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ASSISTANT SECRETARY OF THE ARMY

 (MANPOWER & RESERVE AFFAIRS)
CIVILIAN PERSONNEL POLICY

HUMAN RESOURCE DEVELOPMENT (HRD)

COMPETITIVE PROFESSIONAL DEVELOPMENT PROGRAMS
1.
PURPOSE:  This Standing Operating Procedure (SOP) prescribes uniform methods, sequential tasks, process details, responsibilities, and legal and regulatory requirements to supplement the Competitive Professional Development Programs Business Process Map (BPM) H 06. 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), U. S. Army major commands (MACOMs), 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 alternate personnel systems, and personnel demonstration projects.

3.
PROCESSES AND RESPONSIBILITIES:     


HRD BPM H 06 -- Average # of Calendar Days to Accomplish:
134+


Average # of Days for Personnel Processing:
    7 


a.
H 06, Block 1: 

(1) Discuss the specific training opportunity request with immediate supervisor in relation to individual career goals and organization performance goals.

(2)
Prepare the nomination/application package.  For programs and instructions see Chapters 3 - 5 of the current fiscal year (FY) Catalog of Army Civilian Training, Education and Professional Development Opportunities (DA Catalog), located in CPOL, Training and Leader Development, at URL: http://www.cpol.army.

mil/train/fy99cat/.  (To maintain access to current FY DA Catalog,

ensure "/fy99/" portion of URL contains appropriate fiscal year 

number.)

(3) Complete the self-certification form.

(4) Ensure nomination package includes employee signed Continued Service Agreement.

b. H 06, Blocks 2 & 3: Self-explanatory.

c. H 06, Block 4: The local commander is the activity commander or equivalent.  

(1)  Employees who do not belong to a traditional MACOM structured hierarchy: Local installations/organizational entities will need to develop procedures to ensure a higher chain of command review, and/or procedures to forward the application to the appropriate FCR or HQDA office.

(2) CPOC Employees: For approval and routing purposes, the CPOC Director will serve as the "local commander."  CPOCMA will perform the MACOM responsibilities and tasks for CPOC employees located in CONUS and CPOCMA employees.

d. H 06, Block 5: Self-explanatory, except for organizations not part of a traditional MACOM organizational structure.  

(1) Organizations outside the traditional MACOM hierarchy should

establish procedures for accomplishing MACOM designated responsibilities.  

(2) The Director, CPOCMA, serves as the MACOM command equivalent for CPOCMA employees, and CPOC employees located in CONUS CPOCS.

e. H 06, Blocks 6 & 7: Self-explanatory. 

f. H 06, Block 8: Manager submits SF 52 for assignment of selectee to programs of 120 or more calendar days.  Retain and monitor the Continued Service Agreement until completion of the obligation.

g. H 06, Block 9: Self-explanatory.

h. H 06, Block 10a: Employee initiates training request (DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement) or its authorized electronic equivalent, if not submitted with the initial nomination package.  

i. H 06, Block 10b: Self-explanatory, except for organizations not part of a traditional MACOM organizational structure.  

(1) Organizations outside the traditional MACOM hierarchy should

establish procedures for accomplishing MACOM designated responsibilities designated.  

(2) The Director, CPOCMA, serves as the MACOM command equivalent for CPOCMA employees, and CPOC employees located in CONUS CPOCS.

j. H 06, Block 10c: Self-explanatory.  
k. H 06, Block 11: 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.  

l. H 06, Block 12: 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.

m. H 06, Block 13: 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. 

4.
REFERENCES AND RELATED DOCUMENTS: 


Electronic versions of HRD regulations, policy memoranda and guidance: 


a.  CPOL - http://www.cpol.army.mil. 



(1)
Army Civilian Personnel Management Library:


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

(b) AR 690-950, Career Management

(c) DA Pam 690-46, Mentoring for Civilian Members of the Force

(d) Army civilian personnel HRD policy memoranda and guidance

(e) Business process maps (BPMs) (http://www.cpol.army.mil/ library/bpm)

(f) CPOC/CPAC Task List, Approved October 1997 (http://www.cpol. army.mil/library/bpm/tasks).



(2)
PERMISS, Training and Leader Development section.



(3)
Training and Career Development section, includes

(a)
ACTEDS Plans

(b) Career Program Specific Program Information

(c) 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/).


b.  DoD CPM Subchapter 410, Training (future).   






APPROVED BY:  ________________________

                                                                       
Elizabeth B. Throckmorton

                                                                       
Chief, Policy & Program 

                                                                          
   Development Division                                                                       
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