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MACP  (690-400a)

MEMORANDUM FOR USMA Staff

SUBJECT:  Training and Development of Civilian Employees

1.  I consider training and development of the civilian workforce a primary responsibility of our managers and supervisors.  It is an absolute necessity if we are to keep abreast of today’s rapid technological and managerial changes and meet the challenges of the future.  An important aspect is to ensure effective and timely job-essential training which will enhance each employee’s performance and consequently advance the mission.  Only through proper training and development can we be sure our workforce is fully equipped to perform its duties.

2.  The training program at the United States Military Academy is a partnership with management, the Civilian Personnel Advisory Center (CPAC), the Northeast Civilian Personnel Operations Center (CPOC) and the training participant.  Our CPAC works closely with the CPOC to schedule and administer training.  The regional approach allows USMA to offer a wide range of courses which are open to all members of the Army community.  Use of the Internet has enhanced our ability to provide training opportunities.  Army’s pursuit of distance learning is yet another facet of future training for our workforce.  

3.  The FY00 USMA Guide to Civilian Training and On-site Training Program is provided to you to use in meeting some of your training needs and requirements.  The guide is a result of training surveys conducted at USMA and courses offered by the CPOC.  The guide is not all inclusive but provides a basic approach to training available and provides sources for searching out more specific training.  Any questions or requirements for further information can be directed to your activity personnel advisor at the CPAC.  

4.  I encourage all of you to take advantage of learning opportunities in areas such as leadership, communication, safety, automation, working in teams, contracting, and customer satisfaction.  Training can equip your employees with the critical skills which will support the mission..






GRANT M. SMITH






Colonel, EN






  
     Chief of Staff
FY00 CPAC ON-SITE TRAINING SCHEDULE



MONTH
DATE
COURSE TITLE

OCTOBER




5 & 6 Oct 99
CUSTOMER SERVICE


12 Oct 99
IMPAC Credit Card


14-Oct-99
MARKS


20-Oct-99
ADVANCED Functional Process Improvements (FPI) (Queries/Rpts)


27-Oct-99
Supplement to Basic Supervisory Development

NOVEMBER




4-Nov-99
Resume Writing for Resumix


5-Nov-99
Functional Process Improvements (FPI)


9-Nov-99
IMPAC Credit Card


16 & 17 Nov 99
$$  Ldrshp Skills for Nonsupv


17-Nov-99
Automated Personnel Information


19-Nov-99
MILITARY CORRESPONDENCE





DECEMBER
3-Dec-99
NEW EMPLOYEE ORIENTATION


6-10 Dec 99
LEAD (Leadership Education Developmt for supervisors)


8-Dec-99
Functional Process Improvements (FPI)


13 & 14 Dec 99
$$ Leadership Skills for Secretaries & Administrative Assistants 


14-Dec-99
IMPAC Credit Card


15-Dec-99
Privacy Act and Freedom of Information Act 





JANUARY




7-Jan-00
Resume Writing for RESUMIX


11-Jan-00
IMPAC Credit Card


19-Jan-00
Automated Personnel Information


21-Jan-00
MARKS


24& 25 Jan 00
$$RESOLVING INTERPERSONAL CONFLICT


26-Jan-00
Functional Process Improvements (FPI)


26-28 Jan 00
$$BETTER OFFICE COMMUNICATION





FEBRUARY
10-Feb-00
OER, NCOER, & AWARDS


15-Feb-00
IMPAC Credit Card


16-Feb-00
ADVANCED Functional Process Improvements (FPI)


17-Feb-00
MILITARY CORRESPONDENCE





MARCH
3-Mar-00
New Employee Orientation


8-Mar-00
Supplement to Basic Supervisory Development


9-Mar-00
Basic Fund Control


14-Mar-00
IMPAC Credit Card


15-Mar-00
MID CAREER SEMINAR


21-23 Mar 00
$$Cost Type Service Contract Course


24-Mar-00
Functional Process Improvements (FPI)





APRIL




4-6 Apr 00
$$CLEAR WRITING THROUGH CRITICAL THINKING


5-Apr-00
Databased Accounting Reconciliation System (DARS)


5-Apr-00
Resume Writing for RESUMIX


11-Apr-00
IMPAC Credit Card


11-13 Apr 00
$$Fundamentals of Business Writing


12-Apr-00
STANFINS Data Query


18-Apr-00
CSRS Retirement


18-Apr-00
$$  Managing Stress in Chng Times


25-Apr-00
FERS RETIREMENT


26 -28 Apr 00
$$PERFORMANCE WORK STATEMENTS FOR COMMERCIAL ACTV





MAY




4-May-00
MILITARY CORRESPONDENCE


9 & 10 May 00
$$  PROJECT MANAGEMENT


11-May-00
MARKS


16-May-00
IMPAC Credit Card


16 & 17 May 00
$$REPORT WRITING


19-May-00
Automated Personnel Information


30-May-00
$$ TIME MANAGEMENT


31 May-1 Jun 00
$$ Leadership Skills for Secretaries and Admin Assistants





JUNE
2-Jun-00
NEW EMPLOYEE ORIENTATION


6 & 8 Jun 00
$$ Effective Briefing Techniques


7-Jun-00
Functional Process Improvements (FPI)


12-16 Jun 00
LEAD (Leadership Education Developmt for supervisors)


14-Jun-00
Supplement to Basic Supervisory Development


20-Jun-00
IMPAC Credit Card


20-23 Jun 00
$$Budget Formulation


21-Jun-00
ADVANCED Functional Process Improvements (FPI)


27 & 28 Jun 00
$$Advanced Briefing Techniques





JULY




11 & 12 Jul 00
$$COACHING & COUNSELING FOR PERFORMANCE


13-Jul-00
Resume Writing for RESUMIX


13-Jul-00
$$Conducting Effective Meetings


18-Jul-00
IMPAC Credit Card


18-19 Jul 00
$$Federal Budget Process


25 &26 Jul 00
$$Technical Writing





AUGUST




2&3 Aug 00
$$DEALING WITH WORKPLACE NEGATIVITY


15-Aug-00
IMPAC Credit Card


16-Aug-00
ADVANCED Functional Process Improvements (FPI)


16-Aug-00
$$Conquering Procrastination


23-Aug-00
Supplement to Basic Supervisory Development


29-Aug-00
$$MENTORING SKILLS





SEPTEMBER
8-Sep-00
NEW EMPLOYEE ORIENTATION


12-Sep-00
IMPAC Credit Card


14-Sep-00
Resume Writing for RESUMIX


15-Sep-00
MILITARY CORRESPONDENCE


21-Sep-00
MARKS


22-Sep-00
Functional Process Improvements (FPI)













SUBMIT A USMA 24-30 FORM TO RESERVE A SPACE IN THESE CLASSES



CLASSES ARE OPEN TO ALL CIVILIAN AND MILITARY PERSONNEL



Classes noted with $$ require tuition to attend and a DD1556 must be used



CIVILIAN PERSONNEL ADVISORY CENTER (CPAC) STAFF 

Civilian Personnel Director:           Michael S. Heller

Chief, Labor/Management

Employee Relations:                       Patricia Bennett

Chief, Recruitment/Placement & 

Information Management:                    Carol McQuinn

Chief, Human Resource Development/

Position Management & Classification:      Kathleen Ridgeway

Personnel Management Specialists:      Activity Assignments
Laurie Christe





DOIM, MEDDAC, DENTAC

Mary Colbert





DHPW

Louis Dinetz





USCC, DCFA

Carol McQuinn





O/SUPT, DAD, CHAPLAIN,









SGS, C/S, DAA,OPA,









PAO, DOPS, CPAC, IG, SJA

Martin Nolan





DEAN, ODIA

Kathleen Ridgeway




DRM, AG, IRO, GC, EEO,









SAFETY, MUSEUM, 1ST/1ST








PMO, CID

Leonard Schaff





DOL, DOC

Employee Benefits Officer:                 Gayle Colacicco

Personnel Assistant:                       Bonnie Wolfe

Personnel Clerk:                           Anne Hoff

SECTION III
USMA ON-SITE COURSE DESCRIPTIONS



ORIENTATION



              NEW EMPLOYEE ORIENTATION/POSH COURSE

                          8 HOURS

COURSE OBJECTIVES

To inform new employees of their responsibilities and benefits as new civil servants.  This orientation is required to be given to all new employees (including transferees who are employed at the United States Military Academy) within 60 days of effective date of hire.  The new employee will become familiar with the following:

   - Employee responsibilities

   - Organization and mission

   - Role of Civilian Personnel Advisory Center

   - Other essential information about Federal employment and employing activity

COURSE CONTENT

   - Brief history and mission of the United States Military Academy

   - Post regulations

   - Post facilities

   - Medical care

   - Life insurance

   - Grievances - Rights

   - Incentive Awards Program

   - Personnel File of Official Personnel Folder/Automated Personnel Record

   - Merit Promotion System

   - Types of Civilian Employees and Related Pay Plans

   - Conduct of Employees

   - Pay

   - Appointments

   - Probationary Period

   - Hours of Work

   - Leave

   - Performance Appraisals

   - Employee Organizations

   - Training and Development

   - Safety

   - Security

   - Equal Employment Opportunity Program

   - West Point Unions

           TRAINING IN THE PREVENTION OF SEXUAL HARASSMENT

COURSE OBJECTIVES

The purpose of this course is to provide employees with information concerning sexual harassment and their responsibilities in helping to eliminate sexual harassment in the Department of the Army.  The employee will know how to deal with situations of sexual harassment and how to support and implement the Department of Army Policy.

COURSE CONTENT

  - Sex role stereotyping

  - Defining sex discrimination

  - Legal and regulatory basis

  - Defining sexual harassment

  - Identifying examples of proper/improper workplace behavior

TARGET AUDIENCE

All permanent employees new to Department of the Army and/or USMA are required to attend. (AF & NAF)

                   PRE-RETIREMENT PLANNING SEMINAR

                           8 Hours

COURSE OBJECTIVES

To provide permanent employees an opportunity to assess their retirement goals and to make plans to achieve these goals.

COURSE CONTENT

You will learn how to make systematic plans to meet long range retirement goals.  Topics to be covered include the retirement system, Thrift Savings Plan, and long range retirement planning.

TARGET AUDIENCE

All permanent employees eligible for retirement within 5 years.

NOTE:  Separate sessions will be held for FERS and CSRS.

MID-CAREER PLANNING

COURSE CONTENT

Offers an introduction to the benefit package as it exists today, so that mid-career employees may begin to plan and establish resources for retirement.  Importance of planning early in your career.

     CSRS/CSRS OFFSET AND FERS RETIREMENT BENEFITS

           -Eligibility for Retirement

           -Disability Protection

           -Computation of Retirement Benefits

           -Creditable Service

           -Survivor Benefits

           -Voluntary Contributions

           -Cost-of-Living Adjustments

           -Processing Your Retirement

           -Leaving Federal Service Before Eligible to Retire

     FEHB and FEGLI

           -Program Advantages

           -Enrolling/Changing Coverage

           -Continuing into Retirement

           -How Much Life Insurance Do You Need

           -Payment/Beneficiaries

     Thrift Savings Plan
           -Review of Major Features

           -Tax Deferred Investing

           -Investment Options/Considerations

           -Advantages/Disadvantages of Investing in the G,F, and 

                C Funds

           -Protecting Your Account Balance

     Social Security
           -Eligibility Requirements

           -Obtaining Quarters of Coverage

           -Computation of Benefits

           -Effect of a Federal Pension on Benefits

TARGET AUDIENCE

Mid-career employees, those who are committed to their federal government careers (10-15 years of service) but not within 5 years of retirement.








ADMINISTRATIVE

All entry level clerical employees should be enrolled in the

following courses if their duties involve the subject taught.  Temporary employees may be enrolled in the courses on a space available basis, if attendance at the course is in the best interest of the government.

ACHIEVING EXTRAORDINARY CUSTOMER RELATIONS (See COMMUNICATIONS Section for Course Description)

MODERN ARMY RECORDKEEPING SYSTEM (MARKS) 

MILITARY CORRESPONDENCE

OER & NCOER TRAINING

        MODERN ARMY RECORDKEEPING SYSTEM (MARKS)

                         FOR

               PAPER AND ELECTRONIC SYSTEMS                      


  

COURSE CONTENT

This eight hour course consists of how to properly manage records from creation to destruction.  Class participants will learn life cycle management principles, concepts and program management of the Modern Army Recordkeeping System (MARKS).

Further, participants will learn about the MARKS disposition and labeling procedures, filing procedures and retrieval methods, records transfer and retirement, records holding areas and records centers.  How to use the AR 25-400-2 for Archival Documents will also be covered.

TARGET AUDIENCE:

All Civilian and Military Army employees are responsible for having a basic knowledge of the ARMY’S mandatory recordkeeping system, procedures, and laws governing them.  

                  MILITARY CORRESPONDENCE

                         8 HOURS

COURSE CONTENT

Class participants will become acquainted with AR 25-50.  This class will teach the fundamentals of military correspondence, including instruction on preparing memorandums, endorsements to memorandums, special purpose memorandums, and letters.  

TARGET AUDIENCE

     Employees who handle mail and/or prepare correspondence.  New clerical and administrative employees.  

                  PREPARING OERs, NCOERs and Awards

                           4 Hours

COURSE CONTENT

The preparation of the rating chain.  An overview of why the report exists.  Administrative procedures on preparation of the reports and handling of a unique report.  Instructions for preparing military award recommendations will be included.

TARGET AUDIENCE

All employees who are required to type evaluations.

                  PRIVACY ACT AND FREEDOM OF INFORMATION ACT

                           2 Hours

COURSE CONTENT

This course is designed to inform supervisors and employees of:

a. Legal requirements for federal employees concerning release of records.

b. Explain Privacy Act/Freedom of Information Act process at USMA.

c. Explain individual rights under Privacy Act/Freedom of Information Act.

TARGET AUDIENCE

Supervisors and managers.  Will accept other staff as long as supervisors or manager has attended this course.  Supervisor must attend this course with his/her personnel or have attended the course, before his/her personnel can become eligible to attend.  


CIVILIAN

PERSONNEL

ADMINISTRATION

COURSES



 FUNCTIONAL PROCESS IMPROVEMENT TRAINING (FPI)

COURSE CONTENT

This six hour course consists of providing hands on experience with using the Functional Process Improvement (FPI) suite of automated civilian personnel tools designed for managers, personnelist and personnel liaisons in the installation activities.  The course will cover how to initiate and track PERSACTIONS (SF52’s), use REGIONAL DATABASE to check on step increases, effective dates, print SF50’s and do reports on such items as awards, suspenses, organizational rosters.  

TARGET AUDIENCE:

All Civilian and Military managers and supervisors of appropriated fund civilian employees.  Course is also recommended for activity personnel liaison positions who are involved with processing personnel actions and other personnel related reports in the activity.

 ADVANCED FUNCTIONAL PROCESS IMPROVEMENT TRAINING (FPI)

COURSE CONTENT

This three hour course consists of providing hands on experience with using the more advanced features of the Functional Process Improvement (FPI) suite of automated civilian personnel tools. The course will primarily cover the regional application segment of the FPI and show users how to conduct queries, pull out reports and search for information.  

TARGET AUDIENCE:

All Civilian and Military managers and supervisors of appropriated fund civilian employees.  Course is also recommended for activity personnel liaison positions who are involved with processing personnel actions and other personnel related reports in the activity.

 RESUME WRITING FOR RESUMIX

COURSE CONTENT

This two hour course consists of providing hands on experience with using the more advanced features of the Functional Process Improvement (FPI) suite of automated civilian personnel tools. The course will primarily cover the regional application segment of the FPI and show users how to conduct queries, pull out reports and search for information.  

TARGET AUDIENCE:

All Civilian and Military managers and supervisors of appropriated fund civilian employees.  Course is also recommended for activity personnel liaison positions who are involved with processing personnel actions and other personnel related reports in the activity.

 AUTOMATED TRAINING REQUESTS:   TRAIN         

COURSE CONTENT:  

This 4 hour course provides hands on experience working with the automated program that electronically flows the DD1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement)training request form.  TRAIN capabilities include: initiating training requests, scheduling training from an automated course catalog, certifying training completions and evaluating completed training by supervisor and employee. TRAIN also provides users the capability to generate on-line training reports. 

TARGET AUDIENCE: Attendance by managers, supervisors and employees who initiate training requests and have been delegated training authority.

 AUTOMATED PERSONNEL INFORMATION                       

COURSE CONTENT:  

This 4 hour course introduces use of the Internet in researching and locating civilian personnel information on the Internet.  It covers the Department of Army policy for locating position descriptions, find answers to basic questions such as advance sick leave, awards, job searches, location of forms and a variety of other useful information for managers/supervisors.

TARGET AUDIENCE: Managers and supervisors of appropriated fund employees and other personnel involved with civilian personnel issues in official performance of duties.


COMMUNICATIONS

            ACHIEVING EXTRAORDINARY CUSTOMER RELATIONS

                           16 Hours

COURSE CONTENT

Program to help all employees, including managers, align both

internal departments and customer-contact employees in an

organization-wide commitment to extraordinary service.

Program helps to:  increase employee productivity; break down

barriers and build teamwork; improve departmental communications;

raise awareness; improve customer satisfaction by raising the

quality of service to extraordinary levels.

TARGET AUDIENCE

All employees of organizations whose management has attended

Managing Extraordinary Service.

NOTE:  “Managing Extraordinary Customer Relations” and “Coaching Extraordinary Customer Relations” are complementary courses to the above.  See MANAGERIAL/SUPERVISORY Section for course description.
MANAGEMENT/

SUPERVISORY




             SUPERVISORY DEVELOPMENT TRAINING

       TWO PHASES (MANDATORY FOR SUPERVISORS OF CIVILIANS)

PHASE ONE:

1.
Supervisory Development Course:  This 40-hour correspondence course is available through the Army Correspondence Course Program (ACCP), Army Institute for Professional Development located in Newport News, VA.  

Course objectives are to enable first-line supervisors to gain an increased understanding of their total job as supervisors, in relation to their own supervisors, their subordinates and their peers.  This includes personnel management responsibilities in accordance with current programs, procedures, rules, regulations and laws, as well as the kind and degree of help they may expect from the personnel office or other staff personnel.  

Enrollment must be accomplished electronically.  The website for the ACCP catalog, up to date course information is: 

        http://www.atsc.army.mil/accp/aipd.htm 

All supervisors who complete this course should send a copy of the completion of this course to the CPAC. 

2.
Supervisory Supplement Course (SSC):  This on-site classroom training supplements the correspondence course by providing instruction on local personnel management policies and procedures, in-basket exercises, current developments in personnel administration and understanding supervisor's rights and privileges as a member of the total management team.  

PHASE TWO:
Leadership Education and Development (LEAD):  This 40-hour course is conducted on-site.  The goals of LEAD are to define the role and responsibilities of the supervisor as leader; recognize and use different techniques in supervising subordinates; recognize and apply different techniques for improving team performance; and recognize, understand and apply the Army Leadership Competencies and the Office of Personnel Management (OPM) Management Competencies.  Course content includes historical presentation of leadership principles; discussions of situational leadership, motivation, communication, counseling skills, and conflict management.  Through exercises and classroom discussion, participants build or enhance skills in group development, team building, problem solving and decision making, as well as understanding the roles of values and ethics in organizational systems.

TARGET AUDIENCE

Every new first-line civilian supervisor is required by regulation to complete this two-phase training within six months after date of assignment to supervisory duties.  Also, all military personnel, regardless of rank, who are assigned for the first time to supervise civilians must complete this training within six months of assignment.  Attendance required for LEAD for some military personnel may be waived based upon their having completed similar programs.

                     NEW MANAGER’S TRAINING

40 HOURS (CORRESPONDENCE)

This 40-hour correspondence course is available through the Army Correspondence Course Program (ACCP) Army Institute for Professional Development, Newport News, VA.  

Enrollment must be accomplished electronically.  The website for the ACCP catalog, up to date course information is: 

        http://www.atsc.army.mil/accp/aipd.htm
This course serves as the first phase of Army’s civilian leadership training program.  Phase 2 includes Organizational Leadership for Executives (OLE) and Personnel Management for Executives (PME) I and II.  [Information on these follow-up courses may be obtained from your personnel advisor at the CPAC.  Information is also available at website address:  http://www.cpol.army.mil, then to Training and Career Development.  The catalog listing a variety of these courses is available online.

COURSE DESCRIPTION:

This course teaches skills for managing work and leading people.  Content focuses on results of a survey of managers who identified required competencies for their jobs.  It includes sections on work planning, organizing, coordinating resources, directing/ leading, and controlling outcomes; as well as sections on managing relationships at all levels.

TARGET AUDIENCE:

Every new manager is required by regulation to complete this training within six months after date of assignment to manager duties.  A manager is defined as a supervisor of supervisors, OR a manager of programs, resources and/or policy.

           DELEGATED CLASSIFICATION AUTHORITY (DCA) TRAINING

                         4 Hours

COURSE OBJECTIVES

To provide training on classification and position management theories and procedures in order to enable supervisors to classify positions in their organizations using their delegated classification authority.  Course also covers the local policy regarding upgrade of civilian positions.  

COURSE CONTENT

   Position Classification


- DCA concepts


- Writing job descriptions/automated position descriptions


- How to classify using OPM standards/standards on the     Internet


- USMA procedures


- Organizational Design and Hands-on workshops

   Position Management


- Basic concepts


- Effective organization of work

TARGET AUDIENCE

Mandatory for military and civilian supervisors who are involved in the classification process.

                     DELEGATED TRAINING AUTHORITY

                             4 Hours

COURSE OBJECTIVES

To provide training to those managers/supervisors who have been delegated training authority.  Course will cover the USMA policy on delegated training authority, authorizations, regulatory requirements and other material pertinent to this authority.  

TARGET AUDIENCE

Mandatory for managers and supervisors who have been delegated training authority.  Recommended for training coordinators and supervisors who initiate training requests.




COMPUTER





AUTOMATION TRAINING

     Beginning in FY99, automation training will be scheduled throughout the year on a continuing basis to meet the needs of USMA personnel as technology and standard applications change.  Training will be conducted at West Point by personnel provided by the Directorate of Information Management, Computer Systems Division, Computer Information Center (DOIM, CSD. CIC).  DOIM will provide the most up-to-date instruction available.  The automation training program will be coordinated through the DOIM CSD, CIC using the procedure described below.  Descriptions of currently planned programs are provided in this section.

TO SCHEDULE TRAINING:

1.  Supervisors of individuals who require automation training will identify those needs to their activity’s Training Coordinator (TC) and/or Information Management Officer (IMO).

2.  Activity TC’s/IMO’s will identify needs to the DOIM.  These may be provided initially as consolidated needs for the activity, or as individual requirements as a need is identified.

3.  The DOIM staff will consolidate training requests USMA-wide, and provide the training necessary to meet workforce requirements.  They will then publish announcements of planned training, including instructions on application procedures, cost and other pertinent information.

4.  Applications will be submitted directly to the DOIM, CSD, CIC.  Upon completion of training, DOIM will forward information to Civilian Personnel Advisory Center, to ensure training is credited in individual participants’ automated personnel record.

                WINDOWS NT 4.0 FUNDAMENTALS

COURSE OBJECTIVES

Upon completion of this course, participants should be able to:

     -Log on and shut down Windows NT.

     -Identify Windows NT elements and objects on the desktop.

     -Use the mouse to work with windows, dialog boxes, and menus.

     -Answer questions with Help to simplify troubleshooting.

     -Use the taskbar to start programs.

     -Use text and graphics programs to create and edit documents.

     -Cut, copy, and paste text to simplify document editing.

     -Use Desktop tools to manage disks, folders, and files.

     -Understand the overall Windows NT environment.

     -Personalize the desktop with customized colors and screen savers.

COURSE CONTENT

     -Getting started with:  Windows NT  

     -Working with Programs and Documents

     -Managing Disks, Folders, and Files.

     -Customizing the Desktop.

TARGET AUDIENCE

     Those required to use Windows based microcomputers who have no schooling or on-the-job training.  No previous data processing knowledge necessary.


WINDOWS NT 4.0 INTERMEDIATE
COURSE OBJECTIVES:  

Upon completion of this course, participants should be able to:  

     -Modify the Taskbar to customize your work environment.

     -Create and use shortcuts to expedite daily tasks.

     -Customize Windows NT Help to get help more effectively.

     -Use Windows NT Explorer to manage files.

     -Search drives using specific criteria to find files quickly.

     -Modify the Start menu to work more efficiently.

     -Connect to and share network resources to work with a group.

     -Use ClipBook to share information with your work group.

     -Install programs from the network to share programs.

     -Add programs to StartUp to automatically open them on logon.

COURSE CONTENT:  

     -Working with the Desktop.

     -Working with Files.

     -Working with the Network.

     -Modifying Your Computer Settings.

TARGET AUDIENCE

     Builds on the Fundamentals class to help employees understand computers and the operating system they are using on the job.  Must have taken Fundamentals class prior to attending this class.

POWERPOINT 97 FUNDAMENTALS

COURSE OBJECTIVES

Upon completion of this course, participants should be able to:

    -Identify PowerPoint screen elements and terms to use the program efficiently.

    -Produce a professional presentation using a sample presentation.

    -Enhance your presentation using PowerPoint formatting tools.

    -Modify your presentation for a more organized display of information.

    -Polish a presentation by adding objects and inserting pictures.

    -Create charts to illustrate numeric information.

    -Display a consistent look throughout a presentation using the Slide Master.

    -Develop an on-screen slide show to create an electronic presentation.

COURSE CONTENT:

     -Getting Started with PowerPoint 97.

     -Creating a New Presentation.

     -Formatting Text in a Presentation.

     -Making Modifications.

     -Enhancing Presentations with Objects.

     -Working with Charts to Illustrate Numeric Data.

     -Modifying Masters for Uniform Presentation.

     -Producing a Presentation.

TARGET AUDIENCE:

Employees who are required to produce presentations and/or briefings using the PowerPoint program.

POWERPOINT 97 ADVANCED

COURSE OBJECTIVES:

     -Import data from another application to create a presentation quickly.

     -Share slide information between programs to expedite the editing process.

     -Share information between PowerPoint presentations.

     -Customize a presentation with vivid color and creative background.

     -Enhance a presentation with graphic objects.

     -Create a professional-looking presentation with charts and tables.

     -Create a uniform presentation with consistent styles and design templates.

     -Create exciting interactive and stand-alone slide shows.

COURSE CONTENT:


-Creating a Presentation from Imported Data.


-Sharing Information Between Office Programs.


-Sharing Information Between PowerPoint Presentations.


-Customizing Presentations.


-Working with Graphics.


-Working with Charts.


-Ensuring Consistency with Styles and Templates.


-Producing Advanced Screen Shows.

TARGET AUDIENCE:

Builds on the Fundamentals class and is for those who are required to produce quality presentations and/or briefings for their activity.

          MICROSOFT EXCHANGE 5.0 FUNDAMENTALS

COURSE OBJECTIVES:

     -Identify parts of the Exchange Viewer window.

     -Create, address, and send messages top communicate with other users.

     -Create and use distribution lists to send messages to multiple recipients.

     -Format message text for greater impact.

     -Read and organize incoming messages.

     -Reply to and forward messages to distribute information to other users.

     -Insert objects and attach files to include them in your messages.

     -Automate specific messaging tasks to save time.

     -Create custom views to display only the information you want.

     -Use forms and public folders to share information across your network.  

COURSE CONTENT:

     -Creating and Sending Messages.

     -Processing Incoming Messages.

     -Automating Tasks with Exchange Features.

     -Working Efficiently with Others.

NOTE:  Students MUST have a valid LOGON ID and password.  This ID is issued by ADPSSO, Bldg 2101 using USMA Form 3-213.  The Logon password procedure must be checked before coming to the class.  Assistance will be given by the DOIM Information Center.

TARGET AUDIENCE

Anyone who uses electronic mail on a daily basis. 

EXCEL 97 FUNDAMENTALS

COURSE OBJECTIVES:  

     -Identify basic worksheet and workbook concepts.

     -Modify the Worksheet.

     -Create and copy formulas.

     -Use functions to calculate and return values.

     -Format cells to enhance the appearance of the worksheet.

     -Create charts that represent your data.

     -Work with and organize worksheets in a workbook.

     -Change the page setup to define ho the printed worksheet appears.

COURSE CONTENT:


-Getting Started with Microsoft Excel.


-Changing the Look of a Worksheet.


-Working with Formulas.


-Using Functions.


-Formatting Data.


-Creating Charts.


-Working with Workbooks.


-Modifying Page Formatting.

TARGET AUDIENCE:

Employees required to use the Excel program.

                   EXCEL 97 INTERMEDITE

COURSE OBJECTIVES:

     -Create range names to simplify writing formulas.

     -Work with functions to create complex formulas.

     -Annotate and format worksheets to explain you data and ensure consistency.

     -Use and create templates to make quick, customized forms.

     -Create charts to analyze data.

     -Modify charts to improve your presentation.

     -Review your work to check for errors.

     -Use data maps to illustrate geographical data.

COURSE CONTENT:

   -Working with Ranges.

   -Using Functions in Formulas.

   -Annotating Worksheets and Automating Formatting.

   -Working with Templates.

   -Creating Charts.

   -Modifying and Printing Charts.

   -Reviewing Your Data.

   -Using Data Maps.

TARGET AUDIENCE

Employees required to use the Excel program.

                      EXCEL 97 ADVANCED

COURSE OBJECTIVES:  

     -Create and edit macros to automate repetitive or complex tasks.

     -Link multiple workbooks to update information and re-calculate related tables as information changes.

     -Apply outlines to worksheets and share workbooks with others in your workgroup.

     -Sort and filter data to control the order of information in a list.

     -Filter data to display specific information from a list.

     -Use data tables to extrapolate current trends and project future trends.

     -Use PivotTables to reorganize summary data in easy-to-read formats.

     -Consolidate data from several worksheets on to one worksheet for a customized view of information.

COURSE CONTENT

    -Automating Work with Macros.

    -Using Multiple Workbooks.

    -Workgroup Functions

    -Managing Data.

    -Displaying Data.

    -Analyzing Data.

    -Using PivotTables.

    -Working with Multiple Worksheets.

TARGET AUDIENCE:  Anyone who is required to use software.  


ACCESS 97 FUNDAMENTALS

COURSE OBJECTIVES:

     -Identify basic database concepts and Microsoft Access terminology.

     -Move through tables in Datasheet and Form views.

     -Edit, add, and delete records in Datasheet and Form views.

     -Create databases, add and modify table structures, and enhance table views.

     -Create a query to display specific records.

     -Query multiple tables to analyze additional information.

     -Create and modify a customized form with the Form Wizard.

     -Build a customized report with the Report Wizard.

COURSE CONTENT:

     -Identifying Basic Database Concepts.

     -Navigating Through the Databases.

     -Editing, Adding, Deleting Records.

     -Creating Databases and Adding Tables.

     -Querying a Table.

     -Creating Compile Queries

     -Customizing Forms

     -Customizing Reports.

TARGET AUDIENCE:  Employees required to use the Access program.


ACCESS 97 INTERMEDIATE

COURSE OBJECTIVES:

     -Share and manage data to improve efficiency and enhance data integrity.

     -Define data entry rules to ensure accurate data input.

     -Use advanced queries to answer a specific question about data in one or more tables.

     -Create summary queries to perform calculations and make comparisons.

     -Create and enhance a custom form to make viewing records and entering data easier.

     -Create forms with advanced features to enhance efficiency and usefulness.

     -Create and enhance custom reports to present information in a useful format.

     -Manage and summarize information to create concise custom reports.

COURSE CONTENT:

     -Sharing and Managing Data.

-Defining Data Entry Rules.

     -Using Advanced Queries.

     -Creating Summary Queries.

     -Creating and Enhancing Forms.

     -Creating a Main Form with a Subform.

     -Creating and Enhancing Multiple Table Reports.

     -Customizing Multiple Table Reports.

TARGET AUDIENCE:  Employees required to use the Access program.


ACCESS 97 ADVANCED

COURSE OBJECTIVES:

     -Use the Relationships window to edit table relationships.

     -Use inner, outer, and self joins in query design.

     -Create parameter queries to prompt the user for data.

     -Use SQL statement to design advanced queries.

     -Work with advanced report functions and expressions.

     -Use command buttons and macros to automate database actions and navigation.

     -Create a macro group and an AutoExec macro to create a user-friendly database.

     -Create advanced forms to accept user input. 

COURSE CONTENT:  

     -Working with Advanced Table Relationships.

     -Editing the Join Property.

     -Using Parameter Queries.

     -Designing Advanced Queries.

     -Creating Advanced Queries.

     -Automating the Database.

     -Working with Macros.

     -Creating Advanced Forms.


WORD 97 FUNDAMENTALS

COURSE OBJECTIVES:  

     -Create and save documents for easy retrieval.

     -Insert and delete text to edit a document.

     -Move, copy, and replace text.

     -Modify text for emphasis.

     -Set and remove tab stops to enhance document appearance.

     -Create, modify, and format tables to organize text.

     -Use margins, indents, bullets, and numbering to change text layout.

     -Use proofreading tools to enhance productivity.

COURSE CONTENT:

     -Getting Started with Word 97.

     -Using Word 97 Basics.

     -Managing Text.

     -Modifying and Enhancing Character Appearance.

     -Formatting Text into Tabular Columns.

     -Creating and Managing Tables.

     -Controlling Page Layout.

     -Enhancing Productivity Using Error Checking Tools.

TARGET AUDIENCE:  Anyone required to use a word processing package.


WORD 97 INTERMEDIATE

COURSE OBJECTIVES:  

     -Create individual form letters using merged data.

     -Prepare envelopes, create standard mailing labels, and merge to lists.

     -Sort various data formats alphabetically or numerically.

     -Create, modify, and format worksheets in tables to organize text.

     -Use templates and styles to create consistently formatted documents.

     -Format text in multiple columns to build a page layout.

     -Create and insert graphics to add visual appeal to documents.

     -Display text and page numbers using headers and footers.

COURSE CONTENT:

     -Creating Form Letters with Mail Merge.

     -Preparing Envelopes, Labels, and Lists.

     -Sorting Various Data Formats.

     -Working with Tables.

     -Formatting Text by Using Styles.

     -Managing Text in Newspaper Column Format.

     -Enhance Publications by Using Graphics.

     -Automating Routine Tasks.

TARGET AUDIENCE:  Anyone required to build on their word processing skills.


WORD 97 ADVANCED

COURSE OBJECTIVES:

     -Create menus and toolbars to customize your work environment.

     -Use templates to create consistent documents.

     -Record macros to automate repetitive actions.

     -Manage multiple document revisions in files used by workgroups.

     -Arrange headings to organize documents in Outline view.

     -Use master documents and subdocuments to build a long document.

     -Add document references to help readers locate information quickly.

     -Save files in HTML format to publish documents on the Internet.

COURSE CONTENT:

     -Customizing Your Work Environment.

     -Using Templates.

     -Automating Your Work with Macros.

     -Managing Files in Workgroups.

     -Organizing Documents in Outline View.

     -Working with Master Documents.

     -Adding Document References.

     -Working with File Options.

TARGET AUDIENCE:  Anyone required to build on their word processing skills.


UPGRADING TO NT 4.0

COURSE OBJECTIVES:

     -Identify and use objects to move around in Windows NT 4.0.

     -Answer questions with Help.

     -Use new methods to open and save files.

     -Create and use shortcuts to open files and start applications quickly.

     -Work with My Computer and Windows NT Explorer to locate files.

     -Copy and move files to organize your work.

     -Use the Recycle Bin to delete and restore files easily.

     -Add objects to the Start menu for greater accessibility.

     -Use the Command Prompt window to run existing Windows 3.1 applications in Windows NT.

     -Customize the desktop to make your work environment more comfortable.

COURSE CONTENT:

     -Working with Windows NT 4.0

     -Working with Files.

     -Managing Files on the Desktop.

     -Customizing Windows NT.

TARGET AUDIENCE:  Anyone required to upgrade to Windows NT.  


Internet Explorer 4.0 Fundamentals

COURSE OBJECTIVES:  

     -Visit sites on the Web to locate resources efficiently.

     -Search the Internet to find specific information and services.

     -Send and receive e-mail messages to communicate with other users.

     -Use newsgroups and subscriptions to keep informed about particular topics.

COURSE CONTENT:

     -Browsing the Web Efficiently.

     -Searching for Information on the Internet.

     -Communicating with the Global Community.

     -Using the Internet Newsgroups and Subscriptions.  

TARGET AUDIENCE:  Anyone who uses the World Wide Web (WWW).  

NOTE:  The DOIM training schedule is posted on the Web under.  This will take you to the site for the on line version of the DOIM Information Center’s ‘Off-Line.’  Scroll down to the section ‘From the Training Center,’ then click on Class Schedule and you will have the most updated information about DOIM classes.




ACQUISITION/RESOURCE MANAGEMENT
[image: image3.wmf]
APPROPRIATED FUND CONTROL (BASIC)

                          8 Hours

COURSE OBJECTIVES

The course will focus on the administration and certification of appropriated funds.

COURSE CONTENT


- U.S.C. 31-C 1517 (AR 37-20)


- Understanding the Basic Appropriation


- Types of appropriated funds


- Control of funds and principles/rules of obligation of funds


- Fund control documents/reports (e.g., Commitment Accounting, STANFINS Reports/Unliquidated Obligation Review)


- Overview of DCAS and DARS, systems


- Year-end closeout

TARGET AUDIENCE

All employees and supervisors who are newly appointed to be responsible for administering and/or certifying appropriated funds.

   
            APPROPRIATED FUND CONTROL 

(INTERMEDIATE-REIMBURSEMENTS)

                           8 Hours

COURSE OBJECTIVES

The course will provide participants with a basic understanding of reimbursable funding and how it relates to their overall funding picture. 

COURSE CONTENT


- U.S.C. 31-C 1517 (AR 37-20)


- Types of appropriated funds


- Types of reimbursable documents


- Rules of obligation for reimbursable documents


- Reimbursable reports 


- Reimbursement transactions


- Year-end closeout

TARGET AUDIENCE

All employees and supervisors, who are responsible for administering and/or certifying reimbursable funds, budget personnel, fund certifiers, program/project personnel.  This class is for those who have some experience working in a position involving fund control and have completed the Basic Fund Control Course.

APPROPRIATED FUND CONTROL 

(INTERMEDIATE -FUNDS MANAGEMENT)

4 HOURS

COURSE OBJECTIVES

The course will focus on new systems and changes in the administration and certification of appropriated funds. 

COURSE CONTENT


- Integrating direct and reimbursable funds 


- Managing with DCAS


- Using DARS to manage your funds


- New Systems/Changes in procedures

TARGET AUDIENCE

All employees and supervisors who have completed Basic and Intermediate Fund Control Courses and are responsible for administering and/or certifying appropriated funds.

              APPROPRIATED FUND CONTROL (ADVANCED)

8 HOURS

COURSE OBJECTIVES:

Participants will learn how to program and budget for resources.  They will also learn the various information management requirements not commonly associated with the Appropriated Fund Basic & Intermediate classes.  This instruction will help individuals enhance their skill as a resource management advisor.

TARGET AUDIENCE:

Resource decision makers and advisors.  Anyone who briefs or advises a major activity director or deputy directors.

           DATABASE COMMITMENT ACCOUNTING SYSTEM (DCAS)

                           4 Hours

THIS COURSE IS SCHEDULED ON AN AS-NEEDED BASIS.  PLEASE CONTACT CPAC, T&P BR TO REQUEST TRAINING.

COURSE OBJECTIVES

     To learn the functional basics of the Database Commitment Accounting System (DCAS).

COURSE CONTENT

     Individuals will obtain hands-on training on DCAS:

     -  How to input commitments

     -  Load obligation data

     -  Create management reports

TARGET AUDIENCE:  

     Fund certifiers and individuals currently maintaining activity commitment registers (activity budget personnel) who are currently DCAS or DCAS JR sites.

DATABASED ACCOUNTING RECONCILIATION SYSTEM (DARS)

                           4 Hours

THIS COURSE IS SCHEDULED ON AN AS-NEEDED BASIS.  PLEASE CONTACT CPAC, T&P BR TO REQUEST TRAINING.

COURSE OBJECTIVES

     To learn the functional basics of the Databased Accounting Reconciliation System (DARS).

COURSE CONTENT

     Individuals will obtain hands-on training on DARS:

     -  Introduction & Background

     -  LXG Upload procedures


-  LXG Review & adjustment procedures


-  Adjustment file creation & Download procedures

TARGET AUDIENCE:  

     Fund certifiers and individuals currently responsible for using DARS as part of their fund control procedures.

STANFINS DATA QUERY

                           8 Hours

THIS COURSE IS SCHEDULED ON AN AS-NEEDED BASIS.  PLEASE CONTACT CPAC, T&P BR TO REQUEST TRAINING.

COURSE OBJECTIVES

     To learn the various files within STANFINS, the kind of information each contains, when files should be queried, and how to write queries to extract information you need.

COURSE CONTENT

     Individuals will obtain hands-on training on STANFINS Data query:

     -  Introduction & File Descriptions

     -  Description of file components


-  Creating a query


-  Saving and modifying queries

               INTERNAL MANAGEMENT CONTROLS

                             4 HOURS

COURSE CONTENT

This course includes the purpose of the Internal Management Controls (IMC) within the Army and how to implement the policies and intent of IMC through the use of checklists and other processes.  The IMC process is designed to validate that Army controls combat waste, fraud, abuse, and are utilized by the Army. 

TARGET AUDIENCE

All employees who are responsible for the Internal Management

Process.


GOVERNMENT-WIDE COMMERCIAL CREDIT CARD


    I nternational M erchant P urchase A uthorization C ard

       

Approp Fund/Nonapprop Fund - 4 Hours

COURSE CONTENT

Providing the Government-Wide Commercial Credit Card (I.M.P.A.C.)to USMA activities will simplify the small purchase process and improve cash management practices.  The Directorate of Contracting (DOC) is the administrative office charged with direct responsibility for the  I.M.P.A.C. credit card program.  DOC delegates purchasing authority to cardholders, designates/appoints billing officials/certifying officers, terminates appointment, and maintains the USMA Credit Card SOP.  The Army Federal Acquisition Regulation Supplement (AFARS) requires DOC to train cardholders and approving officials prior to participating in the program.  After the required training a cardholder may procure commercially available goods and services not otherwise restricted by acquisition regulations.  The billing official/certifying officer is responsible for reconciling their billing account statement with their cardholder's monthly statements.  Payment to vendors is based upon the billing official's monthly statements.  A billing official may have one or a number of cardholders under his/her purview.

TARGET AUDIENCE

Activity Director's interested in having their organization participate in the credit card program are requested to nominate cardholders and approving officials. 

OTHER 

TRAINING PROGRAMS
INTERN LEADER DEVELOPMENT COURSE

(ILDC)

COURSE DESCRIPTION:

This course introduces the participants to operational concepts and organizational structure of the Army; skill in communications including active listening and effective feedback; ability to measure personal strengths and weaknesses as a learner; group dynamics and to identify and apply different methods of conflict management, problem solving, and of purpose, direction, and motivation; ability to apply effective leadership style or follower feedback style in a given situation; ability to understand how individual values affect management system.

VENDOR:
Center for Army Leadership 



250 Gibbon Avenue



Ft Leavenworth, KS  66021-2314



(913) 758-3516



DSN:  720-3516






COURSE LENGTH:  5 Days

COSTS:  None  

HOW TO APPLY:

This course is mandatory for all Department of the Army and local career interns.  Space allocations will be made for interns serviced by the Northeast Civilian Personnel Operations Center (NECPOC) for classes hosted by this office.  The servicing Civilian Personnel Advisory Center (CPAC) will contact managers regarding this training for their interns. 

Action Officer Development Course (AODC):  A course requiring both student and supervisor participation, must be completed by all interns prior to graduation and by all individuals promoted/appointed to journey level positions within six months after appointment/promotion to such a position.  Commanders are responsible for ensuring that Army civilians newly appointed journey-level positions enroll within 30 days of appointment or promotion.  This requirement applies only to those employees in a two grade interval professional and administrative job series.  Employees can enroll and take the course via the Internet.  The website address to enroll is http://www.atsc.army.mil/accp/aipd.htm.  For more information you can contact your activity personnel advisor at the Civilian Personnel Advisory Center (CPAC).    

THE ARMY CIVILIAN TRAINING, EDUCATION

AND DEVELOPMENT SYSTEM (ACTEDS)

WHAT IS ACTEDS? - ACTEDS is a system that ensures planned development of Army civilians 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.  The system identifies specific training required or recommended at prescribed stages of career advancement, and subsequent job assignments where employees can use the knowledge, skills and abilities acquired during training.  ACTEDS outlines the sequential and progressive development of key civilians from intern to Senior Executive Service, similar to the system for military officers.

ACTEDS is applicable to occupational areas (e.g., career fields, career programs, and multi-disciplinary mission areas) where a structured approach to training and development is needed.  The personnel proponent/career program functional chief will determine the extent to which ACTEDS features apply to the specific occupational area.

Information concerning ACTEDS is important for commanders, managers, and supervisors so that they may effectively budget for civilian training requirements as well as counsel and develop employees.  Similarly, career program employees should understand the ACTEDS concept and structure their careers according to an ACTEDS plan.

HISTORY - The concept of ACTEDS originated in 1983 when LTG Max Thurman, then HQDA Deputy Chief of Staff for Personnel (DCSPER), expressed concern about the training and leadership capabilities of Army civilian leaders.  He felt that civilian leaders lacked preparation for their positions, especially when compared to their military counterparts.  ACTEDS is designed to help this situation by standardizing training across the Army to ensure acquisition of specified competencies at each career level.

The Army faces a number of challenges in reducing the size of the work force.  The Chief of Staff of the Army has identified imperatives for tomorrow's Army which include 1) a quality force, 2) training and 3) leader development.  ACTEDS is one of many initiatives to integrate civilians into a "uniform corporate culture" as outlined by the Chief of Staff.

PRINCIPLES OF ACTEDS - 1) Sequential and progressive in that job assignments become progressively more difficult as individuals move up the career ladder, and formal training is interspersed to

develop job skills or enhance job performance; 2) blend of formal

training, developmental assignments, and self development; 3) career progression road map which identifies key positions, and recommends paths for reaching these positions; 4) tailored by functional officials with career program needs in mind; 5) parallel with the military system which provides for a systematic approach to leadership training.

ELEMENTS OF AN ACTEDS PLAN - 1) Identifies key positions, 2) identifies factors which promote success, 3) identifies training priorities, 4) provides for self-evaluation and career planning.

FUNDING - ACTEDS central program funds cover the intern program, leader development such as the Army Management Staff College, senior service colleges and career program-wide competitive programs.  Command and local activities are responsible for funding other training.


The following is a listing of the Career Programs (CP), descriptions and a list of career series currently in ACTEDS:

CAREER PROGRAM/DESCRIPTION:
SERIES:
10
Civilian Personnel Administration
201,212,221,230,233,235

11
Comptroller



110,343,501,505,896,1173,1221,1222,







1515,1520,1530


12
Safety Management


018,019,690,803,1306,1815




13
Supply Management


340,346,2001,2003,2010,2030,2032,2050

14
Contracting & Acquisition 

1101,1102,1103,1150,

15
Quality and Reliability Assurance
1910

16
Engineers and Scientists (Non-Cons)
150,180,401,403,405,408,410,413,414,430







434,437,487,493,602,801,806,810,819,830







840,850,854,855,858,861,892,893,894,896  







1301,1306,1310,1313,1320,1321,1382,1384,






1515,1520,1529,1530,1550

17
Materiel Maintenance Management
301,340,346,802,856,895,1101,1152,1601,







1670

18
Engineers and Scientists (R&C)
020,023,025,028,101,110,150,184,193,340,







401,408,414,430,460,470,471,480,482,486,







801,804,806,807,808,810,819,830,840,850,







855,871,880,881,893,896,1008,1301,1310







1313,1315,1320,1330,1350,1360,1370,1372







1373,1520,1529

19
Phys Security & Law Enforcement
080

20
QA Specialist (Ammo Surv)

1910

22
Public Affairs and Communication (under construction) - 1001

24
Transportation Management

346,2101,2130,2150,2161

26
Manpower & Force Mgmt (under construction)  - 896

27
Housing Management


1173

28
Equal Employment Opportunity
260

31
Education Services


1740

32
Training



301,1701,1710,1712,1750

CAREER FIELD: 



SERIES:
33
Ammunition Management

301,340,346,802,895,1101,1150,1152,1601







1670,2001,2003,2010,2030,2050,2101,2130

34
Information Mission Area

301,334,343,391,1001,1020,1060,1071,1082







1083,1084,1410

35
Intelligence (General)


080,132

50
Military Personnel Management
204, 205

51
Morale Welfare and Recreation
030, 101,185,186,187,188,189,301,340,343,







501,505,560,561,l001,1051,1054,1056,1101







1160,1701,1702,1710,4819,7405

53
Industrial Hygiene


0690

61
Historian



170

Specialized Plan:

WG
Wage Grade Model


No Series Listed

Copies of these ACTEDS Training Plans are available from your Career Program Manager (CPM), from your activity CPAC advisor and are available on the Internet site (http:www.cpol.army.mil) in the Training and Career Development section.

 LIST OF USMA CAREER PROGRAM MANAGERS
Career Program      Description                                                          USMA Career Program Manager/Activity
                       10                  Civilian Personnel Administration                        Michael Heller, CPAC

                       11                  Comptroller                                                           LTC T. Hughes, DRM

                       12                  Safety Management                                              John Ciabotti, Safety Office

                       13                  Supply Management                                             John Mandia, DOL

                       14                 Contracting & Acqstn (Under Construction)         David Bugger, DOC

                       17                  Materiel Maintenance Management 
         Carmine Rizzo,DOL

                       18                  Engineers and Scientists (R&C)


              , DHPW

                       20                  Quality Assurance Specialist (Ammo Surv)          John Mandia, DOL

                       22                  Public Affairs and Communication Media           Andrea Hamburger, PAO

                       24                  Transportation Management                                  Kevin Bagley, DOL

                       26                  Manpower & Force Management                          LTC Thomas Hughes, DRM

                       27                  Housing Management                                           DHPW (Contact to be determined)

                       28                  Equal Employment Opportunity                           Paul Boinay, EEO 

                       31                  Education Services 


         Don Dunphy, DCFA
                       34                  Information Mission Area  

         DOIM (Contact to be determined)

                       51                  MWR




          Anthony Brown, DCFA

*This list does not include all the Career Programs.  These are the current career programs at USMA.  

THE ARMY ACQUISITION CORPS(AAC)/WORKFORCE

The mission of the AAC is to acquire, integrate and field the most effective, affordable and supportable weapons and materiel for our soldiers.  To support that mission, we must develop a dedicated pool of highly qualified military and civilian acquisition leaders to fill designated critical acquisition positions-to have top performers competing “head-to-head” for our most demanding and challenging jobs.  These acquisition leaders must be afforded opportunities to begin to develop early-on in their careers the requisite experience and skills to successfully manage the acquisition challenges of the 21st century.  This, education training and career development of the entire acquisition workforce is of enormous importance to accomplishing our mission.  For a number of years, the need to develop a group of highly qualified acquisition personnel has been recognized.  Congress has responded by passing the Defense Acquisition Workforce Improvement Act (DAWIA) in 1990.


The DAWIA was enacted to improve the overall effectiveness and professionalism of military and civilian personnel charged with management and administration of Defense acquisition programs.  The major aspects of DAWIA include:


*Recognizing acquisition as a professional career field;


*Establishing an Acquisition Corps;


*Establishing an acquisition career management structure within DoD;


*Identifying career paths in acquisition for civilians and military;


*Establishing programs to assist acquisition personnel in their professional 
 
  development;


*Improving the education, training and experience levels of acquisition 
 

              professionals;


*Establishing policy for effective management of the acquisition workforce; and


*Establishing policy to provide for the selection of the best qualified individual 

  for a position.

CORPS MEMBERSHIP VS ACQUISITION WORKFORCE:

It is important to understand the difference between being a member of the ACC and being a member of the Army Acquisition Workforce (AAW).  The following are definitions from DoD Instructions 5000.58, Defense Acquisition Workforce.
Acquisition Workforce - The personnel component of the acquisition system.  The acquisition workforce includes permanent civilian employees and military members who occupy acquisition positions or assignments, who are members of the Acquisition Corps, or who are in acquisition development programs.  The Army maintains a Civilian Acquisition Position List (CAPL) which is a listing of all the authorized civilian positions 

throughout the Army that provide direct support to the Army’s acquisition mission-these encompass all of the AAW positions.

Acquisition Corps - A subset of the acquisition workforce, composed of selected military officers in grades 0-4 or above and civilian personnel in grades of GS-13 or above, who are acquisition professionals.  There is an Acquisition Corps for each military Department and one for all other DoD components (including the OSD and the Defense Agencies).  You must meet the requirements established by law to become an Acquisition Corps member.

Everyone who works in an acquisition position is a member of the acquisition workforce regardless of their experience, education or training.  Thus, membership in the acquisition workforce is determined by the position you hold.  Corps membership is determined by your experience, education, and training - not position.  

Army Acquisition Corps Membership Requirements: 
In order to become a civilian member of the Army Acquisition Corps, an individual must (Reference DAWIA Chapter 87, 10 U.S.Code, Section 1721(b) Eligibility Requirements):

*Be an employee currently serving in the grade of GS-13 or above;


*Have four years of acquisition experience;


*Possess a baccalaureate degree from an accredited educational institution; and


*Possess at least 24 semester credit hours from an accredited institution of higher


  education from among the following disciplines:


Accounting, Business Finance, Contracts, Economics, Industrial Management, 


Law, Marketing, Organizational and Management, Purchasing, and Quantitative


Methods.

Or

Possess at least 24 semester credit hours in your acquisition career field, from an 
accredited institution of higher learning, and 12 semester credit hours from among the disciplines listed above.


*Have completed Level II Training in your primary acquisition career field.

The above education requirements do not apply to an individual who has at least ten years of acquisition experience as of October 1, 1991.  Also, the education requirements do not apply to an individual who was serving in an acquisition position on 1 October, 1991, with less than 10 years of acquisition experience, if the individual possess an equivalency examination (see DoD Instruction 5000.58, Defense Acquisition Workforce).
Certification:

In accordance with DAWIA, all individuals working in acquisition positions must be certified.  Certification is the process through which the DoD determines that an individual meets the minimum mandatory education, training and experience requirements established for an acquisition career field and position.  Each career field and position category is divided into three career levels for the purposes of establishing education, training and experience standards.  The career levels are described as follows (Note that the Purchasing ACF does not follow the certification levels as described below):

Level I (Basic Level)

This level is for individuals generally in the grades of GS-5 through GS-9.  Basic level training standards are designed to establish fundamental qualifications and expertise in the individual’s job series, functional area of career field.  Development at the basic level lays the foundation for career progression and is designed to prepare qualified, motivated personnel for positions of increasing responsibility.

Level II (Intermediate Level)
This level is for individuals generally in the grades of GS-9 through GS-12.  At the beginning of the intermediate level, specialization is emphasized, then an individual should later begin to broaden his/her background toward a more general expertise in the overall processes of his/her career field.  Development of the experience in the individual’s primary career field should optimally be followed by a lateral movement (reassignment) to a related specialty.

Level III (Senior Level)

This level is for individuals generally in the grades of GS-13 and above.  By the time an individual reaches Level III, he or she should have completed all the mandatory training and education requirements (or equivalents) up to that level and should have advanced through a career pattern that has given him/her in-depth knowledge in this/her career field and breadth of knowledge across the entire acquisition process.  

A Description of the education, experience and training required to meet the certification standards in the different ACFs is available in the Defense Acquisition University (DAU) Catalog.  

Army Acquisition Tuition Assistance Program
The Army Acquisition Tuition Assistance Program (ATAP) is available to all AAW individuals, through the open continuous announcement AAC-017/AAW-002, for completion of their mandatory 12 or 24 semester hours (or the equivalent) requirement.  Also available under this announcement is funding for Graduate and Undergraduate degrees for members of the AAC, as well as funding of Undergraduate degrees for AAW individuals who are not AAC members.  Graduate degree funding is also available to Corps Eligibles under announcement CEP-001.  Funding (tuition only) is provided by the Army Acquisition Education and Training Office. 
For more information on Acquisition Career Management, visit the Army Acquisition web site at http://dacm.sarda.army.mil/ or you can contact the Acquisition Career Management Office at the following address:

ATTN:  SARD-ZAC  Rm#3E427

Research, Development and Acquisition

103 Army Pentagon

Washington, DC  20310-0103

FAX: (703) 641-3690, DSN: 224-3690

The Point of Contact at the Northeast Civilian Personnel Operations Center is:

Ms. Karin Hancock

Commercial: (410) 306-0065

DSN:  458-0065

FAX: (410) 306-0163, DSN: 458-0163

Email: hancockk@cpoc.apg.army.mil

LONG-TERM TRAINING/COMPETITIVE PROFESSIONAL DEVELOPMENT

1.  Competitive Professional Development includes functionally tailored, significant developmental opportunities, which may be conducted through a college/university program, a developmental assignment, or through training-with-industry (TWI).  Programs are announced by DA each fiscal year in their Catalog of Civilian Training, Education and Professional Development Opportunities.  You may access the catalog on-line via http://cpol.army.mil; click on Training & Career Development, then click on the catalog title, and go to the chapter entitled, “Competitive Professional Development”.

2.  Programs vary in length, but usually last 9-12 months.  Prerequisites also vary, but as a general rule employees GS-11 and above are eligible to apply.  Some career program functional chiefs have raised the minimum grade to GS-12, while others will consider GS-9s by exception if that is the journey level of the position.  Interested applicants will need to review Chapter 2 of the catalog for information specific to their career field.

3.  Employees must apply and compete for selection for these programs.  There is a forms matrix in Appendix A of the catalog which indicates which forms are required;  most of the forms may be copied from the catalog.  Keep in mind the suspense dates identified in the catalog reflect dates applications are due to DA.  These applications must be processed through command channels and meet designated suspense dates.  Employees and supervisors are responsible for making sure the application is complete and that the employee meets all eligibility requirements by the program start date.  Incomplete nominations may not receive DA consideration.  While applications are no longer processed through the CPAC or CPOC, representatives are available to answer questions and provide advice and assistance.    




CORRESPONDENCE 
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                    COURSE/SUBCOURSE OFFERINGS
GENERAL:  The Army Correspondence Course Program which is in DA Pamphlet 351-20 has courses and subcourses for authorized Federal civilian employees.  Courses are taken on-line and when necessary materials can be received at home.  Assignments are completed at the convenience of the student.  While these courses cannot be substituted for required education or experience, course completion may demonstrate a possession of specific additional knowledges, abilities, or skills.  Courses are a good source of self-development, and when combined with official duties and responsibilities, they indicate employee initiative and perseverance.  Additionally, they may reveal to selecting supervisors their ability to accept additional responsibilities and challenges.

COURSE:  A course is made up of a number of subcourses which are presented in a logical, progressive sequence and directed toward specific objectives.  Credit for a course requires successful completion of, or credit for, each included subcourse.  Completion of a course results in receipt of certificate of completion.

SUBCOURSE:  The subcourse is the basic instructional unit of a correspondence course.  A subcourse usually covers one subject area and consists of from one to nine lessons plus an examination.  Several subcourses, designed to support a specific professional field and/or skill qualification development, make up a course.  Completion of a subcourse results in a subcourse completion certificate.

PROGRAMS OFFERED:  The Army Correspondence Course Program offers two different programs of study:


a.  Individual Study:  The student who enrolls in this particular program does so at his/her own discretion.  They are on their own with regard to deciding what course or subcourses to enroll in, when to study the lessons, and when to take the examinations.  The student in this program satisfies their own  particular needs.  To enroll in individual study, follow the procedures for enrollment.  


b.  Group Study:  The group study program provides for study under a group leader who instructs, encourages discussion, and offers feedback to students.  The group leader is responsible for administering the course material.  Commanders and training officers are urged to consider using this type of enrollment when developing unit training programs.  The group leader and each group member enroll through AIPD’s website.  More detailed instructions regarding group study are contained in the catalog.

ENROLLMENT: 

 a.  Students register and enroll through AIPD’s website, http://www.atsc.army.mil/accp/aipd.htm. Students experiencing registration problems can contact student services teams at (757) 878-3322, 5715 or 2169.  DSN 927-3322/5715 or 2169.

VOLUNTARY WITHDRAWAL:  Students may voluntarily withdraw from the Army Correspondence Course Program at any time.  To request termination, a student should cancel through the AIPD website. 

TERMINATION OF ENROLLMENT:  Students cannot be enrolled in two courses or a course and individual subcourse(s) at the same time and enrollment will be terminated by the Institute for Professional Development for:


a.  Failure to satisfy the annual minimum credit hour requirements.


b.  Satisfactory completion of requirements (e.g., course/subcourse completion).

REINSTATEMENT:  To be reinstated in the Army Correspondence Course Program, the student must must contact the AIPD team assigned to the school program via the website address or team phone numbers provided.  

SOCIAL SECURITY NUMBER AND SCHOOL CODE:  Your Social Security Number and the school code are used to identify your records at the Institute for Professional Development.  They must be given in all correspondence and telephone calls to assist the Institute in handling your inquiries more efficiently.

         POLICIES OF THE ARMY CORRESPONDENCE COURSE PROGRAM

FEES:  Participation in the Army Correspondence Course Program is FREE.

PROCEDURES:  The subcourse is the basic instructional unit.  A subcourse usually covers one subject area and consists of one or more lessons plus an examination.  Completion of a subcourse results in a subcourse completion notice.  A Course consists of one or more subcourses.  Subcourses are issued in the sequence listed in each course.  IF a subcourse is out of stock, the next available one is made available.  Completion of a course results in receipt of a course completion notice. 

CREDIT HOURS:  The credit hour is the basic work unit for correspondence course work.  The number of credit hours assigned to a subcourse is the estimated time required for an average student to read the material and complete all the exercises and the examination.  Credit hours are awarded upon successful completion of the subcourse.            

METHODS OF COMPLETING EXAMINATIONS:  

a. PAPER.  Each subcourse includes an examination response sheet, TSC form 59 (ACCP Examination Response Sheet), for recording examiniation answers and a pre-addressed envelope for the returning the sheet for grading.  The sheet is preprinted with the students information and should be checked to verify accuracy of student data.  

b. ON-LINE ANSWER SHEET.  There is a blank answer sheet for some subcourses available through the AIPD website.  For some subcourses the complete examination is online.  

c. SUBCOURSE INCLUDING EXAMINATION ONLINE.  The subcourses which are available electronically have examinations as part of the presentation.  Students must complete these examinations online.  

REQUIRED PROGRESS:  All students must meet yearly requirements as shown below:


a.  Students enrolled in a single subcourse must complete the subcourse within one year from date of enrollment.  Students enrolled in more than one subcourse must complete all of those subcourses or at least 30 credit hours, whichever is less, within each enrollment year.


b.  Students enrolled in courses or phases of courses must complete at least 60 credit hours each enrollment year, unless otherwise noted in the course description.  

GRADING SYSTEM AND REEXAMINATION:  

a. Subcourse grades indicated the weighted percent of correct responses.  The minimum passing grade is 70 percent unless otherwise noted.  If you fail a subcourse exam, you will be sent a second exam response sheet.

b. If you are enroled in a single subcouerse, your enrollment will be canceled after two failures of that subcourse.  You must reenroll if you wish to complete the subcourse.

c. If you are enrolled in more than one subcourse, the second failure will be treated the same as if you were enrolled in a course.  

d. If you are enrolled in a course and you have failed a subcourse twice, contact your AIPD team assigned to your school program.                             

ENROLLMENT YEAR:  The enrollment year begins the date the application is processed through the computer and ends 12 months later.

SUBCOURSE COMPLETION CERTIFICATES:  Each student completing a subcourse will receive a subcourse completion certificate.  This is the only record a student will have to show subcourse credit hours completed.r copy of the subcourse completion certificate is sent to the student's unit commander to be placed in the student's Military Personnel records jacket).      This is the only record the student will have showing subcourse credit hours completed.  The subcourse completion certificate is also proof of completion of subcourse when requesting equivalent credit.  Even though a student may find that they have completed all the subcourses that make up a course, if they were not specifically enrolled in that course, they will not be issued a course completion.  

COURSE COMPLETION CERTIFICATES:  Upon successful completion of an entire course, the student will be furnished a course completion certificate if they have enrolled in that specific course.  When a student completes, the Institute for Professional Development sends a copy of the course completion certificate to


a.  To the student


b.  To the student's supervisor

DIPLOMAS:  Diplomas are issued to those students who complete a professional development course such as the branch officer basic, advanced NCO basic and advanced.

                      STUDENT SERVICES

COUNSELORS:  When the student enrolls in the Army Correspondence Course Program, they will receive a student welcome packet.  It gives the student general instructions on what to do now that they are enrolled.  The counselor is there to provide assistance in any administrative matter relating to the program.  If the student has a problem which requires the counselor's assistance, they should contact the Institute.

RECORDS:  Records are maintained at the Institute for Professional Development on each student.  Each record contains administrative information as to the student's status in the program as well as furnishing the student counselor with information in the following areas:


a.  In what course or subcourse the student is 



enrolled.


b.  What subcourses have been issued to the 




student.


c.  What subcourses the student has 





satisfactorily completed.

CHANGE OF STUDENT INFORMATION/STATUS:  It is important that each student keep the Institute informed of any changes in their status.  If the student is promoted or changes their address, they should notify the Institute, in writing, of any changes or corrections to their status.  By letting the Institute know of any changes as early as possible, the changes can be made in the computer master file before the student's response sheet is sent to the computer.  The next subcourse will be automatically sent to the new address.

CORRESPONDENCE WITH THE INSTITUTE FOR PROFESSIONAL DEVELOPMENT:  All student correspondence, including letters, notes, inquiries and examination response sheet must bear the student's name, social security number and school code in order for the student's record to be quickly located.  The school code is listed in the upper left hand area of each examination response sheet.  This identification information should appear on each page in the event that papers become separated.  Any correspondence received that cannot be identified cannot be acted upon.

SPECIAL NOTES:  The Army Correspondence Course Program is not recognized and does not qualify an employee for promotion.  The completion rate of these courses is very low, compared to the enrollment rate.  The courses are time consuming and tedious to complete.  Enrollment should not be considered unless the employee is highly motivated and has sufficient non-duty time to devote to successful completion of all courses and subcourses.

DELEGATION

OF 

TRAINING APPROVAL

AUTHORITY
 DELEGATION OF TRAINING APPROVAL AUTHORITY
Installation and activity commanders have the option of retaining authority to approve all training for their civilian employees, or delegating this authority for training which does not exceed 120 calendar days.  If they choose to retain authority, they must personally sign all civilian training requests.  If they choose to delegate, they may delegate this authority to the Director, Civilian Personnel Advisory Center, or they may delegate to managers within their organization.  Commanders determine the supervisory level to which this authority is delegated.  It is recommended that delegation is given to line managers (usually supervisors of supervisors) with budget authority.

If commanders elect to delegate approval authority, they must do so in writing and identify any restrictions which they choose to impose regarding the delegation authority.  As part of this process, commanders are encouraged to update their training policy and clearly address certain regulatory and discretionary areas so there will be uniformity in the way training is approved within their organization.  

DA stipulates that managers who are delegated authority to approve training must be briefed regarding this important responsibility and the applicable regulatory guidance.  They must receive this training before they exercise the delegated approval authority.

The USMA Delegation of Training Authority is located on page 61 of this guide.

DEPARTMENT OF THE ARMY
UNITED STATES MILITARY ACADEMY
West Point, New York  10996
 REPLY TO

ATTENTION OF
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MACP  (1oo)                                                                                                                               1 October 1998

USMA POLICY MEMORANDUM 56-98

SUBJECT:  Delegated Approval Authority for Non-Government Training

1.  PURPOSE:  To Establish and promulgate policy delegating approval authority of non-government training to key managers and supervisors.

2.  APPLICABILITY:  This policy applies to all USMA organizations, including tenant organizations covered by USMA civilian personnel servicing agreements.

3.  POLICY:


a.  This policy applies to all tuition-assisted college courses attended during non-duty hours, and all non-credit, non-government short courses presented by vendors/private firms and colleges/universities during duty hours (training exceeding 120 consecutive days is considered long-term training and not included under this policy).  This authority is limited to courses/programs below $5,000 in direct costs (tuition, books, materials).  Training involving direct costs in excess of this amount will be reviewed by the USMA Chief, Human Resource Development, Civilian Personnel Advisory Center (CPAC), prior to approval.


b.  Participation is mandatory for all USMA agencies, including tenant activities located at West Point and Stewart Army Sub-Post.  Heads of these organizations will determine which key managers and/or supervisors will be granted this approval authority.  Selected managers will participate in a training program conducted by CPAC staff members and will be asked to sign a DD Form 577, Signature Card, which will be certified to verify completion of training. 

4.  RESPONSIBILITIES:  Implementation procedures will be distributed under separate cover.  The proponent agency for this action is the USMA CPAC.

5.  EXPIRATION:  This policy remains in effect until superseded or rescinded.

FOR THE SUPERINTENDENT:








      /Original Signed/



GRANT M. SMITH



Colonel, EN



Chief of Staff

DISTRIBUTION:

Electronic

INDIVIDUALS CERTIFIED TO APPROVE TRAINING

The following list are supervisors who have been authorized to approve training within the limits stipulated in the USMA Chief of Staff’s training policy statement and have received training as mandated by Department of the Army.

ACTIVITY
 INDIVIDUALS  W/DELEGATED TRAINING AUTHORITY

AG
BECKSTROM, JOHN  LTC

CPAC
HELLER, MICHAEL, S.

DAA
FISHBURNE, ELLIOT  LTC

DAD
SHARPSTEN, CHRISTOPHER  MAJ

DCFA
DENERSTEIN, BARBARA

DCFA
BROWN, ANTHONY, G

DCFA
MILANO, MAURA

DEAN
LOOMER, SCOTT, A   COL

DEAN
HOWINGTON, ANITA

DEAN
HOAG, FRANCES

DEAN
DEITRICK, CHRIS

DEAN
LEE, MARK, M  CPT

DEAN
CATELLO, RICHARD, J

DEAN
LAMB, ANNE, P

DEAN
TOLER, MICHAEL, M.  LTC

DEAN
PACENZA, SHARON

DEAN
LAUDEMAN, KENT, A   DR

DEAN
HEDMAN, KENNETH

DEAN
BAILEY, LINDA, M

DEAN
BELLINGER, SHERRI, H.

DEAN
MORAN, SHARON, E.

DEAN
PLETTE, RICHARD, P   MAJ

DEAN
DISALVO, THOMAS, M

DEAN
WOJEHOWSKI, B. SUZANNE

DENTAC
NEUMANN, JON, C  LT

DHPW
HETRICK, KENNETH

DHPW
LUEBKER, THOMAS  COL

DHPW
DENIKIEWICZ, JAN

DHPW
BUNING, THOMAS, W  LTC

DHPW
TALABER, MATT

DHPW
ROOD, EUGENE

DHPW
WILDENBERG, GERI, J

DHPW
ALVORD, GEORGE, B

DHPW
MICHAUD, DONALD

DHPW
PEREZ, WALTER

DHPW
STANLEY, GREGORY  COL

DHPW
KNAPP, GERALD

DOC
SCHMIDT, RODNEY, H.C.   LTC

DOC
BUGGER, DAVID, J.

DOC
CROWDER, RON

DOIM
BLOOMER, JOSEPH

DOIM
CANH NGO

DOIM
SCALONE, PHILLIP

DOIM
COGAN, KEVIN   COL

DOIM
WILKER, PHILIP, G  MAJ

DOIM
STAGLIANO, LISA, B

DOIM
LUSARDI, EUGENE, T.

DOL
GOLDBAUGH, DENNIS, E

DOL
MANDIA, JOHN, P

DOL
LOEHLE, LUCY, D

DOPS
DUBYEL, JOSEPH  LTC

DOPS
O'REILLY, ANN

DRM
SOLOMON, CECILIA, B

DRM
HUGHES, THOMAS, W.   LTC

GC
SMITH, ARNOLD   COL

GC
MARCHESANI, ANTHONY, T

IG
TURNER, JEAN, C

IG
YORK, THOMAS, E  LTC

IRO
WENDEL, THEODORE

MEDDAC
GRUBER, GERALD, J   MAJ

MUSEUM
MOSS, MICHAEL

ODIA
MCMILLEN, BARBARA, E

ODIA
ROSE, EDWARD

ODIA
SCHRETZMAN, CHARLES, G  CPT

PAO
HAMBURGER, ANDREA

SGS
VERBIEST, LAWRENCE   LTC

SJA
CARLSON, GILBERT   CW2

USCC
GUMPF, JOHN, S   CPT

USCC
MORALES, HECTOR   CPT

USCC
ENDRES, THOMAS, J.  LTC

USCC
COCHRAN, ALTER, L

The supervisors with delegated training authority are authorized to sign Blocks 33 and 34 of the DD Form 1556.  

The CPAC and the Activity Training Coordinator will need to work together to keep the activity list current.  Newly appointed supervisors who are to be given delegated approval authority need to be identified to the CPAC.  When new supervisors are appointed in USMA organizations who will be given delegated approval authority, the activity personnel advisor at the CPAC should be notified to schedule the required training.  Training classes are part of the on-site schedule and can also be provided one on one with the supervisor.  

Training coordinators should also notify the CPAC when supervisors depart or the activity list requires deletions.  
USMA

TRAINING 

COORDINATORS

THE ROLE OF THE TRAINING COORDINATOR

Training Coordinators were first appointed in 1980.  Authorized by Civilian Personnel Regulation 410.3, they are essential to a viable and effective Civilian Training Program at the United States Military Academy.  The coordinators play an important role in the Civilian Training Program by providing assistance in carrying out the installation policy on training.  This network provides the vital link between their respective directorates and the Civilian Personnel Advisory Center, thus enhancing coordination during the training process.

A TRAINING COORDINATOR'S ROLE INCLUDES:


- Serving as point of contact with the CPAC, by handling training matters for their organization.


- Assisting in compiling the organization's Annual Training Needs Survey and Annual Training Evaluation information.


- Maintaining material on current sources of training pertinent to the organization.


- Disseminating training materials to supervisors and employees.


- Providing instruction and assistance to clerical and administrative personnel on the preparation and processing of civilian training requests or applications.


- Reviewing training requests to ensure they are accurate and complete with appropriate attachments, signatures, and funding information before forwarding to CPAC.


- Maintaining record of organization's training requests.


- Ensuring completed training is evaluated by employee and supervisor and paperwork is forwarded to the CPAC and/or CPOC

                   LIST OF TRAINING COORDINATORS
ORGANIZATION                NAME                WORK PHONE/E-MAIL

AG                          BARBARA BAUER          3125    yb5632

CHAPLAIN                    CONNIE WAGNER          3412    yc8288

CPAC                        BONNIE WOLFE           3943    yb5039

DAA




   LTC ELLIOTT FISHBURNE  3700    ye6978

DAD                         MAJ CHRIS SHARPSTEN    5710    tc6765

DCA                         AL COCHRAN             7988    va4087

 DCFA                        

  -HQ, DCFA                 MARY ANN FOWLER        2103    ym9786

  -COM REC DIV (CRD)        BERTHA TRUBENBACH      2401    yb2259

  -FIN MGMT DIV (FMD)       TONI TOMPKINS          2707    ya2333

  -COM OPNS DIV (COD)       TONI TOMPKINS          2707    ya2333

  -ALCOHOL & DRUG CONT(ADCO)PAT DEYO               5785    yp3348

  -ARMY EDUCATION CTR (AEC) KATHY RUGGERIO

 3762    yk6607

  -SERVICES DIV (SD)        ALEX FRANCO            4819    ya4656

  -FAMILY SUPPORT DIV                                        

    -HQ, FSD,HQ, CFA, ACS 

       (WP & STAS)          AMY WEYHRAUCH          5838    ya3228

    -CDS, SAS & YS (WP

        & STAS)             MARGARET BREWER (A-N)  2025    ym6343

                            ALISON JENKINS  (O-Z)  2894    ya2083

DEAN 



KATIE HAUSERMAN

 6316    zk7069
  -D/BS&L                   ANITA HOWINGTON
      3707    ia9719

  -D/CHEMISTRY              SHARON MORAN      
 3767    ms0095

  -D/C&ME                   JEANNE COOK            5092    ij7303

  -D/EE&CS                  LINDA BAILEY           5570    dl4176

  -D/ENGLISH                FRANCES HOAG           2501    cf6894

  -D/FL                     JUDITH DUBALDI

 2400    gj8752
  -D/G&EnE                  JEAN KELLER            3321    bj0184

  -D/HISTORY                ANNE LAMB              4003    ka3862

  -D/LAW                    SHAREN PACENZA         2571    es4110

  -D/MATHEMATICS            LTC DOYLE DAUGHTRY
 4502    ad1655
  -D/PHYSICS                SUZANNE WOJEHOWSKI     3905    hs8733

  -D/SOCIAL SCIENCES        CHRISTINE DEITRICK     3397    jc9855
  -D/SYSTEMS ENGINEERING    BETTY MELICK           2701    fe0445

DENTAC                      BERNADETTE MCGUIRE     4212    yb9552

DHPW (DEH)                  GLORIA GONZALES       3937    yg4398

DMI                         LYNN WEISMANN          2884    ql0605

DOC                         CINDY THOMPSON         3417    yc4052

DOIM                        LINDA SMEDMAN          7345    7l8915

DOL                         VICKI NUNNALLY         7332    yv9627

DOPS                        ANN MARIE O’REILLY     7471    ya4988

DPE                         SUE ROTHENBUSCH        2134    ps1012

DRM                         SUSAN HOPKINS          3110    ys8755

EEO                         MICHAEL BILELLO        4478    ym5630

GARRISON COMMANDER          SUZANNE LEWIS          2022    ys7811

HHC, 1-1 INF                DEADRA GHOSTLAW        8859    yd9340

ORGANIZATION                NAME                WORK PHONE/E-MAIL
2ND AVIATION                CW2 KEITH BELANGER   220-3298  

IG                          MARY LOUISE BILODEAU   2910    ym2098

IRO                         JOHN O'CONNOR          5955    yj0160

MEDDAC                      PENNY FRANCIOSI        3873    yp2285

ODIA                        DEBORAH ESTEVEZ        2973    wd5058

OPA                         BARBARA HOUSE          3549    nb2839

PAO                         ANDREA HAMBURGER       3808    ya1436

PMO                         ANITA OWENS            2403    ya1251

SGS                         SANDRA KIRWIN          4609    ys1248

SJA                         GILBERT CARLSON        4570    yg1924

TREASURER OFFICE

   STEPHANIE MARTIN       4262    ys0199

USACIDC                     ANTHONY TIROCH         3513    ya0087

USAF RCTG SQD, STAS         SANDRA CHRISTIE      220-3394  

USCC                        LISA PIERRO            3355    sl3749

USMA LIBRARY                KENNETH HEDMAN         3833    uk9088

COURSE 

REGISTRATION 

PROCEDURES
                    COURSE REGISTRATION PROCEDURES
· USMA ON-SITE COURSES 
ON-SITE:

For courses held at USMA that are sponsored by the CPAC and involve no cost, complete a USMA 24-30, On-Site Training Request form (sample provided at the end of this section).  The Training Needs Survey and historical information are used to plan training and should provide an adequate number of spaces to meet documented needs.  Priority for registration will be determined by the target audience definition and the order of receipt of training requests.  Submit requests through your organization's training coordinator to the CPAC.  Registration in the class will be confirmed by notices sent to the employees approximately 5-10 days prior to the beginning of an on-site class.  If you do not receive a notice within 3 days of the class, call the CPAC, to confirm your space.  Cancellations should be made through the training coordinator, and the CPAC MUST be notified as soon as possible.  

  “No Shows” will not be rescheduled for classes.

ONSITE WITH COST:

Follow the procedures for submission of the

DD Form 1556.

· NON-GOVT (OFF-SITE):
               All requests for training in non-government

               facilities, including reimbursement for college

               tuition, must be submitted on a DD Form 1556 and

               include a course description.  Block 18 on DD

               Form 1556 must be completed in order to justify

               the course.  The DD Form 1556 must be approved 




prior to the beginning of training or it cannot be 




authorized for payment or reimbursement under 




provisions of the Government Employee's Training 




Act (GETA).  

               Commanders may delegate the authority to approve

               short-term (120 calendar days or less) 

               training to line managers.  This 

               policy requires that managers involved in the

               approval process be trained in the proper

               procedures and responsibilities before they

               are delegated this authority. 

               Non-Government training request forms should be 

               submitted through the employee’s supervisor to the

               activity’s designated authorized approver,

               or to the organization’s CPAC Advisor, as

               appropriate.

( Once TRAIN is implemented ALL training requests associated with the above will be initiated through the automated training request system, TRAIN.  See section IX TRAIN in this guide for further information.
· MANAGER/SUPERVISORY:      

Effective 1 October 1998, enrollment for these courses is done through the Internet.  The address is: http://www.atsc.army.mil/accp/aipd.htm 

· GOVERNMENT SERVICE SCHOOLS (OFF-SITE):

               Quotas must be requested through appropriate

               survey.  The CPAC acts as a clearing-house

               for the service schools that civilians attend.  DD

               Form 1556s and/or other applications must be sub-

               mitted through the CPAC to confirm quotas.




Training for which a quota has not been obtained

               will be entered on a standby basis.  Contact your

activity’s personnel advisor for correct procedures.

SAMPLE  

USMA FORM 24-30

SAMPLE DD1556

   


TRAIN


TRAIN

TRAIN is the Functional Process Improvement (FPI) tool for management and administration of the DoD civilian workforce training and development program.  TRAIN is part of the Integrated FPI Suite that is designed for use by managers, supervisors and employees under regionalization of the civilian personnel offices.  TRAIN electronically flows training requests to predetermined stops, thus eliminating the need for manual processing and transmission of the request.

TRAIN allows supervisors, managers, employees, training coordinators to initiate training requests, schedule training from an automated course catalog, certify training completions; evaluate completed training and track the status of the training requests.  TRAIN also can generate on-line training reports.  At this time TRAIN does not have an interface with the Defense Finance and Accounting System (DFAS).  However, managers can print a copy of the DD Form 1556 and forward it to the appropriate DFAS office.   

Supervisors, managers, employees and training coordinators must have connectivity before they can access the software.  The Civilian Personnel Advisory Center will work with the Civilian Personnel Operations Center  (CPOC) to provide the connectivity and training for users.  User access is determined at the time a login is established.  Supervisors will use TRAIN to initiate training requests when connectivity to the system has been established.  The training request used by TRAIN is an abbreviated version of the DD Form 1556. Employee date is populated by the system with the course data being generated from the course catalog or through use of tables to populate the data element.  

Supervisors who do not have connectivity to TRAIN must continue to manually process the DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement.  Upon completion of training the supervisor and employee will complete the evaluation form, and copy 2 (or appropriate documentation) will be sent to the CPAC and/or CPOC for input into DCPDS (automated personnel record database).
FLOW OF TRAINING REQUEST WHEN FUNDS ARE INVOLVED

START    Employee/supervisor                          Supervisor approves                         Budget obligates funds

                 initiates training request

       

 
                             

       
            


                                                                                                                                               

Employee attends Training                                                  





Authorizing Official Approves

              

                           
          




Employee does Evaluation     

          


                           DFAS                                                                     CPOC

                       Pays Invoice                           
          Submits PTI to DCPDS

GENERAL

TRAINING 

INFORMATION

WHAT TRAINING IS MANDATORY?

SUPERVISORY TRAINING - IAW AR 690-400, chapter 410, newly appointed supervisors MUST complete the following within six months after assignment to their first supervisory position:  (1)  Supervisor Development Course -- 40 hour correspondence course (supplemented by an on-site course, Supervisor Development Supplement); and  (2)  Leadership, Education and Development (LEAD) Course -- 40 hours, on-site.  All military personnel who supervise civilian employees must also complete the above training program within six months but no later than 12 months after their assignment to a position where they are required to supervise civilians.

MANAGER TRAINING - Newly appointed managers (supervisors of supervisors, and managers of programs, resources and/or policy) MUST complete the following two phases, as applicable, within six months after assignment to their first manager position:  (1) Manager Development Course -- 40 hour correspondence course; and (2) any supervisory training as noted in preceding paragraph which has not yet been completed (this phase is required for supervisory managers, not program managers who have no direct supervisory duties.)


THE SUPERVISOR DEVELOPMENT SUPPLEMENT AND LEAD COURSES ARE

     EACH OFFERED AT USMA AS PART OF THE ON-SITE PROGRAM.

NEW EMPLOYEE ORIENTATION - IAW AR 690-400, chapter 410, this training is to be completed within 60 days after a civilian employee enters on duty.


NEW EMPLOYEE ORIENTATION IS OFFERED AT LEAST QUARTERLY

     AS A PART OF THE ON-SITE PROGRAM.

PREVENTION OF SEXUAL HARASSMENT (POSH) - Army mandates that every employee receive POSH training annually.

     PREVENTION OF SEXUAL HARASSMENT IS OFFERED QUARTERLY 

     (OR AS REQUESTED) BY THE USMA EEO OFFICE.

OTHER MANDATORY TRAINING - Federal, state or local regulations may require training for employees in specific jobs or occupations.  Assistance in meeting these requirements can be obtained at the Civilian Personnel Advisory Center.  The USMA Safety Office can also provide information on safety training requirements.

                 INDIVIDUAL DEVELOPMENT PLAN
WHAT IS AN INDIVIDUAL DEVELOPMENT PLAN (IDP)?  An IDP is an annual written plan that lists training needs based on a review of an employee's performance.  In the case of a new employee, the IDP lists training needed so that the employee is able to perform assigned duties.  The object is to assess what training is needed for the employee and to plan how the requirement will be met.

WHERE IS THE IDP RECORDED?  For interns and Veteran's Readjustment Appointment (VRA) positions, USMA FORM 24-62 is used.  For new employees, there is no prescribed form, so any format may be used.  Samples of IDP's for entry-level clerical employees and supervisors are included in this GUIDE.  For assistance in preparing IDP's, please contact the personnel advisor that serves your organization.  Although the Total Army Performance Evaluation System (TAPES) does not provide a specific section to document an IDP, there is guidance on discussing and recording training needs and accomplishments.  While IDPs are not mandatory for most employees, they are highly recommended.  IDPs serve as an excellent management tool for planning a coordinated program of both individual and organizational training over time.

WHAT IS THE RELATIONSHIP BETWEEN THE IDP AND THE TRAINING NEEDS SURVEY?  The IDP is the source document for the annual needs survey.  Your unit's response to the survey is a compilation of requirements listed on all employees' Individual Development Plans.  The results of the survey are used to plan training for USMA.

DOES EVERY EMPLOYEE NEED AN IDP?  No.  The object of the IDP is to improve job performance or help the employee advance to higher skill levels and technical competence.  Not every employee needs training.  If training is not required, a statement on the rating form indicating that an IDP is not necessary will suffice.

IS AN IDP A BINDING CONTRACT?  No, the IDP is not a binding contract between the supervisor and employee, nor between the federal government (or the Department of the Army or the United States Military Academy) as the employer and the employee.  Once the IDP is completed, however, all parties should make every effort to ensure that needed training is available.

CHECKLIST FOR SUPERVISOR/MANAGER

INDIVIDUAL DEVELOPMENT PLAN (IDP)

                                                                         
Staying current in your field and enhancing your ability to manager your employees effectively are continuous training goals throughout your career as a supervisor or manager.

                                                                           

FUNCTIONAL AREA:

 FORMCHECKBOX 
  MILITARY SERVICE SCHOOLS, such as Army Logistics Management College (ALMC) and others are good sources of training in many areas.

 FORMCHECKBOX 
  ARMY CORRESPONDENCE COURSE PROGRAM is the formal non-resident extension of the military service schools.


PERSONNEL ADMINISTRATION:

 FORMCHECKBOX 
  SUPERVISORY DEVELOPMENT (Army Correspondence course)

 FORMCHECKBOX 
  SUPVY DEVELOPMENT (Onsite)
 FORMCHECKBOX 
  LEADERSHIP EDUCATION AND DEVELOPMENT (LEAD) (Onsite)
   The above are required by AR 690-400.410,to be completed within the first six months as a new supervisor.  This applies to both civilian and military supervisors of civilians.  In addition, if you are a manager (a supervisor of supervisors) you must also complete the following:

 FORMCHECKBOX 
  MANAGER DEVELOPMENT COURSE (Army Correspondence course)


PERSONNEL MANAGEMENT:


SUPPORT TASKS:

 FORMCHECKBOX 
  Appropriated Fund Control courses
 FORMCHECKBOX 
  Delegated Classification Authority
 FORMCHECKBOX 
  Delegated Training Authority
 FORMCHECKBOX 
  Safety

SPECIAL ABILITIES/SKILLS:

 FORMCHECKBOX 
  

The list of training needs above provides an opportunity to check your training needs.  Working with your own supervisor, you may use this list to plan your requirements.
 TRAINING PLAN

NAME:  Jane Doe                       TITLE/SERIES/GRADE:    Office Automation Clerk









           GS-326-04

COURSE


1st QTR
2nd QTR
3rd QTR
4th QTR


New Employee

Orientation


2 Nov


Prevention of Sexual 

Harassment


3 Nov

Military Correspondence     
24 Oct

Modern Army

Recordkeeping

System (MARKS)



16 Feb


Customer Relations







16 Jul


OER & EER

Training  



NOT NEEDED

Fill out this Training Plan for your Entry Level Clerical Employees.  

VETERAN’S READJUSTMENT APPOINTMENT (VRA)TRAINING PLANS

A Veterans Readjustment Appointment (VRA) is a noncompetitive appointment of a veteran in the excepted service.  It leads to competitive status and career or career conditional tenure upon satisfactory completion of a two-year trial period and education and training.  Normally a formal education and/or training plan is prepared before the employee is appointed - a combined effort between the first line supervisor, the selected candidate and the CPAC personnel advisor.

If a veteran has less than 15 years of formal education, Army is required to provide a training program.  If the veteran has 15 or more, 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-duty or off-duty and can include any, or a combination of the following:  college education; Vo-Tech School; on the job training; and/or attendance at DOD, Army or government sponsored training.  

The VRA employee serves a one year trial period where performance and conduct are closely monitored.  Upon successful completion of the two-year excepted service period, and with the supervisor’s recommendation, the employee is converted to the competitive service.  An additional year of service is then required before the employee makes career tenure.  

It is the responsibility of supervisors and managers to utilize available resources to train, qualify and develop their employees.  The activity CPAC personnel advisory can assist and provide advice in obtaining training to meet the VRA training needs.  

MODEL VETERANS READJUSTMENT APPOINTMENT PLAN


1.  Name of Employee            2. Position Title        3.  Grade


4. Agency

5.  Description of education/training plan    Target date(s) for completion


6.  Agency representative who     Name                        Telephone Number

    can provide job-related

    counseling.
                            Address

                                                                    

7.  Educational and vocational    VA facility                Telephone Number

    counseling services are 

    available to veterans 

    readjustment appointees from 

    the VA.  The nearest VA facility

    which can provide this counseling

    is shown at the right.

NOTE:  Conversion to career or career-conditional appointment is subject to satisfactory completion of this education/training plan (including any mutually agreed to changes made to this plan) and satisfactory completion of

required service.


AGENCY REPRESENATIVE                SIGNATURE                 DATE

EMPLOYEE




SIGNATURE


  DATE


Office of Personnel Management




OPM Form 1398

MODEL VETERANS READJUSTMENT APPOINTMENT PLAN

    

1.  Name of Employee            2. Position Title        3.  Grade

   Jane Doe


Contracting Specialist    GS-07/09/11

4. Agency
US ARMY, PUBLIC WORKS                                              

5.  Description of education/training plan    Target date(s) for completion

On the job training as specified by the supervisor DD/MM/YY date completed

Correspondence Course(s)                    “              “

College Course(s)                           “              “

HAZ COM                                     “              “

POSH                                        “              “

LEAD

AODC

ST5000

ST6000

ST7000

Acquisition Course(s)


6.  Agency representative who     Name                        Telephone Number

    can provide job-related       Authorizing Official        (123) 456-7890

    counseling.
                            Address

                            PUBLIC WORKS, FORT RICHARDSON, AK  99505

7.  Educational and vocational    VA facility                Telephone Number

    counseling services are         Vietnam Veterans Resource  (123) 987-6543

    available to veterans           401 Tudor Center

    readjustment appointees from    Anchorage, AK

    the VA.  The nearest VA facility

    which can provide this counseling

    is shown at the right.

NOTE:  Conversion to career or career-conditional appointment is subject to satisfactory completion of this education/training plan (including any mutually agreed to changes made to this plan) and satisfactory completion of

required service.


Personnel Management Specialist

CPAC, Fort Richardson

AGENCY REPRESENATIVE                SIGNATURE                 DATE

Jane Doe

EMPLOYEE




SIGNATURE


  DA

QUESTIONS & ANSWERS ABOUT TRAINING
Q:  Who determines training needs?

A:  The immediate supervisor determines what training is needed for the employees to accomplish the mission of the organization.

Q:  Who approves training ?

A:  This varies within organizations and is according to the type and length of training.  Each activity has delegated training authority within their organization.  The official with this authority has the authority.  See section VI Delegation of Training Approval Authority.

Q:  How are training needs made known?

A:  There are primarily three ways of making training needs known.  One is by means of the Total Army Personnel Evaluation System.  Annually, each supervisor must appraise his/her employees under the TAPES.  Part III of the TAPES form is the Individual Development Plan (IDP).  The IDP is used to record the employee's training needs.  Employees are appraised in terms of training needs, also recorded on the IDP, as a part of their annual career appraisal.  The second way of making training needs known is by submitting them in the activity's annual training needs survey.  Actually, the training needs survey should be a compilation of all training needs identified on employees' IDPs.  These additional requirements may result from work method changes, career field functional changes, employee performance changes, or scientific and technological developments.  The third way is by submitting a training request through the activity’s training coordinator.

Q:  How are training needs met?

A:  Training needs are met by on-the-job training, correspondence courses, formal classroom training, and developmental assignments.

Q:  Where can needed formal training be obtained?

A:  In addition to on-site courses, formal training is available from a variety of sources.  The most commonly used are listed below:


a.  Military Service Schools (DA Pam 351-4)


b.  DoD Schools (DoD Directive 5010.16)


c.  Interagency Schools:  Office of Personnel Management; General Services Administration; Executive Seminar Centers, etc.


d.  Non-Government Sources:  Manufacturers; Commercial Training Institutions; Colleges and Universities; and private training consultants.


e.  Interactive learning, e.g., computer based, video-conferencing

Q:  What other training is available?

A:  Correspondence courses from different government sources are available covering a variety of subject areas at little or no cost.  Training coordinators should contact the personnel advisor at CPAC for application instructions.  Information on application procedures are also available at many of the school web-site addresses.  Correspondence courses through other sources are also available. Correspondence courses are usually received by the applicant within a 6 to 8 week period.

Q:  Who pays for training?

A: Instances of training are usually funded by the employee's organization.  There are, however, a few instances when training costs are paid from special program funds.  The CPAC and the Directorate of Resource Management (DRM) jointly manage funds for one special training program, the DA Civilian Career Intern Program.  The EEO Office manages funds for training in support of the EEO and the Federal Women's Program (FWP).  Activity Directors should ensure that training needs are included in budget requests.  Typically one to one-and-a-half per cent of the total base pay of the organization is targeted for training and development of activity personnel.

Q:  How is training requested?

A:  Civilian training of four hours or more in length must be requested on DD Form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) or the local form used for on-site courses of less than 80 hours (USMA Form 24-30).  All requests for non-government training must be approved on the DD Form 1556 in advance of the training start date.  Costs of training in non-government facilities not authorized prior to beginning of training cannot be paid under provisions of the Government Employee's Training Act.  All requests for non-government training must include a course description and completion of block 18 of the DD Form 1556.

(Once TRAIN and/or the successor automated training request system is implemented, training will be requested through these automated systems only.  USMA activities will be fully trained and notified prior to full implementation of these automated systems.

TRAINING LAW AND POLICIES
PURPOSE      The purpose of this section is to provide information on the law and general policies regulating employee training.

RATIONALE    Employee training can be a powerful management tool.  To make effective use of this tool, supervisors need to know what the tool was designed for, what flexibilities are permitted, and what limitations are imposed.

CONTENT      This section includes information on:


        - The law authorizing training of Federal employees.



   - Primary goals of employee development & training.



   - Supervisor's responsibility for employee training.



   - What training can be legally authorized and for 


        what types of employees.



   - What is meant by "official duties."



   - Limitations on non-government training.



   - Authorized agency training expenditures.



   - Criteria for selecting employees for training.



   - Relationship between Government sponsored training 

        and employee self-development.

THE GOALS OF TRAINING



   Employee training in the Federal service is authorized by the Government Employees Training Act (GETA) which is now Chapter 4 of Title 5, United States Code.  According to the Act, the goals of training are to assist management to:



   - Achieve efficiency and economy in the Government.



   - Provide means for the development of maximum 


efficiency in the performance of "official duties."



   - Establish and maintain the highest standards of 


performance in the transaction of public business.  


   - Install and effectively utilize the best modern 


practices and techniques which have been developed, 


tested and proven both within the Government and the 


private sector.

A MANAGEMENT TOOL



   The goals of employee training make it a natural and logical part of the overall management function.  As a properly used management tool, training can increase efficiency and effectiveness of operations and contribute significantly to mission accomplishment.  As with any tool, however, proper and most productive use flows from clear understanding of its functions, flexibilities and limitations.

A SUPERVISORY RESPONSIBILITY



   The responsibility for understanding and applying this management tool rests with the line organization.  The supervisor, as a line officer (regardless of his or her level in the organization), must ensure that adequate training is provided to all employees under his/her supervision.  Although the conduct of training may be performed by others, this does not diminish the supervisor's responsibility.  He/she is still responsible for seeing to it that employees acquire and maintain those knowledges, skills, and abilities needed for high quality performance.
"WHATEVER IS NECESSARY"



   The authorities granted to agencies by the "GETA" are quite broad and flexible.  Essentially, they allow agencies to provide whatever training is necessary to develop skills, knowledges and abilities that will best qualify employees for the performance of official duties.

DEFINITION OF TRAINING



   The "GETA" definition of training is also very broad.  As a practical matter, the definition includes almost every possible learning situation that:



   - Is planned, prepared and coordinated.



   - Is in a field that is or will be directly related 

to the performance of the employee's official duties.



   - Has as its purpose increasing employee's 



knowledge, proficiency, skill, ability or 




qualifications in the performance of official duties.

OFFICIAL DUTIES



   An absolute requirement for any agency-sponsored employee training is that the training must be related to the performance of official duties.  "Official duties" means:



  - The authorized agency duties an employee is 



currently performing.



  - Duties which he/she could reasonably be expected to 

perform in the future.*

*This includes potential duties in the employee's current job, as well as potential duties in a different job or occupation at the same or higher level than one currently held by the employee.  Training for future jobs may be authorized only if the employee is considered to have the potential to perform the duties of such a job and if the agency has a definite need for a trained person in such a job.  In most cases, however, selection for training for future jobs must be accomplished in accordance with merit promotion procedures.

ALL TYPES OF EMPLOYEES COVERED



   Almost all civilian employees are covered by the law and may receive training under its provisions.  Included are full time, part-time, intermittent, temporary, and seasonal employees; general schedule and wage grade employees; scientific, technical, clerical, administrative, and professional level employees.

TYPE AND SOURCES OF TRAINING



   Training under the law may be full-time or part-time, on- or off-duty, day or evening or any necessary combination of these.  It may be accomplished through correspondence, independent study, classroom work, conferences, workshops, supervised practice or other methods or a combination of methods.  It may be given by the employee's agency, another Government agency, a manufacturer, a professional association, or other competent groups in or out of Government.

AGENCY TRAINING



   Facilities for providing training are grouped into three broad categories:  Agency, interagency and non-government.  Agency facilities should be used as far as practicable.

INTERAGENCY TRAINING



   Interagency training, that is, training available from other Federal agencies, should be used whenever this would result in better training, improved service and savings to the government.

NON-GOVERNMENT TRAINING



   Non-government training essentially means training that is conducted by other than civilian or military personnel of the Federal government acting in their official capacities.  The most common sources of non-government training are colleges, universities, private companies and consultants.



   Before authorizing non-government training, an agency should determine that adequate training is not reasonably available within the Government to meet the agency's need.  Ordinarily Government training is not reasonably available when:



   - Existing programs within its own organization will 

not adequately meet the need;



   - New programs cannot be established to meet the 


need effectively; and



   - Reasonable inquiry has failed to disclose the 


availability of suitable and adequate programs 



elsewhere in the Government; or



   - Use of Government facilities would be less       

          effective (because of cost, distance, time or other 

          factors) than would use of non-government facilities.

RESTRICTIONS ON NON-GOVERNMENT TRAINING



   1.  Authorization:  



   Non-government training must be approved prior to the beginning of the training or it cannot be authorized for payment or reimbursement under the provisions of the Government Employees Training Act (GETA).



   2.  Academic Degree Restrictions:



   Training in a non-government facility may not be provided:



   - For the purpose of providing an opportunity for an 

employee to obtain an academic degree in order to 


qualify for a particular position; or



   - Solely for the purpose of obtaining an academic   

degree.



   This prohibition does not limit the agency's authority to assign employees to training in non-government facilities when the purpose of the training is to develop those skills, abilities, and knowledges which will best qualify them for the performance of official duties.  If, in the accomplishment of this training, an employee receives an academic degree, this may be considered as merely an incidental by-product of the training.

FACTORS FOR SELECTION



   Supervisors and managers should consider facts such as the following when selecting from among those who might be trained:



   - The relative degree of the employees' need for 


training.



   - The relative potential of employees for 



advancement.



   - The relative ability of employees to pass the   


training on to others upon return to the job.



   - The relative extent to which employee's 



knowledges, skills, attitudes, or performance are 


likely to be improved by training.



   - The relative degree and length of time the agency 

expects to benefit from the employee's increased skills 

and abilities.



   - Training opportunities previously afforded 



employees by the agency.

NON-DISCRIMINATION
             Selection for training will not be based on race, color, religion, sex, national origin, or other factors unrelated to the need for training.

RESPONSIBILITIES



   Overall responsibility for establishing and implementing employee development and training programs rests with the agency head.  Each supervisor, however, is responsible for the training of his or her subordinates.  If an employee fails an assignment because of the lack of training, the supervisor is held responsible, not the employee.  Therefore, it is the supervisor's responsibility to ask a superior or available personnel official for any needed assistance.

SUPPLEMENT TO SELF DEVELOPMENT



   Employee training sponsored by Federal agencies is intended as a supplement to, not as substitute for, self-development by the employee.  Basic responsibility for each employee's development and agency training is very clearly stated in the GETA:


"In order to promote efficiency and economy in the operation of the government and provide means for the development of maximum proficiency in the performance of official duties...it is necessary and desirable in the public interest that self-education, self-improvement and self-training be supplemented and extended by government-sponsored programs..."

TRAINING FOR PROMOTION



   GETA prohibits training in non-government facilities for the purpose of filling a position by promotion if there is another employee of equal ability and suitability who is fully qualified for the position and is available at or near where the duties are to be performed.

CONTINUED SERVICE AGREEMENT



   Before an employee is assigned to training of 80 hours or longer, he or she must agree in writing to continue in the employ of the agency for an appropriate period of time.  Generally, the minimum period is three times the length of the training.  If the training involves no expense to the Government other than the employee’s pay, the employee is excepted from the requirement to execute a continued service agreement.

AUTHORIZED EXPENDITURES



   Agencies may pay all or any part of the expenses of authorized training.  This includes salary (but not premium pay), tuition, travel and per diem, and other expenses directly related to the training.

DETERMINING TRAINING NEEDS



   Each agency is required to review its program at least once a year to identify training needed to bring about more effective performance at the least possible cost.



   These reviews must consider individual employees’ training needs as related to the agency's program objectives and needs by occupation, organization or other appropriate group.  Reviews must cover long range as well as immediate needs, whether they are met through government or non-government facilities.

COMPETITIVE PROMOTION PROCEDURES



   Competitive promotion procedures must be followed in selecting permanent employees for training that:



   1.  Is given primarily to prepare trainees for 


advancement.



   2.  Is required for promotion to certain positions.



   3.  Clearly gives the trainee an advantage for 


future promotion in a specific occupation or specialty.

CHANGES IN TRAINING LAW
Recent changes in the training law and supplemental guidance have incorporated provisions of the Workforce Restructuring Act, National Performance Review recommendations, and other programs designed to reduce unnecessary regulatory restrictions.  In trying to make training law more responsive the manager’s needs in this rapidly changing environment, the focus has shifted from a requirement for training to be “directly related to the employee’s job” to training which will “improve individual and organizational performance and assist in achieving the agency’s mission and performance goals”.

While this significant change in the law gives manager’s far more latitude in what can be funded, the same law still contains restrictions with which manager’s must comply.  Of particular concern are the issues relating to training for degree and training for promotion.

TRAINING FOR DEGREE
The basic prohibition against training for academic degree still exists.  The Defense Acquisition Workforce Improvement Act caused a change in the training law to permit training for academic degree when it is necessary to resolve recruitment or retention problems.  However, use of this new authority has very specific provisions:



(1)  Activities must satisfy the criteria which authorize use of a recruitment bonus or a retention allowance in order to demonstrate that a recruitment or retention problem exists.



(2)  Activities must evaluate the current and projected vacancy rates in the shortage occupation, the turnover rate, and the technological changes affecting the occupation.



(3)  Activities must demonstrate that expanded recruitment efforts have been unsuccessful in producing the quantity and quality candidates necessary to fill the critical occupations. 



(4)  Activities must demonstrate attempts to use other monetary inducements authorized by law (special salary rate, student loan repayment, recruitment bonus, retention allowance, etc.) have been unsuccessful in filling critical occupations.



(5)  Activities must demonstrate that academic degree training is necessary to assist in recruiting or retaining employees in occupations which involve skills critical to the organization’s mission.

(6)  Activities must follow competitive procedures consistent with merit system principles when selecting employees for academic degree training.



(7)  Activities must expect to place the employee in the shortage occupation after completion of the training.



(8)  Activities must satisfy DOD restrictions which prohibit use of the academic degree training authority if there are excess employees registered in the Priority Placement Program for the same or targeted series/grade, or if separation incentives (VERA/VSIP) are being offered in the geographical area for employees in the same or targeted series/grade.


     (9)  Activities must reassess the recruitment or retention problems periodically to determine if academic degree training is an effective way of solving the problem, and if the need continues to exist.

Use of the exception to provide degree training to solve a recruitment or retention problem may only be used when all of the above requirements are satisfied.  However,  basic prohibition against training for academic degree  should not be construed as a strict prohibition against providing tuition assistance for employees to enroll in college credit courses.  As long as the specific course will develop knowledge, skill and abilities directly related to improved individual performance in accomplishing the organization mission, the course may be approved (provided it is not in conflict with other restrictions in the law).  Furthermore, multiple courses may be approved, provided each course is justified as being instrumental in accomplishing the organization mission.  Managers, however, must weigh other factors, including mission accomplishment, availability of funds, and return on the investment.  They may rightfully decide that funds would be better spent on other training and are not obligated to approve training simply because it is requested by an employee.

Bottom line is the Army may only train its employees to meet its needs (to serve the public interest).  It may not train employees to meet their personal desires or wishes.  This is why it is essential for each training request to address the relationship to the organizational mission and the benefits to the government.  Statements like “improve employee performance”, “on IDP”, “part of cross training”, etc., are not sufficient.  Reiteration of course content without showing relationship to mission is also not a justification for the training.  Justifications do not have to be lengthy, usually one or two sentences are adequate to show the mission relationship. 

TRAINING FOR PROMOTION
The law says that an agency may provide training to non-temporary employees that may lead to promotion as long as the training is provided consistent with merit system principles.  The merit system principles require fair and open competition to assure all receive equal opportunity.  The key here is that training to specifically qualify an individual for promotion should be announced on an organization-wide basis.  It is not appropriate to train an individual employee to qualify for a different job if there is no expectation that the employee will be able to move into that job.  It is also not appropriate to single out an employee for this training opportunity without considering all interested employees.  The organization needs to analyze its structure, the projected vacancies, and its ability to fill those vacancies.  Then it can make realistic decisions regarding the training which should be provided to enable the organization to meet its future staffing needs, and competitively select an appropriate number of employees to receive the necessary training.  

PAYMENT FOR TRAINING- GOVERNMENT PURCHASE CARD

Deputy Secretary of Defense Memorandum dated 20 July 1998 directs changes to the payment process for civilian training.  Effective October 1, 1998 all commercial civilian training up to and including $25,000, will be paid for using the government purchase card.  
This change is designed to save both time and financial resources.  Activities should immediately begin acquiring necessary cards and conducting training for card users to achieve this objective.  Purchase cards are available through the local agency program coordinators (APCs). APC's are generally located in the contracting office.  When arranging for commercial training, advise vendors that payments after October 1, 1998 will be made using the government purchase cards.  The purchase cards are VISA and Mastercard brands.  Any vendor with a VISA or Mastercard account will be able to accept purchase card payments. Vendors without VISA or Mastercard accounts can contact their local bank or one of the two card issuing banks (US Bank and CitiBank) to establish one.

Additional guidance and specific details are provided by the program coordinators.  Most training announcements will list specific instructions for use of the credit card to pay for training.
THE DEPUTY SECRETARY OF DEFENSE

WASHINGTON, D.C. 20301
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     MEMORANDUM FOR SECRETARIES OF THE MILITARY DEPARTMENTS


CHAIRMAN OF THE JOINT CHIEFS OF STAFF


UNDER SECRETARIES OF DEFENSE


DIRECTOR, DEFENSE RESEARCH AND ENGINEERING


ASSISTANT SECRETARIES OF DEFENSE


GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE


INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE


DIRECTOR, OPERATIONAL TEST AND EVALUATION


ASSISTANTS TO THE SECRETARY OF DEFENSE


DIRECTOR, ADMINISTRATION AND MANAGEMENT


DIRECTORS OF THE DEFENSE AGENCIES


DIRECTORS OF THE DOD FIELD ACTIVITIES


DIRECTOR, DEFENSE MANPOWER DATA CENTER

SUBJECT: 
Purchase Card Program Reengineering Implementation Memorandum #6:

Streamlined Payment Practices


I have long supported efforts to streamline operations and reduce costs in the Department by implementing the

government‑wide commercial purchase card for purchases and payments at or below $2,500.

A recent review of Defense Finance and Accounting Service (DFAS) commercial invoice processing data indicates that there are still 4.6 million commercial invoice payments made annually that could be eliminated if the purchase card were used as the payment vehicle. For example, in January 1998 DFAS processed nearly 217,000 payments made on contracting instruments, nearly 83,000 inter‑/intra‑government payments, over 65,000 miscellaneous payments, and over 17,000 training payments valued at or below $2,500 that were not on the commercial purchase card. DFAS has estimated that moving these payments to the purchase card could save the Department millions annually‑‑savings that are needed to modernize and maintain our fighting forces.

I recognize that many of you are currently reviewing your business processes to broaden acceptance of the purchase card; however, I believe more must be done. Specifically, I direct the following:

· The Under Secretary of Defense (Personnel and Readiness) shall issue Departmentwide policy by August 15, 1998, directing expedited use of the purchase card as the method of payment for all training requests using the DD Form 1556 valued at or below $25,000, and all medical services and Nonappropriated Fund payments valued at or below $2,500 when determined to be appropriate and cost effective.

· The Under Secretary of Defense (Acquisition and Technology) and the Purchase Card Program Management Office (PMO) shall develop Department‑wide policy by October 1, 1998, requiring the use of the purchase card to pay for goods and services purchased using standard contracting instruments, such as the Standard Form 1449 and the DD Form 1155, valued at or below $2,500. This policy shall address contracts, purchase orders, blanket purchase agreements, basic ordering agreements, and orders under task and delivery order contracts. It will also address bills of lading and stock fund transactions. USD(A&T) will also work with the General Services Administration to develop policies that further the use of the purchase card to pay for goods and services available on Federal Supply Schedules.

· The Under Secretary of Defense (Comptroller) will issue Department‑wide policy by October 1, 1998, requiring the use of the purchase card for all Military Interdepartmental Purchase Requests (DD Form 448) valued at or below $2,500.

· Each DoD Component will ensure that the commercial purchase card is used whenever feasible as the payment vehicle for all goods and services valued at or below $2,500. Components using electronic commerce/electronic data interchange systems that result in a more cost‑effective payment process must develop a business case analysis for each system which must be forwarded to me, through the Director, DFAS, by August 31, 1998, for approval. Components must also forward to me, through the Purchase Card PMO, by August 31, 1998, an assessment of any operational requirement that precludes full implementation of the purchase card. You are to provide me a report, through the Director, DFAS and the Purchase Card PMO, by October 1, 1998, of your purchase card program accomplishments.

· The Director, DFAS shall provide a monthly report to the Purchase Card PMO, with copies to me and the Under Secretaries of Defense for Acquisition and Technology, Personnel and Readiness, and Comptroller, of the quantities and sources of commercial invoice payments at or below $2,500. The reporting will begin no later than October 1, 1998. On a quarterly basis, this report will include an analysis of the payments by type and source. The Director, DFAS in conjunction with the affected DoD Component will conduct 100 percent audits of commercial invoice transactions at up to three installations per Military Department and the Defense Logistics Agency beginning in July 1998.

Until we expand the use of the purchase card, the Department will be unable to achieve the savings projected in the Quadrennial Defense Review and reduce the associated costs of our financial transactions. Therefore, I expect everyone in the Department to support the expedited expansion of the purchase card program. For further information, your staff may contact the Purchase Card Program Manager, Mr. Bruce Sullivan at (703) 681‑7564.

                                                                                                 

                                                                                                  John J. Hamre
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· United States Code 

· TITLE 5 - GOVERNMENT ORGANAZATION AND EMPLOYEES 

· PART III - EMPLOYEES 
· Subpart C - Employee Performance 

· CHAPTER 41 - TRAINING 

4101 Definitions. 

4102.  Exceptions:  Presidential Authority

4103.  Establishment of training programs.

4104.  Government facilities, use of. 

4105. Non-Government facilities: restrictions.

4107.  Restriction on degree training.

4109.  Expenses of training

4110.  Expenses of attendance at meetings.

4112.  Absorption of costs within funds available.

4115.  Collection of training information.

4116.  Training program assistance.

4117.  Administration.

4118.  Regulations.

4119.  Training for employees under the Office of the Architect of the Capitol and the Botanic Garden.

4101. Definitions 

For the purpose of this chapter - 

· (1) "agency", subject to section 4102 of this title, means - 

· (A) an Executive department; 

· (B) an independent establishment; 

· (C) a Government corporation subject to chapter 91 of title 31; 

· (D) the Library of Congress; 

· (E) the Government Printing Office; and 

· (F) the government of the District of Columbia; 

· (2) "employee", subject to section 4102 of this title, means - 

· (A) an individual employed in or under an agency; and 

· (B) a commissioned officer of the Environmental Science Services Administration; 

· (3) "Government" means the Government of the United States and the government of the District of Columbia; 

· (4) "training" means the process of providing for and making available to an employee, and placing or enrolling the employee in, a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency's mission and performance goals; 

· (5) "Government facility" means property owned or substantially controlled by the Government and the services of any civilian and military personnel of the Government; and 

· (6) "non-Government facility" means - 

· (A) the government of a State or of a territory or possession of the United States including the Commonwealth of Puerto Rico, and an interstate governmental organization, or a unit, subdivision, or instrumentality of any of the foregoing; 

· (B) a foreign government or international organization, or instrumentality of either, which is designated by the President as eligible to provide training under this chapter; 

· (C) a medical, scientific, technical, educational, research, or professional institution, foundation, or organization; 

· (D) a business, commercial, or industrial firm, corporation, partnership, proprietorship, or other organization; 

· (E) individuals other than civilian or military personnel of the Government; and 

· (F) the services and property of any of the foregoing furnishing the training. 

4102. Exceptions; Presidential authority 

· (a)(1) This chapter does not apply to - 

· (A) a corporation supervised by the Farm Credit Administration if private interests elect or appoint a member of the board of directors; 

· (B) the Tennessee Valley Authority; or 

· (C) an individual (except a commissioned officer of the National Oceanic and Atmospheric Administration) who is a member of a uniformed service during a period in which he is entitled to pay under section 204 of title 37. 

· (2) This chapter (except sections 4110 and 4111 does not apply to - 

· (A) the Foreign Service of the United States; or 

· (B) an individual appointed by the President, unless the individual is specifically designated by the President for training under this chapter. 

· (b) The President, at any time in the public interest, may - 

· (1) except an agency or part thereof, or an employee or group or class of employees therein, from this chapter or a provision thereof (except this section); and 

· (2) withdraw an exception made under this subsection. However, the President may not except the Office of Personnel Management from a provision of this chapter which vests in or imposes on the Office a function, duty, or responsibility concerning any matter except the establishment, operation, and maintenance, in the same capacity as other agencies, of training programs and plans for its employees. 

4103. Establishment of training programs 

· (a) In order to assist in achieving an agency's mission and performance goals by improving employee and organizational performance, the head of each agency, in conformity with this chapter, shall establish, operate, maintain, and evaluate a program or programs, and a plan or plans thereunder, for the training of employees in or under the agency by, in, and through Government facilities and non-Government facilities. Each program, and plan thereunder, shall - 

· (1) conform to the principles, standards, and related requirements contained in the regulations prescribed under section 4118 of this title; 

· (2) provide for adequate administrative control by appropriate authority; 

· (3) provide that information concerning the selection and assignment of employees for training and the applicable training limitations and restrictions be made available to employees of the agency; and 

· (4) provide for the encouragement of self-training by employees by means of appropriate recognition of resultant increases in proficiency, skill, and capacity. Two or more agencies jointly may operate under a training program. 

· (b)(1) Notwithstanding any other provision of this chapter, an agency may train any employee of the agency to prepare the employee for placement in another agency if the head of the agency determines that such training would be in the interests of the Government. 

· (2) In selecting an employee for training under this subsection, the head of the agency shall consider - 

· (A) the extent to which the current skills, knowledge, and abilities of the employee may be utilized in the new position; 

· (B) the employee's capability to learn skills and acquire knowledge and abilities needed in the new position; and 

· (C) the benefits to the Government which would result from such training. 

4104. Government facilities; use of 

An agency program for the training of employees by, in, and through Government facilities under this chapter shall - 

· (1) provide for training, insofar as practicable, by, in, and through Government facilities under the jurisdiction or control of the agency; and 

· (2) provide for the making by the agency, to the extent necessary and appropriate, of agreements with other agencies in any branch of the Government, on a reimbursable basis when requested by the other agencies, for - 

· (A) use of Government facilities under the jurisdiction or control of the other agencies in any branch of the Government; and 

· (B) extension to employees of the agency of training programs of other agencies. 

4105. Non-Government facilities; use of 

The head of an agency, without regard to section 5 of title 41, may make agreements or other arrangements for the training of employees of the agency by, in, or through non-Government facilities under this chapter. 

4106. Repealed. Pub. L. 103-226, Sec. 2(a)(4), Mar. 30, 1994, 108 Stat. 112) 

4107. Restriction on degree training 

· (a) Except as provided in subsection (b) of this section, this chapter does not authorize the selection and assignment of an employee for training, or the payment or reimbursement of the costs of training, for - 

· (1) the purpose of providing an opportunity to an employee to obtain an academic degree in order to qualify for appointment to a particular position for which the academic degree is a basic requirement; or 

· (2) the sole purpose of providing an opportunity to an employee to obtain one or more academic degrees. 

· (b)(1) The regulations prescribed under section 4118 of this title shall include provisions under which the head of an agency may provide training, or payment or reimbursement for the costs of any training, not otherwise allowable under subsection (a) of this section, if necessary to assist in the recruitment or retention of employees in occupations in which the Government has or anticipates a shortage of qualified personnel, especially in occupations involving critical skills (as defined under such regulations). 

· (2) In exercising any authority under this subsection, an agency shall, consistent with the merit system principles set forth in paragraphs (1) and (2) of section 2301 (b) of this title, take into consideration the need to maintain a balanced workforce in which women and members of racial and ethnic minority groups are appropriately represented in Government service. 

· (3) No authority under this subsection may be exercised on behalf of any employee occupying or seeking to qualify for appointment to any position which is excepted from the competitive service because of its confidential, policy-determining, policy-making, or policy-advocating character. 

4108. Employee agreements; service after training 

· (a) An employee selected for training for more than a minimum period prescribed by the head of the agency shall agree in writing with the Government before assignment to training that he will - 

· (1) continue in the service of his agency after the end of the training period for a period at least equal to three times the length of the training period unless he is involuntarily separated from the service of his agency; and 

· (2) pay to the Government the amount of the additional expenses incurred by the Government in connection with his training if he is voluntarily separated from the service of his agency before the end of the period for which he has agreed to continue in the service of his agency. 

· (b) The payment agreed to under subsection (a)(2) of this section may not be required of an employee who leaves the service of his agency to enter into the service of another agency in any branch of the Government unless the head of the agency that authorized the training notifies the employee before the effective date of his entrance into the service of the other agency that payment will be required under this section. 

· (c) If an employee, except an employee relieved of liability under subsection (b) of this section or section 4102 (b) of this title, fails to fulfill his agreement to pay to the Government the additional expenses incurred by the Government in connection with his training, a sum equal to the amount of the additional expenses of training is recoverable by the Government from the employee or his estate by - 

· (1) setoff against accrued pay, compensation, amount of retirement credit, or other amount due the employee from the Government; and 

· (2) such other method as is provided by law for the recovery of amounts owing to the Government. The head of the agency concerned, under the regulations prescribed under section 4118 of this title, may waive in whole or in part a right of recovery under this subsection, if it is shown that the recovery would be against equity and good conscience or against the public interest. 

· (d) For purposes of this section, "training" includes a private sector assignment of an employee participating in the Executive Exchange Program of the President's Commission on Executive Exchange. 

4109. Expenses of training 

· (a) The head of an agency, under the regulations prescribed under section 4118(a)(8) of this title and from appropriations or other funds available to the agency, may - 

· (1) pay all or a part of the pay (except overtime, holiday, or night differential pay) of an employee of the agency selected and assigned for training under this chapter, for the period of training; and 

· (2) pay, or reimburse the employee for, all or a part of the necessary expenses of the training, without regard to section 3324(a) and (b) of title 31, including among the expenses the necessary costs of - 

· (A) travel and per diem instead of subsistence under subchapter I of chapter 57 of this title or, in the case of commissioned officers of the National Oceanic and Atmospheric Administration, sections 404 and 405 of title 37, and the Joint Travel Regulations for the Uniformed Services; 

· (B) transportation of immediate family, household goods and personal effects, packing, crating, temporarily storing, draying, and unpacking under section 5724 of this title or, in the case of commissioned officers of the National Oceanic and Atmospheric Administration, sections 406 and 409 of title 37, and the Joint Travel Regulations for the Uniformed Services, when the estimated costs of transportation and related services are less than the estimated aggregate per diem payments for the period of training; 

· (C) tuition and matriculation fees; 

· (D) library and laboratory services; 

· (E) purchase or rental of books, materials, and supplies; and 

· (F) other services or facilities directly related to the training of the employee. 

· (b) The expenses of training do not include membership fees except to the extent that the fee is a necessary cost directly related to the training itself or that payment of the fee is a condition precedent to undergoing the training. 

· (c) Notwithstanding subsection (a)(1) of this section, the Administrator, Federal Aviation Administration, may pay an individual training to be an air traffic controller of such Administration, and the Secretary of Defense may pay an individual training to be an air traffic controller of the Department of Defense, during the period of such training, at the applicable rate of basic pay for the hours of training officially ordered or approved in excess of forty hours in an administrative workweek. 

4110. Expenses of attendance at meetings 

Appropriations available to an agency for travel expenses are available for expenses of attendance at meetings which are concerned with the functions or activities for which the appropriation is made or which will contribute to improved conduct, supervision, or management of the functions or activities. 

4111. Acceptance of contributions, awards, and other payments 

· (a) To the extent authorized by regulation of the President, contributions and awards incident to training in non-Government facilities, and payment of travel, subsistence, and other expenses incident to attendance at meetings, may be made to and accepted by an employee, without regard to section 209 of title 18, if the contributions, awards, and payments are made by an organization determined by the Secretary of the Treasury to be an organization described by section 501 (c) (3) of title 26 which is exempt from taxation under section 501(a) of title 26. 

· (b) When a contribution, award, or payment, in cash or in kind, is made to an employee for travel, subsistence, or other expenses under subsection (a) of this section, an appropriate reduction, under regulations of the President, shall be made from payment by the Government to the employee for travel, subsistence, or other expenses incident to training in a non-Government facility or to attendance at a meeting. 

4112. Absorption of costs within funds available 

· (a) The President, to the extent he considers practicable, shall provide by regulation for the absorption of the costs of the training programs and plans under this chapter by the respective agencies from applicable appropriations or funds available for each fiscal year. 

· (b) Subsection (a) of this section may not be held or considered to require - 

· (1) the separation of an individual from the service by reduction in force or other personnel action; or 

· (2) the placement of an individual in a leave-without-pay status. 

4113. Repealed. Pub. L. 104-66, title II, Sec. 2181(c)(1), Dec. 21, 1995, 109 Stat. 732) 

4114. Repealed. Pub. L. 103-226, Sec. 2(a)(8), Mar. 30, 1994, 108 Stat. 112) 

4115. Collection of training information 

The Office of Personnel Management, to the extent it considers appropriate in the public interest, may collect information concerning training programs, plans, and the methods inside and outside the Government. The Office, on request, may make the information available to an agency and to Congress. 

4116. Training program assistance 

The Office of Personnel Management, on request of an agency, shall advise and assist in the establishment, operation, and maintenance of the training programs and plans of the agency under this chapter, to the extent of its facilities and personnel available for that purpose. 

4117. Administration 

The Office of Personnel Management has the responsibility and authority for effective promotion and coordination of the training programs under this chapter and training operations thereunder. The functions, duties, and responsibilities of the Office under this chapter are subject to supervision and control by the President and review by Congress. 

4118. Regulations 

· (a) The Office of Personnel Management, after considering the needs and requirements of each agency for training its employees and after consulting with the agencies principally concerned, shall prescribe regulations containing the principles, standards, and related requirements for the programs, and plans thereunder, for the training of employees under this chapter, including requirements for coordination of and reasonable uniformity in the agency training programs and plans. The regulations shall provide for the maintenance of necessary information concerning the general conduct of the training activities of each agency, and such other information as is necessary to enable the President and Congress to discharge effectively their respective duties and responsibilities for supervision, control, and review of these training programs. The regulations also shall cover - 

· (1) requirements concerning the determination and continuing review by each agency of its training needs and requirements; 

· (2) the scope and conduct of the agency training programs and plans; 

· (3) the selection and assignment of employees of each agency for training; 

· (4) the use in each agency of the services of employees who have undergone training; 

· (5) the evaluation of the results and effects of the training programs and plans; 

· (6) the interchange of training information among the agencies; 

· (7) the submission of reports by the agencies on results and effects of training programs and plans and economies resulting therefrom, including estimates of costs of training; 

· (8) requirements and limitations necessary with respect to payments and reimbursements in accordance with section 4109 of this title; and 

· (9) other matters considered appropriate or necessary by the Office to carry out the provisions of this chapter. 

· (b) The Office, in accordance with this chapter, may revise, supplement, or abolish regulations prescribed under this section, and prescribe additional regulations. 

· (c) This section does not authorize the Office to prescribe the types and methods of intra-agency training or to regulate the details of intra-agency training programs. 

4119. Training for employees under the Office of the Architect of the Capitol and the Botanic Garden 

· (a) The Architect of the Capitol may, by regulation, make applicable such provisions of this chapter as the Architect determines necessary to provide for training of (1) individuals employed under the Office of the Architect of the Capitol and the Botanic Garden and (2) other congressional employees who are subject to the administrative control of the Architect. The regulations shall provide for training which, in the determination of the Architect, is consistent with the training provided by agencies under the preceding sections of this chapter. 

· (b) The Office of Personnel Management shall provide the Architect of the Capitol with such advice and assistance as the Architect may request in order to enable the Architect to carry out the purposes of this section. 
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 TITLE 5--ADMINISTRATIVE PERSONNEL 

CHAPTER I--OFFICE OF PERSONNEL MANAGEMENT PART 410--TRAINING--Table of Contents

 Subpart A--General Provisions Sec. 410.101 Definitions. 

In this part: (a) Agency, employee, Government, Government facility, and non-Government facility have the meanings given these terms in section 4101 of title 5, United States Code. (b) Exceptions to organizations and employees covered by this subpart include: (1) Those named in section 4102 of title 5, United States Code, and (2) The U.S. Postal Service and Postal Rate Commission and their employees, as provided in Pub. L. 91-375, enacted August 12, 1970. (c) Training has the meaning given to the term in section 4101 of title 5, United States Code. (d) Mission-related training is training that supports agency goals by improving organizational performance at any appropriate level in the agency, as determined by the head of the agency. This includes training that: (1) Supports the agency's strategic plan and performance objectives; (2) Improves an employee's current job performance; (3) Allows for expansion or enhancement of an employee's current job; (4) Enables an employee to perform needed or potentially needed duties outside the current job at the same level of responsibility; or (5) Meets organizational needs in response to human resource plans and re-engineering, downsizing, restructuring, and/or program changes. (e) Retraining means training and development provided to address an individual's skills obsolescence in the current position and/or training and development to prepare an individual for a different occupation, in the same agency, in another Government agency, or in the private sector. (f) Continued service agreement has the meaning given to service agreements in section 4108 of title 5, United States Code. (g) Interagency training means training provided by one agency for other agencies or shared by two or more agencies. (h) State and local government have the meanings given to these terms by section 4762 of title 42, United States Code.

PART 410--TRAINING--Table of Contents Subpart B--Planning for Training Sec. 410.201 Responsibilities of the head of an agency. As stated in section 4103 of title 5, United States Code, and in Executive Order 11348, the head of each agency shall: (a) Establish, budget for, operate, maintain, and evaluate a program or programs, and a plan or plans thereunder, for training agency employees by, in, and through Government and non-Government facilities; (b) Determine policies governing employee training, including a statement of broad purposes for agency training, the assignment of responsibility for seeing that these purposes are achieved, and the delegation of training approval authority to the lowest possible level; and (c) Establish priorities for training employees and provide for funds and staff according to these priorities.

Subpart B--Planning for Training Sec. 410.202 Integrating employee training and development with agency strategic plans. (a) Agencies shall include mission-related training and development in agency strategic planning to ensure that: (1) Agency training strategies and activities contribute to mission accomplishment; and (2) Organizational performance goals are met. (b) Agency human resource development programs and plans should: (1) Improve employee and organizational performance; and (2) Build and support an agency workforce capable of achieving agency mission and performance goals.[[Page 295]] Subpart B--Planning for Training Sec. 410.203 Assessing organizational, occupational, and individual needs. (a) Assessment. Section 303 of Executive Order 11348 specifies the responsibility of heads of agencies to assess agency training needs annually. (b) Method. The method an agency uses to conduct training needs assessment shall meet the requirements of chapter 41 of title 5, United States Code, Executive Order 11348, and this subpart.

Subpart B--Planning for Training Sec. 410.204 Options for developing employees. Agencies may use a full range of options to meet their mission-related organizational and employee development needs, such as classroom training, on-the-job training, technology-based training, satellite training, employees' self-development activities, coaching, mentoring, career development counseling, details, rotational assignments, cross training, and developmental activities at retreats and conferences.

Contents Subpart C--Establishing and Implementing Training Programs Sec. 410.301 Scope and general conduct of training programs. (a) Authority. The requirements for establishing training programs and plans are found in section 4103(a) of title 5, United States Code, and Executive Order 11348. (b) Alignment with other human resource functions. Training programs established by agencies under chapter 41 of title 5, United States Code, should be integrated with other personnel management and operating activities, under administrative agreements as appropriate, to the maximum possible extent.

Subpart C--Establishing and Implementing Training Programs Sec. 410.302 Responsibilities of the head of an agency. (a) Specific responsibilities. (1) The head of each agency shall prescribe procedures as are necessary to ensure that the selection of employees for training is made without regard to political preference, race, color, religion, national origin, sex, marital status, age, or handicapping condition, and with proper regard for their privacy and constitutional rights as provided by merit system principles set forth in 5 U.S.C. 2301(b)(2). (2) The head of each agency shall prescribe procedures as are necessary to ensure that the training facility and curriculum are accessible to employees with disabilities. (3) The head of each agency shall not allow training in a facility that discriminates in the admission or treatment of students. (b)(1) Training of Presidential appointees. The Office of Personnel Management delegates to the head of each agency authority to authorize training for officials appointed by the President. In exercising this authority, the head of an agency must ensure that the training is in compliance with chapter 41 of title 5, United States Code, and with this part. This authority may not be delegated to a subordinate. (2) Records. When exercising this delegation of authority, the head of an agency must maintain records that include: (i) The name and position title of the official; (ii) A description of the training, its location, vendor, cost, and duration; and (iii) A statement justifying the training and describing how the official will apply it during his or her term of office. (3) Review of delegation. Exercise of this authority is subject to U.S. Office of Personnel Management review. (c) Training for the head of an agency. Since self-review constitutes a conflict of interest, heads of agencies must submit their own requests for training to the U.S. Office of Personnel Management for approval. (d) The head of the agency shall establish the form and manner of maintaining agency records related to training plans, expenditures, and activities. (e) The head of the agency shall establish written procedures which cover the minimum requirements for continued service agreements. (See also 5 CFR 410.310.)

Subpart C--Establishing and Implementing Training Programs Sec. 410.303 Employee responsibilities. Employees are responsible for self-development, for successfully completing and applying authorized training, and[[Page 296]]for fulfilling continued service agreements. In addition, they share with their agencies the responsibility to identify training needed to improve individual and organizational performance and identify methods to meet those needs, effectively and efficiently.

Subpart C--Establishing and Implementing Training Programs Sec. 410.304 Funding training programs. Section 4112 of title 5, United States Code, provides for agencies paying the costs of their training programs and plans from applicable appropriations or from other funds available. Training costs associated with program accomplishment may be funded by appropriations applicable to that program area. In addition, section 4109(a)(2) of title 5, United States Code, provides authority for agencies and employees to share the expenses of training.

Subpart C--Establishing and Implementing Training Programs Sec. 410.305 Establishing and using interagency training. Executive departments, independent establishments, Government corporations subject to chapter 91 of title 31, the Library of Congress, and the Government Printing office may provide or share training programs developed for its employees of other agencies under section 4120 of title 5, United States Code, when this would result in better training, improved service, or savings to the Government. Section 302(d) of Executive Order 11348 allows agencies excluded from section 4102 of title 5, United States Code, to also receive interagency training when this would result in better training, improved service, or savings to the Government. Section 201(e) of Executive Order 11348 provides for the Office of Personnel Management to coordinate interagency training conducted by and for agencies (including agencies and portions of agencies excepted by section 4102(a) of Title 5, United States Code).

Subpart C--Establishing and Implementing Training Programs Sec. 410.306 Selecting and assigning employees to training. (a) Each agency shall establish criteria for the fair and equitable selection and assignment of employees to training consistent with merit system principles specified in 5 U.S.C. 2301(b)(1) and (2). (b) Persons on Intergovernmental Personnel Act mobility assignments may be assigned to training if that training is in the interest of the Government. (1) A State or local government employee given an appointment in a Federal agency under the authority of section 3374(b) of title 5 of the United States Code, is deemed an employee of the Federal agency. The agency may provide training for the State or local government employee as it does for other agency employees. (2) A State or local government employee on detail to a Federal agency under the authority of section 3374(c) of title 5 of the United States Code, is not deemed an employee of the Federal agency. However, the detailed State or local government employee may be admitted to training programs the agency has established for Federal personnel and may be trained in the rules, practices, procedures and/or systems pertaining to the Federal government. (c) Subject to the prohibitions of Sec. 410.308(a) of this part, an agency may pay all or part of the training expenses of students hired under the Student Career Experience Program (see 5 CFR 213.3202(d)(10)).[61 FR 66193, Dec. 17, 1996; 61 FR 68119, Dec. 27, 1996]

Subpart C--Establishing and Implementing Training Programs Sec. 410.307 Training for promotion or placement in other positions. (a) General. In determining whether to provide training under this section, agencies should take into account: (1) Agency authority to modify qualification requirements in certain situations as provided in the OPM Operating Manual for Qualification Standards for General Schedule Positions; (2) Agency authority to establish training programs that provide intensive and directly job-related training to substitute for all or part of the experience (but not education, licensing, certification, or other specific credentials), required by OPM qualification standards. Such training programs may be established to provide employees with the opportunity to acquire the experience and knowledge, skills, and abilities necessary to qualify for another position (including at a higher grade) at an accelerated rate; and (3) Time-in-grade restrictions on advancement (see 5 CFR 300.603(b)(6)).[[Page 297]] (b) Training for promotion. Under the authority of 5 U.S.C. 4103, and consistent with merit system principles set forth in 5 U.S.C. 2301(b)(1) and (2), an agency may provide training to non-temporary employees that in certain instances may lead to promotion. An agency must follow its competitive procedures under part 335 of this chapter when selecting a non-temporary employee for training that permits noncompetitive promotion after successful completion of the training. (c) Training for placement in other agency positions, in other agencies, or outside Government--(1) Grade or pay retention. Under the authority of 5 U.S.C. 4103 and 5 U.S.C. 5364, an agency may train an employee to meet the qualification requirements of another position in the agency if the new position is at or below the retained grade or the grade of the position the employee held before pay retention. (2) Training for placement in another agency. Under the authority of 5 U.S.C. 4103(b), and consistent with merit system principles set forth in 5 U.S.C. 2301, an agency may train an employee to meet the qualification requirements of a position in another agency if the head of the agency determines that such training would be in the interest of the Government. (i) Before undertaking any training under this section, the head of the agency shall determine that there exists a reasonable expectation of placement in another agency. (ii) When selecting an employee for training under this section, the head of the agency shall consider: (A) The extent to which the employee's current skills, knowledge, and abilities may be utilized in the new position; (B) The employee's capability to learn skills and acquire knowledge and abilities needed in the new position; and (C) The benefits to the Government which would result from retaining the employee in the Federal service. (3) Training displaced or surplus employees. Displaced or surplus employees as defined in 5 CFR 330.604(b) and (f) may be eligible for training or retraining for positions outside Government through programs provided under 29 U.S.C. 1651, or similar authorities. An agency may use its appropriated funds for training displaced or surplus employees for positions outside Government only when specifically authorized by legislation to do so. (4) Career transition assistance plans. Under 5 CFR 330.602, agencies are required to establish career transition assistance plans (CTAP) to provide career transition services to displaced and surplus employees. (i) Under the authority of 5 U.S.C. 4109, an agency may: (A) Train employees in the use of the CTAP services; (B) Provide vocational and career assessment and counseling services; (C) Train employees in job search skills, techniques, and strategies; and (D) Pay for training related expenses as provided in 5 U.S.C. 4109(a)(2). (ii) Agency CTAP's will include plans for retraining displaced or surplus employees covered by this part.

Subpart C--Establishing and Implementing Training Programs Sec. 410.308 Training to obtain an academic degree. (a) Prohibition. (1) Under 5 U.S.C. 4107(a), an agency may not authorize training for an employee to obtain an academic degree, except for shortage occupations as defined in Sec. 410.308(b). (2)(i) The prohibition on academic degree in 5 U.S.C. 4107(a)(2) is not to be construed as limiting the authority of agencies to approve and pay for training expenses to develop knowledge, skills, and abilities directly related to improved individual performance. If, in the accomplishment of such training, an employee receives an academic degree, the degree is an incidental by-product of the training. (ii) Paying an additional rate of tuition because a student is a degree candidate is prohibited. An agency is only authorized to pay the tuition and fees charged for a nondegree student, even though the employee is enrolled as a degree candidate. If it is not possible to distinguish between costs associated with the acquisition of knowledge and skills and the costs associated with the acquisition of an academic degree at an institution, an agency is authorized to pay in full the tuition of an employee participating in an authorized program of training at that institution.[[Page 298]] (b) Academic degree training to relieve recruitment and retention problems. (1) 5 U.S.C. 4107(b) allows an agency to authorize academic degree training if the training: (i) Is necessary to assist in recruiting or retaining employees in occupations in which the agency has or anticipates a shortage of qualified personnel, especially in occupations which it has determined involve skills critical to its mission, and (ii) Meets the conditions of this section. (2) In reviewing the need to provide training under this section, an agency shall give appropriate consideration to any special salary rate, student loan repayment, retention allowance, or other monetary inducement authorized by law already provided or being provided which contributes to the alleviation of the staffing problem in the occupation targeted by that training. (3) In exercising the authority in this section, an agency shall, consistent with the merit system principles set forth in 5 U.S.C. 2301(b)(1) and (2), take into consideration the need to maintain a balanced workforce in which women and members of racial and ethnic minority groups are appropriately represented in the agency. (4) The authority in this section shall not be exercised on behalf of any employee occupying, or seeking to qualify for appointment to, any position which is excepted from the competitive service because of its confidential, policy-determining, policy-making, or policy-advocating character. (5) An agency's policies established under Sec. 410.201 of this part shall cover decisions to authorize training under this section, to ensure that: (i) The determination to pay for degree training is made at a sufficiently high level so as to protect the Government's interest; and (ii) The authority is used to address the agency's recruitment and retention problems expeditiously though appropriate delegations of authority. (c) Determining recruitment and retention problems. For the purposes of this section, a recruitment or retention problem exists if the criteria for a recruitment bonus under 5 CFR 575.104(c)(2) or for a retention allowance under 5 CFR 575.305(c)(3) applies. (1) Recruitment problem. Before determining that an agency has or anticipates a problem in the recruitment of qualified personnel for a particular position, an agency shall make a reasonable recruitment effort, including factors in 5 CFR 575.104(c)(2). In making a reasonable recruitment effort, an agency will consider the following: (i) For a position in the competitive service, the results of requests for referral of eligibles from the appropriate competitive examination. For a position in the excepted service, the agency's objectives and staffing procedures. (ii) Contacts with State Employment Service office(s) serving the locality concerned. (iii) Contacts with academic institutions, technical and professional organizations, and other organizations likely to produce qualified candidates for the position, including women's and minority- group organizations. (iv) The possibility of relieving the shortage through broader publicity and recruitment. (v) The availability of qualified candidates within the agency's current work force. (vi) The possibility of relieving the shortage through job engineering or training of current employees. (2) Retention problem. Before determining that an agency has or anticipates a problem in the retention of qualified personnel in a particular occupation, an agency shall consider the factors in 5 CFR 575.305(c)(3) and: (i) The ease with which an agency could replace the employee with someone of comparable background; (ii) The current and projected vacancy rates in the occupation; (iii) The rate of turnover in the occupation; and (iv) Technological changes affecting the occupation and long-range predictions affecting staffing for the occupation. (d) Assessing continuing problems. A reassessment of a ``continuing'' recruitment or retention problem shall be made periodically. [[Page 299]] (e) Authorizing training. (1) An agency may authorize full or part-time training to address a recruitment problem if-- (i) The training qualifies an employee for a shortage position identified under paragraph (c)(1) of this section; and (ii) The agency expects to place the employee in the shortage position after the training. (2) Training may be authorized under this section for the purpose of retaining an employee in a shortage occupation identified under paragraph (c)(2) of this section, if it involves a course of study selected mainly for its potential contribution to effective performance in that occupation. (3) Agencies shall select employees for academic degree training according to competitive procedures as specified in Sec. 410.306. (f) Monitoring training. An agency shall assess the contribution of training assignments under this section to resolving recruitment or retention problems in its shortage occupations. (g) Documentation. (1) In exercising the authority in this section, an agency shall retain for a reasonable period: (i) A record of employees assigned to training under this section; and (ii) A record of findings that the recruitment or retention problem is a continuing one. (2) As a separate record, the servicing personnel office shall keep the following information for each employee assigned to training under this section: (i) Nature and justification for the shortage determination; (ii) Kind of training (e.g., career experience program, continuing professional and technical education, retraining for occupational change); a description of the field of study; and the nature of any degree pursued under the training program; and (iii) A written continued service agreement, if required.

Subpart C--Establishing and Implementing Training Programs Sec. 410.309 Agreements to continue in service. (a) Authority. Continued service agreements are provided for in section 4108 of title 5, United States Code. Agencies have the authority to determine when such agreements will be required. (b) Requirements. (1) The head of the agency shall establish written procedures which include the minimum requirements for continued service agreements. These requirements shall include procedures the agency considers necessary to protect the Government's interest should the employee fail to successfully complete training. (2) An employee selected for training subject to an agency continued service agreement must sign an agreement to continue in service after prior to starting the training. The period of service will equal at least three times the length of the training. (c) Failure to fulfill agreements. With a signed agreement, the agency has a right to recover training costs, except pay or other compensation, if the employee voluntarily separates from Government service. The agency shall provide procedures to enable the employee to obtain a reconsideration of the recovery amount or to appeal for a waiver of the agency's right to recover.

Subpart C--Establishing and Implementing Training Programs Sec. 410.310 Computing time in training. For the purpose of computing time in training for continued service agreements under section 4108 of title 5, United States Code: (a) An employee on an 8-hour day work schedule assigned to training is counted as being in training for the same number of hours he or she is in pay status during the training assignment. If the employee is not in pay status during the training, the employee is counted as being in training for the number of hours he or she is granted leave without pay for the purpose of the training. (b) For an employee on an alternative work schedule, the agency is responsible for determining the number of hours the employee is in pay status during the training assignment. If the employee is not in pay status during the training, the employee is counted as being in training for the number of hours he or she is granted leave without pay for the purpose of the training. (c) An employee on an 8-hour or an alternative work schedule assigned to training on less than a full-time basis is counted as being in training for the[[Page 300]]number of hours he or she spends in class, in formal computer-based training, in satellite training, in formal self-study programs, or with the training instructor, unless a different method is determined by the agency.

Subpart C--Establishing and Implementing Training Programs Sec. 410.311 Records. Agencies shall retain, in such form and manner as the agency head considers appropriate, a record of training events authorized under this subpart for a reasonable period of time.

PART 410--TRAINING--Table of Contents Subpart D--Paying for Training Expenses Sec. 410.401 Determining necessary training expenses. (a) The head of an agency determines which expenses constitute necessary training expenses under section 4109 of title 5, United States Code. (b) An agency may pay, or reimburse an employee, for necessary expenses incurred in connection with approved training as provided in section 4109(a)(2) of title 5, United States Code. Necessary training expenses do not include an employee's pay or other compensation.

Subpart D--Paying for Training Expenses Sec. 410.402 Paying premium pay. (a) Prohibitions. Except as provided by paragraph (b) of this section, an agency may not use its funds, appropriated or otherwise available, to pay premium pay to an employee engaged in training by, in, or through Government or non-government facilities. (b) Exceptions. The following are excepted form the provision in paragraph (a) of this section prohibiting the payment of premium pay: (1) Continuation of premium pay. An employee given training during a period of duty for which he or she is already receiving premium pay for overtime, night, holiday, or Sunday work shall continue to receive that premium pay. This exception does not apply to an employee assigned to full-time training at institutions of higher learning. (2) Training at night. An employee given training at night because situations that he or she must learn to handle occur only at night shall be paid by the applicable premium pay. (3) Cost savings. An employee given training on overtime, on a holiday, or on a Sunday because the costs of the training, premium pay included, are less than the costs of the same training confined to regular work hours shall be paid the applicable premium pay. (4) Availability pay. An agency shall continue to pay availability pay during agency-sanctioned training to a criminal investigator who is eligible for it under 5 U.S.C. 5545a and implementing regulations. Agencies may, at their discretion, provide availability pay to investigators during periods of initial, basic training. (See 5 CFR 550.185 (b) and (c).) (5) Standby and administratively uncontrollable duty. An agency may continue to pay annual premium pay for regularly scheduled standby duty or administratively uncontrollable overtime work, during periods of temporary assignment for training as provided by 5 CFR 550.162(c). (6) Agency exemption. An employee given training during a period not otherwise covered by a provision of this paragraph may be paid premium pay when the employing agency has been granted an exception to paragraph (a) of this section by the U.S. Office of Personnel Management. (c) An employee who is excepted under paragraph (b) of this section is eligible to receive premium pay in accordance with the applicable pay authorities. (d) Overtime pay under the Fair Labor Standards Act (FLSA). (1) Time spent in training or preparing for training outside regular working hours shall be considered hours of work for the purpose of computing FLSA overtime if an agency requires the training to bring performance up to a fully successful, or equivalent level or to provide knowledge or skills to perform new duties and responsibilities in the employee's current position. (See also 5 CFR 551.423 and 29 CFR 785.27 through 785.32.) (2) Time spent in training or preparing for training outside the employee's regular working hours for the following purposes is not hours of work: (i) Training to improve a nonexempt employee's performance in his or her[[Page 301]] current position above a fully successful, or equivalent level, provided such training is undertaken with the knowledge that the employee's performance or continued retention in his or her current position will not be adversely affected by nonenrollment in the training program; or (ii) 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 such training is directed by the agency. (See also 29 CFR 785.27 through 785.32). (e) Compensation for time spent traveling to and from training. (1) Compensation provisions are contained in 5 CFR 550.112(g) for time spent traveling for employees subject to title 5 of the United States Code. (2) Compensation provisions are contained in 5 CFR 551.422 for time spent traveling for employees covered by the Fair Labor Standards Act. (See also 29 CFR 785.33 through Sec. 785.41.)

Contents Subpart D--Paying for Training Expenses Sec. 410.403 Payments for temporary duty training assignments. Section 4109(a)(2) of title 5, United States Code, provides that an agency may pay, or reimburse an employee for, all or a part of the necessary expenses of training, including the necessary costs of travel; per diem expenses; or limited relocation expenses including transportation of the immediate family, household goods and personal effects: (a) If an agency chooses to pay per diem, or in unusual circumstances the actual subsistence, expenses for an employee on a temporary duty training assignment, payment must be in accordance with 41 CFR part 301-7 or 41 CFR part 301-8 (or, for commissioned officers of the National Oceanic and Atmospheric Administration, in accordance with sections 404 and 405 of title 37, United States Code, and the Joint Federal travel Regulations for the Uniformed Services). (b) An agency may pay a reduced per diem rate, such as a standardized payment less than the maximum per diem rate for a geographical area. If a reduced or standardized per diem rate was not authorized in advance of the travel and the fees paid to a training institution include lodging or meal costs, an appropriate deduction shall be made from the total per diem rate payable on the travel voucher (see 41 CFR 301-7.12). (c) An agency may pay limited relocation expenses for the transportation of the employee's immediate family, household goods and personal effects, including packing, crating, temporarily storing, draying, and unpacking the household goods in accordance with section 5724 of title 5, United States Code (or, for commissioned officers of the National Oceanic and Atmospheric Administration, in accordance with sections 406 and 409 of title 37, United States Code, and the Joint federal travel Regulations for the uniformed Services). Limited relocation expenses are payable only when the estimated costs of transportation and related services are less than the estimated aggregate per diem or actual subsistence expense payments for the period of training. An employee selected for temporary duty training may receive travel and per diem (or actual subsistence expenses) for the period of the assignment or payment of limited relocation expenses, but not both.[61 FR 66193, Dec. 17, 1996; 61 FR 66821, Dec. 30, 1996]

Subpart D--Paying for Training Expenses Sec. 410.404 Determining if a conference is a training activity. Agencies may sponsor an employee's attendance at a conference as a developmental assignment under section 4110 of title 5, United States Code, when-- (a) The announced purpose of the conference is educational or instructional; (b) More than half of the time is scheduled for a planned, organized exchange of information between presenters and audience which meets the definition of training in section 4101 of title 5, United States Code; (c) The content of the conference is germane to improving individual and/or organizational performance, and (d) Development benefits will be derived through the employee's attendance.[[Page 302]]

Contents Subpart D--Paying for Training Expenses Sec. 410.405 Protection of Government interest. The head of an agency shall establish such procedures as he or she considers necessary to protect the Government's interest when employees fail to complete, or to successfully complete, training for which the agency pays the expenses.

Subpart D--Paying for Training Expenses Sec. 410.406 Records of training expenses. Agencies shall retain, in such form and manner as the agency head considers appropriate, a record of payments made for travel, tuition, fees and other necessary training expenses for a reasonable period of time.

Contents Subpart E--Accepting Contributions, Awards, and Payments From Non- Government Organizations Sec. 410.501 Scope. (a) Section 4111 of title 5, United States Code, describes conditions for employee acceptance of contributions, awards, and payments made in connection with non-Government sponsored training or meetings which an employee attends while on duty when the agency pays the training or meeting attendance expenses, in whole or in part. (b) This subpart does not limit the authority of an agency head to establish procedures on the acceptance of contributions, awards, and payments in connection with any training and meetings that are outside the scope of this subpart in accordance with laws and regulations governing Government ethics and governing acceptance of travel reimbursements from non-Federal sources.

Subpart E--Accepting Contributions, Awards, and Payments From Non- Government Organizations Sec. 410.502 Authority of the head of an agency. (a) In writing, the head of an agency may authorize an agency employee to accept a contribution or award (in cash or in kind) incident to training or to accept payment (in cash or in kind) of travel, subsistence, and other expenses incident to attendance at meetings if (1) The conditions specified in section 4111 of title 5, United States Code, are met; and (2) In the judgment of the agency head, the following two conditions are met: (i) The contribution, award, or payment is not a reward for services to the organization prior to the training or meeting; and (ii) Acceptance of the contribution, award, or payment: (A) Would not reflect unfavorably on the employee's ability to carry out official duties in a fair and objective manner; (B) Would not compromise the honesty and integrity of Government programs or of Government employees and their official actions or decisions; (C) Would be compatible with the Ethics in Government Act of 1978, as amended; and (D) Would otherwise be proper and ethical for the employee concerned given the circumstances of the particular case. (b) Delegation of authority. An agency head may delegate authority to authorize the acceptance of contributions, awards, and payments under this section. The designated official must ensure that-- (1) The policies of the agency head are reflected in each decision; and (2) The circumstances of each case are fully evaluated under conditions set forth in Sec. 410.502(a). (c) Acceptance of contributions, awards, and payments. An employee may accept a contribution, award, or payment (whether made in cash or in kind) that falls within the scope of this section only when he or she has specific written authorization. (d) When more than one non-Government organization participates in making a single contribution, award, or payment, the ``organization'' referred to in this subsection is the one that: (1) Selects the recipient; and (2) Administers the funds from which the contribution, award, or payment is made.

Contents Subpart E--Accepting Contributions, Awards, and Payments From Non- Government Organizations Sec. 410.503 Records. An agency shall maintain, in such form and manner as the agency head considers appropriate, the following records in connection with each contribution, awards, or payment made and accepted under authority of this[[Page 303]]section: The recipient's name; the organization's name; the amount and nature of the contribution, award, or payment and the purpose for which it is to be used; and a copy of the written authorization required by Sec. 410.502(a).

Subpart F--Evaluating Training Sec. 410.601 Responsibility of the head of an agency. Under provisions of chapter 41 of title 5, United States Code, and Executive Order 11348, the agency head shall evaluate training to determine how well it meets short and long-range program needs by occupations, organizations, or other appropriate groups. The agency head may conduct the evaluation in the manner and frequency he or she considers appropriate.

Subpart F--Evaluating Training Sec. 410.602 Records. An agency head shall retain records of these evaluations in such form and manner as he or she considers appropriate.

Subpart G--Reports Sec. 410.701 Reports. Each agency shall maintain records of its training plans, expenditures and activities as required in Sec. 410.302(d), Sec. 410.311, Sec. 410.406, Sec. 410.503, and Sec. 410.602 and report its plans, expenditures and activities to the Office of Personnel Management at such times and in such form as the Office prescribes.

[61 FR 66193, Dec. 17, 1996; 62 FR 63630, Dec. 2, 1997]
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Action Officer Development Course (Enroll on-line)







http://www.155.217.35.238/accp/aipd.htm







American Society for Training & Development (ASTD)







http://www.astd.org/ 
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Army Homepage
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Army Management Staff College (AMSC)
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Army Training Digital Library (ATDL)
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Army Training Requirements & Resources System (ATRRS)
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Center for Army Leadership (CAL) Leavenworth, KS
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Code of Federal Regulations (CFR)







http://www.access.gpo.gov/nara/cfr/cfr-table-search.html
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Federal Register (Office of the)







http://www.nara.govfedreg/







Federal Training Mall







http://www.fedworld.gov/training/







Federal Web Locator







http://www.law.vill.edu/fed-agency/fedwebloc.html#dod







Government Executive Magazine







http://www.govexec.com/
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Government Information Technology Service
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GSA Interagency Training Center
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Human Resource Development Councel (HRDC)







http://www.amsc.belvoir.army.mil/hrdc/homepage.htm







National Archives & Records Administration
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Office of Personnel Management (OPM)
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