Manager’s Guide

to

Approving Training

Human Resource Development Center

Table of Contents

Subjects are hyper-linked to their corresponding page, just click on subject to go to its subject area.











Page

Introduction








3
Delegation of Training Approval Authority





3
Regulatory References







3
Rules and Regulations

Advanced Payment of Training Expenses




5

Approval for Training






5


Approval of Approving Official’s Training Requests



5


Attendance at Conferences and Meetings




5


Authorizing Premium Pay or Overtime for Training



5


Continued Service Agreements





5


Cost Effectiveness and Fund Certification




6


EEO Considerations






6


Employees Participating in Formal Training Programs


6


Ethics Considerations






6


Long-Term Training






7


Membership in Professional Organizations




7


Paying for Academic Degrees





7


Paying for Books or Reference Materials




7

Paying for Equipment for Training





8


Purchasing Guidelines






8


Purpose of Training






8


Receipt of Awards or Items of Value in Connection with Training

8


Restricted Training Contained in Public Law 104-208



8

 


Selection of Employees/ Facility for Training



9


Training Definitions






9


Training Employees for Different Occupations



9


Training Employees for Higher Level Positions



9


Training Employees for Placement in Another Agency


9


Training Evaluations






9


Training Expenses for the Handicapped




10


Training Justification






10


Training Non-Federal Government Employees



10


Training Priorities






10


Training Sponsored by a Foreign Government or Organization


10

Roles and Responsibilities







11

Managers

Commanders

CPAC

CPOC
Training Approval Checklist






12
Delegation of Authority Certification





13
INTRODUCTION
Managers have always been responsible for ensuring that the training and development needs of their organization and employees are identified and met.  Personnelists have been available to assist line managers with this responsibility.  Today this assistance is less face-to-face and more electronic with the use of such things as e-mail, web sites and TRAIN.  With the implementation of TRAIN managers can now approve training that formally was approved by Employee Development Specialists; once they have been certified to do so.  This guide contains information designed to help managers meet their human resource development obligations to certify them to approve training.  Additional guidance can be found on the Web at http://cpol.army.mil under PERMISS, in training regulations and laws, or obtained from your local CPAC (Civilian Personnel Advisory Office).

DELEGATION OF TRAINING APPROVAL AUTHODITY
Army Regulation (AR) 690-200, Chapter 250, allows for the delegation of authority to approve short term training (120 days or less) to line managers.  Managers require certification to approve training and can receive it by completing the following three easy steps:

1.  Review the contents of this guide;

2.  Contact the local CPAC with any questions about unclear areas, and;

3.  Sign the attached certification statement and forward to the CPAC for authentication.  CPAC will authenticate and return the original for retention in your organization training files.

REGLULATORY REFERENCES
Government Employees Training Act (GETA) 1958

Created the framework for agencies to plan, develop, establish, implement, evaluate and fund training and development programs designed to improve the quality and performance of the workforce.  It was enacted to promote “efficiency and economy in government.”  The Act requires planing and programming of training for employees, review of training needs, provides for development of cadres of professionals (interns); authorizes tuition assistance for training; and, generally prohibits training for promotion or degrees.  The Act was codified into chapter 41 of Title 5, United States Code.

Executive Order 11348


EOs provide agency heads with additional presidential direction on how the law is to be used.  In 1967, President Johnson signed EO 11348 to provide agency heads with additional information on how GETA is to be carried out.  EO 11348 stated in part, “It is the policy of the Government of the United States to develop its employees through the establishment and operation of progressive and efficient training programs, thereby improving public service, increasing efficiency and economy, building and retaining a force of skilled and efficient employees, and installing and using the best modern practices and techniques in the conduct of the Government’s business.

Title 5 of the United States Code, Chapter 4 


The U.S. Code is codification of those sections of legislative acts that mandate action by Federal agencies.  Laws (Acts) are codified shortly after their passage by Congress band published in the appropriate title to the U.S. Code.  Title 5, USC is dedicated to Human Resource issues.  It is organized into various chapter headings, Chapter 41 addressing “General Training” in the Federal service.

Title 5, Code of Federal Regulations, Part 410


The CFR is a codification of the general and permanent rules published in the Federal Register by the executive departments and agencies of the Federal Government.  The FCR is divided into 50 titles which represent very broad areas subject to Federal regulation.  Each title is divided into chapters which usually bear the name of the issuing agency.  Each chapter is further subdivided into parts covering specific regulatory areas.  Part 410 addresses: General Provisions; Determining Training Needs; Establishing Training Needs; Interagency Training; Payment of Training Expenses; Acceptance of Contributions, Awards, and Payments; and, Reports and Interchange of Training Information.

Office of Personnel Management Regulations


Federal Personnel Manual, Chapter 410, Training

Department of Defense Regulations


DOD 1400.25M. Civilian Personnel Manual, Chapter 410, Training

Department of Army Regulations

DA Regulation 690-400, Chapter 410 (Civilian Training).


DA Regulation 690-950 (Career Development)

Defense Acquisition Workforce Improvement Act, 1990


Amended 5 USC 41 by allowing agencies to train in certain situation without regard to the general academic degree constraints.

Federal Workforce Restructuring Act, 1993


The meaning of Training in section 4101 Title 5 USC expanded to include “ planned activities which support or improve individual and organizational performance and effectiveness, such as organizational development, retreats, on-the-job training, career development programs, professional development activities or developmental assignments.


Training was greatly broaden from must be related “to official position description to must be related “to achievement of agency mission goals by improving organizational performance.  This includes training that:



(i) supports the agency’s strategic plan and performance objectives;



(ii) improves an employee’s current job performance;



(iii) allows for expansion or enhancement of an employee’s current job;



(iv) enables an employee to perform needed or potentially needed duties outside the current job at the same level of responsibility; 



(v) meets organizational needs in response to human resource plans and re-engineering, downsizing, restructuring and program changes.”


In addition restrictions on “non-Governmental” versus “Governmental” training were eliminated.

Additional information is available from:


PERMISS on the web at www.cpol.army.mil.


Fort Monroe & Eustis Civilian Personnel, Civilian Training BBs, under “HRDC Pamphlets”.

RULES and REGULATIONS
The following is a general overview of the current rules and regulations pertaining to the training and development of civilian employees. Managers must be familiar with and consider each of these items prior to exercising their training approval authority.  Remember – questions concerning training issues can be referred to your servicing CPAC.

Advanced Payment of Training Expenses

Most training vendors will invoice your organization upon completion of the training.  In cases where the vendor requires advance payment, the training may be purchased by using a Government credit card or using the alternative payment procedures found on DD form 1556, copy 6, block 47.  Advance payment requests using the alternative payment procedures should be forwarded to your finance office (check with them on required minimum time period) prior to the commencement of the training.

Approval for Training


Employees need approval for attending training PRIOR to the course start date.  Training requests received after employees are enrolled or have begun the training should be disapproved.  Employees enrolling in non-government training without prior written approval may be held responsible for the total cost of the training [AR 690-400, Chapter 410, paragraph 5-1a].

Approval of Approving Official’s Training Requests


Since self-review 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 [AR 690-400, Chapter 410, paragraph 3-6e].

Attendance at Conferences and Meetings


Conferences and meetings often provide an important opportunity for exchanging information relevant to the managing of agency programs.  You may fund an employee’s attendance at conferences and meetings as a developmental assignment under section 4110 or Title 5 USC when the intent is:

· improving individual and/or organizational performance, and

· developmental benefits will be derived by employee attendance [5 CFR 410.404].

OMB Bulletin 93-11 on “Government Fiscal Responsibility and Reducing Perquisites” and the Federal Travel Regulations [41 CFR part 301-16] on “Conference Planning” identify which travel expenses may be paid and/or reimbursed.

Authorizing Premium Pay or Overtime for Training

Premium pay or overtime may be authorized when allowed by the Fair Labor Standards Act.  Managers are encouraged to rearrange employee work schedules in order to enable employees to attend training without being placed in a premium pay or overtime status.  Consult with your CPAC POC prior to approving premium pay for training [AR 690-400, Chapter 410, paragraph 6-2; and, 5 USC 4107].

Continued Service Agreements


The Federal Workforce Restructuring Act of 1994 amended the GETA. Under GETA the continued service agreement was 80 hours for all federal agencies.  The new act allows agencies to define their own minimum period.  DOD has not yet prescribed the minimum period of training which will trigger continued service agreements. In the interim, the guidance contained in AR 690-400, Chapter 410, paragraph 5-7, continues to apply.  Therefore continued service agreements are required for all training conducted in non-government facilities which exceed 80 hours.


Agreements are not required for training conducted in government facilities or for any correspondence courses of any length.


An employee must agree in writing by signing the back of DD form 1556, copy 1, before assignment to training, that they agree to stay with DOD for 3 times the length of the training.  A copy of the signed agreement will be retained by the approving official.


If an employee leaves DOD before the agreed upon amount of time, DOD has the right to recover training costs, except for salary, pay or compensation.  The amount of the reimbursement is reduced on a pro rata basis for the percentage of completion of the obligated service. For example, if the cost of training is $900 and the employee completes two-thirds of the obligated service, the employee would reimburse DOD $300, not $900. If an employee transfers to another agency the agreement is transferred to the gaining agency.  The head of an agency may waive in whole or part the agency’s right to recover if it is shown that the recovery would be against equity and good conscious or against the public interest.  For example, if an employee decides to voluntarily leave Federal service due to an impending RIF, the agency may determine that waiving its right to recovery would be in the public interest and release the employee from the agreement. Managers should contact the CPAC immediately if an employee fails to fulfill a continued service agreement.  (Note: DA intends to propose policy requiring continued service agreements for all training conducted, governmental as well as non-governmental sources, which exceeds the “minimum period” threshold when the DOD Civilian Personnel Manual and AR Chapter 410 are revised.)

Cost Effectiveness and Fund Certification

The Authorizing Official must ensure the most cost-effective course and location is selected for training.  Travel and per diem costs must also be considered [FPM Chapter 410, paragraph 5-2a].  The Authorizing Official must ensure that all costs are noted in DD form 1556, block 25 (Direct Costs) and block 26 (Indirect Costs); verify that the appropriate Fiscal Officer had completed block 27 (Accounting Classification) with the appropriate fund code and signed block 29 (Signature of Fiscal Officer); ensure block 30 (Total of Direct and Indirect Costs) is completed; and verify that the Fiscal Officer has completed block 37 (Billing Instruction).

EEO Considerations

Agencies are required to include in Equal Employment Opportunity Plans, provisions for training and education programs designed to provide opportunities for employees to advance and perform at their highest potential, This provision does not change existing law, or provide new training authority for organizations, but does influence the direction of training [Civil Rights Act 0f 1964, 717 (b), as amended by the Equal Opportunity Act of 1972].  Agency training programs must consider all employees fairly.  Procedures for selection of employees must meet the following requirements: provide training for employees without regard to race, color, religion, sex, national origin, age, disability, sexual orientation or other factors unrelated to the need for training [EO 11348 and 5 CFR 410.302(a)(1)].  Agencies are also prohibited from using a training facility that discriminates in the administration or treatment of students.

Employees Participating in Formal Training Programs

Employees participating in formal training programs (Interns, VRAs, etc.) are required to complete training identified in their training plans.  Mangers should be familiar with the training requirements listed in the employee’s training plan and make every effort to ensure they receive the identified training within the time frames prescribed.  Managers unfamiliar with the requirements of a specific training program should contact their servicing CPAC POC.

Ethics Considerations

Government employees are prohibited from accepting an honorarium or other supplementation of salary from a private source for speeches or articles written during the employee’s performance of duty.  Acceptance would be double compensation since the employee is paid for performance of official duties by the agency. This includes accepting compensation for teaching, speaking, and writing while on annual leave since the employee is still in an active pay status [18 USC 209].  Government employees are prohibited from receiving an honorarium or any thing of monetary value for a lecture or article containing nonpublic (sensitive, classified, or information not currently available for general public) Government information [5 CFR 735.206].  Government employees are prohibited from receiving compensation for participating in a privately sponsored seminar or conference when it appears that the entity requesting the employee’s presence did so because of the individual’s title and position in the agency to attract participants to the program [5 CFR 735.201a(a)].

Long-Term Training


Managers may NOT approve long-term training program (over 120 days).  Long-term training/educational opportunities are competitive and HQDA administers and announces them.  Specific instructions for these programs are contained in the annual Catalog of Civilian, Training, Education and Professional Development Opportunities available on the Web at http://www.cpol.army.mil., under “Training and Career Development.” [AR 690-400, Chapter 410, paragraph 10.]

Membership in Professional Organizations

In most cases, the payment of annual dues for membership in a professional organization is not allowed, even if the Government would benefit from the employee’s development as a result of the membership.  5 USC 5946 general prohibits the use of appropriated funds for the payment of individual membership fees or dues.  An exception is when payment of the fee is a condition precedent to undergoing the training, as is in the case with Toastmaster’s International [Comptroller General Decision B-223447, 10 October 1986].  Under 5 USC 5946, an agency may become a member of an organization and pay the required dues if it is administratively determined to be necessary in carrying out authorized agency activities [52 Comptroller General Decision 495, 6 February 1973].

Payment for Academic Degrees


The general rule is that training for the sole purpose of obtaining a degree is not payable.  However there are certain exceptions.  The DOD policy on academic degree training is contained in Office of the Assistant Secretary of Defense, Personnel and Readiness, memorandum, dated 29 October 1993. In short, 5 CFR 410.511 [57 FR 19515, 7 May 1991] permits but does not require agencies to authorize and pay for training that may lead to an academic degree, if necessary to assist in the recruitment or retention of employees in shortage occupations, especially those with critical skills.  Pre-determined shortage categories include: members of the Army Acquisition Workforce; special salary rate positions; and positions covered by direct-hire authority from OPM.  In addition positions determined by a local installation commander as being in a shortage category due to documented recruitment or retention problems are covered by this policy.  Detailed documentation requirements are set forth at 5 CFR 410.511(j).  Authorizing Officials are responsible for ensuring that college courses taken solely to obtain academic degrees, licenses or certificates are not approved, except at above.  Nevertheless, an employee may earn a degree if is incidental to training authorized for legitimate mission 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. [AR 690-400, Chapter 410, paragraph 5-3d, and 5 CFR 410.308.]

Payment for Books or Reference Materials


Managers may authorize reimbursement for all or part of the cost for reference materials required to successfully complete training.  Training materials paid for by the organization may be retained by either the organization or the employee.  Each organization is encourage to develop internal policies outlining what types of materials will and will not be reimbursed [AR 690-400, Chapter 410, paragraph 6-3].

Payment for Equipment for Training


Managers may approve the purchase of items of equipment, such as calculators or laptop computers that are required to successfully complete 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 purchase.  Items purchased under this authority are government property and must be delivered to the organization upon completion of training and be placed under appropriate property accountability controls [AR 690-400, Chapter 410, paragraph 6-3].

Purchasing Guidelines


Training must be purchased in accordance with Federal Acquisition Regulations when costs are associated with a training program.  Training may be authorized and certified by managers provided the training is regularly scheduled (i.e., vendor did not specifically create the training for a special event), open to the public (i.e., anyone can purchase the course from the training vendor), and the price does not exceed that charged to other students (i.e., the government is not being charged a higher than normal charge).  Training which costs less than $25,000 does not have to be submitted to a contracting officer.  Managers must document and maintain records that a competitive selection process was used for any training that exceeds $2,500.  Authorization and certification is done on the DD form 1556.  Government credit cards may be used to purchase approved training, see PERMISS at http://www.cpol.army.mil. [AR 690-400, Chapter 410, paragraph 3-6i.]

Purpose of Training

Managers are responsible for ensuring that training they approve is mission related.  A training occurrence meets the definition of “mission related” if it satisfies any of the following criteria:

· supports the organization’s strategic plan

· will improve an employee’s current job performance

· allow for expansion or enhancement of an employee’s current job

· enables an employee to perform potentially needed duties outside his or her current job but at the same level of responsibility

· designed to meet organizational needs in response to human resource plans, downsizing, or restructuring and program changes.

Training requests that do not meet the criteria listed above may not be authorized. [AR 690-400, Chapter 410, paragraph 1-5; Title 5 USC 41; and 5 CFR Part 410.101.]

Receipt of Awards or Items of Value in Connection with Training

Employees receiving training in non-governmental facilities may be authorized to accept grants or contributions to defray expenses incident to the training.  Acceptance may be authorized only when the contribution is appropriate to meet reasonable expenses associated with the training.  Acceptance should not be authorized when it would place the recipient under improper obligation to the provider or create the appearance of a conflict of interest.  Contributions may be accepted from organizations determined to be exempt from taxation.  Items may not be accepted as a reward for service given the organization prior, during, or after the training or meeting [AR 690-400, Chapter 410, paragraph 7].

Restricted Training Contained in Public Law 104-208


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

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

· contains any methods or content associated with religious or quasi-religious belief systems or “new age” belief

· is offensive to, or designed to change, participants’ personal values or lifestyle outside the workplace

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

[Public Law 104-208,and EEOC Notice N-915-022.]

Selection of Employees/Facilities for Training


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

Training Definitions

Training.  Training is an activity in which skills and knowledges are imparted over a brief period of time.


Development.  Development is the long-term process of acquiring a broad range of skills and experiences through more challenging assignment and activities.


Long-term Training. 120 or more calendar days.  Generally reserved for employees selected to acquire skills not readily available in the civilian workforce. Examples would be specific technical skills training in special engineering, or other disciplines, executive programs, and recently, acquisition-related programs.


Short-term Training.  Less than 120 calendar days.  DA’s policy is to encourage short-term training activities rather than long-term training to support mission goals.

Training Employees for Different Occupations

Managers must use merit promotion procedures when selecting employees to attend training that is being provided to enable them to qualify for a different occupational series [AR 690-400, Chapter 410].

Training Employees for Higher Level Positions


An employee may NOT be trained for the purpose of filing 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 [AR 690-400, Chapter 410, paragraph 5-3b].

Training Employees for Placement in Another Agency

Any Army employee may be trained to meet the qualification requirements of a position in another agency if the head of the agency determined that such training would be in the interest of the Government [5 USC 2301 and 4103(b)].

Training Evaluations

The general purpose of training evaluations are to:

· assess extent of which courses achieving their objectives

· guide efforts to increase value and benefit of training

· ensure newly acquired skills effectively used

· ensure training resources used economically and effectively

· help management determine training needs, establish priorities, allocate training resources and plan for future training, and

· aid management in determining if interventions other than training are needed to support and improve individual and organizational effectiveness

Training Expenses for the Handicapped

Agencies may pay expenses necessary to make training accessible to employees with disabilities [5 USC 4109].  For hearing impaired employees, agencies may pay for interpreters.  For the visually impaired, agencies may pay for readers and tapes or Braille leaning materials [Comptroller General Decision B-188710].  Agencies may pay individuals to accompany or aid employees with disabilities traveling on official business, including travel for training [5 USC 3102(d)].

Training Justifications

For the most part ensure that a written justification is in DD form 1556, block 18 (Training Objectives) and that it supports a mission related need for the skills or knowledges provided by the training.  TAPC-CPP-T Memorandum, Subject: Policy Changes on Non-Governmental Training, 26 July 1991 states. “…the requirement that a “a narrative statement fully justify the training” be included with non-governmental training requests (subchapter 3, paragraph 6.i.(5) of AR 690-400, Chapter 410) is eliminated for cases where the intent of training is clear.  An example of training with a clear intent is basic automated data processing equipment training including operator training for existing or due-in equipment, system administration duties training and training for specific work processing functions and software applications.  We urge that block 18 of DD form 1556 (Training Objective) be used to record the intent of the training or a brief justification.  This block of the form provides sufficient space to satisfy the documentation requirements for most non-Governmental training requests.”

Training Non-Government Employees

Contractors.  Contractors may only be trained in skills they are not required to bring to the job since contractors are selected for their expertise in subject-areas.  Contractors may be trained in rules, practices, and/or systems that are unique to the employing agency and essential to the performance of the contractor’s assigned duties.  The authority for training of contractors is the authority to administer contracts and not the training law [42 Comptroller General Decision 673, 7 June 1963].


Military Personnel.  Military personnel may participate in training intended for civilians; however if the cost of the training must be reimbursed from the proper military account [AR 690-400, Chapter 410, paragraph 1-11b(5)].


Non-appropriated Fund Employees (NAF). NAF employees are eligible to attend training paid from appropriated funds; however, travel, per diem, & tuition expenses must be provided using NAF funds. 


Student Career Experience Employees.  Managers may pay all, part, or none of the training expenses for students hired under the Student Career Experience Program (formally Cooperative Education Program) [AR 690-400, Chapter 410; 5 USC Chapter 41; and, 5 CFR Part 410].


Volunteers.  Volunteers may be assigned to training if training is in the interest of the government.

Training Priorities

DA has established the following priorities for training:


Priority I – Training that must be completed during the FY to prevent an adverse effect on the mission.  Includes training required by law or higher headquarters.


Priority II – Training required to replace skilled employees through career programs. Refers primarily to interns.


Priority III - Training for an employee performing competently to increase his/her productivity. 

Training Sponsored by a Foreign Government or Organization

Any training conducted by a foreign government, international organization, foreign instrumentality or facility outside the continental United States must be forwarded to HQDA, OASA (M&RA), Attn: SAMR-CPP-MP, 200 Stovall Street, Alexandria, VA 22332-0300 for approval.  Fully justified requests for this type of training must be received at least 90 days prior to the requested travel and training [AR 690-400, Chapter 410, paragraph 5-11].

ROLES and RESPONSIBILITIES
Manager’s Responsibilities:

· Being familiar with basic training regulations and laws

· Assessing the training needs of the organization and reporting those needs during training surveys

· Incorporating training needs into the organization’s strategic plan

· Budgeting and committing funds and/or other resources to meet identified training needs

· Ensuring mandatory training requirements are met

· Approving training requests (when authority has been delegated)

· Developing training plans for employees in special programs

· Counseling employees on career development

· Reviewing long-term and leader development application packages and routing to proper destination (MACOM, FCR, etc.)

· Providing on-the-job orientation for employees new to the organization

· Evaluating completed training

· Maintaining required training documentation for the following:

Delegation of Authority to Approve Training

The purchasing of training

Academic degree training

Continued service agreements

Recovery and wavier of training expenses

Acceptance of contribution, award, or payment

Annual training plan evaluation

Commander’s Responsibilities:
· Ensuring necessary funds and other resources are allocated to meet training needs

· Ensuring all mandatory training is accomplished in a timely fashion

· Providing adequate facilities and equipment for the efficient and cost effective delivery of training programs.

· Ensuring the CPAC takes part in program and budget administration for training

CPAC Responsibilities:

· Providing training advisory services

· Working with supervisors to develop and execute the installation’s annual HRD plan

· Assisting with the assessment of training needs

· Identifying training sources, methods, and techniques for local courses

· Facilitating and/or conducting local training courses

· Providing assistance on the use of the TRAIN program

· Monitoring the quality of course content and delivery systems

· Serving as liaison between line managers and the SE CPOC

SE CPOC Responsibilities:
· Developing policy and guidance for region-wide training

· Initiating and consolidating training plans within the region

· Preparing regional training reports

· Developing and marketing regional training programs

· Executing regional training

· Ensuring training records are updated in the Defense Personal Data System (DCPDS)

· Analyzing the effectiveness of Training accomplishments within the region

· Providing Training advisory services to  CPAC

· Conducting regional training needs assessment and developing a regional training plan

TRAINING APPROVAL CHECKLIST
__  1.  This training is being APPROVED IN ADVANCE of the course start date. Retroactive approval is not authorized.

__ 2.  I have selected this training as the most timely, economical training which effectively fulfills the identified training need.

__ 3.  All information of the DD form 1556 (Training Request) is correct and complete.

__ 4.  The employee meets all perquisites for the requested training.

__ 5.  The justification is appropriate and related to mission and performance goals of the organization.

__ 6.  The availability of funds for training has been certified by my budget officer prior to start of training.

__ 7.  The course is not requested solely to qualify an employee for promotion.

__ 8.  The course is not solely an opportunity to obtain an academic degree, certificate or license.

__ 9.  Training will be conducted within CONUS. (Training outside CONUS required HQDA approval.)

__ 10.  All employees were considered fairly and equitably for needed training, with no discrimination on the basis of age, ethnicity, color, handicapping status, martial status, national origin, race, religion, or sex.

__ 11.  To the best of my knowledge the training vendor/facility does not discriminate as a training/education institution or as an employer, on the basis of age, ethnicity, color, handicapping status, martial status, national origin, race, religion, or sex.

__ 12. I will verify that the employee attends and completes the training. Failure of the employee to complete approved training satisfactorily (if failure is due to negligence or willful misconduct on the part of the employee) will result in employee liability for training costs except salary.  I agree to require such payment and take necessary disciplinary actions.

__ 13.  A continued service agreement (reverse side copy 1, DD form 1556) has been signed by the employee for any non-governmental training exceeding 80 hours.  I will ensure that this agreement is retained on file so that it can be monitored until the obligation is discharged.

__ 14.  Training is not for long-term (over 120 day).  Long-term training/educational opportunities are competitive and HQDA administers these programs.

__  15.  Training does not contain elements likely to induce high levels of emotional or psychological stress, contain any methods or content associated with religious, quasi-religious, or “new age” belief systems; or; is offensive to, or designed to, change participant’s personal values or lifestyles outside the workplace; or includes content related to HIV/AIDS other than that necessary to make employees more aware of medical ramifications of HIV/AIDS and the workplace rights of HIV positive employees

__  16.  Training complies with training provisions of applicable labor-management agreements.

__  17.   I will ensure that cancellations or substitutions reach the vendor in time to avoid unnecessary charges to the government.

__  18.  I will ensure the employee and the supervisor complete the TRAIN course evaluation.

__  19.  I will maintain in a file (MARKS 690-400j) vendor information, to include course description, cost and scheduling information for requested training.  (Vendor announcements/fliers meet this requirement.)

DELEGATION OF AUTHORITY CERTIFICATION
I certify that I have received guidance on my responsibilities as a Manager with Delegated Authority to Approve Governmental and Short Term Non-Governmental Facilities Training.

I agree to abide by the training regulations and laws.

I understand that I am authorized to sign Blocks 33, 34, and 38 of DD form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) on behalf of the Commander.

Signature and Date

Typed Name and Title

Office Address and Phone Number
I verify that the above individual is authorized to approve governmental and short-term non-governmental facilities training (120 days or less).

CPAC Representative Signature and Date
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