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ASSISTANT SECRETARY OF THE ARMY

 (MANPOWER & RESERVE AFFAIRS)
CIVILIAN PERSONNEL POLICY

HUMAN RESOURCE DEVELOPMENT (HRD)

DEVELOP ANNUAL TRAINING PLANS

1.
PURPOSE:  This Standing Operating Procedure (SOP) prescribes uniform methods, sequential tasks, process details, responsibilities, and legal and regulatory requirements to supplement the Develop Annual Training Plans Business Process Map (BPM) H 02.  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 02  --
Average # of Calendar Days to Accomplish:
48


Average # of Days for Personnel Processing: 
38

a.
H 02, Block 1: CPAC –



(1)
Use the results of the installation training needs assessment to prepare an training and cost requirements proposal for the upcoming fiscal year (FY).  Target for completion: NLT Mid-January each year. 



(2)
The training and cost requirements proposal should:

(a) Include the total number of employees to be trained and associated costs (tuition, travel/per diem and related expenses).

(b) List training requirements by organization and course/category.

b. H 02, Block 2: Installation commander or other designated official.  Approving the training and cost requirements proposal reinforces using long range workforce development planning to realize strategic goals.  

c.
H 02, Blocks 3a & 3b: These blocks represent a partnering effort between CPAC and CPOC to coordinate, communicate and produce complementary draft FY region and installation training plans. (Reference AR 690-400, Chapter 410, Subchapters 3-1 and 18.) Target for completion: NLT Mid-July each year.
(1) CPAC submits a copy of the commander approved training and cost requirements document to the CPOC NLT Mid-February each year.
(2)
CPOC uses the approved training and cost requirements documents in combination with other information to develop the draft region training plan.  (See attachment to BPM SOP H 02 for Training Plan Sample Format.)  Target for completion: NLT Early June each year.
(a) Consider cost effective planning processes to determine

methods and sources of training to include:




(i)
Learning on the job.




(ii)
Existing DoD programs.

(iii)
Other government training sources.

(iv) Resources to purchase off the shelf or develop customized

training.

(v)
Cost effective media and delivery options.

(b) The region training plan should contain:




(i)  
Purpose and objectives of the plan.




(ii)
Summary of region's needs assessment.

(iii)
Proposed region training (including target audience, dates, 

location, cost, course objectives, description, prerequisites, enrollment deadline, payment instructions and course administrator).

(iv)
Region evaluation strategy for upcoming fiscal year training





program.

(v)
Region evaluation of previous fiscal year training program

(including percent of planned training met, summary of training evaluations, cost savings generated through region training, significant program initiatives).

(3)
CPAC, upon receipt of draft region plan, develops the draft 

installation training plan.  (See attachment to BPM SOP H 02 for Training Plan Sample Format.)  Target for completion: NLT Mid-July each year.
(a) Consider cost effective planning processes to determine methods and sources of training to include:

  


(i)
Learning on the job.




(ii)
Existing DoD programs.

(iii)
Other government training sources.

(iv)
Resources to purchase off the shelf or develop customized

training.

(v)
Cost effective media and delivery options.

(b) The installation training plan should contain:


(i)
Purpose and objectives of the plan.


(ii)
Summary of installation needs assessment.


(iii)

Proposed region training (including target audience, dates, location, cost, course objectives, description, prerequisites, enrollment deadline, payment instructions and course administrator).

(iv) Installation evaluation strategy for upcoming fiscal year

training program.

(v) Installation evaluation of previous fiscal year training program

(include percent of planned training met, summary of training evaluations, cost savings generated through installation training, significant program initiatives).

d.
H 02, Blocks 4a, 4b, & 4c: CPACs may request CPOC support for

this presentation.  This support may include on-site assistance, video teleconferencing, audio tele-conferencing, written communications or other mutually acceptable methods.   

Target for completion:  NLT Early August each year.

e.
H 02, Blocks 5a & 5b:  Publish approved plans to organizations, 

managers, employees.  Target:  NLT Mid-September each year.  

f.
H 02, Block 6: Managers --  



(1)
Review plan against identified training needs.

(2) Submit training requests (DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement), or its authorized electronic equivalent, for installation and region training programs.  Contact the course administrator identified in the plan for specific, course unique information.

4.
REFERENCES AND RELATED DOCUMENTS:  


a.
Training Plan Sample Format, attachment to HRD SOP H 02.

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 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). 

atch



APPROVED BY:  ________________________

                                                                       
Elizabeth B. Throckmorton

                                                                       
Chief, Policy & Program 

                                                                          
   Development Division                                                                       

TRAINING PLAN SAMPLE FORMAT

Endorsement Memorandum.
Documents support of training plan.
Region Plan: CPOC Director/designee signs.  

Installation Plan: Commander/designee signs.

PART I:  Background.  

Purpose and objectives of the training plan. 

Methodology used to compile the plan.

Links the training plan to applicable organizations’ strategic plan(s), goals and missions.

PART II:  Training Needs Assessment Summary.
Results of training needs assessment.  

Summary of number of training requests received and associated cost.

Identify region/installation training priorities.

PART III: Training Programs -- Offerings.
Course announcements for region/installation training programs.  Each announcement should include: target audience, dates, location, cost, course objectives, description, prerequisites, enrollment deadline, payment instructions and course administrator.

PART IV: Evaluation Strategy.
Procedures and processes to evaluate the forthcoming fiscal year training program. 

PART V: Program Evaluation.

Summary of previous fiscal year training program including: percent of planned training met, summary of training evaluations, significance of training to the Army's mission and performance improvement, cost savings generated through region training, significant program initiatives.

PART VI (OPTIONAL): Guidance or other pertinent human resource development information for users of the training plan, e.g., enrollment procedures, tuition assistance rules or other local policies.
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