
How to Navigate HRD Corp Claimable Courses for
Your Team

Understanding the HRD Corp Levy System
For companies registered under the Human Resources Development Corporation (HRD Corp)
in Malaysia, the levy system provides a structured way to fund employee training. Employers
who pay the human resources development levy can apply for grants to offset the cost of
approved training programs. This system is designed to encourage continuous skill
development and upskilling across various industries. However, the process of selecting and
registering for claimable courses can feel complex if you are new to it. Knowing the steps in
advance saves time and helps you avoid common mistakes.

Step 1: Confirm Your Levy-Paying Status
Before you look into any training, check whether your organisation qualifies as a levy-paying
employer. In Malaysia, companies with a certain number of employees and registered under
specific sectors are required to pay the HRD Corp levy. If your company already pays this levy,
you are eligible to apply for training grants. If you are unsure, you can verify your status through
the HRD Corp portal or consult your human resources department. This step is essential
because only levy-paying employers can access the grant application process for claimable
courses. hrdc claimable courses

Step 2: Identify the Right Training Provider and Course
Not every training program qualifies for HRD Corp claims. The course must be registered and
approved under the HRD Corp scheme, and it must be delivered by a registered training
provider. When searching for programs, look for providers that explicitly state their courses are
HRD Corp claimable. For example, many corporate training firms in Malaysia list their approved
programs on their websites or during consultations. You should also consider the relevance of
the course to your employees' roles and your company's development goals. A course that
aligns with your business objectives is more likely to be approved and beneficial.

Step 3: Submit the Grant Application
Once you have selected a training provider and a specific course, the next step is to apply for a
training grant through the HRD Corp e-TriS system. This online platform handles grant
applications, course registration, and reimbursement claims. You will need to provide details
about the training program, the number of participants, and the estimated cost. The system
will evaluate your application based on factors like the course's relevance and your company's
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grant balance. It is wise to submit your application well before the training start date, as
approval can take several weeks. Missing the submission deadline can delay or cancel your
planned training.

Step 4: Register Your Trainees
After the grant is approved, you must register each employee who will attend the training. This
step involves entering their personal details, job roles, and training dates into the e-TriS system.
Accurate registration is crucial because the system uses this data to track attendance and
process reimbursements. If you register the wrong employee or miss a name, it can cause
issues later when you submit claims. Double-check all entries before confirming. Some training
providers offer assistance with this step, but the responsibility ultimately lies with the
employer.

At this stage, it is also helpful to communicate with your employees about the training
schedule and expectations. Clear communication ensures that everyone knows when and
where the training takes place, which reduces no-shows and last-minute cancellations. Poor
attendance can affect your company's future grant approvals, so treat this step seriously.

Step 5: Attend the Training and Collect Documentation
On the day of the training, ensure that all registered participants attend the full session. HRD
Corp may conduct spot checks to verify attendance, and incomplete attendance can lead to
grant clawbacks. After the training, collect the necessary documentation: attendance sheets,
certificates of completion, and any invoices or receipts from the training provider. These
documents serve as proof for the reimbursement process. Keep digital copies organised in a
folder for each training session, as you will need them when submitting your claim.

Step 6: Submit the Reimbursement Claim
Once the training is complete and you have all supporting documents, it is time to submit your
reimbursement claim through the e-TriS system. The process typically involves uploading the
attendance records, certificates, and invoices, then filling out a claim form. The system will
calculate the claimable amount based on the approved grant and the actual cost incurred. Be
careful to meet the reimbursement submission deadline, which is usually within a set period
after the training ends. Late submissions can result in denied claims, meaning your company
absorbs the full cost.

Understanding how to work with hrdc claimable courses step by step makes the entire process
smoother. Many employers find that once they have gone through a few cycles, the workflow
becomes routine. However, it pays to stay updated on policy changes from HRD Corp, as



submission requirements and deadlines can shift. Some companies assign a dedicated staff
member to handle grant applications and claims, which reduces errors and improves
efficiency.

Common Pitfalls to Avoid
Even experienced employers can trip over a few recurring issues. One common mistake is
assuming that all courses from a registered provider are automatically claimable. Each course
must be individually approved, so always verify the claimable status before enrolling
employees. Another pitfall is underestimating the time needed for grant approval. If you plan
training at the last minute, you may miss the window and lose the grant. Also, keep an eye on
your company's grant balance. If you exhaust your allocated funds, you cannot claim further
training until the next cycle, unless you top up your levy contributions.

Documentation errors are another frequent problem. A missing signature on an attendance
sheet or an incorrect employee ID can delay a claim by weeks. Develop a checklist for each
training session to ensure nothing is overlooked. Finally, remember that the reimbursement
process is not automatic. You must actively submit the claim within the allowed timeframe.
HRD Corp will not process a claim unless you file it, even if the grant was approved and the
training took place.

Making the Most of Your Training Budget
When you search for hrdc claimable courses, you are essentially looking for training that your
company can fund through the levy system. This can include a wide range of programs, from
leadership development and customer experience training to technical certifications and AI
courses. Choosing courses that directly address skill gaps in your team gives you the best
return on your levy investment. It also helps employees see the value in their development,
which can improve engagement and retention.

Some employers combine HRD Corp grants with internal training budgets to run more
comprehensive programs. For example, you might use the grant to cover basic certification for
a group of employees and then allocate company funds for advanced modules. This hybrid
approach allows you to stretch your training dollars further while still meeting your business
goals.

Final Thoughts
Navigating the HRD Corp claimable courses process does not have to be overwhelming. By
following these steps - confirming your levy status, choosing the right course, submitting a
grant application, registering trainees, attending the training, and filing a reimbursement claim -



you can turn a bureaucratic procedure into a straightforward routine. The key is to plan ahead,
keep meticulous records, and stay informed about any updates from HRD Corp. With a little
organisation, you can make the levy system work for your company and your employees'
growth.


