INSTRUCTIONS FOR APPROVED TRAINING

TO:                                                            FROM:                                                  DATE:

1. The attached training request has been approved by your organization.

2. Registration:

/__/  a.  Has been accomplished.  Approved costs have been charged to your organization’s IMPAC Card.  If you do not receive confirmation within a reasonable period of time, suggest you contact: 

                            /__/ The Vendor            /__/ Your Activity Training Coordinator

/__/  b.  Is your responsibility.  You must  give the attached registration sheet with two copies of the authorization form (DD Form 1556 or similar version) to the training facility when you register.  If books are authorized, a duplicate registration sheet has been furnished.  Only fees, books and supplies required for your course may be funded by the government.  Late fees may only be paid if specifically justified and approved by management.  

/__/  c.  Is pending.  Annotate your calendar to hold these course dates open.  Confirmation will be sent to you (possibly to your home address).  If you do not receive confirmation 10 days prior to the course start date, contact your Activity Training Coordinator or Administrative Officer to check course status.  DO NOT ATTEND WITHOUT CONFIRMATION.

3. If you are unable to attend this course for any reason, or if you think you will be unable to satisfactorily complete the course , you must immediately notify your supervisor, approving official, and training coordinator.  You must also complete the Training Status Change Form and submit it through your supervisor and the approving official to your Activity Training Coordinator or Administrative Officer.

4. To prevent fraud, waste, or abuse of government funds, rules and requirements of the training facility must be carefully followed when cancellation or withdrawal becomes necessary.  Course withdrawal, switch to audit, or failure to satisfactorily complete a training course may cause you to reimburse the government any funds disbursed on your behalf for this training.  Clarification of your obligation may be obtained by contacting your Activity Training Coordinator, Administrative Officer, or your Civilian Personnel Advisory Center.

5. Training evaluation is essential.  You will be provided a training evaluation form, which you must use to document your course completion.  The form must be completed by you and your supervisor and returned to your Activity Training Coordinator or Administrative Officer within 15 days of your course completion.   The evaluation provides important information to managers and triggers the documentation of your training in your automated personnel records.  If you are attending a college credit course you will need to furnish a copy of your grade slip to your supervisor.  Failure to submit course evaluation or grade slip may delay future training and could result in personal liability for training costs.

6. Additional guidance:    
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