
DATE: DD MM YYY

H R D  C O R P  C L A I M  H E L P E R  F O R  T R A I N I N G  P R O V I D E R S

R E P L Y  Q U E R Y  C L A I M  

P u r p o s e  :  T o  r e p l y  q u e r y  o f  c l a i m s
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Claims query need to be replied to HRD Corp officers after necessary actions have 
been taken such as attaching the completed documents.

All query on claims must be replied before claim submission dateline (6 months 
from training end date)



3

(1) Login to Training Provider’s eTRiS account 

(2) Click Inbox
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(3) Click Outstanding Action then click File Number

(4) Click on Query Details then click View comment and attachment to read on the queries 
sent by HRD Corp
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(5) Read on the queries and take the necessary action as requested by HRD Corp.
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(6) Then reply the queries by clicking Action > Return or Resubmit Button then click OK to submit the 
claim back to HRD Corp.



7

SUPPORTING DOCUMENTS FOR ITEMS CLAIMED

COST CLAIMED SUPPORTING DOCUMENTS

Course Fees (YPL / YUR)
JD/14 Form 

Invoice (Attention to HRD CORP)

Trainee Attendance T3 Form

Trainee Attendance (Remote Online Learning)

System Generated Attendance Report 

(declare by both Training Provider and 

Employer with signature, name, 

designation, company stamp & date)

• JD/14 Form only can be approved by Manager level and above

• JD/14 Form only can be approved after training completion.

• JD/14 Form Must be filled in by Training Provider completely as per requirement and submit to employer for 

declaration

• T3 form must be filled in by Training Provider and ensure that trainees sign the form on daily basis, for 

remote online learning, physical signature is not necessary

• T3 Form must be declared by the Training Provider and fulfill the form requirement 

• HRDF may request for any other relevant documents for verification/ confirmation purposes. 
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Claims have been successfully submitted after clicking the Resubmit button.

The resubmission of claims will be reviewed and checked within four (4) working 
days from claim resubmitted date.

Letter of approval will be sent to training providers via email once the claims have 
been approved.



THANK YOU
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