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	PRIVATE
INTRODUCTION

     Line managers have always been responsible for ensuring that the training and development needs of their organization and employees are identified and met. Personnelists at all levels have always been available to assist managers with this responsibility.  Today, this assistance is less "face-to-face" and more electronic (e-mail,  website, phone, etc.).  Additionally, managers can now approve training that, formerly, was approved by their local personnel office, once they have been certified to do so.
     This Manager Certification Guide contains information specifically designed to help managers meet their human resources development obligations to certify them to approve training.
     Additional guidance can be found at:
· West Region Civilian Personnel Operations Center (WCPOC) website at: http://cpolrhp.belvoir.army.mil/west
· Civilian Personnel On-line (CPOL), under Personnel Management and Information Support System (PERMISS) at: http://cpol.army.mil/library/permiss/index.html
· Servicing Civilian Personnel Advisory Center (CPAC).



	PRIVATE
DELEGATION OF TRAINING APPROVAL AUTHORITY

     Memo, TAPC-CPP-T, (HQ, Department of the Army), dated 15 Oct 93, Subject: Exceptions Permitted to Army Regulations Regarding Non-Government Training, permits the delegation of authority to approve short term training (120 days or less) to line managers.  However, managers who are delegated such authority must complete appropriate training prior to exercising that delegated authority.
    This Manager Certification Guide is a self-paced training package that must be completed by each manager who is delegated authority to approve training. 

     To certify that required training has been completed you must do the following: 

· Review the contents of this guidebook;
· Contact your local servicing CPAC with any questions about unclear areas; and

· Sign the attached certification statement and forward to your CPAC for

     authentication. The CPAC will authenticate and return the original for 

     retention in your organization training files. 




RULES AND REGULATIONS 
     The following is a general overview of the current rules and regulations pertaining to the training and development of civilian employees.  Line managers must be familiar with and consider each of these items prior to exercising their training approval authority. 

REMEMBER – Answers to HRD issues can usually be found in the PERMISS section of the CPOL web site at http://cpol.army.mil/library/permiss/index.html or by contacting the servicing CPAC.

	PRIVATE
Approval for Training


     Employees need approval for attending training PRIOR to the course start date. Training requests received after employees are enrolled or have begun the training should be disapproved.  Employees enrolling in non-Government training without prior written approval may be held responsible for the total cost of the training.  [SOURCE: AR 690-400, Chap 410, 5-1a]. 

	PRIVATE
Purpose of Training


     Managers are responsible for ensuring that training they approve is mission related.  A training occurrence meets the definition of "mission related" if it satisfies any of the following criteria:

· Supports the organization's strategic plan. 

· Improves an employee's current job performance. 

· Allows for expansion or enhancement of an employee's current job. 

· Enables an employee to perform potentially needed duties outside their current job but at the same level of responsibility. 

· Meets organizational needs in response to human resource plans, downsizing, or restructuring and program changes.

Training requests that do not meet the criteria listed above may not be authorized [SOURCE: AR 690-400, Chap 410, 1-5; TITLE 5 USC 41; and 5 CFR Part 410.101]

	PRIVATE
Individual Development Plan (IDP) for Employee's


     Even though there is no regulatory requirement for supervisors to complete Individual Development Plans (IDPs) for employees, use of the IDP is strongly recommended.  The supervisor should develop the IDP and incorporate it into the employee's regular performance objectives counseling.  A suggested IDP should include things such as the employee's training requirements (both formal training and on-the-job training), training dates/duration, training site, and possible vendor source(s). 

	  PRIVATE
Purchasing Guidelines


     Training must be purchased in accordance with Federal Acquisition Regulations when costs are associated with a training program.  Training may be authorized and certified by managers provided the training is regularly scheduled, open to the public, and the price does not exceed that charged to other accepted students.  Training which costs less than $25,000 does not have to be submitted to a contracting officer to be paid, it can be paid with the Government IMPAC credit card.  Managers must document and maintain records demonstrating that a competitive selection process was used for any training that exceeds $2,500.  Authorization and certification of training is done through an automated system or by a DD 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement).  Using the Government IMPAC credit card to purchase approved training must be documented (for information go to: http://cpol.army.mil/library/permiss/7a2.html).  [SOURCE: AR 690-400, Chap 410, 3-6i]

	PRIVATE
Selection of Employees/Facilities for Training


 
The selection of employees for training must be made fairly and equitably.  Managers must ensure that selected training facilities are accessible to employees with disabilities and do not discriminate in the admission or treatment of students. [SOURCE: AR 690-400, Chap 410, 3-6]

	PRIVATE
Service Obligation Agreements


     A written continued service agreement is required whenever the length of non-Government training exceeds 80 hours.  Line managers may use the standard service agreement found on the back of copy 1 of the DD Form 1556 which may be printed from the automated system or may substitute a locally developed agreement.  The length of the continued service will be three times the length of the training. The approving official will retain a copy of the signed agreement.  Managers should contact the CPAC immediately if an employee fails to fulfill a continued service agreement.  [SOURCE: AR 690-400, Chap 410, 5-7]

	PRIVATE
Long-term Training (LTT) Programs


     Managers may not approve long-term full-time training (LTT) programs (over 120 calendar days).  Long-term training/educational opportunities are competitive and normally are announced and administered by Headquarters, DA.  Enrollment instructions for these programs are contained in the Army Civilian Training and Education Development Training (ACTEDS) Catalog at: http://cpol.army.mil/library/train/catalog/.
  Additionally, major Army commands (MACOMs) and local installations may have their own competitive professional development LTT programs.  Check with your MACOM or CPAC for specific information.  [SOURCE: AR 690-400, Chap 410, 10] 
	PRIVATE
Attendance at Conferences


     Managers may approve an employee's attendance at a conference as a developmental assignment when: 

· It is relevant to improving individual and/or organizational performance and 

· Developmental benefits will be derived through the employee's attendance.

     [SOURCE: 5 CFR 410.404 and AR 690-400, Chap 410]

	PRIVATE
Training Employees for Higher Level Positions


     An employee may not be trained for the purpose of filling a position by promotion if there is another employee that is fully qualified to fill the position within a reasonable distance from the place where the duties of the position are to be performed. Installation commanders have the authority to establish policies and procedures concerning applicants: ability, suitability, availability, qualifications, and geographic location.  [SOURCE: AR 690-400, Chap 410, 5-3b]
	PRIVATE
Training and Leader Development Training Programs


     The Army Civilian Leadership Training, Common Core consists of progressive and sequential leadership training from the entry level to the Senior Executive Service (SES) level.  The curriculum includes mandatory training for Army civilians at each level (Intern, Supervisor, Manager, and Executive).  (SOURCE:  AR 690-400, Chap 410, Training, Interim Change I04, DA PAMS: 351-20 (Army Correspondence Course Program): 600-80).  The Army Correspondence Course Program is located at: 

https://www.aimsrdl.atsc.army.mil/
Mandatory Training: 

· Intern Leadership Development Course (ILDC) is a five-day course that is taught at regional sites by the Civilian Leadership Training Division of the Center for Army Leadership (CAL).  This course must be completed by all centrally funded (ACTEDS) and local interns prior to graduation from the Intern Program and promotion to journeyman level positions.  (SOURCE: Army Message, 230800Z Mar 90, subject: Intern Leadership Development Course)

· Action Officer Development Course (AODC) is a correspondence course available on-line that requires both student and supervisor participation, and must be completed by all interns prior to graduation and by all individuals promoted/appointed to journey level positions within six months after appointment/promotion to such a position.  Commanders are responsible for ensuring that Army civilians newly appointed or promoted to journey level positions enroll within 30 days of appointment or promotion.  This requirement applies only to those employees in a two-grade interval professional and administrative job series (see Introduction to the Position Classification Standards, p. 9).  (SOURCE: Army Memo, July 10, 1996, subject: Action Officer Development Course (AODC). 
For supervisors, there are two phases of required training: 

· Supervisor Development Course (SDC) is a correspondence course that is the first phase of supervisory training, and is available on-line.  This course must be completed by all newly appointed civilian supervisors within six months of appointment/assignment to their first supervisory position.  Military personnel who supervise civilian employees are also required to complete this course within six months but no later than 12 months after their assignment to a position where they are required to supervise civilians. 

     Supervisors should complete this correspondence course before enrolling in the second phase of training.  (SOURCE: Army Memo, Nov 3, 1994, subject: Mandatory New Manager's Training, Army Memo, Jun 29, 1993, subject: Supervisory Training Policy,  and Army Memo, August 6, 1999, subject: Training for Team Leaders) 

     Check with the Human Resource Development (HRD) advisor at your servicing CPAC to determine whether you must enroll individually or if your installation distributes this correspondence course in a classroom setting which is scheduled periodically for the express purpose of training new supervisors in those locally unique areas such as merit promotion PRIVATE "TYPE=PICT;ALT="plans and labor agreements. 

     The Supervisory Development Course (SDC) is officially recommended training for all team leaders.  It contains management and leadership training that would definitely assist a team leader in performing the duties of the position.  All team leaders should be encouraged to complete this course as soon as possible after assignment to a team leader position. 
· Leadership Education and Development (LEAD) Course is the second phase of required training for new supervisors, is taught at or near the individual’s installation.  The LEAD course must be completed by new supervisors within six months after appointment to the supervisory position.  Timeliness is an extremely important aspect of supervisory training.  Failure to complete this mandatory training may be considered when making determinations regarding satisfactory completion of the 1-year supervisory probationary period. 

     The HRD advisor at your servicing CPAC will schedule, announce and coordinate LEAD courses for your installation.

PRIVATE "TYPE=PICT;ALT="
· Manager Development Course (MDC) is also a correspondence course, and must be completed by all newly appointed managers (at any grade) within six months of appointment to a managerial position.  For purposes of this training requirement, the term “manager” means supervisors of supervisors and managers of programs, resources and/or policy.  (SOURCE: Army Message, 311425Z Jan 95, subject: Clarification of Guidance Concerning the New Managers Correspondence Course)

	PRIVATE
Managerial and Executive Training Programs


     These courses were designed to train and develop the Army's managers and executives: 

· The Sustaining Base Leadership and Management (SBLM) Program, Army Management Staff College (AMSC), is a 12-week resident or a 1-year non-resident program that is filled by HQDA Selection Boards through an Army-wide competitive process.  The college is located at Ft Belvoir, VA and the curriculum is designed to prepare individuals with high potential for advancement to leadership positions in the Army’s sustaining base.  The SBLM is the sustaining base equivalent to the Command and General Staff Officer's Course. 

· Organizational Leadership for Executives (OLE), is a two week experiential learning course presented by the Civilian Leadership Training Division of CAL in Kansas City, MO as well as regionally.  This course constitutes the second phase of new manager training and should be preceded by completion of the Manager Development Course (MDC), which is mandatory. 

· Personnel Management for Executives I (PME I) is a nine-day resident non-traditional course of instruction presented at two regional sites (Fort Belvoir, Virginia and the Kansas City, Missouri area).  These conferences are open to all managers/supervisors at grade GS-13 and above and are designed to help participants find better ways of dealing with management problems for which there are no stereotypical solutions.  Applicants should be graduates of the OLE course. 

· Personnel Management for Executives II (PME II) is a five-day resident course presented at Fort Belvoir, Virginia and in the Kansas City, Missouri area.  It explores the various dimensions of leadership and human resource management that are primary concerns of Army and DoD executives. Attendance at PME I is a prerequisite. 

	PRIVATE
Training for Academic Degrees


     The general rule is that training for the sole purpose of obtaining a degree is not permitted.  However, exceptions are allowed to alleviate recruitment and retention problems or to comply with special legislation.  (See the Defense Acquisition Workforce Improvement Act and the Intelligence Authorization Act.)  Nonetheless, any employee may earn a degree if it is incidental to training authorized for legitimate mission purposes.  Most LTT programs are approved on the basis of mission-related programs of study; employees who earn degrees do so as a by-product of the authorized training. [SOURCE: 5 CFR 410.308]

	PRIVATE
Approval of Line Management Training Requests


     Since self-review constitutes a conflict of interest, managers who are delegated authority to approve training must submit their own requests for training to the next higher level with training approval authority.  [SOURCE: AR 690-400, Chap 410, 3-6e]

	PRIVATE
Training Sponsored by a Foreign Government or Organization


     Any training conducted by a foreign government, international organization, foreign instrumentality, or facilities outside the continental United States must be forwarded to HQDA, OASA (M&RA), ATTN: SAMR-CPP-MP, 200 Stovall Street, Alexandria, VA 22332-0300, for approval.  Fully justified requests for this type of training must be received at HQDA at least 90 days prior to the requested travel and training.  [SOURCE: AR 690-400, Chap 410, 5-11]

	PRIVATE
Restricted Training Contained in Public Law  106-58


     Expenditures of Federal funds for training that is offensive to Federal employees and unnecessary in the execution of their official duties is prohibited.  It is not intended to prohibit training that is necessary for Federal workers to effectively complete their assigned duties.  

Funds will NOT be expended for employee training that:

a. Does not meet identified needs for knowledge, skills, and abilities bearing directly upon the performance of official duties.

b. Contains elements likely to induce high levels of emotional response or psychological stress in some participants.

c. Does not require prior employee notification of the content and methods to be used in the training and written end of course evaluations.

d. Contains any methods of content associated with religious or quasi-religious belief systems or "new age" belief systems as defined in Equal Employment Opportunity Commission Notice N-915.022, 2 September 1988.

e. Is offensive to or designed to change participants’ personal values or lifestyle outside the workplace.

f. Includes content related to human immunodeficiency virus/acquired immune deficiency syndrome (HIV/AIDS) other than that necessary to make employees more aware of the medical ramifications of HIV/AIDS and the workplace rights of HIV positive employees.  [SOURCE: Public Law 106-58, Section 625 and EEOC Notice N-915-022.]

	PRIVATE
Advanced Payment of Training Expenses


     Most training suppliers will invoice your organization upon completion of the training. In cases where the vendor requires advance payment, the training may be purchased using a Government IMPAC credit card or using the optional alternate payment procedures found in section 47 of copy 6 of the DD Form 1556.  Advance payment requests using the optional alternate payment procedures should be forwarded to the appropriate finance office (check with servicing finance office on required minimum time period) prior to the commencement of the training.

	PRIVATE
Authorizing Premium Pay/Overtime for Training


     Premium pay or overtime may be authorized when allowed by the Fair Labor Standards Act (FLSA).  Managers are encouraged to rearrange employee work schedules in order to enable them to attend training without being placed in a premium pay or overtime status.  Consult with your CPAC prior to approving premium pay for training. [SOURCE: AR 690-400, Chap 410, 6-2; 5 USC 4107]

	PRIVATE
Funding of Equipment for Training


     Managers may approve the purchase of items of equipment, such as calculators or laptop computers that are required to successfully complete training.  However, a determination that such items are not available within the individual's organization for temporary loan during the training period must be documented by the approving official prior to purchase.  Items purchased under this authority are government property and must be delivered to the organization upon completion of training and placed under appropriate property accountability controls.  [SOURCE: AR 690-400, Chap 410, 6-3]

	PRIVATE
Payment for Books or Reference Materials 


     Managers may authorize reimbursement for all or part of the cost of reference materials required to successfully complete training.  Training materials paid for by the organization may be retained by either the organization or the employee.  Each organization is encouraged to develop internal policies outlining what types of materials will and will not be reimbursed.  [SOURCE: AR 690-400, Chap 410, 6-3]

	PRIVATE
Receipt of Awards or Items of Value in Connection With Training


     Employees receiving training in non-Government facilities may be authorized to accept grants or contributions to defray expenses incident to the training.  Acceptance may be authorized only when the contribution is appropriate to meet reasonable expenses associated with the training.  Acceptance should not be authorized when it would place the recipient under improper obligation to the provider or create the appearance of a conflict of interest.  Contributions may be accepted from organizations determined to be exempt from taxation.  Items may not be accepted as a reward for services given the organization prior, during, or after the training or meeting.  [SOURCE: AR 690-400, Chap 410, 7]

	PRIVATE
Contract Employee Participation in Civilian Training


     Contract employees are selected for their expertise in a subject area.  Training for contract employees should be limited to rules, practices, procedures, and/or systems that are unique to the employing agency and essential to the performance of the contractor’s assigned duties.

	PRIVATE
Military Participation in Civilian Training


     Military members may participate in training intended for civilians; however, the cost of the training must be reimbursed from the proper military account.  [SOURCE: AR 690-400, Chap 410, 1-11b(5)]

	PRIVATE
Nonappropriated Fund Employees


     Nonappropriated Fund (NAF) employees are eligible to attend training paid from appropriated funds; however, travel, per diem, and tuition expenses must be provided using NAF funds.  [SOURCE: AR 690-400, Chap 410, 1-11b(6)]

	PRIVATE
Student Educational Employment Programs (STEP) Employees


     Managers may pay all, part, or none of the training expenses for students hired under the Student Educational Employment Program (STEP) (formerly Cooperative Education Program).  [SOURCE: AR 690-400, Chap 410; 5 USC Chap 41; and 5 CFR Part 410]

	PRIVATE
Employees Participating in Formal Training Programs


     Employees participating in formal programs (Interns, Trainees, etc.) are required to complete training identified in their training plan.  Managers should be familiar with the training requirements listed in the employee's training plan and make every effort to ensure they receive the identified training within the time frames prescribed.  Managers unfamiliar with the requirements of a specific training program should contact their servicing CPAC for additional information.

	PRIVATE
Training Employees for Different Occupations


     Managers must use merit promotion procedures when selecting employees to attend training that is being provided to enable them to qualify for a different occupational series.  [SOURCE: AR 690-400, Chap 410]

	PRIVATE
Training for Placement in Another Agency


     Any Army employee may be trained to meet the qualification requirements of a position in another agency if the head of the agency determines that such training would be in the interest of the Government.  [SOURCE: 5 USC 4103(b) and 2301]

	Roles and Responsibilities


	     PRIVATE
Manager responsibilities include:

· Being familiar with basic training regulations and laws. 

· Assessing the training needs of the organization and reporting those needs during appropriate assessment surveys. 

· Incorporating training needs into the organization's strategic plan. 

· Budgeting and committing funds and/or other resources to meet identified training needs. 

· Ensuring mandatory training requirements are met. 

· Ensuring new Supervisors complete mandatory core leadership training. 

· Approving training requests (where authority has been delegated). 

· Developing an Individual Development Plan  (IDP) for each employee.

· Developing training plans for employees in special programs. 

· Counseling employees on career development. 

· Reviewing long-term and leadership development application packages and routing to proper destination (MACOM, Functional Career Representative (FCR), etc.). 

· Providing on-the-job orientation for employees new to the organization. 

· Evaluating completed training. 

· Maintaining required training documentation for the following:

· Delegation of Authority to Approve Training

· The purchase of training

· Training for placement

· Academic degree training

· Continued service agreements

· Recovery and waiver of training expenses

· Acceptance of contribution, award, or payment

· Annual training plan evaluation


	     PRIVATE
Commanders and activity commanders are responsible for:

· Ensuring necessary funds and other resources are allocated to meet training needs. 

· Ensuring all mandatory training is accomplished in a timely fashion.

· Ensuring new Supervisors complete mandatory core leadership training. 

· Developing an Individual Development Plan (IDP) for each employee.

· Providing adequate facilities and equipment for the efficient and cost effective delivery of training programs. 

· Ensuring the CPAC takes part in program and budget administration for training.



	     PRIVATE
Civilian Personnel Advisory Centers (CPACs) are responsible for:

· Providing professional HRD advisory services. 

· Working with supervisors to develop and execute the installation's annual HRD plan. 

· Assisting with the assessment of training needs. 

· Identifying training sources, methods, and techniques for local courses. 

· Facilitating and/or coordinating local training courses. 

· Providing training and assistance on the use of Department of Defense automated system that supports the training function.

· Using the appropriate automated system.  Building and maintaining installation unique course, vendor and class schedules. 

· Monitoring the quality of course content and delivery systems. 

· Serving as a liaison between line managers and the WCPOC.



	PRIVATE
      West Region Civilian Personnel Operations Center (WCPOC) is

    responsible for:

· Developing policy and guidance for region-wide training. 

· Initiating and consolidating HRD plans within the region. 

· Preparing regional training reports. 

· Developing and marketing regional HRD programs. 

· Executing regional training. 

· Analyzing the effectiveness of HRD accomplishments within the region. 

· Providing professional HRD advisory services to CPACs. 

· Conducting regional training needs assessment and developing a regional training plan.


	PRIVATE
 Training Regulations, Policy and Guidance


     The following is regulatory training information:
a.  Executive Order 11348 accessible via Civilian Personnel On Line (CPOL) at:

http://cpol.army.mil/library/permiss/7eo11348.html
b.  Title 5,  of the United States Code (USC) 4100 (aka Government Employees

Training Act – GETA) accessible via CPOL at:

http://cpol.army.mil/library/permiss/700.html
c.  Title 5, Code of Federal Regulations (CFR) 410 accessible via CPOL at:

http://www.cpol.army.mil/ or at:

http://www.access.gpo.gov/nara/cfr/waisidx_00/5cfr410_00.html
d.  OPM Training Policy Handbook, October 1997 accessible via the West Region

Civilian Personnel Operations Center (WCPOC) website at:

http://cpolrhp.belvoir.army.mil/west
e.  OPM HRD Leadership at: http://www.opm.gov/hrd/lead/index.htm
f.  Army Regulation 690-400, Employee Performance and Utilization, Chapter 410,

Training, accessible via CPOL at: http://cpolrhp.belvoir.army.mil/west/ or at:

http://www.usapa.army.mil/cpol/index.html
g.  Army Regulation 690-950, Civilian Personnel - General and Miscellaneous, Chapter

950, Civilian Personnel Career Management, accessible via CPOL at:

http://www.cpol.army.mil/ or at: http://www.usapa.army.mil/cpol/index.html
h.  Department of the Army (DA), Human Resource Development (HRD) CPOC/CPAC Task listings, 9 December 1997 accessible via CPOL at: http:/cpol.army.mil/library/
i.  DA, Civilian Personnel, Standardized Business Processes, Standard Operating Procedures (SOPs), 23 November 1998 accessible via CPOL at: http://cpol.army.mil/library/general/bpm/#hrd and DA Civilian Personnel Business Process Maps (BPMs), March 1998 (accessible via CPOL) at: http://cpol.army.mil/library/general/bpm/#hrd
j.  Army Civilian Personnel on Line (CPOL) at:  http://www.cpol.army.mil/
k.  Personnel Management and Information Support Systems (PERMISS) at:

http://cpol.army.mil/permiss/



l.  Center for Army Leadership at: http://www.cgsc.army.mil/cal/cltd
	PRIVATE
TRAINING APPROVAL CHECKLIST


     Managers are encouraged to review the following checklist prior to approving training requests.  The checklist is designed to help identify areas where regulatory guidance may apply to specific requests prior to certification.  The correct decision concerning the approval of training equates to the proper use of Government funds.

( All information in the request is correct and complete.
( All employees are considered fairly and equitably for needed training, without discrimination because of race, religion, sex, national origin, age, ethnicity, marital, handicapped status or other factors unrelated to the training.

( The employee has one year or more of current civilian federal service. If the employee is temporary or has less than 1 year continuous service, I have investigated the circumstances and have determined that this training is short-term, low cost training needed for performance of the employee’s duties, and that the training may not be postponed without adverse mission impact.

( The training is approved prior to the course start date.  Retroactive approval is not authorized.

( The selected training is the most timely, economical training that effectively fulfills the identified training need.  The justification is appropriate and related to the mission of the organization.  This course will develop the employee’s mission-related competence or support a planned career assignment.  This training is not requested to qualify the employee for a promotion to a higher level.

( My budget officer or myself have certified the availability of appropriate funds for this training PRIOR to start of training.

( The authorization of premium pay or overtime status for training has been determined prior to the start of training.  (Consult with your CPAC prior to approving premium pay for training.)

( Tuition, registration, and laboratory fees are the only direct costs, which are authorized for academic courses.  Reimbursement for purchase of reference materials, items or equipment will be in accordance with installation/

organizational policies.

( A written continued service agreement has been signed for non-Government training that exceeds 80 hours.  The length of the continued service will be three times the length of the training.  A copy of the signed agreement is on file.

( This training is not a long-term full-time training program (over 120 days). Long-term training/educational opportunities are competitive and normally Headquarters DA administers these programs.

( This training is not approved solely to obtain an academic degree, license, or certification.

( This training will be conducted within CONUS unless HQDA approval has been received. (This restriction does not apply to personnel permanently stationed outside CONUS attending training at/near work site.)

( The employee meets the prerequisites for the training.

( Expenditures of Federal funds for training that is offensive to Federal employees and unnecessary in the execution of their official duties is prohibited. It is not intended to prohibit training that is necessary for Federal workers to effectively complete their assigned duties.

(  I will verify that the employee completes the training.

( A hard copy file will be maintained on vendor information (course description, cost, schedule information).  (Vendor announcements/brochures will meet this requirement.)

( Evaluations for completed training will be completed.

DELEGATION OF AUTHORITY CERTIFICATION

     I certify that I have received guidance (briefing, self-study, training, etc.) on my responsibilities as a Manager with Delegated Authority to Approve Government and Short Term Non-Government Facilities Training.

     I agree to abide by the training regulation and laws.

     I understand that I am authorized to authenticate training requests as the approving official on behalf of the Commander (or to sign Blocks 33, 34, and 38 of DD Forms 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement, if the automated system is not available). Please forward the completed documentation to your servicing CPAC.

______________________________________

SIGNATURE AND DATE

______________________________________

TYPED NAME AND TITLE

______________________________________

OFFICE ADDRESS AND PHONE NUMBER

     I verify that the above individual is certified and authorized to approve short-term training (120 days or less).

______________________________________

SIGNATURE CPAC REPRESENTATIVE AND DATE


� EMBED Word.Picture.8  ���





Civilian Personnel Operations Center


Human Resource Development Division


Ft Huachuca, Arizona








January 2005 2004





Human Resource Development – an INVESTMENT in the future!!!





Comments and suggestions regarding the content and format of this Manager Certification Guide are welcomed and should be forwarded to:





US Army Civilian Human Resource Agency (USACHRA)


West Region, Human Resource Development Office


ATTN: PECP-WER-A 


Bldg 61801, Room 2633


2133 Cushing St 


Ft Huachuca, AZ  85613-5000





Or via email to:  � HYPERLINK "mailto:westhrdd@cpocwcp.hua.army.mil" �mailto:westhrdd@cpocwcp.hua.army.mil�
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