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FOREWORD

Managers have always been responsible for ensuring that the training and development needs of the organization and employees are identified and met.  Personnelists at all levels have been available to assist managers with this responsibility.  Today, this assistance is less “face-to-face” and more electronic (e-mail, home page, web site, phone, etc.).   Once they have been certified to do so, managers (supervisors of supervisors) may approve government and non-government short-term training (120 days or less); that, formerly, was approved by their local personnel office.  This guidebook contains information specifically designed to help managers meet their human resource development obligations to certify them to approve training.  Additional guidance can be found in training regulations listed on page 7 of this handbook.

The training guidance contained in this handbook applies to all DA appropriated-fund U.S. and local national civilians.  DA NAF employees are exempt from the training laws; however, the principles and guidance contained in this handbook apply to NAF employees.

DELEGATION OF TRAINING APPROVAL AUTHORITY
Memo, AEAGA-CE, Subject:  Delegation of Civilian Training Approval Authority, allows commanders to delegate the authority to approve short-term (120 calendar days or less) government and non-government training to managers (2nd level supervisors/supervisors of supervisors).  Managers may begin approving short-term training for their employees once they have received authorization in writing from their local commander, read the Delegation of Authority (DOA) Handbook, and self-certify that they have reviewed the proper regulatory material, and understand the applicable regulations and their responsibilities.  This Handbook is available on the Internet at www.chrma.hqusareur.army.mil/Training/.  Hard copies can be requested from HQ USAREUR CPOC - HRDD, at DSN 375-9779 or email hrd.inq@chrma.hqusareur.army.mil. 

Managers Should:

· Review the contents of this Handbook; 

· Complete page 33, Test Your Knowledge; 

· Contact CPOC-HRDD or local CPAC with any questions about unclear areas; 

· Sign the self-certification statement and DD Form 577 at Enclosure # 1 of the delegation memo (page 24) or at the end of this Handbook (page 36); 

· Forward a copy of the signed DD Form 577 and self-certification statement to DFAS, 8899 E. 56th St., Indianapolis, IN; and

· Review the Training Approval Checklist on page 23 before approving training requests.

HUMAN RESOURCE DEVELOPMENT ROLES & RESPONSIBILITIES

Commander Responsibilities:

· Ensure that training needs of the civilian workforce are identified, prioritized and reported in response to DA and USAREUR surveys. 

· Provide funding, facilities, and other resources to support local training needs.

· Delegate civilian training approval authority for short-term (120 days or less) government and non-government training to managers.

· Ensure that managers complete required training and understand basic training regulations and requirements prior to exercising delegated authority to approve training. 

· Ensure that managers provide DFAS and HQ USAREUR CPOC--HRDD a signed copy of the DD Form 577 and delegation of authority to approve civilian training self-certification statements.

· Ensure that managers comply with training laws and regulations in accordance with delegated authority.

· Ensure employees complete all mandatory training in a timely manner.

+++++++++++++++++++++

CPOC Responsibilities:

· Develop Human Resource Development (HRD) administrative processes and procedures for the region.  Disseminate implementation instructions for DA and USAREUR policies through SOPs. 

· Conduct training need assessment surveys to determine where common training needs exist across USAREUR to warrant centralized management and delivery of training courses.  

· Develop annual training plan for centrally managed and funded training courses.

· Publicize the regional training calendar and other training opportunities available to USAREUR employees. 

· Administer regional training courses; including arranging for instructors and facilities, accepting nominations, and delivering the courses.

· Disseminate information on training opportunities and suspenses for long-term training, leadership courses, and competitive professional development opportunities.  Review applications and conduct rating panels for Commander’s endorsement as needed.

· Review and, if appropriate, approve requests for all training over 120 days.

· Enter all completed training into the Defense Civilian Personnel Data System (DCPDS).

· Administer the Army Training Requirements and Resources System (ATRRS); including conducting The Army’s Centralized Individual Training Solicitation (TACITS) survey, requesting quotas, administering on-site courses, entering space reservations, and notifying employees of confirmed seats.

· Provide advice and assistance to career program managers on various aspects of career program administration, including intern programs.

· Provide information and advice to CPACs and managers on mandatory training requirements, available training, funding and other resources, training methods and techniques, and processing paper work for long-term training and interns.

· Conduct random audits of all managers with delegated authority to approve civilian training.

· Help management officials identify training needs.

· Evaluate the effectiveness of the regional training courses.

· Program and administer budget for central training funds, keep records needed for planning or audit purposes, and prepare periodic or special reports.

· Provide professional HRD advisory services to CPACs and managers on training methodologies to improve organizational or individual performance, including HRD program planning to meet the organization’s strategic priorities.

+++++++++++++++++++++

CPAC Responsibilities:

· Advise and assist managers in preparing training requests for local national employees and obtaining codetermination from the German works council.

· Advise managers, training coordinators, and employees on requirements for Army Civilian Training, Education, and Development System (ACTEDS); mandatory training; intern programs; and other developmental programs.

· Provide advice on training policy and procedures to managers and training coordinators. 

· Assist managers with the assessment of training needs and identification of training sources.

· In coordination with CPOC and CPD, provide training/assistance on the use of the Functional Process Improvement (FPI) software suite, Local National employment, time and attendance, new employee orientation (NEO), and other personnel processes. 

· Provide logistical support to CPOC for on-site delivery of regional training courses.

· Assist CPOC in maintaining a current list of training coordinators and publicizing training opportunities.

· Serve as a liaison between commanders, managers/training coordinators, works council, and the CPOC.

· Advise and assist employees in career program referral registration.

· Assist managers and employees in completing paperwork for long-term training and in-processing new interns. 

+++++++++++++++++++++

Manager Responsibilities:

· Be familiar with the basic training regulations and requirements. 

· Forward a signed copy of the DD Form 577 and delegation of authority to approve civilian training self-certification statement to DFAS or appropriate disbursing finance office and HQ USAREUR CPOC--HRDD.

· Consult with CPAC on all training requests for local national employees before sending to the German works council for codetermination.

· Assess the training needs of the organization and report those needs during appropriate assessment surveys.

· Incorporate training needs into the organization's strategic plan.

· Develop and administer training plans for employees in special programs such as VRA and DA interns.  The Department of Labor, Employment and Training Administration (ETA), offers a training module on How to Construct an Individual Development Plan (IDP).

· Budget funds and/or other resources to meet identified training needs.

· Determine the most cost-effective method of training delivery and utilize appropriate acquisition procedures to purchase training.

· Arrange or contract for training unique to the organization.

· Review training requests for compliance with requirements and approve (where authority has been delegated).

· Route approved training requests involving cost to Resource Management Office and Defense Accounting Service to obligate and pay vendors.

· Obtain continued service agreements as needed and retain a copy for audit purposes.

· Execute prompt payment for all completed training.

· Forward DD Form1556 for completed training to the CPOC for entry into DCPDS. 

· Schedule employees to attend and complete required training courses.  A list of mandatory training is contained in pages 10-13.

· Counsel employees on career development. 

· Review long‑term and leader development application packages and route to proper destination (MACOM, FCR, etc.). 

· Evaluate completed training.  

· Provide on-the-job orientation for new employees.  DA New Employee Orientation Guide.
· Maintain required training documentation for the following:
1. Delegation of Authority to Approve Civilian Training

2. The procurement of training 

3. Academic degree training.

4. Continued service agreements.

5. Recovery and waiver of training expenses.

6. Acceptance of contribution, award, or payment.

+++++++++++++++++++++

Training Coordinator Responsibilities:  Managers may utilize training coordinators to carry out some of their HRD responsibilities.  For example, they may:

· Communicate/coordinate training information between management, employees, CPAC, and CPOC. 

· Provide supervisors/employees with timely training information, instructions, assistance with sources, resources, and preparing nominations. 

· Advise/assist supervisors to prepare Individual Development Plans (IDP) and related training need documents.   The Department of Labor, Employment and Training Administration (ETA), offers a training module on How to Construct an Individual Development Plan.  Coordinate organizations’ annual training need survey with CPAC. 

· Manage organization space allocations/funding. 

· Assist with administration of on-site courses. 

· Coordinate substitutions/cancellations. 

· Verify training bills for payment. 

· Maintain organizational suspense files for training/follow-up evaluations.

Submit training completion records to CPOC for DCPDS entry.

+++++++++++++++++++++

Additional Information on Responsibilities:

The best source of information for questions not answered in this handbook is your Civilian Personnel Operations Centers (CPOC), Human Resource Development Division (HRDD) or Civilian Personnel Advisory Center (CPAC).  They can answer many of your basic human resources development questions and offer a variety of advisory and support services.  Additional regulatory information can be obtained from the following sources:

· Department of Army Regulation 690-400, Chapter 410
· OPM Training Policy Handbook:  Authorities and Guidelines
· Title 5 of the United States Code (USC) §4101, et seq.
· Title 5 Code of Federal Regulations (CFR) Part 410
HUMAN RESOURCES DEVELOPMENT 

RULES AND REGULATIONS

Overview

The information in this section of the handbook provides managers with a general overview of current Human Resource Development (HRD) rules and regulations.  Managers should be familiar with and consider each of these items prior to exercising their training approval authority.  REMEMBER—questions concerning HRD issues can be referred to hrd.inq@chrma.hqusareur.army.mil or your CPAC.

+++++++++++++++++++++

Definition of Training

Training is 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.  Source:  5 USC 4101
+++++++++++++++++++++

Purpose of Training

Managers are responsible for ensuring that any training they approve is mission related.  Mission related training is that which supports agency goals by improving organizational performance at any appropriate level in the agency, as determined by the head of the agency.  A training occurrence meets the definition of “mission related” if it satisfies any of the following criteria:

· Supports the organization's strategic plan and performance objectives.

· Will improve an employee's current job performance.

· Allows for expansion or enhancement of an employee's current job.

· Enables an employee to perform potentially needed duties outside their current job but at the same level of responsibility.

· Designed to meet organizational needs in response to human resource plans and re-engineering, downsizing, restructuring, and/or program changes.

Training requests that do not meet the criteria listed above may not be authorized.  Source:  AR 690-400, Chapter 410, paragraph 1-5, & 5 CFR Part 410.101

DD Form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement)

The DD Form 1556 will be used to request and document ALL training (government, non-government, cost, no cost, and required by law or regulation regardless of length).  It is used to authorize and record civilian employee training in government facilities, training in non-government facilities, and attendance at training conferences.  DD Form 1556 is a multipurpose form; it reduces the need for separate forms for training records.  This form is used for any of the following:  training requests, training authorization, continued service agreement, certification for reimbursable or cost-shared expenses, certification of authorized expenditures, record of training, and training evaluation.  The DD Form 1556 should be completed according to instructions on the form or page 28 of this handbook.  

+++++++++++++++++++++

Social Security Numbers on DD Forms 1556

Social security numbers must be omitted on all DD Forms 1556 for non-government training.  This guidance must be followed to comply with EO 9397, November 1943 (SSN-Privacy Act Statement). 

An exception to this is if the vendor requires the SSN, and then an SSN can only be released if the Privacy Act Statement is signed on the reverse side of the DD Form 1556.  If you use the 10-part DD Form 1556, copies 3, 4, and 5 are vendor copies and have the SSN blackened out.

+++++++++++++++++++++

Approval for Training

Employees must be granted approval for attending training prior to the course start date.  Training requests received after employees have enrolled or begun the training will be disapproved.  Employees who enroll in training without prior written approval will be held personally responsible for the total cost of the training.  Source:  AR 690‑400, Chapter 410, paragraph 5-1a

+++++++++++++++++++++

Local German Works Council Codetermination

All training requests for local national employees must be codetermined by the German works council.  In many instances, this will simply mean routing the DD Form 1556 through the German works council for concurrence.  The CPACs can provide expert advice on the codetermination requirements, and assist with initiating/formulating the codetermination requests and actions.

The DD Form 1556 must be completed, signed, and funded prior to the employee registering for the class/school.  Type the unit mailing address in block # 37 of the DD Form 1556 and NOT the finance office or German payroll office address.  The employee should give a copy of the DD Form 1556 to the school and explain that for payment purposes the invoice, accompanied by the DD Form 1556, and an “Abwicklungschein” must be mailed to the unit address in block # 37.  The manager/authorizing official must then certify that the invoice is correct and proper for payment before sending the entire package to the German payroll office.  This can be done either by attaching a separate memo to the invoice, or writing on the invoice itself “Payment of this invoice is authorized,” followed by the authorizing official’s signature block and signature.  This paperwork should be then be forwarded to the German payroll office at:

AVL Kaiserslautern

Richard Wagner Strasse 1

67655 Kaiserslautern

+++++++++++++++++++++

Mandatory Training 

Managers with delegated authority to approve civilian training are responsible for ensuring that all employees complete mandatory training requirements and forwarding completion documentation to HQ USAREUR CPOC-HRDD.  HQ USAREUR CPOC-HRDD will enter all completed training into the Defense Civilian Personnel Data System (DCPDS).  The following is a list of mandatory training:

· Supervisor Development Correspondence Course (SDC) 131 F21.  This Army Correspondence Course Program (ACCP) course comprises two subcourses and replaces SDC, ST 5000, which is now obsolete:

1. ST 5001, Managing and Leading

2. ST 5002, Human Resources Management

Objective: To provide basic skills in human resources management (HRM).

Target Audience: 

1. Mandatory Enrollment.  Interim Change I04 to AR 690-400, Chapter 410, 3 Apr 1992, and TAPC-CPP-T Memoranda of 29 May 1992 and 29 June 1993 require new (first time) supervisors who supervise DA civilian employees to complete subcourses ST 5001 and ST 5002.  This includes military supervisors who have civilian subordinates. 
2. Open enrollment.  However, these subcourses are not limited to supervisors.  They are open to any Federal employee and military members of all services.  We especially recommend it to civilian employees, junior officers, and NCOs for self-development. 

Enrollment:  Per DA Pamphlet 351-20, Army Correspondence Course Program Catalog, submit application (DA Form 145) to: 

Army Institute for Professional Development
U.S. Army Training Support Center
Newport News, Virginia 23628-0001

SDC course number is 131 F21, subcourse numbers ST5001 & ST5002.  You can save time and money by enrolling for a course or subcourses by using the on-line ACCP Enrollment Application. 

Computer-Based Training (CBT):  Besides the hard-copy version, an interactive, multimedia version is available on the World Wide Web.  You may enroll in either version but not both.  However, you can view the online version without formally enrolling.  In effect, you can use both versions to work through the material.

· Manager Development Correspondence Course (ST 6000)— AR 690-400, Chapter 410, requires the course be completed within 6 months of assignment to a managerial (supervisor of supervisors) position.

Objective:  To provide training in basic manager skills to newly appointed managers of civilian employees.  Emphasis is on managing work and leading people.

Eligibility:  The course is open to DA civilians, grades GS-9 and above, NCOs with the rank of SGT and above, and officers whose responsibilities include managing the work of subordinate supervisors. Other employees whose individual training plan lists the course are also eligible.

Enrollment:  Per DA Pamphlet 351-20, Army Correspondence Course Program (ACCP) Catalog, submit application (DA Form 145) to: 

Army Institute for Professional Development
U.S. Army Training Support Center
Newport News, Virginia 23628-0001

MDC course number is 131 F31, subcourse number is ST6000. You can save time and money by enrolling for a course or subcourses by using the on-line ACCP Enrollment Application.

Computer-Based Training (CBT):  Besides the hard-copy version, an interactive, multimedia version is available on the World Wide Web.  You may enroll in either version but not both.  However, you can view the online version without formally enrolling.  In effect, you can use both versions to work through the material.

· Action Officer Development Correspondence Course (ST 7000)—All interns are required to complete AODC prior to graduation from the intern program.  Newly appointed or promoted journeyman (GS-9/11) level employees are required to enroll within 30 days and complete the AODC within 6 months of enrollment.

Objective: This course is primarily intended for civilian action officers.  Unlike military counterparts, civilians don’t ordinarily receive formal training in staff skills.  This course partially fills that void.  ST 7000 contains ten lessons plus appendices covering management techniques and communication skills.  Material covers preparing documents for staffing, meetings and interviews, problem solving, writing, coordinating, briefings, and ethics.

Supervisor Participation:  The course requires student’s supervisor to coach and evaluate student proficiency in staff skills.  Besides final examination, student must demonstrate certain staff skills to supervisor’s satisfaction.  ST7001 is the supervisor’s guide to the course and contains the student/supervisor agreement and instructions for the supervisor’s evaluation.

Eligibility:  Open to anyone, civilian or military, who needs refresher or remedial training in staff skills.

Enrollment:  Per DA Pamphlet 351-20, Army Correspondence Course Program (ACCP) Catalog, submit application (DA Form 145) to: 

Army Institute for Professional Development
U.S. Army Training Support Center
Newport News, Virginia 23628-0001

AODC course number is 131 F41, subcourse numbers are ST 7000 and ST 7001. You can save time and money by enrolling for a course or subcourses by using the on-line ACCP Enrollment Application.

Computer-Based Training (CBT):  Besides the hard-copy version, an interactive, multimedia version is available on the World Wide Web.   You may enroll in either version but not both.  However, you can view the online version without formally enrolling.  In effect, you can use both versions to work through the material.

· Intern Leadership Development Course (ILDC)—This residential Center for Army Leadership (CAL) course is mandatory for all first year DA interns.

Objective:  Instruction in and practical application of leadership doctrine and competencies including professional ethics, management technologies, planning, decision making, technical and tactical competence, team development, teaching and counseling, supervision, and communication. Additionally, the course will address the operational concept and structure of the U.S. Army to first year interns of the Department of the Army.

Eligibility:  Department of the Army first year career program interns, GS-5 through GS-9. Second year interns may attend on a space available basis.

Enrollment:  DD Form 1556 must be submitted through HQ USAREUR CPOC, HRDD.

· Leadership, Education, And Development (Lead)—This course, designed by the Center for Army Leadership (CAL), is required for all civilian, local national, and military personnel who are new to supervising civilian employees.  It introduces the participants to those less tangible skills of supervision, and as such goes hand in hand with the Supervisory Development Correspondence Course (ST 5001 & ST 5002), which covers the more regulatory aspects of supervising civilians.

Objectives:  Based on the experiential learning model, this course emphasizes group interaction and team play.  Sessions include:  situational leadership, motivation, communication, counseling, conflict management, team building, group development, problem solving and decision making, values and ethics, and systems theory.

Eligibility:  All new, first line supervisors (civilian, local national, and military) of civilian personnel.  Note:   This course is required training in all ACTEDS career programs.

Enrollment:  DD Form 1556 must be submitted through HQ USAREUR CPOC, HRDD.  Please refer to the schedule of open-enrollment courses for dates and locations.

· Subversion and Espionage Directed against U.S. Army and Deliberate Security Violations (SAEDA).   This course is conducted locally by the community S-2, and is required annually by all employees.  As required by 5 CFR 930.301-305, computer security training shall be provided on an initial, continuing, and refresher basis to all employees who are responsible for the management or use of computer systems that process sensitive information, including executives; program and functional managers; information resource management, security, and audit personnel; and end users. The course covers the importance of computer security, the employees’ role and responsibility in computer security, and basic computer security policies and procedures.
· Anti-terrorism Training.    Anti-terrorism training is required for all personnel, military and civilian, who are traveling or assigned to overseas locations, consistent with DoD Directive 2000.12. 
· Ethics Training.  Under 5 CFR 2638.703 and 704 ethics training is required for each new employee, within 90 days of the date of entrance on duty, one hour of duty time to review the ethics materials specified in 5 CFR 2638.703(a) or a training course that covers similar information.  In addition, a minimum of one hour of annual ethics training is required for all employees whose official duties make such training mandatory, as listed in 5 CFR 2638.704(b).
· Training in Prevention of Sexual Harassment (TIPOSH).  This prevention of sexual harassment training is conducted locally by the community EEO Office, and is required annually by all employees.  The program teaches employees at all levels how to identify and prevent sexual harassment.

· HIV/AIDS Information.  As stated in the Under Secretary of Defense (Personnel and Readiness), information on AIDS prevention and relevant workplace policies, procedures, and resources shall be made available on an individual basis to all employees.   Information on AIDS workplace and prevention issues shall be incorporated into orientation programs for new employees and basic training for supervisors, managers, and executives.

· Equal Opportunity Training for Senior Executives.  As required by Secretary of Defense Memorandum, all new General/Flag Officers and members of the Senior Executive Service shall complete a 2-day course in equal opportunity organized by the Defense Equal Opportunity Management Institute.  This training should be completed within one year of the date of selection.
+++++++++++++++++++++

Procurement of Training/Purchasing Guidelines

DOD Memorandum dated 20 July 1998 requires that Government purchase cards be used to pay for training costing up to $25,000.  The training must be a regularly scheduled, off-the-shelf course, training conference, or instructional service that is available to the general public and priced the same for everyone in the same category, i.e., price per student, course, program, service, or training space.  Managers must document and maintain records demonstrating that a competitive selection process was used for any training instance that exceeds $2,500.  This competitive selection process includes evaluating the capability, suitability, geographic accessibility, methods, cost requirements, qualitative factors related to curriculum design specifications, and performance or behavior objectives of the training.  The recommendation for selection must be documented and made a part of the training file.

The DD Form 1556, or its automated equivalent, should continue to be used to request, authorize, purchase, certify, and document all training.  Funding and reimbursement of training should be done via DD Form 448, Military Interdepartmental Purchase Request (MIPR), when training is between DoD installations or via SF 1080, Voucher for Transfer Between Appropriations and/or Funds, when training is provided by a civilian agency.   

Source:  AR 690-400, Chapter 410, paragraph 3-6(9)

Record-keeping Requirements

At a minimum records will be kept on the following:

· DD Form 577, Delegation of Authority to Approve Civilian Training, and self-certification statement.

· Copies of all DD Forms 1556.

· Evaluative information, cost data, and the recommendation for procurement for training over $2,500.

· Continued service agreements for training in excess of 80 hours.

· Training evaluations to determine how well it meets short and long-range program needs by occupations, organizations, or other appropriate groups.

· Training for placement.

· A record of payments made for travel, tuition, fees, and other necessary training expenses.

· Recovery and waiver of training expenses.

· Academic degree training such as the Acquisition Tuition Assistance Program (ATAP).

· The following records are required in connection with each acceptance of contribution, award, or payment made under 5 CFR 410.502:  the recipients name; the amount and nature of the contribution, award, or payment; and the purpose for which it is to be used.  

+++++++++++++++++++++

Advanced Payment of Training Expenses

Most training suppliers will invoice your organization upon completion of the training.  In cases where the vendor requires advance payment, the training may be purchased using a Government credit card or by using the optional alternate payment procedures found in section 47 of copy 6 of the DD Form 1556.  Advanced payment requests using an alternative payment procedure should be prepared and forwarded IAW local resource management guidance/instructions.

+++++++++++++++++++++

Restricted Training Contained in Public Law 104-208

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

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

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

3. Contains any methods of content associated with religious or quasi-religious belief systems or “new age” belief systems as defined in Equal Employment Opportunity Commission Notice N-915.022, 2 September 1988.

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

5. Includes content related to human immunodeficiency virus/acquired immune deficiency syndrome (HIV/AIDS) other than that necessary to make employees more aware of the medical ramifications of HIV/AIDS and the workplace rights of HIV positive employees.

Source:  Public Law 104-208; EEOC Notice N-915-022.  Section 624 of the Treasury, Postal Service, and General Government Appropriations Act of 1997, as contained in section 101(f) of the Omnibus Consolidated Appropriations Act of 1997.
+++++++++++++++++++++

Payment of Fees for Books or Reference Materials

Managers may authorize reimbursement for all or part of the fees for books or reference materials required to successfully complete the training.  Training materials paid for by the organization may be retained by either the organization or the employee.  Source:  AR 690‑400, Chapter 410, paragraph 6-3(3)

+++++++++++++++++++++

Authorizing Premium Pay/Overtime for Training

Except as provided below, 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.  Overtime pay for travel to training is also generally not authorized.  Managers are encouraged to rearrange employee work schedules in order to enable them to attend training without being placed in a premium pay or overtime status. 

Source:  AR 690‑400, Chapter 410, paragraph 6‑2; 5 CFR 410.402

Please consult your CPAC or CPOC for specific guidance.  A few exceptions are:

1. 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. 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. 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 during regular work hours shall be paid the applicable premium pay.
+++++++++++++++++++++

Funding of Equipment for Training

Managers may approve the purchase of items or equipment that are required to successfully complete the training.  However, a determination that such items are not available within the individual's organization for temporary loan during the training period must be documented by the approving official prior to the purchase.  Items purchased under this authority are government property and must be delivered to the organization upon completion of the training and be placed under appropriate property accountability controls.  Source:   AR 690‑400, Chapter 410, paragraph 6-3

+++++++++++++++++++++

Long-Term Training (LTT) Programs

Managers may not approve long term training programs  (over 120 calendar days).  In USAREUR these programs are approved by the Chief, Human Resource Development Division (HRDD), HQ USAREUR Civilian Personnel Operations Center (CPOC), Unit 29150, APO AE 09100.  Headquarters, Department of Army, administers and announces all DA centrally 

funded, competitive long-term training/educational opportunities.  Specific enrollment instructions for these programs are contained in the Catalog of Civilian Training, Education, and Professional Development Opportunities.  Source:  AR 690‑400, Chapter 410, paragraph 10

+++++++++++++++++++++

Continued Service Agreements

A written continued service agreement is required whenever the length of non-Government training exceeds 80 hours.  Managers may use the standard service agreement found on the back of copy 1 of the DD Form 1556 or may substitute it with the sample on page 27.  An agreement must be signed prior to approval of training, and retained by the approving official.  Managers should contact HQ USAREUR CPOC - HRDD or the Civilian Personnel Advisory Center (CPAC) immediately if it appears that an obligated service agreement may not be fulfilled. Length of continued service will be:

1. Three times the length of the training, when costs include salary or pay and other authorized training expenses; or

2. Equal to the length of the training, but no less than 1 month, if only training expenses other than salary or pay are involved.
Source:  AR 690‑400, Chapter 410; 5 USC 4108; & 5 CFR 410.309

Failure to Complete Training

Commanders at all levels must insure that the Government’s interests are protected when an employee fails to complete training for which DA pays all or part of the training expenses.  (This includes both Government and non-Government training.)  

Source:  AR 690-400, Chapter 410, paragraph 6-4.

Government Training
1. If failure is due to the employee’s negligence or willful misconduct, disciplinary action will be taken, if appropriate.

2. If failure is for reasons beyond the employee’s control (such as illness or recall by proper authority), no action will be taken.

Non-Government Training
1. If an activity pays for training only when the training is completed or requires the employee to share the training costs, the activity will fully inform the employee in advance.  In some case, this information may be included in the continued service agreement. . (Training must still be approved in advance.)

2. If an employee fails to complete non-Government training satisfactorily, actions in a or b below will be taken.  Employees will be advised in writing of these requirements before the training starts.

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

b. If failure is for reasons beyond the employee’s control, no action will be taken.

+++++++++++++++++++++

Selection of Employees/Facilities for Training

The selection of employees for training must be made fairly and equitably. Managers should ensure that selected training facilities are accessible to employees with disabilities and do not discriminate in the admission or treatment of students.  Source:  AR 690‑400, Chapter 410, paragraph 3-6 & 5 CFR 410.302

+++++++++++++++++++++

Contractor Employees’ Participation in Civilian Training

Since contractors are selected for their expertise in a subject‑area, contractors may only be trained in skills they are not required to bring to the job.  Contractors may be trained in rules, practices, procedures, and/or systems that are unique to the employing agency and essential to the performance of the contractor's assigned duties, such as agency computer security procedures.  However, the authority for training of contractors is not included in training law.  It is included in the authority to administer contracts.  Training of contractors is subject to the decision of the chief contracting official.  Source:  OPM Training Policy Handbook
+++++++++++++++++++++

Military Participation in Civilian Training

Although military personnel are not covered under the law, they may attend training activities intended mainly for civilians.  Company grade, warrant, and noncommissioned officers who supervise civilian employees must complete the following two-phase training program within six months but no later than 12 months after their assignment to a position where they are required to supervise civilians:

· Phase I – Supervisory Development Course (ST 5001 & ST 5002) 40-hour Army Correspondence Course Program (ACCP) course

· Phase II – Leadership, Education, and Development (LEAD) Course 40-hour course conducted on-site at all ASGs.
Field grade officers who cannot attend must receive an orientation on civilian personnel management.  Source:  Interim Change IO4, AR 690-400, in general, & AR 690-400, Chapter 410, paragraph 1-11b(5)

+++++++++++++++++++++

Non‑Appropriated Fund (NAF) Employees

DA NAF employees are exempt from the training laws.  However, the principles and guidance in the AR and this handbook apply to NAF employees.  Non‑Appropriated Fund (NAF) employees are eligible to attend training paid from appropriated funds; however, travel, per diem and tuition expenses must be provided using NAF funds.  Source:  AR 690‑400, Chapter 410, paragraph 

1-11b(6)
+++++++++++++++++++++

Student Career Experience Program (SCEP) Employees

Managers may pay all, part or none of the training expenses for students hired under the Student Career Experience Program (SCEP).  The SCEP student alternates academic study at an accredited college with work experience and training as an employee of an Army activity.  Source:  AR 690‑400, Chapter 410, paragraph 16-7; 5 CFR 213.3202(b)(9); 5 USC 4109; 5 CFR 410.401; & OPM Training Policy Handbook

Training For Different Occupation/Higher Level Position

An employee may not be trained for the purpose of filling a position by promotion if there is another employee that is fully qualified to fill the position within a reasonable distance from the place where the duties of the position are to be performed.  Selection for required training will be made competitively, under merit selection procedures.  The area of consideration will be that area proper for the position to be filled at the full performance level.  Source:  AR 690‑400, Chapter 410, paragraph 5-3b & 5 CFR 410.307(b)

+++++++++++++++++++++

Employees Participating In Formal Training Programs

Employees participating in formal training programs (interns, VRA, trainees, etc.) are required to complete training identified in their training plan prior to being considered qualified for a position.  Managers should be familiar with the training requirements listed in the employee's training plan and make every effort to ensure that the employee receives the identified training within the time frames prescribed.  Training plans for career program interns should be developed in accordance with the Army Civilian Training, Education & Development System (ACTEDS) intern plans.

+++++++++++++++++++++

Approval of Management Training Requests

Since self-review/approval constitutes a conflict of interest, managers who are delegated authority to approve training must submit their own requests for training to the next higher level with training approval authority.  Source:  AR 690‑400, Chapter 410, paragraph 3-6e

+++++++++++++++++++++

Paying For Academic Degrees

The general rule is that training for the sole purpose of obtaining a degree is not payable. However, exceptions to this authority, where an academic degree may possibly be funded, are:

· Specific legislation has been passed providing authorization for academic degree training (i.e., Defense Acquisition Workforce Improvement Act, Intelligence Authorization Act, etc.).

Agencies must follow the regulations when implementing an exception to the prohibition on academic degree training, including training for personnel in acquisition positions.

While academic degree training is generally prohibited, individual college courses may be approved on a case‑by‑case basis if they assist the agency in achieving mission and/or performance goals.  Any employee may earn a degree if it is incidental to training authorized for legitimate purposes.  Most long-term training programs are approved on the basis of mission-related programs of study; employees who earn degrees do so as a by-product of the authorized training.  Source:  AR 690‑400, Chapter 410, paragraph 5-3d; 5 CFR 410.308; & 5 USC 4107

+++++++++++++++++++++
Payment of Meals, Coffee Breaks, and Lodging

Food may be provided at Government expense for employees attending authorized training as a necessary expense when provision of that food is necessary to achieve the training program’s objectives.  However, it must be determined that the provision of food is necessary for employees to obtain the full benefit of the training, and these three conditions must apply:  Source:  5 USC 4109, 5 USC 4110, & OPM Training Policy Handbook
1. the meal or refreshments must be incidental to the training program;

2. attendance at the meal or refreshment break must be necessary for full participation in the program; and
3. the employee cannot be free to take the meal or refreshment break elsewhere

If all participants of a training course are required to stay in a local hotel while in training, a per diem allowance may be authorized as a necessary training expense.  

These expenses may be authorized regardless of whether the training program is held at or away from the employee’s duty station. 

+++++++++++++++++++++
Attendance at Conferences/Meetings

All travel requests (DD Form 1610) for attendance at meetings, conferences, or training events sponsored by non-Government organizations in CONUS must be submitted to and approved by the Chief of Staff, USAREUR/7A, IAW the provisions of AR 1-211, paragraph 1-4.  The requests should be prepared in an EXSUM format and submitted with supporting documentation through ODCSPER and OJA to the Office of Chief of Staff.  Supporting documentation should include information about the event, such as a brochure or schedule, costs of attendance, and justification for attendance.  The justification must show that the information gained at the event will substantially benefit the USAREUR mission and be of general benefit to the whole community.  

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

· The purpose of the conference is educational.

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

· Most of the conference consists of planned, organized exchanges of information between presenters and audience.

· The employee will derive developmental benefits through attending.

Expenses associated with attendance at meetings/conferences do not include membership fees except to the extent that:

· The fee is a necessary cost directly related to the training. 

· Payment of the fee is a condition of attendance.

If the above conditions are met and the meeting/conference is construed as training, requests for attendance will be processed through training channels.

Source:  AR 690-400, Chapter 410, paragraph 8-1; 5 CFR 410.404; 5 USC 4109(b); & OPM Training Policy Handbook

+++++++++++++++++++++

Home Study Degree Programs

While the employing activity may provide financial aid for individual courses in non-resident home study programs of colleges and universities, payment of tuition fees to obtain an academic degree at these schools cannot be approved.  Individual courses in the home study parts of these programs may be approved; however, enrollment in the total program extending over a prolonged period is unauthorized.  Source:  AR 690-400, Chapter 410, paragraph 5-3

+++++++++++++++++++++

Certificates and Licenses

Payment for an annual license renewal fee is not authorized.  The Comptroller General has ruled that the maintenance of a professional license or certification is the responsibility of the employee since the benefit remains with the employee if he/she leaves government employment. Accordingly, license/certification fees for civilian employees may not be paid.

+++++++++++++++++++++

Payment for Examinations

The cost of training to prepare an employee for an examination is payable when the training is relevant to an organization’s mission and when the employee is already qualified for the position held.  The cost of the examination and related travel and per diem costs associated with the taking of that examination are not payable under the training law. Exceptions are when:

· the examination serves as a diagnostic tool to determine deficiencies in knowledge and skills needed by an employee in the performance of official duties; or

· the cost is part of the cost of a program of training.

Source:  55 Comptroller General 759 (1976) & OPM Training Policy Handbook

+++++++++++++++++++++

Prohibition on Payment of Individual Membership Fees

Payment of annual dues for membership in a professional organization is not reimbursable to the employee, even if the Government would benefit from the employee’s development as a result of the membership.  5 USC 5946 prohibits the use of appropriated funds for the payment of individual membership fees or dues of officers and employees of the Government, except as authorized by:

· specific appropriation;

· expressed terms in a general appropriation; or

· in connection with employee training under 5 USC 4109 or 4110.
Source:  OPM Training Policy Handbook.

+++++++++++++++++++++

Contracting with Government Employees

Under GSA’s Federal Acquisition Regulations, a contract is not to be knowingly made with a Government employee (or with a business concern or other organization owned or substantially

owned or controlled by one or more Government employees), except for a most compelling reason, such as when the agency’s needs cannot reasonably be otherwise met.  The purpose of this prohibition is to avoid any conflict of interest that might arise between:

· an employee’s interests and the performance of official duties; and/or

· any appearance of favoritism or preferential treatment.

The fact that a Government employee’s service might be less expensive than another source is not a compelling reason to contract with the Government employee according to the Comptroller General.  Source:  61 Comptroller General 65 & OPM Training Policy Handbook.

Training Approval Checklist


All information in the request is correct and complete.


All employees are considered fairly and equitably for needed training, without discrimination because of race, religion, sex, national origin, age, ethnicity, marital status, handicapped status or other factors unrelated to the training.


The employee has one year or more of current civilian Federal service.  If the employee is temporary or has less than 1 year continuous service, I have investigated the circumstances and have determined that this training is short‑term, low cost training needed for performance of the employee's duties, and that the training may not be postponed without adverse mission impact.


The training is approved prior to the course start date.  Retroactive approval is not authorized.


The selected training is the most timely, economical training that effectively fulfills the identified training need.  The justification is appropriate and related to the mission of the organization.  This course will develop the employee's mission‑related competence or support a planned career assignment.  This training is not requested to qualify the employee for a promotion to a higher level.


The availability of appropriated funds for this training has been certified by my budget officer or myself prior to start of training.


The authorization of premium pay or overtime status for training has been determined prior to the start of training. 


Tuition, registration, and laboratory fees are the only direct costs which are authorized for academic courses.  Reimbursement for purchase of reference materials, items or equipment will be in accordance with regulations.


A written continued service agreement has been signed for non‑Government training that exceeds 80 hours.  The length of the continued service will be three times the length of the training.  A copy of the signed agreement is on file.


This training is not a long‑term full‑time training program (over 120 days).  Long‑term training/educational opportunities are competitive and Headquarters DA administers these programs.


This training is not approved solely to obtain an academic degree, license, or certification.


Local national works council co-determination for training approval has been received, if required. 


The employee meets the prerequisites for the training.


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

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

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

3. Contains any methods of content associated with religious or quasi‑religious belief systems or “new age” belief systems as defined in Equal Employment Opportunity Commission Notice N​915.022, 2 September 1988.

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

5. Includes content related to human immunodeficiency virus/acquired immune deficiency syndrome (HIV/AIDS) other than that necessary to make employees more aware of the medical ramifications of HIV/AIDS and the workplace rights of HIV positive employees.


I will verify that the employee completes the training, and forward a copy of the DD Form 1556 to HQ USAREUR CPOC-HRDD for entry into DCPDS.


A hardcopy file (MARKS Number 690‑400j) will be maintained on all DD Forms 1556 including any competitive evaluative information, cost data, and recommendation for selection of training vendor.  


Evaluations for completed training will be completed.
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15 November 1999

MEMORANDUM FOR  SEE DISTRIBUTION

SUBJECT:  Delegation of Civilian Training Approval Authority

1.
Reference memorandum, TAPC-CPP-T, 15 Oct 93, subject:  Exceptions Permitted to Army Regulations Regarding Non-Government Training.

2.
Upon receipt of this memorandum you are delegated authority to approve short term (120 calendar days or less) Government and non-Government training.  This eliminates the requirement for approval by a civilian personnel official before training is authorized.  This authority may be further delegated to second level supervisors in your organization.  Training in excess of 120 days requires approval of the Chief, Human Resource Development Division (HRDD), Civilian Personnel Operations Center. In accordance with the provisions of AR 1-211, paragraph 1-4, you must still submit travel requests (DD Form 1610) for attendance of personnel at meetings or training sponsored by private, non-Government, organizations in CONUS through ODCSPER to the Chief of Staff, HQ, USAREUR/7A.

3.
Managers with delegated authority will approve training consistent with HQDA and HQUSAREUR policies and will provide training opportunities to employees in a fair and consistent manner.  Prior to exercising this authority, managers must complete training on proper approval procedures.  The Delegation of Training Authority Handbook, which includes links to appropriate regulations, is available at http://www.chrma.hqusareur.army.mil/Training/doa-handbook.pdf for self-study and certification.  Hard copies can be requested by contacting HQ USAREUR CPOC – HRDD, at DSN 375-9779 or email hrd.inq@chrma.hqusareur.army.mil.  The enclosure (self-certification of completed training and DD Form 577) must be signed and forwarded to DFAS, 8899 E. 56th St., Indianapolis, IN  46249.

4.
This delegation is consistent with streamlining initiatives.  Managers are in the best position to identify knowledge and skills their employees maintain for high quality performance and optimum contributions to organizational goals and objectives.  This delegation not only places the approval in the hands of those who have the requisite facts, but it also expedites the approval process by eliminating the review of the personnel office. 
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15 November 1999

SUBJECT:  Delegation of Civilian Training Approval Authority

5.
HQ USAREUR/7A POC is Helena D’Amario at DSN 375-9837, commercial 49-621-487-9837, email:  hdamario@chrma.hqusareur.army.mil
FOR THE COMMANDER:


Encl
CHARLES C. CAMPBELL


Major General, GS


Chief of Staff

DISTRIBUTION:

Head, ea HQ USAREUR/7A stf ofc

Cdr, V Corps

Cdr, 21st TSC

Cdr, USASETAF

Cdr, 7ATC

Cdr, 7th ARCOM

Cdr, 266th Fin Cmd

Cdr, 1st PERSCOM

Cdr, USACCE

Cdr, 1st Inf Div

Dr, 3d COSCOM

Cdr, ea ASG

2


 Sample -- Manager’s Self-Certification

By signature hereon, I acknowledge my delegation of authority to approve government and non-government short-term training (120 days or less) on DD Forms 1556 in blocks 33 and 34.  I have read the Delegation of Training Authority Handbook, reviewed the proper regulatory material, and understand the applicable regulations and my responsibilities.  

[image: image2.png]1. NAME (Type or print] 2. PAY GRADE 3. DATE

4. OFFICIAL ADDRESS

5. SIGNATURE

6. TYPE OF DOCUMENT OR PURPOSE FOR WHICH AUTHORIZED

THE ABOVE IS THE SIGNATURE OF THE AUTHORIZED INDIVIDUAL
7. NAME OF COMMANDING OFFICER (Type or Print) 8. PAY GRADE

9. SIGNATURE OF COMMANDING OFFICER

DD Form 577, MAY 88 Previpus edition may SIGNATURE CARD
‘be used until exhausted USAPA V1.00




DD Form 557 – Signature Card



Sample Continued Service Agreement for Employees

Assigned to Training Through Government or

Non-Government Training Sources

1. I understand that taking the training in item 7 below creates a service obligation for me.  I agree to work for the Department of the Army or another Department of Defense component for the time specified in item 10.  If I am involuntarily separated from my job, my service obligation ends.

2. I understand that I can go to work for a Government department or agency other than the Department of Defense before my service obligation ends.  I agree to give my employing activity at least 10 workdays’ notice if I do transfer outside the Department of Defense.  If my training was from a non-Government training source, the Department must decide within the 10-day period if I have to repay the Government the total costs in item 11h.  If I do not give this notice, or if I am notified before transfer that I must repay the costs, I will reimburse the Government the total in item 11h, or the certified actual costs.

3. I understand that if I break this agreement, the Government may withhold money I owe it from money it owes me.  The Government can also recover money I owe it in other legal ways.

4. I understand that this agreement does not in any way commit the Government to continue my employment.

5. Employee’s name, job title, grade and series:

6. Name and location of employing activity:

7. Title and brief description of training course or program:

8. Name and address of training facility:

9. Training period (day, month, year):

a.
Starting Date:






______________________

b.
Ending Date:







______________________

10. Service obligation period (day, month, year):

a. Starting Date:






______________________

b. Ending Date:







______________________

11. Training costs (not including salary, pay, or compensation):



a. Tuition, matriculation, and registration fees:





______________________

b. Library and laboratory services:







______________________

c. Purchase or rental of books, materials, and supplies:



______________________

d. Other services and facilities directly related to training:


______________________

e. Travel:













______________________

f. Per diem:












______________________

g. Transportation of immediate family, household goods, etc.:

______________________

h. Total:













______________________

__________________________________


_______________________

(Signature of Employee)








(Date)

Instructions for DD Form 1556 

(Request, Authorization, Agreement, Certification of Training and Reimbursement)

This is a multi-purpose form.  It will be used for all training incidents.

COPY
DISTRIBUTION OF COPIES

Copy 1
Give to a Government training source to nominate employee.  After certification of training completion, copy will be returned to and retained by the employee. 

Copy 1-Reverse
Accompanies Copy 1.


Copy 2
Optional.  Use for data entry into DCPDS.  

Copy 3
Give to a Non-Government training source to nominate employee.  (The employee’s social security number is omitted.)

Copy 3-Reverse
Accompanies Copy 3.

Copy 4
Give to a Non-Government training source as the obligation for approved costs.  (This is a duplication of Copy 3.)

Copy 4-Reverse
Accompanies Copy 4.

Copy 5
Give to a Non-Government training source to return to confirm nomination status.  (This is a duplication of Copy 3.)

Copy 5-Reverse
Accompanies Copy 5.

Copy 6
Give to finance/disbursing office to authorize tuition payment.  (This is a duplication of Copy 1.)

Copy 6-Reverse
Accompanies Copy 6.

Copy 7
Give to finance/disbursing office to authorize any separate payments for books, materials or other costs.  (This is a duplication of Copy 1).

Copy 7-Reverse
Accompanies Copy 7.  (This is a duplication of Copy 6 - Reverse.)

Copy 8
Give to employee.  (This is a duplication of Copy 1.)

Copy 8-Reverse
Accompanies Copy 8.  (This is a duplication of Copy 1 - Reverse.)

Copy 9
Optional.  Use to evaluate training.  Local forms may be substituted.

Copy 9-Reverse
Continuation sheet of Copy 9.

Copy 10
Optional.  Keep at originating office.  (This is a duplication of Copy 1.)

HEADING 

Item
Completion Instructions

A
Optional.  If necessary, agency code is DA.  Agency and sub-element are in items 33 and 35 of employee’s SF 50.

B
For local use, as needed.  If used, show unit identification code (UIC) and fiscal year.  Use of a serial number will improve accountability of each nomination.

C
Normally X beside “(1) Initial.”

D
If this is an amendment, enter number.

SECTION A – TRAINEE/APPLICANT INFORMATION

Item
Completion Instructions

1
Fill in trainee’s name.  If more than one nominee, list on separate sheet.

2
Enter first five letters of trainee’s last name.

3
Enter trainee’s social security number.

4
Enter appropriate code for trainee’s education level.

00-Not applicable                                                    11-3 years of college

01-No formal or some elementary                           12-4 years of college

02-Elementary graduate                                           13-Bachelor Degree

03-Some high school                                               14-Post Bachelor

04-High school graduate or GED                            15-1st Professional

05-Terminal Occupational Program (TOP)             16-Post 1st Professional

06-TOP Certificate                                                   17-Master Degree

07-Started College                                                    18-Post Master

08-1 year of College                                                 19-6th year Degree

09-2 years of college                                                20-Post 6th year

10-Associate Degree                                                21-Doctorate Degree

                                                                                 22-Post Doctorate

5
Enter years and months of continuous Federal Government service

6
Self-explanatory

7
Self-explanatory

8
Self-explanatory

9
Self-explanatory (a managers supervises other supervisors, and an executive supervises managers)

10
Self-explanatory  (Sample:  GS-0235-12/3)

11
Enter employee’s organization name.  

12
Enter employee’s organization mailing address.

13
Enter submitting organization’s 6-digit unit identification code (UIC).

14
Enter appropriate code or abbreviation.

CC -- Career Conditional                                       1 - Regular

C - Career                                                              2 - Reserve

T - Temporary                                                       3 - National Guard

E - Excepted

I - Intermittent

15
Self-explanatory.

16
Self-explanatory.

SECTION B – TRAINING COURSE DATA

Item
Completion Instructions

17
Self-explanatory.

18
Self-explanatory

19
Self-explanatory.

20
Course Codes.  Enter appropriate codes from those listed below.

20a
Purpose

1 - Mission or program change                         6 - Develop unavailable skills

2 - New technology                                           7 - Trade or craft apprenticeship

3 - New work assignment                                  8 - Orientation

4 - Improve present performance                      9 - Adult basic education

5 - Meet future staffing needs

20b
Type

1 - Execution and management                         6 - Clerical

2 - Supervisory                                                  7 - Trade or craft

3 - Legal, medical, scientific or engineering     8 - Orientation 

4 - Administration and analysis                         9 - Adult basic education

5 - Specialty and technical

20c
Source

A - US Army                                                   S - Defense Logistics Agency

D - Other DoD                                                2 - Government-Interagency

F - US Air Force                                             3 - Non-Government, designed for Agency

M - US Marine                                                4 - Non-Government, off-shelf

N - US Navy                                                   5 - State of local Government

20d
Special Interest

0 - No special program

1 - Executive Development

2 - Supervision 

20e
Training Vendor

DCPDS Training Vendor Codes

20f
Security Clearance of Course (not employee)

U - Unclassified

C - Confidential

S - Secret

T - Top Secret

20g
Allocation Status

1 - Primary

2 - Alternate

3 - Space Available

20h
Priority

1 - Training is essential to mission or organization.

2 - Training is required for replacement of skilled employees.

3 - Training is needed to increase employee’s efficiency and productivity.

20i
Training level

1 - Elementary

2 - High School

3 - Vocational/Technical/Secretarial/Business/Commerical/Administrative

4 - College, undergraduate

5 - College, graduate

6 - College, post graduate

20j
Method of Training

1 - On-the-job training (formal)                                6 - Directed Study

2 - Rotation of work assignment                               7 - Classroom (resident)

3 - Seminar (training)                                                8 - Classroom (on-site)

4 - Conference/meeting/symposium                         9 - Test/Equivalency

5 - Correspondence 

20k
Training Program

 0 - No special program.

1 - Executive development

2 - Supervision (newly assigned supervisors only)

20l
Reason for Selection of Course

1 - Quality of training

2 - Most cost effective

3 - Unique capability of training source

4 - location

5 - Not available in government

6 - Incidental to procurement of equipment

7 - Timeliness 

SECTION C – COSTS AND BILLING INFORMATION

Item
Completion Instructions

24
X if applicable.

25a
Enter dollars and cents.

25b
Enter dollars and cents.

25d
Course Codes.  Enter appropriate codes from those listed below.

26a
Enter dollars and cents.

26b
Enter dollars and cents.

26c
Sum of items 26a + 26b.  For a group, totals are for all trainees.

27
For resource management office use.  Enter only one accounting classification on each DD 1556.

28
Follow local procedures.

29
For resource management office use.  

30
Sum of items 25c + 26c.

31
Follow local procedures.

SECTION D – APPROVALS/CONCURRENCE/CERTIFICATION

Item
Completion Instructions

32
To be certified/signed by employee’s supervisor

33
To be certified/signed by the official with delegated approval authority.

34
To be certified/signed by the official with delegated approval authority.

35
School official complete, sign, date, and return copy 5.

36
If course completed, enter date, and grade; if not, return form with explanatory memo to approving authority identified in # 33.

37
Follow local procedures.    See paragraph 1, page 10, in this handbook.

38
Follow local procedures.

SECTION E – TRAINEE AGREEMENT/CERTIFICATION

Reverse of Copy 1

Item
Completion Instructions

38f
To be completed by approving official.

39a&b
To be signed and dated by employee nominated for non-government employee.

SECTION F – TRAINING VENDOR

Reverse of Copy 3, 4, & 5

Item
Completion Instructions

40
Self-explanatory.   More instructions on reverse of copy 3.

41
Self-explanatory.   More instructions on reverse of copy 3.

42
Self-explanatory

43
Self-explanatory.  More instructions on reverse of copy 3.

44
Reverse of Copy 5.  To be filled in by approving official.

SECTION F – TRAINEE AGREEMENT/CERTIFICATION

Reverse of Copy 1

Item
Completion Instructions

38f
To be completed by approving official.

39a&b
To be signed and dated by employee nominated for non-government employee.

TEST YOUR KNOWLEDGE

1. Travel time outside scheduled duty hours is not compensable as overtime unless the travel:

a. Involves work while traveling

b. Is incident to travel that involves work while traveling

c. Results from an event which could not be scheduled or controlled administratively by the government.

d. All of the above.

2. Tuition payments to universities may be paid in advance:

a. True

b. False

3. To be approved, training requests must be “mission related.”  Which of the following types of training meet the definition of “mission related”?

a. Training that supports the organization’s strategic plan.

b. Training that allows for expansion of an employee’s current job.

c. Training that is designed to improve an employee’s performance.

d. All of the above.

4. An employee is required to sign a service obligation agreement when:

a. An organization deems it appropriate.

b. The training exceeds 90 calendar days.

c. When cost is associated with the training occurrence.

d. The training exceeds 80 hours.

5. A DD Form 1556 is required to be completed and forwarded to HQ USAREUR CPOC-HRDD for entry into DCPDS for:

a. Any training of 8 hours or more, regardless of cost.

b. All mandatory training, regardless of length or cost.

c. All training with cost, regardless of length.

d. All of the above.

6. Can contract employees attend civilian training?

a. Yes.

b. Yes, but only training that concerns rules, practices or procedures unique to the employing agency.

c. Yes, but only training that involves no cost to the employing agency.

d. No.

7. Can non-appropriated fund (NAF) employees attend civilian training?

a. Yes.

b. Yes, but only if the tuition and/or travel expenses are paid for using NAF funds.

c. Yes, but only if the training is not offered through NAF training sources.

d. No.

8. Can academic degrees be paid for using government funds?

a. Yes.

b. Only if specific legislation such as the Acquisition Tuition Assistance Program (ATAP) has been passed providing for such training.

c. Only if the degree is directly related to the mission of the employing agency.

d. No.

9. If training is purchased using a Government credit card, an employee does not need to request the training using a DD Form 1556.

a. True

b. False

10. Which of the following is not a mandatory training requirement?

a. Prevention of sexual harassment (POSH).

b. Subversion and espionage directed against the Army (SAEDA).

c. Action Officer Development Course.

d. Basic army protocol (BAP).

11. Managers may authorize reimbursement for books or reference materials associated with a training occurrence?

a. True.

b. False.

12. Which of the following is not a manager’s responsibility?

a. Facilitating and/or coordinating local training courses.

b. Being familiar with basic training laws and regulations.

c. Ensuring mandatory training requirements are met.

d. Approving training requests where authority has been delegated.

13. AR 690-200 allows for managers to be delegated the authority to approve training that:

a. Is mission related.

b. Is government training less than 120 days

c. Is non-government training less than 120 days

d. a & b

e. b & c

14. Works Council codetermination is required for all training requests for local national employees.

a. True

b. False

15. The Government purchase card may be used to bring training courses on-site when all of these conditions are met:

a. The training is an “off-the-shelf” course that is not designed specifically to meet activity needs.

b. The training is open to the general public.

c. The price is based on established catalog or market prices.

d. The training cost is less than $25,000

e. d & a

f. All of the above.

16.  Employees are required to sign copy 1 (reverse) or copy 8 (10-part automated form) of the DD Form 1556 to acknowledge:

a. Their obligation agreement to continue in service.

b. Their requirement to complete the training satisfactorily

c. That they are not receiving tuition assistance from any other source.

d. All of the above.

17.  Training can be used to train an employee for filling a position by promotion or to prepare an employee for a different job series, even if there is another employee of equal ability and suitability who is fully qualified and available at, or within a reasonable distance from, the place where the duties are to be performed.

a. True.

b. False.

Answers:  1-d, 2-a, 3-d, 4-d, 5-d, 6-b, 7-b, 8-b, 9-b 10-d, 11-a, 12-a, 13-e, 14-a, 15-f, 16-d, 17-b

Sample -- Manager’s Self-Certification

By signature hereon, I acknowledge my delegation of authority to approve government and non-government short-term training (120 days or less) on DD Forms 1556 in blocks 33 and 34.  I have read the Delegation of Training Authority Handbook, reviewed the proper regulatory material, and understand the applicable regulations and my responsibilities.  


[image: image3.png]1. NAME (Type or print] 2. PAY GRADE 3. DATE

4. OFFICIAL ADDRESS

5. SIGNATURE

6. TYPE OF DOCUMENT OR PURPOSE FOR WHICH AUTHORIZED

THE ABOVE IS THE SIGNATURE OF THE AUTHORIZED INDIVIDUAL
7. NAME OF COMMANDING OFFICER (Type or Print) 8. PAY GRADE

9. SIGNATURE OF COMMANDING OFFICER

DD Form 577, MAY 88 Previpus edition may SIGNATURE CARD
‘be used until exhausted USAPA V1.00




DD Form 577 – Signature Card


To sign blocks 33 and 34 on DD Form 1556





























Please mail original to:


	Phyllis Tallion, DFAS, Electronic Data Access (EDA), 2nd Floor, 


8899 E. St., Indianapolis, IN  46249


cc:  	HQ USAREUR CPOC, Attn:  HRDD, Unit 29150, APO AE 09100 or 


fax DSN 375-9778


cc:	your administrative file copy
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To sign blocks 33 and 34 on DD Form 1556





























Please mail original to:


	Phyllis Tallion, DFAS, Electronic Data Access (EDA), 2nd Floor, 


8899 E. St., Indianapolis, IN  46249


cc:  	HQ USAREUR CPOC, Attn:  HRDD, Unit 29150, APO AE 09100 or 


fax DSN 375-9778


cc:	your administrative file copy





� EMBED PBrush  ���




















Please mail original to:


	Phyllis Tallion, DFAS, Electronic Data Access (EDA), 2nd Floor, 


8899 E. St., Indianapolis, IN  46249


cc:  	HQ USAREUR CPOC, Attn:  HRDD, Unit 29150, APO AE 09100 or 


fax DSN 375-9778


cc:	your administrative file copy
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