United States Army Civilian Human Resource Agency (USACHRA) Northeast Region Training Center

COST AND METHOD OF PAYMENT:

Effective 1 October 1998, the Deputy Secretary of Defense mandated that all DOD activities use purchase cards (credit cards) to pay for all training requests valued at or below $25,000, therefore, acceptance of the purchase card is required.  The USACHRA Northeast Region Training Center will provide the credit card number and expiration date to the vendor.  When the credit card number and expiration date is not provided, the cardholder name and telephone number will be provided for the vendor to contact for payment.  The credit cardholder is the payee for the course attendee and will be responsible for payment.  The USACHRA Northeast Region Training Center has no financial obligation in payment of the course.  Our role is to act as a broker for our activities in acquiring requested courses.

EQUIPMENT AND MATERIALS:

USACHRA Northeast Region Training Center will:

1. Provide a classroom on-site.  However, there will be times when a classroom on-site 

is not available.  In these cases, the vendor will procure a room off-site  and add cost of room onto the cost of the course.

2. Advertise the course and identify session dates to serviced activities.

3.  Collect DD Form 1556’s from students’ employing activities. USACHRA Northeast Region Training Center will verify that purchase card data (POC name and phone number) is provided and deliver this information to the vendor at the completion of each session.

4.   Ensure audio/visual equipment including overhead projectors, VHS VCR, easel chart stand and paper or marker board is available for USACHRA Northeast Region Training Center sponsored training classes.

VENDOR will:

1. Procure training room off-site and add to cost of course when one is not available on-

site at activity location.

2. Prepare and print participant materials for the agreed upon number of students per 

session.

3. Certify attendance of students on the class roster and return roster to USACHRA Northeast 

Region Training Center within three days.

4. Charge activity Government Purchase Card accounts for tuition payment for students.

5. Provide certificates upon completion of course to participants.

6.   Ensure audio/visual equipment including overhead projectors, VHS VCR, easel chart stand and paper or marker board is available at activity locations where training is being held.  When required the instructor will be required to set-up the room prior to class and clean and put the room in the original order at the end of class.

COURSE ROSTERS:

Instructor will be provided a roster at the start of class.  It will be the responsibility of the instructor to ensure that the roster is signed by each attendee.  If attendees show up that are not on the roster they must indicate if they are substituting for someone on the roster.  Attendees that are not on the roster and are not substitutions can only stay with instructor approval and if  they provide the instructor a DD Form 1556 with credit card information prior to the start of class.

COURSE EVALUATIONS:

The vendor will obtain course evaluations at the end of each session.  The vendor will use their own evaluation form or we will provide an evaluation form to the vendors for use.  The original evaluations will be provided to the USACHRA Northeast Region Training Center upon course completion.

CANCELLATION POLICY:

The USACHRA Northeast Region Training Center and Vendor have the ability to cancel the offering of any session at any time up until 4:00 p.m. 3 weeks (21 calendar days) prior to the beginning date. The vendor and/or USACHRA Northeast Region Training Center point of contact can make this notification by phone or written notice of cancellation. By mutual agreement the cancellation deadline may be extended, but must be documented in writing. Telephonic notification will be followed up in writing via fax or email.  

LIABILITY OF USACHRA NORTHEAST REGION TRAINING CENTER:

It is not anticipated that a course would be cancelled after the nomination deadline has passed and the notification that the course has filled has been issued; however, emergency situations such as adverse weather conditions, declaration of a holiday by the President, emergency building maintenance problems, etc. could occur.  In the event of cancellation of a course after the 21-calendar day nomination deadline, neither USAACHRA Northeast Region Training Center nor its parent command, the United States Army Civilian Human Resource Agency shall be liable for any costs incurred.  Every effort will be made by the USACHRA Northeast Region Training Center to reschedule or restructure classes in such situations.
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