PROCEDURES  

 CIVILIAN TRAINING COMMITTEE-APPROVED REQUESTS

1.  Supervisors requesting usage of training funds (PEC 88751) for their employee must submit DD Form 1556, complete with a fee schedule and course description.  Questions concerning completion of form may be referred to Kathy Eastman, 5-2475.  

Critical items of importance are:

      a.  Block 18 - provide brief justification stating why training is beneficial to the government or provide separate “Impact Statement” signed by supervisor.

      b.  Block 20 (h) - Priority.  (1, 2, or 3 – see definitions below)

      c.  Block 25 - show tuition cost (if applicable).

      d.  Block 26 - (if requesting TDY expense, provide closely figured estimate-- call Travel Pay and SATO for costs.)

      e.  Block 32 - must be signed by immediate supervisor. 

      f.  Block 34 - must be signed by second-level supervisor.   (Leave block 33 signature blank.)

2.  If approved by Civilian Training Committee, you will be notified and asked to register for the course (do not pay as you cannot be reimbursed).  Obtain from the training source how they prefer payment of tuition cost.  This office can pay by VISA if this is an acceptable method of payment.  Provide us with phone number, FAX number, etc. to accomplish this. 

3.  If per diem and travel expense is approved, provide completed travel orders to this office ASAP.  (This office will provide the fund cite for your orders.)

4.  Upon completion of training, the following forms are required:

      a.  Travel Orders and any amendment.

      b.  Completed Travel Voucher showing actual cost of reimbursement.

      c.  Airline Itinerary showing cost of airfare.

      d.  Certificate of Course Completion or DD-1556 signed by instructor.

e. Copy 9 (course evaluation) completed by employee and supervisor.

Priorities (block 20h of DD-1556)

To ensure available funds are distributed fairly and equitably, and that critical aspects of an organization’s mission serves as a key determining factor, the Air Force established a prioritization system:  (Please use this list to complete block 20h on your DD-1556.)

Priority Code 1 

….Training that must be accomplished during the immediate training cycle.  If the training requirement is not satisfied within the immediate cycle it will have a direct adverse impact on the Air Force mission.  These types of requirements take priority over all command requirements.  In using this rating, commands are indicating that the training is critical for accomplishing the day-to-day Air Force mission.  (Mission cannot operate w/o funding.)

Priority Code 2 

….Training required to maintain the Air Force’s readiness posture.  Requirements are needed for the systematic replacement of skilled employees resulting from promotions, reassignments, retirements, realignments, etc.  Deferment would have an adverse mission effect over the immediate term.

(Mission can operate BUT in a degraded mode.)

Priority Code 3 

….Training requirements designed to increase the effective use of resources to improve the Air Force mission.  Deferment beyond the immediate cycle would have little adverse mission impact but, would preclude or delay improving present mission accomplishment.  (Mission not degraded but could be improved if funded.)

