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REPLY TO
MEMORANDUM FOR SWCPOC Managers and Supervisors

SUBJECT:  Fiscal Year (FY) 04 Southwest Civilian Personnel Operations Center (SWCPOC) Training Plan

        It is important to develop a human resource development program that supports the needs of our ever-changing work environment.  Adequate training provides employees with skills needed to perform their duties more efficiently.  It also increases morale and productivity.

        The training announced in the SWCPOC FY 04 Training Plan meets the needs targeted for development of Southwest Civilian Personnel Operations Center (SWCPOC) employees.  The following continuous actions will help you in this endeavor as well as accomplish the SWCPOC’s training goals for the year:

a. Prepare an Individual Development Plan (IDP) for each of your employees, with their participation, to include:

· Ongoing leader/manager development for supervisory/leader positions.

· Training recommended by career program Army Civilian Training and Education Development System (ACTEDS) Plans.

· Skills-based training as determined by job requirements, mission and functions changes and proponent guidance.

· General training needed to help employees improve or maintain effectiveness.

· Coordinate training for Department of Army (DA) and Functional Interns.

b. Seek ways to locally meet training needs to avoid travel costs.

c.    Consider the training announced throughout FY 04 and nominate employees to attend appropriate classes.  Request help from Human Resource Development Division (HRDD) staff in scheduling or developing additional programs to meet your needs.  Support the program by allowing employees to attend training without disruption once training has begun.

                 -2-

d. Provide encouragement and advice to those seeking career information and advancement.

e. Hold employees accountable for learning.  Maintain and convey challenging job standards and provide feedback to the employee and HRDD if training was not successful.

f. Ensure employees attend mandated training courses during the required time frame.

A successful training program thrives on input and involvement by supervisors at all levels.  The HRDD staff and I solicit your continued interest and ideas in order to provide our workforce with the best training possible to meet the needs of SWCPOC.




                   John F. Ray

                        


      Acting Director

TRAINING PLAN

1.  Scope of Plan: The Fiscal Year (FY) 2004 Training Plan for the Southwest Civilian Personnel Operations Center (SWCPOC) employees identifies the training priorities and policies for the fiscal year.     

2.  Purpose of the Plan: This training plan is a management tool to ensure that civilian training needs are identified, planned for, and administered to the extent that resources permit.  Each supervisor examines the training his/her employees need to improve job performance, and the courses identified are what drives this training plan.  The FY 04 Training Plan includes a proposed schedule of courses to be offered throughout this fiscal year.

3.  Training Facilities:

a. Bldg. 302 Conference Room – accommodates approximately 20 participants.

b. Bldg. 303 Computer Lab 15 with computer workstations - accommodates 15-25 participants.

c. Bldg. 303 Conference Room - accommodates approximately 24 participants.

d. Bldg. 808 Conference Room – accommodates 25 participants.

e. Patton Hall, Bldg 200 – accommodates 200 participants.

f. Bldg. 319 Civilian Personnel Advisory Center – accommodates up to 40 participants.

g. Bldg. 7285 Distributed Learning Center.

· DL Classrooms accommodate 16-25 participants.

h. Bldg. 407 Directorate of Environmental Safety Training Room – accommodates 40 participants.

4.  Determining Training and Development Needs:

a.  Human Resource Development Division (HRDD) initiates and coordinates formal training need surveys throughout the year.   With full participation from the division and branch chiefs, the HRDD staff is able to identify, plan, prioritize, budget, and coordinate the training required in the organization.   

b. The Individual Development Plan (IDP) is also used in identifying and documenting skills needed to accomplish the job duties.  Quick reference on how to prepare an IDP is also included in this training plan.    
5.  Accomplishing Training and Development Needs:

a. The supervisor (together with his/her employees) has the main responsibility for identifying and meeting training needs.  When these training needs are identified, Human Resource Development Division begins the budget planning, and prepares a plan of action to schedule, purchase and coordinate the training.  

 b. The registration process is placed on-line for easy access. Enrollment procedures are included in this training plan for Supervisor(s)/Employee(s) to follow.  Employees must obtain supervisory approval before enrolling on-line for all training.  Completed training is documented and input manually in to Defense Civilian Personnel Data System (DCPDS) and the SWCPOC Training Database using 1556s or training data sheets.  

c. There are a variety of training sources available.  The sources of formal training include local courses, Army and Department of Defense (DOD) schools, Office of Personnel Management courses, correspondence courses, local college programs, private sector seminars, conferences, on-the-job opportunities, web-based training (WBT), computer-based training (CBT), and workshops.  HRDD handles all coordination with the vendor, including course registration, training requests, and providing information about training opportunities from all these sources.  HRDD maintains detailed information regarding course/school catalogs, and vendor information.  

TRAINING PLAN 

6.  Areas of Emphasis:

The primary goal is to continue to identify training needs and focus attention on training resources that will enhance and improve job performance.   

· Explore new ideas and improve current processes in place to meet the needs of the Organization. 

· Identify training needs and services for SWCPOC employees.

· Coordinate training needs for SWCPOC employees (to include mandatory, and annual requirements, safety and wellness training, i.e., Stress Management).

· Conduct and participate in the HRD conference and Video Tele-Conferences.

· Seek ways to improve our automated processes and ensure all SWCPOC employees are aware and knowledgeable using the training application and enrollment process.   

· Seek new vendors and instructors willing to teach courses On-Site or using Distance Learning technology.  

· Develop and expand the mentoring program within SWCPOC to develop tomorrow’s leaders.

· Identify and train SWCPOC employees as Adjunct Faculty to minimize the cost of training contracts and be actively involved in the training effort. 

· Support the Civilian Human Resource Agency (CHRA), Training Management Division (TMD) mission in developing and providing training to Army civilian employees in the human resources management field. 

· Utilize local contractors (when possible) to eliminate additional travel costs. 
· Continue to seek cost effective and innovative methods to meet training.

· Promote and fully support Civilian Leader Development.

· Focus on the role of supervisors and ensure all supervisors are trained appropriately to help them understand the importance and difficulty of their role. Supervisory courses will help supervisors to improve their interpersonal skills to deal with employees or situations in an effective manner.   
· Announce and follow-up to ensure all new supervisors enroll and complete the required Supervisory Development correspondence course (ST 5000) within 6 months of their assignment and Leadership, Education and Development (LEAD) within 1 year of their assignment. 
· Identify intern requirements and ensure assigned interns receive on-the-job and formal training as specified in the Master Intern Training Plan. 

TRAINING PLAN 

7.  Categories of Training Priorities: 

     A priority must be specified for all types of formal training. Training that is not prioritized may not be conducted. Training Needs must be categorized into one of the following priorities: 

· PRIORITY I:  

Training that is typically a condition of employment, must be successfully completed within a specified time period, and meets one or more of the following criteria: 

· Training is essential for mission accomplishment. 

· Training is mandated by higher authority (law, Department of Defense (DOD) or Department of Army) or required for certification, health or safety reasons. 

· Training is mandated by the Office of the Assistant Secretary of the Army (OASA), Manpower and Reserve Affairs, (M&RA) as an ACTEDS leader development core course. 

· Training is essential functional intern training.

· PRIORITY II: 

Training must be needed for effective performance and to improve the quality of mission accomplishment. It is recommended that training mandated or specified in an approved training plan for enhancement of performance resulting in the improvement in the quality of mission accomplishment should be completed within a specified time period. 

· PRIORITY III 

This training is recommended for all individuals to improve or enhance knowledge, skills and abilities needed on the job.

8.  Financial Resources for Training:

[image: image7.wmf]SWCPOC maintains a small budget for internal training. Courses funded with this money are those with high demand and where the need is widely dispersed.  Division Chiefs have been advised of training that has been identified for their organization by government or non-government funded categories.

HUMAN RESOURCE DEVELOPMENT DIVISION

1.  HUMAN RESOURCE DEVELOPMENT STAFF:  

Chief, Human Resource Development Division:

Manuel G. Smith

Employee Development Specialists:

Lois Vaughan

Kathlene Bassett

Clyde Chavis

Hans Hart

Robin Pettay

Marvin Bethel

Jason “Jay” Hohman 

Human Resource Specialist:

Sadatna Setuckmarie

Personnel Clerks:

Joy Francis

M.S. Walker 

Student Hire:

Tanisha Garrido

2.  REGULATIONS GOVERNING TRAINING:  

a. Government Employees Training Act (GETA) 

b. Chapter 41 of title 5, United States Code 

c. AR 690-400, Chapter 410

d. Executive Orders 

· Executive Order No. 11348 (1967) provides agency heads and the U.S. Office of Personnel Management with additional information on how GETA is to be carried out. It was amended by Executive Order No. 12107 (1978). 

e. Part 410 and 412 of title 5, Code of Federal Regulations (5 C.F.R.) 

·  Part 410 of 5 C.F.R. represents the general and specific policies and requirements for training in Government agencies. Part 412 of C.F.R. addresses developing executives, managers, and supervisors. NOTE: Both part 410 and 412 of 5 C.F.R. were substantially amended in 1996.

f. U. S. Army Civilian Personnel Management Business Process Maps (BPMs)

· BPM - H 01 - Training Needs Survey

· BPM - H 02 - Develop Annual Training Plans

· BPM - H 03 - Regional Training Process

· BPM - H 04 - Individual/On-Site Training Request Process 

· BPM - H 05 - Army Training Requirements and Resource System (ATRRS)

· BPM - H 06 - Competitive Professional Development Programs

· BPM - H 07 - Competitive ACTEDS and DoD Funded Leader Development Programs

HUMAN RESOURCE DEVELOPMENT DIVISION

3.  SERVICES OFFERED:

· Plan, develop and execute an annual training need assessment to identify common training needs.

· Plan, organize, and direct a wide range of training activities.
· Coordinate on-site or Distance Learning training to meet needs utilizing the most cost-effective sources/locations, when available.  

· Develop Human Resource Development administrative processes/procedures/requirements.

· Prepare proposed training budget (consolidating input from all divisions). 

· Develop HR courses. 

· Develop and/or maintain electronic tools available on the Internet (such as bulletin boards, training needs assessment, on-line registration, and training schedules).

· Process completed training actions in DCPDS.

· Process completed training actions in SWCPOC Training Database or other Databases as needed.

· Prepare various special reports such as Quarterly Training Brief for the Director.  

· Provide Training guidance and other Human Resource related information to staff. 

· Participate in Internal Audits.  

· Evaluate effectiveness of the training program by conducting evaluations and assessments.
· Inform management (division/branch/team chiefs) electronically or by special announcements of the current course schedules and training information.   

· Provide assistance to supervisors and staff in preparing Individual Development Plans. 

· Identify Intern training requirements, and ensure assigned interns rotate through each division for on-the-job training and are scheduled for required training.

· Provide career counseling and information about training and the Career Programs.

· Ensure that all requested training meets the legal and regulatory requirements. 

FISCAL YEAR 2004 SWCPOC TRAINING SCHEDULE

All class dates are subject to change.
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OCTOBER 2003
Course Dates

Course Title


Time
Type
Course Location
Regis.

Deadline
    Vendor


Audience

1-2 Oct 03
VTT Skills
0830-1530
VTT
Distributed Learning Facility

Bldg. 7285
22 Sep 03
Marlene Black

ATSC
SWCPOC Only

2-3 Oct 03
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
22 Sep 03
Fort Riley 

CPAC
New Employees

3 Oct 03
Resumix Training
1300-1500
On-Site
Fort Riley CPAC, 

Bldg. 319
30 Sep 03
Fort Riley CPAC
All Federal Employees

6-10 Oct 03
LEAD
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
30 Sep 03
Fort Riley CPAC
New Supv./First Line Supv.

7-8 Oct 03 
Bank of America EAGLS Credit Card Training 
0800-1600
On-Site
Computer Lab

Building 303
30 Sep 03
Bank of America
Budget APC’s

9 Oct 03 
Effective Leadership Using Emotional Intelligence 
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285 
9 Sep 03 
SCCPOC

VTT Consortium

Rosenke & Assoc.
SWCPOC Only

6-10 Oct 03
LEAD
0800-1600
On-Site
Fort Riley

Building 319
22 Sep 03
Fort Riley CPAC
New Supv./First Line Supv.

14 Oct 03-

14 Nov 03
EBIS
TBD
VTT
Distributed Learning Facility

Bldg. 7285
TBD
SWCPOC
All Federal Employees

20 Oct 03
Alcohol and Drug Prevention

Education
0900-1130
On-Site
Fort Riley CPAC

Bldg. 319
6 Oct 03
Fort Riley CPAC
All Federal Employees

22 Oct 03
Zig Ziglar Motivational Speaker
0930-1130

1130-1530
On-Site
Barlow Theater, Bldg 7866
15 Oct 03
Fort Riley CPAC
All Federal Employees

23 Oct 03
Re-Employment Priority List (RPL) Training 
0800-1600
On-Site
Fort Riley CPAC

Bldg. 319
15 Oct 03
SWCPOC
CPACs only

27 Oct 03 
TSP Employee Briefing 
0800-1200

1300-1600
On-site
Fort Riley CPAC

Bldg. 319
20 Oct 03
Thrift Investment  Board 
All Federal Employees

[image: image9.wmf]OCTOBER 2003
Course Dates

Course Title


Time
Type
Course Location
Regis.

Deadline
Vendor


Audience

28 Oct 03
POSH for Supervisors
0800-1030
On-Site
Fort Riley CPAC

Bldg. 319
14 Oct 03
Fort Riley

CPAC
Supervisors

28 Oct 03
TAG Meeting
0900-1100
VTT
Distributed Learning Facility

Bldg. 7285
20 Oct 03
SWCPOC
Training POCs

28-29 Oct 03 
TSP Overview 
0800-1600
On-site
DES, Bldg. 407
20 Oct 03
Thrift Investment  Board 
Staffing Personnel

29 Oct 03
Navigating the Army Resume Builder and Web Based Referral System
0830-1130
VTT
Distributed Learning Facility

Bldg. 7285
15 Oct 03
SWCPOC
Federal Employees

30 Oct 03 
TSP Withdrawal 
0800-1600
On-site
DES, Bldg. 407
20 Oct 03
Thrift Investment  Board 
Staffing Personnel

31 Oct 03
Powerful Communication Skills for the Workplace
0800-1600
On-Site
Fort Riley CPAC Bldg. 319
17 Oct 03
Fort Riley 

CPAC
All Federal Employees

[image: image10.wmf]
NOVEMBER 2003

Course Dates


Course Title


Time
Type
Course Location
Regis.

Deadline
Vendor


Audience

4 Nov 03
CHR ABC
0830-1130
On-Site
Distributed Learning Facility

Bldg. 7285
1 Nov 03
SWCPOC
SWCPOC

4-5  Nov 03 
NAF Portability

(ABC-C only) 
0800-1600 
On-Site 
Computer Lab Building 303 
28 Oct 03 
NAF 
ABC-C Only

4-5 Nov 03
VTT Skills
0830-1530
VTT
Distributed Learning Facility

Bldg. 7285
24 Oct 03
Marlene Black

ATSC
SWPOC Only

6 Nov 03
Dealing with Workplace Negativity
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
21 Oct 03
Rhoades & Associates
All Federal Employees

06-07 Nov 03
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
23 Oct 03
Fort Riley 

CPAC
New Employees

12 Nov 03
CHR ABC
0830-1130
On-Site
Distributed Learning Facility

Bldg. 7285
10 Nov 03
SWCPOC
SWCPOC

12 Nov 03
HIV/AIDS in the Workplace for Supervisors
0800-1000
On-Site
Fort Riley CPAC, 

Bldg. 319
29 Oct 03
Fort Riley CPAC
Supervisors
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Course Title


Time
Type
Course Location
Regis.

Deadline
    Vendor


Audience

13 Nov 03
Achieving Maximum Productivity
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
30 Oct 03
Performance Training Resources
All Federal Employees

14 Nov 03
Computer Security Awareness
TBD
On-Site
Patton Hall, Bldg. 200
1 Oct 03
SWCPOC
SWCPOC

14 Nov 03
POSH Refresher
0900-0950

1000-1050
On-Site
Computer Lab, 

Bldg. 303
10 Nov 03
Fort Riley EEO
SWCPOC

17-21 Nov 03
LEAD
0800-1600
On-Site
Fort Riley

Building 319
3 Nov 03
Fort Riley CPAC
New Supv./First Line Supv.

17-21 Nov 03
Automated Personnel Processing (APP)
0800-1600
On-Site 
 Distributed Learning Facility

Bldg. 7285
7 Nov 03 
SWCPOC 
Personnel Who Work with DCPDS

18 Nov 03
CHR ABC
0830-1130
On-Site
Computer Lab, 

Bldg. 303
10 Nov 03
SWCPOC
SWCPOC

19 Nov 03 
Navigating the Army Resume Builder 
0830-1100
VTT 
Distributed Learning Facility

Bldg. 7285
7 Nov 03 
SWCPOC 


All Federal Employees

19 Nov 03 
Web Based Referral System 
1300-1530
VTT
Distributed Learning Facility

Bldg. 7285
7 Nov 03 
SWCPOC 
All Federal Employees

18-19 Nov 03 
Pay Setting 
0800-1600
On-Site 
Fort Riley University

Building 7604, 

Room 7
4 Nov 03  
FAS
Staffing  Personnel

20-21 Nov 03
Pay Setting
0800-1600
On-Site 
Fort Riley University

Building 7604, 

Room 7
4 Nov 03  
FAS
Staffing  Personnel

24 Nov 03
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC, Bldg 319
14 Nov 03
Fort Riley CPAC
All Federal Employees

DECEMBER 2003

Course Dates

Course Title
Time
Type
Course Location


Regis.

Deadline
Vendor 


Audience

2 Dec 03 
TAPES 
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
17 Nov 03 
TBD 
All Federal Employees

2 Dec 03
CHR ABC
0830-1130
On-Site
Computer Lab, Bldg 303
1 Dec 03
SWCPOC
SWCPOC

2-3 Dec 03
Briefing Techniques
0800-1600
On-Site
Fort Riley
19 Nov 03
National Seminars
All Federal Employees

4 Dec 03
Consideration of Others
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
19 Nov 03
J&K Associates
All Federal Employees

[image: image13.wmf]
DECEMBER 2003

Course Dates

Course Title
Time
Type
Course Location


Regis.

Deadline
Vendor 


Audience

4-5 Dec 03
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
20 Nov 03
Fort Riley 

CPAC
New Employees

10 Dec 03
Customer Service
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
25 Nov 03
Rhoades & Associates
All Federal Employees

11 Dec 03
Retirement Preparation
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
26 Nov 03
SWCPOC
All Federal Employees

8-12 Dec 03 
Coding Personnel Actions 
0800-1600
On-Site
Fort Riley CPAC

Building 319 
1 Dec 03 
Southeastern Training Associates
Staffing Personnel (PAC’s Assistants, Specialist)

15 Dec 03
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC

Building 319 
1 Dec 03
Fort Riley 

CPAC
All Federal Employees

16 Dec 03
CHR ABC
0830-1130
On-Site
Computer Lab, Bldg 303
1 Dec 03
SWCPOC
All Federal Employees

30 Dec 03
CHR ABC
0830-1130
On-Site
Computer Lab, Bldg 303
10 Dec 03
SWCPOC
All Federal Employees

JANUARY 2004

Course Dates

Course Title


Time
Type
Course Location
Regis.

Deadline
Vendor


Audience

6 Jan 04 
POSH Refresher 
0900-0950

1000-1050
On-Site 
Computer Lab 

Building 303
23 Dec 03 
Fort Riley EEO 
SWCPOC Only

8-9 Jan 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
29 Dec 03
Fort Riley 

CPAC
New Employees

22 Jan 04
POSH for Supervisors
0800-1200
On-Site
Fort Riley CPAC,

Bldg. 319
8 Jan 04
Fort Riley CPAC
Supervisors

26 Jan 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC,

Bldg. 319
20 Jan 04
Fort Riley CPAC
All Federal Employees

26-30 Jan 04 
ILDC 

Intern Leadership Dev Course 
0800-1600
On-site 
Vicksburg, MS
16 Jan 04     
CAL 
DA/Local Interns

26-30 Jan 04 
Payroll Interface 
0800-1600
VTT 
Distributed Learning Facility

Bldg. 7285
16 Jan 04 
DFAS
ABC-C Employees

29 Jan 04 
Navigating the Army Resume Builder and Web Based Referral System
0830-1130
VTT
Distributed Learning Facility

Bldg. 7285 
22 Jan 04 
SWCPOC
All Federal Employees
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FEBRUARY 2004 

Course Dates


Course Title
Time
Type


Course Location
Regis. 

Deadline
Vendor


Audience

3 Feb 04
POSH Refresher 
0900-0950

1000-1050
On-site 
Computer Lab Building 303 
27 Jan 04 
Fort Riley EEO 
SWCPOC Only

4 Feb 04
Effective Writing
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
22 Jan 04
Performance Training Resources
All Federal Employees

5-6 Feb 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
22 Jan 04
Fort Riley 

CPAC
New Employees

6 Feb 04
Resumix Training
1300-1500
On-Site
Fort Riley CPAC, 

Bldg. 319
23 Jan 04
Fort Riley 

CPAC
All Federal Employees

9-13 Feb 04
LEAD
0800-1600
On-Site
Fort Riley

Building 319
26 Jan 04
Fort Riley CPAC
New Supv./First Line Supv.

9-13 Feb 04 
Automated Personnel Processing 
0830-1600
On-Site 
Computer Lab

Building 303 
2 Feb 04 
SWCPOC
Personnel Who Work with DCPDS

11 Feb 04 
TAPES 
0830-1600
VTT 
Distributed Learning Facility

Bldg. 7285
4 Feb 04 
TBD 
All Federal Employees

16 Feb 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley

Building 319
4 Feb 04
Fort Riley 

CPAC
All Federal Employees

[image: image15.wmf]18 Feb 04 
Retirement Preparation
0830-1600 
VTT
Distributed Learning Facility

Bldg. 7285
6 Feb 04 
SWCPOC ABC-C 
All Federal Employees
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MARCH 2004 

Course Dates


Course Title
Time
Type
Course Location
Regis.

Deadline
Vendor


Audience

2 Mar 04 
POSH Refresher 
0900-0950

1000-1050
On-Site 
Computer Lab

Building 303
26 Feb 04 
Fort Riley EEO 
SWCPOC Only

4-5 Mar 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
19 Feb 04
Fort Riley 

CPAC
New Employees

15 Mar 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC, 

Bldg. 319
1 Mar 04
Fort Riley 

CPAC
All Federal Employees

15-19 Mar 04

(Tentative)  
DEU Certification/

Recertification


0800-1600
On-Site 
CPAC

Building 319
8 Mar 04 
OPM
Staffing Personnel

31 Mar 04
Pre-Retirement (CSRS)
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
17 Mar 04
NITP
All Federal Employees

[image: image17.wmf]PRIVACY ACT STATEMENT

AUTHORITY:  Title 5 USC, S-4103 & EO9397.  Requested information to include Social Security Number is strictly voluntary, it will be utilized by the

2-YEAR INDIVIDUAL DEVELOPMENT PLAN (IDP)

1.  NAME

2.  SSN

3.  DEVELOPMENTAL PERIOD

4.  CAREER PROGRAM

5.  POSITION TITLE/GRADE

6.  ORGANIZATION

7.  DEVELOPMENTAL OBJECTIVES (Skills/Performance enhancement, Career Accomplishments, etc.)

a.  Short-Term Objectives (0-11 Months)

b.  Long-Term Objectives (1-2 Years)

8.  MANDATORY TRAINING (PRIORITY 1)

a.                             Course Title/Number

b.  Priority

c.  Course Source

d.  Hours

e.  Tuition

f.  Est TVL/PD*

g.  Date(s)

9.  RECOMMENDED TRAINING (PRIORITY 2 OR 3)

a.                              Course Title/Number

b.  Priority

c.   Course Source

d.  Hours

e.  Tuition

f.  Est TVL/PD*

g.  Date(s)

10.  CERTIFICATION

a.  IMMEDIATE SUPERVISOR SIGNATURE/DATE

b.  APPROVING OFFICIAL SIGNATURE/DATE

c.  EMPLOYEE SIGNATURE/DATE

I certify that I will support the training and/or development outlined in this IDP.  I have counseled the employee for whom this IDP has been prepared and CONCUR with the documented training

plan.

SWCPOC-HRD FORM 010, 12 MAY 97

*TVL = Travel,   PD = Per Diem

INITIAL SUBMISSION:

UPDATE:
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Course Dates


Course Title
Time
Type
Course Location
Regis.

Deadline
Vendor


Audience

1 Apr  04
Pre-Retirement (FERS)
0830-1600
VTT
Distributed Learning facility

Bldg. 7285
18 Mar 04
NITP
All Federal Employees

1-2 Apr 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
18 Mar 04
Fort Riley 

CPAC
New Employees

5-9 Apr 04
ILDC 

Intern Leadership Development Course 
0800-1600
On-site 
CPAC 

Building 319
29 Mar 04
CAL
DA/Local Interns

6 Apr 04 
POSH Refresher 
0900-0950

1000-1050
On-site
Computer Lab Building 303
30 Mar 04 
Fort Riley EEO 
SWCPOC Only

8 Apr 04
Leadership Skills for Non-Supervisors
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
25 Mar 04
National Seminars Group
All Federal Employees

15 Apr 04
POSH for Supervisors
0800-1200
On-Site
Fort Riley CPAC,

Bldg. 319
8 Apr 04
Fort Riley CPAC
Supervisors

15 Apr 04 
Navigating the Army Resume Builder and Web Based Referral System
0830-1130
VTT
Distributed Learning Facility

Bldg. 7285
8 Apr 04 
SWCPOC
All Federal Employees

19 Apr 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC, 

Bldg. 319
10 Apr 04
Fort Riley 

CPAC
All Federal Employees
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MAY 2004 

Course Dates


Course Title
Time
Type
Course Location
Regis. 

Deadline
Vendor


Audience

4 May 04 
POSH Refresher 
0900-0950

1000-1050
On-site 
Computer Lab

Building 303
27 Apr 04 
Fort Riley EEO 
SWCPOC Only

6-7 May 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
22 Apr 04
Fort Riley 

CPAC
New Employees

10-14 May 04
LEAD
0800-1600
On-Site
Fort Riley

Building 319
25 Apr 04
Fort Riley CPAC
New Supv./First Line Supv.

13 May 04
Stress Management
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
29 Apr 04
Champion Communications
All Federal Employees

17 May 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC, 

Bldg. 319
3 May 04
Fort Riley CPAC
All Federal Employees

17-21 May 04 
Coding Personnel Actions 
0800-1600
On-site 
CPAC

Building 319 
10 May 04 
Southeastern Training Associates 
Staffing Personnel

(PACs, Assist Specialist)

25 May 04 
ABC-C Overview/

Retirement Preparation 
0830-1600
VTT 
Distributed Learning Facility

Bldg. 7285
18 May 04 
SWCPOC
All Federal Employees
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JUNE 2004 

Course Dates


Course Title
Time
Type
Course Location
Regis.

Deadline
Vendor


Audience



1 Jun 04 
POSH Refresher 
0900-0950

1000-1050
On-Site 
Computer Lab

Building 303 
25 May 04 
Fort Riley EEO 
SWCPOC Only

3-4 Jun 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
20 May 04
Fort Riley 

CPAC
New Employees

4 Jun 04
Resumix Training
1300-1500
On-Site
Fort Riley CPAC, 

Bldg. 319
27 May 04
Fort Riley 

CPAC
All Federal Employees

9-10 Jun 04 
Determining Vets Pref/Calculating SCDs
0800-1600
On-Site 
CPAC

Building 319 
2 Jun 04 
Southeastern Training Associates 
Staffing

(PACs, Asst. Spec)

17 Jun 04
Time Management
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
3 Jun 03
National Seminars Group
All Federal Employees

21 Jun 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC, 

Bldg. 319
7 Jun 04
Fort Riley 

CPAC
All Federal Employees

JULY 2004 

Course Dates


Course Title
Time
Type
Course Location
Regis.

Deadline
Vendor


Audience

8 Jul 04
Dealing With Difficult People
0830-1600
VTT
Distributed Learning Facility

Bldg. 7285
24 Jun 04
Performance Training Resources
All Federal Employees

8-9 Jul 04
New  Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
24 Jun 04
Fort Riley 

CPAC
New Employees

12-16 Jul 04
LEAD
0800-1600
On-Site
Fort Riley

Building 319
28 Jun 04
Fort Riley CPAC
New Supv./First Line Supv.

13 Jul 04 
POSH Refresher 
0900-0950

1000-1050
On-site 
Computer Lab

Building 303
6 Jul 04 
Fort Riley EEO 
SWCPOC Only

15 Jul 04 
Navigating the Army Resume Builder 


0830-1100
VTT
Distributed Learning Facility

Bldg. 7285
8 Jul 04 
SWCPOC 
All Federal Employees

15 Jul 04 
Web Based Referral System 
1300-1530
VTT
Distributed Learning Facility

Bldg. 7285
8 Jul 04 
SWCPOC 
All Federal Employees

19 Jul 04 
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley

Building 319
5 Jul 04
Fort Riley CPAC
All Federal Employees

22 Jul 04
POSH for Supervisors
0800-1200
On-Site
Fort Riley CPAC,

Bldg. 319
8 Jul 04
Fort Riley CPAC
Supervisors

22 Jul 04 
APMS XXI
0830-1600
VTT 
Distributed Learning Facility

Bldg. 7285
8 Jul 04 
TBD 
All Federal Employees

26-30 Jul 04 
Basic Priority Placement 
0800-1600
On-Site 
CPAC

Building 319
19 Jul 04 
CARE WEST
Staffing Asst & Spec

27 Jul 04 
Advanced Priority Placement 
0800-1600
On-site 
CPAC 

Building 319 
19 Jul 04 
CARE WEST
Staffing Asst & Spec

[image: image21.wmf]AUGUST 2004 

Course Dates


Course Title
Time
Type
Course Location
Regis. Deadline
Vendor


Audience

2 Aug 04 
POSH Refresher 
0900-0950

1000-1050
On-site 
Computer Lab

Building 303
26 Jul 04 
Fort Riley EEO 
SWCPOC Only

5-6 Aug 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
22 Jul 04
Fort Riley 

CPAC
New Employees

6 Aug 04
Resumix Training
1300-1500
On-Site
Fort Riley CPAC, 

Bldg. 319
27 Jul 04
Fort Riley 

CPAC
All Federal Employees

12 Aug 04 
Retirement Prep 
0800-1600
VTT 
Distributed Learning Facility

Bldg. 7285
1 Aug 04 
SWCPOC ABC-C 
All Federal Employees

16 Aug 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC Bldg 319
2 Aug 04
Fort Riley CPAC
All Federal Employees

23-27 Aug 04 
Basic Staffing 
0800-1600
On-Site 
CPAC 

Building 319
16 Aug 04 
TMD/

SWCPOC Adjunct Faculty 
Staffing/

Classification

Assistants/

Specialist

26 Aug 04 
APMS XXI 
0800-1600 
VTT 
Distributed Learning Facility

Bldg. 7285
12 Aug 04 
TBD 
All Federal Employees

SEPTEMBER 2004 

Course Dates


Course Title
Time
Type
Course Location
Regis.

Deadline
Vendor


Audience

2-3 Sep 04
New Employee Orientation
0800-1600
On-Site
Fort Riley CPAC, 

Bldg. 319
19 Aug 04
Fort Riley 

CPAC
New Employees

13-17 Sep 04
Team Building 
0800-1600
On-Site 
Fort Riley CPAC 

Building 319
9 Sep 04 
Rhona Post
SWCPOC Only

14 Sep 04 
POSH Refresher 
0900-0950

1000-1050
On-Site 
Computer Lab Building 303
7 Sep 04 
Fort Riley EEO
SWCPOC Only

20 Sep 04
Alcohol and Drug Prevention Education
0900-1130
On-Site
Fort Riley CPAC 

Building 319
5 Sep 04
Fort Riley CPAC
All Federal Employee

20-24 Sep 04 
Intern Leadership Development Course (ILDC) 
0800-1600
On-Site 
Vicksburg, MS
15 Sep 04
CAL
DA/Local Interns

30 Sep 04 
APMS XXI 
0830-1600
VTT 
Distributed Learning Facility

Bldg. 7285
23 Sep 04 
SWCPOC 
All Federal Employees

Disclaimer:  

Participants may be excused from any part of a training program that they feel conflicts with their religious beliefs or creates high levels of emotional response or psychological stress.

[image: image22.wmf][image: image23.wmf]If special needs accommodation is required or needed, please contact the HRDD staff for assistance.

SWCPOC TRAINING COORDINATORS

[image: image24.wmf]                                                           Partners in Training

The following individuals have been designated or volunteered to act as the Training Coordinator in their respective Divisions and Branches.  Training Coordinators work with the HRDD staff to provide assistance answering training related questions and to assist with requesting and processing training issues.    

Army Benefits Center – Civilian:

· Monique James, 239-6000

Information Services Division:

· Denise Wilson, 239-2257

Management Support Division:

· Rose Ramos, 239-0055

Customer Focused Division A:

· Phil Leamons, 239-0348

Customer Focused Division B:

· Branch 5:  Mary Ybarra, 239-0017

· Branch 6:  Tina Ayotte, 239-0040

· Branch 7:  Kelly Wendland, 239-00229 

· Branch 8:  Lona Smith, 239-0053

· Branch 9:  Sophia Bell, 239-3471 

Human Resource Development Division

· Joy Francis, 239-0944

TRAINING APPLICATION PROCEDURES FOR SWCPOC PERSONNEL

SWCPOC Procedures for Processing Government and 

Non-Government Training Requests



Non-Government

(Non-Government is any training paid by SWCPOC training funds)
Government

(Government training is Army centrally 

funded training, such as Organizational Leadership for Executives) 



1. Employee coordinates/confirms training site/location/date/time. 
1. Employee coordinates/confirms training site/location/date/time. 

2. Employee initiates training request using DA Form 1556.  (DA form 1556 is found in Form Flow.  Employee to check with supervisor if unfamiliar with the Form Flow program.)
2. Employee initiates training request using DA Form 1556 or appropriate application. (DA Form 1556 is found in Form Flow.  Employee to check with supervisor if unfamiliar with the Form Flow program).

3. Employee submits the training request to immediate supervisor for approval.
3. Employee submits the training request to immediate supervisor for approval.

4. Supervisor submits training request to HRDD for review and approval.
4. Supervisor submits training request to HRDD for review and approval.

5. HRDD submits training request via MSO for review and approval. (HRDD will retain a hard copy of the training request)
5. HRDD approves/disapproves training request and returns to supervisor. 

6. MSO submits training request to the Deputy Director for review and approval.  
6. Supervisor provides training request to the Employee.  

7. Deputy Director approves/disapproves training requests and returns to supervisor via HRDD. 
7. Employee will enroll in the course using the on-line registration or appropriate application. https://www.swcpoc.army.mil/SWHome/FunctionalAreas/HRDD/schdtrain/CCR/ViewCourses.asp

8. Supervisor provides training request to the Employee.
8. Employee attends class and signs in on course roster

9. Upon completion of course, employee will provide HRDD a copy of the certificate, DA 1556 with block 37 signed, or any other documents showing completion of the training.  HRDD will utilize the documents to enter all completed training into DCPDS.
9. Upon completion of course, employee will provide HRDD a copy of the certificate, DA 1556 with block 37 signed, or any other documents showing completion of the training.  HRDD will utilize the documents to enter all completed training into DCPDS.
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PROCEDURES FOR SUBMISSION OF TRAINING APPLICATIONS TO TMD

1.  The Deputy Director must approve all Training Management Division (TMD) applications for SWCPOC employees. Therefore the TMD application posted on Civilian Human Resource Agency (CHRA)’s web page is not authorized for SWCPOC employees.  The authorized TMD course application is available in Outlook/Email (On the menu bar, Tools, Forms, Choose Form, TMD Course).  

2.  Employee will complete the application and email to his/her supervisor for approval and further routing through the chain of command as appropriate.

3.   Supervisor reviews, if disapproved – annotate on the application & return to the employee.  If approved, annotate on the application & forward to the Chief, HRDD.

4.   Chief, HRDD reviews and if concurs with the request, forwards to the CPOC Deputy Director for approval.  The SWCPOC Training POC  is forwarded a courtesy copy at this time.  If applicable, also the Intern Coordinator.

5.   CPOC Deputy Director reviews and if disapproved, returns the application.  If approved, the application is forwarded to HRDD Chief & current supervisor is forwarded a courtesy copy.  The Chief, HRDD then forwards to CHRA, Training Management Division (TMD).

6.  CHRA, TMD reviews has final approval authority has the final approval authority for TMD course reviews and provides the final approval.

COURSE DESCRIPTIONS

SWCPOC offers a variety of training courses in methods of on-site, distance learning, correspondence, and regional.  The following courses may be offered though out the fiscal year.  
Accounting for Non-Accountants

This course will cover the necessary data to allow the participant to have an understanding of how to make journal entries, the general ledger, financial statements and budgeting.  The course offers many possibilities for career advancement for both employees and managers because they will understand the relationship of the job function to the accounting process to the organization goals.

Achieving Maximum Productivity

Get it all done, and do it your way.  Learn your work style and use it to your advantage.  Prioritize responsibilities, set realistic goals, solve problems, and make smart and timely decisions.  Maximize time and productivity.  Get and stay organized.  Stay positive and enthusiastic.  Control interruptions and avoid obstacles that can get in your way.

Alcohol and Drug Prevention

Mandatory training for all civilian employees that discusses the aspects of substance abuse.

APMS XX1 (Formerly TAPES) Training 

This course provides a introduction to references and objectives of the system, overview of the Senior system versus the Base system, performance plans, early, special appraisals, performance problems and counseling sessions.

Bank of America EAGLS/Travel Reports

This course is designed to help you use the online Reporting Tool and EAGLS to manage Travel Card program.  This course focuses on managing delinquencies, cash activity, card misuse, and account data analysis for expenses associated with official government travel.  This course is recommended for new A/OPC’s and as refresher training for established A/OPC’s.

Automated Personnel Processing (APP)
This new updated version of Automated Personnel Processing is designed to provide comprehensive instruction on how to use DCPDS to process all types of routine and special personnel actions. This class will be of value to both the seasoned employee and those less familiar with DCPDS.  Each employee will become more familiar with the proper use of DCPDS in the execution of his or her daily work requirements.



Basic Staffing

This course provides an overview of the major staffing functions and related legal and regulatory requirements. The course also covers the primary staffing processes such as determining when competition is required, evaluating candidates’ qualifications, developing and/or processing competitive registers, setting pay and determining retention standing and placement rights under reduction in force. The flexibility management has in staffing and placement actions are emphasized in this course. Lectures, class discussions and “hands-on” exercises are used to develop students’ technical knowledge and consulting skills.

Benefits - Accessions & Conversions 

This course covers the basics on Benefits Accessions and Conversions.

Briefing Techniques
Learn to identify techniques to prepare and conduct a briefing.  This course will cover preparation of briefings, identification of verbal and vocal stumbling blocks, and techniques for handling questions and tough behavior.

Budget Execution

Target audience: budget, program technicians, analysts, auditors, and interns/trainees.  Participants will  identify steps and strategies in executing a budget.  Develop contingency planning tools.  Understand Anti-Deficiency Act compliance.  Review OMB Circular A-34 budget execution requirements.  Understand application of the Government Performance and Results Act (GPRA) to budget execution.



Budgeting & Financial Management

This course provides an overview of budgeting processes within all functions of an organization.

Budget Formulation

Target audience: Budget, program and administrative personnel.  Participants will develop effective budget formulation techniques.  Examine the relationship between the current year/prior year budget.  Develop a budget year strategic plan.  Review OMB Circular A-11.   

Budget Justification and Presentation

Target audience: Budget, program and administrative technicians, analysts, managers and officers, auditors, interns/trainees, and management analysts.  You will learn how the budget justification process works.  How to write and present a sound budget.  Know and fulfill what is required of you, according to the Office of Management and Budget Circular A-11.
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This is an introductory course covering the following topics: How BOA works; Major Features of BOA; Use of BOA to create reports.

Calculating Retirement Service Computation Dates

This course provides specific guidance on determining whether periods of civilian and military service will be creditable in an employee’s Retirement Service Computation Date (Retirement SCD).  This course is designed to assist employees in Human Resources who are responsible for any of the following: establishing Retirement SCDs for employee payroll records, calculating annuity estimates, providing pre-retirement counseling, or processing annuity applications for retirees and their survivors.

Coding Personnel Actions 

This course consists of four modules which contain information for entry-level personnel staff who are interested in gaining an understanding of how to use Operating Manual 296-33 to compute daily personnel functions.  May also be useful for individuals who are not members of a personnel office staff but wish to know more about the functions of a personnel office.

Communicate Better 

Practical training in the crucial verbal and non-verbal communication skills to strengthen relationships and minimize conflict.

Computer Security Awareness 

 For all employees utilizing computer.  This course is mandatory annual training for government computer users.

Conducting Performance Appraisals 

 This training will help raters decrease anxiety about the review process by giving evaluators a chance to develop their skills and get immediate feedback.  Participants will review legal aspects of written appraisals, rating tendencies, coaching techniques and planning for performance improvement.  The focus of the session will remain on areas of greatest difficulty in the appraisal process—evaluating performance, writing the review, presenting the information to the employee and identifying future goals.

Conflict Resolution for Managers

For managers, team leaders, supervisors who manage conflict within an organization. Recognizing when to step in. Diagnosing the situation and determining interventions. Communication and mediation techniques that facilitate Problem Solving.

Consideration of Others

This course will teach employees how to work with others from different backgrounds, interests, teams, and addresses how to handle workplace situations in an objective and professional manner.  The participants will be able to demonstrate how to handle their own emotions, handle the emotions of others and to treat others in a respectful and considerate manner.

Contracting Officers Representative (COR)

Provides Contract Officer Representatives appointed by Field Contracting System Contracting Officers the training necessary to monitor Research and Development, Engineering Services and other contracts requiring greater levels of Government oversight.  This course is designed to improve job performance of personnel outside the contracting career field who will be overseeing contracts at the installation.

Creative Problem Solving and Decision Making

When given the chance, all employees from top to bottom are potential problem solvers and decision-makers.  Participants will acquire the abilities to solve problems and make decisions that will increase their productivity and efficiency, thus increasing organizational effectiveness.  Find out how to plan ahead and prevent problems from recurring and how to use decisive action to attack problems instead of reacting to them.  Also, how to include the input of others in the problem solving and decision-making process.

Critical Thinking

Improve reasoning and deductive skills to draw accurate conclusions.  Learn to organize information, anticipate questions, recognize and differentiate facts from perceptions and inferences, integrate problem solving into thinking, draw sound conclusions, and construct effective argument.

Customer Service

This course focuses on the issues faced by all individuals and managers that are exposed to their customer base.

Dealing with Angry Customers

This course is intended for all professionals who want to learn how to handle angry customer calmly and effectively.  How you will benefit: Defuse angry customers quickly and maintain a positive attitude with all kinds of customers.  Manage your anger and frustration, coping with emotionally charged situations, controlling difficult interactions with your internal and external customers, avoiding behaviors that foster customer irritation and dissatisfaction.
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This workshop gives people the necessary information and practical strategies to overcome negativity and difficult people in the workplace and other settings.  Everyone must learn to manage negativity whether it is internal or from others.

Dealing With Workplace Negativity

Creating an optimistic workplace learn powerful tools for handling negative attitudes and unacceptable behaviors.  Negative attitudes-in people, they lead to demotivation, diminished achievement and even illness; in organizations, they increase friction, lower morale, and reduce productivity.  There’s no rule that says that it has to be that way.  In fact, you don’t have to accept negativity in the workplace when you what and how to do something about it.  This seminar will equip you with the tools and insights to effectively deal with negative attitudes wherever you find them.  Optimism can be contagious and self-defeating consequences of their negativism – and, to see the benefits of changing it.  In this seminar you’ll learn the root causes of negative attitudes and pessimism and gain insight on how to distinguish between a chronically negative attitude and realistic thinking that acknowledges problems without making everything a catastrophe.

Delegated Examining Unit Certification Training  

The purpose of this course is to teach experienced personnel how to run a Delegated Examining Unit.

Determining Veteran Preference / Calculating SCDs 

This course provides in depth studies of veteran preference and service computation dates in order to determine entitlement to preference and to distinguish between SCD leave and SCD RIF.

Effective Delegation

This course will provide techniques and identify methods of delegating workload to employees in the workplace.  Some topics include allocation of workload, and giving special assignments to staff members with the skills to accomplish them.

EEO Basics for Managers & Supervisors

This two-day course will guide managers or supervisors through the EEO process.  Basic principles, prohibited forms of discrimination, the complaint process, burdens of proof, the role of the EEO office and the counselor, and the manager's role and responsibilities are discussed.  Participants will learn the basic policies and requirements of the EEO and Affirmative Employment Programs, roles and responsibilities of Affirmative Employment Programs and Special Emphasis Programs, and to identify practices which support EEO objectives, as well as, those which may lead to complaints of discrimination.

Effective Writing 

This course will assist attendees in determining the right sequence and logical order flow of their documents.  There is also instruction on how to fine tune the most common writing style mistakes and the rules on e-mail etiquette.

Employee Performance and Conduct Problems

Participants attending this course will learn that when ordinary communications does not improve employee behavior and performance, other measures or formal actions may be needed.  Participants will learn how to decide on penalties for misconduct, document problems, plan for performance improvement, learn practical strategies for coping with discipline and behavior problems, know the correct steps for both formal and informal actions, understand the difference between performance and conduct problems, deal correctly with drug and alcohol problems, conduct effective performance counseling sessions, create a climate that prevents problems, and deal with absenteeism.  This two-day course is for supervisors.

Ethics Training

Brings into focus the Army’s ethics and expected behavior from a civilian employee.

Federal Budget Process

You will be able to Identify the major phases and timing in the budget process and describe the principle participants.  Explain the importance of political relationship (both internal and external to your agency) as key components of budget formulation. Describe the respective roles of the Office of Management and Budget, General Accounting Office, Congressional Budget Office, and the inspectors general of the Executive Branch in the budget process.  Identify current issues the affect the Congressional phase of the federal budget process and the inherent instability of the process.  Describe the relationship of the review and audit activities on future budget formulation.  Participants will benefit from this course by knowing the major phases of the budget process; being the expert others consult to interpret budget developments at your agency; Understand how your organizations budget evolves at the macro level.
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Budgeting would be easier if you knew some basic considerations and techniques.  Learn how to develop an operating budget for a field-level activity or organizational unit.  Increase your budget responsibilities and understand common budget terms and use them appropriately.  This course will help you to provide valuable assistance to your supervisors in constructing an operating budget.  You will learn: Important budget concepts and terms; valuable techniques for estimating costs; key characteristics of object class budget and program budgets and one-year appropriation and funding issues.  Participant will be able to demonstrate that they are ready for increased budget responsibilities; understand common budget terms and can use them appropriately; work with federal budget confidently, legally and accurately.  

Fiscal Law VTT

The Fiscal Law Course (FLC) is a joint effort by the Air Force and Army JAG Schools (AFJAGS / TJAGSA).  The FLC provides students instruction regarding the statutory and regulatory limitations governing the obligation and expenditure of appropriated funds and an insight into current fiscal issues within the federal government and the Department of Defense.  Instruction includes the three basic fiscal controls (purpose, time, and amount); specialized instruction on topics such as Antideficiency Act investigations, military construction funding, liability of accountable officers, reprogramming, payment and collection, and continuing resolution authority; and various headquarters perspectives.

Grammar and Proofreading Made Fun

This course conveys the rules of grammar and punctuation, but does it in a fun and productive way, which results in retention of these important skills.  Topics include key rules for subject/verb agreement, ambiguous pronouns, active vs. passive voice, techniques for proofreading hard copy and computer screen documents, punctuation (commas, semi-colons, quotes, apostrophes, colons, dashes).  Also addresses three key rules of capitalization and commonly misused words.  

GSSG Classification Training 

Field Advisory Service (FAS) conducts this two-day course for experienced specialists and generalists heavily involved in classification.  The class includes exercises for each of the GSSG factors followed by OPM Classification Digest decisions that explain the principles involved with the exercises.

Handling Discipline Problems

This course teaches how to discover the root cause of behavior problems.  Distinguish between positive motivating and damaging criticism.  Earn the trust of non-performers.  Get employees to buy in to company policies and procedures.  Understand the legal implications of their actions.  Motivate employees to solve problems and work toward common goals.  Develop real plans for performance improvement.  Determine who won’t produce vs. who can’t produce.

HAZWOPER-40 Hour Course

Implementation of emergency response plans, classification, identification, and verification of known and unknown materials using field equipment and instruments, review of assigned roles within the Incident Command System, selection and proper use of personal protective equipment including respiratory protection, decontamination procedures, review of basic chemical and toxicological terminology.  This class fulfills the requirement for certification under 29 CFR, Part 1910.120 (e) as a "General Site Worker".

HAZWOPER-24 Hour Annual Refresher

This course provides the 24-hour annual training requirement mandated by OSHA 29 CFR1910.120. Workers attending this course will cover health and safety procedures, and personnel protection during work operations at hazardous material sites.

Human Behavior in Organizations

Focus of this course is on understanding and improving individual characteristics in order to enhance organizational productivity.   An emphasis is placed on understanding yourself and others. Learn to determine an appropriate course of action when attempting to influence the attitude, perception, or behavior of an individual or group; behavioral science subjects that relate to the field of management; overview of the field of behavioral science, overview of the theory and research of organizational behavior; individual concepts, including: perception, learning, creativity, motivation, communication, values, and stress Meyers-Briggs Personality Profile and how to interpret it.

Improving Employee Performance

This course provides methods to improve employee performance. Counseling employees is one type of communication that needs to take place between supervisors or managers and employees to enhance communication. This type of communication creates a time and place for constructive dialogue, and is a fundamental skill for improving an employee’s performance.
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Intern Leadership Development Course

The ILDC Course goal is to provide US Army Career Interns with an understanding of the structure of the US Army, the Army’s leadership competencies and a familiarization with their emerging role as tomorrow’s leaders.  Interns will take from the course the structure, symbols and culture of the US Army, apply the Army leadership competencies, describe individual and organizational values, and recognize individual responsibility for self-development.

Interviewing Skills for Supervisors

Every manager interviews candidates for selection. This is a crucial responsibility, as we often have to live with those we select for a long time.  This highly informative program builds the skills managers must have to be successful interviewers. You will learn how to plan an interview, determine an interviewing style that fits the job being filled and make a successful selection.

Labor Relations for Supervisors and Managers

Do you deal with union representatives on a regular basis? If so, this is the course for you.  This course for supervisors and managers is designed to help you represent Army, your command and your organization in identifying labor relations issues that need addressing and finding solutions in management’s interest.

Leadership Education and Development LEAD

This course is MANDATORY for all new supervisors of civilian employees (including military supervisors).  Participants completing this course will able to define their role and responsibility as a supervisor, recognize and use different techniques in supervising people, recognize and apply different techniques for improving team performance, and recognize and apply the Army Leadership Competencies.

Leadership Skills for Non-Supervisors

This is a two-day course for those employees who are not the official supervisor.  Participants will learn the needed skills to gain the respect and support of others.  This course is designed for all non-supervisory employees who want to enhance their leadership skills.

Leadership Symposium

If you lead a team or have people reporting to you, your success as a leader depends on focusing on what really brings out the best in your people.  There are six key ingredients and if you are leading people, this seminar is for you.  Whether you are leading a senior management team or a front-line crew, whether you are a team leader, a project manager, or a mid-level manager, the key to your success is in how you lead your people.  The key to your success in leading your people lies in grasping the six critical elements for bringing out the best in others.  This course covers championing the corporate values, clarifying the corporate direction, matching the person’s strengths to the situation, and developing your people.

Listening Skills

This course teaches how to examine the communication process and establish a framework for improving the communication style through improved listening skills.  How to listen effectively. What affects listening?  The three-step listening process.  Then commandments of effective listening.

Long Term Care

Discussion in detail of the features and benefits of the Federal Program. Eligibility, application process, what is happening during Open Season and where you can get information.

Managing Change Effectively 

Discover how to stay in control of change before change takes control of you.  Areas covered include Emotional Response to Change Preparing Positively for Change Communicating about Change Staying Motivated during Change.

Management, Leadership and Coaching Skills

Learn why differences in the generations are among the biggest challenges.  Define the “Leadership – Coaching” role and learn how to coach during difficult situations.  Understand the “Six Styles of Leadership – Coaching”: Manager, Mentor, Disciplinarian, Coach, Therapist and Teacher.

Management Skills for Supervisors

This seminar will challenge the Manager/Supervisor with the Nine essential tactical skills for effectiveness in today’s workplace.   This seminar offers a fantastic foundation for New Managers/Supervisors and is a necessity for the veteran Manager/Supervisor that desires greater effectiveness and less stress!

Memory Improvement

This course teaches how to create categories of main ideas to improved memory retrieval.  Use a variety of internal and external memory strategies.  Employ mnemonic devices for increased memory.  Improve the ability to remember names, faces, numbers, and other vital improvement.

Mentor Training

The training program heightens the awareness of Army’s commitment to helping our future civilian workforce leaders achieve their goals and excel in leadership positions.
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This course covers the basic essentials of pay setting for General Schedule and Federal Wage Grade System employees.

Performance Management for Supervisors

After providing an overview of the Total Army Performance Evaluation System, this no nonsense seminar shows participants how to align individual performance expectations with organizational goals.  How to apply Army generic standards, identify and address unacceptable and marginal performance, distinguish between conduct and performance problems, and counsel employees are among the topics covered.

Personnel Assistants Seminar

This course is designed to enhance the professional and technical skills of Personnel Clerks and Assistants at grades GS-05 through GS-07. The course includes modules on regulatory research, automation skills, an introduction and overview of key concepts, processes in classification/staffing, and a module on the individual contributor’s role on the team.

Personnel Management

This is an introductory course targeted for administrators, managers, supervisors, leaders, and other staff responsible for overseeing employees and leading them through projects.  It contains practical instruction on how to effectively manage the most valuable resource of any organization/people.

Powerful Telephone Techniques

This course covers high performance through strengthening phone images and maintaining energy levels, developing telephone efficiency and productivity. Learn how to increase customer satisfaction, handle complaints and minimize stress.

Pre-Retirement ( FERS or CSRS)

This seminar discusses the employees federal benefits program in depth.

Prevention of Sexual Harassment (Employees)

This is a mandatory course annual requirement for all employees.

Prevention of Sexual Harassment (Supervisors)

This is a mandatory course for all supervisors who have not met this requirement.  Per regulations, all supervisors must complete the 4-hour course during their career, with 1-hour course yearly.

Productivity Measurement Workshop 

This workshop provides for Supervisors and Managers that need better understanding on productivity measurement and performance.

Project Management

Learn effective hands-on processes and techniques for project planning and management

Priority Placement  Program “BASIC and ADVANCED”
A fast paced course covering updated policies, procedures and technical processes applicable to the PPP.  Subjects include Retained Grade Placement Program, Military Spouse Preference Program, DORS, Voluntary Separation Pay – Phase II program.

RESUMIX Training “CENTRALIZED”

A basic overview of Resumix as a staffing tool. This will include an explanation of current business practices, what Resumix is not, live demos of opening and navigating the Resume Builder, creating an ANSWER account, password helps, and FAQ and answers.

Retirement Preparation

This course covers information on how to prepare retirement application.

Retirement Systems and Benefits Overview

This course covers service computation dates, creditable service (civilian and military), retirement coverage determinations, deposits, redeposits, survivor benefits/elections, annuity computations, FEHB, FEGLI, Thrift Savings Plan, processing retirements forms, counseling prospective retirees, correctives actions and reference tools.

Solving Employee Problems

This is a course for supervisors and managers who are dealing with employee problems related to attendance, leave, medical, substance abuse, misconduct and poor performance.  This course offers no nonsense approaches to the documentation and successful resolution of the most common problems supervisors’ face but have the most difficulty resolving.
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This course teaches how to assess the stress level and uncover the hidden sources of stress.  Manage mental stress by understanding the “stress cycle.”  Challenge the #1 stressor for professionals.  Reprogram yourself to avoid the automatic or defensive responses to stress.  Handle the two most unpopular “stress emotions.”  Concentrate on what you can control and cope with what you can’t control.  Evaluate and strengthen the support systems.  Solve problems instead of worrying about them.

Total Army Personnel Evaluation System (TAPES) 

This course provides a introduction to references and objectives of the system, overview of the Senior system versus the Base system, performance plans, special appraisals, performance problems and counseling sessions.

Team Building 

This course will provide attendees powerful new ways to incorporate the elements that make teams a success. Preparations to assist you and your team in succeeding and specific tools for resolving conflict occurring with team members.

Time Management

This seminar concentrates on proven practical, “how-to” information that you can put to use immediately.  Time management is a question of managing yourself and your habits on the one hand, and managing other people and their demands on your time on the other.  This program addresses both.  You’ll identify those activities that focus on the urgent rather than the important and how to avoid living in a reactive mode.

TSP Employee Briefing 

This course is an overview of the TSP program.

TSP Savings Plan Overview 

This is the first a series of three classes. TSP Overview is for Personnelists who administer the program.  It is also a prerequisite to attend the withdrawal class. 

TSP Uniform Services Overview

This course has been designed primarily for uniformed services representatives who are responsible for all or part of the implementation of the TSP in their servicing offices and for staff responsible for providing information/assistance to service members. The course covers all facets of the TSP and is equally beneficial for professional/support staff.

TSP Withdrawal 

This is the second of a series of three classes.  TSP withdrawal is for Personnelists.  This segment will contain information on how to process withdrawal of funds from TSP Accounts.

What Matters Most

This course teaches how to identify what’s most important and what’s not.  Set priorities that ensure top results.  Know when and how to delegate to others.  Understand that some “crises” simply go away.  Handle stress more successfully.  Value, rather than dread, new challenges.
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IN-HOUSE/ON-SITE TRAINING 

Quality, Timely, Cost Effective, Relevant, Hands-On Training

[image: image35.wmf]PRIVACY ACT STATEMENT

AUTHORITY:  Title 5 USC, S-4103 & EO9397.  Requested information to include Social Security Number is strictly voluntary, it will be utilized by the

2-YEAR INDIVIDUAL DEVELOPMENT PLAN (IDP)

1.  NAME

2.  SSN

3.  DEVELOPMENTAL PERIOD

4.  CAREER PROGRAM

5.  POSITION TITLE/GRADE

6.  ORGANIZATION

7.  DEVELOPMENTAL OBJECTIVES (Skills/Performance enhancement, Career Accomplishments, etc.)

a.  Short-Term Objectives (0-11 Months)

b.  Long-Term Objectives (1-2 Years)

8.  MANDATORY TRAINING (PRIORITY 1)

a.                             Course Title/Number

b.  Priority

c.  Course Source

d.  Hours

e.  Tuition

f.  Est TVL/PD*

g.  Date(s)

9.  RECOMMENDED TRAINING (PRIORITY 2 OR 3)

a.                              Course Title/Number

b.  Priority

c.   Course Source

d.  Hours

e.  Tuition

f.  Est TVL/PD*

g.  Date(s)

10.  CERTIFICATION

a.  IMMEDIATE SUPERVISOR SIGNATURE/DATE

b.  APPROVING OFFICIAL SIGNATURE/DATE

c.  EMPLOYEE SIGNATURE/DATE

I certify that I will support the training and/or development outlined in this IDP.  I have counseled the employee for whom this IDP has been prepared and CONCUR with the documented training

plan.

SWCPOC-HRD FORM 010, 12 MAY 97

*TVL = Travel,   PD = Per Diem

INITIAL SUBMISSION:

UPDATE:


1.  Purpose:  To provide training tailored to the specific needs of the SWCPOC employees.  This training is conducted at the work site or other locations on Fort Riley, such as the Civilian Personnel Advisory Center, and facilitated by Subject Matter Experts in the organization.  

2.  Advantages:  Employees have the opportunity to learn by doing hands on training and benefit from training facilitated by a Subject Matter Expert or a certified Adjunct Facility, if available.  This training enhances employees’ performance, increases confidence and experience on new skills/processes.  

3.  Accountability:  

· Supervisors, Managers, and Training Coordinators are requested to provide HRDD the In-House Training Accountability Report after the completion of in-house/on-the-job training to ensure that all training is correctly documented in the SWCPOC Training Database.  A copy of this form is provided in this training plan. 

a. Name of Employee (Last and first)

b. Division

c. Branch

d. Course Title

e. Name of Instructor or Subject Matter Expert (SME)

f. Date training began

g. Date training ended

h. Total hours of course

i. Building/Location of training 

IN-HOUSE/ON-SITE TRAINING

IN-HOUSE TRAINING ACCOUNTABILITY REPORT



Course Title:


Type of Course:


Vendor:
SWCPOC

Name of Instructor (Subject Matter Expert):


Date Training Began:


Date Training Ended:


Total Course Hours:


Employee Name
Division
Branch

Last
First














































































Forward the completed form to the Human Resource Development Division, SWCPOC, after the completion of training.

RECORD KEEPING REQUIREMENTS FOR TRAINING DOCUMENTS

References:   

· Office of Personnel Management (OPM), Operating Manual, The Guidance to Personnel Record Keeping, Update 1, 15 Mar 96.  

· Headquarters Department of the Army (HQDA) memo, 13 Sep 96, Change to Record Keeping Requirements for Training Documents.
1. Record maintenance is essential for regulatory compliance, audits and inspections. The official record of completed training is the Army’s automated system Defense Civilian Personnel Data System (DCPDS).  Managers/Supervisors, training coordinators, and Human Resource Development Division staff share responsibility for ensuring that all completed training has been documented.

2. The following training documents may no longer be placed on file in the employee’s Official Personnel File (OPF) after October 1, 1996: 

· Training Certificates.
· DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement. 
· OPM Form 1398, Model Veterans Readjustment Appointment Plan.

· OF 37 (discontinued), Nomination for Interagency Training and the Presidential Appointee, Record of Training.

· Computer generated lists of completed training.

3. Training documents filed in the OPF before October 1, 1996, will remain on file (long term, right side) until the employee leaves Army employment.  At that time, training documents will be removed from the OPF and returned to the employee.

4. Employees are encouraged to maintain records of their completed training for their personal use.  



MANDATORY TRAINING

1.  FOR FIRST-LINE SUPERVISOR(S):

· Action Officer Development Course  (AODC)

URL:   http://cpol.army.mil/train/courses/st7000d/st7000_top.htm
Description:  Correspondence course that prepares for the requirements of staff work.  It also requires progressive involvement of the supervisor.  Enrollment is required within thirty (30) days of appointment and must be completed within six months of enrollment.

Authority:  Army Regulation (AR) 690-400, CH 410.

Eligibility:  For career interns and civilians newly appointed or promoted to journey level positions.   

 

· Basic Supervisor Development 

a.   HR for Supervisors:

This course may soon replace the Supervisor Development course on-line. 

This course will be centrally funded.  Certified adjunct faculty will be utilized to facilitate this course. 
b.   Managing and Leading - ST 5001

URL:  http://cpol.army.mil/train/courses/st5001/st5001_top.htm
c.   Human Resources Management – ST 5002

URL:  http://cpol.army.mil/train/courses/st5002/st5002_top.htm
Description:  Overview of management's role and responsibilities in all aspects of personnel matters.     

Authority:  AR 690-400, CH 410, 104 dated 3 Apr 92

Eligibility:  For all first-line supervisors and administrative officers (military and civilian).  Course must be completed within six (6) months of appointment.

MANDATORY TRAINING

· Manager Development Correspondence Course   (MDCC) (on-line course):

URL: http://cpol.army.mil/train/courses/st6000/st6000_top.htm
Authority: AR 690-400, CH 410

Description: To train managers to manage their workload and learn to lead people by focusing on tasks, which are critical to a new manager’s success.  

Applications must be done by electronic enrollment at http://www.atsc.army.mil/accp/aipd.htm 

Managers should enroll as soon as possible after assuming a managerial position, but no later than 30 days after appointment.  DA requires the course be completed within 6 months of the appointment.

Eligibility: This course is mandatory for all military and civilian managers appointed after 

3 Nov 94.  Personnel occupying a managerial position prior to this date are encouraged to attend.  This requirement is waived for personnel who have completed Army Management Staff College.

This course must be completed within six months of appointment.

2.  FOR ALL EMPLOYEES:

· New Employee Orientation  (One Time Requirement)

· Computer Security Awareness Course  

· CFR, Title 5, Chapter 1, Part 930
· Employee Course in Prevention of Sexual Harassment

· DA Policy Letter Dtd 18 Dec 1996
· Ethics Training (web-based training)

· CFR, Title 5, Part 2638, Subpart G

· Subversion and Espionage Directed Against the Army 

· AR 381-12 

· AIDS/HIV in the Workplace

· AR 600-110

· Substance Abuse Training
· AR 600-85

MANDATORY TRAINING

3.  FOR CAREER INTERNS:

· Intern Leadership Development Course (ILDC)

      Center for Army Leadership – Command & General Staff College

URL:  http://www.cgsc.army.mil/cal/cltd/ 

Description:  This course teaches Interns about:  the US Army organization and the Intern's role in it; their personal learning style and how it supports the Army's leadership competencies of communication, team development, and decision making and professional ethics; team building and group dynamics; leadership styles that provide purpose, direction and motivation and when to use the appropriate style; individual values and how they affect decisions and professional ethics.  There are no prerequisites.   Course is mandatory (Priority 1) for Army Interns in central and local spaces prior to graduation from the Intern program.

Application Process: A schedule of classes is developed annually through coordinated efforts of the Center for Army Leadership (CAL), the ACTEDS Management Branch within OASA (M&RA), and the CPOCs.   Interns do not apply for these classes directly; supervisors of Interns should schedule their Interns through the Human Resource Development Division.  


FY 04 Schedule of Classes at Kansas City and APG:

PRIVATE
Class # 
Class Dates 
Location 

04-706
03 Nov - 07 Nov 03 
APG, MD 

04-707 
03 Nov – 07 Nov 03 
Kansas City, MO

04-713 
08 Dec – 12 Dec 03
APG, MD 

04-714
12 Jan – 16 Jan 04
APG, MD

04-723
08 Mar – 12 Mar 04
Kansas City, MO

04-728
05 Apr – 09 Apr 04
Fort Riley, KS

04-732
03 May – 07 May 04
Kansas City, MO 

04-734
10 May – 14 May 04
APG, MD 

04-736
14 Jun – 18 Jun 04
APG, MD

04-739
02 Aug – 06 Aug 04
Kansas City, MO

04-743
16 Aug – 20 Aug 04
APG, MD

04-745
13 Sep – 17 Sep 04
Kansas City, MO


For more information contact Lois Vaughan at 239-0092.
MANDATORY TRAINING FOR FIRST-LINE SUPERVISOR

TITLE
AUTHORITY
ELIGIBILITY
DESCRIPTION

Action Officer Development Course

(AODC)
AR 690-400, Ch 410
For career interns and civilians newly appointed or promoted to journey level positions.  

Must enroll within thirty (30) days of appointment and must be completed within six months of enrollment.
Correspondence course that prepares for the requirements of staff work.  It also requires progressive involvement of the supervisor.

Basic Supervisor Development Correspondence Course

(ST 5001 Managing and Leading)

(ST 5002 Human Resources Management)


AR 690-400, Ch 410, 104 dated 3 Apr 92
For all first-line supervisors and administrative officers.  

Course must be completed within six (6) months of appointment.
Overview of management’s role and responsibilities in all aspects of personnel matters.

Manager Development Correspondence Course (MDCC)
AR 690-400, Ch 410
For all newly appointed civilian and military managers.  

Must be completed within six months of  appointment
To train managers to manage their workload and learn to lead people by focusing on tasks which are critical to a new manager’s success.

Leadership Education and Development Course (LEAD)
AR 690-400, Ch 410, 104, dated 3 Apr 92
For all newly appointed first-line supervisors, leaders or positions whose job descriptions include supervision of at least three (3) employees
Provides leadership doctrine, professional ethics, counseling skills, interpersonal communications, group development theory, team building, motivation techniques, and individual and group problem solving.

General Dennis J. Reimer 

Training & Doctrine Digital Library
https://hosta.atsc.eustis.army.mil
Note:  The above URL takes you to the RDL User Management Homepage.  In order to proceed any further you need to register for access.  

ARMY CENTER FOR CIVILIAN HUMAN RESOURCE MANAGEMENT (ACCHRM)

The Army Center for Civilian Human Resource Management (ACCHRM) courseware was taken off-line as of 31 May 2002 due to revision and update of the courses.  The new revised courses will be announced through Civilian Personnel On-Line (CPOL) and other sources as they are deployed.  

THE ARMY CIVILIAN TRAINING, EDUCATION AND DEVELOPMENT SYSTEM 

The Army Civilian Training, Education and Development System (ACTEDS) ensures the planned development of the civilian workforce through a blending of progressive and sequential assignments, formal training, and self-development as individuals progress from entry level to key positions.  Plans are developed for specific occupations by job analysis techniques that identify required competencies at the five major stages of career advancement (intern, specialist, supervisor, manager, and executive).

ACTEDS plans are available at http://www.cpol.army.mil/train/acteds/index.html from Career Program Manager or your SWCPOC Point of Contact.

CIVILIAN PERSONNEL ADMINISTRATION (CPA)

CAREER PROGRAM (CP) 10

The CPA Career Program provides guidance and assistance to careerists in the CPA field, to include GS-203 employees, by helping to identify long-range career goals and obtain academic and professional education.  It uses the Army Civilian Training, Education and Development System (ACTEDS) to help careerists identify required and sequential training needs and also notifies them of potential developmental assignments that may be beneficial to obtaining career goals.  It provides for formal documentation and recognition of professional development and academic achievements by supervisors and career program managers. 

For more information about the CPA Career Program or to obtain a copy of the catalog, http://www.cpol.army.mil/train/catalog/index.html please contact the HRDD Division.
TRAINING MANAGEMENT DIVISION (TMD)

TMD provides centrally funded training for CP-10 careerist, as well as some managerial courses. TMD is located at Aberdeen Proving Grounds, Maryland.  The Center offers a variety of civilian personnel related courses for employees in civilian personnel related fields.  For additional information about the Center or class enrollment, please contact the Human Resource Development Division. 

The course schedule and descriptions can be found at URL: 

http://www.cpocma.army.mil/catalog/list-alpha.htm
FY 2004 CALENDAR OF PROFESSIONAL AND LONG TERM TRAINING PROGRAMS

COURSE TITLE
ANNOUNCEMENT 
DATE OR COURSE 
NOMINATION 
DATE
GRADE
TUITION

Defense Leadership and Management Program 
Participants are nominated by their Component Boards and selected by the DLAMP Council. 


Dates To Be 
Determined
GS-13 
to 
15
None

National Security Management Course 
The program involves the interplay of policy and process in the complex defense environment. This is a 6 week seminar conducted once a year during April and May at Syracuse University. 

January or 
February
GS-15 
and 
Above 
or Military Equivalent
Centrally Funded

USDA Executive Leadership Program 
This is a year-long program structured around the U.S. Office of Personnel Management's Leadership Effective Framework (LEF), a model for effective Leadership and managerial performance. 

May
GS-11 
to 
13
$3,650

Federal Executive Institute (FEI)) 
There are ten sessions scheduled each year. Seven of the sessions are scheduled for four consecutive weeks. The remaining three are split with a three-month break between two, two-week sessions. 

June or July
GS-15 
and 
Above
$10,950

DoD Executive Leadership Development Program (ELDP) 
This a year long program intended to enhance the appreciation of today's soldiers and gain a better understanding of DOD's mission. 

December
GS-12 
to 
14
$5,000

National War College 
This college prepares its students for planning and conducting global war plus making peacetime national security and strategy decisions. The program runs from August to June. 

December or 
January
SES and 
Above 
or 
Military Equivalent
None

Army War College 
This school prepares its graduates for senior staff positions throughout the Defense establishment, and promotes understanding of the art and science of land warfare. The school year runs from August to June. 

December or 
January
GS-13 
to 15 
plus 15 Years of Service
$18,000

Note all internal suspense dates are approximately 45 days prior to the DA Suspense Date.

Please contact Lois Vaughan at 239-0092 for further information.

CIVILIAN LEADER DEVELOPMENT

ORGANIZATIONAL LEADERSHIP FOR EXECUTIVES (OLE)

Center for Army Leadership, Command & General Staff College, Fort Leavenworth, Kansas

URL:  http://www.cgsc.army.mil/CAL/CLTD/CLTD_schedules/FY-2004/sched_ole.as!p
Requirements:  When applying for OLE, please provide a hard copy of the application submitted on line, a completed DD 1556 and a SF 181, Race and National Origin Form to HRDD.
Purpose:  To train Department of the Army civilians in leadership doctrine of the United States Army. OLE is an integral part of the Army’s core leadership development program.  Army employee’s nomination to OLE is recommended to precede attendance at Personnel Management for Executives. OLE is a rigorous two-week “resident/live in” program.  This course is centrally funded. 

Eligibility:  OLE has no grade restriction.  Nominees must be a manager (Supervisors of supervisors or managers of Program, Resources and/or Policy).  First priority is given to those employees appointed to a manager position within the preceding 12-18 months.


Participants will learn to: 

·   Identify, explain, and demonstrate the leadership skills and competencies required to   

      perform at the key manager level. 

·   Provide material for leaders to use in leading their organizations to increasing level of 

      excellence.

·   Address strategies for improving organizational performance. 

·   Assess, integrate and apply practical models for enhancing organizational achievement 

      throughout multiple levels of an organization.

· Improve interpersonal communication.

· Develop strategies for organizational excellence.

· Influence subordinate performance.

· Manage innovation and change.

· Build excellence into the leadership team. 

· Diagnose systemic problems.

· Increase self-knowledge.

Organizational Leadership For Executives
FY04 Schedule of Classes
PRIVATE
Class # 
Class Dates 
Location 

04-001 
20 - 31 Oct 03 
Kansas City, MO 

04-002 
20 - 31 Oct 03 
Kansas City, MO 

04-003 
01-12 Dec 03 
Kansas City, MO 

04-004 
05 - 16 Jan 04 
Kansas City, MO 

04-005 
05 - 16 Jan 04 
Kansas City, MO 

04-006 
02 - 13 Feb 04 
Kansas City, MO 

04-007 
02 - 13 Feb 04 
Kansas City, MO 

04-008 
23 Feb - 5 Mar 04 
Kansas City, MO 

04-009 
23 Feb - 5 Mar 04 
Kansas City, MO 

04-010 
08 - 19 Mar 04 
Kansas City, MO 

04-011 
08 - 19 Mar 04 
Kansas City, MO 

04-012 
22 Mar - 2 Apr 04 
Kansas City, MO 

04-013 
22 Mar - 2 Apr 04 
Kansas City, MO 

04-014 
19 - 30 Apr 04 
Kansas City, MO 

04-015 
19 - 30 Apr 04 
Kansas City, MO 

04-016 
26 Apr - 7 May 04 
Kansas City, MO 

04-017 
03 - 14 May 04 
Kansas City, MO 

04-018 
03 - 14 May 04 
Kansas City, MO 

04-019 
10 - 21 May 04 
Kansas City, MO 

04-020 
17 - 28 May 04 
Kansas City, MO 

04-021 
17 - 28 May 04 
Kansas City, MO 

04-022 
14 - 25 Jun 04 
Kansas City, MO 

04-023 
14 - 25 Jun 04 
Kansas City, MO 

04-024 
12 - 23 Jul 04 
Kansas City, MO 

04-025 
12 - 23 Jul 04 
Kansas City, MO 

04-026 
19 - 30 Jul 04 
Kansas City, MO 

04-027 
19 - 30 Jul 04 
Kansas City, MO 

04-028
02 - 13 Aug 04 
Kansas City, MO 

04-029 
02 - 13 Aug 04 
Kansas City, MO 

04-030 
16 - 27 Aug 04 
Kansas City, MO 

04-031 
16 - 27 Aug 04 
Kansas City, MO 

04-032 
16 - 27 Aug 04 
Kansas City, MO 

04-033 
13 - 24 Sep 04 
Kansas City, MO 

04-034 
13 - 24 Sep 04 
Kansas City, MO 

04-035 
13 - 24 Sep 04 
Kansas City, MO 

PERSONNEL MANAGEMENT FOR EXECUTIVES I

Army Management Staff College

Leadership Competencies, Workplace Issues, Networking, Relevancy, Opportunity, Real-Time Results
Requirements:  When applying for PME I, please provide a hard copy of the application submitted on line, a completed DD 1556 and a SF 181, Race and National Origin Form to HRDD.

On-line Registration URL:  http://www.amsc.belvoir.army.mil/amsc_pme.htm
PME I remains a key experience in the Army's commitment to develop adaptive leaders who possess character and competence. The program is a forum for military and civilian Federal executives and is designed to improve leadership and management competencies, expand perspectives and generate ideas. Throughout the program, students focus on the "people issues" within their organizations.

PME I is an exciting, two-week developmental experience that explores leadership concepts as well as practical application through a challenging curriculum and networking opportunities. Major subject areas include adaptive change, the role of the leader, ethical decision making, communication, stress and wellness, personal leadership styles and diversity.  Daily presentations by subject matter experts, along with interactive exercises and simulations, action learning peer groups and relevant reading material, characterize the experience. PME I is priority II for second-line Army civilian supervisors at GS-13/14 levels.   

ACTEDS resources will centrally fund the travel and per diem for DA Civilians.

Target Audience: DA civilians in grades GS-13 and 14. Those who are not managers but are within the target audience will be considered if they have leadership responsibility and give guidance and direction to the work of others.  Supervisors and their subordinates should not be nominated to attend the same PME session.

Class 
Course Dates

Applications Due

(Hardcopy to HRDD)

PME I   04-1
January 26- February 5, 2004
November 1, 2003

PME I   04-2
March 22- April 1, 2004
January 1, 2004

PME I   04-3
April 19-29, 2004
February 2, 2004

PME I   04-4
May 17-27, 2004
March 1, 2004

PME I   04-5
July 19-29, 2004
May 3, 2004

PME I   04-6
September 13-23, 2004
July 1, 2004

Note all internal suspense dates to HRDD are approximately 45 days prior to the DA Suspense Date.

Participants must wait at least 24 months after graduating from PME I before attending PME II.

For more information contact Lois Vaughan at 239-0092.
PERSONNEL MANAGEMENT FOR EXECUTIVES II

Army Management Staff College

Power, Change, Advanced Leadership Competencies, New Ideas

URL: http://www.amsc.belvoir.army.mil/amsc_pme.htm
Requirements:  When applying for PME II, please provide a hard copy of the application submitted on line, a completed DD 1556 and a SF 181, Race and National Origin Form to HRDD.

PME II is a challenging, five-day program where guest speakers and action learning peer groups combine with individual and group activities to meet the challenges of today's uncertainty, change and opportunity. It develops advanced leadership competencies by expressing power, change, transformational leadership, and character. PME II is priority III, a recommended leader development core course. Travel and per diem are centrally-funded by ACTEDS resources for DA Civilians.

Target Audience: DA civilians in grades GS-13 and 14. Those who are not managers but are within the target audience will be considered if they have leadership responsibility and give guidance and direction to the work of others.  Supervisors and their subordinates should not be nominated to attend the same PME session.


Class 
Course Dates

Applications Due

PME II 04-2
December 7-12, 2003
October 6, 2003

Note all internal suspense dates are approximately 45 days prior to the DA Suspense Date.

For more information contact Lois Vaughan at 239-0092.
SUSTAINING BASE LEADERSHIP AND MANAGEMENT (SBLM) PROGRAM

RESIDENT PROGRAM

Army Management Staff College

LOCATION:  Army Management Staff College, Ft. Belvoir, VA

URL:  http://www.amsc.belvoir.army.mil/apply.htm

Requirements:  When applying for SBLM, please provide a hard copy of the application submitted on line, a completed DD 1556 and a SF 181, Race and National Origin Form to HRDD.

The resident Sustaining Base Leadership and Management (SBLM) program provides graduate-level advanced professional development across the functional areas in the sustaining base. These areas include: 

- Leadership, Management, and Decision Making                - National Security

- Military Forces and Doctrine                                                - Force Integration

- Resource Management                                                       - Acquisition and Logistics

- Personnel Management                                                      - Information Management

- Installation Management

The program is presented in an integrated manner, and is designed to stress the linkages, relationships, and dependencies between issues. 

RESIDENT PROGRAM REQUIREMENTS:  

CLASS         
EMPLOYEE SUSPENSE TO HQDA
MACOM/FCR SUSPENSE TO HQDA
BOARD DATES
CLASS DATE

04-2
Feb 12, 2004
Feb 20, 2004
Mar 9-12, 2004
May 17, 2004 – Aug 6, 2004

04-3
May 27, 2004
Jun 8, 2004
Jun 22-25, 2004
Sep 13, 2004 - Dec 8, 2004

05-1
Sept 29, 2004
Oct 6, 2004
Oct 26, 2004
Jan 10, 2005 – Apr 4, 2005

· Participants in the resident program must be in grades GS-12 through GS-14; GS-11s and GM-15s may apply by exception.

· Career-conditional or career status. 

· Serve in or have potential for advancement to key leadership positions.  

· Individuals who do not meet established criteria will be considered on case-by-case basis with a request for waiver. 


SUSTAINING BASE LEADERSHIP AND MANAGEMENT (SBLM) PROGRAM

NON-RESIDENT PROGRAM

Army Management Staff College

URL:  http://www.amsc.belvoir.army.mil/apply.htm
NON-RESIDENT PROGRAM REQUIREMENTS:  

CLASS         
EMPLOYEE SUSPENSE TO HQDA
MACOM/FCR SUSPENSE TO HQDA
BOARD DATES
CLASS DATE

NR05
May 27, 2004
June 8, 2004
June 22-25, 2004
Sep 13, 2004 -  Dec 8, 2004

· Participants must have long-term personal or professional hardships which preclude them from attending the resident program. 

· Grade:  GS-12 through GS-14; GS-11s will only be considered with a request for waiver if they have previously held one or more permanent GS-12 or above positions for a total of at least 12 months.
· Career conditional or career status. 

· Serve in or have potential for advancement to key leadership positions.  

Waiver of Eligibility. Individuals who do not meet established criteria will be considered on a case-by-case basis with a request for waiver. Waiver requests should be in the form of a MEMORANDUM FOR HQDA SELECTION BOARD, signed by the nominee's second level supervisor. Essential to approval of the waiver request and enhanced opportunity for selection is the requirement that the waiver request specifically address the nominee's leadership potential or demonstrated leadership skills if nominee's current position is considered a "key leadership position." General statements as to "increased responsibility" are not sufficient.



INDIVIDUAL DEVELOPMENT PLAN

The Individual Development Plan (IDP) is a valuable tool to help the supervisor and employee determine and plan for the required skills necessary to perform assigned duties.  The process of developing the plan is a shared responsibility consisting of numerous inputs, involving supervisors, employees, career program managers, Training Coordinators, Civilian Personnel Advisory Centers (CPAC), and the Human Resources Development Division (HRDD) of the Southwest Civilian Personnel Operations Center (SWCPOC).  It is a continuing process influenced by mission and varying requirements; new and different equipment; advances in science and technology; and organizational needs and variations.

The IDP is critical in determining training needs and a driving force behind achievement of career goals.  It provides a means by which individuals, supervisors and managers can realistically request training and monitor accomplishments.  However, it is only the initial phase in obtaining training.  

a.  Supervisor Responsibility:

Supervisors are key players in an employee's career development. They serve as advisor, counselor and coach. Supervisors must ensure his/her employees possess, or are provided opportunities to obtain their required core competencies. Supervisors and employees prepare individual performance objectives and individual development plans (IDPs) to ensure acceptable performance and to measure progress. They will do this using the Total Army Personnel Evaluation System (TAPES) and the IDPs.  An honest assessment of individual strengths and weaknesses is a key step in developing a performance plan. During counseling sessions, supervisors assist their employees in identifying required training and/or professional development objectives. Once identified, individual training or development activities are recorded on the Support Form and respective IDP. When an employee completes a required phase of training, the supervisor documents it on the support form and respective IDP. 

b.  Employee Responsibility:

Employees and their supervisors establish performance plans consistent with the employee's performance desires and career plans. Employees must demonstrate required interest, enthusiasm and initiative to achieve the stated objectives. Employees are encouraged to seek cross-functional training assignments for developmental purposes. Each employee is responsible for establishing personal career goals and strategies to achieve those personal career goals. Employees and their supervisors must work together to determine how best to execute career development plans through the use of IDPs. 

SAMPLE FORM  - INDIVIDUAL DEVELOPMENT PLAN



HOW TO PREPARE 

INDIVIDUAL DEVELOPMENT PLANS

Note: The complete electronic IDP form is available as a Form Flow document at: http://www.swcpoc.army.mil/functional_areas/training.htm 

This form is no longer posted on-line.  Prior to completing the Individual Development Plan (IDP) it would be beneficial to research course catalogs to obtain the necessary school and course information to complete Section 2 Mandatory Training and Section 3 Recommended Training.  

1.
Enter Full Name (Last, First, MI).

2.
Enter Social Security Number.

3.
Enter period of time (from beginning to end of developmental period)

4.
Enter career program code (Personnel career code is CP-10)

5. 
Enter Job Title: e.g., Administrative Assistant, and Occupational Series and Grade: e.g., GS-235-12.

6.
Enter organization and office symbol.

7a.
Enter your short term objective(s)

7b.
Enter your long term objectives(s)

8.
Mandatory Training: 

Priority (1) Training must be accomplished during the ensuing annual training cycle or it will have a direct adverse effect on mission accomplishment. 

Priority (2) Training which is required to provide for systematic replacement of skilled employees through career management programs.  Deferment beyond the ensuing training cycle would have an adverse effect on mission accomplishment in the period following. 

Priority (3) Training which is required for an employee who is performing at an adequate level of competence but which will increase his/her efficiency and productivity.  Although accomplished after priority 1 and 2 needs have been met. It would not be in DOD or public interest to defer beyond ensuing training cycle (DOD 1430.5).

8a.
Enter course title as listed in catalog and number (if known).

8b.
Enter courses in sequence of importance to mission. (courses that are DIRECTLY mission related)

8c.
Enter school name: e.g. American University, etc.

8d.
Enter course hours as it appears in the course catalog.

8e.
Enter the tuition cost of the course or (N/A) if not applicable. 

8f.
Enter the Travel and Per Diem dollar amount.

8g.
Enter the date scheduled training was completed.

9.
Recommended Training: (see 8 (2 & 3) above)

9a.
Same as 8a.

9b.
Enter courses in sequence of importance

9c.
Same as 8c.

9d.
Same as 8d.

9e.
Same as 8e.

9f.
Same as 8f.

9g.
Same as 8g.

10.
Certification by the immediate supervisor, approving official and the employee is required.

10a
Self-explanatory.

10b.
Self-explanatory.

10c.
Employee’s signature certifies that he/she has been counseled concerning the contents of the IDP.

INSTRUCTIONS ON HOW TO COMPLETE DD FORM 1556-1

REQUEST, AUTHORIZATION, AGREEMENT, CERTIFICATION OF TRAINING AND REIMBURSEMENT

PRIVATE
ITEM


INSTRUCTIONS 

A-Agency Code
Agency Code for the SWCPOC will be entered by Management Support Division (MSD).

B-Standard Document Number
HRDD staff will enter the log number

C-Request Status or Process Code
Mark an "x" in the appropriate block:  

(1) initial; (2) resubmission; (3) correction; (4) cancellation

D-Amendment No.
Leave blank or annotate amendments as appropriate, 1st, 2nd, etc.

SECTION A-TRAINEE/APPLICANT INFORMATION 
PRIVATE
ITEM 


INSTRUCTIONS

1- Name
Self explanatory - Enter Trainee’s Last Name, First Name, Middle Initial

2 – First 5 letters of last name
Self explanatory – Enter the first five (5) letter of the trainee’s last name

3 – Social Security Number
Self explanatory – Enter Social Security Number

4-Ed. Level Trainee’s Education Level
Enter Trainee’s Education Level with one of the following codes

03-Some high school; 

04-High school graduate; 

07-Started college; 

08-1yr college; 

09-2 yrs college; 

10-Associate Degree; 

11-3 yrs college; 

12-4 yrs college; 

13-Bachelor Degree; 

14-Post Bachelor; 

15-1st Professional; 

17-Master's Degree; 

18-Post Master's; 

21-Doctorate; 

22-Post Doctorate

5- Continuous Years Federal Service
Enter the trainee’s number of years and/or months of federal service

6 - Home Address 
For on-post training leave blank. 

For off-post training this block should be completed. Home address and telephone numbers may be needed to contact trainee in case of an emergency/illness/injury while attending training. Some schools prefer to send confirmation to the home address.

7 – Phone Numbers
For on post training enter the office phone number using both commercial and DSN/AUTOVON numbers.  

For off post training enter the office phone number and home phone number. 

8-Position Title
Enter trainee’s official job title (same as Block 15 on SF50, Notification of Personnel Action).

9 – Position Level
Mark an “x” in the appropriate block:

(a) Executive; (b) Manager; (c) Supervisory; (d)Non-Supervisory; (e) Other

10-Pay Plan/Series/Grade
Enter trainee’s pay plan/series/grade  (same as Blocks 16, 17, & 18) on SF50 (example: GS-0201-12).

HOW TO COMPLETE DD FORM 1556-1

11-Organization Name
Spell out organization name:

Southwest Civilian Personnel Operations Center

12-Organization Mailing Address
Enter trainee’s organization mailing address:

301 Marshall Avenue

Fort Riley, Kansas 66442

13-Organization UIC
Enter the SWCPOC Unit Identification Code: WIJ403.



14-Type of Appointment
Enter the trainee’s type of appointment with the appropriate code:

CC-Career Conditional;

C-Career; 

T-Temporary;

 E-Excepted Service

15-No. Prior Non-government training days
Leave blank 

16- Are you handicapped or disabled?
Mark the appropriate box:  

Yes;

No.

17- Course Title
Enter the title of the course. 

DO NOT use acronyms or abbreviations; spell it out the course title. 
For college credit courses, show number of credits (3-semester hrs or 4 quarter hrs etc.). 

For long-term training, please contact HRDD for more information.  

18-Training Objectives
Be specific in showing how government will benefit from your participation in this course, address why you need training and how information will be applied to benefit the mission of the organization. Generic statements like training is job related or on IDP are not adequate; nor is a reiteration of the course content, without an explanation how it will be applied to the job. Attach a course description to the DD1556.

(1) A brief justification is required and must clearly show why the employee needs the training and how he/she will apply what is learned to organizational mission.

(2) Course content is appropriate (check brochure/course description).

(3) Training is not primarily for purpose of providing employee a degree, license or certificate. There is new legislation permitting training for degree when necessary to assist in recruitment or retention of employees in shortage skill categories. If purpose of the training is to provide a degree, coordinate with HRDD to make sure training meets requirements of the law and DOD restrictions (Ref 5USC, Chapter 41, section 4107).

(4) Training does not specifically qualify employee for promotion or for a different series (selection for this type of training must be competitive). 



HOW TO COMPLETE DD FORM 1556-1

19-Recommended Training Source
a. Name:  Enter full name of vendor or company.  Do not use acronyms or abbreviations.   

b.  Mailing Address: Enter the address of the organization or training vendor to 

     whom payment is to be made NOT a hotel or convention center). Include the  

     vendor’s area code and commercial phone number.  This information is 

     needed by MSO to process payment after the completion of the course.

c.  If training is to be conducted at a different location, enter the training location.   

(1) Training must be within continental U.S.; OCONUS training requires DA approval. Contact HRDD for assistance if training location is OCONUS.
(2) Source & location selected are cost effective (i.e. closest available location, reasonably priced course).

(3) Source must not discriminate - if supervisor has any reason to suspect training facility of discrimination, check with HRDD 

20-Course Codes:

PRIVATE
20a - Purpose
1-Mission or program change 
2-New technology 
3-New work assignment
4-Improve present performance 
5-Meet future staffing needs 
6-Develop unavailable skills 
7-Trade/craft apprenticeship
8-Orientation
9-Adult basic education


PRIVATE
20b-Type
1-Executive and management 

2-Supervisory 
3-Legal, medical, scientific or engineering
4-Administration and analysis
5-Specialty and technical 
6-Clerical 
7-Trade or craft
8-Orientation
9-Adult basic education

20c-Source
A-US Army

D-Other DOD 
F-US Air Force 
M-US Marine Corps 
S-Def Logistics Agency
N-US Navy 
2-Government, - Interagency

3 – Non-Government, designed for agency

4- Non-government – off-shelf

5 – State or local Government 

20d – Special Interest
0- No special program

1- Executive

2- Supervision

20e – Training Vendor
Leave Blank

HOW TO COMPLETE DD FORM 1556-1

20f – Security Clearance
U - Unclassified

C -Confidential

S - Secret

T - Top Secret

20g – Allocation Status
1- Primary

2- Alternate

3- Space Available

20h-Priority
1-Critical 

2-Essential

3-Recommended

9-Unknown

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) 
2-Rotational work assignment 
3-Seminar (training)
4-Conference/meeting/symposium
5-Correspondence
6-Directed study 

7-Classroom (resident)

8-Classroom (on-site)
9-Test/equivalency

20k-Training Program
Leave Blank

20l- Reason for Selection
1-Quality of training 
2-Most cost effective 

3-Unique capability of vendor 

4-Location
5-Not available in govt. 

6-Incidental to equipment purchase
7-Timeliness
8-Government facility

21-Course Hours
Course hours must be shown as four digits, zero filling from the left (40hrs is entered 0040). 

(1) Full-time training means training that is the only assignment of an employee during one or more work days; hours are computed based on an eight hour work day (8hrs/day x 5 days/wk=40 hrs x # of weeks of training).

              (2) Part-time training is computed based on time spent in the classroom or laboratory, or with instructor. Do NOT count study time or travel time. 



22-Course Identifiers
a. SAID – leave blank

b. Catalog/Course Number – enter course number or catalog number as appropriate.  
c. Offering/TLN - leave blank.

23-Training Period
Show dates as year, month, day (14 Oct 98 is shown as (19981014).  

All training MUST be approved prior to course start date.  

24 – If training does not involve expenditure of funds other than salary, pay or compensation, skip the remainder of questions in Section C and X this box

HOW TO COMPLETE DD FORM 1556-1

SECTION C-COST INFORMATION

PRIVATE
ITEM
INSTRUCTIONS

COSTS (Items 25 & 26):
(1) Costs identified are consistent with your organizational policy.

(2) All costs to be paid by the government are reflected on DD Form 1556, including estimated travel and per diem expenses, if government is to fund these; if not Item 26 should be annotated “zero”.  

     - One-time application/admission fee, charged only to those enrolling in a degree program, is Not Permissible.

    -  When lodging costs are included in a registration fee, adjustment must be made to the per diem allowance.

     - Fees/dues required for membership in societies and associations are NOT payable. 

     - When a luncheon or banquet charge is a separate item of expense, reimbursement may be allowed only if formal business, lecture or speech is continued through the meal and employees are not free to partake of meals elsewhere without missing essential business. 

25-Direct Cost

25a-Tuition Cost
Contact HRDD to check your organization's training policy to see what expenses are permitted, usually it is tuition and required fees.  Show authorized expenses other than books in Block 25a. 


25b-Books, Material, other costs
 Books required for a course are usually payable. 

25c-Total Direct Costs
Tally costs in a & b.  Formflow automatically computes this total

25d-Funding Source
May be left blank.

26-Indirect Cost
This block MUST be completed: 

-If travel or per diem are to be funded, show cost estimates in 26 a, b, & c.  Check your organization's training policy (travel funds are budgeted from the divisions not the SWCPOC training budget.  Check with supervisor to ensure travel costs are authorized from the division’s budget.  

-Per diem is NOT normally paid for training within commuting distance.

-Travel expense is not usually paid for employees taking part-time college credit courses.

-If no travel or per diem is to be paid, annotate “zero".

-If your course fee includes lodging or meals, there must be an
appropriate deduction to your per diem allowance.

27-Accounting Classification
If direct costs are reflected in Item 25, there must be a fund cite in Item 27, unless these costs will be centrally funded by another government activity, or
your organization obligated funds by IMPAC charge card or another form or system.

Normally:

HRDD credit card

ISD credit card

Fund cite provided by MSD or activity funding the training

28-Labor Cost
Leave blank

HOW TO COMPLETE DD FORM 1556-1

29-Signature of Fiscal Officer
Will be signed by Chief, Management Support Division, SWCPOC.  This signature indicates that funds are available/certified. 

Kelema Bellamy, Chief, MSD

30 - Total of Direct/Indirect Cost 
Tally the total costs.  Form flow will automatically compute this total.  

31  - Job Order No.
May be left blank.  Army does not utilize job order numbers.

SECTION D-APPROVAL/CONCURRENCE/CERTIFICATION
PRIVATE
ITEM
INSTRUCTIONS



32-Supervisor
Signature of supervisor (Branch or Division Chief) certifies training is job related and trainee meets prerequisites for the course.  

33 -Training Officer 
Signature of training officer certifies that training meets regulatory requirements (is consistent with your organization policy, and does not require a higher level approval).  Someone with delegated approval authority must sign this block. Acting supervisors do not usually have approval authority.

Mr. Manuel Smith, Chief HRDD.  

34 - Authorizing Official 
Deputy Director is the authorizing official.



35 & 36-Course Acceptance and Completion
Leave blank.

37-Billing Instructions
This must be the complete mailing address and commercial telephone number of the individual who will receive and process the invoice for payment:

Southwest Civilian Personnel Operations Center

Management Support Division

ATTN:  Kelema Bellamy

301 Marshall Avenue

Fort Riley, KS  66442

(785) 239-0305 

SECTION E-TRAINEE AGREEMENT/CERTIFICATION 
This agreement applies to all non-government training that exceeds 80 hours (or such other designated period, 80 hours or less, as prescribed by the agency) and for which the Government approves payment of training costs prior to the commencement of such training.  Nothing contained in this section shall be construed as limiting the authority of an agency to waive in whole or in part, an obligation of an employee to pay expenses incurred by the Government in connection with the training. 

PRIVATE
ITEM
INSTRUCTIONS



38f -Period of obligated service:  
To be completed by the HRDD Office.

Address questions about the obligation to the Civilian Personnel Advisory Center (CPAC) or the HRDD Office. 



39a –Trainee Signature

39b – Date Signed
Signature acknowledges concurrence and understanding of Privacy Act, Continued Service Agreement (if required), obligation regarding failure to complete training successfully, and verification that you are not accepting other contributions, awards or payments for this training.   If you are offered other payments for your training, you must contact your Training Office or CPAC for guidance/assistance.

HOW TO COMPLETE DD FORM 1556-1

SECTION F – TRAINING VENDOR 
To be completed by the HRDD Office, as appropriate.

SECTION G – FINANCE 
To be completed by the HRDD Office, as appropriate.

SECTION H – EVALUATION 
TRAINING EVALUATION is to be completed by trainee and immediate supervisor within 15 days of course completion.  Copy 9 of the DD Form 1556 may be used for this purpose or another form preferred by your organization. You should also provide a grade slip or transcript for college credit courses funded by the government. Overdue evaluations may delay processing of future training requests and could obligate the trainee to reimburse training costs.
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TRAINING:  Always a STEP in the right direction. 





“Continuous effort -- not strength or intelligence -- is the key to unlocking our potential."�Liane Cardes
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Improve your Team by sharing your ideas!
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ELECTRONIC SUBMISSION OF THE TMD APPLICATION
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When Opportunity Knocks -


Will you be trained and ready for the challenge? 
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When is the right time to get training?  Now! 











CIVILIAN LEADER DEVELOPMENT
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Teamwork Counts!
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