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1.
PURPOSE:  This Standing Operating Procedure (SOP) prescribes uniform methods, sequential tasks, process details, responsibilities, and legal and regulatory requirements to supplement the Army Training Requirements & Resource System (ATRRS) Business Process Map (BPM) H 05.  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 05 -- Average # of Calendar Days to Accomplish: 
273+


Average # of Days for Personnel Processing:
    0

a. ATRRS is a self-contained comprehensive computer program system that manages individual training for civilian and military personnel.  It handles the complete cycle of training functions, from initializing annual online surveys for over 6,000 courses, to scrubbing requirements, schoolhouses building schedules, online catalogs, reservations, quota distribution, class rosters, class completions, and reporting capabilities.  Within the next 18 months the system will operate totally through the internet.  

b. Three internet websites provide current ATRRS information and assistance:



ATRRS Information
-
http://www.asmr.com/atrrs/


ATRRS Catalog
-
http://www.asmr.com/atrrs/catalog.html


Access Online
-
http://www.asmr.com/atrrs/online.html
c. The ATRRS Users Manual is available on-line.  It is not available or current in hard copy.  Its timeline report capability assists the user to query for changes as of a specific date.  Users may print pages of the manual on-line.  

d.
H 05, Block 1: HQDA, DCPSER grants user access to the TACITS Survey in March each year.  

e.
H 05, Block 2: Managers electronically input requirements from March - May each year.  The TACITS Survey captures training requirements by organizational UICS, up to five fiscal years (FYS) in advance.  The HQDA administrator configures and distributes Quota Sources to meet a variety of needs by the individual users and MACOM program managers.  The TACITS Survey includes resident, onsite, satellite, distance learning opportunities, and the Army's correspondence course catalog.  
f.
H 05, Block 3: MACOM review occurs in June - July each year. 
g.
H 05, Blocks 4-7: These blocks represent the Structure Manning Decision Review, consolidation, program and school reviews, scrubs and program decisions occurring up through the General Officer level.  Timeframe:  July - February each year.

h.
H 05, Block 8: Schoolhouses enter schedules between February and April each year, or as necessary.

i. H 05, Block 9: ATRRS administrators may use course quotas as soon as the distribution of space reservations appears on-line.  

j. H 05, Block 10: Quota Source Managers manage and maintain  quota allocations on-line.  MACOMS, Field Operating Agencies, and Independent Reporting Activities designate the numbers and locations of Quota Source Managers according to organizational preference  (i.e., centralize vs. decentralize, staff vs. field level, UIC vs. function/career program vs. geographic location, etc.).  Designations range from MACOM ATRRS administrators, assignment of ATRRS responsibility(s), to basic ATRRS data entry duties.

4.
REFERENCES AND RELATED DOCUMENTS:  

a. AR 350-10, Management of Army Individual Training Requirements and Resources.


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

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

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

(ii) Army civilian personnel HRD policy memoranda and guidance 
(iii) Business process maps (BPMs) - http://www.cpol.army.mil/library/bpm 

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


(b)
PERMISS, Training and Leader Development section.

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






APPROVED BY:  ________________________

                                                                       
Elizabeth B. Throckmorton

                                                                       
Chief, Policy & Program 

                                                                          
   Development Division                                                                       
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