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ASSISTANT SECRETARY OF THE ARMY

 (MANPOWER & RESERVE AFFAIRS)
CIVILIAN PERSONNEL POLICY

HUMAN RESOURCE DEVELOPMENT (HRD)

REGIONAL TRAINING PROCESS

1.  PURPOSE:  This Standard Operating Procedure (SOP) prescribes uniform methods, sequential tasks, process details, responsibilities and legal and regulatory requirements to supplement the Regional Training Process Business Process Map (BPM) H 03.  Each element in paragraph 3 identifies the BPM box number reference.

2.  APPLICABILITY:  This SOP applies to all Army Civilian Personnel Operations Centers (CPOCs), Civilian Personnel Advisory Centers (CPACs), Field Operating Agencies/Independent Reporting Activities, Installation Commanders, Managers and Civilian Employees.  Modifications or deviations will only be authorized to comply with labor agreements, laws or similar unique situations, e.g., CIPMS, Acquisition Workforce, other personnel systems, and personnel demonstration projects.

3.
PROCESSES AND RESPONSIBILITIES:     


HRD BPM H 03  --
Average # of Calendar Days to Accomplish:
93+


Average # of Days for Personnel Processing:
38

a. H 03, Block 1: Management – Where possible, use Government purchase cards to pay for training costing up to $2,500.  Managers may use the DD Form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) and Military Interdepartmental Purchase Request (MIPR), DD Form 448, for training costing up to $25,000. 

b. H 03, Block 2: CPOC - Research training providers using approved training and cost requirements document.  See Appendix A, Sample Course Management Checklist. 

c. H 03, Block 3: CPOC - It is not necessary to use a competitive process when selecting training that is "no cost", on the GSA schedule, or less than $2,500.  Proceed to block 6a. 
d. H 03, Block 4: CPOC -- Use a competitive process when selecting training costing $2,500 or more. 

(1) If cost is $2,500 - $25,000 proceed to block 5b.

(2) If cost exceeds $25,000 proceed to block 5a.

e. H 03, Block 5a: Self-explanatory.

f. H 03, Block 5b: 

(1) Develop requests for proposals outlining training requirements for upcoming fiscal year.  Target for completion: NLT Mid-March each year.
(2) Send requests for proposals to vendors. Target for completion: NLT Late March each year.
(3) Post requests for proposals on region web page (optional). Target for completion: NLT Late March each year.
(4) Review a minimum of three vendor proposals against identified training needs. Target for completion: NLT Late May each year. See Appendix B, Competitive Training Documentation Matrix.

(5) Select vendor(s)/training program(s) that best meet identified training requirements. Target for completion: NLT Mid-June.
(6) If selected vendor(s) require advance payment, initiate process using authorized method.

(7) Maintain course and payment documentation in accordance with the Army Management and Record Keeping System (MARKS).

g. H 03, Block 6a: Self-explanatory. 

h. H 03, Block 6b: Self-explanatory.

i. H 03, Block 7: CPOC – Maintain current listing of POCS for facilities; keep with SOP.

(1) Make preliminary arrangements for training facility, equipment and administrative support based on vendor requirements.

(2) Make preliminary lodging arrangements as required.

(3) Prepare course schedule/student package.

j. H 03, Block 8: CPAC - Distribute other training-related materials upon request.

k. H 03, Block 9: Employee - Submit training request (DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement) or its authorized electronic equivalent.

l. H 03, Block 10: CPOC - Monitor number of students enrolling in regional training programs against minimum number of required participants and the enrollment deadline.  

m. H 03, Block 11: If enrollment does not meet/exceed the minimum class size, contact vendor and cancel course.  Notify managers/training coordinators.

n. H 03, Block 12: If enrollment does meet/exceed the minimum number of participants, contact vendor and confirm course procurement. Notify students/managers.

o. H 03, Block 13a:  CPAC - provide administrative support including:
(1) Obtain training facility. Ensure it is set up in accordance with CPOC/vendor specifications.

(2) Obtain training equipment/aid(s).  Ensure it is operational.

(3) Provide administrative information (parking, rest rooms, fire exits, smoking policy, lunch arrangements, contact information, etc.).

(4) Provide course sign-in sheet.

(5) Ensure vendor conducts course evaluation.

(6) Forward sign-in sheet and evaluations to CPOC upon course completion.

p. H 03, Block 13b: See Appendix A, Sample Course Management Checklist.

q. H 03, Block 13c: Self-explanatory.

r. H 03, Block 13d: Self-explanatory.

s. H 03, Block 14a: When using the DoD automated training system the employee (or designee) must complete the electronic certification/evaluation screen(s).  Failure to complete the electronic certification/evaluation screen(s) will prevent documentation of the training in the employee's personnel records.

t. H 03, Block 14b: Self-explanatory.

u. H 03, Block 15: When using the DoD automated training system the manager (or designee) must complete the electronic certification/evaluation screen(s).  Failure to complete the electronic certification/evaluation screen(s) will prevent documentation of the training in the employee's personnel records.

v. H 03, Block 16: Document training completion in the Defense Civilian Personnel Data System. The CPOC advises the employee's servicing CPAC if a training occurrence action does not process to completion, for any reason.  The CPAC assists the manager in reviewing, correcting, and/or resubmitting the transaction.
w. H 03, Block 17: See HRD SOP H 03, block 1 (paragraph 3a above). 

x. H 03, Block 18: Self-explanatory.

4.
REFERENCES AND RELATED DOCUMENTS:  

a. ASA(M&RA) memorandum, Feb 13, 1998, subject: CPOC Regional Training Guidance – Accepting Training Dollars.

b. Electronic versions of HRD regulations, policy memoranda and guidance. 

(1) Army Civilian Personnel Online (CPOL) - http://www.cpol.army.mil/   

(a) Army Civilian Personnel Management Library:

(i) AR 690-400, Chapter 410, Training

(ii) AR 690-950, Career Management

(iii) Army civilian personnel HRD policy memoranda and guidance

(iv) Business process maps (BPMs) (http://www.cpol.army.mil/ 




library/bpm)

(v) CPOC/CPAC Task List, Approved October 1997


(http://www.cpol. army.mil/library/tasks)

(b) PERMISS, Training and Leader Development section. 

(c) Training and Career Development section, includes:

(i) ACTEDS Plans

(ii) Career Program Specific Program Information

(iii) Catalog of Army Civilian Training, Education, and Professional Development Opportunities for current fiscal year  (i.e., for FY99, URL is http://www.cpol. army. mil/ train/fy99cat/) 


(2)
DoD CPM Subchapter 410, Training, and policy guidance (future) 

    




APPROVED BY:  ________________________

                                                                       
Elizabeth B. Throckmorton

                                                                       
Chief, Policy & Program 

                                                                              Development Division 

Appendix A: Sample Course Management Checklist

TASK
COURSE

MANAGER
REGISTRAR
AUTO TRNG

SYSTEM
INITIAL

& DATE

1.
Create course file.
X




2.

Identify:
- Course Objectives 
- Instructor Information
- Trainees                           
- Training Method



- Prerequisites                    
- Course Materials & 



- Vendor                                   
  Provider
- POC                             
- Classroom Equipment
X




3.
Establish cost and follow appropriate procurement procedures.
X




4.
Establish date, hours & size of class.
X




5.
Reserve classroom.
X




6. Determine course nomination procedure.
X




7. Determine evaluation processes and levels.  Prepare evaluation tools.
X




8.
List special requirements.
X




9. Issue announcement


- Course title                      
-
Course description


- Course/DCPDS number           
-
Max class size


- Date, hours & location   
-
Nomination procedure


- Cut-off date for              
-
Payment instructions

  
  nominations                  
-
Course manager name,


-Target audience

Phone number & e-mail

X



10. Ensure announcement is included in automated training system/ region web page.

X
X


11.
Oversee/coordinate course funding.
X




12.
Assist with instructor TDY (if applicable).
X




13.
Maintain dialog with instructor.
X




14.
Resolve conflicts involving nominations & scheduling.
X




15.
Accept nominations through automated training system or other authorized methods.

X



16.
Prepare course roster/sign-in sheet.
X




17.
Issue training course confirmation notice and/or reporting instructions to students.

X



18.
Receive & organize course materials.
X




19.
Prepare reproduction work order for course materials (if applicable).

X



20.
Make final preparations with Instructor no later than two weeks before course start date.
X




21.
Prepare Administrative Materials

X



22.
Provide/test classroom equipment (if applicable).
X
X



23.
Set up classroom (if applicable).
X
X



24.
Provide administrative remarks/conduct Course.
X




25.
Support class and instructor.
X




26.
Prepare final course roster & certificates.
X




27.
Conduct evaluation processes.
X




28.
Provide closing remarks & ensure room returned to original state (if applicable).
X




29.
Prepare after action report & summary of evaluation.
X




30.
Prepare & file permanent course record.

X



Appendix B: Competitive Training Documentation Matrix

Used to document competitive process for training occurrences between $2,500 and $25,000.

PART I: COURSE INFORMATION: 
Course Title/Subject


Target audience


Proposed date


Point of contact


Phone number


E-mail address


Number of participants


Proposed course location


Maximum budget


Course objectives

(attach additional sheet if necessary)
______________________________________________________________________________________________________________________________________________________________________________



Special requirements

(attach additional sheet if necessary)
______________________________________________________________________________________________________________________________________________________________________________



PART II: IDENTIFICATION OF TRAINING SOURCES:
The following training sources were reviewed against the above requirement (attach supporting documentation provided by vendor).    

Vendor
Course Length
Max.

Attendees
Materials Included
Travel Included
Total Cost
Cost Per Person

































PART III:  SELECTION OF TRAINING SOURCE:
The following training source was selected to meet this training need: 



This vendor was selected because (check all that apply):

· Quality of training.

· Unique capability of training.

· Not available in Government.

· Timeliness.

· Most cost effective.

· Location.

· Sole Source.

· Other _________________.

____________________________
    ________
    ____________________________
        ________

Signature of selecting official

    Date

    Course Manager

        
        Date
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