AFPC/DPK CAREER PROGRAM SPONSORED TRAINING 

(AFPC/DPKD assumes full responsibility for all training administered through DPK to include updating the training completion in  the employees’s Defense Civilian Personnel Data System (DCPDS)  record. 

· CCDP/DLAMP PME course completions will be processed by mass update by the schools

· DLAMP Graduate courses will be employees’ responsibility to have servicing training office update the data system upon course completion

· DD Form 1556s for Career Program funded training will no longer be coordinated through the Civilian Base Training Offices.
(AFPC/DPKD will code all training completions administered through DPK that have an end date on or after 1 Mar 02.  Servicing training offices will continue to code all training completions with an end date on or before 28 Feb 02.  

· Detailed information on completing the DD 1556 and DD 1610 is available in the Air Force Civilian Personnel Training and Development Guide at www.afpc.randolph.af.mil/cp/guide
(Air Force is still testing OTA.  No decision has been made on whether or not AF will mandate the use of OTA to process training  requests.  The following procedures do not include the use of OTA.  

	Responsibilities for processing individual training requests:
	MGR 
	AFPC/DPKC
	AFPC/DPKD

	Initiates DD 1556
	X
	
	

	Faxes or mails DD 1556 to individual Career Program 


	X
	
	

	Authorizes training
	
	X
	

	Flows DD 1556 to DPKD for funds approval
	
	X
	

	Funds Training Request
	
	
	X

	Flows approved DD 1556 to Career Program
	
	
	X

	Faxes or mails approved DD 1556 to eligible employee 


	
	X
	

	Initiates Travel Orders, DD 1610, for training (if applicable)

	X
	
	

	Faxes or mails DD 1610 to Career Program
	X
	
	

	Flows DD 1610 to DPKD for funds approval


	
	X
	

	Funds Travel Orders


	
	
	X

	Flows approved DD 1610 to Career Program
	
	
	X

	Faxes or mails approved DD 1610 to the eligible employee




	
	X
	

	Responsibilities for documenting individual training completions:          
	MGR 
	AFPC/DPKC
	AFPC/DPKD

	Requests course completion certificate from the eligible employee
	
	X
	

	Flows DD 1556 (with block 36 signed) to DPKD




	
	X
	

	Documents training completion in registrant’s HR record


	
	
	X

	Responsibilities for purchasing a full class (i.e., 30 quotas):
	
	
	

	Initiates funding DD 1556

	
	X
	

	Flows DD 1556 to DPKD for funds approval

	
	X
	

	Funds Training Request
	
	
	X

	Flows approved DD 1556 to Career Program


	
	
	X

	Notifies the eligible employees to attend training

	
	X
	

	Initiates Travel Orders, DD 1610, for training (if applicable)

	X
	
	

	Faxes or mails DD 1610 to Career Program

	X
	
	

	Flows DD 1610 to DPKD for funds approval

	
	X
	

	Funds Travel Orders

	
	
	X

	Flows approved DD 1610 to Career Program
	
	
	X

	Faxes or mails approved DD 1610 to eligible employee


	
	X
	

	Responsibilities for documenting mass training completions:
	
	
	

	Requests course roster from vendor to verify completion of training
	
	X
	

	Flows funding DD 1556 (with block 36 signed) along with course roster to DPKD
	
	X
	

	Uploads flat file into HR for mass update of individual training records

	
	
	X


