231FW 5
Appendix 1
Page 1 of 13
| NSTRUCTI ONS FOR COVPLETI NG SF-182

Enpl oyee or supervisor fills out the appropriate version of
SF-182. There are two versions of SF-182, the 10-part and the 5-
part. (The 10-part version is used for training where costs are
incurred; the 5-part version is for internally conducted training
where no costs are incurred.)

tem A Personnel O fice: Conpl et e Agency, Code,
Agency Suppl ement, and Submtting O fice Nunber. Appropriate
codes are:

Servicing Per- Agency Agency Subm tting
sonnel Ofice Code Sub- el enent Ofice No.
Washi ngton, D.C. I'N 15 1735
Portl and, O egon I N 15 1529
Al buquer que, New Mexico I'N 15 1503
Twin Cities, Mnnesota I'N 15 1552
Atlanta, Ceorgia IN 15 1351
Bost on, Massachusetts I'N 15 1827
Denver, Col orado I'N 15 4213
Anchor age, Al aska I N 15 4247
Item B. Personnel O fice or Adm nistrative Staff: I nsert
training order nunber. (Optional)
Item C Request st atus. Mark (x) appropriate box. Using the
foll owi ng codes: 1. - initial, 2. - resubm ssion,
3. - correction, 4. - cancel | ati on.
Section A Training Informtion
Item 1. Applicant's nane. After filling in the applicant's ful

Nane (Last - first - mddle initial), enter the first
five characters of the last name in the shaded area
(e.g., OHara would be O HAR).

Item 2. Enter Social Security nunber (9 digits) in shaded area.

[tem 3. Enter year and nonth of birth (e.g., if your birth date
is June 11, 1965 enter 65/06).

Item 4. Hone address.
Item 5. Hone t el ephone nunber
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Item 6.

ltem 7.

Item 8.

Item 9.

Item 10.

Iltem 11.

Item 12.

Item 13.

Iltem 14.

Secti on B.
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Position | evel. Select only one of the follow ng:

a. Non- super vi sory. Any enpl oyee who has no
supervi sory or managerial responsibility, excluding
GS/ G 16 and above.

b. Supervisory. Basically, anyone who is responsible
for establishing and nonitoring production goals,
gi ving advi ce, counsel or instruction to individual
enpl oyees, and participating in selection, training
and eval uati ng enpl oyees. Excl ude GS/ Gw 16 and
above.

c. Manager. Basi cal |y, any enpl oyee whose primary
responsibility includes directing the work of an
organi zati on or specific program function or
activity, excluding GS/Gw 16 and above.

d. Executive. Al enpl oyees, SES nenbers, and
GS/ Gwt 16 and above.

Enter applicant’s organizational nmailing address (include
of fi ce/ bureau/ Departnment of the Interior).

Enter office FTS tel ephone nunber or office comrercial
nunber .

Nunmber of years and nonths of continuous civilian
servi ce.

Personnel office should conpl ete nunmber of non- Gover nnment
trai ning days for any |ong-term training.

Enter the applicant's position title or function.

Enter pay plan, series, and grade. Indication of step is
opt i onal

Career, Career Conditional, Tenporary, etc.

Educati onal | evel. Compl ete only if mandatory by
trai ni ng vendor.

Trai ning Course Data Item

15.

a. Enter nanme and nmiling address of training vendor.

b. Enter location of training site. (If sanme as 15a,
i ndi cate by marking (x) box.)
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Item 16.

Iltem 17.

ltem | 8.

Item 19.

Item 20.

Secti on
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Enter course title and a brief statenent of the training
obj ective (benefit to be derived by the Governnent) . Use
the bl ock marked "Agency Use Only" for additional space
if needed for justification of course objective or to
expl ain any special circunstances.

Ent er catal og/ course nunber if appropriate.

Enter the year, nonth, and day the course begins and ends
(e.g., a course starting June 15, 1993, and ending
Decenber 15, 1993, would be entered as 93/06/15 and

93/ 12/ 15).

Enter the total nunber of course hours (4 digits) and
show t he breakdown by the nunber of hours during duty and
non-duty (If total nunber of course hours is 15, enter
0015).

The supervi sor designates purpose of training code in
item 20a. The personnel office or adm nistrative staff
conpl etes the type, source, and special interest training
codes. (These codes are shown later in this Appendix.)

Estimated Costs and Billing Informtion

Item 21.

Item 22.

Item 23.

Enter the total anmpunt of direct costs to Governnent (4
digits) in dollars showi ng breakdown of tuition,

books/ material and other related costs. (If total cost
is $95, enter 0095.) Also, enter appropriate account
nunber . | f enployee will share sone of the expense,
indicate this in the block marked "Agency Use Only."

Enter the total nunber of indirect costs to Governnent (4
digits) in dollars show ng breakdown of travel, per diem
and other related costs. (If total cost is $250, enter
0250.) Al so, enter appropriate account nunber. |f

enpl oyee will share sone of the expense, indicate this in
the bl ock marked "Agency Use Only."

The submtting office should fill in the Docunment Control
Nunmber and the Purchase Order/Requisition Nunbers. The
Docunment Control Nunmber is required for OPMtraining
requests because of the OPAC billing system
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Item 24. 14-16-0006
For all interagency training enter 8-digit station synbol
14-16- 0006.

Item 25. Enter nane and nailing address of the originating office
for billing purposes. The Denver Finance Center address
must be shown on OPMrequests to correspond with the 8-
digit station synbol in Item 24.

Secti on Appr oval s

Item 26. To be conpleted by applicant's i medi ate and second-

and 27. line supervisors (if appropriate) before subm ssion of
formto the servicing personnel office, or training
facility.

Item 28. To be conpl eted by servicing personnel office, or blank
if adm nistrative staff is responsible for training
requests.

Secti on Appr oval / Concurrence

[tem 29. Approval by designated official. Thi s section nust be
signed. The Denver Finance Center will not pay indicated
training costs unless there is an approval signature in
this block. Always nmake sure that copies of the SF-182
sent to the Denver Finance Center are |legible, even if
you nust copy the first sheet of the training formas the
fi nance copy.

Section Certificate of Training Conpletion

Item 30. To be conpleted by servicing personnel office or

adm ni strative staff upon recei pt of the evaluation form
(copy 9 of the SF-182) which has been conpl eted both by
the trainee and hi s/ her supervisor. The Denver Fi nance
Center cannot nake paynment for the training unless Bl ocks
30a and b are conpl eted and signed.

Section G Enpl oyee's Agreenent to Continue in Service

(See back

Iltem 31.

of copy |I of 10-part of SF-182)

Thi s agreenent nust be signed by the nom nee for al
Government training that exceeds 80 hours and for which
the Governnment approves paynent of training costs prior to
t he commencenent of such training. Servicing

personnel office should enter period of obligated

servi ce.

05/31/94 FWM 140 EMPLOYEE DEVELOPMENT AND TRAINING

New



231FW 5
Appendix 1
Page 5 of 13

PRI NCl PAL PURPOSE OF TRAI NI NG CCDES

Pur pose

As a Result of
M ssion or Program
Change (Code 1).

As a Result of
New Technol ogy
(Code 2).

As a Result of New Work
(Code 3).

To | nprove
Per f or mance
(Code 4).

05/31/94 FWM 140
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Expl anati on of Purpose

To provide the know edge

skills needed as a result of m ssion,
policy, program or procedure change.

Thi s purpose is organizational
orientation, when training i s necessary
for a substantial nunber of enployees as
a result of a policy or program change.
The purpose of training is application of
a concept.

Exanpl e: Training for mne inspectors
after passage of the Coal M ne Health and
Safety Act of 1969.

To provide the know edge

or skills required to keep abreast of
devel opnent s in the enployee's
occupational field. The purpose is
equi pnent or process oriented.

Exanpl e: Trai ni ng provided an enpl oyee
in the use, maintenance or repair of new
and advanced el ectronic equi pnment; the
application of new technol ogy; or
advances in the “state-of-the-art.”

To provide the know edge

and skills needed as a result of

assi gnnent to new duties and
responsi bilities, when such training is
not a part of a planned career
devel opnent program Thi s purpose is
i ndi vi dual oriented--refers to the
novenment of an individual to a new career
or new job.

Exanpl e: Upward nmobility training for a
per sonnel generalist newy assigned as
the Upward Mobility Coordi nator

To provide the know edge present or

ski 11s needed to inprove or rmaintain
proficiency in the present job. Update
training such as refresher courses.

EMPLOYEE DEVELOPMENT AND TRAINING



To Meet
Future Staffing
Needs (Code 5).

To Devel op
Unavai | abl e
Skills (Code 6).

Trade or Craft
Apprenticeship
(Code 7).
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Exanpl e: Executi ve devel opnent,
manageri al, and supervisory semnm nars
refresher typing and tel ephone techni ques
for secretaries.

To provide the know edge

and skills needed to neet future
staffing needs through a planned career
devel opnent programin an occupati onal
speci alty, executive or manager i al
devel opnent program a managenent
internship or a training agreenent. This
pur pose includes training to neet future
staffing needs which is not a part of a
formal training program

Exanpl e: Training to nmeet future
staffing needs in trade and | abor
occupati ons except when provided as a
part of a formal apprenticeship program

To provi de the know edge

or skills needed for fields of work that
are unique to the Federal CGovernnent, or
to neet Governnent staffing needs in
occupations for which the | abor market
cannot produce a sufficient nunber of
trai ned candi dat es.

Exanpl e: Tr ai ni ng air

traffic controllers or taxpayers service
representatives and retraining engi neers
to fill mning engineering vacancies
because of an insufficient |abor market
suppl y.

To provide the classroom

or group portion of the fornal

training that, together with gui ded work
experience, permts the enployee to
acquire the know edge and skills needed
to meet the full requirenments for

j ourneyman status in an apprenticeship
program
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Oientation (Code 8). To provide orientation to the policies,
pur poses, m ssions, and functions
of the enploying agency or the Federa
Governnent for new enpl oyees.

Adul t Basic To provide the basic

Educati on (Code 9). know edge and skills needed to permt the
enpl oyee to function in the world of
wor K.
Exanpl es: Renedi al readi ng, basic

Engli sh grammar, GED certification.

TYPE OF TRAI NI NG CODES

I ndicates the principal subject matter and enphasis of the training
provi ded an enpl oyee. (This standard categorizes the subject
matter of the training given, not the position of the person
trained.)

CCDE EXECUTI VE AND MANAGEMENT

1000 Educati on or training in the concepts,
principals, and theories of such subject
matters as public policy formulation and
i npl enent ati on, managenent principles and
practi ces, quantitative approaches to
managenent, or managenent planni ng organi zi ng
and controlling.

1100 Management - (Broad field of planning,
directing and controlling people, funds
and prograns. Broad al | ocati on of

resources.)

1200 Executive - (Courses designed for high
| evel enpl oyees when the training is
broad, conceptual, policy devel opnent
type. Typi cal courses include Federal
Executive Institute, The
Br ooki ngs Institution.)

2000 SUPERVI SORY

Education or training in supervisory principles and
techni ques in such subjects as personnel policies
and practices (i ncluding equal enpl oynent
opportunity, nerit pronotion and | abor relations);
human behavi or and notivation; conmmunication
processes in supervision; work planning,

schedul i ng, and review, and performance eval uati on.
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2100

2200

2300

3000

3100

3200

3300

3400

3500

3600

3700

3800

3900

4000
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Supervi sory (excluding EEO and LMR).
Supervisory Training in EEQO

Supervi sory Training in Labor Managenent
Rel ati ons.

LEGAL, MEDI CAL, SCI ENTI FI C AND ENG NEERI NG

Education or training in the concepts, principles,
t heori es, or techni gues of such disciplines as |aw,
medi ci ne; the physical, biological, natural, social
or behavioral sciences; education; economn cs;
mat hemat i cs and statistics;
architecture; engineering;, or foreign affairs.
Legal - (including | aw enforcenent)
Physi cal Science
Engi neering and Architecture
Mat hemati cs and Statistics

Soci al Sciences (e.g., Sociology, Psychol ogy,
Economi cs)

Education (including training, instructing and
briefing)

Li brary Sciences
Li fe Sciences (including biological sciences)

O her | egal , medi cal , scientific, and
engi neering, not specifically included above.

ADM NI STRATI ON AND ANALYSI S

Education or training in the concepts, principles,
and theories of such fields as public or business
adm ni stration; personnel ; training; equal
enpl oynent opportunity; | ogi stics; supply;
procurenent; finance; systens anal ysis; policy,
program or managenment anal ysis; or planni ng.
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4200
4300
4400
4500
4600
4700

4800

Code

5000

5100

5200

5300

5400

6000
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Budget and Fi nance

Per sonnel

Equal Enpl oynent Opportunity

Saf ety Managenent

Organi zati on and Systens

Program Pol i cy Anal ysis and Pl anni ng

CGeneral Services and Contracting (includes
suppl vy, procur erment , property, records

managenent) .

O her Adm nistration and Anal ysi's, not
specifically included above.

SPECI ALTY AND TECHNI CAL

Training of a specialized or technical nature in

t he net hods and techni ques of such fields as

i nvestigation; security; police science;
transportation; air traffic control; conputer
progranm ng; | anguages; or nedical, legal, or

scientific support (technical) work.

Aut omatic Data Processing ("How to" courses in
ADP Systens Anal ysis, Managenent |nformation
Systens, Programmi ng, Conputer and Peri pheral

Equi prent Operati on and Mai nt enance).

I nstrunentati on (operation and mai nt enance of

| aboratory equi pnent).

O her specialized training not specifically

i ncl uded.

O her technical courses (including First Aid)

not specifically included above.
CLERI CAL

Training in clerical skills such as typing,

short hand, or conputer operation, letter witing,

filing, or tel ephone technique.
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6100

6200

7000

7100

7200

7300

7400

7500

8000

8100

8200

9000
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Clerical

Secretari al

TRADES AND CRAFTS

Training in the know edge and skills needed in such
fields as electrical or electronic equipnent

i nstal l ati on, maintenance or repair, tool and die
maki ng, wel ding, or carpentry.

Trades and Crafts (those normally devel oped
t hrough apprentice prograns).

Facilities and Services (mai nt enance or
bui | di ngs and grounds, materials handling).

El ectronics (operation and nai nt enance of
el ectric equi pnent excl udi ng ADP and
| abor at ory equi prent).

Machi ne operati on.

O her Tr ades and Crafts training not
specifically included above.

ORI ENTATI ON

Training of a general nature to provide an
under st andi ng of the organi zati on and m ssions of the
Federal Governnent or the enpl oying agency or a

broad overvi ew and understandi ng of matters of

public policy such as the policies relating to

equal enpl oynment opportunity.

Orientation (organi zational orientation of new
enpl oyees excluding functional or subject
matter orientation).

Saf ety Training.

ADULT BASI C EDUCATI ON

Education or training to provide basic conpetence
in such subjects as renedi al reading, gramar,
arithmetic, lipreading, or braille.
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9100

9200

9300

9400

Sour ce

Gover nment - Agency
Code |
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Comuni cati on (courses concer ned with
| anguage, comruni cati on skills, r eadi ng,

witing, speaking, speed reading, etc.).
Special Staff Programin support of Public
Pol i cy.

Special Skills for Handi capped Enpl oyees.

O her Adult Basic Education not specifically
i ncl uded above.

SOURCES OF TRAI NI NG CODES

Expl anati on of Source

Use when training is given by the
Departnent or bureau/offices by
I nterior enpl oyees.

Government - | nteragency Use when the training is given by

Code 2

Non- Gover nnent -
Desi gned for Agency
Code 3

Non- Gover nnent -
"Of the Shel f"
Code 4

State or
Local Gover nnent
Code 5
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Gover nment agency other than DO or an
i nteragency training activity.

Use when the training is devel oped and
gi ven expressly for DO and by an

i ndi vidual, conpany, educational
i nstitution, professional association,
Departnent.

Use when the trainee is enrolled in a
standard training or educational
experience of fered by a  conpany,
pr of essi onal associ ati on, educati ona

I nstitution, or other source, (e.g.,
uni versity courses; professional
synposi a; technical, busi ness, or
vocati onal school courses).

Use when the training is given by a
State or |ocal government agency or
activity. Note: Education or training
provided by State or |ocal educational
institutions is to be coded 3 or 4 as
appropri at e.
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SPECI AL | NTEREST CODES
CCODE DESCRI PTI ON
0 No special program
1 Executi ve Devel opnent
(SES Menbers and GS/ GVt 16
and above)
2 Supervi sory Training
3 Upward Mobility
4 Long- Term
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