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SECTION 507  PAYING FOR TRAINING

1.  Introduction.  This section contains both policies regarding payment of training expenses and procedures for processing documents for payment of those expenses.

2.  Policy
    a.  The head of each activity is authorized to determine training expenses that are entitled to funding support.  This decision is to be guided by the principles of equity, priority of the need (mission/job-relatedness), and sound fiscal management. Normally, payment of training expenses will not result in either gain or loss to the employee. 

    b.  The activity will pay all costs of approved training through Government facilities.  Decisions on how much of approved non-Government facility training costs will be paid are to be based on the following considerations, at a minimum:

       (1) funds available for training;

       (2) expected benefit(s) to the activity;

       (3) amount of non-Government funding support previously provided by the activity to the employee;

       (4) degree to which the training has the potential for maintaining professional "state-of-the-art" knowledge, skills, and abilities required to perform work duties and assignments;

       (5) extent to which employees are able to help defray training costs by taking the training on their own time or by sharing the other costs; and

       (6) allowances, limitations, and constraints contained in this instruction.

    c.  The activity will advise each employee approved for training prior to enrollment as to the method of payment and the portion of the training expenses to be paid by the activity.

3.  Pay of the Employee
    a.  General.  The activity will pay the salary of employees attending activity-approved training during their normal work hours (except employees on nonapproved leave or leave without pay during the training period).  An employee shall not be required to attend training during periods for which the activity does not pay the employee's salary.

    b.  Prohibition on Premium Pay.  Except as noted in the following paragraph 3c, premium pay cannot be paid for time spent in training.

    c.  Exceptions to Prohibition on Premium Pay.  The following are excepted from the prohibition on premium pay:

        (1) An employee given training during a period of duty for which he or she is already receiving premium pay for overtime, night, holiday, or Sunday work.  This exception does not apply to an employee assigned to full-time training at an institution of higher learning.

        (2) An employee given training at night because situations that he or she must learn to handle occur only at night.

(Note:  General schedule employees are ineligible to continue receiving regular night differential pay if temporarily assigned to training during the day shift.)

        (3) An employee given training on overtime, a holiday, or a Sunday because the costs of the training, premium pay included, are less than the costs of the same training confined to regular work hours (e.g., a 48-hour program that extends to Saturday might be less expensive, if held Monday through Saturday, when compared to holding training participants over the weekend to complete the training the next Monday).

        (4) A criminal investigator undergoing agency-sanctioned training and who is eligible for availability pay under 5 U.S.C. 5545a and implementing regulations.  At agency discretion, availability pay may also be paid to investigators during periods of initial, basic training.

        (5) An employee given training during regularly scheduled standby duty for which he or she would receive 

annual premium pay or during administratively uncontrollable overtime work. 

        (6) Employees for whom exceptions have been authorized by the DASN (CP/EEO).  Requests for waiver of prohibitions must be done through the activity's Employee Development Officer at HRSC Pacific and then be submitted through the chain of command to DASN (CP/EEO) for final decision.

    d.  Overtime Under the Fair Labor Standards Act (FLSA).  

        (1) Time spent in training or preparing for training outside regular working hours shall be considered hours of work for the purpose of computing FLSA overtime if the activity requires the training to bring performance up to a fully successful, or equivalent level, or to provide knowledge or skills to perform new duties and responsibilities in the employee’s current position.

        (2) Time spent in training or preparing for training outside the employee’s regular working hours for the following purposes is not hours of work:

            (a) Training to improve a nonexempt employee’s performance in his or her current position above a fully successful, or equivalent level, provided such training is undertaken with the knowledge that the employee’s performance or continued retention in his or her current position will not be adversely affected by nonenrollment in the training program.

            (b) Training to provide a nonexempt employee with additional knowledge or skills for reassignment to another position or advancement to a higher grade in another position, even if such training is directed by the agency.

    e.  Activity Policies.  Activities should issue and publicize any policies that address controls and allowances on premium pay for time spent in training.  Policies should stress the need to avoid premium pay situations insofar as possible.  Proper work scheduling and planning well in advance of the training should eliminate the need to use premium pay in most cases.

4.  Expenses Other Than Employee's Pay.  Expenses that may be approved by activity heads for civilian employees selected for training assignments are summarized below.  Pertinent references should be consulted to determine details regarding allowability. In addition, the activity's Employee Development Officer at HRSC Pacific should be consulted, especially concerning expenses under subparagraphs 4d and e below.

    a.  Travel to and from the training assignment.

    b.  Subsistence, including per diem, while traveling to and from the training assignment.

    c.  Transportation costs.

    d.  Fees, Services, and Facilities
        (1) Tuition and matriculation fees, except as restricted;

        (2) Library and laboratory services;

        (3) Purchase or rental of books, materials, and supplies;

        (4) Membership fees directly related to (and which are a condition for undertaking) the training;

        (5) Other facilities and services such as a training diagnostic tool or services required for training handicapped employees;

        (6) Examination fees may be supported out of activity training funds when they are included in flat rate training costs. 

    e.  Educational and Training Assistance Under the "G.I. Bill"
        (1) Employees eligible for educational assistance under the "G.I. Bill" are not entitled to an educational assistance allowance under the bill if they are eligible for and receive training expense support from the activity for the proposed training and they are in a full salary status while in training.

        (2) Employees enrolled in programs involving continuous substantial work; (e.g., apprentices eligible under both the "G.I. Bill" and 5 U.S.C. Chapter 41), are exempt from this restriction.

5.  Protection of the Government's Interests
    a.  Supervisory/managerial personnel are responsible for enforcing policies and procedures necessary to protect the Government's interests.  Section 505 of this instruction describes policies, procedures, controls, and obligations applicable to activities regarding protection of the Government's interests.

    b.  Employees attending training in either non-Government or Government facilities may be disciplined by the supervisor and/or activity head for failure to complete a training assignment.  Supervisors are to work through both their Labor Advisor at HRO COMNAVREG HI and their Employee Development Officer at HRSC Pacific to obtain procedural and regulatory guidance prior to undertaking disciplinary actions pertaining to training.  The Employee Development Officer is also responsible for notifying management of situations involving noncompliance with training assignment obligations by employees under an Agreement to Continue in Service.

    c.  Activity policies (other than those in this instruction) should clearly outline requirements and conditions regarding repayment of training expenses by employees to the activity and vice versa. Consistency and equity of application to all employees are essential.  For example, activities may establish a policy of payment for after-hours, job-related training where support is based on:  1) a determination that most of the course content is job-related, and/or, 2) availability of funds permits a 50 percent expense support.

6.  Records of Training Expenses.  Navy policy requires activities to submit all information on payment of training expenses, both Government and non-Government, to the Defense Civilian Personnel Data System (DCPDS).  This is accomplished through the Training Department at HRSC Pacific which serves as the DCPDS Submitting Office for serviced activities (see Section 508). 

7.  Processing Documents for Payment of Training Expenses.  A properly executed and authorized DD Form 1556 will always be the basis for initiating the payment procedures described in Exhibit 1.  In addition to being used to approve training, it is used to authorize payment for training, certify completion of training, and certify payment for training.  When processing documents for payment of training expenses, it should be noted that, whatever the total number of employees is who are attending the training, the total amount of direct costs for the training event is shown in Section C-25c of DD Form 1556 and the total indirect costs in Section C-26c.  However, the direct costs per person are shown in Sections C-25a and b and the indirect costs for per person are shown in Sections C-26a and b.  Item 45 of Section G-Finance on the reverse side of Copy 6 and/or Copy 7, as applicable, shows the Grand Total Amount being authorized by the official authorizing the requested training.  This distinction will be 

especially important when a continuation sheet is used listing more than a single nominee.

NOTE:  IN USING THE FOLLOWING EXHIBIT 1, BE SURE TO CHECK WITH YOUR FISCAL/BUDGET/ADMINISTRATIVE OFFICE REGARDING INTERNAL PROCESSING PROCEDURES FOR PAYMENT OF TRAINING SERVICES. 

EXHIBIT 1

PROCESSING DOCUMENTS FOR PAYMENT OF TRAINING EXPENSES

I.  TRAINING IN GOVERNMENT FACILITIES

    A.  Training in NAVY Facilities.  All training conducted or administered within the Department of Navy (i.e., between any Navy or Marine Corps activities).

ITEM




INSTRUCTIONS
Initiate and Forward
Prepare NAVCOMPT 2275, "Order for Work and Documents


Services."

Forward Copies 3, 4 and 5 of the DD 1556 and the NAVCOMPT 2275 to the training vendor. 

Attach a legibly signed duplicate DD 1556 Copy 6 and/or Copy 7, as applicable, to an acceptance copy of NAVCOMPT 2275 and forward to the activity's Authorized

Accounting Activity (AAA)  (i.e., Billing Office identified in Block 37 of DD 1556) for funds obligation.  DD 1556 must contain the full line of accounting data, job order, and expense element.

Vendor Billing


Vendor will send invoice to the Billing Office (Block 37 on DD 1556) for payment. Submit the original DD 1556 Copy 6 and/or Copy 7, as applicable, to the Billing Office for processing by the Disbursing Office. 

Disbursing Office (paying official) will effect payment to the training vendor.

Advance Payment 

Complete Items 47a(1) or (2) on reverse

Method 



side of DD 1556 Copy 6 and/or Copy 7, as applicable.  This will authorize advance method of payment for training expenses. 







Prior to course start date (at least three weeks prior is recommended), submit a copy of the course announcement, the original DD 1556 Copy 6 and/or Copy 7, as applicable, and the original acceptance NAVCOMPT 2275 to the Disbursing Office via Billing Office for payment.  NOTE:  Mark "Urgent" on all advance payments when sending to the Disbursing Office.

Reimbursement Payment
Complete Item 47b on reverse side of DD Method




1556 Copy 6 and/or Copy 7, as 








applicable.  This will authorize the 






reimbursement method of payment for 






training expenses.




At the end of the training, forward the




following documents
to the Disbursing




Office via Billing Office:

1.  Original DD 1556 Copy 6 and/or Copy 7, as applicable.







2.  Original and 4 copies of SF 1164,

Claim for Reimbursement for Expenditures on Official Business," properly certified by claimant and approving official.

3.  Legible copy of receipts showing that claimant paid authorized items, and evidence of course completion.

    B.  Training in OTHER DOD Facilities.  All training conducted or administered by a DOD component other than Navy or Marine Corps (e.g., Army, Air Force, DLA,  etc.).

ITEM




INSTRUCTIONS
Initiate and Forward
Prepare DD Form 448, "Military Inter-Documents



Department Procurement Request."

Forward Copies 3, 4 and 5 of DD 1556 and the DD Form 448 to the training vendor.

Attach a legibly signed duplicate DD 1556 Copy 6 and/or Copy 7, as applicable, to an acceptance copy of DD Form 448 and forward to activity's Authorized Accounting Activity (AAA) (i.e., billing office identified in Block 37 of DD 1556) for funds obligation.  DD 1556 must contain 

the full line of accounting data, job order, and expense element.

Vendor Billing


Vendor will send invoice to the Billing Office (Block 37 on
DD 1556) for payment. Submit the original DD 1556 Copy 6 and/or Copy 7, as applicable, to the Billing Office for processing by the Disbursing Office.

Disbursing Office (paying official) will effect payment to the training vendor. 

Advance Payment

Complete Blocks 47a (1) and (2) on the Method




reverse side of DD 1556 Copy 6 and/or 






Copy 7, as applicable.  This authorizes 






the advance method of payment of 







training expenses.  Prior to class start 





date (at least three weeks prior is 






recommended) submit a copy of the course 





announcement, the original DD 1556 







Copy 6 and/or Copy 7, as applicable, and 





the original acceptance DD 448 copy to 






Disbursing Office via Billing Office for 





payment.  NOTE:  Mark "Urgent" on all 






advance payments when sending to the 






Disbursing Office.

Reimbursement Payment
Complete Item 47b on reverse side of DD Method




1556 Copy 6 and/or Copy 7, as 








applicable.  This will authorize the 






reimbursement method of payment for 






training expenses.  At the end of the 






training, forward the following 







documents to the Disbursing Office via 






Billing Office:

1.  Original DD 1556 Copy 6 and/or Copy 7, as applicable.

2.  Original and 4 copies of SF 1164, "Claim for Reimbursement for Expenditures on Official Business," properly certified by claimant and approving official.

3.  Legible copy of receipts showing that claimant paid authorized items, and evidence of course completion.

    C.  Training in OTHER FEDERAL Facilities.  All training conducted or administered by a Federal government agency other than a Department of Defense component (e.g., OPM, GSA, FAA, IRS, etc.).

ITEM





INSTRUCTIONS
Initiate and Forward

Forward Copies 3, 4 and 5 of the DD Documents




1556 to the training vendor.  Submit







a legibly signed duplicate DD 1556 







Copy 6 and/or Copy 7, as applicable, 






to activity's Authorized Accounting 







Activity (AAA) for funds obligation. 






DD 1556 must contain the full line 







of accounting data, job order, and 







expense element.

Vendor Billing



Vendor will send invoice to the Billing Office (Block 37 on DD 1556) for payment.  Submit the original DD

1556 Copy 6 and/or Copy 7, as applicable, to the Billing Office for processing by the Disbursing Office.

Disbursing Office (paying official) will effect payment to the training vendor.

Advance Payment Method
Complete Blocks 47a (1) and (2) on the reverse side of DD 1556 Copy 6 and/or Copy 7, as applicable.  This

authorizes the advance method of payment of training expenses.  Prior to class start date (at least three weeks prior is recommended), submit a copy of the course announcement and the original DD 1556 Copy 6 and/or Copy 7, as applicable, to the Billing Office for processing by the Disbursing Office for payment.

NOTE:  Mark "Urgent" on all advance payments when sending to the Disbursing Office.

Reimbursement Payment

Complete Item 47b on the reverse Method





side of DD 1556 Copy 6 and/or Copy 







7, as applicable.  This will 








authorize the reimbursement method 







of payment for training expenses.  







At the end of the training, forward 







the following documents to the 








activity's disbursing office via the 






Billing Office:

1.  Original DD 1556 Copy 6 and/or Copy 7, as applicable.

2.  Original and 4 copies of SF 1164, "Claim for Reimbursement for Expenditures on Official Business,"

properly certified by claimant and approving official.

3.  Legible copy of receipts showing that claimant paid authorized items, and evidence of course completion.

II.  TRAINING IN NONGOVERNMENT FACILITIES

      A.  Non-Specific Navy Training.  When requested training is not developed to meet a specific Navy requirement but:  1) it already exists and is available to other organizations in and out of the government, 2) the price of tuition, books, and fees is the same for everyone, and 3) it does not exceed $25,000, the selection of the training vendor will not involve the contracting function. Selection of a particular training 

vendor is effected by the Employee Development Officer's certification in Block D-33 of the DD Form 1556 at HRSC Pacific.

NOTE:  DOD policy now requires use of the Government Purchase Card to pay for training from commercial vendors that does not exceed $25,000.  At the time this instruction was being prepared, implementing procedures had not been fully developed and publicized.  Following is a general process which includes use of the Card.  As explained below, there will continue to be instances in which payment will be made without using the Card.        

ITEM





INSTRUCTIONS 

Initiate and Forward

Forward Copies 3, 4, 5 of DD 1556 to

the training vendor. During this process, the vendor must be informed of the Government Purchase Card number, expiration date, cardholder’s name, and phone number of the cardholder. 

Vendor Billing



Vendor will send invoice to the Card-issuing bank for payment. 

Advance Payment Method
Complete Blocks 47a (1) and (2) on the reverse side of DD 1556 Copy 6 and/or Copy 7, as applicable.  This

authorizes the advanced method of payment of training expenses.  Prior to class start date (at least three weeks prior is recommended) submit a copy of the course announcement and original DD 1556 Copy 6 and/or

Copy 7, as applicable, to Disbursing Office via Billing Office for payment.


NOTE:  Mark "Urgent" on all advance  
payments when sending to the 
Disbursing Officer.

Reimbursement Payment

Complete Item 47b on reverse side of Method 




DD 1556 Copy 6 and/or Copy 7, as








applicable.  This will authorize the

reimbursement method of payment for training expenses.  At the end of the training, forward the following documents to the Disbursing Office via Billing Office:

1.  Original DD 1556 Copy 6 and/or Copy 7, as applicable.

2.  Original and 4 copies of SF 1164, "Claim for Reimbursement for Expenditures on Official Business,"

properly certified by claimant and approving official.

3.  Legible copy of receipts showing that claimant paid authorized items, and evidence of course completion.

    B.  Specific Navy Training.  When training is developed to meet a specific requirement of a Department of the Navy component or activity and only Navy employees will attend the developed course, an authorized contracting officer will contract for training on behalf of the Employee Development Officer at HRSC Pacific and the requesting official.  The Employee Development Officer and the requesting official will provide the appropriate procurement office with the following information well in advance of proposed beginning date for training (to allow for completion of procurement actions and contract award):

         1.  Complete description of the training needed.

   
  
2.  Recommended sources, if possible.


      3.  Funding authorization.


      4.  Evaluation criteria for selecting the final vendor.

The evaluative criteria and matrix documentation will be used for making recommendations.  Final selection of the vendor, however, is the responsibility of the contracting officer.

ITEM





INSTRUCTIONS
Initiate and Forward

Initiate and forward to the Documents




requesting activity's procurement 







office via the Employee Development 







Officer: 

1.  Appropriate Purchase Order Request form and documentation outlining specific training services desired.








2.  Duplicate copy of DD 1556 








Copy 6. (The Employee Development 







Officer will complete and attach a 







properly executed evaluative 








data/matrix document and forward all 






documentation to the procurement 







office.)

Forward a legibly signed duplicate DD 1556 Copy 6 to activity's Authorized Accounting Activity (AAA) for recording of commitment/consignment.

Contract Award



The Procurement Office will consider the evaluative data and execute a contract for the training with one of the recommended training vendors and issue a purchase order (DD 1155) to the selected training vendor, with a copy to the activity's AAA for funds obligation.

Vendor Billing



Vendor will send invoice to the Billing Office (Block 37 on DD 1556) for payment.  Submit the original DD

1556 Copy 6 to the Billing Office for processing by the Disbursing Office.

Disbursing Office (paying official) will effect payment to the training vendor.

III.  TAD ORDERS.  TAD orders may be prepared to cover either indirect training costs (travel, per diem and transportation) or direct training costs (tuition, fees, books and materials) or both.  Payment of training expenses may be either by an advance provided the trainee or on a reimbursement basis.

ITEM





INSTRUCTIONS
Initiate TAD Orders

Prepare DD 1610, "Request and Authorization for TDY Travel of DOD Personnel," according to applicable JTR regulations and internal activity procedures.

Provide the trainee with instructions as to type of expense records to maintain; vouchers to submit after TAD; and any other procedure that they must complete.

Forward DD 1610 to appropriate travel office, via approval channel, for processing. 

Advance Travel Funds

If advance payment is authorized, so state on the DD
1610. 

Reimbursement Claim

Upon completion of TAD, the trainee prepares and submits to the authorizing official, within 5 calendar days, a completed DD 1351-2/2C, "Travel Voucher or Subvoucher," (original and 5 copies) along with:








1.  Original of DD 1556, Copy 6.








2.  Original and 2 copies of the TAD 






orders.

3.  Expense receipts authorized for payment, including:








--Lodging expense receipts. 

--Daily itemized expenses paid (including meals).

4.  Copies of used and/or unused airline coupons and/or MAC transportation authorizations.








5.  Evidence of course completion. 

Submit a legibly signed duplicate DD 1556 Copy 6 to the activity's AAA (i.e., Billing Office identified in








Block 37 of DD 1556).

The activity's Disbursing Office will process payment
for all authorized and allowed expenses after review and approval of claim by the authorizing official.
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