a Foreign
Resource Person
Rs

(e)

Refreshment
(Max of Rs 500/head/day)
Additional cost applicable only for
Foreign Resource Person(s)
(f)
Cost of Economy Airfare
(g)
Cost of Accommodation
TOTAL

Note:
1. The fee for an Internal Resource Person will be limited to his hourly rate;
2. Rental of Venue where training conducted outside Employer’s premises.
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(iii) Overseas Training


Employers can claim under Overseas Training Scheme subject to a ceiling depending
on the number of employees in the Enterprise as follows:
(i)

Firms with less than 25 employees will be eligible for a maximum of
6 trainees per year;

(ii) Firms employing between 25 and 100 employees will be eligible for a
maximum of 10 trainees per year; and
(iii) Firms with more than 100 employees will be eligible for a maximum of
20 trainees per year


Eligible costs which are currently being refunded include:
(i)

Course Fee excluding accommodation (Applicable rate of refund)

(ii) Cost of Economy Airfare (50% up to Rs 30,000)


HRDC may seek for additional information/documents on the course and cost
structure



Refund will be subject to (i) the participant attending the total number of days as per
the scheduled training programme (for a period not exceeding 14 days) and
(ii) submission of evidence(s) of payment
b. CRITERIA FOR ELIGIBILITY UNDER THE TRAINING GRANT SYSTEM

Based on the above, the criteria for eligibility for part refund of training cost under the
Training Grant System with effect from 1st April 2020 will be as follows:
Table 2: Criteria for Eligibility
Sn
1.

Up to 31st March 2020
Employers should

As from 1st April 2020
Employers should contribute to Training Levy

contribute to Training Levy
2.

The award course must be

The award course must be MQA Accredited

MQA Accredited
3.

The course (Non-Award)

For existing Non Award Courses: The course must be

must be MQA approved

MQA approved till end of moratorium
For NEW Non Award Courses
RTI – Course fee as approved by HRDC
Employer (In-House and Overseas Course) – As per
approved cost structure by HRDC
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4. RESPONSIBILITIES OF STAKEHOLDERS
4.1. RESPONSIBILITIES OF MQA


To register and audit all training institutions operating in Mauritius as per MQA Act
and Mauritius Qualifications Authority (Training Institutions) Regulations 2009; and



MQA will provide up-to-date access to information to HRDC on the registered
training institutions manually pending the implementation of the E-Licensing
Platform.

4.2. RESPONSIBILITIES OF HRDC


Ensure requests/applications from Registered Training Institution and Employers
are processed in a timely manner;



Conduct monitoring visits for refund purposes;



Sensitise employers and MQA registered training institutions on the new procedures;



No refund will be made by HRDC where an Employer has effected payment to
Registered

Training

Institutions/Resource

Persons

in

cash

fee/Resource Person fee (effective for all courses starting as from

1st

for

the

course

July 2020).

Note: HRDC is not liable to any non-conformance with regulations/licenses and so on by RTIs and
Employers.

4.3. RESPONSIBILITIES OF MQA REGISTERED TRAINING INSTITUTIONS
 The Registered Training Institution is in conformance with the MQA Act/Mauritius
Qualifications Authority (Training Institutions) 2009;
 To submit course details for refund purposes on HRDC online platform;
 To submit details on all courses currently being delivered and future courses
together with all relevant documents to HRDC on the online platform within the set
deadline of 30 June 2021;
 Update any change pertaining to course details on the HRDC online platform;
 Ensure adherence to current regulations/licenses among others as applicable in the
delivery of training;
 To include the mode of payment and also insert the cheque number and the paying
bank on receipts issued to Employers, effective for all courses starting as from
1st April 2020.

13

4.4. RESPONSIBILITIES OF EMPLOYERS


Employers seeking refund for Courses delivered by RTIs
-

To vouch for the appropriateness of the MQA registered training institution,
respective trainers and the relevance of the course for their needs.



Employers seeking refund for In-House and Overseas Course
-

To inform HRDC of the course they intend to conduct for their Employees
together with all relevant document/information within the set deadline.

-

To validate whether the (i) trainer is competent in the area of the training (ii)
course meets the skills needs of the enterprise.



Employers shall:
(i)

Submit application for refund of training cost (G1 & G3) together with all
relevant document(s)/information within the set deadline.

(ii)

Ensure adherence to current regulations/licenses among others, as applicable,
in the delivery of training.

(iii) Ensure that payment of course fee to Registered Training Institution/Resource
Person be made by cheque or bank transfer (effective for all courses starting as
from 1st July 2020).
5. SENSITISATION CAMPAIGN FOR EMPLOYERS AND REGISTERED TRAINING
INSTITUTIONS
Information on the new processes and procedures of refund will be disseminated to all
stakeholders, that is, Employers, MQA Registered Training Institutions through different
channels such as


Press Advert/Emails/HRDC Website/Online Training Grant Platform



Business Mauritius and Other Industry Associations



Information sessions;



Face to face meetings with Registered Training Institutions;



Face to face meetings with Employers;



Help desk at HRDC.

6. REFUND TO EMPLOYERS
 Part refund of training cost to Employers will be effected within 5 weeks for complete
application;
 Evidence of payment of training costs by Employers: To benefit for refund, all
payment should be by either bank transfer or cheque (effective for all courses
starting as from 1st July 2020).
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7. RELEVANT DOCUMENTS/EVIDENCE OF PAYMENT
The following relevant documents/evidences of payment should accompany the application
for refund of training grant
LOCAL TRAINING INCENTIVE SCHEME
Courses conducted by
Registered Training
Institution

Courses conducted solely for the Enterprise by
An Internal/Freelance
Resource Person

A duly signed certified cost
breakdown for courses
Invoice and Receipt of course
conducted internally, where
fee
invoice and receipt are not
available

A Foreign
Resource Person
Invoice and Receipt of
(i) course fee,
(ii) cost of economy airfare,
and
(iii) accommodation of
Resource Person

Letter of attestation specifying Letter of attestation specifying
Letter of attestation specifying
course
title,
list
of course
title,
list
of
course title, list of participants
participants with respective participants with respective
with respective NIC, hours
NIC, hours covered, exact NIC, hours covered, exact
covered, exact start and end
start and end date of course start and end date of course
date of course and duly signed
and duly signed by the and duly signed by the
by the training provider
training provider
training provider
Copy
of
MQA
Course
Approval, where applicable
Bank Transfer Advice if
payment is made in foreign
currencies
ONLINE TRAINING INCENTIVE SCHEME
Invoice and Receipt of course fee

Bank
Transfer
Advice
if
payment is made in foreign
currencies
OVERSEAS TRAINING INCENTIVE SCHEME
Invoice and Receipt of course fee

Bank Transfer Advice if payment is made in Bank Transfer Advice if payment is made in
foreign currencies
foreign currencies
Copy of MQA Course Approval, where
applicable
Certificate of attendance specifying course
Certificate of Successful Completion (% of
title, list of participants with respective NIC,
pass mark) specifying course, title, name of
hours covered, exact start and end date of
participants as per ID, ID number, hours
course and duly signed by the training
covered, exact start and end date.
provider
Invoice and receipt of air fare or ETicket
provided air fare is indicated on the ETicket.
Note: HRDC may request for additional information/documents as and when required for refund purpose.
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8. DEADLINE FOR SUBMISSION OF APPLICATION
8.1 Registered Training Institution
Registered Training Institution is required to submit the request for courses they intend
to conduct at least 10 working days before the start of the course.
Any change in course details should be notified to HRDC by email 5-working days before
the start of the course.
8.2 Online G1 Application:
Course dispensed by RTI: 3 working days before the start of the course
In-House/Overseas Course: 10 working days before the start of the course.

8.3 Online G3 Application form:
(i)

For courses ending during period 1st July to 31st December – 15th April of the
following year

(ii) For courses ending during period 1st January to 30th June – 15th October of the same
year
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9. TRAINING GRANT SYSTEM PROCESS AND FORMS
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APPLICATION
&
RELATED FORMS
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NON AWARD COURSE FOR REFUND PURPOSE
FOR MQA REGISTERED TRAINING INSTITUTION (RTI)
1. IDENTIFICATION AND CONTACT DETAILS
BRN: …………………….
Name of Registered Training Institution (as registered with MQA): …………………………….
Tel (office): ................................................

Tel (mobile): ............................................

Name of contact person (can be either Manager or Programme Officer as listed at MQA):
Surname ……………………………

First Name……………………………….…

E-mail address (for all correspondences from HRDC): ....................................................................

2. COURSE TITLE
Course Title: ……………………………………………………………

(Note: Course title on Certificate of Attendance/Letter of Attestation should be the same as above)
Course Category:
Compliance including legal
aspects
Human Resources e.g.
performance
management, change
management, ..
Languages training
(English, French, Italian,
Mandarin,..)

Diversity/sensitivity

Formal courses leading to
certification or degrees
Interpersonal skills
including team work

General conferences
/seminars
Basic ICT Skills
training (e.g. word,
excel,..)

Leadership /
Management
/supervisory

Literacy

Problem-solving including
decision making, systems
training
Quality Training

Productivity and
Innovation

Professional training (e.g.
ACCA, ICSA, ..)

Marketing or sales
training (e.g.
customer experience,
product knowledge)
Project management
skills

Safety training

Soft Skills Training
including
communication

Strategic management
training

Systems training

Technology Training

Good governance

Specific technical
skills that are
specialised to the
sector of operation
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3. COURSE DETAILS
Learning Outcomes:

(1)……………………………………………………………………………………..………
(2)…………………………………………………………………………………………..
(3)…………………………………………………………………………………………..
Course Structure
Course Outline

No.

Main topics

Sub topics

Name/s of trainer
(Surname and First
Name as per ID)

Profile/s of
Trainer(s)

No. of
Contact
hours

Annex No.

1
2
3…

Course Type:

Short Course □

Conference/Seminar/Workshop □

On-Line □

4. COURSE FEE
Course Fee per participant
(i)

Rs

Trainer cost per participant Rs ……………..

(ii) Registration and exams fee Rs …………………… (applicable for online courses, if any)
Note: The HRDC may seek additional information on the course fee.

5.

DOCUMENTS TO BE SUBMITTED
The duly filled Application Form to be accompanied with following:
Details

Tick

For Office Use

Copy of valid Certificate of Registration of Training
Institution
Profile of the Trainer(s) as per HRDC Template
Duly signed agreement with trainer(s)
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6.

GENERAL NOTES & ATTACHMENTS
1. This form is applicable to MQA registered Training Institutions intending to offer non-award
courses locally.
2. Incomplete, inadequate or inaccurate submission of the form may result in the form being
rejected.
3. The HRDC reserves the right to seek additional information/documentation from the
Registered Training Centre.
4. It is an offence to give false information or to conceal any relevant material information in this
form.

7.

DECLARATIONS
We declare that:
(i) The Trainer is competent to deliver the training; and
(ii) The facts stated in this form and the accompanying information are true and correct to the
best of our knowledge and that I have not withheld/distorted any material fact.

……………………………………………….
Signature

………………………………………..
Designation/Position

………………………………………………
Full Name

………………………………………………
Date
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Annex No: ……………….

Template for Profile of the Trainer
(RTIs are required to submit the Profile of the Trainer only once)

ID of Trainer:
Passport Number of Foreign Trainer:
Title

Mr

Mrs

Ms

Dr

Surname:

………………………………………………………………………….....

Other Name(s):

…………………………………………………………….………………

Residential Address: …………………………………………………………….………………

Relevant Qualification(s):

…………………………………………………………………….

…………………………………………………………….………………
Experience relevant to the training: ………………………………………..………………….
…………………………………………………………….………………
…………………………………………………………….………………

Relevant Employment History

From:

To

Name of Organisation

……….

………..

……………………

……….

………..

……………………

We confirm that the Trainer meets the requirements to deliver the training.
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Sample 1 - Acknowledgement Letter: Registered Training Institution
(i) Approval of Course Fee
Dear Sir/Madam,
You are kindly informed that HRDC has approved the Course Fee per participant as per
details below:
Details
Course Title
Course Code

………………… (To be used
submitting the G1 application)

by

Employers

while

Course Fee per participant Rs
Remarks
Please note that refund of Training Cost to Employer will be subject to submission of
relevant documentations (Invoice and Receipt, Certificate of Attendance or Letter of
Attestation among others)
Regards,

New Unit
Please do not respond to the email as it is generated from an unmonitored email account.
---------------------------------------------------------------------------------------------------------------(ii) Change Request
Dear Sir/Madam,
You are kindly informed that the change request has been acknowledged/has not been
acknowledged for the following reason(s) as per details below:
Details
Course Title
Course Code
Change Request

Acknowledged/not acknowledged

Remarks

Reason

Regards,
New Unit
Please do not respond to the email as it is generated from an unmonitored email account.
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10. G1 APPLICATION PROCESS FLOWCHART AND FORMS

GRANT APPLICATION FORM – G1
1.

IDENTIFICATION
Name of Enterprise:

………………………………………………….………….

Address:

………………………………………………….…………………………………...
………………………………………………………………………………………

Tel:

................................................. Fax:

E-mail

address

(For

all

future

………………………………………………
correspondences

from

HRDC):

Pension

Fund:

…………………………
Employer’s

Registration

Number

with

the

National

……………........................................
2. CONTACT DETAILS (FOR MONITORING PURPOSES ONLY)
Name of officer : …………….………………

Tel: ………………………………..

3. NATURE OF BUSINESS
Sector: …………….……..……………
4. PROGRAMME / COURSE TITLE
Course Title (as approved by MQA/HEC if any) : …………………………………………………
(Note: Course title on certificate of attendance should be the same as approved by MQA/TEC)
Course Code: …………………
5. PLEASE EXPLAIN THE RELEVANCE OF THE TRAINING TO YOUR ENTERPRISE’S
NEEDS AND/OR OBJECTIVES
.............................................................................................................................................
............................................................................................................................. ................
.............................................................................................................................................
.............................................................................................................................................
6. TYPE OF TRAINING ( Local Training (6a), Online Training (6b), Overseas (6c), In-House
Training (6d) )
a. LOCAL TRAINING – through REGISTERED TRAINING INSTITUTION
Name of Training Institution/Course Provider: ……..…………………………………….………
Address of Training Institution/Course Provider: …...……………………………………………
Tel No:

……………………………………………

Name of Approved Trainer/s:

Fax No: ………………………………………..

………………………………………………………………………

b. ONLINE TRAINING
Name of Training Institution: …………………………………………………………………………
Address of Training Institution: ………………………………………………………………………
Tel No:

………………………………………

Fax No: ……………………………………

c. OVERSEAS TRAINING
Name of Training Institution: …………………………………………………………………………
Address of Training Institution: ………………………………………………………………………
……………………………………………………… Country:……………………
Tel No:

………………………………………

Departure date: …………………………………

Fax No: …………………………………….
Date of course:……………………………..

(i) COURSE DETAILS
Learning Outcomes:

(1)……………………………………………………………………………………..………
(2)……………………………………………………………………………………..………
(3) …………………………………………………………………………………….....……
Course Structure:
No.

Course Outline

No of days

Course Fee
Rs

Cost of Economy
Airfare
Rs

1
2
3
..
..
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d. IN-HOUSE TRAINING (with Internal or Freelance or Foreign Resource Person)
Employers are required to submit the following additional information/document(s) together
with the G1 application Form.

(ii) COURSE DETAILS
Learning Outcomes:

(1)……………………………………………………………………………………..………
(2)……………………………………………………………………………………..………
(3) …………………………………………………………………………………….....……
Course Structure:
No.

Course Outline

Main topics

Sub topics

Name/s of Resource Person
(Surname and First Name
as per ID)

Profile/s of
Resource
Person(s)1
Annex No

No. of
Contact
hours

1
2
3
..
..
1.

As per HRDC Template as enclosed

(iii)

COST STRUCTURE

No.

Items

(a)

Eligible Costs for Refund
Resource Person Fee1

(b)

Training Materials and
Stationery

(c)

Rental of Venue2

Training
by an Internal
Resource Person
Rs

Training
by a Freelance
Resource Person
Rs

Training
by a Foreign
Resource Person
Rs

(e)

Refreshment
(Max of Rs 500/head/day)
Additional cost applicable only for
Foreign Resource Person(s)
(f)
Cost of Economy Airfare
(g)
Cost of Accommodation
TOTAL

Note:

1. The fee for an Internal Resource Person will be limited to his hourly rate;
2. Rental of Venue where training conducted outside Employer’s premises.
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(iv) DOCUMENTS TO BE SUBMITTED
Details

Tick

For Office Use

Profile of the Resource Person(s) as per HRDC Template
Duly signed agreement with the Resource Person(s)

7. COURSE BUDGET
EXPENDITURE

(Rs)

Course fees per pax as approved by MQA/HRDC

………………………………

Number of participant/s

………………………………

Total Course fees (Rs)

………………………………

Other costs:Air fares (Economy) (Rs)

8.

………………………………

EMPLOYEE/S STATUS
Name/s of employee/s who will be attending the training program and position held:
Name of Employee/s

Position Held

ID

.………………………… ………………………

………………………

Period of Employment
(Tick as appropriate)
< 1 yr > 1 yr
…….… ………..

.………………………… ………………………

………………………

…….… ………..

………………………… ………………………

………………………

…….… ………..

.………………………… ………………………

………………………

…….… ………..

(Note: Please attach additional list if necessary)
Is/Are the above employee/s on your enterprise’s payroll?
Yes
No
If no, clarify: ………………………………………………………………………………………………
Is levy being paid for the/these employee/s?
Yes
No
If no, clarify: ………………………………………………………………………………………………
Is/Are the employee/s financially sponsored in full by your enterprise?
Yes
No
Has your company applied for any form of financial support for this particular training
programme from any other organization?
Yes
No
If yes, please state name of organization and present status of application
………………………………………………………………………………………………………………
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9.

TOTAL NO. OF TRAINEES, VENUE AND SCHEDULE OF TRAINING

No of
trainees/Batch

Starting
Date & Time

Ending
Date & Time

First batch

………………….………

………….…………………

………………

Second batch

…………………….……

…………..…………………

………………

Total No. of Trainees: …………..………….
Venue: ………………………………………
(Please attached detailed time table if necessary)

10.

DOCUMENTS TO BE SUBMITTED
Tick relevant
box
Detailed Timetable with exact start and end time (Batchwise)
Copy of MQA Course Approval (if available)
Name of Participant as per ID, ID Number and Position Held (Batchwise)
Copy of course content for Overseas Training

11.

DECLARATIONS
We declare that:
1. the Trainer(s)/Resource Person(s) is/are competent to deliver the training as per the
skills needs of the organisation;
2. all the necessary clearances have been obtained for the delivery of this training and
comply with relevant legislation/s; and
3. the facts stated in this application and the accompanying information are true and
correct to the best of our knowledge and that we have not withheld/distorted any
material fact.
We understand that if we obtain the grant by false or misleading statements, the HRDC
may, at its discretion,
1. withdraw the grant and recover immediately from us any amount of the grant that
may have been disbursed; and
2. take any other action deemed necessary.

…………………………………………
Signature

………………………………………
Designation

…………………………………………
Name

………………………………………
Date
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Annex No: ………………

Template for Profile of Resource Person –In-House Training
(Employers are required to submit the Profile of the Resource Person only once)

ID of Internal/Freelance Resource Person:
Passport Number of Foreign Resource Person:
Title

Mr

Mrs

Ms

Dr

Surname:

………………………………………………………………………….....

Other Name(s):

…………………………………………………………….………………

Residential Address: …………………………………………………………….………………

Relevant Qualification(s):

…………………………………………………………………….

…………………………………………………………….………………
Experience relevant to the training: ………………………………………..………………….
…………………………………………………………….………………
…………………………………………………………….………………

Employment History

From:

To

Name of Organisation

……….

………..

………………………

……….

………..

………………………

List last two relevant training conducted:

………………………………..………………….

…………………………………………………………….………………
We confirm that the Trainer meets the requirements to deliver the training.
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Sample 2 – G1 Acknowledgement Letter
Dear Employer,
Name of
Enterprise

ZZZ LTD

Date G1 Received

01/04/2020

Contact Person

John Smith

Training
Institution

AAA Training Center Ltd

Serial Number
(SN)

YYYYY

Course Dates

12/04/2020

Course Title:

Accounting for Non
Accountant

No. of Participants 10

Total Cost (RS)

XXX,XXX.00

No. of Batch

Scheme

Local
Training(Institutional)

Status

Remarks

Submission date G3 application for
refund

1
Acknowledged
15/10/2020

General Information
1. To avoid non-consideration of your application for refund of training cost, employers
should ensure the following:
a) Courses already approved by MQA/HEC:
(i) Approval of MQA/HEC for the whole duration of the course should be
obtained prior to the start of the course.
(ii) The Training Institution / Trainer should conduct the course for the
total number of hours as approved by the MQA.
(iii) Course approved on a one off basis by the MQA refers to training for 1
(One) Batch only unless specified otherwise by the MQA in its letter of
course approval.
b) Courses Acknowledged by HRDC:
(i) For local training (Institutional) and online training dispensed by
Registered Training Institution, the training institution should conduct the
course for the total number of hours as acknowledged by HRDC.
(ii) For local training (In-house) and Overseas Training employers are informed
that refund will be effected subject to submission of evidence(s) of payment.
2. Refund of training grant would be made subject to HRDC being satisfied amongst
others that the training has been conducted satisfactorily. In this respect, the
HRDC may carry out monitoring visits during the training on the site of
training as per the venue and timetable submitted with your application. The
HRDC monitoring visits would be undertaken on a "surprise basis" and the
designated person stated in your G1 application form would be contacted only at the
time of visit. You are requested to make arrangements for the latter to be reachable
during the training. You should also inform your training provider accordingly,
wherever applicable. You are also requested to ensure that HRDC officers
undertaking the monitoring visit have access to training site. You are advised to (i)
keep an attendance sheet duly signed by all participants as well as the trainer and
(ii) request the participants to bring their IDs as these would have to be produced to
the HRDC monitoring team upon request. In case the HRDC monitoring team
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does not have access to the training venue/session, this may result in your G3
application not being considered.
3. (i) Any change in your G1 application should be communicated to the HRDC at least
12 hours prior to the start of the course on the 'change request' menu located on
the
left
pane
of
the
online
webpage.
(ii) For long duration courses, any change in your G1 application should be
communicated to the HRDC 12 hours prior to the start of the course on
online@hrdc.intnet.mu.
4. Employers operating in a restricted zone are kindly requested to provide
HRDC with an authorization letter whereby the Monitoring Team could have
access to the Training Site on the dates when the course is being conducted
otherwise this may result in your G3 application not being considered.
5. Regards,
G1 Unit.
** Please do not respond to the email as it is generated from an unmonitored email
account. **
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11. G3 APPLICATION PROCESS FLOWCHART AND FORMS

APPLICATION FOR GRANT PAYMENT – G3
1. IDENTIFICATION
Name of Enterprise: ……………………………………………………

SN: ……………………

E-mail address (for all future correspondences from HRDC): ……………
Course Title: …………………………………………………………………………
Bank Name: ……………………… Account Name: ……………………………….…….
Account Number: …………………………………………
No of Employees who followed the Training Programme as per category below:
Management

Middle Management

Others

2. DOCUMENTS TO BE SUBMITTED
Tick
relevant box
1.Duly signed certificate of attendance or Headed Letter of Attestation (LoA)
specifying course title as approved by HEC/MQA, name of participants as per
ID, ID number, hours covered, exact course start and end date.
2. Certificate of Successful Completion for the Online Course specifying course
title, name of participants as per ID, ID number, hours covered, exact start and
end date.
3. Copy of MQA Course Approval (if not submitted with G1 application form)
4.Headed Invoice and Receipt of Course Fees with BRN duly signed
5.Headed Invoice and Receipt of Air Ticket duly signed or e-Ticket
6.Bank advice if payment is effected in foreign currency
Note: HRDC may request for additional information/documents as and when required for refund purpose.

3. DECLARATIONS
We declare that the facts stated in this application and the accompanying information are true
and correct to the best of our knowledge and that we have not withheld/distorted any material
fact. We understand that if we obtain the grant by false or misleading statements, the HRDC
may, at its discretion,
i. Withdraw the grant and recover immediately from us any amount of the grant that
may have been disbursed and
ii. Take any other action deemed necessary.
……………………
Signature

……………………… ………………………… ……………
Designation
Name
Date

Please note that all sections of the application must be completed and accompanied with
the requested documents at (2) above or else your application would not be considered.

Sample 3 – G3 Acknowledgement Letter
Employer Name : AAA LTD
SN

: xxxxx

Status

: Acknowledged

Dear Sir/Madam,
Grant Application: Course Title (xxxxx)
We acknowledge receipt of your application for refund which is currently being processed.
Regards,
G3 Unit.

Please do not respond to the email as it is generated from an unmonitored email account.

-----------------------------------------------------------------------------------------------------Sample 4 – Notification Letter that payment has been released
Dear Employer,
You are kindly informed that instructions have been given to our bank to effect
payment amounting to Rs ……………….. as per details below:
SN

Rs

…………….

……………………….

Total Amount Refunded

……………..…………

Account Number

………………………….

Remarks

Please allow at least three (3) working days for the payment to reach the bank account of the
enterprise.
Regards,

Budget & Accounting Unit
Please do not respond to the email as it is generated from an unmonitored email account.
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