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PART I

Introduction

[image: image1.wmf]
Part I of the FY 98 Southeast Annual Training Plan provides the consolidated regional training needs on data sheets, an overview by categories, and the Training Needs Summary.

Part II is designed to help line managers in making decisions to meet their human resources development obligations.  Specifically, it highlights important legal references and citations from documents such as the Government Employees Training Act (GETA), Title 5 of the United States Code (Chapter 4), Title 5, Code of Federal Regulations (Part 410), Executive Orders, OPM guidance, merit principles and EEO considerations. 

Part III is a listing of those installations that have classrooms available for training.  We believe that this may be of help when considering partnering with other installations for local training.

Part IV is a listing of vendors, who have been recommended to our regional office by HRD personnel who have contracted with them.  We believe that this listing will help in determining the best and most cost effective training sources. 

Since line managers have the important responsibility of ensuring that the training and development needs of their organization and employees are met, they should be familiar with and consider these items as they are pertinent in exercising their training approval authority.  The CPAC/Installation HRD and the Southeast Civilian Personnel Operations Center (SECPOC) stand ready to assist with this responsibility.  However, the best source of information for questions not answered in this handbook is the servicing CPAC/Installation HRD. 

FY99 SOUTHEAST REGIONAL TRAINING NEEDS SUMMARY
  14 installations and Southeast CPOC submitted their requirements, and a total of 48392

  training needs were requested. 

  We identified eight major categories as follows:

(1)  Orientation 

           A total of 812 needs were identified in this category.

Most of the requests pertain to New Employee Orientation, which are managed at the local level and presented by personnel from the installation at no cost.  

(2)  Administration 

           A total of 3,351 needs were identified in this category.

Most of these courses will also be managed at the local level.  At regional level the following courses will be managed: Time Management; Customer Service. 

(3)  Computer Skills 

       A total of 11,298 needs were identified in this category.

Computer courses will be managed regionally and at the local level.  In most cases DOIM provides installation wide support for these courses, and local vendors such as business schools, community colleges etc., are able to provide classes at very little expense.  A state-of-the-art computer classroom at the regional location is available for local and regional training. 

(4)  Human Resource Management 

       A total of 9,005 needs were identified in this category.

Most of the requested courses/classes are presented by CPOCMA-TMDE, and CPACs will obtain their individual quotas directly from there.  The following courses will be managed at the regional level: Basic Staffing, Basic Classification, and Basic HRD.
(5)  Human Leadership/Management 

       A total of 5,693 needs were identified in this category.

Some of these courses will be managed at the local level, including correspondence courses such as the Supervisory Correspondence course.  The following courses will be managed at the regional level: Team Building, Leadership for Non-Supervisors, and some LEAD courses.

(6)  Safety/Security & Health 

      A total of 8,722 needs were identified in this category.

Some of these courses will be managed locally, some are cost free (First Aid, CPR etc.) and presented by personnel from the local installation. Some of the HAZMAT courses can be procured via satellite presentation at the local level and are also cost free. The following courses will be managed at the regional level: Stress Management and certain HAZMAT classes that cannot be obtained through satellite presentation.

(7)  Basic Skills

       A total of 3,800 needs were identified in this category.

All of the basic skill courses will be managed locally, except the Customer Service Courses.

(8)  Other Courses
       A total of 5,711 needs were identified in this category.

Because of the small size of requests for each individual course, all will be managed locally.

PART II

Roles and Responsibilities
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[image: image3.wmf]     Line Manager Responsibilities:

o  Be familiar with basic training regulations and requirements.

o  Assess the training needs of the organization, and each employee under his/her supervision, 

    and report those needs on the annual CPOC training needs assessment survey.

o  Incorporate training needs into the organization’s strategic plan.

o  Budget funds/resources to meet identified training needs.

o  Ensure mandatory training requirements are met.

o  Approve training requests (where authority has been delegated).

o  Develop training plans for employees in special programs (Intern, VRA etc.).

o  Counsel employees on career development.

o  Review long-term and leader development application packages and route to proper 

    destination (MACOM, FCR, etc.). 

o  Provide on-the-job orientation for employees new to the organization.

 [image: image4.wmf]    Commander Responsibilities:

o  Ensure that necessary funds and other resources are allocated to meet training needs.

o  Ensure all mandatory training is accomplished in a timely fashion.

o  Provide adequate facilities and equipment for the efficient and cost effective delivery of 

    training programs.

o  Ensure CPAC/Installation HRD takes part in program and budget administration for training.  

[image: image5.wmf]    CPAC/Installation HRD Responsibilities:

o  Provide professional HRD advisory services.

o  Work with supervisors to develop and execute the installation’s annual HRD plan.

o  Assist with the assessment of training needs.

o  Identify training sources, methods and techniques for local courses.

o  Facilitate/coordinate local training courses.

o  Provide assistance on the use of the TRAIN software program.

o  Monitor the quality of course content and delivery systems.

o  Serve as a liaison between line managers and the SECPOC.

[image: image6.wmf]   SECPOC Responsibilities:

o  Develop policy and guidance for region-wide training.

o  Initiate and consolidate human resources development (HRD) plans within the region.

o  Prepare regional training reports.

o  Develop and market regional HRD programs.

o  Execute regional training.

o  Ensure training records are updated in the Defense Civilian Personnel Data System (DCPDS).

o  Analyzing the effectiveness of HRD accomplishments within the region.

o  Provide professional HRD advisory services to CPAC/Installation HRD.

o  Conduct regional training needs survey and develop an annual training plan.

Legal References by Subject Areas
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[image: image8.wmf]    Purpose of Training

Line managers must ensure that training they approve is mission related.  Mission related training supports the installation goals by improving organizational performance.  It includes training that:

     o supports the organization’s strategic plan and performance objectives;

     o  improves an employee’s current job performance;

     o  allows for expansion or enhancement of an employee’s current job;

     o  enables an employee to perform needed or potentially needed duties outside the current 

         job at the same level of responsibility; or

     o  meets 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 in this definition may not be authorized.

(5 CFR Part 4`0410.101)

[image: image9.wmf]    Selection of Employees/Facilities for Training

Selection of employees for training will be made fairly and equitably;  selected facility and curriculum will be accessible to employees with disabilities; and selected facilities may not discriminate in the admission or treatment of students.  (5 CFR Part 410  410.306)

[image: image10.wmf]    Approval of Line Management Training Requests

Since self-review constitutes a conflict of interest, line managers who are delegated authority to approve training must submit their own requests for training to the next higher level with training approval authority.  (5 CFR Part 410  410.302)

[image: image11.wmf]    Attendance at Conferences

Employee’s attendance at a conference as a developmental assignment when:  (I) the announced purpose of the conference is educational or instructional; (2) more than half of the time is scheduled for training;  (3) the conference is relevant to improving performance; and developmental benefits will be derived.  (5 CFR 410.404)
  [image: image12.wmf]  Training Employees for Different Occupations

Line managers must utilize merit promotion procedures when selecting employees to attend training that is being provided to enable the employee to qualify for a different occupational series.  (5 CFR: 410  410.307)

 [image: image13.wmf]   Retraining for Placement in Another Government Agency

An agency may train any employee of that agency for placement in another agency if the head of the employing agency determines that such training would be in the interest of the Government.  (OPM Policy Handbook, HRD 96-1)

 [image: image14.wmf]   Academic Degree Training

Training for the sole purpose of obtaining an academic degree is prohibited except:  

    o   When it will aid in the recruitment or retention of employees in occupations in which the Government has or expects a shortage of qualified personnel, especially in occupations involving skills that are critical to the mission.

     o  When specific legislation has been passed providing authorization for academic degree training (i.e. Defense Acquisition Workforce Improvement Act). (5 CFR: 410  410.308)

 [image: image15.wmf]   Agreements to Continue in Service

Whenever the length of training exceeds 90 calendar days, the employee must sign a continued service agreement PRIOR to approval of training.  A copy of the signed agreement will be retained by the official who approved the training.  The length of continued service will be three times the length of the training.  Line managers may use the standard service agreement found on the back of copy one of DD Form 1556.   Should an employee fail to fulfill a continued service agreement, line managers should contact the servicing CPAC/Installation HRD immediately.  (5 CFR: 410.310) 

 [image: image16.wmf]   Long Term Training Programs

Line managers may not approve long term training programs (over 120 days).  Headquarters, Department of Army administers and announces all long-term training/educational opportunities.  All long-term training/educational opportunities are competitive.  The Annual Catalog of Civilian Training, Education & Professional Development Opportunities contains further information and instruction on enrollment for these programs.

  [image: image17.wmf]   Training Sponsored by a Foreign Government or Organization

Any training which will be conducted by a foreign government, international organization, foreign instrumentality or facilities outside the continental United States must be forwarded to HQ DA, OSA (M&RA) ATTN:  SAMR-CP-MP, 200 Stovall Street, Alexandria, VA 22332-0300 for approval.  Fully justified requests for this type of training must be received at least 60 days prior to the requested travel and training.  (AR 690-400, 3-8(d))

 [image: image18.wmf]   Contract Employee Participation in Civilian Training

Contractor employees may only be trained in skills they are NOT required to bring to a job, since contractors are selected for their expertise in a subject area.  They may be trained in rules, practices, procedures/systems that are unique to the employing agency and essential to the performance of the assigned duties.   (OPM Policy Handbook, HRD 96-1)

 [image: image19.wmf]   Volunteer Participation in Civilian Training

Volunteers may only be trained in procedures/systems that are unique to their assigned agency and essential to conducting assigned responsibilities.   (OPM Policy Handbook, HRD 96-1)

  [image: image20.wmf]   Memberships in Professional Organizations

Training expenses do NOT include membership fees except when the fee is a necessary cost directly related to the training; or payment of the fee is a condition precedent to undergoing training (i.e. Toastmaster’s International).    (OPM Policy Handbook, HRD 96-1)

  [image: image21.wmf]   Examinations, Licenses, & Certifications

The cost of training to prepare an employee for an examination, such as for licensing or certification, is payable when the training is relevant to the agency’s mission.  (55 Com. Gen 759-1976)

  

   Premium Pay While Attending Training

Line Managers are reminded that:  Except as provided in 5 CFR 410.602 (b) (1995), no funds appropriated or otherwise available to an agency may be used for the payment of premium pay to an employee engaged in training.

  [image: image22.wmf]   Overtime Payment for Training 

Time spent in training outside regular working hours shall be considered hours of work if (1) employee is directed to participate in the training by the employing agency, and (2) the purpose of the training is to improve the employees performance of assigned duties.  (OPM Policy Handbook, HRD 96-1)   

  [image: image23.wmf]   Overtime Payment for Travel Related to Training

The general rule on overtime payment for travel related to training is that time spent in a travel status away from the official duty station is NOT hours of work unless the travel results from an even that could not be scheduled or controlled administratively by the agency.   (OPM Policy Handbook, HRD 96-1)

  [image: image24.wmf]   Mandatory Training

The following is a list of Army-wide mandatory training requirements:

    o  Computer Security.  The important of computer security to the agency, employee’s role and responsibility and basic agency computer security policies and procedures are part of the periodic computer security training required by the Computer Act of 1987.  (OPM Policy Handbook 96-1)

    o  Ethics Training.  5 CFR 2638.703 requires that each new employee be provided ethics materials within 90 days of the date of his/her entrance on duty.  Agencies must also provide new employees with a minimum of one hour of duty time to either review these materials or receive ethics training.

    o  Basic Supervisory Development Correspondence Course.    Required for all first-line supervisors and administrative officer (military and civilian).  Course must be completed  within 6 months of appointment.  (AR 690-400, chapters 410/412)

    o  Leadership, Education and Development Course (LEAD).  Required for all newly appointed first line supervisors, leaders and personnel in positions where job descriptions include supervisions of less than three employees.  (AR 690-400, 410/412)

    o  Intern Leadership Development Course (ILDC).  Required for all interns during first year of internship.  (AR 690-400, 410/412)

    o  Manager Development Course (MDC).  This correspondence course is mandatory for all newly appointed civilian and military managers (supervisors of civilian supervisors or managers of programs, resources and/or policy).  Course must be completed within six months of appointment.  (AR 690-400, 410/412)

    o  Prevention of Sexual Harassment.  Required for all supervisory and nonsupervisory employees.  (DA, OAS, Memo, subject:  Department of the Army Policy on Sexual Harassment, 20 Jul 93)

 [image: image25.wmf]   NOTE:   Additional mandatory training requirements may be imposed on individuals as a result of occupational requirements or command issued policies. 

[image: image26.wmf]    DON’T FORGET :

Every official with the authority to authorize and approve funds for training agency employees must become familiar with the restrictions in Public Law 104-208. 

The following excerpts contained in Public Law 104-208 are intended as a quick reference only:

 Section 624 prohibits expenditures of Federal funds on training that: 

     (1)  does not meet identified needs for knowledge, skills, and abilities bearing directly upon the performance of official duties;  

     (2)   contains elements likely to induce high levels of emotional response or psychological stress in some participants; 

     (3)  does not require prior employee notification of the content and methods to be used in the training and written end of course evaluations;

     (4)  contains any methods or content associated with religious, quasi religious or “new age” belief systems as defined in Equal Employment Opportunity Commission notice N 915, 022, dated 2 Sep 88;

     (5)  is offensive to, or designed to change, participants’ personal values or lifestyles outside the workplace; or 

(6)  includes content related to human immune deficiency 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.”

TRAINING RECORDS

The U.S. Office of Personnel Management (OPM) issues personnel record-keeping guidance which affects how and where documentation of civilian training, planning, procurement, program development, completions and evaluation are filed.

The requirement to file training documents in the OPF (long-term, right side) was rescinded on     1 Oct 96 .  The following training documents may no longer be placed on file in the employee’s OPF after 1 Oct 96:  

a.  Training Certificates

b.  DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement

c.  OPM Form 1398, Model Veterans Readjustment Appointment Plan 

d.  Computer generated lists of complete training.

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

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

a.  Delegation of authority to approve training

b.  The purchase of training

c.  Training for placement

d.  Academic degree training

e.  Continued service agreements

      f.    Recovery and waiver of training expenses

g.  Acceptance of contribution, award, or payment

      h.   Annual training plan evaluation

The official record of completed training is the Army’s automated system, DCPDS-TRAIN.  Managers, activity training coordinators, CPAC/Installation Human Resource Development advisors and CPOC Human Resource Development professionals share responsibility to ensure that all completed training has been documented.  (HQDA memo, 13 Sep 96, Change to Record-Keeping Requirements for Training Documents)

PART III

LISTING OF SITES WITH CLASSROOM AVAILABILITY
ANNISTON ARMY DEPOT

Two classrooms for 30 students

Equipment:  Satellite

Control:  CPAC

One classroom for 108 students 

Equipment:  Satellite

Control:  CPAC

One auditorium for 150 students

Control:  CPAC

One computer classroom with 10 workstations

Control:  CPAC

One computer classroom with 20 workstations

Control:  DOIM

FORT BENNING
Bldg. 85, Classroom #1:  Platform classroom for 50 students. 

Equipment:  Executive classroom with padded chairs and nice tables, TV, VCR, white board, overhead projector and screen.

Control:  CPAC

Bldg. 85, Classroom #2:  One computer classroom for 24 students

Equipment:  MS Office and Banyan Network, with dual TV projection system, overhead projector, screen, and white board.

Control:  CPAC

FORT BRAGG

One classroom for 12 Students

One classroom for 18-20 Students

Two classrooms for 25 Students

One classroom for 50-75 Students

Control:  Garrison Commander

Two classrooms with 12 COMPUTERS

Control:  DOIM

COE JACKSONVILLE

One classroom for 30 students

Equipment:  none

Control:  CPAC

One classroom for 15 students

Equipment:  15 computers

Control:  CPAC

COE MOBILE

One classroom for 10 students

Equipment:  10 computers

Control:  CPAC

COE WILMINGTON

One classroom for 15 students

Equipment:  15 computers

Control:  CPAC

FORT GORDON

One classroom with 20 computers 

Control:  CPAC

One classroom with 13 computers in building 29603.

Control:  DOIM

One classroom for 50 students

Control:  Garrison Commander.

FORT JACKSON

Training building next door to CPAC is used as a classroom.  But it is scheduled to be torn down sometime this year.  It has direct satellite hookup to the classroom,  

CONTROL:  CPAC

Bldg. 4381: One classroom for 28-30 students

Equipment:  2 Satellite dishes (ALMC and C/Ku Bands), Sony ceiling projection/sound system; large screen TV, overhead equipment, VCR, etc.

Control:  A-Team, CPAC

Ft Jackson continued:  

Bldg. 4600:  Two classrooms for 60 students

            Ten classrooms for up to 30 students

            One computer classroom 
Equipment:  Screen.  Everything else has to be brought in.

Control:  Education Center.

FORT LEE

One classroom for 20 students

Equipment:  20 computers

Control:  CPAC

Three classrooms for 35 students

Equipment:  none

Control:  CPAC

FORT MCCLELLAN
One classroom for 25 students.

Equipment:  Satellite, TV, VCR, Overhead, Easelboards

Control:  CPAC

Three multi-purpose rooms for 15 students

CONTROL:  CPAC

One computer classroom with 10 work stations

Control:  DOIM

FORT MCPHERSON

Several classrooms for various number of students

Equipment:  none

Control:  various organizations (Not CPAC)

FORTS MONROE & EUSTIS

One classroom for 18 students

Equipment:  18 computers

Control:  CPAC

Three classrooms for 32 students

(Two of these classrooms can be combined to make one large classroom)

Equipment:  None

Control:  CPAC

FORT RUCKER

One classroom for 50 students

Equipment:  none

Control:  CPAC

One classroom for 15 students

Equipment:  none

Control:  CPAC

SUNNY POINT

One classroom for 20-50 Students

Control:  DCA

DOIM offers computer training for 4-6 students per class when needed

FORT STEWART

One classroom for up to 60 Students

Equipment:  overhead projector, satellite capability, automatic screen, large screen TV

Control:  Directorate of Training
PART IV

LIST OF VENDORS
FOR CLASSES IN ORIENTATION:

CAREER TRACK

3085 Center Green Dr

Boulder, CO 80301

TEL:  1-800-344-6780

Cost:  varies

Class size:  varies 

Cancellation:  negotiable.  (Substitutions or credits, good for a full     

                       year for future seminars or product purchase)

DAVIS & ASSOCIATES

3340 Del Sol Blvd., No. 141

San Diego, CA 92154

POC:  Sharon V. Davis

TEL:  (619) 428-8676

FAX (619) 428-3145 (call first)

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

EDGE LEARNING INSTITUTE

2217 N 30th St, Suite 200

Tacoma, WA 98403

POC:  TONY MICHAELSON

TEL:  1-888-999-2019

FAX:   (206) 572-2668

Cost:  varies ($495 per person for seminar attendance)

Class size:  varies

Cancellation:  negotiable 

FRANKLIN QUEST

P.O. Box 25127

Salt Lake City. UT 84125-0127

POC:  Lance Brady 

TEL:  (770)998-1840 or (800) 827-1776

Cost:  $154 each for 23-39 attendees, $149 each for 40-69 attendees

Class size:  up to 69

Cancellation:  4 weeks prior to class date

GRADUATE SCHOOL, USDA

Southeast Training Center

75 Spring Street SW, Suite 940

Atlanta, GA 30303-3109

POC: David Hitt or Ron Lake

TEL:  (404) 331-3490 or 3822

FAX:  (404) 730-3812

Cost:  varies

Class size:  varies

Cancellation:  negotiable

J & K ASSOCIATES, INC.

607 Otterbein Ave

Dayton, OH 45406-4507

POC:  Dr. Pat Kenna

TEL:  (937) 274-3630 or 1-800-706-6242

FAX:  (937) 274-4375

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

PRYOR RESOURCES, INC.

2000 Shawnee Mission Parkway

Shawnee Mission, KS 66205

POC:  Eric Long 

TEL:  (913) 722-3990 (800) 255-6278 ext. 635

FAX:  (913) 722-8580

Cost:  $2,495 per day

Class size:  1-35 per day

Cancellation:  no cancellation after day is set

TROY STATE UNIVERSITY

P. O. Box 52456

Fort Benning, GA 31995-2456

POC:  Dr. Ron Robinson, Director

TEL:  (706) 687-1646

FAX:  (706) 689-4707

Cost:  Apr. $65 per student

Class size:  up to 20 attendees

Cancellation:  $76.00 per 8-hr class

FOR CLASSES IN ADMINISTRATION:

BEKAERT ASSOCIATES, INC.

2440 Sandy Plains Road

Building 1 Suite 100

Marietta, GA  30066-7207

POC: Jack Donahue, Ph.D.

TEL:  (770) 565-9430

FAX:  (770) 565-9808

Cost:  negotiable

Cancellation:  negotiable

CAREER TRACK

3085 Center Green Dr

Boulder, CO 80301

TEL:  1-800-344-6780

Cost:  varies

Class size:  varies 

Cancellation:  negotiable.  (Substitutions or credits, good for a full year, can be used for 

                       future seminars or product purchase)

COLUMBUS TECHNICAL INSTITUTE

Columbus, GA

POC: Mr. Bill Harber

TEL:  649-1403

Cost:  varies

Class size:  varies

Cancellation:  per agreement

DAVIS & ASSOCIATES

3340 Del Sol Blvd., No. 141

San Diego, CA 92154

POC:  Sharon V. Davis

TEL:  (619) 428-8676

FAX (619) 428-3145 (call first)

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

ENTERPRISE STATE JR. COLLEGE

Fort Rucker Branch

Bldg. 5008 Lucky St

Fort Rucker, AL 36362

POC:  Harvey Watts

TEL:  (334) 598-3438

Cost:  varies

Class size:  varies

Cancellations:  negotiable

FEDERAL TRAINING CENTER

Financial Management and Communications Institute

TEL:  (301) 989-3228

FAX:  (301) 989-3227 

Cost:  varies

Class size:  varies

Cancellation:  complete refunds 3 weeks prior to start date.  Later 

               cancellations will be by "transfer voucher" for credit  

               for other course of equal or lesser value

FRANKLIN QUEST

P.O. Box 25127

Salt Lake City. UT 84125-0127

POC:  Lance Brady 

TEL:  (770)998-1840 or (800) 827-1776

Cost:  $154 each for 23-39 attendees, $149 each for 40-69 attendees Class size:  up to 69

Cancellation:  4 weeks prior to class date

GRADUATE SCHOOL, USDA

Southeast Training Center

75 Spring Street SW, Suite 940

Atlanta, GA 30303-3109

POC:  David Hitt or Ron Lake

TEL:  (404) 331-3490/3822

FAX:  (404) 730-3813

Cost:  $70 per student per day

Class size:  minimum of 8 students

Cancellation:  5 working days

J & K ASSOCIATES, INC.

607 Otterbein Ave

Dayton, OH 45406-4507

POC:  Dr. Pat Kenna

TEL:  (937) 274-3630 or 1-800-706-6242

FAX:  (937) 274-4375

Cost:  Negotiable

Class size:  varies

Cancellation:  negotiable

LEARNING CURVE TRAINING GROUP

POC:  Mr and Mrs Don Braswell

TEL:  (770) 591-5863

Cost:  varies

Class size:  varies

Cancellation:  negotiable

MANAGEMENT ETC. CONSULTANTS

10918 Vance Jackson, Suite 215

San Antonio, TX 78230

POC:  Jim Wright

TEL:  (210) 696-8834

FAX:  (210) 696-8836

Cost:  varies

Class size:  varies

Cancellation:  negotiable

McC CONSULTING, INC.

1208 Southbreeze Lane, Suite 100

Annapolis, MD 21403

POC:  Mary Nell McCorquodales

TEL:  (410) 280-2527

FAX:  (410) 280-2968

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

NEW AGE TRAINING & DEVELOPMENT GROUP

826 W. Ocean View Ave, Suite A

Norfolk, VA  23503

POC:  Brenda Wise

TEL:  (804)588-8222

FAX:  (804)588-3487

Cost:  $2625 for 8 hour class

Class size:  up to 25 attendees

Cancellation:  within 2 weeks of scheduled class date

PRODUCTIVITY ADVISORY SERVICES

P.O. Box 763

Middletown, MD 21769-0763

POC:  Bob Potter

TEL:  (301) 371-4546

Cost:  $1,500 plus travel expenses, but can negotiate

Class size:  generally 25 students

Cancellation:  2 weeks prior to class date

PRYOR RESOURCES, INC.

2000 Shawnee Mission Parkway

Shawnee Mission, KS 66205

POC:  Eric Long 

TEL:  (913) 722-3990

FAX:  (913) 722-8580

Cost:  $2,495 per day

Class size:  1-35 per day

Cancellation:  no cancellation after day is set

TED ANDERS COMPANY

1791 Kelly Mill Road

Cumming, GA 30130

POC:  Dr. Ted Anders

TEL:  (770) 887-7666

FAX:  (770) 781-8992

Cost:  varies 

Class size:  varies

Cancellation:  negotiable 

TROY STATE UNIVERSITY

P. O. Box 52456

Fort Benning, GA 31995-2456

POC:  Dr. Ron Robinson, Director

TEL:  (706) 687-1646

FAX:  (706) 689-4707

Cost:  Apr. $65 per student

Class size:  up to 20 attendees

Cancellation:  $76.00 per 8-hr class

FOR CLASSES IN COMPUTER SKILLS:

ADVANCED PERSONAL COMPUTER SOLUTIONS, INC.

POC:  David McCall

TEL: (706) 324-7258

FAX: (706) 660-0051

Cost:  $75 - 150 per student plus instructor travel expenses

Class size:  minimum of 10 students

Cancellation:  21+ days no charge, 7 days 15%, no show 100%

COLUMBUS STATE UNIVERSITY

POC:  Misty Martin or Paula Strozier

TEL:  (706) 568-2023 or 2208

FAX:  (706) 569-3113

Cost:  $75 per student per class plus travel expenses for instructor

Class size:  minimum number of students:  12 per class

Cancellation:  3 days

COLUMBUS TECHNICAL COLLEGE

POC:  Kathy Crosby

TEL: (706) 649-1822

FAX: (706) 649-1500

Cost:  $50 to $75 per student for local class plus travel expenses

          $150 per student for out-of-town class plus travel expenses 

Class size:  minimum 9 students

Cancellation:  Up to 2 weeks before class date 

COMPETITIVE EXCELLENCE, INC.

POC:  Louise F. Pinter

TEL:  (706) 327-4570

FAX:  (706)323-3177

Cost:  $400 per student per class for student 1-8

       $300 per student per class for students 9-16

       $100 per student per class for students 17-20

       plus travel expense for instructor

Class size:  minimum 8 students

Cancellation:  within one week of class 50% total cost for class of 20 

               within 2d or 3rd week 25% total cost for class of 20

               within 4th week 20% of total cost for class of 20

COMPU-ED 2000

1640 Powers Ferry Road

Bldg. 5, Suite 310

Marietta, GA 30067

POC:  Michael Sanders

TEL:  (770) 953-3515

FAX:  (770) 953-0488]

Cost:  beginning at $59 per student per class

Class size:  12-18 students

Cancellation:  7 days no charge, within 7 days 50% cost of class

COMPUTER TRAINING AND CONSULTING, INC.

3739 National Dr, Suite 128

Raleigh, NC 27612

TEL:  (919) 781-1343

or

5710 Oleander Dr, Suite 209

Wilmington, NC 28403

TEL:  (910) 350-2910

or 

614 A Country Club Dr

Greenville, NC 27858

(919) 830-5400

POC:  Fran Younts

TEL:  (910) 350-2910

Cost:  varies  (from $159.00 per one-day class) discounts depending on number of attendees.   

Class size:  up to 12 students

Cancellation:  negotiable

ENTERPRISE STATE JR. COLLEGE

Ft Rucker Branch

Bldg. 5008 Lucky St

Fort Rucker, AL 36362

POC:  Harvey Watts

TEL:  (334) 598-3438

Cost:  varies

Class size:  varies

Cancellation:  negotiable

EXECUTRAIN

POC:  LaWanna Joyner

TEL: (770) 396-9200 ext. 3038

FAX: (770) 392-9528

Cost:  $990 per class ($82.50 per student for 12)

Class size:  minimum 1, 12 is optimal

Cancellation:  2 weeks prior to class; less than 2 weeks 50% class fee;  less than 1week 100% class fee

FRANKLIN QUEST

P.O. Box 25127

Salt Lake City. UT 84125-0127

POC:  Lance Brady 

TEL:  (770)998-1840 or (800) 827-1776

Cost:  $154 each for 23-39 attendees, $149 each for 40-69 attendees

Class size:  up to 69

Cancellation:  4 weeks prior to class date

GEORGE WALLACE COMMUNITY COLLEGE


Fort Rucker Branch

Bldg. 5009 Andrew Ave

Fort Rucker, AL 36362

POC:  Jack Jones

TEL:  (334) 598-8866

Cost:  varies

Class size:  varies

Cancellation:  negotiable

GRADUATE SCHOOL, USDA

75 Spring Street SW, Suite 940

Atlanta, GA 30303-3109

POC:  David Hitt or Ron Lake

TEL:  (404) 331-3490 or (404) 730-3822

FAX:  (404) 730-3813

Cost:  $70 per student per day

Class size:  minimum 8 students

Cancellation:  5 working days

INFO SOURCE ,Inc.,

6947 University Blvd

Winter Park, FL 32792

POC: Mike Speck

TEL: 1-800-393 4535 ext. 139

FAX: 407 677-9226

Cost:  negotiable

Class size:  not applicable  (Self paced, multi media, assessment & instructor led courseware)             

Cancellation:  not applicable

J & K ASSOCIATES, INC.

607 Otterbein Ave

Daytona, OH 45406-4507

POC:  Dr. Pat Kenna

TEL:  (937) 274-3630 or 1-800-706-6242

FAX:  (937) 274-4375

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

LOCKHEED MARTIN

POC:  Ronald Manslow

TEL:  1-800-889-7247

FAX:  (703) 913-3709

Cost: negotiable

Class size:  minimum number of students: 8-10 (typical class 8-16)

Cancellation:  negotiable

MANPOWER

POC: Bob Harris or Sheila E. Durham

TEL:  (706) 596-1313 

Cost:  negotiable 

Class size:  minimum 1 student

Cancellation:  48 hours

NEW HORIZONS

1706 Northeast Expressway

Atlanta, GA 30320

POC:  Ben Hankins

TEL:  (404) 235-3500 ext. 167

FAX(404) 235-3518

Cost:  Apr $1,000 for up to 12 students, or $83 per student 

Class size:  up to 12 per class

Cancellation:  6-10 business days, 50% cancellation fee

PRYOR RESOURCES, INC.

2000 Shawnee Mission Parkway

Shawnee Mission, KS 66205

POC:  Eric Long 

TEL:  (913) 722-3990

FAX:  (913) 722-8580

Cost:  $2,495 per day

Class size:  1-35 per day

Cancellation:  no cancellation after day is set

TROY STATE UNIVERSITY

POC: Ron Robinson or Lillian Gallitan

TEL:  (706) 687-1646

FAX:  (706) 689-4707

Cost:  $65 per student per 8 hr class

Class size:  minimum 15 students

Cancellation:  $76 per canceled 8 hr class

FOR CLASSES IN LEADERSHIP:

CAREER TRACK

3085 Center Green Dr

Boulder, CO 80301

TEL:  1-800-344-6780

Cost:  varies

Class size:  varies 

Cancellation:  negotiable.  (Substitutions or credits, good for a full     

                      year for future seminars or product purchase)

DAVIS & ASSOCIATES

3340 Del Sol Blvd., No. 141

San Diego, CA 92154

POC:  Sharon V. Davis

TEL:  (619) 428-8676

FAX (619) 428-3145 (call first)

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

GRADUATE SCHOOL, USDA

75 Spring Street SW, Suite 940

Atlanta, GA 30303-3109

POC:  David Hitt or Ron Lake

TEL:  (404) 331-3490 or (404) 730-3822

FAX:  (404) 730-3813

Cost:  $70 per student per day

Class size:  minimum 8 students

Cancellation:  5 working days

J & K ASSOCIATES, INC.

607 Otterbein Ave

Daytona, OH 45406-4507

POC:  Dr. Pat Kenna

TEL:  (937) 274-3630 or 1-800-706-6242

FAX:  (937) 274-4375

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

JACK CREECH & ASSOCIATES, INC

P. O. Box 420247

Atlanta, GA 30342-0247

POC:  Dr. Jack Creech

TEL:  (404) 250-5493  

Cost:  varies and is negotiable

Class size: not more than 20 students

Cancellation:  negotiable

MANAGEMENT ETC. CONSULTANTS

10918 Vance Jackson, Suite 215

San Antonio, TX 78230

POC:  Jim Wright

TEL:  (210) 696-8834

FAX:  (210) 696-8836

Class size:  varies

Cost:  varies

Cancellation:  negotiable

PRODUCTIVITY ADVISORY SERVICES

P.O. Box 763

Middletown, MD 21769-0763

POC:  Bob Potter

TEL:  (301) 371-4546

Cost:  $1,500 plus travel expenses, but can negotiate

Class size:  generally 25 students

Cancellation:  2 weeks prior to class date

PRYOR RESOURCES, INC.

2000 Shawnee Mission Parkway

Shawnee Mission, KS 66205

POC:  Eric Long 

TEL:  (913) 722-3990

FAX:  (913) 722-8580

Cost:  $2,495 per day

Class size:  1-35 per day

Cancellation:  no cancellation after day is set

FOR CLASSES IN HUMAN RESOURCES:

Army Center for Civilian Human Resource Management (ACCHRM)

P. O. Box 568

Lancaster, PA 17608-0568

POC:  see ACCHRM Catalog

TEL:  (717) 399-8070

FAX:  (717) 399-8066

Cost:  generally funded by ACCHRM

Class size:  varies, generally up to 30 students

Cancellation:  negotiable for site-courses

GRADUATE SCHOOL, USDA

75 Spring Street SW, Suite 940

Atlanta, GA 30303-3109

POC:  David Hitt or Ron Lake

TEL:  (404) 331-3490 or (404) 730-3822

FAX:  (404) 730-3813

Cost:  $70 per student per day

Class size:  minimum 8 students

Cancellation:  5 working days

J & K ASSOCIATES, INC.

607 Otterbein Ave

Dayton, OH 45406-4507

POC:  Dr. Pat Kenna

TEL:  (937) 274-3630 or 1-800-706-6242

FAX:  (937) 274-4375

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

MANAGEMENT ETC. CONSULTANTS

10918 Vance Jackson, Suite 215

San Antonio, TX 78230

POC:  Jim Wright

TEL:  (210) 696-8834

FAX:  (210) 696-8836

Cost:  varies

Class size:  varies

Cancellation:  negotiable

SOUTHEASTERN TRAINING ASSOCIATES, INC.

20250 Maxim Parkway

Orlando, Florida 32833-3831

POC:  Fran Hutsko

TEL:  (407) 568-3070

FAX:  (407) 568-6666

Cost:  6-12 students $330 each; 13+ students $290 each;  plus instructor travel and per diem at current Federal JTR rate

Class size: varies

Cancellation:  negotiable

FOR CLASSES IN SAFETY & HEALTH:

ENVIRONMENTAL AND SAFETY SERVICES, INC

Wilmington, NC

POC:  Eric Gislason

TEL:  (910) 763-6999

FAX:  (910) 763-8709

Cost:  varies (beginning at $145 for an 8hr class)

Class size:  Minimum 10 attendees

Cancellation:  7 days prior to class date or 25% processing fee

FRANKLIN QUEST

P.O. Box 25127

Salt Lake City. UT 84125-0127

POC:  Lance Brady 

TEL:  (770)998-1840 or (800) 827-1776

Cost:  $154 each for 23-39 attendees, $149 each for 40-69 attendees

Class size:  up to 69

Cancellation:  4 weeks prior to class date

FOR CLASSES IN BASIC SKILLS:

CAREER TRACK

3085 Center Green Dr.

Boulder, CO 80301

TEL:  1-800-344-6780

Cost:  varies

Class size:  varies 

Cancellation:  negotiable.  (Substitutions or credits, good for a full     

               year for future seminars or product purchase)

COMMUNICATIONS SKILLS COMPANY, INC.

PO Box 1429

Huntsville, AL  35807-0429

POC:  Sandy Morrison or John Hightower

Tel:  (205) 536-8734

FAX:  (205) 536-8733

Cost:  varies

Class size:  varies

Cancellations:  negotiable

DAVIS & ASSOCIATES

3340 Del Sol Blvd., No. 141

San Diego, CA 92154

POC:  Sharon V. Davis

TEL:  (619) 428-8676

FAX (619) 428-3145 (call first)

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

FEDERAL TRAINING CENTER

Financial Management and Communications Institute

TEL:  (301) 989-3227/3228

Cost:  negotiable

Class size:  varies

Cancellation:  complete refunds 3 weeks prior to start date.  Later cancellations will be by  

                      "transfer voucher" for credit for other course of equal or lesser value

FRANKLIN QUEST

P.O. Box 25127

Salt Lake City. UT 84125-0127

POC:  Lance Brady 

TEL:  (770)998-1840 or (800) 827-1776

Cost:  $154 each for 23-39 attendees, $149 each for 40-69 attendees

Class size:  up to 69

Cancellation:  4 weeks prior to class date

GRADUATE SCHOOL, USDA

Southeast Training Center

75 Spring Street SW, Suite 940

Atlanta, GA 30303-3109

POC:  David Hitt or Ron Lake

TEL:  (404) 331-3490 or 3822

FAX:  (404) 730-3812

Cost:  varies

Class size:  varies

Cancellation:  negotiable

J & K ASSOCIATES, INC.

607 Otterbein Ave

Dayton, OH 45406-4507

POC:  Dr. Pat Kenna

TEL:  (937) 274-3630 or 1-800-706-6242

FAX:  (937) 274-4375

Cost:  negotiable

Class size:  varies

Cancellation:  negotiable

PRYOR RESOURCES, INC.

2000 Shawnee Mission Parkway

Shawnee Mission, KS 66205

POC:  Eric Long 

TEL:  (913) 722-3990

FAX:  (913) 722-8580

Cost:  $2,495 per day

Class size:  1-35 per day

Cancellation:  no cancellation after day is set.

FOR JOB SPECIFIC/MISCELLANEOUS CLASSES:
Generally, job specific courses are requested on an individual basis, and managers/supervisors or employees are aware of addresses, POCs etc. for those classes.  Should you need help in determining this information, please ask your CPAC for help.  

Part V

FY 99 SCHEDULE OF CLASSES FOR SE REGION

DATE
         
       COURSE TITLE 


   LOCATION

Oct 98

19-23

    LEAD


 

  Ft Benning, GA

25-6 Nov        Org. Leadership for Executives
  Lancaster, PA

26-5 Nov        Personnel Mgmt for Executives I   Overland Park, KS

26-6 Nov        Org. Leadership for Executives
  Kansas City, MO

Nov 98

3-7   
    DESIRES



        Ft Benning, GA

30-4 Dec 
    CPAC/CPOC Conference 

  Ft Benning, GA

30-11 Dec 
    Org. Leadership for Executives
  Kansas City, MO

Dec 98

7-11

    Def. Haz. Prop. Mgmt. (ALMC-PM)
  Ft Benning, GA 

14-18 
    LEAD




  Ft Benning, GA

14-18 
    NCPA (ALMC-EJ 99-703)

  Ft Benning, GA

Jan 99

4-15 

    Org. Leadership for Executives
  Kansas City, MO

12-2 Apr
    Army Management Staff College
  Ft Belvoir, VA

25-5 Feb 
    Org. Leadership for Executives    Kansas City, MO

Feb 99

1-11  
    Personnel Mgmt for Executives I
  Overland Park, KS

1-12 

    Org. Leadership for Executives
  Kansas City, MO

21-5 Mar 
    Org. Leadership for Executives 
  Kansas City, MO

Mar 99

15-26 
    Org. Leadership for Executives 
  Kansas City, MO

22-26           Def. HAZMAT (ALMC-HA)

  Ft Benning, GA

22-26 
    Retirement & Benefits 
        Ft Benning, GA

29-8 Apr        Personnel Mgmt for Executives I
  Overland Park, KS

Apr 99

5-16

    Basic Environm. Staff

  Ft Benning, GA

6-16 

    Personnel Mgmt for Executives I   Ft Belvoir, VA

11-23

    Org. Leadership for Executives 
  Lancaster, PA

12-23 
    Org. Leadership for Executives    Kansas City, MO

26-30 
    Def. HAZMAT (ALMC-HA)   
        Ft Benning, GA

May 99

2-7 

    Personnel Mgmt for Executives II  Ft Belvoir, VA

3

    Refresher  (ALMC-EM)

  Ft Benning, GA

3-14 

    Org. Leadership for Executives 
  Kansas City, MO

10-14 
    Basic HRD



  Ft Benning, GA

17-28

    Org. Leadership for Executives    Kansas City, MO

18-6 Aug        Army Management Staff College     Ft Belvoir, VA

Jun 99

7-18 

    Org. Leadership for Executives
  Kansas City, MO

6-18 

    Org. Leadership for Executives 
  Lancaster, PA

21-1 Jul        Personnel Mgmt for Executives I
  Ft Belvoir, VA  

21-2 Jul        Org. Leadership for Executives 
  Kansas City, MO

Jul 99

11-23 
    Org. Leadership for Executives    Lancaster, PA

12-16 
    Basic Staffing 

        Ft Benning, GA

12-23

    Org. Leadership for Executives 
  Kansas City, MO

26-6 Aug 
    Org. Leadership for Executives    Kansas City, MO

Aug 99

9-20

    Org. Leadership for Executives 
   Kansas City, MO


22-27 
    Personnel Mgmt for Executives II   Overland Park, KS

22-3 Sep 
    Org. Leadership for Executives 
   Lancaster, PA

23-3 Sep 
    Org. Leadership for Executives 
   Kansas City, MO

24-3 Sep        Personnel Mgmt for Executives I    Ft Belvoir, VA

Sep 99

13-24 
    Org. Leadership for Executives      Kansas City, MO


20-24           Def. HAZMAT (ALMC HA)      
    Ft Benning, GA

21-15 Dec       Army Management Staff College       Ft Belvoir, VA
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