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• Title 5 of Federal Regulations Part 410 Planning and Evaluating Training
• Department Of Defense Government Charge Card Guidebook For Establishing 

And Managing Purchase, Travel, And Fuel Card Programs
• DoD Guidebook for Miscellaneous Payments
• Army Federal Acquisition Regulation Supplement Appendix EE GPC Operating 

Procedures
• Army Federal Acquisition Regulation Supplement 5113.270-90 
• Army Regulation 621-5 Army Continuing Education
• Army Regulation 690-400 Performance Standards
• US Army CHRA Human Resource Development Division NE Region Training 

Handbook
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• The GPC shall be used as a method of payment for all commercial training.  
If training costs exceed $25,000, submit the training requirement to your 
local contracting office. A separate and dedicated training GPC card must 
be issued and used to purchase training. These GPC training cards are 
only used to purchase training requirements. 

• IAW AFARS Appendix EE, training cards will have all merchant category 
codes (MCCs) blocked except the following sources of training:

1. 7392 - Management, Consulting and Public Relations Services
2. 7399 - Business Services (Not Elsewhere Classified)
3. 8220 - Colleges, universities, junior colleges, and other professional schools
4. 8241 - Correspondence schools
5. 8244 - All business/secondary schools
6. 8249 - Vocational/trade schools
7. 8299 - Schools and Education Services (Not Elsewhere Classified)

Source: AFARS Appendix EE

GPC Training Cards
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• Uses collected is for use in the administration of the Federal Training 
Program (FTP) to document the nomination of trainees and completion of 
training. Information collected may also be provided to other agencies and 
to Congress upon request. This information becomes a part of the 
permanent employment record of participants in training programs, and 
should be included in the Government wide electronic system, (the 
Enterprise Human Resource Integration system (EHRI) and is subject to 
all of the published routine uses of that system of records. 

• Authority 5 U.S.C. §4115, a provision of The Government Employees 
Training Act.

SF 182
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Individual Development Plan

• Commanders/Supervisors with 
the assistance of Training 
Coordinators are to review the 
training needs of their 
employees annually. These 
identified training needs will be 
recorded on each employee's 
Individual Development Plan 
(IDP) during their annual 
performance appraisal.



UNCLASSIFIED//FOUO

Utilization of the Army's e-Learning Program (SkillSoft)
Per HQDA Ltr 350-07-1 dated 8 January 2007 (expired 8 January 2009) awaiting new guidance

• The e-Learning Program will be the Army's primary method of 
providing both an individual's initial IT skills as well as the 
subsequent maintenance of those skills. The intent of the Army 
program is to provide a wide range of courses for organizational and 
mission-related IT training requirements, as well as for an individual's 
personal goals. There is no cost to the individual or their organization 
for utilization of the Army-provided vendor courses and products.

• Army organizations and MACOMs will review their current process for 
determining the individual IT skills required to execute their mission. 
They will satisfy their IT training requirements by utilizing the e-
Learning Program as the best method for providing and 
maintaining IT skills to their workforce. They may utilize traditional 
instructor-led classroom training for only those training needs that are 
not available through e-Learning.

NOTE:  Army E-Learning offers over 5,000 “Free” web-based courses in Information Technology, 
Business, Leadership, and Personal Development.
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GoArmyEd – Military & Civilian Leadership Training

GoArmyEd is also the virtual gateway for Army Civilians to apply for 
their Civilian education, training, and leader development events. 

About Army Civilian Education and Training:
The Civilian Training and Leader Development Division, part of the 
Headquarters, Department of the Army G-3/5/7, Training Directorate, 
is responsible for providing the strategic planning and analysis of 
initiatives for the Army's Civilian Training and Leader Development 
programs. HQDA G-3/5/7 championed the integration of Army Civilians 
with GoArmyEd, making GoArmyEd the official gateway for all Army 
Civilians to request training applications and Standard Form (SF) 182s 
for all professional development
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(2) Department of the Army Form 2171, Request for 
Tuition Assistance Army Continuing Education System, 
is the obligation document for education programs and 
services authorized under 10 U.S.C. 2007 and Army 
Regulation 621-5 Army Continuing Education System. 

3) Use of the GPC is mandatory as the method of payment 
for soldiers’ tuition when the Centralized Tuition Assistance 
Management in GoArmyEd processes the request, funding, 
approval and enrollment verification of the specific course. 
Single purchase limits will be set commensurate to the level 
of the consolidated GPC invoice submitted by each 
university or college.Military Personnel 

www.earmyu.com 

AFARS 5113.270-90 (g)
Use of the Government commercial purchase card.
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Payments and Reimbursements

There are two ways to authorize and pay for 
training in advance of receiving the training or 
service, including student tuition: (1) Authorize 
it on the Standard Form 182 (Civilian) or DA 
2171(Military) and (2) Receive a bill for 
payment from the source provider (DoD 
Miscellaneous Payment – Resource 
Manager).

DoD Guidebook for Miscellaneous Payments

http://www.dfas.mil/dam/jcr:869f9936-f83c-4857-a014-565c7d4eebd0/DoDGuidebookForMiscPayments.pdf
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Training Request

• AFARS 5113.270-90 (g) Use the purchase card as a method of payment for all 
commercial training $25,000 and below for the following:

• (1) Standard Form 182, Authorization, Agreement and Certification of Training, in 
accordance with United States Code 41 for Civilians (including Local 
Nationals).All completed training becomes part of e-OPF (Personnel file).

• (2) Department of the Army Form 2171, Request for Tuition Assistance Army 
Continuing Education System, provides financial assistance for voluntary off-duty 
education Programs in support of soldiers’ professional and personal self 
development. The Department of the Army Form 2171 is the obligation document 
for education programs and services authorized under 10 U.S.C. 2007 and Army 
Regulation 621-5 Army Continuing Education System for Military use 
GoArmyEd.
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Reimbursements

• AR 690-400, Chapter 410, Subchapter 6-4b (2): "If an 
employee fails to complete non-Government training 
satisfactorily, actions in (a) or (b) below will be taken. 
Employees will be advised in writing of these requirements 
before the training starts.

• "(a) If the failure to complete training is due to the employee's 
negligence or willful misconduct, he or she will repay training 
expenses other than salary costs. If appropriate, disciplinary 
action will be taken.

• "(b) If failure is for reasons beyond the employee's control, no 
action will be taken."

• Reimbursements for expenses from employees failing to 
complete training satisfactorily will be the responsibility of the 
approving official, the local Activity Program Coordinator 
(APC), and financial officer.
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• Employees may not be assigned to training or permitted 
to enroll in a course, regardless of course length, before 
formal approval has been granted by the management 
official delegated authority to approve training. Such 
approval is documented by signature on the manual 
Standard Form 182 or electronically authenticated on 
electronically generated Standard Form 182. 

• Requests for approvals after employees have enrolled or 
actually begun the training must be disapproved. 
Employees who enroll in a non-Government training 
course without written prior approval are personally 
responsible for the total training cost. For additional 
information see Training Approval Authority.

Payment Exceptions “Disapproved”
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How does training get documented? SF182

• How does training get documented?
• Oracle Training Administration (OTA) has been modified to allow 

human resource specialist as well as activity training coordinators, 
training monitors, and managers to input completed training data 
directly into the employee's electronic training record in the 
Defense Civilian Personnel Data System (DCPDS). Army has 
not approved OTA for use except for the input of completed 
training. See US Army memorandum dated 11-29-01.

• The BPM states that manager’s are responsible for the completion 
of training records. The completion of training data into DCPDS 
varies at installations/activities. The regional HRDD staff can input 
completed training, using the Mass Update Spreadsheet. 
Organizations may print, complete and return the Mass Training 
Update Sheet to the HRDD.
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Payment for Training Scheduled in Next Fiscal Year

• Costs may be charged to the fiscal year in which the 
training is incurred, under section 1502(a) of reference 
(tt). Also, payment of training expenses in the current 
fiscal year may be used to pay for training that occurs 
in the next fiscal year. Refer to C.G. B-238940 
(reference (ac)) and C.G. B-257977 (reference (ad)) for 
additional guidance on conditions and limitations 
between procurement and performance of training. 
Components shall establish internal procedures in 
support of this guidance and given the types of 
appropriated funds used for training.
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Continued Service Agreements

• Title 5, U. S Code (USC), Section 4108 requires 
each employee to sign an agreement with the 
Government

• before assignment to training that exceeds his/her 
agency's prescribed minimum period. The 
employee will agree to (1) continue in the service 
of his agency at least three times the length of the 
training period, commencing upon completion of 
the training, and (2) pay back expenses if he/she 
voluntarily separates from his agency prior to 
completion of the service obligation period.
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• Department of the Army policy requires civilian 
employees selected for non-Government training in 
excess of 80 hours, and, Government or non-
Government long-term training and education programs 
in excess of 120 calendar days, to complete a continued 
service agreement before assignment to the training. 

• Approving officials will retain a copy of each signed 
agreement (see Section 3, Standard Form 182) and 
monitor execution of the obligation period. For 
additional more information see Agreements to 
Continue in Service or Continued Service Agreements.

Continued Service Agreements

TRAIN TO RETAIN
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1. INTRODUCTION 
This handbook is a product of the Northeast Region Civilian Human Resources Agency Human Resource 
Development Division (HRDD).  As more and more HRDD functions are being placed in the Civilian Personnel 
Advisory Centers (CPAC) and/or the activity, the training roles and responsibilities are shared with the 
installation/activity.  As a result of this change in structure, Training Coordinators have been given an expanded 
role in the implementation of training.  This handbook is intended to be a guide and reference tool to assist 
Training Coordinators/CPAC’s in carrying out their duties and responsibilities.  Training responsibilities may 
differ contingent on how the command has developed the training structure.  The local CPAC’s and Training 
Coordinators work together to assist the command in meeting their workforce needs. 


2. TRAINING RESPONSIBILITIES 


Civilian Human Resources  
Integrated Definition Model/Task Listings (IDEF) 


The Civilian Human Resources (CHR) Integrated Definition is the culmination of several years' continuing efforts 
to delineate, clarify, and articulate Army CHR business processes.  


The assignment of work and business processes must be in accordance with the IDEF.  


The IDEF is comprised of a series of worksheets that depict major life cycle functions of Army CHR operations, 
the major tasks and subtasks of each function, and the CHR component responsible for each task. The IDEF is 
intended to be a living document, given the dynamic and varied environments in which Army CHR operations 
take place, enabling rapid responses to changes in legislation and policy, organizational structures and 
relationships, and mission exigencies.  


Requests for IDEF exceptions, variations, and/or changes (see documents below) must be made through 
appropriate command and/or management channels, routed through CHRA for concurrence (if applicable), and 
staffed and approved by the Assistant G-1 for Civilian Personnel Policy (AG-1/CPP). Informal IDEF inquiries can 
be directed to the Training Integration and Proponency (TIP) Branch in the Policy and Program Development 
Division, AG-1/CPP.  


Please see the HRD IDEF at http://www.cpol.army.mil/library/general/idef/. 


 



http://www.cpol.army.mil/library/general/idef/�





 


      


3. TRAINING TIMELINE 


Training Needs Survey and Annual Training Plan 


 


SOP/BPM # 
BLOCK# TASK SD* ED* Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct 


HO1/B1 HRDD Conduct Market Analysis Mid Nov   X                       


H01/B2 HRDD Implement Market Strategy Mid Jan       X                   


H01/B3 HRDD Activate Training Needs 
Survey 15 Mar           X               


H01/B4 
CPAC/Trng Coord 


Task Organizations to 
Conduct Survey 1 Apr             X             


H01/B5 
Management 


Conduct Survey and 
Forward to Trng 
Coord/CPAC 


1 Apr 15 May           X X           


H01/B6 
CPAC/Trng Coord 


Consolidate and Prioritize 
Needs - Forward to HRDD 15 May 15 Jun             X X        


H01/B7 HRDD Analyze Tng Needs to 
Develop Tng Plan 15 Jun 1 Jul              X X       


H02/B1 
CPAC/Trng Coord 


Prepare & Present Funding 
& Tng Requirements to 
Commanders. This could be 
activity  


 


Mid Jun 1 Jul               X X       







 


      


H02/B2 HRDD 
Submit Copy of the Cmdr 
Approved Tng and Cost 
Document to HRDD 


1 Jul Mid Jul                X       


H02/B3b HRDD Develop Draft Regional Tng 
Plan Mid Jul                   X      


H02/B3a 
CPAC/Trng Coord 


Develop Draft Installation 
Tng Plan   Erly Aug                  X     


H02/B4a,b,c 
CPAC/HRDD 


In Partnership Approve Tng 
Plans and Funding   Late Aug                   X   


H02/B5a,b 6 
CPAC/Trng 
Coord/HRDD 


Publish approved Tng Plans 
to Org, Mgrs, Employees   Erly Oct                     X 


SOP = Standing Operating Procedure BPM = Business Process Map *SD = Start Date ED = End Date  


*Time-line has been adapted with dates to meet our customer’s needs. It varies from Standing Operating Procedure No. H01 and H02.







 


 


 


4. INDIVIDUAL DEVELOPMENT PLAN 


Managers/supervisors with the assistance of Training Coordinators are to review the training needs of their 
employees annually.  These identified training needs will be recorded on each employee's Individual 
Development Plan (IDP) during their annual performance appraisal.  This record serves as the annual inventory 
of training needs under locally developed procedures.  This inventory will be used to prepare the activity's fiscal-
year training plan and the command-operating budget (COB). 


CHRTAS IDP Function 


The Individual Development Plan (IDP) feature allows students and supervisors to map out a student’s projected 
training path to achieve the CL points required by the student’s agency.  The CHRTAS IDP is fed from ATRRS.  
Therefore, when an individual is graduated from a course in ATRRS, CHRTAS will automatically update and 
show the course as completed on the IDP. 


Students and Supervisors have different views on the IDP.  Both can be seen in the 
User Guide below. 


For more information on using the CHRTAS IDP function, please see the User Guide. 


 


 


Individuals who are in the Army Acquisition Workforce must follow a separate IDP.  More information on that can 
be found in Section 23 of this handbook. 


Those in a career program should follow the IDP as set forth by their ACTEDS plan. 


 



https://www.atrrs.army.mil/channels/chrtasidp/includes/chrtasidpuserguide.pdf�





 


   
  


 


Intern IDPs 


 
The supervisor will prepare an Individual Development Plan (IDP) within 30 days of an intern's entrance on duty. 
The intern's supervisor will complete DA Form 5469-R (Cover Sheet for Career Intern Individual Development 
Plan) and attach it to the IDP.  The IDP must be approved by the Activity Career Program Manager (ACPM) and 
may be used in conjunction with the Total Army Performance Evaluation System (TAPES) or the NSPS 
Performance process. 


INSTRUCTIONS FOR COMPLETING AN 
INDIVIDUAL DEVELOPMENT PLAN (IDP) 


EMPLOYEE SUPERVISOR 


A. Identify the competencies, skills, 
and knowledge needed for your 
current job and list them in the 
"Competencies Required in 
Current Job" section. Closely 
analyze your position description and 
performance standards to ensure 
accuracy. 


A. Review/modify/approve the employee's assessment of his/her 
competencies. Be sure to consider Organizational needs (those 
prescribed by law/regulation/policy and those required by installation-
unique mission), Occupational needs (those determined or prescribed 
by career programs and fields), and Individual needs (those identified 
by employees and supervisors which are needed to perform assigned 
or planned duties). 


B. Determine the level of your 
knowledge and skill and indicate in 
the appropriate column. "Has" 
means you have mastered the area. 
"Refresher" indicates a review is 
needed to strengthen/renew the 
skills. "Training" indicates a more 
involved training or development 
activity should occur (On-the-Job 
Training (OJT), formal training, 
college course, etc). 


B. Indicate the priority level of each identified training need. Priority I 
means the training is essential for mission accomplishment or 
acceptable job performance, is mandated by higher authority, or is an 
ACTEDS leader development core course. Priority II means the 
training is needed for effective performance and to improve the quality 
of mission accomplishment. Priority III means the training is 
recommended to improve or enhance competencies, skills, and 
knowledge needed on the job. Show recommended source of the 
training, if known, and any tuition or Temporary Duty (TDY) cost 
involved. 


C. Identify specific mission-related 
and/or required courses and list in 
the "Training Needs" section. 
Indicate any additional "Career and 
Self-Development Needs," e.g., 
Communication Skills, Writing Skills. 


C. In conjunction with the employee, identify and list other 
"Developmental Goals and Objectives," e.g., college courses, special 
projects, cross training, OJT, coaching/mentoring, reading program, 
and self-study. Indicate the time period during which these must occur. 


D. Submit the plan to your supervisor 
for review and approval. 


D. After completion, sign and date the IDP in the certification section to 
indicate your approval and commitment to the plan. 


E. After final approval, sign and date 
the IDP to indicate your commitment 
to the plan. 


E. Maintain the IDP on file for reference during the year. 


 


PRIVACY ACT STATEMENT. AUTHORITY - Title 5 U.S.C., S 4103 & EO9397.  


Requested information, including SSN, is voluntary and is intended to be used by 
employees/supervisors/managers in planning and scheduling training and development activities. 



http://www.usapa.army.mil/pdffiles/r690_400.pdf�





 


   
  


 


SAMPLE Civilian Personnel Administration (CP-10) 
Intern Training Plan (ITP) 
Updated 23 February 2009 


Certification Checklist 
 


 


Certification Checklist includes three parts: 


 


 Part I:     Listing of required and recommended formal training courses for Interns 


 Part II:    Learning objectives which the intern must achieve during rotational assignment 


 Part III:   Rotation Schedule for Intern (to be completed by supervisor) 


 


The Intern Training Plan (ITP) Checklist is to be used for all CP-10 interns (local HRD intern) to make sure they 
receive proper training to prepare them for full performance level positions in the CP-10 Career Field  


 


EMPLOYEE INFORMATION 


 
Name:     
 
Phone:     
 
Position Title/Series/Grade:   
 
Target Title/Series/Grade:   
 
Date of Assignment:    
 
Proposed Graduation Date:   
 
Supervisor/Phone   
 
SUPERVISORS:  Intern and supervisor should sign and date Checklist upon first discussion.  A copy should be 
provided to the employee and the HRD Supervisor.  Subsequent discussions on a bi-annual basis should occur 
and also be recorded.  These discussions should occur in conjunction with bi-annual ratings. 


 


Local Interns: Follow NSPS requirements upon EOD.  Local interns require only a semi-annual review and an 
annual performance appraisal. 


 


 


 







 


   
  


 


SAMPLE Civilian Personnel Administration (CP-10) 
Intern Training Plan (ITP)  
Updated 23 February 2009 


Certification Checklist 
 


I have reviewed with my supervisor and understand the DA ITP and Checklist for CP-10 Interns. 


______________________________________ ____________________________________ 


SIGNATURE OF INTERN    SIGNATURE OF SUPERVISOR 


      


DATE       DATE 


______________________________________ 


SIGNATURE OF REGIONAL DIRECTOR 


DATE 


 
SAMPLE Civilian Personnel Administration (CP-10) 


Intern Training Plan (ITP)  
Updated 23 February 2009 


Certification Checklist 
 


ITP Checklist, Part I 


Part I includes a listing of required and recommended training for interns.  Completion of the training is 
mandatory.  Interns must enter the dates of course completion and supervisor must review.  Initials of both the 
intern and supervisor are required. 


The basic (core) courses delivered by the Training Management Division (TMD) of CPOCMA develop 
competencies and serve as building blocks for progression to higher level positions in the Civilian Personnel 
Administration Career field.  


 


Required 


 


Course Name 


Completion 


Date 


Initials 


Supv     Intern 


X CES-Foundation Course   


X CES-Action Officer Development Course   


X    


X    


 


 







 


   
  


 


SAMPLE Civilian Personnel Administration (CP-10) 
Intern Training Plan (ITP) 
Updated 23 February 2009 


Certification Checklist 
 


ITP Checklist, Part II 


The following are major learning objectives that have been identified for assignments in each of the following 
areas.  Supervisors should insure that employees are given assignments and/or training that will provide an 
opportunity to acquire and use these abilities.   


 


On the Job Training Objectives 


 


Met 


 


Dates 


 


Method 


Initials 


Supv      Int 


     


     


     


I have reviewed the training objectives and discussed the training with the Intern.  I certify that the Intern was 
satisfactorily trained on the above objectives. 


______________________________________  _________________________ 


HRD Supervisor                                 Date 


 


5. TRAINING NEEDS ASSESSMENT/SURVEY 


Supervisors and managers at all levels assess the training needs of the individuals for which they are 
responsible.  Although the assessment of individual training needs is a continuous process, the annual 
performance appraisal is the primary means for determining employee training and development needs for 
effective performance.  This appraisal provides data needed to prepare Individual Development Plans (IDPs), 
the basis for scheduling training. 
The Northeast Region uses the survey tool via CHRTAS.  Doing so allows those individuals with manager 
access to enter CHRTAS and pull individual or summary reports based on region, CPAC and Installation.  This 
tool can capture the training needs for all Career Fields and Career Programs.  To access the survey tool, 
please click on the following link: 
https://www.atrrs.army.mil/ATRRSSurvey/Survey.aspx?s=480a7a015a2b4af8a10c6736bae7f522 


 


Training Coordinator's Role in Needs Assessment 


Training Coordinators assist in the coordination/input of training needs into the Automated Training Needs 
Survey for their organization.  They coordinate these needs with the CPAC HRD Representative. 


Automated Training Needs Survey 


The Automated Training Needs Assessment Survey assists CPACs in identifying training needs for their 
employees 



https://www.atrrs.army.mil/ATRRSSurvey/Survey.aspx?s=480a7a015a2b4af8a10c6736bae7f522�





 


   
  


 


• Regional Courses are those contracted, administered and managed by the Civilian Human 
Resources Agency Northeast Region (CHRANER) Human Resource Development Division (HRDD) 
staff.  Regional courses are generally those that have the most needs in the Annual Training 
Survey.  HRDD and the Training Representative in agreement with their CPAC select regional on-
site courses or those to be shared via Video Tele-Training (VTT) 


• Local Courses are contracted for and managed by servicing CPAC or other local organizations.  


Standing Operating Procedure (SOP) No. H 01, Training Needs Survey, and Business Process Map 
(BPM) No. H 01, Training Needs Survey 


For more information on Training Needs Survey, go to the HRD SOP and BPM. 


*In an effort to meet our customers' needs, NERCHRA HRDD's Training Needs Survey Time-Line varies from 
SOP H 01  


For assistance or problems with the Training Needs Survey, contact Henry Vargas at 410-306-1202 or email 
vargas@us.army.mil  or Jef Cramer at 410-306-1247 or e-mail jef.cramer@us.army.mil. 


 


6. TRAINING PLAN 


What is a Training Plan? 


A Training Plan contains training and development strategies established to accomplish mission and achieve 
organizational performance goals for the forthcoming year.  Using the results of the installation/activity training 
needs assessment, the CPAC/Training Coordinator prepares a draft installation/activity Training Plan.  The 
HRDD upon receipt of the installation/activity plans develop the regional training plan. 


Sample Format for a Training Plan  


Endorsement Memorandum. 


Documents support of training plan. 
Regional Plan:  Regional Director/designee signs.  
Installation Plan:  Commander/designee signs. 


 PART I: Background.  


Purpose and objectives of the training plan.  
Methodology used to compile the plan. 


Links the training plan to applicable organizations' strategic plan(s), goals and missions. 


 PART II: Training Needs Assessment Summary. 


Results of training needs assessment.  
Summary of number of training requests received and associated cost. 
Identify regional/installation training priorities. 


 PART III: Training Programs -- Offerings. 


Course announcements for regional/installation training programs.  Each announcement should include: target 
audience, course dates, location, cost, course objectives, description, prerequisites, enrollment deadline, 
payment instructions and course administrator. 
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PART IV: Evaluation Strategy. 


Procedures and processes to evaluate the forthcoming fiscal year training program.  


 PART V: Program Evaluation. 


Summary of previous fiscal year training program including:  percent of planned training met, summary of 
training evaluations, significance of training to the Army's mission and performance improvement, cost savings 
generated through regional training, significant program initiatives. 


PART VI (OPTIONAL): Guidance or other pertinent human resource development information for users of 
the training plan, e.g., enrollment procedures, tuition assistance rules or other local policies. 


 Standing Operating Procedure (SOP) No. H 02, Develop Annual Training Plans, and Business Process 
Map (BPM) No. H 02, Develop Annual Training Plans 


For more information on how to develop a training plan, go to the HRD SOP and BPM. 


 


7. REGIONAL TRAINING 


What is Regional Training? 


The Department of the Army IDEF Task List IDEF tasks the HRDD to conduct/facilitate/administer region-
sponsored installation on-site courses/or distributed learning.  To determine what is classified as regional 
training, HRDD analyzes all installation training needs generated from the Annual Training Needs Assessment.  
The courses with the greatest number of requests are sent to vendors requesting course proposals for the 
upcoming FY.  From these course proposals, HRDD identifies vendors that could provide the installation/activity 
training on-site/distributed learning.  Based on these selections the regional training process is set into motion. 


Regional Training Process Standard Operating Procedure, SOP HO3, and Business Process Map, BPM H 03, 
provide the competitive process used in selecting, purchasing and administering regional courses.   


For more information on the competitive process used in selecting, purchasing and administering regional 
courses, go to the HRD SOP and BPM 


Where to Find a List of Regional Training Courses for the Current Fiscal Year? 


Regional Training Opportunities many are found by clicking on NE Region HRDD Web Site.  By clicking on the 
course title, you may view the course announcement.  


 


8. REQUESTING TRAINING 


SF 182 
The SF-182 is the Request, Authorization, Agreement and Certification for Training Form, which is used to 
document instances of completed civilian employee training in the Department of Defense (DoD).  Follow your 
activity’s internal procedures for the approval of the document.  A sample SF 182 with instructions can be found 
at: http://cpolrhp.belvoir.army.mil/ner/FunctionalAreas/CHRA/hrd/SF182-Notes.pdf  


CEFMS 


Corps of Engineers Financial Management System (CEFMS) contains the Corps' electronic version of the 
Standard Form 182.  This system allows for the documentation of the employee's training into the employee's 
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master training record. Please reference Documenting Training Section in this handbook for more 
information. 


Recordkeeping Requirements for Training Documents 


The U.S. Office of Personnel Management (OPM) issues personnel recordkeeping guidance prescribing how 
and where to file documentation of civilian training, planning, procurement, program development, completions 
and evaluations. 


 


9. DELEGATED TRAINING AUTHORITY 


What is delegated training authority and who can have it? 


Supervisors/managers in many federal agencies have been delegated the authority to perform Human 
Resource (HR) work previously carried out by HR staff.  The delegation of training authority to 
supervisors/managers changes the duties and responsibilities of many HRD personnel. 


The Installation and Activity Commanders (to whom the Secretary of Army has delegated appointment authority 
(AR 690-200, chapter 250, subchapter 1)) are responsible for delegating training approval authority to 
supervisors/managers to approve short-term training (120 days or less) from non-government sources.  
However, supervisors/managers must receive training and certification regarding HRD rules and regulations. 
Upon completion of the training, the supervisor/manager should receive a letter explaining his or her delegated 
training authority.  It is required for the CPAC to obtain the signature form (DD Form 577) for individuals who 
have been trained on this authority. 


For additional information see your organization’s training plan or the Delegation of Training Approval Authority 
(VTT) PowerPoint slides or visit CHRA TMD for training dates.  Scroll down to the Training area - there is a 
button with Delegation of Training Approval Authority (DTA) VTT PowerPoint (17 Mar 09) click on that hyper link 
and the presentation should open up. 


What if my organization has not delegated training authority? 


Your chain of command may delegate the authority to lower levels of management.  Check with your 
organization’s policy. 


Training Approval Checklist 


Managers are encouraged to review the following checklist prior to approving training requests.  The checklist is 
designed to help identify areas where regulatory guidance may apply to specific requests prior to training. The 
correct decision concerning the approval of training equates to the proper use of Government funds. 


As approving official for this training, I assure that: 


1.  All employees are considered fairly and equitably for needed training. 


2.  Training is approved prior to course start date. 


3.  Training is not taken solely to get an academic degree, license, or certification.  In limited cases, academic 
degrees can be funded when it will aid in the retention or recruitment of employees in occupations, in which the 
Government has or expects a shortage of qualified personnel.  5 CFR 410.308(b) must be adhered to when 
implementing this exception. 


4.  Training is the most timely, economical, and effective method to fulfill the identified training need. 
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5.  Budget Officer has certified availability of appropriate funds prior to start of training. 


6.  Overtime status will be determined and/or authorized prior to start of training.  See 5 CFR 551.423 and 29 
CFR 785.27/.32. 


7.  Only academic direct costs (tuition, registration, laboratory fees) are authorized.  Reimbursement for 
reference materials, items, equipment will be IAW local Installation/activity/MACON policy. 


8.  A Continued Service Agreement is signed and filed for non-Government training exceeding 80 hours, and 
Government or non-Government long-term training and education programs exceeding 120 calendar days. 


9.  This training is not a long-term full-time training program (over 120 days). 


10. Training will be conducted within Continental United States (CONUS) unless Headquarters, Department of 
the Army (HQDA) has approved otherwise. 


11. Employee meets the prerequisites for the training. 


12. Expenditure of Federal funds is prohibited for training that is offensive to Federal employees and 
unnecessary in the execution of their official duties. 


13. The training vendor/facility does not discriminate on the basis of race, color, religion, ethnicity, national 
origin, age, sex, marital or handicapped status, to the best of my knowledge. 


14. I will personally verify that employee attends and completes approved training. 


15. I will complete and require employee to complete evaluations. 


16. My office will maintain all required hardcopy training files. 


10. PAYMENT FOR TRAINING 


Government Credit Card 


Effective October 1, 1998, the method of payment for commercial training up to and including $25,000 is the 
government purchase card.  Continue to use the Standard Form 182 to request, authorize, and certify 
completion of training.    


To minimize exposure of purchase card account information, organizations may elect to omit this information 
during the processing of the training request.  Once the request is fully approved, a hard copy version of the 
Standard Form 182 may be provided to the purchase cardholder.  The cardholder should annotate the account 
information on the form and forward it directly to the training provider/administrator.  


For additional information see Paying for Training – Government Purchase Card.  


Advance Payments 


An agency has the authority to authorize advance payment of expenses (e.g. tuition, per diem, travel and other 
expenses essential to training as long as there is some mechanism to protect the Government's interest, such 
as reimbursement if the training is not completed or passed.  See 31 U.S.C. §3324 (1997), * 5 U.S.C. 
§4109(a)(2) 1997), * and 41 Comp. Gen. 626 (1962).  


There are two ways to authorize and pay for training in advance of receiving the training or service, including 
student tuition:  (1) Authorize it on the Standard Form 182 and (2) Receive a bill for payment from the source 
provider.  
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Payment for Training Scheduled in Next Fiscal Year 


 
Costs may be charged to the fiscal year in which the training is incurred, under section 1502(a) of reference (tt).  
Also, payment of training expenses in the current fiscal year may be used to pay for training that occurs in the 
next fiscal year.  Refer to C.G. B-238940 (reference (ac)) and C.G. B-257977 (reference (ad)) for additional 
guidance on conditions and limitations between procurement and performance of training.  Components shall 
establish internal procedures in support of this guidance and given the types of appropriated funds used for 
training. 


 


Reimbursements 


AR 690-400, Chapter 410, Subchapter 6-4b(2):  "If an employee fails to complete non-Government training 
satisfactorily, actions in (a) or (b) below will be taken.  Employees will be advised in writing of these 
requirements before the training starts.  


"(a) If the failure to complete training is due to the employee's negligence or willful misconduct, he or she will 
repay training expenses other than salary costs.  If appropriate, disciplinary action will be taken.  


"(b) If failure is for reasons beyond the employee's control, no action will be taken."  


Reimbursements for expenses from employees failing to complete training satisfactorily will be the 
responsibility of the approving official, the local Activity Program Coordinator (APC), and financial officer.  


 Fees, Services, and Facilities 


The following subsection addresses:  catering expenses, meals and refreshments; examinations, licenses and 
certifications; library and laboratory services; lodging and meals at place of duty; purchase or rental of books, 
materials and supplies; meals of outside speakers; registration fees to attend training sponsored by an 
interagency board, council, or commission; and tuition and matriculation fees.  


For additional information see Fees, Services, and Schedules. 


Catering expenses, meals, and refreshments 


As a general rule, appropriated funds cannot be used for personal expenses such as meals and refreshments, 
unless specifically authorized by statute.  However, two exceptions exist in the Government Employees Training 
Act (GETA): 5 U.S.C. §4109 (1997), * training expenses, and 5 U.S.C. §4110 (1997), * expenses of meetings 
and conferences. Costs may be properly charged as training expenses under 5 U.S.C. §4109 or as travel 
expenses under 5 U.S.C. §4110.  There is no specific limitation on the amount per meal or snack that the 
agency may incur. (Comp. Gen. B-244473 (January 13, 1992))  


Training exception:  Food may be provided at Government expense for employees attending authorized training 
as a necessary expense under 5 U.S.C. §4109 (1997) when provision of that food is necessary to achieve the 
training program's objectives (49 Comp. Gen. 185 (1968)).  However, an agency must determine that the 
provision of food is necessary for employees to obtain the full benefit of the training. 


Three conditions apply:  
1. The meal or refreshments must be incidental to the training program; 
2. Attendance at the meal or refreshment break must be necessary for full participation in the program; 


and  
3. The employee cannot be free to take the meal or refreshment break elsewhere. (65 Comp. Gen. 143 


(1985), as amended)  


Meeting exception:  Food may be provided in connection with the attendance of government employees at 
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meetings and conferences under 5 U.S.C. §4110 (1997).  The test for applying section 4110, however, is that 
the food is provided at a formal conference or meeting involving topical matters of general interest to 
governmental and nongovernmental participants, rather than at a routine business meeting primarily involving 
day-to-day agency operations and concerns. See Comp. Gen. 604 (1989)  


Catering expenses: The cost of catering services (luncheons, dinners, and coffee breaks) furnished by a hotel to 
a training conference held pursuant to 5 U.S.C. §4110 (1997) is payable as a training expense when these 
services are necessary to achieve the objectives of the training conference, such as establishing an 
environment which requires, stimulates, and fosters communication among participants and interaction among 
participants as often as possible. (50 Comp. Gen. 610 (1971) 


Meals covered by registration fees:  When meals or coffee breaks are provided for in a registration fee for 
training, the cost of a meal or the coffee break occurring during the training session may be paid under 5 U.S.C. 
§4109 (1997) regardless of whether the training program is held at or away from the employee's duty station.  


Meals not covered by registration fees:  When a meal or coffee break is not provided for in a training registration 
fee, the cost of the meal or the break occurring during a training session held at the employee's duty station may 
be paid when conditions for the exception under 5 U.S.C. §4109 (1997) * are met.  


Examinations, licenses and certifications 


Subject:  Authority to Pay for Credentials/licenses has been approved 
  
The 2002 DOD Federal Authorization Act, signed 12/28/01, included the provision below which amends Title 5. 
It also appears in PL 107-107.  This authority applies to all Title 5 agencies.  
Public Law 107-107 Sec. 5757.  Payment of expenses to obtain professional credentials  
 
(a) An agency may use appropriated funds or funds otherwise available to the agency to pay for--  


(1) expenses for employees to obtain professional credentials, including expenses for professional 
accreditation, state-imposed and professional licenses, and professional certification; and  


(2) examinations to obtain such credentials.  


(b) The authority under subsection (a) may not be exercised on behalf of any employee occupying or seeking to 
qualify for appointment to any position that is excepted from the competitive service because of the confidential, 
policy-determining, policy-making, or policy-advocating character of the position.'  
 


Library and laboratory services 


The necessary cost of library and laboratory services is payable under 5 U.S.C. §4109 (1997) when the services 
are an integral part of the course or program of study or are required by the academic institution as part of the 
tuition and matriculation fees.  


Lodging and meals at place of duty 


The head of an agency is authorized to cover all expenses necessary for a training event under 5 U.S.C. §4109 
(1997).  


If the agency requires all participants of a training course to stay in a local hotel while in training, headquarters 
may authorize a per diem allowance as a necessary training expense. In 39 Comp. Gen. 119 (1959), an 
employee assigned to take a two-week training course at the employee's place of duty was allowed to receive 
reimbursement or advance payment for expenses connected with the use of a local hotel while in training.  
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Purchase or rental of books, materials, and supplies 


Agencies may pay for a magazine subscription used in a training course or program of study under 5 U.S.C. 
§4109(a)(2)(E) (1997). Magazines are covered under the periodical purchase limitation in an agency's 
appropriation, and the cost must be charged to that limitation. See 39 Comp. Gen. 320 (1959).  


Meals of outside speakers 


A coordinator of a training seminar who pays the cost of meals for non-Government guest speakers may be 
reimbursed for that expense upon agency determination that the cost of the meals is a training expense 
authorized under 5 U.S.C. §4109 (1997). * See 48 Comp. Gen. 185 (1968).  


Registration fees to attend training sponsored by an interagency board, council, or commission 


The payment of a registration fee for a training seminar sponsored by an interagency board, council, or 
commission, such as a Federal Executive Board, is permissible when:  


1. The payment directly benefits the agency making the payment, and  


2. The fee does not include elements designed to capture more than the direct costs of sponsoring the 
seminar.  


Under the above circumstances, payment of the registration fee does not violate the general prohibition against 
interagency financing of boards or commissions. See 71 Comp. Gen. 120 (1991).  


Tuition and matriculation fees 


Tuition and matriculation fees are payable under 5 U.S.C. §4109(a)(2)(C) (1997).  However, tuition for a bar 
review or a law school course is a personal expense because it helps a person qualify for a legal position.  Like 
a bar admission fee, it is not payable from appropriated funds.  See 61 Comp. Gen. 357 (1982).  


In limited cases, an agency may pay for a member of its legal staff to take a bar review course when the agency 
determines that the review course is relevant to the performance of official duties.  In 55 Comp. Gen. B-187525 
(October 15, 1976), an agency paid the cost of a bar review course for an employee who was already qualified 
as a Federal attorney, but needed a review course to prepare for admission to the bar of another State in order 
to perform his duties.  


Per Diem 


5 U.S.C. §4109(a)(2) (1997) provides that an agency may pay, or reimburse an employee, for all or a part of per 
diem expenses.  The U.S. General Services Administration Federal Travel Regulations determine per diem 
rates.  Therefore, an agency may not make any payment above the applicable full per diem rate specified in 
those regulations.  41 C.F.R. §301-7 and §301-8 (1997).  


An agency may pay a reduced per diem rate or a standardized payment to employees in temporary duty training 
assignments. See 5 C.F.R. §410.403(b) (1997).  If a reduced or standardized per diem rate is not authorized in 
advance of the travel and the fees paid to a training institution include lodging or meal costs, the agency must 
make an appropriate deduction from the total per diem rate payable to the employee. 41 C.F.R. §301-7.12 
(1997).  


In Comp. Gen. B-185374 (July 29, 1976), an employee was not authorized per diem during a period of training 
prior to reporting to the employee's first official duty station.  The denial resulted from an agreement between 
agency personnel and finance officers not to pay per diem to any employee whose residence was less than 50 
miles from the training site.  The employee resided 18 miles from the training location.  The decision was a 
proper exercise of agency discretion.  
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Transportation 


Transportation payment at agency discretion 


Under 5 U.S.C. §4109(A)(2)(B)(1997), an agency may permit an employee selected for long-term training to 
choose to transport his or her dependents and household goods to the training site rather than receive per diem. 
This authority recognizes the occasional need for a Federal employee assigned for training at a temporary duty 
station to relocate his or her family to the site.  


Limitation on transportation expenses 


The maximum allowance for the transportation of dependents and household goods to an employee under 5 
U.S.C. §4109(a)(2)(B) (1997) is based on the total per diem allowance the employee forgoes to receive the 
transportation benefits for his or her immediate family and effects. 39 Comp. Gen. 140 (1959) and 40 Comp. 
Gen. 714 (1961).  


The employee may receive either per diem or a transportation allowance, but not both.  


The U.S. General Services Administration regulations allows an agency to pay a limited set of relocation 
allowances in connection with a temporary change of station for a period of not less than 6, nor more than 30, 
months.  The regulations do not apply to employees assigned to training under 5 U.S.C. chapter 41. 41 C.F.R. 
Part 302-1 (1997).  


Travel Costs 


5 U.S.C. §4109(a)(2) (1997) provides that an employee may be reimbursed for all or part of the necessary 
expenses of training, including travel costs.  The GSA Federal Travel Regulations determine what specific travel 
costs may be paid.  


Expenses for privately owned vehicle 


Agencies may authorize and pay expenses of employees using privately owned vehicles to travel to and from 
training. 


The authority contained in 5 U.S.C. §4109(a)(2)(A) (1997) to pay or reimburse employees for the necessary 
expenses of training includes costs of using privately owned vehicles when such use is for the good of the 
Government. See 5 U.S.C. §5704(d) (1997). *  


36 Comp. Gen. 795 (1957) found that, when an employee is properly authorized to use a privately owned 
vehicle for official business, it is within the administrative discretion of the agency to pay the employee the cost 
of mileage from whatever point the journey is begun.  There is no requirement that the distance the employee 
would normally travel between home and headquarters be deducted from the computation.  This applies 
irrespective of whether the employee performs duty on that day within or without the corporate limits of the 
headquarters’ city or at the headquarters’ office.  


When travel by a privately owned vehicle is to the advantage of the United States and a parking fee is required 
at the training site, the parking fee is an allowable expense. See 5 U.S.C. §5704(b) (1997). *  


*This link is to the 1996 version of the document.  To search for more recent updates, select "Update" after 
following the link.  


11. DOCUMENTING TRAINING/EDUCATION 


The U.S. Office of Personnel Management (OPM) issues personnel recordkeeping guidance prescribing how 
and where to file documentation of civilian training, planning, procurement, program development, completions 
and evaluations.  
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The requirement to file training documents in the OPF (long-term, right side) was rescinded (Army 
Memo, Training & Leader Development, Sep 13, 1996, subject: Change to Record-keeping 
Requirements for Training Documents) effective October 1, 1996 by Update 1, March 15, 1996, to the 
OPM Operating Manual, The Guide to Personnel Recordkeeping (Chapter 3, Table 3-I).  The following 
training documents may no longer be placed on file in the employee's OPF:  


• Training Certificates  


• Standard Form 182, Request, Authorization, Agreement, Certification of Training and 
Reimbursement  


• OPM Form 1398, Model Veterans Readjustment Appointment Plan  


• OF 37 (discontinued), Nomination for Interagency Training and the Presidential Appointee, 
Record of Training, and  


• Computer-generated lists of completed training.  


Training documents already on file in the OPF will remain on file (long term, right side) until the 
employee leaves Army employment.  At that time, training documents will be removed from the OPF 
and returned to the employee. 


Whenever documentation of training is required to be maintained by Chapter 41 of Title 5 CFR, §410 and 
Army regulations, it must be accomplished in accordance with AR 25-400-2, The Records Information 
Management System (ARMIS).  Managers and supervisors should establish organizational case files in 
accordance with ARMIS procedures to accommodate the following training records:  


1. Delegation of authority to approve training  


2. The purchase of training  


3. Training for placement  


4. Academic degree training  


5. Continued service agreements  


6. Recovery and waiver of training expenses  


7. Acceptance of contribution, award, or payment  


8. Annual training plan evaluation.  


How does training get documented? 


Oracle Training Administration (OTA) has been modified to allow human resource specialist as well as activity 
training coordinators, training monitors, and managers to input completed training data directly into the 
employee's electronic training record in the Defense Civilian Personnel Data System (DCPDS). Army has not 
approved OTA for use except for the input of completed training.  See US Army memorandum dated 11-
29-01.   


The BPM states that manager’s are responsible for the completion of training records.  The completion 
of training data into DCPDS varies at installations/activities.  The regional HRDD staff can input 
completed training, using the Mass Update Spreadsheet.  Organizations may print, complete and return 
the Mass Training Update Sheet to the HRDD. 
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How do I update my education? 


The CPAC is responsible for updating education levels in DCPDS.  Employees wanting to update their 
educational accomplishments should contact their local CPAC office for procedures and required forms. 


12. CONDUCTING ON-SITE TRAINING  


The CHRA NER HRDD will host an on-site training session for your organization.  For assistance please contact 
your servicing CPAC HRD POC.  A list of CPAC HRD POCs can be found in Appendix D. 


If you prefer to host your on-site session, the following checklist is provided; 


ON-SITE TRAINING CHECKLIST 


Course Title:  


Course Date: 


Vendor Name: Address:                     Phone: 


Instructor Name: Address:                  Phone:  
 
 
Course Location: _______________________ Facility Reserved _________________ 


Course Hours: Total _________ Daily _________ 


Class Size: Minimum _______ Maximum _______ 


Cost (course fee, instructor travel / lodging, rental car, books, shipping): 


Verification for use of SF 182: 
 
/__/ Training is offered to the public (verified via copy of course announcement). 
/__/ Training is "off-the-shelf" (not designed specifically for the organization).  
/__/ Price is same or less than what is charged to other users (verified via standard price list, signed 
statement from vendor, or copies of quotes to other users).  
/__/ Price does not exceed $25,000. 
/__/ Advised vendor of restriction on use of government employees as instructors. 
 
Classroom Setup (standard lecture style, cluster groups, U-shape, etc.): 


Audiovisual Equipment Needed (overhead projector, 35mm, TV/VCR, easels, dry-erase board, screen): 


 
Billing Address:  


Shipping Address: 


Course Prerequisites: 


_____________________________  
Signature of verifier 
Name and telephone number 


_____ Course Session built in ATRRS 







 


   
  


 


_____ Course Managed in CHRTAS 


_____ Course Announcement distributed  


_____ Suspense date for allocations ____________ 


_____ Funds certified on Standard Form 182. 


_____ Obligation letter mailed (include copy of Standard Form 182, map, directions) 


_____ Space allocation memo distributed 


_____ Space utilization confirmed 


_____ Roster prepared 


_____ Course materials received 


_____ Setup Classroom (need roster, keys, materials, equipment) 


_____ Open class (check attendance & make any special announcements/introductions) 


_____ Evaluations - distribute evaluation copy or get copy of vendor form 


_____ Last day of class - collect roster, keys, evaluations, return/secure equipment 


Make sure roster clearly shows who completed training and includes the last four digits of each 
student’s Social Security Number (SSN).  The CPAC graduates individuals in ATRRS or the Training 
Coordinator completes spreadsheet and forwards it to the CPAC. 


************************************************************************  


COURSE CLOSEOUT 


Check Standard Form 182's against roster, to ensure you have all of them. 


Make sure critical information is correct and legible on SF 182s (course title, vendor name and address, 
location, course date, total course hours, course costs) 


Complete Section F, blocks 1a-1e, if not signed by instructor, complete this item based on information 
on roster 


Send legible copy of Standard Form 182 to employee 


Send legible copy of Standard Form 182 to HRDD to enter in automated personnel record if access to 
DCPDS is not permitted 


File original SF 182 with a copy of the roster 


13. TRAINING EVALUATIONS 


There is a growing mandate throughout the public sector to ensure that learning and development activities are 
evaluated for effectiveness.  Every Federal agency is required to submit plans to congress that contain 
performance measures.  Training shall be evaluated to determine its effectiveness.  Evaluation plans are a 
major component of training programs. 







 


   
  


 


Reasons to evaluate training are: 


· To determine achievement of training objectives 
· To gain information on how to improve the training 
· To decide whether to continue, expand, or eliminate the training 
· To assess training and learning activities as they relate to improved performance and organizational 
requirements 
· To provide information for the annual training program evaluation 


Individuals responsible for training include: 


Supervisors/Managers – Evaluate effectiveness of individual employee training.  Assist in the 
selection/development of evaluation instruments. 


Employees - Participate in evaluation processes. 


Human Resource Development Personnel - Develop and administer evaluation processes to determine training 
effectiveness and take action as needed to improve training. 


Commonly used evaluation processes are modeled after Donald L. Kirkpatrick's four levels for evaluating 
training: 


FOUR LEVELS OF TRAINING EVALUATION 


LEVEL DEFINITION ADVANTAGES DISADVANTAGES 


1 - Reaction Measures participants' 
opinions about the 
training.  This is the 
most common type of 
evaluation and 
provides a measure of 
customer satisfaction. 


Low cost; easy to 
administer.  Provides 
insights into 
participants' opinions. 
Provides quick 
feedback regarding 
successes and failures. 


Reflects a quick reading of 
participants' opinions while they 
are still in training.  Results may 
not be a solid basis for changing 
an educational strategy. 


2 - Learning Measures how well 
participants have 
mastered the training 
objectives.  Can 
include pre- and post 
tests or 
questionnaires. 


Compared to reactions, 
this provides more 
compelling evidence of 
whether training 
"works." 


Compared to Level 1, requires 
more time, resources, and 
expertise to develop and 
implement valid measures of 
learning. 


3 - Transfer of 
Learning to the 
Job 


Measures how the 
knowledge, skills, and 
values from training 
are used on the job. 
Typically measured 3 
to 6 months after 
training. 


Provides stronger 
evidence that training 
has the desired impact 
on improved 
performance. 


Compared to Levels 1 and 2, 
requires more time, resources, 
and expertise to develop and 
implement valid measures of 
transfer. 


4 - 
Organizational 
Impact 


Measures 
performance 
improvement and 
impact on 


Provides the strongest 
possible evidence that 
training has the desired 
impact on an 


Substantial levels of resources 
and expertise are required to 
implement this level of 
evaluation successfully. 







 


   
  


 


organizational 
effectiveness. 


organization. 


Levels can be combined to provide thorough evaluations to improve the effectiveness of training. Additional 
information on evaluation of completed training may be found at http://cpol.army.mil/library/permiss/713.html. 


14. TRAINING ISSUES 


Academic Degree Training 


Read the latest guidance on Academic Degree Training (dated July 20, 2006)  


5 CFR Part 410 permits agencies to authorize and pay for training leading to an academic degree when 
necessary to assist in the recruitment or retention of employees in shortage occupations, especially those with 
critical skills. This flexibility, known as the Academic Degree Program, is being effectively employed to enhance 
the knowledge and skills of employees in areas such as the Acquisition workforce. 


This program is an exception to a continuing statutory prohibition of training civilians for the sole purpose of 
obtaining a degree.  The Assistant Secretary of the Army (M&RA) has sole authority for approving Academic 
Degree Training (G-1 Memorandum dated October 30, 2003, Subject: Rescission of Delegation of Authority for 
Civilian Personnel Policy/Management).  The detailed documentation requirements that must be satisfied before 
approving training which will lead to a degree under this exception are contained in 5 CFR Part 410.  Effective 
November 2003, HQDA has rescinded the authority for MACOMs to approve Civilian Academic Degree 
Training. 


For more information on the Academic Degree Training program please visit: 
http://cpol.army.mil/library/train/catalog/pkt_adt.html. 


Acceptance of Contribution, Award or Payment to Attend Training 


31 U.S.C. &sect; 1353 (1997) and 5 U.S.C. &sect; 4111 (1997) restrict travel payments and contributions toward 
training expenses which may be accepted by a Federal agency or employee, respectively. Prior approval from a 
designated high-level agency official is required, often following a consultation with, or review by, the designated 
agency ethics official. Federal employees must consult their agency ethics official to determine whether a 
considered action would be permissible under Federal ethics standards. For more information see Ethical 
Issues Related to Training. 


Conferences as Training 


Meetings and conferences often provide an important opportunity for learning information relevant to improving 
the conduct and/or management of agency programs.  A Federal agency may pay an employee's expenses for 
attending a meeting or conference as a training expense authorized by chapter 41 of title 5, U.S.C. when:  


1. The purpose of the conference is educational;  


2. The content is germane to improving the employee's performance;  


3. More than half of the conference consists of planned, organized exchanges of information between 
presenters and audience; and  


4. The employee will derive developmental benefits through attending. See 5 C.F.R &sect;410.404 (1997).  For 
additional information see Conferences as Training or Meetings and Conferences. 


Continued Service Agreements 


Title 5, U. S Code (USC), Section 4108 requires each employee to sign an agreement with the Government 
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before assignment to training that exceeds his/her agency's prescribed minimum period.  The employee will 
agree to (1) continue in the service of his agency at least three times the length of the training period, 
commencing upon completion of the training, and (2) pay back expenses if he/she voluntarily separates from his 
agency prior to completion of the service obligation period. 


Department of the Army policy requires civilian employees selected for non-Government training in 
excess of 80 hours, and, Government or non-Government long-term training and education programs in 
excess of 120 calendar days, to complete a continued service agreement before assignment to the 
training.  Approving officials will retain a copy of each signed agreement (see Section 3, Standard Form 182) 
and monitor execution of the obligation period.  For additional more information see Agreements to Continue in 
Service or Continued Service Agreements. 


EEO Concerns and Merit Principles 


Federal organizations are required to include in their equal employment opportunity plans provisions for training 
and education programs designed to provide opportunities for employees to advance and perform at their 
highest potential.  This provision does not change existing, or provide new, training authority for organizations, 
but does influence the direction of training.  See 42 U.S.C. &sect; 2000e-16(b) (1997. For additional more 
information see EEO Concerns and Merit Principles.   


Employees with Disabilities 


Section 504 of the Rehabilitation Act of 1973 states that each agency has a responsibility to ensure that an 
individual who has a disability has equal access to the agency's programs and activities.  This includes making 
available auxiliary aids such as computer text readers, Braille materials, audio recordings, amplified telephones, 
telecommunication devices for the hearing impaired, and others as are appropriate and reasonable.  The 
regulations that require agencies to make reasonable accommodations to the known physical or mental 
limitations of an employee with a disability are located in 29 C.F.R. &sect; 1614 (1996). 


For additional more information see Employees with Disabilities.  


Membership in Professional Organizations 


Under 5 U.S.C. &sect; 4109(b) (1997), the expenses of training do not include membership fees except to the 
extent that:  


1. The fee is a necessary cost directly related to the training, or  


2. Payment of the fee is a condition precedent to undergoing the training, as is the case with Toastmaster's 
International.  Comp. Gen. B-223447 (October 10, 1986) 


Military Participation in Civilian Training 


Military members may participate in training intended for civilians; however, the cost of the training, if any, must 
be reimbursed from the proper military account. 


New Employee Orientation 


• All new Army employees should complete a new employee orientation program that is designed to 
assist them in adjusting to their jobs and work environment and to instill a positive work attitude and 
motivation at the onset.  Booklet: "Your Oath..." 


Pay of an Employee while Attending Training 


Overtime is not applicable when time spent in training or preparing for training outside the employee's regular 
working hours is for the following purposes: 
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• Training to improve a nonexempt employee's (29 CFR 785.27-785.32) performance in his or her current 
position above a fully successful, or equivalent level.  (Such training must be undertaken with the 
knowledge that the employee's performance or continued retention in the position will not be adversely 
affected by non-enrollment in the training program; or,  


• Training to provide a nonexempt employee with additional knowledge or skills for reassignment to 
another position or advancement to a higher grade in another position, even if management directs 
such training.  


Overtime Payment for Work in Addition to 40 Hours (41 Comp. Gen. 477 (1962)).  The prohibition on payment 
of overtime does not prohibit overtime pay for work in addition to the 40 hours of training performed in the 
workweek. 


Compensatory Time (39 Comp. Gen. 453 (1959)) Instead of Overtime.  The prohibition on payment of 
overtime pay, other than when treated as hours of work under Fair Labor Standard Act (FLSA), applies as well 
to the granting of compensatory time instead of overtime. For additional information see Compensatory Time or 
Pay of the Employee. 


Purchasing Guidelines for Training 


Commanders, supervisors and other management officials who have been designated in writing to exercise 
delegated authority to approve training may use several methods to purchase training: 


TRAINING VALUED UP TO AND INCLUDING $25,000 


As a general rule, the process of requesting, selecting, approving, and purchasing training valued up to and 
including $25,000 as a single purchase is exempt from formal contracting and acquisition procedures if it meets 
the definitions of "commercial" and "off-the-shelf" (5 USC 4105, AR 690-400, Chapter 410, Subchapter 3-
11i).  


Standard Form 182 (Request, Authorization, Agreement, Certification of Training and Reimbursement) Formally 
known as DD Form 1556,  is the authorized and required source document to purchase training not subject to 
contracting procedures, and to initiate requests to establish Education Service Agreements.  For additional 
information see Purchasing Training. 


Records of Plans, Activities and Expenditures 


Training law and regulations require agencies to maintain information concerning the general conduct of agency 
training activities for internal management purposes and for the President and Congress to discharge effectively 
their respective responsibilities for supervision, control, and review of these training activities.  


Agencies should maintain, in the form and manner that the agency head considers appropriate, records of the 
following:  


1. training plans 5 C.F.R. &sect;410.302(d)  


2. training activities funded and individual employees trained (including training of Presidential appointees, 
academic degree training to relieve retention and recruitment problems, training to place an employee in 
another agency, and employees subject to continued service agreements) (5 C.F.R. &sect;410.311);  


3. payments made for travel, tuition, fees and other necessary training expenses (5 C.F.R. &sect;410.406);  


4. each contribution, award, or payment made and accepted by a Federal employee from a non-government 
source (5 C.F.R. &sect;410.503); and Records of Plans, Activities, and Expenditures. 
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Requesting Training 


Request training using Standard Form 182 (Request, Authorization, Agreement, Certification of Training and 
Reimbursement).  Both hard copy and electronic versions of the form are authorized. 


Officials within the organization who have been delegated training approval authority may approve training 
requests.  Contact your training coordinator or local Civilian Personnel Advisory Center (CPAC) for local 
procedures/guidance. 


Restricted Training Contained in Public Law 104-208 


Expenditures of Federal funds on training that is offensive to Federal employees and unnecessary in the 
execution of their official duties are prohibited.  It is not intended to prohibit training that is necessary for Federal 
workers to effectively complete their assigned duties.  Funds will not be expended for employee training that: 


· Contains elements likely to induce high levels of emotional response or psychological stress in some 
participants. 


· Does not require prior employee notification of the content and methods to be used in the training and written 
end-of-course evaluations. 


· Contains any methods of content associated with religious or quasi-religious belief systems or "new age" belief 
systems. 


· Is offensive to, or designed to change, participants' personal values or lifestyle outside the workplace. 


· Includes content related to human immunodeficiency virus/acquired immune deficiency syndrome (HIV/AIDS) 
other than that necessary to make employees more aware of the medical ramifications of HIV/AIDS and the 
workplace rights of HIV-positive employees.  For additional information see Training Restrictions (General). 


Utilization of the Army's e-Learning Program (SkillSoft) 


Per HQDA Ltr 350-07-1 dated 8 January 2007 (expired 8 January 2009) awaiting new guidance 


The e-Learning Program will be the Army's primary method of providing both an individual's initial IT skills as 
well as the subsequent maintenance of those skills.  The intent of the Army program is to provide a wide range 
of courses for organizational and mission-related IT training requirements, as well as for an individual's personal 
goals.  There is no cost to the individual or their organization for utilization of the Army-provided vendor courses 
and products. 


Army organizations and MACOMs will review their current process for determining the individual IT skills 
required to execute their mission.  They will satisfy their IT training requirements by utilizing the e-Learning 
Program as the best method for providing and maintaining IT skills to their workforce.  They may utilize 
traditional instructor-led classroom training for only those training needs that are not available through e-
Learning. 


Army schools must consider e-Learning when developing their IT course curricula.  If applicable, school 
commandants are authorized to sign the waiver request in accordance with the wavier process in the next 
paragraph. 


If an Army organization has a compelling reason for not using e-Learning Program, they must submit a waiver 
request signed by their commander/director (SES or General Officer) to the Army e-Learning Office, at 
cbt.help@secbmail.belvoir.army.mil.  Waiver requests will be processed within three days.  Appeals to the e-
Learning COR Office's decision can be made to the CIO/G-6 e-Learning Director.  Details for the waiver and 
appeal process can be found on the AKO e-Learning page under the community of practice: My Education/Army 
e-Learning.  Copy of Waiver on the next page. 
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An AKO account (http://www.us.army.mil) is required in order to register.  The student must first register online 
through the ATRRS Web site (https://www.atrrs.army.mil/channels/eLearning/smartforce).  After initial 
registration any member of the Army workforce may enroll for an unlimited number of courses for organizational 
and mission-related requirements, as well as for individual and personal goals. 
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Army E-Learning Waiver Request Form 


 


Submit this form to the Army e-Learning Program Office at cbt.help@secbmail.belvoir.army.mil   The Army e-Learning Program Office will review request and 
return decision to the requesting office within 3 days of receipt of form. 


 


REQUESTING 
ORGANIZATION: 


 


 


 


ORGANIZATION  


POC/PHONE/AKO 


 E-MAIL: 


 DATE:  


COURSE TITLE/ 


COST/DATE OF 
TRAINING: 


 


 


 


# OF EMPLOYEES 


 


 


 


 


 


JUSTIFICATION FOR NOT UTILIZING THE ARMY E-LEARNING PROGRAM  FOR TRAINING: 


 


 


 


MACOM COMMANDER/DIRECTOR SIGNATURE/DATE/AKO E-MAIL 


CBT COR OFFICE 
REVIEWER: 


 DATE RECEIVED:  DATE 
RETURNED 
TO ORG: 


 


WAIVER #:  


CBT COR OFFICE 
DECISION: 


APPROVED DISAPPROVED 


REASON FOR DISAPPROVAL: 
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15. Retraining 


Retraining Employees for Promotion 


The U.S. Office of Personnel Management defines retraining as training and other developmental activities that 
are:  


1. provided to an employee to address obsolescent skills in the current position, such as in the area of 
technology, or  


2. designed to equip an individual with knowledge and skills leading to another agency occupation or position. 
See 5 C.F.R. &sect;410.101(e) (1997) 


In the following, retraining is specific to situations where an employee is preparing for another position at agency 
expense.  For employees affected by downsizing, see 5 C.F.R. &sect; 330.601(1997) for information about 
agency Career Transitions Assistance Plans. 


Tax Implications 


Training law requires that appropriated funds and other funds available to an agency be used for training to 
improve individual and organizational performance and assist in achieving an agency's mission and 
performance goals. See 5 U.S.C. &sect;4101 and 5 U.S.C. &sect;4112(a) (1997).*  In situations where agency 
funds are used to train an employee to perform duties in a new or different mission-related occupation, 
authorizing officials need to consult with appropriate agency officials to determine if the training has tax 
implications for the agency and the employee. 26 U.S.C. &sect; 127 (1997).  


Training for Placement Within the Same Agency 


Exec. Order No. 11348 &sect; 303 (1967), as amended, states that the head of each agency shall plan training 
for both short and long-range program needs by occupations and organizations.  This permits agencies to train 
employees for other occupations based on organizational need and when vacancies exist.  However, if new jobs 
offer more promotion potential to employees, the employees must compete to enter the training programs. 
These competitive processes must be consistent with merit principles and equal employment opportunity 
considerations.  


Training for Placement in Another Government Agency 


5 U.S.C. &sect; 4103(b)(1) (1996) states that an agency may train any employee of the agency for placement in 
a position in another agency if the head of the employing agency determines that such training is in the interest 
of the Government.  


Training for Placement Outside of Government 


The Government Employees Training Act only authorizes training expenses for placement within the Federal 
Government.  The Job Training Partnership Act (JTPA) (Chapter 19 of title 29 U.S.C. &sect; 1501 (1996)) is the 
mechanism for retraining outplaced or soon-to-be outplaced employees for jobs in the private sector.  The U.S. 
Department of Labor administers the JTPA, but state governments use Federal funds to develop and implement 
these retraining programs. See applicable reduction in force regulations in 5 C.F.R. &sect;351.803(a) (1997). 


For additional information see Training for Placement Outside of the Government.  
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Student Education Employment Program 


The Student Educational Employment Program combines all student hiring authorities into two components and 
two appointing authorities.  It has two major programs:  


1. Student Career Experience Program (SCEP), and  


2. Student Temporary Employment Program (STEP).  


See 5 C.F.R. &sect;213.3202(a) and (b) (1997).  


Student Career Experience Program 


In the Student Career Experience Program students are hired to work in their academic field such as computer 
programming.  They are eligible for a noncompetitive conversion to a permanent Federal position upon 
completion of their academic course work.  Agencies may use 5 U.S.C. Chapter 41 and 5 C.F.R. part 410 
authorities to pay for all or part of the following expenses:  


1. Tuition and matriculation fees,  


2. Library and laboratory services, 


3. Materials and supplies,  


4. Books (purchase or rental), and  


5. Other services directly related to training, including travel and transportation expenses from duty stations and 
schools and between work experiences and study.  See 5 U.S.C. &sect;4109 (a)(2)(B) (1997).*  and Student 
Educational Employment Program.  


Training Approval Authority 


Installation and activity commanders (to whom the Secretary of Army has delegated appointment authority (AR 
690-200, chapter 250, subchapter 1) may sub delegate the authority to approve short-term (120 calendar days 
or less) training for employees under their command jurisdiction to line managers.  Line managers who are 
involved in the approval process must be trained on the proper procedures (see Army Training policy 
memos dated 7/26/93 and 10/15/93) and their responsibilities before exercising such authority. 


Employees may not be assigned to training or permitted to enroll in a course, regardless of course length, 
before formal approval has been granted by the management official delegated authority to approve training. 
Such approval is documented by signature on the manual Standard Form 182 or electronically authenticated on 
electronically generated Standard Form 182.  Requests for approvals after employees have enrolled or actually 
begun the training must be disapproved.  Employees who enroll in a non-Government training course without 
written prior approval are personally responsible for the total training cost. For additional information see 
Training Approval Authority. 


Training of Non-government Employees 


State and Local Employees [see Intergovernmental Personnel Act of 1970, 42 U. S. C. 4742 (1983)] can be 
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admitted to government training programs and payments for the training may be accepted.  They may also enter 
into intergovernmental exchange programs covering movement to and from State and local governments, 
nonprofit organizations, and academia for developmental purposes. 
Contractors may only be trained in skills they are not required to bring to the job since they are selected for 
their expertise in a subject-area. Contractors may be trained in rules, practices, procedures and/or systems that 
are unique to the employing agency and essential to the performance of the their assigned duties. The authority 
for training of contractors [42 Comptroller General Decision 673 (1963)]is the authority to administer contracts 
and not the training law.  
Private citizens [see 42 Comp. Gen. 783 (1963)] can be admitted to government training if:  


1. the training will be of benefit to the government;  


2. attendance is incidental to the necessary and authorized training of government employees; and  


3. the tuition fee covering that person’s attendance is deposited in the Treasury (31 U.S.C 3302(b) (2003) 
as miscellaneous receipts. 


Volunteers may only be trained in procedures and/or systems that are unique to their assigned agency and 
essential to conducting assigned responsibilities. Training in these areas is usually part of a volunteer's 
orientation into the organization. For additional information see Training for Non-Government Employees and 
OPM’s Training for Non-Government Employees. 


VRA Training Plan 


Normally a training plan is prepared before the employee is appointed.  It is a combined effort between the first 
line supervisor, the selected candidate and a personnel management specialist.  If the veteran has less than 15 
years of formal education, Army is required to provide a training program.  If the veteran has 15 or more years, 
they may participate in training programs on the same basis.  The training requirements identified in the plan are 
tailored to fit the requirements of the position, the needs of the candidate, as well as the needs of the supervisor.   


Training can be on-or off-duty and can include any, or a combination of the following: 


• College education 


• Vocational/technical school 


• On-the-job training or 


• Attendance at DOD. Army or government-sponsored training 


For additional information see Veteran’s Readjustment Appointment (VRA)  


16. CAREER INTERN PROGRAM 


The Career Intern Program is competitive and designed to prepare employees in various occupations for 
subsequent advancement in professional, administrative, and technological career fields.  All career programs 
have established Career Intern Programs.  The Career Intern Program forms the feeder group for future leaders 
in the Army's professional occupations. For additional information see Career Intern. 


AR 690-950 sets the policies and program requirements for the intake, training and development, evaluation, 
promotion and placement of Army interns.  It also covers the manpower forecasting, resource allocations, and 
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funding for ACTEDS interns. The main objectives of the Army intern program are to: 


· Establish planned intake of personnel with high potential to meet Army-wide Career Program (CP) staffing 
needs. 


· Give these employees the knowledge, skills, and abilities required to advance to and successfully perform in 
target level positions. 


Master Intern Training Plan 


The Master Intern Training Plan (MITP) is published in individual Career Program ACTEDS plans.  They specify 
the length and type of training needed to qualify the intern, regardless of funding source, for the target position.  
Except in the case of positive education requirements, academic courses relevant to the target positions, which 
have the approval of the supervisor and endorsement of the Activity Career Program Manager (ACPM) and 
approval of either the Civilian Personnel Office (CPO), HRDD, or CPAC, may be taken during or after working 
hours at government expense.  Master Training Plan 


The Master Training Plan (MTP) shows the proper blend of formal training, work assignments and self-
development activities needed at each level to acquire required capabilities.  For career program occupations, 
MTPs start with Master Intern Training Plan (MITPs) which apply to all career program interns.  MTPs also 
include the civilian leadership common core training. See AR 690-950 for additional information on the Career 
Intern Program. 


17. ACTEDS (Army Civilian Training, Education and Development System) 


The Army Civilian Training, Education, and Development System (ACTEDS) is a requirements-based system 
that ensures planned development of civilian members of the force through a blending of progressive and 
sequential work assignments, formal training, and self-development for individuals as they progress from entry 
level to key positions.  ACTEDS seeks to assure the systematic development and sustainment of Army's civilian 
workforce, and the development of technically competent and confident civilian leaders so essential to Army 
readiness.  


The Army's goals for ACTEDS are:  


• Provide a holistic approach to civilian leader training through a planned combination of leadership 
courses, professional and technical training, progressively more responsible job assignments, and self-
development. 


• Develop broad gauged, multi-disciplinary civilian executive talent in complex fields such as acquisition, 
logistics, installation and information management, and research and development.  


• Ensure consistent quality across occupations through planned career development of civilian 
employees from entry to senior executive levels.  


• Ensure technical proficiency at each progression level and offer an opportunity for growth and 
development for those individuals with high potential for advancement.  


ACTEDS plans are developed for career programs and career fields through a process which uses formal or 
informal job analysis techniques to identify required competencies (knowledge, skills and abilities) at the five 
major stages of career advancement (intern, specialist, supervisor, manager, and executive).  These 
competency requirements serve as the basis for building a viable ACTEDS plan which includes: the 
identification of key positions; career ladders showing vertical and horizontal progression paths to key positions; 
and a MTP.  


An MTP shows the proper blend of formal and on-the-job training, work assignments and self-development 
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needed at each level to acquire required competencies.  For career program occupations, MTPs start with 
MITPs which apply to all career program interns regardless of funding. MTPs also include the civilian leadership 
core curriculum. 


Career programs / Functional Chief Representatives (FCRs) sponsor and fund a number of competitive 
professional development opportunities which may include university training, developmental assignments, 
Training-With-Industry assignments, and selected short/long-term career development courses. 
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CAREER PROGRAM DESCRIPTION 


10 Civilian Human Resource Management 


11 Comptroller 


12 Safety Management 


13 Supply Management 


14 Contracting & Acquisition 


15 Quality and Reliability Assurance 


16 Engineers & Scientists (Non-Construction) 


17 Material Maintenance Management 


18 Engineers and Scientists (R&C) 


19 Physical Security and Law Enforcement 


20 Quality Assurance Specialist (Ammo Surv) 


22 Public Affairs and Communication Media 


24 Transportation Management 


26 Manpower & Force Management 


27 Housing Management 


28 Equal Employment Opportunity 


31 Education Services 


32 Training & Warfighting Developers 


33 Ammunition Management 


34 Information Management 


35 Intelligence (General) 


36 Modeling and Simulation 


50 Military Personnel Management 







 


   
  


 


CAREER FIELD DESCRIPTION 


29 Executive Assistant (Base Operations) 


51 Morale, Welfare, and Recreation (MWR) 


53 Medical 


61 Historian 


SPECIALIZED PLAN DESCRIPTION 


WG Wage Grade Model 


 


18. LEADERSHIP DEVELOPMENT TRAINING 


The Training and Doctrine Command (TRADOC) has developed a new progressive and sequential leader 
development system called Civilian Education System (CES) that will provide enhanced leader development 
and education opportunities for Army civilians.  These courses replaced LEAD, OLE, PMEI, PMEII and SBLM.  
As information becomes available on class dates and locations, eligibility, and the application and selection 
process, it will be posted on the AMSC website at http://amscportal.belvoir.army.mil, and, (per Army G-3), 
beginning on May 30, 2006, in the Civilian Leader Development Transformation Community on AKO. 


The following is brief description of the new leadership development courses:  


1) The Foundation Course 
(http://www.amsc.belvoir.army.mil/c
es/fc/) is designed for civilians 
entering the Army. This course is 
entirely distributed learning. 
Students will learn to understand 
and appreciate Army values and 
customs, serve professionally as a 
member of the Department of the 
Army, acquire foundation 
competencies for leader 
development, develop effective 
communication skills, and be ready 
to assume a first leadership role. 


(2) The Basic Course 
(http://www.amsc.belvoir.army.mil/c
es/bc/) is designed for leaders who 
exercise direct leadership. It will be 
delivered in a combination of 
distributed learning and resident 
attendance. Students will 


understand and apply basic leadership skills to effectively lead and care for small teams, apply effective 
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communication skills, and develop and mentor subordinates. 


(3) The Intermediate Course (http://www.amsc.belvoir.army.mil/ces/ic/) is designed for civilian leaders who 
exercise direct and indirect supervision. It will be a combination of distributed learning and resident attendance. 
Students learn skills to manage human and financial resources; direct program management and systems 
integration; display flexibility, resilience, and focus on the mission. 
 
(4) The Advanced Course (http://www.amsc.belvoir.army.mil/ces/ac/) is for civilian leaders who exercise 
predominately indirect supervision. It is a combination of distributed learning and resident attendance. Students 
become skilled in leading a complex organization; managing human and financial resources; leading change; 
inspiring vision and creativity; directing program management and systems integration; displaying flexibility, 
resilience, and focus on mission. 


(5)  CESL-Continuing Education for Senior Leaders (http://www.amsc.belvoir.army.mil/academics/cesl/) is a 4.5 
day resident and 40 hour distributed learning (dL) course will bring senior civilian leaders together to discuss 
current and relevant issues facing the Army. Content will include interactive exercises and presentations on the 
following topics: 1) Challenge of transition within the Army -- current and future complex national security 
challenges 2) Dynamics of transition leadership to the senior level 3) Transformational improvement of process 
and teams 4) Strategic innovations: creating agile and resilient organizations 5) Knowledge management 6) 
Moral development 7) Building individual and organizational awareness of well being and cultural diversity. 
(6)  Action Officer Development Course (http://cpol.army.mil/library/train/catalog/ch01aodc.html) - Available to all 
Army employees as a self-development Tool. AODC is a required course for all Army interns and completion is 
required before completion of the intern program. 
 
(7)  Supervisor Development Course (http://cpol.army.mil/library/train/catalog/ch01sdc.html) - Required course 
for employees in supervisory and managerial positions. SDC must be completed within one year of placement in 
a supervisory or managerial position. Available to all Army employees as a self-development tool. It is highly 
recommended for supervisors or managers to complete SDC before enrolling in any of the CES resident 
courses. 
 
(8)  Management Development Course (http://cpol.army.mil/library/train/catalog/ch01mdc.html) - Available to all 
Army employees as a self-development tool. It is highly recommended for all civilians in supervisory or 
managerial positions before attending CES courses 


 


19. MANDATORY TRAINING 


The following outlines mandatory training for Federal employees.  Each agency also has the authority to 
mandate additional training for its employees. 


Antiterrorism 


Each agency shall provide pre-deployment antiterrorism training to all personnel, military and civilian, traveling 
to overseas locations. 


Computer Security 


The importance of computer security to the agency, employee roles and responsibilities in computer security, 
and basic agency computer security policies and procedures are all parts of the periodic computer security 
training. 
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The head of each agency is required to provide initial, continuing, and refresher training at the awareness level, 
policy level, implementation level, and performance level training for executives, program and functional 
managers, information resources managers, security and audit personnel, automated data processing 
management, operations, and programming staff and end users.  


Constitution Day Training 
Recent legislation requires Federal agencies to provide educational and training materials on the United States 
Constitution to new hires as part of employee orientation and to each employee annually on September 17th. 
Previously known as Citizenship Day, that date has been redesignated "Constitution Day and Citizenship Day."  
On that date in 1787, the Constitution was adopted. When Constitution Day falls on a weekend, as it does this 
year, the observance may occur on the previous or following workday. The statute is the Consolidated 
Appropriations Act 2005, Public Law 108-447, Division J, Title I, Section 111, December 8, 2004.  


Civilian Personnel Management Service developed a comprehensive training course and educational materials. 
Pertinent materials are posted on the OPM web site. Additional materials are also available at little or no cost 
from the National Constitution Center's new web site, http://www.constitutionday.us/. DoD Components may 
also wish to observe the day with ceremonies and special programs 1 .  


 
In celebration of Constitution Day and Citizenship Day, you are encouraged to review the Oath of Office and 
rededicate yourself during appropriate events. These events may include recognition ceremonies, town halls, 
and graduation from Army leadership programs.  


Ethics 


Each new agency employee must be provided, within 90 days of the date of his or her entrance on duty, the 
ethics materials.  Agencies must also provide new employees with a minimum of one hour of duty time to either 
review these materials or receive ethics training.  


No Fear Act 


DOD components shall train all of its employees (including supervisors and managers) about the rights and 
remedies available under Antidiscrimination Laws and Whistleblower Protection Laws.  Components must train 
new employees in it orientation program or other training program.  Components that do not use a new 
employee orientation program must train new employees within 90 calendar days of appointment.  Each 
Component must train all employees no longer than every 2 years. 


Prevention of Sexual Harassment (POSH) 


Each agency shall provide training programs to teach employees at all levels how to identify and prevent sexual 
harassment. 


Substance Abuse Prevention and Awareness Training  


Per AR 600-85, Chap 2, page 12, all civilians will receive a minimum of 3 hours of alcohol and other drug 
awareness training per year. 


Equal Opportunity Training for Senior Executives 


All new General/Flag Officers and members of the Senior Executive Service are required to complete a two-day 
course in equal opportunity organized by the Defense Equal Opportunity Management Institute. This training 
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should be completed within one year of the date of selection. 


Executives, Managers, and Supervisors 


Organizations are required to systematically develop executives, managers, supervisors, and candidates for 
these positions.  Agency programs must provide for: 


· initial training for incumbents based on the results of needs assessments; 


· continuing learning experiences, so that the individual may achieve the mastery level of proficiency for his or 
her current management level and position; 


· attendance at Army Civilian Leadership Common Core Training, and systematic development of candidates for 
higher management levels, including any OPM-approved formal Senior Executive Service candidate 
development programs. 


For additional DoD Mandatory trainings, please see Appendix C. 


20. Senior Service College (SSC) Programs 


General Information  


Responsibilities  


Administrative Procedures - Post Selection  


SSC Operational Assignments Program  


Army War College (AWC)  


The Army War College (AWC) studies the role of land power, as part of a joint or combined force, in support of 
the US national military strategy.  The curriculum emphasizes theory, concepts, systems, and the national 
security decision-making process.  It teaches through numerous case studies, exercises, and war games of 
which the student seminar group is the fundamental learning vehicle 


Army War College - Distance Education Course (AWC-DE)  


The AWC-DE demands considerable dedication to study, conduct of critical analyses, and preparation of 
numerous papers on complex national security and defense issues.  The course curriculum closely parallels the 
AWC Resident course and graduates are awarded the same diploma.  AWC-DE participants meet course 
requirements through personal initiative and commitment, on their own time, except for the 22 resident 
academic days required at midcourse and end-of-course periods.  The AWC-DE students' academic 
requirements are integrated with regular civilian professional requirements. 


Industrial College of the Armed Forces (ICAF)  


The curriculum focuses on broad-based national security decision-making for senior policy makers in a dynamic 
world environment.  The academic program emphasizes postgraduate, executive-level education rather than 
training, and enduring principles and concepts rather than transient contemporary events.  The curriculum 
consists of interrelated courses that are presented in a balanced mix of seminars and lectures.  The program 
employs the case-study method, complemented by extensive student reading, written and oral presentations, 
classroom analysis, lectures by faculty members and prominent outside authorities, and a field study program. 
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National War College (NWC)  


As the Nation's premier educational institution concerned with the development and implementation of national 
security strategy and national military strategy, the National War College's academic program is specifically 
designed for a student body already highly experienced and successful in military and civilian professions 
devoted to the design and application of different facets of national security.  The college program, therefore, is 
focused on broadening the students' understanding of national security policy and strategy, including national 
military strategy and operations, particularly on principles and concepts they can apply as they progress in their 
chosen professions.  The academic program consists of prescribed core courses, advanced studies, and 
regional studies.  Teaching methods include lectures, seminar discussions, case studies, and student exercises. 
The core curriculum provides students an understanding of the development and implementation of national 
security policy and strategy.  It addresses the domestic and international contexts within which policy and 
strategy are developed, examines the national security decision-making process, and focuses on the 
formulation and conduct of national security strategy, military strategy, and joint operations.  


 


21. Government/Non-Government Training 
 


Government Programs 


Commerce Science & Technology Fellowship Program (ComSci)  


An intensive work assignment in an Executive or Legislative Branch office provides policy-making and program 
management experience.  Assignments are allied to the participant's specialty or competence, with the specific 
intent of defining opportunities for collaborative efforts.  Provides hands-on experience and increases 
understanding of:  


• Technology innovation as a source of national and international economic growth;  


• The relationship of science and technology to Government policies on economics, trade, education, and 
fiscal matters;  


• The organization of scientific and technological activities in the Federal Government;  


• The technical activities which exist in other executive, legislative and judicial agencies of the 
Government, thereby motivating and encouraging the development of cooperative endeavors and 
programs. 


Army Senior Fellows Program (ASF) 


The Army Senior Fellows Program is a leadership development endeavor designed to identify high potential 
civilian Payband 3 (equivalent to GS-14/-15) talent and groom them to become future Senior Executives whose 
management and leadership skills complement those of their uniformed General Officer counterparts. Through 
executive experience based assignments and executive educational opportunities, Army Senior Fellows are 
preparing to become adaptable executives who are experts in the business of running the Army. 


Defense Leadership and Management Program (DLAMP) 


Since its inception in 1997, the Defense Leadership and Management Program (DLAMP) has served as one of 
the Department's comprehensive programs for developing future civilian leaders. An assessment of DLAMP has 
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been conducted and it is believed that the original tenet of the program is valid - "there is a need to develop 
highly capable senior civilian executives with a joint perspective on managing the Department's workforce and 
programs".  


From FY 2002 to early 2004, the program was refocused and streamlined to bring it in line with the 
Department's new strategic direction for civilian human resources management. The refocused DLAMP is more 
flexible, cost-effective, and efficient in meeting short- and long-term requirements for highly capable civilian 
leaders.  The key elements of the revised program are available for review on the website. 


DLAMP is due to sunset at the end of fiscal year 2010 and is no longer accepting students into the program. 
Participants must complete all DLAMP-funded activities by 30 September 2010. If you are currently in DLAMP 
and need information about completing the program requirements, go to the Participant Information Center at: 
http://www.cpms.osd.mil/jldd/info_center.aspx (at CPMS)  


Defense Senior Leader Development Program (DSLDP) 
 


The Defense Senior Leader Development Program (DSLDP) is the successor program to the Defense 
Leadership and Management Program (DLAMP), which is to sunset at the end of Fiscal Year 2010. Created in 
response to our changing environment, DSLDP will institute a competency-based approach to the deliberate 
development of senior civilian leaders with the enterprise perspective needed to lead organizations and achieve 
results in the Joint, interagency, and multi-national environment. 
 
DSLDP will be the DoD-wide leadership development program for senior Defense civilians and the senior-level 
component of the Department’s succession planning strategy. 
 
Learning opportunities will include: 


• Senior-level Professional Military Education, generally in a different component or at the National 
Defense University 


• Defense-focused leadership seminars, designed to strengthen enterprise-wide perspective and ensure 
application of critical leader competencies in the increasingly complex joint environment 


• Individual development, as needed, to fill identified competency gaps and further strengthen the 
enterprise perspective. This may include a developmental assignment 


 
DSLDP will be: 


• Open to experienced leaders at GS-14/15 and equivalent (generally NSPS Pay Band 3), nominated by 
the Component 


• Highly competitive, with rigorous DoD-wide competition 
• Competency based, yet tailored to individual needs 
• Complementary of Component leader development initiatives 
• Multi-faceted, combining training, education, experience, and self development 
• Realistic, with clearly defined expectations and candid feedback 
• Aligned with the initiative to strengthen the Senior Executive Service corps 


DSLDP will be announced to Components in early spring 2008, with nominations for the Class of 2009 due in 
fall 2008. 


DOD Executive Leadership Development Program (DELDP) 


The DELDP Program is designed for highly motivated DOD employees who have demonstrated outstanding 
leadership potential and are interested in moving into senior management positions.  
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The training sessions which are 10 months in length are held in various locations throughout OCONUS. 
Nominees must be GS12-14 with a minimum of three years of DOD civilian service and have a Bachelors 
Degree.  


Each monthly training session consist of reading assignments, written analyses and preparation of oral 
presentations.  


The DELDP Program is not for everyone. Events during the program may require participants to work long 
hours when deployed, travel weekends, adjust to rapidly changing conditions and situations and participate in 
rigorous physical fitness activities.  


For a course description and eligibility requirements interested individuals can refer to the Army Civilian Training 
Education Development (ACTEDS) Catalog on the Civilian Personnel On line website at 
http://cpol.army.mil/library/train/catalog/ch04deldp.html 


OPM Federal Executive Institute Leadership for a Democratic Society (FEI)  
This four-week program brings together managers and executives from 25 to 30 domestic and defense 
agencies for a unique, residential learning experience.  The objective is to help agencies in the development of 
their career executive corps, linking individual development to improved agency performance.  
The themes of FEI's Leadership for a Democratic Society program reflect and enhance the common culture of 
senior Federal executives.  Personal leadership, organizational transformation, policy, and global perspectives 
components support an overarching emphasis on our government's constitutional framework. 


Non-Government Programs 


Concepts in Biometric Systems and Information Assurance 


In the Concepts in Biometrics Systems and Information Assurance 5-Day Short Course, students are introduced 
to a variety of techniques used in identification and verification of individuals, the physiological basis of these 
techniques, and the algorithms and statistical methods employed to achieve acceptable false-accept and false-
reject ratios. Major and emerging biometric technologies, testing and evaluation, standards, and case studies 
are discussed. 


Harvard University Program for Senior Executive Fellows (SEF) 


Participants are expected to contribute their professional expertise to complement the program's learning 
experience, and are selected to reflect a broad cross-section of functional and operational responsibilities.  The 
program is a unique opportunity to gain perspectives on public policy and management, to strengthen 
managerial skills and to acquire insights into managerial practice, and to interact across agency and executive-
legislative branch boundaries. 


Senior Managers Course (SMC) in National Security  


To give senior DOD leaders and managers an understanding of the factors and forces that shape national 
security strategy and policy. The course objective is to improve the management and leadership skills 
necessary to successfully influence the various processes within DOD. 


This four-week course for personnel at the GS-15 level is held in Washington, D.C., and includes numerous site 
visits and briefings from policy-makers. The course systematically examines the forces that influence U.S. 
defense decision-making: the interagency process, the wider policy community, and threats in the international 
arena.  
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22. Long-Term Training Programs 


Supervisors/managers may not approve long-term, full-time training programs (over 120 calendar days).  Long-
term training/educational opportunities are competitive and DA Headquarters administers and announces them. 
Specific enrollment instructions for these programs are contained in the Annual ACTEDS Catalog. 


Calendar of Professional and Long-Term Training (LTT) Opportunities  


Long-Term Training (LTT) Guide  


 


23. Army Acquisition Workforce/Army Acquisition Corps (AAW/AAC) 


In accordance with the guidelines and certifications standards set forth in the Defense Acquisition Workforce 
Improvement Act (DAWIA) of 1990, all individuals occupying acquisition designated positions are required to: 


(1) Complete an Acquisition Civilian Record Brief (ACRB) 


(2) Complete a five-year IDP 


(3) Become certified within 18 months of assignment to the acquisition position 


Also included is a listing of points of contact throughout the Army that can provide assistance to you regarding 
the Acquisition Support Center (ASC).  The ASC population is regionalized similar to the CPAC/CPOC offices.  
The Northern Region has Acquisition Workforce Support Specialists (AWSSs) to assist you with any questions 
regarding the ASC, DAWIA, Defense Acquisition University (DAU) courses, certification, etc.  


Before an employee can identify his/her training requirements, the supervisor is required to use the web address 
and identify all the acquisition workforce employees that he/she supervises.  Once the supervisor has completed 
this process, the employee can then access the web address and identify acquisition training requirements. 
Upon completion, an email message is automatically sent to the supervisor alerting him/her that their employee 
has completed the IDP.  The supervisor must again access the web address and approve the IDP. 


This process will establish the five-year IDP records and will be used in connection with the on-line registration 
for the mandatory DAU courses.  An employee will not be permitted to self-register for a DAU course unless 
he/she has an approved five-year IDP. 


 
24.  Civilian Human Resources Training Application System (CHRTAS) 
 
The SW Region HRDD uses the CHRA supported course management and enrollment system named Civilian 
Human Resource Training Application System (CHRTAS).  CHRTAS has many automated features that will 
benefit the HRDD staff, supervisors, and the student participating in the training.  The first step is for HRDD to 
enter our courses into Army Training Requirements and Resources System (ATRRS) under the Northeast 
Region School House number with specific information and dates. The courses are visible and available for 
enrollment after a 24 hour refresh. Please click here for a link to CHRTAS. 


 
TUTORIALS  
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CHRA has developed two tutorials for the CHRTAS Course Management System. We recommend that you 
view these resources to familiarize yourself with CHRTAS.  A tutorial on applying for training in CHRTAS is 
available from the Help menu in CHRTAS - also here, with other tutorials:  
 
Step-by-Step Instructions:  
 


CHRTAS HOW TO MODULES 
How to Create a Student Profile in CHRTAS  (short text version 
How to Apply for a Course in CHRTAS  (short text version)  
How to Apply for Travel in CHRTAS  (short text version) 
Supervisory Review of Training Request 


 
BUILDING A PROFILE  


 
Everyone (students/supervisors) needs to logon to CHRTAS to create his/her profile.  
Follow the Instructions below to create your profile:  
 1. On the left menu “Student Function”  
 2. Click on Create/Update Student Profile  
 3. Sign in/Log on to CHRTAS  


 a. The Category is always ARMY  
 b. Add your Social Security Number  
 c. Use the drop down menus to add your Date of Birth  
 d. Click on “LOGON!” Button  
 e. You will receive a note requesting verification of the SSN and DOB entered. Click the 


appropriate response to continue.  
 f. You will receive a note indicating the category you choose. Just remember to always use ARMY. 


Click on the “CONTINUE” button.  
 
When building profiles it is important to ensure that email addresses are entered correctly. Class Reservations 
and Travel Orders are forwarded to the student’s email address and the request for supervisor’s approval is 
forwarded to the supervisor’s email address. Both these email addresses MUST BE correct in the profile for the 
information to flow to the right person.  Remind the supervisors when a student applies for a class in CHRTAS, 
the supervisor will receive an automated email requesting approval. Replying to this email WILL NOT submit 
your approval. Supervisors must access CHRTAS to approve a student nomination.  
 


25. OCONUS/Foreign Training Approval 
1. Any training which will be conducted by foreign governments, international organizations, foreign 
instrumentality's, or in facilities outside the continental United States must be forwarded through channels to 
HQDA ASA (M&RA), ATTN: DAPE-CPD-TM, 200 Stovall Street, Alexandria, VA 22332-0300 to CPMS Field 
Advisory Services for approval. Requests can be sent email or scan the request and attach to an email and 
forwarded to the attention of Mike Okin, mike.okin@us.army.mil, 703-325-3110.  Requests may also be faxed to 
the attention of Mike Okin, 703 325-4465. Fully justified requests for such training should be received by HQDA 
90 days prior to the requested travel for training.    
 
2. Requests need to include justification for training, explanation why training must be conducted outside the 
continental United States (OCONUS). 
 
3.  Requests should include the following information. 
 



http://www.chra.army.mil/catalog/chrtas_tutorial_student_profile.pps�

http://www.chra.army.mil/catalog/CHRTAS_Short_Tutorial_Profile.doc�

http://www.chra.army.mil/catalog/chrtas_tutorial_apply_for_training.pps�

http://www.chra.army.mil/catalog/CHRTAS_Short_Tutorial_Applying.doc�

http://www.chra.army.mil/catalog/chrtas_tutorial_travel_wksht.pps�

http://www.chra.army.mil/catalog/CHRTAS_Short_Tutorial_Tvl_Wksht.doc�

http://www.chra.army.mil/catalog/chrtas_tutorial_supvy_review.pps�

mailto:mike.okin@us.army.mil�





 


   
  


 


Traveler’s name, organization, passport number, passport expiration date, date of birth, place of birth; 
training location, training course title, dates of travel (to and from country), lodging information (to 
include phone number), point of contact in country and phone number, identify any special 
accommodation requirements  


 
Use of foreign training facilities for employees located in the United States shall be kept to a minimum.  
It must be established that comparable training is not available within the United States or that 
attendance at such training in the United States is not feasible. 


 
4.  This approval is in addition to, and separate from, OCONUS travel approval, which is also required.   


 


26. HELPFUL LINKS 


Civilian Human Resources Agency (CHRA Headquarters) - http://www.chra.army.mil/ 


CHRA, Europe Region (EUR) - http://cpolrhp.belvoir.army.mil/eur/ 


North Central Region (NCR) - http://cpolrhp.belvoir.army.mil/ncr/ 


Northeast Region (NER) - http://cpolrhp.belvoir.army.mil/ner/ 


South Central Region (SCR) - http://cpolrhp.belvoir.army.mil/scr/ 


Korea Region (KR) - http://cpoc-www.korea.army.mil/chra/main.htm 


Southwest Region (SWR) - http://cpolrhp.belvoir.army.mil/swr/ 


West Region (WR) - http://cpolrhp.belvoir.army.mil/west/ 


Army Training Requirements and Resources System (ATRRS) - https://www.atrrs.army.mil/ 


Civilian Human Resources Training Application System (CHRTAS) - 
https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1 



http://www.chra.army.mil/�

http://cpolrhp.belvoir.army.mil/eur/�

http://cpolrhp.belvoir.army.mil/ncr/�

http://cpolrhp.belvoir.army.mil/ner/�

http://cpolrhp.belvoir.army.mil/scr/�

http://cpoc-www.korea.army.mil/chra/main.htm�

http://cpolrhp.belvoir.army.mil/swr/�

http://cpolrhp.belvoir.army.mil/west/�

https://www.atrrs.army.mil/�

https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1�





 


   
  


 


APPENDIX A - Acronyms 


AAC Army Acquisition Corps 


AAW Army Acquisition Workforce 


ACPM Activity Career Program Manager 


ACRB Acquisition Civilian Record Brief 


ACTEDS Army Civilian Training, Education, and Development System 


AIDS Acquired Immune Deficiency Syndrome 


AMCOM Aviation and Missile Command 


AMSC Army Management Staff College 


AODC Action Officer Development Course 


APC Agency Program Coordinator 


AR Army Regulation 


ATNA Automated Training Needs Assessment 


ATRRS Army Training Requirements and Resources System 


AWC Army War College 


AWCDE Army War College Distance Education 


AWSS Acquisition Workforce Support Specialists 


BPM Business Process Map 


CEFMS Corps of Engineers Financial Management System 


CES Civilian Education System 


CFR Code of Federal Regulation\ 


CHRA Civilian Human Resources Agency 


COB Command Operating Budget 


CONUS Continental United States 


CP Career Program 


CPAC Civilian Personnel Advisory Center 


CPM Civilian Personnel Manual 







 


   
  


 


CPO Civilian Personnel Office 


CPOC Civilian Personnel Operations Center 


CPOL Civilian Personnel On-line 


DA Department of the Army 


DAU Defense Acquisition University 


DAWIA Defense Acquisition Workforce Improvement Act  


DCPDS Defense Civilian Personnel Data System 


DELDP DoD Executive Leadership Development Program 


DLAMP Defense Leadership and Management Program 


DoD Department of Defense 


EDS Employee Development Specialist 


EEO Equal Employment Opportunity 


EMPEP Energy Management Professional Enhancement Program 


EO Executive Order 


FEI Federal Executive Institute 


FLSA Fair Labor Standards Act 


FPI Functional Process Improvement 


GETA Government Employees Training Act 


GS General Schedule 


GSA General Services Administration 


HIV Human Immunodeficiency Virus 


HQDA Headquarters, Department of the Army 


HR Human Resource 


HRD Human Resource Development 


HRDD Human Resource Development Division 


ICAF Industrial College of the Armed Forces 


IDP Individual Development Plan 







 


   
  


 


ILDC Intern Leadership Development Course 


IPA Intergovernmental Personnel Act 


JTPA Job Training Partnership Act 


KSA Knowledge, Skill, Ability 


LEAD Leadership Education and Development Course 


LTT Long-term Training 


MACOM Major Army Command 


MARKS Modern Army Recordkeeping System 


MBTT Myers Briggs Type Indicator 


MDCPDS Modern Defense Civilian Personnel Data System 


MDC Manager Development Course 


MEI Management Excellent Inventory 


MITP Master Intern Training Plan 


MTP Master Training Plan 


MWR Morale, Welfare and Recreation 


NAF Non-Appropriated Fund 


NLT No Later Than 


NSMC National Security Management Course 


NSPS National Security Personnel System 


NWC National War College 


OASA (M&RA) Office of the Secretary of the Army (Manpower & Reserve Affairs) 


OJT On-the-Job Training 


OLE Organizational Leadership for Executives 


OPF Official Personnel File 


OPM Office of Personnel Management 


OSD Office of the Secretary of Defense 


OTA Oracle Training Administration 







 


   
  


 


PERMISS Personnel Management Information & Support System 


PME Personnel Management for Executives 


POC Point of Contact 


POSH Prevention of Sexual Harassment 


PPI Personnel Processing Improvement 


SBLM Sustaining Base Leadership and Management 


SDC Supervisor Development Course 


SEF Senior Executive Fellows 


SME Subject Matter Expert 


SOP Standing Operating Procedure 


SSC Senior Service College 


SSN Social Security Number 


TACITS Total Army Centralized Individual Training Solicitation 


TAG Training Advisory Group 


TAPES Total Army Performance Evaluation System 


TIPS Training Information Program System 


TDY Temporary Duty 


U.S.C. United States Code 


VRA Veterans Readjustment Act 


WWW World Wide Web  







 


 


APPENDIX B - HRD POCs 


HRDD STAFF Phone and E-Mail 


 


Misti Cloman 


HR Specialist 


410-306-1375 misti.cloman@us.army.mil  


Jef Cramer 


HR Specialist 


410-306-1247 jef.cramer@us.army.mil  


Gregory Dingle 


HR Specialist 


410-306-1202 gregory.dingle@us.army.mil 


 


Adam Herman 


HR Specialist 


410-278-0264 adam.herman2@us.army.mil  


Jackie LaRoche 


HR Specialist 


410-306-0185 jacklyn.laroche@us.army.mil  


Robert Lating 


HR Specialist 


410-306-0220 robert.lating@us.army.mil 


Terri Shores 


HR Technician 


410-306-0066 teresa.shores@us.army.mil 


Bruce Spruell 


HR Specialist 


410-306-0189 bruce.spruell@us.army.mil 


Anthony Thorpe 


HR Specialist 


410-306-0065 anthony.thorpe1@us.army.mil  


Frank Trout 


Chief,  NE Region HRDD 


410-306-0067 frank.trout@us.army.mil 


CHRNER HRD 
305 Longs Corner Road 


APG, MD 21005 
Office Symbol: PECH-NER-A/HRDD 


Fax:  410-306-0163 
NEHRDINFO@us.army.mil 
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APPENDIX C - DoD Mandatory Training 


 
DoD Components shall ensure employees complete all training mandated by law, regulation, executive order, or 
other memoranda.  The following is a list of mandatory training applicable to all DoD employees, unless 
specified otherwise.  The list may be supplemented by training mandated by Heads of DoD Components or 
functional leaders of DoD-wide career development programs.  DoD mandatory training may be periodically 
updated. Training shall be completed as dictated by governing statute or regulation.   
 
Antiterrorism Training.    DoD Components shall provide antiterrorism Level I awareness training to orient all 
civilian personnel, on general terrorist threat and personal protection measures that could reduce vulnerability to 
acts of terrorism, consistent with DoD Instruction.    


Combating Trafficking In Persons (CTIP).  Components shall conduct annual CTIP awareness training program 
for all members of their Components to educate all DoD civilians annually on the worldwide trafficking menace, 
national TIP policy, overseas theater TIP policy, and attendant personal responsibilities consistent with DoD 
core values and ethical standards in accordance with DOD Instruction.  This training may be combined with 
other security related training. 


Constitution Day Training.  September 17 is "Constitution Day and Citizenship Day". According to.Public Law, 
heads of each Federal agency or department each year must provide new employees of the agency or 
department, educational and training materials about the United States Constitution as part of the orientation 
materials, and provide to each employee of the agency or department, educational and training materials about 
the United States Constitution. 
Counterintelligence Awareness.  According to DoD Instruction Components shall develop and implement 
briefing, awareness, and reporting programs within their organizations.  The awareness and briefing programs 
shall promote threat and reporting awareness responsibilities, enabling DoD personnel to identify threats, to 
report suspicious situations and incidents to appropriate authorities.  This training may be combined with other 
security related training.  
Ethics Orientation and Training.   DoD Components shall provide each new employee, within 90 days of the 
date of entrance on duty, one hour of duty time to review ethics materials and any additional DoD Component 
regulations, or training course that covers similar information.   
 
Executive, Managerial and Supervisory Training, Education and Professional Development.  Components shall 
provide for the initial and continuing development of individuals in executive, managerial and supervisory 
positions, and candidates for these positions.   
 
HIV/AIDS Information. As stated in Under Secretary of Defense (Personnel and Readiness (P&R)) 
Memorandum “information on AIDS workplace and prevention issues shall be incorporated into orientation 
programs for new employees and basic training for supervisors, managers, and executives.” 
 
Information Assurance (IA) Training.   DoD Components shall provide initial, continuing, and refresher training to 
all employees responsible for the management or use of computer systems that process sensitive information, 
including executives; program and functional managers, information resource management, security, and audit 
personnel; information technology management, operations, and programming personnel; and end users.  
Training shall include computer security basics; computer security policies and procedures; contingency 
planning; and systems life cycle management 


National Security Personnel System (NSPS) Training.  Structured training providing managers, supervisors and 
employees an understanding of the regulations and their roles and responsibilities under (NSPS).  Employees, 







 


 


supervisors and managers will be afforded NSPS training as outlined by each Component’s NSPS Training Plan  


No Fear Act.  According to section Public .Law, DoD Components shall train all of its employees (including 
supervisors and managers) about the rights and remedies available under Antidiscrimination Laws and 
Whistleblower Protection Laws.  Components must train new employees in its orientation program or other 
training program. Components that do not use a new employee orientation program must train new employees 
within 90 calendar days of appointment.  Each Component must train all employees no longer than every 2 
years. 


Operations Security (OPSEC).  OPSEC is a process of identifying critical information and analyzing friendly 
actions attendant to military operations and other activities.  Under DoD Directive Components shall provide 
annual OPSEC awareness training to all civilian personnel.  Components will establish an OPSEC program 
focused on command involvement, assessments, surveys, training, education, threat, resourcing, and 
awareness. This training may be combined with other security related training. 


Physical Security/Classified Access.  In accordance with DoD regulation Components shall implement a training 
program so employees understand their day-to-day security responsibilities, are familiar with vulnerabilities of 
the facility, and are prepared to implement emergency security actions.  This includes protective measures to 
safeguard personnel, prevent unauthorized access to and safeguard property and information. 
Prevention of Sexual Harassment.  DoD Components shall provide training programs to teach employees at all 
levels how to identify and prevent sexual harassment, consistent with requirements in Secretary of Defense 
requirements.   
 
Privacy Act.  Each agency that maintains a system of records shall establish rules of conduct for persons 
involved in the design, development, operation, or maintenance of any system of records, or in maintaining any 
record, and instruct each such person with respect to such rules and requirements of this section, including any 
other rules and procedures adapted pursuant to this section and penalties for noncompliance.  DoD regulation 
requires training regarding information privacy laws, regulations, policies and procedures governing the 
Department’s collection maintenance use or dissemination of personal information.  The objective is to establish 
a culture of sensitivity to and knowledge about, privacy issues involving individuals throughout the Department.   
Workplace Safety. As provided by DoD Instruction 6055.1, Components are responsible for protecting 
personnel, equipment, and facilities for the effective implementation of safety and occupational health policies 
and provide education and training to prevent accidents, injuries, and occupational illnesses.  Training 
requirements for all Federal agencies must be administered according to part 1960 of title 29, Code of Federal 
Regulations (reference (t)) 


Mandatory Functional Training.  Training required for a trade, occupation or profession, maintain, upgrade 
and/or update job specific skills.  Functional training may be mandated by law, regulations, Components, and 
subordinate organizations.  Component heads may identify additional training events necessary to improve 
organizational effectiveness and efficiency. The most common types of functional training follow: 


Acquisitions and Procurement. Securing of supplies or services acquired by contract with appropriated funds by 
and for use of the Federal Government through purchase or lease, whether supplies or services are in existence 
or must be created, developed, demonstrated, and evaluated according to part 2.101of the Federal Acquisition 
Regulations (FAR).   


Contracting Officer.  DoD Components shall establish education and training standards, requirements, and 
courses for civilian and military acquisition workforce.  This is specifically for employees with authority to enter 
into, administer, and/or terminate contracts and make related determinations and findings.  


Contracting Officer Technical Representative (COTR). A person designated in writing (performing critical 
acquisition and technical functions), and relied upon by Contracting Officers to ensure contracts are managed to 







 


 


meet mission needs and to assist in technical monitoring or administration of a contract. In accordance with 
Federal Procurement Policy, all COTRs must be certified no later than six months from date of appointment and 
maintain skills currency through continuous learning.  COTRs must have a minimum of 40 hours of training.  


Customer Service.  Under Executive Order, Components shall continuously improve customer services by 
providing training that focuses on customer service standards and performance measures.   


 


Executive, Managerial, and Supervisory Training.   DoD Components shall develop executives, managers, 
supervisors, and candidates for these positions.  Programs shall provide for initial training of incumbents, 
proficiency training for managers at current levels and progressive development for higher management levels.   
 
Emergency Preparedness.  DoD Components shall develop and conduct training and education programs that 
incorporate emergency preparedness and civil defense information necessary to ensure an effective national 
response as required by Executive Order.     


 
Freedom of Information Act (FOIA).


IT Portfolio Management. As prescribed by Executive Order, Components heads shall significantly improve 
management and acquisition of information systems, through the training of appropriate personnel with respect 
to information resource management.  


  At least once a year, Components shall conduct training for officials and 
employees who implement the FOIA.  DoD Components shall ensure employees responsible for FOIA 
processing are knowledgeable about the provisions and requirements. 


Records Management. Components will ensure proper training of all personnel that create and use records to 
ensure compliance with Federal Regulations. 


Security Classification Authority.  In accordance with DoD regulation only the Secretary of Defense, the 
Secretaries of the Military Departments, may originally classify information and other officials who specifically 
delegated this authority in writing. Persons delegated original classification authority must receive training as 
required by Chapter 9 of this regulation before they can exercise the delegated authority. 


SmartPay.  In accordance with Under Secretary of Defense Memorandum, mandatory training provided at 
Defense Acquisition University on-line Purchase Card Training module must be completed by government 
purchase cardholder, approving official, and billing official nominees, prior to issuance of purchase cards.   







 


 


APPENDIX D – CPAC HRD POCs 


CPAC  
26 Oct 09 HRD POC CPAC CHIEF 


    DSN 290 4347/301 394 4347 Zakia Batchelor 


ADELPHI Vacant zakia.r.batchelor@us.army.mil DSN 290 4347/301 394 4347 


    Adelphi CPAC, 2800 Powder Mill Rd zakia.r.batchelor@us.army.mil 


    Adelphi, MD 20783   


    DSN 656 8677/703 806 8677 Gwen Yandall 


AMC Bobbi Jo Butler bobbi.jo.butler@us.army.mil DSN 656 8667/703 806 8667 


    AMC CPAC gwen.h.yandall@us.army.mil 


    Alexandria, VA  22332   


    DSN 458 2230/410 306 2230   


  Deborah Prue deborah.j.prue@us.army.mil Leslie Lovick 


APG Henry Vargas APG CPAC, 305 Longs Corner Rd DSN 298 1404/410 278 1404 


  Angela Wallace Aberdeen, MD 21004 leslie.lovick@us.army.mil 


    410 962 2087 Wayne R. Richardson 


Baltimore USACE Darlene Greer darlene.g.greer@usace.army.mil 410 962 2080 


    Baltimore COE CPAC, 10 South wayne.r.richardson@usace.army.mil 


    Howard St, Baltimore, MD 21203   


  Sherry Hegan DSN 242 4755/717 245 4755   


    sherry.hegan@us.army.mil Shelly A. Deivernois 


CARLISLE   DSN 242 4750/717 245 4750 DSN 242 3920/717 245 3920 


  Debra McKenzie debra.mckenzie1@us.army.mil shelly.a.deivernois@us.army.mil 


    USAWC CPAC, 46 Ashburne Drive   


    Carlisle, PA  17013   







 


 


    DSN 343 7671/301 619 7671 Linda Krout 


DETRICK James Holmes james.c.holmes@us.army.mil DSN 343 2247/301 619 2247 


    Ft Detrick CPAC, 810 Schreider St linda.krout@us.army.mil 


    Frederick, MD 21702   


    DSN 562 5298/609 562 5298 Beverly E. Wozniak 


DIX Robert Brock bob.brock1@us.army.mil DSN 562 2200/609 562 3057 


    Ft Dix CPAC, Bldg 4318 Delaware Ave beverly.wozniak@us.army.mil 


    Ft Dix, NJ  08640   


    DSN 772 8312/315 772 8312 Patty Rook 


DRUM Kylie Rushlow kylie.rushlow@us.army.mil DSN 772 5393/315 772 5393 


    Ft Drum CPAC, 10720 Mt Belvedere Blvd patty.rook@us.army.mil 


    Ft Drum, NY  13602   


    DSN 332 5383/703 602 5383   


HQDA Maxine Matthews maxine.matthews@hqda.army.mil Susan Manke 


    HQDA CPAC, 2530 Crystal Drive DSN 332 2638/703 602 2638 


    Zachary Taylor Bldg, 8th Floor susan.manke@us.army.mil 


    Arlington, VA  23202   


    DSN 570 8366/717 267 8366    


LETTERKENNY Sandy Eldridge alexandria.eldridge@us.army.mil Judy Trego 


    Letterkenny CPAC, 1 Overcash Ave DSN 570 5314/717 267 5314 


    Chambersburg, PA  17201 judith.c.trego@us.army.mil 


        


    DSN 256 4364/508 233 4364 Paul Chansky 


NATICK Megan Scanlan megan.scanlan@us.army.mil DSN 256 4457/508 233 4457 


    NATICK CPAC, Kansas Street, Bldg 1 paul.chansky@natick.army.mil 


    Natick, MA  01760   


    DSN 992 9323/732 532 9323 Norman Kushiyama 


MONMOUTH Marta Kiernan marta.kiernan@us.army.mil DSN 992 3948/732 532 3948 







 


 


  Rachel Bostwick Ft Monmouth CPAC, 901 Murphy Dr norma.kushiyama@us.army.mil 


    Ft Monmouth, NJ  07703   


    978 318 8076 Kim C. Kaminski-Donaher 


NEW ENGLAND USACE Pablo Feliciano pablo.felicianolll@us.army.mil 978 318 8514 


    New England COE CPAC, 696 Virginia Rd   
kim.c.kaminski-


donaher@us.army.mil  


    Concord, MA 01742   


    917 790 8202   


    debra.r.smith@usace.army.mil Diane Deptula 


NEW YORK USACE Deb Smith New York COE CPAC, Jacob K. Javits 917 790 8025 


    Federal Bldg, 26 Federal Plaza Rm 1849 diane.deptula@us.army.mil 


    New York, NY  10278   


    757 201 7804 Paula M. Bradshaw 


NORFOLK USACE Yolonda Parrott yolonda.parrott@us.army.mil 757 201 7210 


    Norfolk COE CPAC, 803 Front Street paula.m.bradshaw@us.army.mil 


    Norfolk, VA 23510   


    215 656 6876   


    margaret.m.sitbon@us.army.mil Joan F. Ware 


PHILADELPHIA USACE Margaret Sitbon Philadelphia COE CPAC 215 656 6879 


    Wanamaker Bldg, 100 Penn Square East joan.f.ware@us.army.mil 


     Philadelphia, PA  19107   


    DSN 880/973 724 4847 Lisa Karakashian 


PICATINNY Angela Kirkpatrick angela.kirkpatrick@us.army.mil DSN 880 3109/973 724 3`09 


    Picatinny CPAC, Building 1 lisa.karakashian@us.army.mil 


    Picatinny, NJ  07806   


    DSN 795 8189/570 615 8189 Valencia Moore 


TOBYHANNA Loretta Daubert loretta.daubert@us.army.mil DSN  795 7154/570 615 7154 


  Peggy Thompson Tobyhanna CPAC, 1 Hap Arnold Blvd valencia.moore@us.army.mil 







 


 


    Tobyhanna, PA  18466   


    DSN 374 5838/518 266 5838 Tina Pond 


WATERVLIET Kim Hall kim.a.hall@us.army.mil DSN 374 4056/518 266 4056 


    Watervliet CPAC, 1 Buffington Street tina.pond@us.army.mil 


    Watervliet, NY  12189   


    DSN 688 3704/845 938 3704 Carol L. McQuinn 


WEST POINT 
Kathleen 
Ridgeway kathleen.ridgeway@us.army.mil DSN 688 2703/845 938 2363 


  Linda Sullivan West Point CPAC, Thomas Hall carol.l.mcquinn@us.army.mil 


    Bldg 626, West Point, NY  10996   


    Deputy Chief of Staff, G-1   


    CHRA Northeast Region Frank Trout 


NER HRD DIVISION Frank Trout PECP-NER-A/HRD DSN 458 0067/401 306 0067 


    305 Longs Corner Road frank.trout@us.army.mil 


    APG, MD 21005   
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AUTHORIZATION, AGREEMENT  
AND CERTIFICATION OF TRAINING  


B. Request Status (Mark (X) one)  
Resubmission Initial


Correction Cancellation


1. Applicant's Name (Last, First, Middle Initial) 2.Social Security Number/Federal Employee Number 3. Date of Birth (yyyy-mm-dd)


6. Position Level (Mark (X) one) 4. Home Address (Number, Street, City, State, ZIP Code) (Optional) 5. Home Telephone (Optional) 
    (Include Area Code)


7. Organization Mailing Address (Branch-Division/Office/Bureau/Agency))


10. Position Title


12. Type of Appointment


8. OfficeTelephone 
    (Include Area Code and Extension)


a. Non-supervisory b. Manager


c. Supervisory d. Executive


9. Work Email Address


14. Training Accreditation Indicator   
      (Check below)


Yes No


If yes, please describe below


13. Education Level 
(click link to view codes or go to page 7)


14. Pay Plan 15. Series 16. Grade 17. Step


1a. Name and Mailing Address of Training Vendor (No., Street, City, State, ZIP Code)


2a. Course Title  2b. Course Number Code 3. Training Start Date (Enter Date as yyyy-mm-dd) 4. Training End Date (Enter Date as yyyy-mm-dd)


1d. Vendor Email Address1c. Vendor Telephone Number


5. Training Duty Hours 8. Training Type Code   
(Click link to view codes or go to page 9)    


6. Training Non-Duty Hours 7. Training Purpose Type   
(Click link to view codes or go to page 9)


11. Training Designation Type Code  
(Click link to view codes or go to page 13)


10. Training Delivery Type Code 
(Click link to view codes or go to page 12)


9. Training Sub Type Code 
(Click link to view codes or go to page 9)


16. Continued Service Agreement Expiration Date 
      (Enter date as yyyy-mm-dd)


17. Training Source Type Code 
(Click link to view codes or go to page 13)


12. Training Credit 13. Training Credit Type Code  
(Click link to view codes or go to page 13)


18. Training Objective 19. AGENCY USE ONLY   


Section A - TRAINEE INFORMATION 
Please read instructions on page 6 before completing this form


Section C - COSTS AND BILLING INFORMATION 


6. BILLING INSTRUCTIONS (Furnish invoice to):  3. Total Training Non-Government Contribution Cost


4. Document / Purchasing Order / Requisition Number


5. 8 - Digit Station Symbol (Example - 12-34-5678) 


NSN 7540-01-008-3901 


15.  Continued Service Agreement 
       Required Indicator  (Check below)


1b. Location of Training Site (if same, mark box)


1. Direct Costs and Appropriation / Fund Chargeable  
Item Amount Appropriation Fund


a. Tuition and Fees


b. Books & Material Costs


c. TOTAL


$


$


$


Item Amount Appropriation Fund


a. Travel


b. Per Diem


c. TOTAL


$


$


$


Section B - TRAINING COURSE DATA 


11. Does applicant need special  
      accomodation?  


A. Agency, code agency subelement 
and submitting office number


2. Indirect Costs and Appropriation / Fund Chargeable  


Yes No N/AYes No



OPM Guide to HR Reporting

Note

Enter the 9 digit SSN.  Solicitation of SSNs by OPM is authorized under provisions of the Executive Order 9397, dated Nov 22, 1943.  Your SSN will be used primarily to give you recognition for completing the training and to accumulate Government wide training statistical data and information.  SSNs also will be used for the selection of persons to be included in statistical studies of training management matters.  The use of SSNs is necessary because of the large number of current Federal Employees who have identical names and/or birth dates and whose identities can only be distinguished by their SSNs.  A Privacy Act Statement is at Page 3.  Safeguard SSN by encrypting the SF 182 before transmittals, and use the FOUO Cover Sheet when telefaxing  the Form.  



Note

Insert the title of the course or the program that the employee is scheduled to complete.  You have 52 characters for the course title.



Note

Insert the course number code if known. 



OPM Guide to HR Reporting

Note

Insert the number of training hours used during duty time.  For example, for an 8 hour class, enter 8 (not 0800-1600).



OPM Guide to HR Reporting

Note

Insert the number of non-duty hours for training.   Training time you would spend in the classroom or engaged in an online course, for example, would be entered here.  Most college courses are 45 hours each and usually online courses will tell you how many hours it should take to complete the course.



OPM Guide to HR Reporting

Note

Amount of academic Credit Hours or Continued Education Units and Continuous Learning Units (1, 1.5, or .75 units) earned by the employee for the completed training, if applicable.  If credit hours are entered, Block 14 must be checked Yes.  Total training costs would show in blocks 1, 2, and 3 in Section C if provided by a non-government institution.



OPM Guide to HR Reporting

Note

Indicates if the training course offers accreditation.  An example, completion of a college course from an accredited institution. If yes, Block 12 should have the credit hours/units noted.



5 U.S.C. 4108; 5 CFR 410.309

Note

Upon completion of the Government sponsored training described in this authorization, if the student receives salary covering the training period, they must agree to serve in the agency three (3) times the length of the training period. If the student receives no salary during the training period, they must agree to serve the agency for a period equal to the length of training, but in no case less than one month.  (The length of part-time training is the number of hours spent in class or with the instructor.  The length of the full-time training is eight hours for each day of training, up to a maximum of 40 hours a week).  Check your local training policy to determine whether the student must agree to continue service to DoD, Army or specifically to their organization.  The CSA is to be filed with the SF182 obligating document in accordance with ARIMS.



OPM Guide Collect/Mgmt Trng Info

Note

It is important that the objectives for the employee enrolling in this course or program is related to the strategic objectives of the organization for which the employee works.  Training events should be aligned with the mission of the organization as well as being aligned with employee performance goals.  Also, Provide Training Coordinator's Name and Phone Number, and Email address.  Course Managers may send reporting instructions, confirmations, course schedule changes, course completions, and/or training certificates to the Training Coordinator or require additional information before employee can be scheduled for training.



OPM Guide to HR Reporting

Note

Insert the actual/final cost of training tuition and fees for training completed by the employee that was paid for by the Government.



OPM Guide to HR Reporting

Note

Insert the materials cost for training completed by the employee that was paid for by the Government.   This includes all direct costs associated with purchasing the training materials used by the employee that is in addition to the tuition cost.  It can include but is not limited to costs of supplies, cost of equipment, and cost of software used by the student during the training event.



OPM Guide to HR Reporting

Note

Cost of the per diem (meal, lodging, misc. expenses) for training completed by the employee that was paid for by the Government.



OPM Guide to HR Reporting

Note

Cost for the travel, excluding per diem, for training completed by the employee that was paid for by the Government.



OPM Guide Collect/Mgmt Trng Info

Note

Cost contributed by the employee or other non-government organizations for the training completed by the employee. Non-Government sources include commercial or industrial concern, educational institutions, professional societies or associations, consultants or individuals who are not government employees, but are contracted to develop and/or provide training course or program.  If the student attended a university or college course, the total direct and indirect cost should be reflected.  If the student attended a course provided by a Non-Government vendor, the total costs should be reflected.  This block will be blank if the course was provided by the Government (i.e., OPM, DoD Schools, IRS, GSA).   



OPM Guide to HR Reporting

Note

Your Finance or Budget Officer must enter the Appropriation Fund Account Number here. If there is not enough room for the appropriation code, continue in Block 4.



OPM Guide to HR Reporting

Note

Your Finance or Budget Officer must enter the Appropriation Fund Account Number here. If there is not enough room for the appropriation codes, continue in Block 4.



OPM Guide to HR Reporting

Note

Enter Document/Purchase Order/Requisition Number for reimbursement of training costs to responsible Training Vendor.  This number is to be referenced in the billing process.



Note

Fill in the 8-digit station symbol of the nominating Agency Finance Office.



Note

Home Address is optional. Some training organizations and DoD schools prefer to mail confirmations, reporting instructions, course materials, read-ahead packages, homework assignments, if an address is available.  Delivery may be delayed if materials are sent to the Office Address. 



Note

Provide a telephone number where you can be reached easily if there is an emergency (i.e., weather hazard, course cancellation, training location change, starting time and date change).  



OPM Guide to HR Reporting

Note

Mark the Initial Box if this is an initial training request. OPM uses this information to indicate what action to take with this data record. The Correction, Resubmission and Cancellation actions are indicators for OPM to fix previously transmitted data. For example, if it was learned that an employee should not have received training credit for a class and the training completion had already been entered into DCPDS and interfaced into OPM's data management system, an SF 182 would need to be submitted with the Cancellation box marked.



OPM Guide to HR Reporting

Note

Provide a complete mailing address to include US Army, Office/Branch/Div, street name, city, state and zip code.



Note

Provide your Commerical telephone number to include Area Code.  Do not include DSN numbers; commercial vendors and most training facilities do not have DSN access. 



Note

Enter only your AKO Email address.  Confirmations, reporting instructions and general course information will be sent to your AKO Email address.  You can have your AKO mail automatically sent to your office Email address if you set your AKO account options correctly.



OPM Guide Collect/Mgmt Trng Info

Note

Select Non Supervisory if you are not a rating supervisor;  Supervisory if you are responsible for an employee’s rating or leave approval; Manager if you are in a management position and supervise one or more supervisors; and Executive if you are an SES or equivalent.



Note

Should you require special arrangements, please describe your requirements so accommodations can be made early (i.e., parking, wheel chair access, interpreter).  



Note

If you check YES, you must describe what special accommodations are required in the space provided.



OPM Guide Collect/Mgmt Trng Info

Note

Provide your current position within the agency.



 OPM Guide Collection/Mgmt Trng Info

Note

Enter a C if you are on a Career Appointment; CC for Career Conditional Appointment; Temp for Temporary Appointment; Schedule A, etc.



OPM Guide Collect/Mgmt Trng Info

Note

Provide Pay Plan (i.e., GS, WG, ES),  Pay Band (i.e., DB, YA, YC) or Military Rank (i.e. CPT, MAJ, MG, 1SGT, CSM).



OPM Guide Collect/Mgmt Trng Info

Note

Civilian grade series or Military MOS. This information is particularly important if applying for DoD Schools through ATRRS.



OPM Guide Collect/Mgmt Trng Info

Note

Your grade level (GS 1-15, Pay Band 1-5, WG 1-10, SES 1-6, or MIL 01-06). 



Note

DoD PRIORITY CODE: Priority Code: 1 (Highest)Priority Code: 2Priority Code: 3 (Lowest)There is still a requirement to use DoD Priority Codes.  Priority Codes provide DoD with information that supports agency determinations of its workforce training needs. TRAINING COORDINATORS: Please add your fax number in this space.This space may also be used at nominating agency's discretion.



Note

Recommended but not required.



jacklyn.laroche

Note

Marked set by jacklyn.laroche
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Marked set by jacklyn.laroche
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Marked set by jacklyn.laroche
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Marked set by jacklyn.laroche



Note

In all cases, enter name and mailing address of your finance office for billing purposes.  If you are using the Government Purchase Card, please include Card Holder's Name, Commercial Phone Number and FAX Number with an Email address.



5 U.S.C. 4108

Note

See Block 15 for computation. A Continued Service Agreement is at Pages 4-5. Approving officials will retain a copy of each signed agreement and monitor execution of the obligation period. 



OPM Training Policy Handbook

Note

Under typical negotiated procedures, the Training Authorization Form (SF-182) or equivalent is authorized for use to obligate funds, contract for training, and certify payment of approved training expenses under the following conditions: 1. The training cost of a single training event, program, or instructional service does not exceed the simplified acquisition process dollar limit established by U.S. General Services Administration; 2. The cost is of a fixed nature, i.e., price per student or price per course, program, or service; and 3. The program, course, or instructional service is off-the-shelf and no modification or development resulting in increased cost to the Government is needed to meet the organization's needs. The Training Authorization Form is also used for requesting, approving, and certifying payment for attendance at meetings, conferences, seminars, and symposia where the primary purpose is to train an employee to meet a performance improvement related need. The form is not used to purchase general supplies, training equipment, or non-training services.



OPM Guide to HR Reporting

Note

Insert DA (Department of the Army) as the Agency Code. Where applicable, include the administrative subelement in which a person is employed (Guide to Personnel Data Standards). The SF-182 enables OPM to maintain consistency in collecting civilian training data from all Agencies in the Federal Government (Title 5 USCFR) into the Enterprise Human Resources Initiative System.  This code is used to sort training information by Agency  when preparing reports for Congress, OMB, and GOA (OPM Guide for Collection and Management of Training Information, Sep 2006).



OPM Guide or HR Reporting

Note

OPM's Enterprise Resource Integration data warehouse collects training information on all Civilian Federal Government employees.  Name, SSN, and DOB are the 3 identifiers used together to uniquely identify an employee.  



OPM Guide Collect/Mgmt Trng Info

Note

The SF 182 is used to procure training. The documentation associated with every procurement provides valuable information about agency training. Regardless of whether the training is procured with credit card or invoiced billing, complete information is needed.



OPM Guide to HR Reporting

Note

Enter the exact location of where you will be attending training.  For example, if attending a DoD School course onsite at Fort Monmouth, then enter Fort Monmouth, NJ.  If training location is different from duty location, then travel costs should be noted in Section C.



OPM Guide Collect/Mgmt Trng Info

Note

Provide a commercial telephone number. This information is helpful if there is a issue regarding registration, enrollment status, cancellation or billing.



OPM Guide for Collection & Mgmt Trng Info

Note

Code *CLICK on the Yellow Comment Box to view all options (22 codes)* 1  No formal education or some elementary school--did not complete 2  Elementary school completed--no high school3  Some high school--did not graduate  4  High school graduate or certificate of equivalency5  Terminal occupational program—did not complete6  Terminal occupational program—certification of completion or diploma 7  Some college—less than one year8  One year college9  Two years college10 Associate Degree11 Three years college12 Four years college13 Bachelor’s Degree14 Post-Bachelor’s15 First professional16 Post-first professional17 Master’s Degree18 Post-Master’s19 Sixth-year degree20 Post-sixth year21 Doctorate Degree22 Post Doctorate



OPM Guide Collect/Mgmt Trng Info

Note

Code1	Program/Mission2	New Work Assignment3	Improve/Maintain Present   Performance4	Future Staffing Needs5	Develop Unavailable Skills6	Retention



OPM Guide Collect/Mgmt Trng Info

Note

Training Type Code01 Functional or Specialized Training02 Formal Developmental Training03 Fundamental/ Required Training 



OPM Guide Collect/Mgmt Trng Info

Note

Training Sub Type Codes *CLICK on the Yellow Comment Box to view all options (35 Codes)01	Legal02	Medical and Health03	Scientific04	Engineering or Architecture05	Human Resources06	Budget/Finance Administration07	Planning and Analysis08	Information Technology09	Project Management10	Acquisition11	Logistic Specialty12	Security13	Clerical14	Trade and Craft15	Foreign Affairs16	Leadership/Manager Communications Courses20	Pre-supervisory Program21	Supervisory Program22	Management Program23	Leadership Development Program24	SES Candidate Development25	Executive Development26	Mentoring Program27	Coaching Program30	Employee Orientation31	Adult Basic Education32	Federally Mandated Training33	Work-Life34	Soft Skills35	Agency Required Training



OPM Guide to HR Reporting

Note

 Training Delivery Type Code01  Traditional classroom02  On the Job03  Technology Based04  Conference/Workshop05  Blended06  Correspondence 



OPM Guide to HR Reporting

Note

Training Designation Type Code01  Undergraduate Credit02  Graduate Credit03  Continuing Education Unit04  Post Graduate Credit05  N/A



OPM Guide to HR Reporting

Note

Training Credit Type Code01  Semester Hours02  Quarter Hours03  Continuing Education Units



OPM Guide for HR Reporting

Note

Training Source Type Code01  Government Internal02  Government External03  Non-Government04  Government State/Local05  Foreign Govt & Organizations



SF-182 Guide

The comment boxes contained herein are to be used as an aid in properly completing this form and will not appear when printed.



jef.cramer

Text Box

Personal Telephone(Optional)
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1a. Immediate Supervisor - Name and title 


1b. Area Code / Telephone Number 1c. Email Address


1e. Date 


2e. Date 


2a. Second-line Supervisor - Name and title   


2b. Area Code / Telephone Number 2c. Email Address


3e. Date 


3a Training Officer - Name and title  


3b. Area Code / Telephone Number 3c. Email Address


1e. Date 


1a. Authorizing Official - Name and title 


1b. Area Code / Telephone Number 1c. Email Address


1e. Date 


1a. Authorizing Official - Name and title 


1b. Area Code / Telephone Number 1c. Email Address


TRAINING FACILITY    ~   Bills should be sent to office indicated in item C6.  l  Please refer to number given in item C4 to assure prompt payment.  


Section D - APPROVALS 


Section E - APPROVALS / CONCURRENCE 


Section F - CERTIFICATION OF TRAINING COMPLETION AND EVALUATION 


Approved Disapproved


1d. Signature


2d. Signature


3d. Signature


1d. Signature


1d. Signature



Note

Use AKO Email Address only.



Note

Use AKO Email Address.



Note

Use AKO Email Address only.



Note

To be completed by the nominating agency official who is authorized to approve or disapprove request.  Authorizing officials are certified to sign after they have completed the Delegation of Training Authority course and have been given signed Delegated Training Authority by their command.



Note

Use AKO Email Address only.



Note

Agency Certifying Officials are certifying the employee has completed the requirements for the training and an evaluation has been completed. This can be the course instructor, course manager, or the training coordinator.  Whoever signs here is stating that the training has been completed and grades, certificates, etc. are provided to show the class was successfully completed. 



Note

Use AKO Email Address Only.



Note

The Student's DCPDS training history record cannot be updated if this section is not completed.  Students are encouraged to provide their supervisor with feedback from the training event.  The requirement to evaluate training is found in 5 CFR 410.601.  The agency head shall evaluate training to determine how well it meets short and long-range program needs of the agency and the individual  The needs should be aligned with the strategic plan to strengthen and develop the performance and behavior of the individual whose positive results will impact the performance of the agency.



Note

At least one supervisor must approve the training request.  A second-line supervisor's signature is not required. The Approving Supervisor and Authorizing Official are not necessarily the same person. The Authorizing Official approving the training in Section E, 1a would have been given Delegated Training Authority and received DTA training.  



Note

A second-line supervisor's signature is not required.  The First-line supervisor and the Authorizing Official cannot be the same person.



Note

Training Officer or Training Coordinator can sign here. They are not approving the training.  Signature simply denotes that they are aware of the training requirement. In some cases, they are the ones that enroll the student in the requested course.  They are responsible for insuring that the employee requesting the training is eligible and has met the prerequisites.  They can put their controlling number in Section C(4) to track the request, funding and billing.    
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Privacy Act Statement


Authority ─ This information is being collected under the authority of 5 U.S.C. § 4115, 
a provision of The Government Employees Training Act.


Purposes and Uses ─ The primary purpose of the information collected is for use in 
the administration of the Federal Training Program (FTP) to document the nomination 
of trainees and completion of training. Information collected may also be provided to 
other agencies and to Congress upon request. This information becomes a part of the 
permanent employment record of participants in training programs, and should be 
included in the Governmentwide electronic system, (the Enterprise Human Resource 
Integration system (EHRI) and is subject to all of the published routine uses of that 
system of records. 


Effects and Nondisclosure ─ Providing the personal information requested is 
voluntary; however, failure to provide this information may result in ineligibility for 
participation in training programs or errors in the processing of training you have 
applied for or completed.   


Information Regarding Disclosure of your Social Security Number (SSN) Under 
Public Law 93-579, Section 7(b) ─ Solicitation of SSNs by the Office of Personnel 
Management (OPM) is authorized under provisions of the Executive Order 9397, 
dated November 22, 1943. Your SSN will be used primarily to give you recognition for 
completing the training and to accumulate Governmentwide training statistical data 
and information.  SSNs also will be used for the selection of persons to be included in 
statistical studies of training management matters. The use of SSNs is necessary 
because of the large number of current Federal employees who have identical names 
and/or birth dates and whose identities can only be distinguished by their SSNs. 
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Employees, who are selected to training for more than a minimum period as prescribed in Title 5 
USC 4108 and 5 CFR 410.309, see your supervisor for more information on the internal policies 
to implement a continued service agreement.


Continued Service Agreement


Note: This agreement must be signed by the nominee for Government training that exceeds 80 hours (or such other 
designated period, less than 80 hours as prescribed by the agency) for which the Government approves payment of 
training costs prior to the commencement of such training. Nothing contained in this SAMPLE agreement below shall 
be construed as limiting the authority of an agency to waive, in whole or in part, an obligation of an employee to pay 
expenses incurred by the Government in connection with the training.


To be completed by applicant:


Employees Agreement to Continue in Service


I AGREE that, upon completion of the Government sponsored training described 
in this authorization, if I receive salary covering the training period, I will serve in 
the agency three (3) times the length of the training period. If I received no salary 
during the training period, I agree to serve the agency for a period equal to the 
length of training, but in no case less than one month. (The length of part-time 
training is the number of hours spent in class or with the instructor. The length of 
full-time training is eight hours for each day of training, up to a maximum of 40 
hours a week).


1.


NOTE: For the purposes of this agreement the term “agency” refers to the 
employing organization (such as an Executive Department or Independent 
Establishment), not to a segment of such organization.


2. If I voluntarily leave the agency before completing the period of service agreed to 
in item 1 above, I AGREE to reimburse the agency for fees, such as the tuition 
and related fees, travel, and other special expenses (EXCLUDING SALARY) paid 
in connection with my training.  These fees are reflected in Section C Costs and 
Billing Information. Note: Additional information about fees and expenses can be 
found in the Guide to Human Resource Reporting (GHRR). 
http://www.opm.gov/feddata/ghrr/index.asp 


I FURTHER AGREE that, if I voluntarily leave the agency to enter the service of 
another Federal agency or other organization in any branch of the Government 
before completing the period of service agreed,  I will give my organization written 
notice of at least ten working days during which time a determination concerning 
reimbursement will be made. If I fail to give this advance notice, I AGREE to pay 
the full amount of additional expenses 5 U.S.C. 4108 (a) (2) incurred by the 
Government in this training. 


3.
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4. I understand that any amount of money which may be due to the agency as a 
result of any failure on my part to meet the terms of this agreement may be 
withheld from any monies owed me by the Government, or may be recovered by 
such other methods as are approved by law. 


5. I FURTHER AGREE to obtain approval from my organization and the person 
responsible for authorizing government training requests of any proposed change 
in my approved training program involving course and schedule changes, 
withdrawals or incompletions, and increased costs. 


I acknowledge that this agreement does not in any way commit the Government 
to continue my employment. I understand that if there is a transfer of my service 
obligation to another Federal agency or other organization in any branch of the 
Government, the agreements will remain in effect until I have completed my 
obligated service with that other agency or organization. 


6.


Period of obligated Service: ______________________________________  
  
  
Employee's Signature: __________________________________________   
  
  
Date: __________________ 
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Agency Training Electronic Reporting Instructions


General Instructions:


1.    You must complete all questions in sections A-E on the training application.  In addition, your financial 
institution must complete Section F Certification of Training Completion and Evaluation section.  


  
2.    Electronic Requirements - An agency should only submit data for completed training that is defined as a 


training event for which the student has accomplished all components in the title of the event.  
  
3.    Collection of training data requires completed training events and that all mandatory data elements have 


been recorded. Training may vary from agency to agency. This form provides conformity and 
standardization for the required core data. 


  
4.    Codes for underlined elements will link you to the chart.  Identify the correct code, then return to the form 


(links will not automatically return you to the form).


Section A - Trainee Information


1.    Applicant's Name - Last Name, First Name, Middle Initial.


 2.    Social Security Number - Use employee's nine (9) digit SSN. (123-45-6789)
OR 


 Federal Employee Number -The unique number that Enterprise Human Resources Integration 
(EHRI) will assign to an employee to identify employee records within the EHRI system. (Agency)


3.    Date of Birth  (format yyyy-mm-dd) - Employee's date of birth (e.g. if employee's birth date is 
March 25, 1951, it would appear as (1951-03-25).


4.    Home Address - Employee's home address, include the street number, city, state, and zip code.


5.    Home Telephone Number - Employee's area code, home telephone number.


6.    Position Level - Select whether the employee's position level is one of the following:


6a.  Non supervisory - Anyone who does not have supervisory/team leader responsibilities.


6b.  Supervisory - First line supervisors who do not supervise other supervisors; typically    
those who are responsible for an employee's performance appraisal or approval of 
their leave.


6c.  Manager - Those in management positions who typically supervise one or more 
supervisors. 


6d.  Executive - Members of the Senior Executive Service (SES) or equivalent.


7.    Organization Mailing Address - This is the internal agency address of the employee   
Branch-Division/Office/Bureau/Agency, include the street name, city, state and zip code. 


8.    Office Telephone Number - Insert the employee's area code, office telephone number and extension. 


9.    Work E-mail Address - Agency e-mail address.


10.  Position Title - Employee's current position within the agency.
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Section A - Trainee Information  (Continued)


11.   Does Applicant Need Special Accommodations? - Indicate "Yes" or "No".  If the applicant is 
in need of special arrangements (brailing, taping, interpreters, facility accessibility, etc), describe 
the  requirements in the space provided or on a separate sheet. 


12.   Type of Appointment  - The employee type of appointment 
(e.g., Career Conditional (CC), Career (C), Temporary (Temp.), Schedule A, etc.).


13.   Education Level -Use the employee educational level codes listed below.


Code Short Description Long Description (If Applicable)
1


No formal education or some  
elementary school--did not complete


Elementary school means grades 1 through 8,  
or equivalent, not completed. 


2 Elementary school  
completed--no high school 


Grade 8 or equivalent completed. 


3 Some high school--did not graduate High school means grades 9 through 12, or equivalent.  


4 High school graduate or certificate  
of equivalency


5 Terminal occupational  
program--did not complete 


Program extending beyond grade 12, usually no more than 
three years; designed to prepare students for immediate 
employment in an occupation or cluster of occupations; not  
designed as the equivalent of the first two or three years of 
a baccularate degree program.  Includes cooperative 
training or apprenticeship  consisting of formal classroom 
instruction coupled with on-the-job training. 


6 Terminal occupational  
program--certificate of completion, 
diploma or equivalent 


See code 5 above for definition of terminal occupational 
program. Two levels are recognized: (1) The technical 
and/or semi-professional level preparing technicians or  
semiprofessional personnel in engineering and  
nonengineering fields; and (2) the craftsman/clerical level 
training artisans, skilled operators, and clerical workers. 


7 Some college--less than one year Less than 30 semester hours completed. 


8 One year college  0-59 semester hours or 45-89 quarter hours completed. 


9 Two years college  60-89 semester hours or 90-134 quarter hours completed. 


10 Associate Degree 2-year college degree program completed.


11 Three years college 90-119 semester hours or 135-179 quarter hours completed.


12 Four years college 120 or more semester hours or 180 or more quarter hours 
completed--no baccularate (Bachelor's) degree. 


13 Bachelor's Degree Requires completion of at least four, but no more than five, 
years of academic work; includes Bachelor's degree 
conferred in a cooperative business, industry, or 
Government to allow student to combine actual work 
experience with college studies. 



jef.cramer

One Year College

30-59 semester hours or 45-89 quarter hours completed. 
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Post-Bachelor's


Code Long Description (If Applicable)


14 Some academic work beyond (at a higher level than) the 
Bachelor's degree but no additional higher degree. 


15 First professional Signifies the completion of academic requirements for 
selected professions that are based on programs requiring 
at least two academic years of previous college work for 
entrance and a total of at least six academic years of 
college work for completion, e.g., Dentistry (D.D.S. or 
D.M.D.), Law (LL. B. or J.D.), Medicine (M.D.), Theology 
(B.D.), Veterinary Medicine (D.V.M.), Chiropody or Podiatry 
(D.S.C. or D.P.), Optometry (O.D.), and Osteopathy (D.O.). 


Short Description


Some academic work beyond (at a higher level than) the 
first professional degree but no additional higher degree. 


16 Post-first professional


Section A - Trainee Information  (Continued)


For liberal arts and sciences customarily granted upon 
successful completion of one (sometimes two) academic 
years beyond the Bachelor's degree. In professional fields, 
an advanced degree beyond the first professional but below 
the Ph.D., e.g., the LL.M.; M.S. in surgery following the 
M.D.; M.S.D., Master of Science in Dentistry; M.S.W., 
Master of Social Work, and MA, Master of Arts.


Master's degree17


Some academic work beyond (at a higher level than) the 
Master's degree but no additional higher degree. 


18 Post-Master's


Includes such degrees as Advanced Certificate in Education, 
Advanced Master of Education, Advanced Graduate 
Certificate, Advanced Specialist in Education Certificate, 
Certificate of Advanced Graduate Study, Certificate of 
Advanced Study, Advanced Degree in Education, Specialist in 
Education, Licentiate in Philosophy, Specialist in Guidance and 
Counseling, Specialist in Art, Specialist in Science, Specialist in 
School Administration, Specialist in School Psychology, and 
Licentiate in Sacred Theology.


Sixth-year degree19


Some academic work beyond (at a higher level than) the 
sixth-year degree but no additional higher degree. 


20 Post-sixth year


Includes such degrees as Doctor of Education, Doctor of 
Juridical Science, Doctor of Public Health, and the Ph.D. (or 
equivalent) in any field. Does not include a Doctor's degree 
that is a first professional degree, per code 15. 


21 Doctorate degree


Work beyond the Doctorate. 22 Post-Doctorate


17.  Step - The employee must insert the appropriate step. (1-10)


16.  Grade - The employee's grade level. (1-15)


15.  Series - The position classification four digit series. (e.g., 0201)


14.  Pay Plan - The employee's pay plan. (e.g., GS, WG, ES…Pay Band)
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Section B - Training Course Data


1a.   Name and Mailing Address of Training Vendor - Street number, city, state, and ZIP code of the 
appropriate vendor. (Agency specific) 


1b.   Location of the Training Site - Provide mailing address of the training site if different from 1a. 
(Agency specific) 


1c.   Vendor Telephone Number - Self explanatory. (Agency specific) 


1d.   Vendor E-mail Address - Self explanatory. (Agency specific) 


2a.   Course Title - Insert the title of the course or the program that the employee is scheduled to complete. 


2b.   Course Number Code - Insert the Course Number Code. 


3.    Training Start Date - Insert the start date of the training completed by the employee. (yyyy-mm-dd)  


4.    Training End Date - Insert the end date of the training completed by the employee. (yyyy-mm-dd) 


5.    Training Duty Hours - Insert the number of duty hours for training. 


6.    Training Non Duty Hours -Insert the number of non-duty hours for training. 


7.    Training Purpose Type - Insert the purpose for taking this course or program using the appropriate 
training purpose type code.  


Training to acquire the knowledge, skills and abilities 
needed as a result of assignment to new duties and 
responsibilities when such training is not part of a planned, 
career development program (e.g., training provided to a 
staffing specialist who has been newly assigned to a 
position involving classification duties).


06 Retention Training/education used to address staffing issue of retaining 
an employee (e.g., academic degree training).


Short Description


8.    Training Type Code - There are three (3) different Training Type Codes. The employee must select one 
from the Training Type Codes. (Select from the chart on pages 10-12 .) 


9.    Training Sub-Type Code - There are Sub-Type Categories for each of the three (3) different Training 
Type Codes.  Select one (1) Sub-Type Category code that applies to the training type code you selected. 
(Select from the chart on pages 10-12.)  


Long Description (If Applicable)Code
01 Training to provide the knowledge, skills and abilities 


needed as a result of agency mission, policies, or 
procedures. 
.


03 
 


Improve/Maintain Present 
Performance


04 
 


05 
  
 


Future Staffing Needs


Training to acquire the knowledge, skills and abilities needed 
for fields of work for which the labor market cannot produce  
a sufficient number of trained candidates (e.g., air traffic 
controllers or Information Technology (IT) professionals).


Training to provide the knowledge, skills, and abilities 
needed to meet future staffing needs (e.g.,. to implement 
succession planning).


Develop Unavailable Skills


Program/Mission


Training to provide the knowledge, skills and abilities 
needed to improve or maintain proficiency in present job.


New Work Assignment02
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Section B - Training Course Data (Continued)


Training Type Code Training Sub Type Code


01 - Legal
Education or training in the concepts, principles, and theories, or 
techniques of law.


02 - Medical and Health


Education or training in the concepts, principles, and theories, or 
techniques of medicine.


03 - Scientific


Education or training in the concepts, principles, and theories, or 
techniques of disciplines such as the physical, biological, natural, and 
social sciences; education; economics; mathematics; or statistics.


04 - Engineering or Architecture


Education or training in the concepts, principles, and theories, or 
techniques of disciplines such as architecture and engineering.


05 - Human Resources


Education or training in the concepts, principles, and theories of such 
fields as: public administration, personnel training, equal employment 
opportunity, human resources policy analysis, succession planning, 
performance management, classification, and staffing.


06 - Budget/Finance Business Administration


Education or training in the concepts, principles, and theories of 
business administration, accounts payable and receivable, auditing 
and internal control, and cash management.


07 - Planning and Analysis


Education or training in the concepts, principles, and theories of systems 
analysis; policy, program or management analysis; or planning, including 
strategic planning.


08 - Information Technology
Education and training in the concepts and application of data and the 
processing thereof; e.g., the automatic acquisition, storage, manipulation 
(including transformation), management, system analysis, movement, 
control, display, switching, interchange, transmission or reception of 
data, computer security and the development and use of the hardware, 
software, firmware, and procedures associated with this processing.  
This training type does not include any IT training on agency proprietary 
sytems.


09 - Project Management
Education and training in the concepts, principles, and theories necessary 
to develop, modify, or enhance a product, service, or system which is 
constrained by the relationships among scope, resources, and time.


10 - Acquisition
Education or training in the concepts, principles, and theories or 
techniques related to the 1102 occupation, e.g., procurement, contracting.


11 - Logistic Specialty
Training for professional skills of a specialized nature in the methods and 
techniques of such fields as supply, procurement, transportation, or air 
traffic control.


12 - Security
Training of a specialized nature in the methods and techniques of 
investigation, physical security, personal security, and police science.



jef.cramer

01 - Training Type

01 - Training Program Area
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Section B - Training Course Data (Continued)


Training Type Code Training Sub Type Code


01  - Training Program Area
        (continued)


13 - Clerical (Non-supervisory clerical/administrative)


Training in skills such as office management, typing, shorthand, computer 
operating, letter writing, telephone techniques; or word processing.


14 - Trade and Craft


Training in the knowledge, skills, and abilities needed in such fields as 
electronic equipment installation, maintenance, or repair; tool and die 
making; welding, and carpentry.


15 - Foreign Affairs
Training for professional skills of a specialized nature in the methods and 
techniques of such fields as foreign languages, foreign culture, diplomacy, 
or strategic studies.


20 - Presupervisory Program


Development/training program for non-supervisors.
Description: Formal 
developmental/training 
programs.


   Training Area
02  - Developmental 


21 - Supervisory Program
Development/training program which provides education or training in 
supervisory principles and techniques in such subjects as personnel 
policies and practices (including equal employment opportunity, merit 
promotion, and labor relations); human behavior and motivation; 
communication processes in supervision, work planning, scheduling, and 
review; and performance evaluation for first-line supervisors.


22 - Management Program


Development/training program which provides mid-management level 
education or training in the concepts, principles, and theories of such 
subject matters as public policy formulation and implementation, 
management principles and practices, quantitative approaches to 
management, or management planning organizing and controlling. 
(Supervisors of supervisors; GS-14/15 supervisors; GS-14/15 direct 
reports to SES).


23 - Leadership Development Program


Formal developmental program that provides leadership training and 
development opportunities.


24 - SES Candidate Development


OPM-approved program to prepare potential SES members.


25 - Executive Development
Continuing development for leaders above the GS-15 level.


26 - Mentoring Program
Formal stand-alone program with established goals and measured 
outcomes. Open to all who qualify; protégées and mentors paired to 
facilitate compatibility, training and support provided, and company 
benefits directly.


27 - Coaching Program


Formal stand-alone program which provides ongoing partnership with 
an employee and coach that helps employee produce desired results 
in professional life.


16 - Leadership/Manager/Communications Courses


Training that addresses skill areas such as  Leadership/Management and 
Communication (e.g., written, oral and interpersonal) coursework.
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Section B - Training Course Data (Continued)


Training Type Code Training Sub Type Code


03  - Basic Training Area


Description: Fundamental 
and/or required training 
programs.


30 - Employee Orientation


Training of a general nature to provide an understanding of the 
organization and missions of the Federal Government, employing 
agency or activity, or a broad overview and understanding of matters of 
public policy.


31 - Adult Basic Education
Education or training to provide basic completeness in such subjects as 
remedial reading, grammar, arithmetic, lip reading or Braille.


32 - Federally Mandated Training
Mandatory training for all employees Govermentwide. This includes 
training mandated by federal statute or regulation; such as in the areas 
of computer security awareness (5 CFR 930.301-305), ethics (5 CFR 
2638.703 and 704), or executives, managers, and supervisors (5 CFR 
Part 412).   


33 - Work-life
Training to promote work-life (e.g., health and wellness training, employee 
retirement/benefits training, etc).


Training involving development of employees ability to relate to others 
( e.g., customer service, dealing with difficult people, etc).


34 - Soft Skills


35 - Agency Required Training
Agency specific training required by the agency and provided to Federal 
employees in order to achieve the goals and objectives of the Agency as 
needed. For example: agency training based on Inspector General's 
Audit; agency training aimed at improving individual's needs based on 
Performance Improvement Plan (PIP); agency training based on signing 
agreement between Union and Management. 


10.   Training Delivery Type Code -- 


01 Traditional Classroom (no technology)


On the Job


Technology Based


Individual or multiple person led, face-to-face training.


Formal methods/activities planned and structured to promote 
learning by doing; e.g., detail assignments/programs.


An organized learning event which has an announced 
educational or instructional purpose; more than half the time is 
scheduled for a planned, organized exchange of information 
between presenters and audience which meets the definition of 
training in 5 U.S.C. 4110; content of the conference/retreat is 
germane to improving individual and/or organizational 
performance; and developmental benefits will be derived 
through the employee's attendance.


04


Training that requires two or more methods of delivery that 
must be completed in order to satisfy the educational 
requirements.


Blended05


06 Correspondence


Conference/workshop


Methods mainly using technology, which may include tutorials 
embedded in software, CD ROM products, Web-based courses, 
and interactive media.


Code Short Description Long Description (If Applicable)


02


03


Self-study course material: Training provided via the 
assignment of non-interactive methods such as a 
book, document, regulation, or manual.
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11.   Training Designation Type Code - Select and insert the appropriate training credit designation 
type code: 


01


Continuing Education Unit


05


04


03


02


Post Graduate Credit


N/A


Code Short Description Long Description (If Applicable)


Graduate Credit


Undergraduate Credit N/A 


N/A 


N/A 


N/A 


N/A


13.   Training Credit Type Code - Select and insert the appropriate training credit designation type code:
Short DescriptionCode


01 Semester Hours


02 Quarter Hours


03 Continuing Education Unit


14.   Training Accreditation Indicator - Insert a Yes (Y) or No (N).  


15.   Continued Service Agreement Required Indicator - Insert Yes (Y) or No (N) or non applicable (N/A) in  
        appropriate space. (Agency response.)


16.   Continued Service Agreement Expiration Date  - (Enter date as yyyy-mm-dd). 
 
17.   Training Source Type Code -- 


01 Government Internal Training provided by a Federal department, agency, 
or independent establishment for its own employees.


02 Government External Training provided by an interagency training activity, or a 
Federal department, agency, or independent establishment 
other than the one which currently employs the trainee.


03 Non-government Sources include commercial or industrial concern, educational 
institutions, professional societies or associations, or consultants 
or individuals who are not Government employees, (but are 
contracted to develop and/or provide training course or 
program.)


04 Government State/Local Training provided by a state, county, or municipal 
Government. Education provided by State-operated or other 
public educational institutions is reported as non-Government.


Foreign Governments and 
Organizations


Training provided by non United States entities which may or 
may not be outside the United States.


Long Description (If Applicable)Short DescriptionCode


18.    Training Objectives - It is important that the objectives for the employee(s) enrolling in this course 
or program is related to the strategic objectives of the organization for which the employee works. 
Provide text to explain how the training event meets agency objective(s) and purpose type. 


 19.   Agency Use Only -For use by an agency as needed.


Section B - Training Course Data (Continued)


12.   Training Credit - Amount of academic credit hours of continued education units (1, 1.5, or .75) earned by 
the employee for the completed training.  (This should be completed by the agency).


05
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Section C - Costs and Billing Information


1.    Direct costs and appropriation/fund chargeable
a.  Training Tuition and Fees Cost - Insert the actual/final cost of training tuition and fees for training completed 


by the employee that was paid for by the Federal Government.


6.    Billing Instructions - Enter name and mailing address of nominating Agency Finance Office for billing purposes.


b.  Books and Materials Costs - Insert the materials cost for training completed by the employee that was paid for 
by the Federal Government.  (Refer to the Guide for Human Resources Reporting Guide at 
http://www.opm.gov/feddata/guidance.asp for more information).


c.  Total Cost - Insert the actual/final cost.


NOTE: Agency Certifying Officials are certifying the employee has completed the requirements for the training and an 
evaluation has been completed.  The requirement to evaluate training is found in 5 CFR 410.601.  The agency 
head shall evaluate training to determine how well it meets short and long-range program needs of the agency 
and the individual.  The needs should be aligned with the strategic plan to strengthen and develop the 
performance and behavior of the individual whose positive results will impact the performance of the agency.  


 


Section D - Approvals


1-3e.  Approvals - To be completed by the employee's immediate and/or second-line supervisor(s) before submission 
of application to nomination Agency Training Office.


1-1e.  Approval/Concurrence - To be completed by the nominating Agency Official who is authorized to approve or 
disapprove request. 


Section E - Approvals/Concurrence 
 


Section F - Certification of Training Completion and Evaluation


c.   Total Cost - Insert the actual/final cost.


b.  Training Per Diem Cost - Insert the actual/final per diem cost (e.g., meals, lodging, miscellaneous expenses) 
for training completed by the employee that was paid for by the Federal Government.


a.  Training Travel Cost - Insert the actual/final travel cost excluding per diem for training completed by the 
employee that was paid for by the Federal Government.


2.    Indirect costs and appropriation/fund chargeable


3.    Total Training Non-Government Contribution Cost - Insert the cost contributed by the employee or other 
non-Government organizations for the training completed by the employee. 


4.    Document/Purchase Order/Requisition Number - Enter Document/Purchase Order/Requisition Number for 
reimbursement of training costs to responsible Training Vendor.  This number is to be referenced in the billing 
process.


5.    8-Digit Station Symbol  - Fill in 8-digit station symbol of the nominating Agency Finance Office.
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AUTHORIZATION, AGREEMENT 

AND CERTIFICATION OF TRAINING  

B. Request Status (Mark (X) one)  

B. Request Status, choose one from the four choices. Use the up or down arrow keys to move from one choice to the next. Use the tab key to move to the next field.

6. Position Level (Mark (X) one)  

6. Position Level, choose one from the four choices. Use the up or down arrow keys to move from one choice to the next. Use the tab key to move to the next field.

14. Training Accreditation Indicator        (Check below)

11. Does applicant need special accommodation

Section A - TRAINEE INFORMATION

Please read instructions on page 6 before completing this form

Section C - COSTS AND BILLING INFORMATION 

NSN 7540-01-008-3901 

15.  Continued Service Agreement       Required Indicator  (Check below)

1. Direct Costs and Appropriation / Fund Chargeable  

Item

Amount

Appropriation Fund

a. Tuition and Fees

b. Books & Material Costs

c. TOTAL

Item

Amount

Appropriation Fund

a. Travel

b. Per Diem

c. TOTAL

Section B - TRAINING COURSE DATA 

11. Does applicant need special 
      accomodation?  

2. Indirect Costs and Appropriation / Fund Chargeable  

15. Continued Service Agreement Required?

14. Training Accreditation Indicator Required?

TRAINING FACILITY    ~   Bills should be sent to office indicated in item C6.  l  Please refer to number given in item C4 to assure prompt payment.  

Section D - APPROVALS 

Section E - APPROVALS / CONCURRENCE 

Section F - CERTIFICATION OF TRAINING COMPLETION AND EVALUATION 

Authorizing Official Concurrence Approval

Privacy Act Statement

Authority ─ This information is being collected under the authority of 5 U.S.C. § 4115, a provision of The Government Employees Training Act.

Purposes and Uses ─ The primary purpose of the information collected is for use in the administration of the Federal Training Program (FTP) to document the nomination of trainees and completion of training. Information collected may also be provided to other agencies and to Congress upon request. This information becomes a part of the permanent employment record of participants in training programs, and should be included in the Governmentwide electronic system, (the Enterprise Human Resource Integration system (EHRI) and is subject to all of the published routine uses of that system of records. 

Effects and Nondisclosure ─ Providing the personal information requested is voluntary; however, failure to provide this information may result in ineligibility for participation in training programs or errors in the processing of training you have applied for or completed.   

Information Regarding Disclosure of your Social Security Number (SSN) Under Public Law 93-579, Section 7(b) ─ Solicitation of SSNs by the Office of Personnel Management (OPM) is authorized under provisions of the Executive Order 9397, dated November 22, 1943. Your SSN will be used primarily to give you recognition for completing the training and to accumulate Governmentwide training statistical data and information.  SSNs also will be used for the selection of persons to be included in statistical studies of training management matters. The use of SSNs is necessary because of the large number of current Federal employees who have identical names and/or birth dates and whose identities can only be distinguished by their SSNs. 

Employees, who are selected to training for more than a minimum period as prescribed in Title 5 USC 4108 and 5 CFR 410.309, see your supervisor for more information on the internal policies to implement a continued service agreement.

Continued Service Agreement

Note: This agreement must be signed by the nominee for Government training that exceeds 80 hours (or such other designated period, less than 80 hours as prescribed by the agency) for which the Government approves payment of training costs prior to the commencement of such training. Nothing contained in this SAMPLE agreement below shall be construed as limiting the authority of an agency to waive, in whole or in part, an obligation of an employee to pay expenses incurred by the Government in connection with the training.

To be completed by applicant:

Employees Agreement to Continue in Service

I AGREE that, upon completion of the Government sponsored training described in this authorization, if I receive salary covering the training period, I will serve in the agency three (3) times the length of the training period. If I received no salary during the training period, I agree to serve the agency for a period equal to the length of training, but in no case less than one month. (The length of part-time training is the number of hours spent in class or with the instructor. The length of full-time training is eight hours for each day of training, up to a maximum of 40 hours a week).

1.

NOTE: For the purposes of this agreement the term “agency” refers to the employing organization (such as an Executive Department or Independent Establishment), not to a segment of such organization.

2.

If I voluntarily leave the agency before completing the period of service agreed to in item 1 above, I AGREE to reimburse the agency for fees, such as the tuition and related fees, travel, and other special expenses (EXCLUDING SALARY) paid in connection with my training.  These fees are reflected in Section C Costs and Billing Information. Note: Additional information about fees and expenses can be found in the Guide to Human Resource Reporting (GHRR).

http://www.opm.gov/feddata/ghrr/index.asp 

I FURTHER AGREE that, if I voluntarily leave the agency to enter the service of another Federal agency or other organization in any branch of the Government before completing the period of service agreed,  I will give my organization written notice of at least ten working days during which time a determination concerning reimbursement will be made. If I fail to give this advance notice, I AGREE to pay the full amount of additional expenses 5 U.S.C. 4108 (a) (2) incurred by the Government in this training. 

3.

4.

I understand that any amount of money which may be due to the agency as a result of any failure on my part to meet the terms of this agreement may be withheld from any monies owed me by the Government, or may be recovered by such other methods as are approved by law. 

5.

I FURTHER AGREE to obtain approval from my organization and the person responsible for authorizing government training requests of any proposed change in my approved training program involving course and schedule changes, withdrawals or incompletions, and increased costs. 

I acknowledge that this agreement does not in any way commit the Government to continue my employment. I understand that if there is a transfer of my service obligation to another Federal agency or other organization in any branch of the Government, the agreements will remain in effect until I have completed my obligated service with that other agency or organization. 

6.

Period of obligated Service: ______________________________________ 

 

 

Employee's Signature: __________________________________________  

 

 

Date: __________________ 

Agency Training Electronic Reporting Instructions

General Instructions:

1.    You must complete all questions in sections A-E on the training application.  In addition, your financial institution must complete Section F Certification of Training Completion and Evaluation section. 

 

2.    Electronic Requirements - An agency should only submit data for completed training that is defined as a training event for which the student has accomplished all components in the title of the event. 

 

3.    Collection of training data requires completed training events and that all mandatory data elements have been recorded. Training may vary from agency to agency. This form provides conformity and standardization for the required core data.

 

4.    Codes for underlined elements will link you to the chart.  Identify the correct code, then return to the form (links will not automatically return you to the form).

Section A - Trainee Information

1.    Applicant's Name - Last Name, First Name, Middle Initial.

  

2.    Social Security Number - Use employee's nine (9) digit SSN. (123-45-6789)

                  OR

 Federal Employee Number -The unique number that Enterprise Human Resources Integration (EHRI) will assign to an employee to identify employee records within the EHRI system. (Agency)

3.    Date of Birth  (format yyyy-mm-dd) - Employee's date of birth (e.g. if employee's birth date is March 25, 1951, it would appear as (1951-03-25).

4.    Home Address - Employee's home address, include the street number, city, state, and zip code.

5.    Home Telephone Number - Employee's area code, home telephone number.

6.    Position Level - Select whether the employee's position level is one of the following:

6a.  Non supervisory - Anyone who does not have supervisory/team leader responsibilities.

6b.  Supervisory - First line supervisors who do not supervise other supervisors; typically      those who are responsible for an employee's performance appraisal or approval of their leave.

6c.  Manager - Those in management positions who typically supervise one or moresupervisors. 

6d.  Executive - Members of the Senior Executive Service (SES) or equivalent.

7.    Organization Mailing Address - This is the internal agency address of the employee   Branch-Division/Office/Bureau/Agency, include the street name, city, state and zip code. 

8.    Office Telephone Number - Insert the employee's area code, office telephone number and extension. 

9.    Work E-mail Address - Agency e-mail address.

10.  Position Title - Employee's current position within the agency.

Section A - Trainee Information  (Continued)

11.   Does Applicant Need Special Accommodations? - Indicate "Yes" or "No".  If the applicant is in need of special arrangements (brailing, taping, interpreters, facility accessibility, etc), describe the  requirements in the space provided or on a separate sheet. 

12.   Type of Appointment  - The employee type of appointment(e.g., Career Conditional (CC), Career (C), Temporary (Temp.), Schedule A, etc.).

13.   Education Level -Use the employee educational level codes listed below.

Code

Short Description

Long Description (If Applicable)

1

No formal education or some  elementary school--did not complete

Elementary school means grades 1 through 8, 
or equivalent, not completed. 

2

Elementary school 

completed--no high school 

Grade 8 or equivalent completed. 

3

Some high school--did not graduate 

High school means grades 9 through 12, or equivalent.  

4

High school graduate or certificate 
of equivalency

5

Terminal occupational 

program--did not complete 

Program extending beyond grade 12, usually no more than three years; designed to prepare students for immediate employment in an occupation or cluster of occupations; not  designed as the equivalent of the first two or three years of a baccularate degree program.  Includes cooperative training or apprenticeship  consisting of formal classroom instruction coupled with on-the-job training. 

6

Terminal occupational  program--certificate of completion, diploma or equivalent 

See code 5 above for definition of terminal occupational program. Two levels are recognized: (1) The technical and/or semi-professional level preparing technicians or  semiprofessional personnel in engineering and  nonengineering fields; and (2) the craftsman/clerical level training artisans, skilled operators, and clerical workers. 

7

Some college--less than one year

Less than 30 semester hours completed. 

8

One year college 

 0-59 semester hours or 45-89 quarter hours completed. 

9

Two years college 

 60-89 semester hours or 90-134 quarter hours completed. 

10

Associate Degree

2-year college degree program completed.

11

Three years college

90-119 semester hours or 135-179 quarter hours completed.

12

Four years college

120 or more semester hours or 180 or more quarter hours completed--no baccularate (Bachelor's) degree. 

13

Bachelor's Degree

Requires completion of at least four, but no more than five, years of academic work; includes Bachelor's degree conferred in a cooperative business, industry, or Government to allow student to combine actual work experience with college studies. 

Post-Bachelor's

Code

Long Description (If Applicable)

14

Some academic work beyond (at a higher level than) the Bachelor's degree but no additional higher degree. 

15

First professional

Signifies the completion of academic requirements for selected professions that are based on programs requiring at least two academic years of previous college work for entrance and a total of at least six academic years of college work for completion, e.g., Dentistry (D.D.S. or D.M.D.), Law (LL. B. or J.D.), Medicine (M.D.), Theology (B.D.), Veterinary Medicine (D.V.M.), Chiropody or Podiatry (D.S.C. or D.P.), Optometry (O.D.), and Osteopathy (D.O.). 

Short Description

Some academic work beyond (at a higher level than) the first professional degree but no additional higher degree. 

16

Post-first professional

Section A - Trainee Information  (Continued)

For liberal arts and sciences customarily granted upon successful completion of one (sometimes two) academic years beyond the Bachelor's degree. In professional fields, an advanced degree beyond the first professional but below the Ph.D., e.g., the LL.M.; M.S. in surgery following the M.D.; M.S.D., Master of Science in Dentistry; M.S.W., Master of Social Work, and MA, Master of Arts.

Master's degree

17

Some academic work beyond (at a higher level than) the Master's degree but no additional higher degree. 

18

Post-Master's

Includes such degrees as Advanced Certificate in Education, Advanced Master of Education, Advanced Graduate Certificate, Advanced Specialist in Education Certificate, Certificate of Advanced Graduate Study, Certificate of Advanced Study, Advanced Degree in Education, Specialist in Education, Licentiate in Philosophy, Specialist in Guidance and Counseling, Specialist in Art, Specialist in Science, Specialist in School Administration, Specialist in School Psychology, and Licentiate in Sacred Theology.

Sixth-year degree

19

Some academic work beyond (at a higher level than) the sixth-year degree but no additional higher degree. 

20

Post-sixth year

Includes such degrees as Doctor of Education, Doctor of Juridical Science, Doctor of Public Health, and the Ph.D. (or equivalent) in any field. Does not include a Doctor's degree that is a first professional degree, per code 15. 

21

Doctorate degree

Work beyond the Doctorate. 

22

Post-Doctorate

17.  Step - The employee must insert the appropriate step. (1-10)

16.  Grade - The employee's grade level. (1-15)

15.  Series - The position classification four digit series. (e.g., 0201)

14.  Pay Plan - The employee's pay plan. (e.g., GS, WG, ES…Pay Band)

Section B - Training Course Data

1a.   Name and Mailing Address of Training Vendor - Street number, city, state, and ZIP code of the appropriate vendor. (Agency specific)

1b.   Location of the Training Site - Provide mailing address of the training site if different from 1a. (Agency specific)

1c.   Vendor Telephone Number - Self explanatory. (Agency specific)

1d.   Vendor E-mail Address - Self explanatory. (Agency specific)

2a.   Course Title - Insert the title of the course or the program that the employee is scheduled to complete.

2b.   Course Number Code - Insert the Course Number Code.

3.    Training Start Date - Insert the start date of the training completed by the employee. (yyyy-mm-dd) 

4.    Training End Date - Insert the end date of the training completed by the employee. (yyyy-mm-dd)

5.    Training Duty Hours - Insert the number of duty hours for training.

6.    Training Non Duty Hours -Insert the number of non-duty hours for training.

7.    Training Purpose Type - Insert the purpose for taking this course or program using the appropriate training purpose type code.  

Training to acquire the knowledge, skills and abilities needed as a result of assignment to new duties and responsibilities when such training is not part of a planned, career development program (e.g., training provided to a staffing specialist who has been newly assigned to a position involving classification duties).

06

Retention

Training/education used to address staffing issue of retaining an employee (e.g., academic degree training).

Short Description

8.    Training Type Code - There are three (3) different Training Type Codes. The employee must select one from the Training Type Codes. (Select from the chart on pages 10-12 .)

9.    Training Sub-Type Code - There are Sub-Type Categories for each of the three (3) different Training Type Codes.  Select one (1) Sub-Type Category code that applies to the training type code you selected. (Select from the chart on pages 10-12.)  

Long Description (If Applicable)

Code

01

Training to provide the knowledge, skills and abilities needed as a result of agency mission, policies, or procedures.

.

03

 

Improve/Maintain Present 
Performance

04

 

05

 

 

Future Staffing Needs

Training to acquire the knowledge, skills and abilities needed for fields of work for which the labor market cannot produce 
a sufficient number of trained candidates (e.g., air traffic controllers or Information Technology (IT) professionals).

Training to provide the knowledge, skills, and abilities needed to meet future staffing needs (e.g.,. to implement succession planning).

Develop Unavailable Skills

Program/Mission

Training to provide the knowledge, skills and abilities needed to improve or maintain proficiency in present job.

New Work Assignment

02

Section B - Training Course Data (Continued)

Training Type Code

Training Sub Type Code

01 - Legal

Education or training in the concepts, principles, and theories, or techniques of law.

02 - Medical and Health

Education or training in the concepts, principles, and theories, or techniques of medicine.

03 - Scientific

Education or training in the concepts, principles, and theories, or techniques of disciplines such as the physical, biological, natural, and social sciences; education; economics; mathematics; or statistics.

04 - Engineering or Architecture

Education or training in the concepts, principles, and theories, or techniques of disciplines such as architecture and engineering.

05 - Human Resources

Education or training in the concepts, principles, and theories of such fields as: public administration, personnel training, equal employment opportunity, human resources policy analysis, succession planning, performance management, classification, and staffing.

06 - Budget/Finance Business Administration

Education or training in the concepts, principles, and theories of business administration, accounts payable and receivable, auditing and internal control, and cash management.

07 - Planning and Analysis

Education or training in the concepts, principles, and theories of systems analysis; policy, program or management analysis; or planning, including strategic planning.

08 - Information Technology

Education and training in the concepts and application of data and the processing thereof; e.g., the automatic acquisition, storage, manipulation (including transformation), management, system analysis, movement, control, display, switching, interchange, transmission or reception of data, computer security and the development and use of the hardware, software, firmware, and procedures associated with this processing.  This training type does not include any IT training on agency proprietary sytems.

09 - Project Management

Education and training in the concepts, principles, and theories necessary to develop, modify, or enhance a product, service, or system which is constrained by the relationships among scope, resources, and time.

10 - Acquisition

Education or training in the concepts, principles, and theories or techniques related to the 1102 occupation, e.g., procurement, contracting.

11 - Logistic Specialty

Training for professional skills of a specialized nature in the methods and techniques of such fields as supply, procurement, transportation, or air traffic control.

12 - Security

Training of a specialized nature in the methods and techniques of investigation, physical security, personal security, and police science.

Section B - Training Course Data (Continued)

Training Type Code

Training Sub Type Code

01  - Training Program Area

        (continued)

13 - Clerical (Non-supervisory clerical/administrative)

Training in skills such as office management, typing, shorthand, computer operating, letter writing, telephone techniques; or word processing.

14 - Trade and Craft

Training in the knowledge, skills, and abilities needed in such fields as electronic equipment installation, maintenance, or repair; tool and die making; welding, and carpentry.

15 - Foreign Affairs

Training for professional skills of a specialized nature in the methods and techniques of such fields as foreign languages, foreign culture, diplomacy, or strategic studies.

20 - Presupervisory Program

Development/training program for non-supervisors.

Description: Formal developmental/training programs.

   Training Area

02  - Developmental 

21 - Supervisory Program

Development/training program which provides education or training in supervisory principles and techniques in such subjects as personnel policies and practices (including equal employment opportunity, merit promotion, and labor relations); human behavior and motivation; communication processes in supervision, work planning, scheduling, and review; and performance evaluation for first-line supervisors.

22 - Management Program

Development/training program which provides mid-management level education or training in the concepts, principles, and theories of such subject matters as public policy formulation and implementation, management principles and practices, quantitative approaches to management, or management planning organizing and controlling. (Supervisors of supervisors; GS-14/15 supervisors; GS-14/15 direct reports to SES).

23 - Leadership Development Program

Formal developmental program that provides leadership training and development opportunities.

24 - SES Candidate Development

OPM-approved program to prepare potential SES members.

25 - Executive Development

Continuing development for leaders above the GS-15 level.

26 - Mentoring Program

Formal stand-alone program with established goals and measured outcomes. Open to all who qualify; protégées and mentors paired to facilitate compatibility, training and support provided, and company benefits directly.

27 - Coaching Program

Formal stand-alone program which provides ongoing partnership with an employee and coach that helps employee produce desired results in professional life.

16 - Leadership/Manager/Communications Courses

Training that addresses skill areas such as  Leadership/Management and Communication (e.g., written, oral and interpersonal) coursework.

Section B - Training Course Data (Continued)

Training Type Code

Training Sub Type Code

03  - Basic Training Area

Description: Fundamental and/or required training programs.

30 - Employee Orientation

Training of a general nature to provide an understanding of the organization and missions of the Federal Government, employing agency or activity, or a broad overview and understanding of matters of public policy.

31 - Adult Basic Education

Education or training to provide basic completeness in such subjects as remedial reading, grammar, arithmetic, lip reading or Braille.

32 - Federally Mandated Training

Mandatory training for all employees Govermentwide. This includes training mandated by federal statute or regulation; such as in the areas of computer security awareness (5 CFR 930.301-305), ethics (5 CFR 2638.703 and 704), or executives, managers, and supervisors (5 CFR Part 412).   

33 - Work-life

Training to promote work-life (e.g., health and wellness training, employee retirement/benefits training, etc).

Training involving development of employees ability to relate to others( e.g., customer service, dealing with difficult people, etc).

34 - Soft Skills

35 - Agency Required Training

Agency specific training required by the agency and provided to Federal employees in order to achieve the goals and objectives of the Agency as needed. For example: agency training based on Inspector General's Audit; agency training aimed at improving individual's needs based on Performance Improvement Plan (PIP); agency training based on signing agreement between Union and Management. 

10.   Training Delivery Type Code -- 

01

Traditional Classroom (no technology)

On the Job

Technology Based

Individual or multiple person led, face-to-face training.

Formal methods/activities planned and structured to promote learning by doing; e.g., detail assignments/programs.

An organized learning event which has an announced educational or instructional purpose; more than half the time is scheduled for a planned, organized exchange of information between presenters and audience which meets the definition of training in 5 U.S.C. 4110; content of the conference/retreat is germane to improving individual and/or organizational performance; and developmental benefits will be derived through the employee's attendance.

04

Training that requires two or more methods of delivery that must be completed in order to satisfy the educational requirements.

Blended

05

06

Correspondence

Conference/workshop

Methods mainly using technology, which may include tutorials embedded in software, CD ROM products, Web-based courses, and interactive media.

Code

Short Description

Long Description (If Applicable)

02

03

Self-study course material: Training provided via the assignment of non-interactive methods such as a book, document, regulation, or manual.

11.   Training Designation Type Code - Select and insert the appropriate training credit designationtype code: 

01

Continuing Education Unit

05

04

03

02

Post Graduate Credit

N/A

Code

Short Description

Long Description (If Applicable)

Graduate Credit

Undergraduate Credit

N/A

N/A

N/A

N/A

N/A

13.   Training Credit Type Code - Select and insert the appropriate training credit designation type code:

Short Description

Code

01

Semester Hours

02 

Quarter Hours

03 

Continuing Education Unit

14.   Training Accreditation Indicator - Insert a Yes (Y) or No (N).  

15.   Continued Service Agreement Required Indicator - Insert Yes (Y) or No (N) or non applicable (N/A) in 

        appropriate space. (Agency response.)

16.   Continued Service Agreement Expiration Date  - (Enter date as yyyy-mm-dd).

 

17.   Training Source Type Code -- 

01

Government Internal

Training provided by a Federal department, agency, or independent establishment for its own employees.

02

Government External

Training provided by an interagency training activity, or a Federal department, agency, or independent establishment other than the one which currently employs the trainee.

03

Non-government

Sources include commercial or industrial concern, educational institutions, professional societies or associations, or consultants or individuals who are not Government employees, (but are contracted to develop and/or provide training course or program.)

04

Government State/Local

Training provided by a state, county, or municipal Government. Education provided by State-operated or other public educational institutions is reported as non-Government.

Foreign Governments and Organizations

Training provided by non United States entities which may or may not be outside the United States.

Long Description (If Applicable)

Short Description

Code

18.    Training Objectives - It is important that the objectives for the employee(s) enrolling in this courseor program is related to the strategic objectives of the organization for which the employee works. Provide text to explain how the training event meets agency objective(s) and purpose type.

 19.   Agency Use Only -For use by an agency as needed.

Section B - Training Course Data (Continued)

12.   Training Credit - Amount of academic credit hours of continued education units (1, 1.5, or .75) earned by the employee for the completed training.  (This should be completed by the agency).

05

Section C - Costs and Billing Information

1.    Direct costs and appropriation/fund chargeable

a.  Training Tuition and Fees Cost - Insert the actual/final cost of training tuition and fees for training completed by the employee that was paid for by the Federal Government.

6.    Billing Instructions - Enter name and mailing address of nominating Agency Finance Office for billing purposes.

b.  Books and Materials Costs - Insert the materials cost for training completed by the employee that was paid for by the Federal Government.  (Refer to the Guide for Human Resources Reporting Guide at http://www.opm.gov/feddata/guidance.asp for more information).

c.  Total Cost - Insert the actual/final cost.

NOTE: Agency Certifying Officials are certifying the employee has completed the requirements for the training and an evaluation has been completed.  The requirement to evaluate training is found in 5 CFR 410.601.  The agency head shall evaluate training to determine how well it meets short and long-range program needs of the agency and the individual.  The needs should be aligned with the strategic plan to strengthen and develop the performance and behavior of the individual whose positive results will impact the performance of the agency. 

 

Section D - Approvals

1-3e.  Approvals - To be completed by the employee's immediate and/or second-line supervisor(s) before submission of application to nomination Agency Training Office.

1-1e.  Approval/Concurrence - To be completed by the nominating Agency Official who is authorized to approve or disapprove request. 

Section E - Approvals/Concurrence

 

Section F - Certification of Training Completion and Evaluation

c.   Total Cost - Insert the actual/final cost.

b.  Training Per Diem Cost - Insert the actual/final per diem cost (e.g., meals, lodging, miscellaneous expenses)for training completed by the employee that was paid for by the Federal Government.

a.  Training Travel Cost - Insert the actual/final travel cost excluding per diem for training completed by the employee that was paid for by the Federal Government.

2.    Indirect costs and appropriation/fund chargeable

3.    Total Training Non-Government Contribution Cost - Insert the cost contributed by the employee or other non-Government organizations for the training completed by the employee. 

4.    Document/Purchase Order/Requisition Number - Enter Document/Purchase Order/Requisition Number for reimbursement of training costs to responsible Training Vendor.  This number is to be referenced in the billing process.

5.    8-Digit Station Symbol  - Fill in 8-digit station symbol of the nominating Agency Finance Office.
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