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Summary. This regulation establishes policies and procedures for the management and conduct of
training for the United States Military Entrance Processing Command (USMEPCOM).

Applicability. This regulation applies to USMEPCOM military and civilian personnel at all levels.

Supplementation. Supplementation of this regulation and establishment of forms is prohibited without
prior approval from Headquarters, United States Military Entrance Processing Command (HQ
USMEPCOM), ATTN: MEHR-TR, 2834 Green Bay Road, North Chicago, IL 60064-3091.

Suggested improvements. The proponent agency of this regulation is HQ USMEPCOM, J-1 (Human
Resources), Training Division (J-1/MEHR-TR). Users are invited to send comments and suggested
improvements on Department of the Army (DA) Form 2028 (Recommended Changes to Publications and
Blank Forms), or by memorandum, to HQ USMEPCOM, ATTN: J-1/MEHR-TR, 2834 Green Bay Road,
North Chicago, IL 60064-3091.

Internal Control process. This regulation contains internal control provisions and identifies key Internal
Controls that must be evaluated. The internal control evaluation checklist is Appendix B.

*This regulation supersedes USMEPCOM Regulation 350-1, 16 January 2006.
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Chapter 1
Introduction

Section |
Overview

1-1. Purpose

This regulation provides policies, procedures, and responsibilities for implementing the Command’s
Training Program. The Command’s Training Program consists of mission training, personal, and
professional development for military and civilian personnel assigned to the United States Military
Entrance Processing Command (USMEPCOM).

1-2. References
References are linked throughout this regulation and listed in Appendix A.

1-3. Abbreviations and terms
Abbreviations and terms used in this regulation are explained in Appendix D, Glossary.

1-4. Responsibilities

a. The Commander, Headquarters, United States Military Entrance Processing Command (HQ
USMEPCOM) will publish the command’s training regulations, policy, and the annual Training
Guidance.

b. The Director, J-1/Human Resources Directorate (J-1/MEHR), HQ USMEPCOM will:

(1) Oversee the Command Training Program.

(2) Develop command training guidance in accordance with (IAW) the command’s mission and
strategic vision.

(3) Conduct training needs assessments.

(4) Review, approve, and track all training requests submitted via the Standard Form (SF) 182,
Authorization, Agreement and Certification of Training.

(5) Update and publish the Training Standardization Job Task Sheets (TSJTS) on SPEAR
(Sharing Policy Experience and Resources).

(6) Coordinate the USMEPCOM Distributed Learning (DL) Program.

(7) Be designated as the Administrative Point of Contact (POC) for HQ USMEPCOM regarding
all command-sponsored events.

(8) Schedule and coordinate the USMEPCOM Quarterly Training Day.

(9) Compile and submit Civilian Education System (CES) completion reports to the Office of the
Secretary of the Army (OSA) as required and directed.

(10) Coordinate the Army Civilian Training, Education and Development System (ACTEDS)
Programs for USMEPCOM.


https://www.opm.gov/forms/pdf_fill/sf182.pdf
https://www.opm.gov/forms/pdf_fill/sf182.pdf
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Training%20Standardization%20Tasks/Home.aspx
https://spear/SitePages/Home.aspx
http://cpol.army.mil/library/train/acteds/
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c. The Director, J-3/Operations Directorate (J-3/MEOP), HQ USMEPCOM will schedule a
USMEPCOM training day each quarter in coordination with the recruiting services and J-1/MEHR-TR.

d. HQ USMEPCOM, Directorates, and Special Staff Offices will:

(1) Coordinate and update all training requirements 1AW directives, regulations, and policies
applicable to the perspective directorate through USMEPCOM J-1/MEHR-TR prior to publishing.

(2) Record and report all completed training through the Army Learning Management System
(ALMS).

(3) Schedule, coordinate, and execute all command-sponsored training events in coordination
with J-1/MEHR-TR.

(4) Support ACTEDS Programs.

(5) Compile and submit CES completion reports to J-1/MEHR Programs Division as required
and directed.

e. Sector Commanders will:
(1) Monitor mission related training.

(2) Review the Battalions” USMEPCOM Form (UMF) 350-1-5-E, Annual Training Plan to
ensure compliance with the Commander’s Annual Training Guidance.

(3) Review the Battalions® UMFE 350-1-1-E, Unit Training Schedule quarterly to ensure
mandatory training compliance.

(4) Submit a consolidated report of completed mandatory training to J-1/MEHR-TR upon
request.

(5) Support the Professional Military Education (PME) program and professional development
requirements IAW applicable service requirements.

(6) Support ACTEDS Programs.

(7) Compile and submit CES completion reports to J-1/MEHR Programs Division as required
and directed.

(8) Designate an Administrative POC for Sector command-sponsored events.
f. Battalion Commanders will:
(1) Implement mission-related training.

(2) Support the PME program and professional development requirements 1AW applicable
service requirements.

(3) Review the MEPS’ UMF 350-1-5-E, Annual Training Plan to ensure compliance with the
USMEPCOM and Sector Commander’s Annual Training Guidance.

2



https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-5-E,%20Annual%20Training%20Plan.xfdl
https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-1-E,%20Unit%20Training%20Schedule.xfdl
https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-5-E,%20Annual%20Training%20Plan.xfdl
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(4) Review the MEPS’ UMF 350-1-1-E, Unit Training Schedule quarterly to ensure mandatory
training compliance.

(5) Submit a consolidated quarterly report of completed mandatory training to the Sector.
g. MEPS Commanders will:

(1) Implement and conduct a MEPS training program.

(2) Develop, publish, and sign annual MEPS training guidance on UMF 350-1-5-E, Annual
Training Plan to ensure compliance with the USMEPCOM and Sector Commander’s Annual Training
Guidance.

(3) Develop, publish, and sign MEPS quarterly training schedules on UMF 350-1-1-E, Unit
Training Schedule in accordance with USMEPCOM and Sector Commander’s Annual Training
Guidance.

(4) Submit a consolidated quarterly report of completed mandatory training to Battalions.

(5) Support the PME program and professional development requirements IAW applicable
service requirements.

(6) Ensure all personnel are properly trained to meet position requirements, have the opportunity
to participate in professional development training, and complete all required training as per the training
matrices posted on SPEAR.

(7) Appoint Army Learning Management System (ALMS) primary and alternate Training
Coordinators, in writing, as an additional duty.

(8) Appoint ALMS primary and alternate Instructor Managers, in writing, as an additional duty.
h. ALMS Training Coordinators will:

(1) Verify training is completed and documented in the ALMS.

(2) Generate course (web-based training) completion reports as necessary.

(3) Update individual and group ALMS documentation as required.
i. ALMS Instruction Managers will:

(1) Add learners to an instructor led training (ILT) offering.

(2) Mark learners in/not in attendance.

(3) Mark learners successful or unsuccessful.

(4) Mark events complete.

(5) Generate instructor led training (ILT) offering completion reports as necessary.


https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-1-E,%20Unit%20Training%20Schedule.xfdl
https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-5-E,%20Annual%20Training%20Plan.xfdl
https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-5-E,%20Annual%20Training%20Plan.xfdl
https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-1-E,%20Unit%20Training%20Schedule.xfdl
https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-1-E,%20Unit%20Training%20Schedule.xfdl
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Annual%20Training%20Page/Home.aspx
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Annual%20Training%20Page/Home.aspx
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j.  Supervisors will:
(1) Be responsible for the day-to-day training of their assigned personnel.

(2) Manage direct reports’ (A direct report refers to the employee that reports to a supervisor)
training utilizing the ALMS “My Team” function.

(3) Utilize current Training Standardization Job Task Sheets (TSJTS) in the initial training of
personnel.

(4) Utilize the Army Career Tracker (ACT) Individual Development Plan (IDP) to monitor
progress and provide developmental opportunities. The automated IDP tool is located on the ACT
website at https://actnow.army.mil/. Note: Employees of Non-Army supervisors must request an ACT
account for their supervisors as a Non-Army leader when selecting the supervisors in ACT.

(5) Discuss professional career goals and developmental training needs with new employees and
assist in the completion of an IDP within 60 days of initial employment if developmental activities, or
developing the new employee’s annual career training plan are required.

(6) Discuss professional career goals and developmental training needs with employees and
assist in the completion of an employee’s IDP within 30 days of their annual evaluation, if developing an
employee’s annual career training plan or a Performance Improvement Plan (PIP).

(7) Review, approve, sign, and maintain employee’s IDP within 30 days of the beginning of the
employee’s annual evaluation period, within 60 days of initial employment for new employees, and semi-
annually or as required for updating.

(8) Encourage employees to utilize no cost or centrally funded courses whenever available
through resources such as the Army e-Learning, CES, Defense Acquisition University (DAU), and
ACTEDS.

(9) Ensure employees actively seek self-development and job performance improvement in line
with organizational goals and the appropriate Career Program (CP).

(10) Be responsible for completing all Supervisor Required Training as per the training matrices
posted on SPEAR.

(11) Be responsible for completing all required training as per the training matrices posted on
SPEAR.

k. Military members will:

(1) Be responsible for their PME and career development, and for completing the training and
testing requirements of their respective military service.

(2) Utilize no cost courses whenever available through resources such as the Army e-Learning
and DAU, or service-specific training websites.

(3) Ensure Military Occupational Series (MOS), service specific codes, and rating qualifications
are maintained.


https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Training%20Standardization%20Tasks/Home.aspx
https://actnow.army.mil/login/login.fcc?TYPE=33554433&REALMOID=06-4cac1f70-4caa-1008-bac0-8333a0560000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-D4djMD3h68VLIC1TMnlI%2b9rw4NjIN9unApRt6QXGBAFhdVxVxANoRaWR3yBxg4Ei&TARGET=-SM-http://actnow.army.mil/
https://actnow.army.mil/
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Quarterly%20Training%20Guidance/Supervisor%20Mandatory%20Training%20Requirements.pdf
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Annual%20Training%20Page/Home.aspx
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Annual%20Training%20Page/Home.aspx
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(4) Be responsible for completing all required training as per the training matrices posted on
SPEAR. When applicable, this includes New Employee Training.

I.  Civilian employees will:
(1) Take partin all directed training events.
(2) Review and update all completed training in the DCPDS (Defense Civilian Personnel Data

System). The DCPDS website allows DoD employees to update and enter completed training and to
review and/or update personal training records in DCPDS.

(3) Utilize the automated IDP tool located on the ACT website at https://actnow.army.mil/. If
developing and maintaining an IDP, elect their immediate supervisors under “My supervisors” to view
their IDP on the ACT website.

(4) Discuss professional career goals and developmental training needs with their supervisors and
complete an IDP within 30 days of their annual evaluation, if developing an annual career training plan.

(5) Discuss professional career goals and developmental training needs with their new
supervisors and complete an IDP within 60 days of initial employment, if development activities are
required or developing their annual career training plan.

(6) Utilize no cost or centrally funded courses whenever available through resources such as
Army e-Learning, CES, DAU, and ACTEDS.

(7) Actively seek self-development and job performance improvement in line with organizational
goals, the appropriate CP, and the CES.

(8) Make every effort to adhere to the IDP for acquiring and enhancing their job skills. The IDP
can only be updated by the employee while in draft form. Once submitted and approved, no adjustments
can be made and a new IDP must be generated with changes or updates. However, while in draft form,
the IDP can be modified as necessary to accommodate changes, e.g., adding new competencies, changes
to proposed developmental activities, new work assignments, or other unplanned events that impact target
completion dates. While the employee and supervisor are responsible for the development of an IDP, and
it is a process that involves continuous two-way communication between the employee and supervisor,
the primary accountability and responsibility for the employee’s career development lies with the
employee. Please contact the IDP program manager for further guidance.

(9) Be responsible for completing all required training as per the training matrices posted on
SPEAR. When applicable, this includes New Employee Training.



https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Annual%20Training%20Page/Home.aspx
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Quarterly%20Training%20Guidance/New%20Employee%20Training%20Requirements.pdf
https://compo.dcpds.cpms.osd.mil/
https://actnow.army.mil/
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Annual%20Training%20Page/Home.aspx
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Quarterly%20Training%20Guidance/New%20Employee%20Training%20Requirements.pdf
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Chapter 2
Training Planning Process

2-1. Training Strategies

a. The USMEPCOM Strategic Plan establishes the organization’s long range, short range, and near
term command goals.

b. USMEPCOM recognizes that supervisor and employee knowledge, skills, and abilities (KSA)
must be linked to the achievement of organizational goals. The training, education, and development
program serves to improve workforce performance. Training, education, and development dollars should
be spent to meet the highest priority needs in the organization, those that relate closest to fulfilling
USMEPCOM’s mission and strategic goals.

2-2. Training Guidance

a. The Commander’s Annual Training Guidance is based upon the Command’s Strategic Plan and
will be published prior to the beginning of the fiscal year.

b. Sector, Battalion, and MEPS Commanders will utilize the Commander’s Annual Training
Guidance when developing their Annual Training Plan. Annual Training Plans will directly address the
Commander’s Training Guidance and USMEPCOM mission orientation.

2-3. Annual Training Plans

a. Commanders will sign and publish their Annual Training Plan using UMF 350-1-5-E, Annual
Training Plan.

b. Annual Training Plans shall include:
(1) Mission Training:
(a) Training that is critical in order to perform one’s job at an acceptable standard.

(b) Accomplished by the completion of position/billet specific Training Standardization Job
Task Sheets and On the Job Training.

1. Users can view and print the TSJTS as needed.

2. On the Job Training is a method of delivering training and a process Commanders
and supervisors use to train personnel, improve individual skills and knowledge, and cross-train
individuals.

(c) Isrecorded in the ALMS.
(2) Mandatory Training:

(a) Consists of general training requirements essential to individual or unit readiness. This
training is common to all military members and Department of the Army Civilians (DAC) (unless
otherwise noted), and will be incorporated into USMEPCOM and institutional training programs as
specified by the government agencies, Department of Defense (DoD), and Headquarters Department of

6


https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-5-E,%20Annual%20Training%20Plan.xfdl
https://spear/Headquarters/J-1%20MEHR/MissionSup/USMEPCOM%20Regulations%20and%20Forms%20Library/UMR%20350-1,%20Command%20Training%20Program/UMF%20350-1-5-E,%20Annual%20Training%20Plan.xfdl
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Training%20Standardization%20Tasks/Home.aspx
https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Training%20Standardization%20Tasks/Home.aspx
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the Army (HQDA) G-3/5/7. USMEPCOM Mandatory Training requirements are posted on SPEAR at
Headquarters/J-1/MEHR/Training Development Division/Annual Training/All Personnel Mandatory
Training.

(b) Is recorded in the ALMS.
(3) Sustainment Training:
(&) Any training used to improve current skills and to ensure continued expertise.
(b) Accomplished through ongoing training, remedial training, and refresher training.

1. Ongoing Training. Each section in the MEPS will conduct and document at least one
hour of training per week. Training will address one or more of the specific tasks performed by each
section of the MEPS.

2. Remedial Training. Remedial training is targeted to correct deficiencies identified by
the USMEPCOM Commander’s Inspection Program or by Inspector General (IG) and Staff Assistance
Visit (SAV) findings or any other means by which the Commander deems an area as weak.

3. Refresher Training. Refresher training helps individuals maintain proficiency for
successful duty performance. Refresher training also provides training when new procedures are
introduced.

(c) Isrecorded in the ALMS.
(4) Cross Training:

(a) Used to provide work experience in other areas within the organization to compliment
continued mission readiness.

(b) Will be conducted locally and at no cost to the government, utilizing available training
resources.

(c) Isrecorded in the ALMS.
(5) Leadership and professional development training:

(@) Military Personnel. Schedule Professional Development training at least quarterly.
Featured topics should foster a unit environment that enhances continued leader development and
encourages self-development as part of a life-long learning process.

(b) Civilian Personnel.  Civilian personnel will receive professional development and
leadership training, as identified on their IDPs, through the CES.

(6) Quarterly Training Days. Published by J-3/Operations Directorate (J-3/MEOP) on an annual
basis and are mandatory for all personnel. No one is excused from training without prior approval from
the Chief of Staff for headquarters personnel, or Sector Commander/Deputy Commander for MEPS
personnel.


https://spear/Headquarters/J-1%20MEHR/TrainDevDiv/Annual%20Training%20Page/Home.aspx
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(7) Service-Specific Directed Training. Commanders will ensure Service requirements are met
in accordance with applicable Service regulations when developing their Annual Training Plan in
accordance with current policy and regulations.

2-4. Additional Training Considerations for the MEPS

a. Crosswalks. Crosswalks provide job training to improve performance and allow information
sharing between MEPS. It also provides newly assigned personnel the opportunity to train with a more
experienced employee in other MEPS. Crosswalks may require temporary duty (TDY). Crosswalks will
be no longer than 2 days with an overnight stay and be within the same Battalion.

Note: Chief Medical Officers may have up to three days and two overnights for crosswalks.

b. Supervisory training. Military and civilian personnel who perform in a supervisory role of any
civilian employees will complete the Supervisor Development Course (SDC) within 90 days of
assignment and every three years thereafter. Further, every civilian is required to complete the
commensurate Civilian Education System Course in accordance with the civilian’s grade.

c. Familiarization Training with a Service Recruiter:

(1) Familiarization Training with a Service Recruiter will provide MEPS service members a
basic working knowledge of the mission of Recruiting Service partners starting with initial contact of an
applicant, through projecting the applicant for MEPS processing. MEPS service members shall only
observe and will not get involved with the selling process or provide anecdotal comments to the recruiter
or applicant.

(2) All newly assigned Military Entrance Processing Station military personnel will spend 1 day
of familiarization training with a Service recruiter. This must occur within the first 90 days of assignment
to the MEPS. With the approval of the MEPS Commander, civilian employees, to include Chief Medical
Officers (CMOs), are encouraged, (but not required), to participate in this program.

(3) The MEPS Commander, in coordination with the local Inter-Service Recruitment Committee
(IRC), shall determine which recruiting office location each MEPS personnel will visit, with the
understanding that it must be within commuting distance of the MEPS or the service member’s residence
(whichever is closer).

(4) Except for the MEPS Commander, Operations Officer, and Senior Enlisted Advisor (SEA),
MEPS service members shall accomplish their familiarization training with a recruiter from the same
service, e.g., Air Force to Air Force etc. Commanders, SEAs, and Operations Officers shall accomplish
their familiarization training with a counterpart of another service. Additionally, the MEPS Commander,
Operations Officer, and SEA shall visit the IRC Headquarters of their counterparts that are within 300
miles of the MEPS to review their marketing mission and advertising strategies.

(5) The Sector shall fund all Commander, SEA, and Operations Officer TDY from the MEPS to
the IRC Headquarters as appropriate to accomplish this training.

(6) A MEPS service member with prior recruiting experience is exempt from this familiarization
training requirement. Recruiting experience is defined as duty with a recruiting district, Battalion, or a
subordinate command, and not as a member of one of the major recruiting headquarters staffs.
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2-5. Training Prioritization

a. Commanders will compile and maintain a comprehensive training prioritization list that is based
on the following:

(1) Priority 1 (Mandatory): Training that is specifically directed by the DoD, HQDA,
USMEPCOM, and service specific. Training must be completed within a specified time period.

(2) Priority 1l (Essential): Training designed to directly improve the performance and efficiency
of the workforce, and is aligned to meet the goals of the organizational mission.

(3) Priority 111 (Recommended): Training that builds the organization as a team and develops
supervisors’ and employees’ personal growth.

2-6. Professional Military Education (PME)

a. Personal and professional development for military members includes the required PME courses
listed in this regulation and in applicable service directives.

b. Military personnel are required to participate in their service PME programs. Supervisors will
allocate time during the duty day to allow military personnel to complete correspondence courses, prepare
for and complete required service qualification and promotion testing. Personnel selected to attend
resident PME program courses will not be denied attendance because of operational commitments:

c. Unless specifically directed otherwise by their parent service, military personnel will complete
required skill qualification training.

d. Military members scheduled for a resident PME course who refuse to attend will be handled in
accordance with Service directives.

e. Requests for cancellation of a school quota or submission of an alternate candidate will normally
not be favorably considered if the request is made fewer than 20 days prior to the class starting date,
except for the following circumstances:

(1) Serious illness or injury of primary candidate or member of his or her family
(2) Permanent Change of Station (PCS) or discharge of candidate

(3) Candidate pending administrative or legal action

(4) Pregnancy

(5) Failure of the physical fitness test, and/or body composition standards

(6) Medical profile

f.  Military members are encouraged to participate in their service-sponsored correspondence
programs.
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2-7. Quota Allocation and Management

a. Each service manages a separate quota allocation system. However, all services limit the number
of allocations for PME courses. Commanders, SEAs, training coordinators, and supervisors will ensure
that the assigned allocations are used and that personnel receive notification of class dates and attend
scheduled courses.

b. Senior Enlisted Advisors will verify that all enlisted military personnel meet all service-specific
requirements, to include body composition requirements, 30 days prior to the starting date of the school
or course, or as required by service directives. Note: For enlisted Army personnel, the SEA will sign the
Soldier’s DA Form 705, Army Physical Fitness Test Scorecard and DA Form 5500, Body Fat Content
Worksheet (Male) or DA Form 5501, Body Fat Content Worksheet (Female), where necessary, and
forward a copy to the Sector SEA before the Soldier reports to the school. The Commander will sign the
DA Form 5500/5501 of officers attending school.

2-8. Civilian Training

a. The USMEPCOM Commander will appoint Career Program Managers. Each Career Program
Manager maintains overall responsibility for providing advice and assistance on Command-wide training
opportunities within his or her functional area. A listing of appointed CP Managers can be found at
USMEPCOM Career Program (CP) Roster.

b. Army civilian development is a continuous process that is accomplished through a blend of work
assignments, formal training, and self-development opportunities. The Civilian Education System is:

(1) A progressive, sequential leader development training and educational program for Army
civilians at all levels.

(2) A series of course instruction provided through blended learning, distributed learning, and
resident instruction.

(3) Targeted towards specific civilian grades for CES course attendance, but priority for
attendance to the resident courses is given to supervisors, managers, and team leaders per AR 350-1
Army Training and Leader Development.

(4) Required for civilians to attend based on the CES course targeted for their current grade or
credit received for an equivalent military or civilian leader development course. Equivalent courses are
listed on the Civilian Human Resource Training Application System CHRTAS for CES course credit.
Civilians may not enroll in a course that is higher than their current grade, although they may enroll in a
course that is targeted for a lower grade.

(5) Auto-determined through CHRTAS for CES equivalent course completion, based on
completion of specific TRADOC approved PME courses or previous versions of Civilian Leader
Development courses. In order to be considered for meeting the CES target course requirement, it is the
employees’ responsibility to maintain the accuracy of course completion recorded in their Army Training
Requirements and Resource System (ATRRS) training history.

(6) Per ALARACT 121 2012 Civilian Education System (CES) Policy Change, CES courses and
grade targets are:
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http://www.apd.army.mil/pub/eforms/pureedge/a705.xfdl
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(a) Foundation Course (FC) GS 01-15: Required for all Army Civilian employees hired after
30 September 2006. The FC must be completed before the employee is eligible to apply for their target
CES course.

(b) Basic Course (BC) GS 01-09

(c) Intermediate Course (IC) GS 10-12

(d) Advanced Course (AC) GS 13-15

(e) Continuing Education (CESL) GS 14-15

c. The IDP benefits the organization by aligning employee training and development efforts with its
mission, goals, and objectives. When using an IDP, supervisors acquire a better understanding of their
employees’ professional goals, strengths, and developmental training needs resulting in a more realistic
employee and developmental plan. Employees take personal responsibility and accountability for their
career development, acquiring or enhancing the required skills. The benefits of an IDP are:

(1) Providing an administrative mechanism for identifying and tracking development needs and
plans.

(2) Assisting in planning for the agency’s training and development requirements.
(3) Aligning employee training and development efforts with its mission, goals, and objectives.

d. The IDP is defined as a written plan of career objectives, competencies, courses, strategies, and
developmental activities. The IDP is a tool to facilitate a civilian employee’s career and personal training
plan. Its primary purpose is to assist civilian employees in executing and reaching short and long-term
career goals, as well as improving current job performance. An IDP is not a performance evaluation tool
or a one-time activity.

e. The IDP should be looked at as a partnership between the employee and the supervisor. The IDP
process requires communication and interaction between the supervisor and employee. The five phases
of an IDP are:

(1) Pre-Planning — supervisor and employee prepare independently for meeting.

(2) Employee/Supervisor Meeting - discuss employee strengths, areas for improvement, interests,
goals, organizational requirements, and identify performance priorities to develop the IDP.

(3) Preparing the IDP - employee, in consultation with supervisor, completes the plan for
individual development by setting short-term and long-term goals, exploring options, selecting activities
that best meet the educational/training goals and the organization’s objectives, and requesting career
broadening/job rotational assignments/mentoring opportunities between components.

(4) Implementing the Plan - employee pursues training and development identified in the plan
and the supervisor monitors the progression and accomplishments of the listed training goals.

(5) Evaluating the Outcomes - supervisor and employee evaluate the usefulness of training and
developmental experiences at least semi-annually.
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f. USMEPCOM DAC employees will prepare and maintain an IDP when there is a requirement to:

(1) Identify and assess future professional career goals and developmental training needs in
required competency areas.

(2) Structure learning experiences to link to organizational needs, goals, and job requirements.

(3) Establish an agreed-upon set of learning objectives and developmental activities as a part of a
formal career development program or a Performance Improvement Plan (PIP).

(4) Request training in conjunction with a Standard Form (SF) 182.

2-9. Training Documentation
a. Annual Training Plan:

(1) Commanders will prepare their Annual Training Plan on UMF 350-1-5-E, Annual Training

Plan.

(2) Commanders will use the Annual Training Plan to schedule training activities and forecast
essential resources and facilities.

(3) The Annual Training Plan is a fluid document subject to change based on command directive.

(4) The Annual Training Plan will reflect mandatory training requirements as posted on SPEAR
Mandatory Training.

b. Quarterly Training Schedule:

(1) USMEPCOM will use UMF 350-1-1-E, Unit Training Schedule to publish unit quarterly
training.

(2) Commanders will ensure the Quarterly Training Schedule accurately reflects the objectives of
the Annual Training Plan and is prepared and published 90 days prior to the training quarter.

(3) Post quarterly training schedules to official bulletin boards at least 4 weeks prior to training.

c. The ALMS is the primary source to manage, document, distribute, and report all training
conducted in USMEPCOM.

2-10. Training Standardization Job Task Sheets

a. The TSJTS will serve as a guideline for training employees, supervisors, new Commanders, and
new SEAs. Additionally, this resource can be used as a ready reference training tool for applicable
regulations and performance expectations. The proponent will review and update the TSJTS semi-
annually in accordance with process, policy, or regulation changes.

b. Supervisors will observe and evaluate their employees performing these tasks within 90 days of
initial hire or modification of the TSJTS.
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(1) TSITS will be used by MEPS employees for:
(a) New Employees Orientation
(b) Basic job task requirements
(c) Regulatory resources
(d) Reference
(2) TSJITS will be used by supervisors for:
(a) Review of employee job tasks
(b) Employee remediation
(c) Cross training
(d) Regulatory resources
(e) Reference
(3) TSJITS will be used by Commanders and SEAs for:
(a) Cross walk orientation
(b) Process of employee job tasks
(c) Regulatory resources
(d) Reference
2-11. Tracking Training
Headquarters, USMEPCOM uses the ALMS to track the registration and completion of training of its
military and civilian employees. The MEPS may be tasked to provide completion statistics to higher
headquarters. This will be accomplished when the MEPS feeds its report to the Battalion. The Battalion
will consolidate a report of all subordinate MEPS, and feed the report to its respective sector. The sector,

in turn, will consolidate the Battalion reports and feed to the requesting HQ proponent. For example,
Ethics training completion statistics will be sent to the Staff Judge Advocate (SJA).
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Chapter 3
Funding Guidance

3-1. Utilization of Funds

a. Commanders will exercise discretion when approving allocation of training funds. All funding
will be disbursed in accordance with the appropriate service direction.

b. Distributed learning methods will be employed to the optimum capability in order to conserve
training dollars. Methods of distributed learning include, but are not exclusive to, the ALMS, Defense
Connect Online (DCO), and Army e-Learning. The ALMS is the USMEPCOM preferred vehicle for
hosting computer-based distributed learning.

3-2. Command-Sponsored Events

a. A command-sponsored event is all-inclusive, and is defined as (a) meeting, retreat, seminar,
symposium, or event that involves attendee travel. The term command-sponsored event may also apply
to training events that are considered to be “conferences” under 5 CFR 410.404. The approval authority
designated in current guidance is also the determining authority for requested events.

b. USMEPCOM must remain prudent stewards of government resources. The command must
carefully weigh all factors to ensure only those expenses essential to mission requirements and success
are considered for approval. The ultimate goal is to reduce travel costs and eliminate redundancy of effort
while ensuring a standardized approach is used in exploring and utilizing all alternative means and
methods available to communicate throughout the command.  Any individual responsible for the
planning, execution, or approval of a Command-Sponsored Event must be familiar with the current
appropriate references, policies, and regulations to ensure the collective intent and requirements are being
adhered to. In addition, Defense Travel System (DTS) authorizing officials should familiarize themselves
with the most current policies on travel prior to authorizing travel to attend a Command-Sponsored Event.

c. HQ USMEPCOM, Eastern Sector, and Western Sector have designated an Administrative POC
responsible for coordinating all request packages within their areas of responsibility. J-1/MEHR-TR
Chief of Training is designated as the Administrative POC for HQ USMEPCOM. The Operations Officer
for Eastern and Western Sector is designated as the Administrative POC for Sector.

d. The following three-step process will be used by all POCs when requesting a command-
sponsored event:

(1) Step 1: Meeting with Administrative POC: Proponents will meet with the Administrative
POC to discuss the concept of the event. During this initial meeting, all applicable policy and regulatory
guidance will be discussed along with providing and explaining all documents that need to be completed.
The POC will detail timeframes the proponent will need to meet to ensure all documents are forwarded to
comply with current routing guidance. If there is any uncertainty as to compliance with policy or
regulatory guidance, the proponent will consult with the SJA, HQ USMEPCOM to mitigate any issues
prior to sending the request forward.

(2) Step 2. Routing a request package:

(@) The proponent will forward the request package to the Administrative POC. The POC
will review the package for compliance with current guidance and completeness. The POC will be
responsible for routing the request package through the chain of command, coordinated through the SJA,
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to the Commander, USMEPCOM. The final disposition of all requests is with the Commander,
USMEPCOM.

(b) Any request package that involves training as a justification will be coordinated through
J-1/MEHR-TR prior to routing to the office of the SJA. J-1/MEHR-TR will review and endorse the
request package detailing if the proposed training will accomplish the intended results defined by the
stated objectives, whether the training is being conducted using the most cost effective and appropriate
delivery method available, and whether alternative delivery methods have been reviewed and eliminated.

(c) The SJA will review all submitted documents and comments for compliance with all
applicable laws, regulations, and policies. The SJA will prepare a comprehensive legal opinion regarding
the proposed event, detailing in writing any areas of concern, and return the request package to the
Administrative POC for continued routing to the Commander, USMEPCOM for disposition.

(3) Step 3. Disposition of request package:

(@) A package recommended for approval by the Commander will be forwarded to the
USMEPCOM Liaison Officer by the Administrative POC. A Package requiring correction or
disapproved by the Commander will be returned to the Administrative POC for appropriate action.

(b) The Administrative POC will retain a copy of the request package per current disposition
instructions.

e. Additional Information:

(1) Execution of an approved command-sponsored event: The proponent is responsible for the
overall execution of the event. The Administrative POC will perform in an advisory role, as needed,
throughout the event.

(2) Post-execution of the command-sponsored event: The proponent is responsible for
administering and executing all post-event requirements, including soliciting feedback from each event.
The Administrative POC will assist with creating critiques/evaluations as needed. The proponent will set
up procedures that ensure travel vouchers are submitted, reviewed for accuracy, and processed within the
prescribed DTS timeline.

(3) The proponent is responsible for completing an after action report (AAR), (which includes
copies of the post-event critiques/evaluations) and forwarding a copy to the Administrative POC within
10 working days following the conclusion of the event. The Administrative POC will be responsible for
reviewing and maintaining the AAR for a period of 3 calendar years.

3-3. Professional Military Education (PME)

a. Army. Military Training Specific Allotment (MTSA) funds support attendance at the Officer
Advanced Course; Senior Leader Course (SLC), formerly Advanced Noncommissioned Officer’s Course
(ANCOC); Advanced Leader Course (ALC), formerly Basic Noncommissioned Officer Course
(BNCOC); and the Warrior Leader Course (WLC), formerly Professional Leadership Development
Course (PLDC). MTSA funding may also be used to support attendance to courses that will benefit
USMEPCOM while the Soldier is assigned, such as the Master Resilience Course (MRT), and the
Manpower and Force Management course.
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b. Navy. Navy personnel attending the required Leadership Training Continuum (LTC) Course will
receive administrative support and funding from the local Naval Recruiting District (NRD). MEPS
Commanders will coordinate budget projections with the NRD Commander. The MEPS SEA will
regularly contact the NRD to coordinate scheduling for required Navy courses.

c. Air Force. The Air Force will fund airmen attending all Air Force PME courses. The servicing
Air Force Installation (Military Personnel Flight (MPF) or Education Office) will provide the training
allocation notice and the J-1/MEHR-MSM Air Force Liaison will coordinate funding with the servicing
Major Command.

d. Marine Corps. The Marine Corps will fund Marine Corps members attending Noncommissioned
Officer (NCO) and Staff Noncommissioned Officer (SNCO) courses. The supporting Inspector-Instructor
staff (I-1 staff) has appropriation data for these courses.

e. Coast Guard. The Coast Guard will fund required PME programs for Coast Guard personnel.

Note: The Joint Federal Travel Regulation, Volume 1, (JFTR, Vol 1) governs official travel for
uniformed service members.

3-4. Authorized Uses for MTSA Funds

a. MTSA funds are budgeted for attendance at professional development training for Army
personnel assigned to USMEPCOM.

b. Funds are authorized for use for the following:
(1) Intermediate Level Education (ILE), ALC, SLC, WLC.
(2) Master Resilience Trainer (MRT), Drill Sergeant School, Supply and Legal courses.

(3) Human Resources Command (HRC) directed schools when military member leaves
USMEPCOM on a PCS.

(4) Other courses approved by HQDA, HRC, HQ USMEPCOM, J-1/MEHR-MSM.

3-5. Requesting MTSA Funds
MTSA funds are managed by HQ USMEPCOM, J-8/MERM-BDC. MEPS requiring MTSA funding,
including TDY in conjunction with PCS for Army personnel, will follow the procedures below:

a. If Army personnel are traveling TDY and are to return to their duty location, TDY orders will be
submitted through the DTS, notifying MEPS Commercial Travel Office (CTO), Sector, J-1/MEHR-MSM
ATRRS Program Manager, and J-8/MERM-BDF that the orders are in DTS for approval.

b. If Army personnel are traveling TDY in conjunction with PCS the DD Form 1610, Request and
Authorization for TDY Travel of DoD Personnel will be completed by J-1/MEHR-MSM upon receipt of
assignment instructions indicating travel is required. J-8/MERM-BDF will email a completed DD Form
1610 back to the MEPS.
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3-6. Civilian Professional Development

a. Funding will be approved for the professional development of USMEPCOM civilian employees
provided the requested training aligns with the USMEPCOM Strategic Plan, Career Program objectives,
or the local organizational mission.

b. The following sources provide funding for civilian employees:

(1) DA, G-1 Central Funding. These funds will be used for attendance at approved CES
residence courses. Eligible employees will receive funding upon approval of a course reservation and
submission of SF 182.

(2) ACTEDS/Career Program Funding. Employees can attend courses, symposiums, and
seminars aligned with their appropriate Career Program. Employees request funding through their
USMEPCOM Activity Career Program Manager (ACPM) using SF 182. Funding must be approved prior
to course registration.

(3) USMEPCOM Funding. USMEPCOM budgets yearly funding for employees to attend
courses, symposiums, and seminars that directly impact the mission of USMEPCOM. Requests are
submitted for approval through the appropriate chain using the SF 182. Funding must be approved prior
to course registration. Consideration for approval will be based upon the following:

(a) Awvailability of funds
(b) Relevancy of training to mission requirements

Note: The Joint Travel Regulation, Volume 2 (JTR, Vol 2), governs official travel for DoD Civilian
Personnel.
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Chapter 4
Physical Fitness of Military Members

4-1. Physical Fitness and Weight Control Requirements

a. Military personnel will maintain a high level of physical fitness, and comply with their service’s
weight requirements. Commanders will allow, within mission constraints, military personnel to perform
physical fitness training during duty hours three times per week. Commanders may schedule and conduct
organized physical fitness training.

b. The requirement for training three times per week provides a baseline for physical fitness.
Commanders will encourage individual participation in off-duty fitness programs.

c. Physical fitness testing for military personnel is administered according to the applicable service
directives. See summary of service test requirements below:

(1) Army personnel will take the Army Physical Fitness Test (APFT) at least two times each
calendar year (CY). See Field Manual (FM) 7-22, Army Physical Readiness Training; AR 350-1, Army
Training and Leader Development; and AR 600-9, The Army Body Composition Program for further
guidance.

(2) Navy personnel will take the Navy physical readiness test (PRT) two times each fiscal year.
See the Chief of Naval Operations Instructions (OPNAVINST) 6110.1J, Physical Readiness Program
series for further guidance on PRT and weight control program. Notification of the PRT will be served 10
weeks prior to the test date.

(3) Air Force Effective 21 October 2013, Air Force Instruction (AFI) 36-2905, Fitness Program
implements Air Force Policy Directive (AFPD) 36-29, Fitness Standards, AFI 36-2905 states that it is
every Airman’s responsibility to maintain the standards set forth in this AFI 365 days a year. Frequency
of the Fitness Assessment (FA) will be based on previous fitness score unless an earlier assessment is
necessary to accommodate TDY, PME or other training courses. Members who scored an “Excellent” on
their last FA will test by the last day of the 12th calendar month following their last “Excellent” FA.
(Note: member must have earned an “Excellent” by completing all four FA components; 1.5 mile run, AC
measurement, push-ups and sit-ups). Members who scored a “Satisfactory” on their last FA will test by
the last day of the 6™ calendar month following their last “Satisfactory” FA. Members who score an
“Unsatisfactory” on their last FA must retest with 90 days following the “Unsatisfactory” FA.

(4) Marines are required to perform the Physical Fitness Test (PFT) in the first semi-annual
period (1 Jan — 30 Jun) and the Combat Fitness Test (CFT) during the second semi-annual period (1 Jul -
31 Dec). See Marine Corps Order (MCO) 6100.13 W/CH 1, Marine Corps Physical Fitness Test and
Body Composition Program Manual (MCPETBCP), and MARADMIN 570/09 containing policies and
procedures for further guidance on the PFT/CFT the height and weight program, and uniform appearance.

(5) The Coast Guard has no physical fitness test requirement; however, Coast Guard members
will develop an annual fitness plan and participate in semi-annual weigh-ins conducted each April and
October. See Commandant Instruction (COMDTINST) M1020.8D, Coast Guard Weight and Body Fat
Standards Program Manual for further guidance.
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4-2. Physical Fitness Testing

Recording test results. Results will be recorded on the respective service’s appropriate form. See service
specific references for guidance on completing the forms. Training coordinators will maintain the forms
in each individual’s training folder according to his or her respective service’s requirements.

4-3. Medical/Physical Profiles

a. Personnel with medical waivers or profiles will participate in physical fitness training and testing
to the level commensurate with their medical qualifications. Prior to testing, each medical waiver and
profile will be reviewed and participation in events (primary or alternate) decided for each individual
according to his or her service’s training directive. The training officer will file a copy of the medical
waiver or profile with the individual’s scorecard until the individual completes an entire test.

b. Military members who have been on a medical profile will complete a physical screening or an
appropriate examination by their service prior to partaking in a testing event or participating in unit
physical fitness training.

c. Military members will participate in scheduled physical fitness tests within their medical
qualifications unless they are on leave, TDY, or any other authorized absence. Make-up tests will be
conducted at the earliest possible date for personnel who were not able to complete the scheduled test.

4-4. Remedial physical fitness training for all services

Commanders will institute a remedial physical fitness training program for personnel who fail to take
their physical fitness test for other than medical reasons, who fail to successfully complete the test, or
who exceed weight or body fat standards. Commanders will counsel individuals on their shortcomings
and schedule recurring diagnostic tests during enrollment. Formal counseling and other appropriate
personnel actions will be administered for personnel who fail to make satisfactory progress. Personnel
will participate in remedial physical fitness training until service requirements are satisfied.

4-5. Service directives for physical fitness training

Applicable service directives prescribe policy for personnel unable to participate in physical fithess
training and testing for extended periods of time due to temporary waivers or medical profiles. See
service specific directives for detailed guidance.
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Appendix A
References

Section |
Required publications

AF1 36-2110
Assignments

AF1 36-2201
Air Force Training Program

AFI 36-2301
Developmental Education

AF1 36-2502
Airmen Promotion/Demotion Programs

AF1 36-2605
Air Force Military Personnel Testing System

AFPAM 36-2241
Professional Development Guide

AR 350-1
Army Training and Leader Development

AR 600-8-104
Army Military Human Resource Records Management

AR 600-9
The Army Body Composition Program

BUPERSINST 1430.16F
Advancement Manual for Enlisted Personnel of the U.S. Navy and U.S. Navy Reserve

COMDTINST M1000.2
Enlisted Accessions, Evaluations, and Advancements

COMDTINST M1414.8
Enlisted Performance Qualifications Manual

COMDTINST M1510C
Performance, Training and Education Manual

FM 7-22
Army Physical Readiness Training

JFTR, Vol. |
Joint Federal Travel Regulation, VVol. 1, Uniformed Service Members
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JTRF, Vol. Il
Joint Travel Regulation, Vol 2, DoD Civilian Personnel

MCO P1400.31C
Marine Corps Promotional Manual, Volume 1, Officer Promotions

MCO P1400.32D W/CH 1-2 (PRELIM)
Marine Corps Promotional Manual, Volume 2, Enlisted Promotions

MCO 1200.17E (PRELIM)
Military Occupational Specialties Marine Corps Manual

MCO 1553.4B
Professional Military Education (PME)

MCOP 6100.12 W/CH 1
Marine Corps Physical Fitness Test and Body Composition Program Manual (MCPFTBCP)

NAVEDTRA 10500
Catalog of Navy Training Courses (CANTRAC)

NAVEDTRA 12061
Catalog of Nonresident Training Courses

OPNAVINST 5351.2A
Navy Enlisted Leader Development Continuum

Section 11
Related publications

ADP 7-0
Training Units and Developing Leaders

ADRP 7-0
Training Units and Developing Leaders

Section 111
Required Forms

DA Form 11-2
Internal Control Evaluation Certification

USMEPCOM Form 350-1-1-E
Unit Training Schedule

USMEPCOM Form 350-1-5-E
Annual Training Plan
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Appendix B
Internal Control Evaluation Checklist

B-1. Function
The function covered by this checklist is training management and administration.

B-2. Purpose

The purpose of this checklist is to assist commanders and senior enlisted advisors in evaluating the key
internal controls listed below. It is not intended to cover all controls. The Department of the Army (DA)
Form 11-2, Internal Control Evaluation Certification (ICEC), is the official form mandated by DA to use
as an internal control to help ensure management’s directives are carried out. This form serves to
document the required schedule of internal control evaluations within the assessable unit or the reporting
organization. The ICEC will identify those areas to be evaluated, the year of the evaluation, and the
official responsible for ensuring that the evaluation is conducted. Internal control evaluations must be
supported by specific documentation, regardless of the method used to conduct the evaluation. At a
minimum, this supporting documentation must clearly indicate who conducted the evaluation, the date the
evaluation was conducted, what methods were used to test key internal controls, what internal control
weaknesses (if any) were detected, and what corrective actions were taken. The completion of the DA
Form 11-2 is certification that the evaluation was performed and appropriately documented.

B-3. Instructions

Answers will be based on actual testing of key internal controls (e.g., document analysis, direct
observation, sampling, simulation). Answers that indicate deficiencies will be explained and corrective
action indicated in supporting documentation. These Internal Controls will be evaluated at least every 5
years. Commanders will certify that this evaluation has been conducted on DA Form 11-2.

B-4. Key Internal Control Checklist
a. Has the Commander developed and published an Annual Training Plan? (2-3a)

YES NO REMARKS:

b. Does the MEPS Commander publish quarterly training schedules? (1-4g(2))

YES NO REMARKS:

c. Has a Training Coordinator been appointed in writing? (1-4)

YES NO REMARKS:

d. Has an Instruction Manager been appointed in writing? (1-4)

YES NO REMARKS:

e. Is mission training documented and recorded? (2-3)

YES NO REMARKS:

f. s sustainment training documented for each employee? (2-3)

YES NO REMARKS:
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g. Do supervisors utilize the Army Career Tracker (ACT) Individual Development Plan (IDP) to
monitor progress and provide developmental opportunities? (1-4j(4))

YES NO REMARKS:

h. Do civilian personnel participate in the CES? (2-8b(4))

YES NO REMARKS:

i. Do military personnel participate in their service PME? (2-6b)

YES NO REMARKS:

B-5. Supersession

This evaluation replaces the evaluation for training management and administration previously published
in UMR 350-1, dated 16 January 2006.

B-6. Comments

Help make this a better tool for evaluating internal controls. Submit comments to J-1/TR/Chief of
Training.
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Appendix C
Professional Development Guide

Section 1 U.S. Army
C-1. References

a. AR 350-1, Army Training and Leader Development.

b. AR 600-9, The Army Body Composition Program.

C-2. Professional Military Education (PME) program courses
PME program courses available for Army personnel in the following military ranks or grades:

a. E-4/5: Warrior Leader Course (WLC). Mandatory for promotion consideration to grade E-6
(Staff Sergeant).

b. E-5/6: Advanced Leader Course (ALC). Mandatory for promotion consideration to grade E-7
(Sergeant First Class).

c. E-6/7: Senior Leader Course (SLC). Mandatory for promotion consideration to grade E-8
(Master Sergeant). This course also fulfills the requirement of the former First Sergeant Course.

d. Officer Education System (OES). Officers required to complete an Army OES will PCS in order
to attend.

Section Il U.S. Navy
C-3. References

a. Bureau of Naval Personnel Instruction (BUPERSINST) 1430.16F, Advancement Manual for
Enlisted Personnel of the U.S. Navy and U.S. Navy Reserve.

b. Navy Education and Training (NAVEDTRA) 10500, Navy Formal Schools Catalog
(CANTRAC).

c. NAVEDTRA 12061, Catalog of Nonresident Training Courses. A list of training Manuals and
nonresident training courses.

d. Chief of Naval Operations Instructions (OPNAVINST) 5351.2A, Enlisted Navy Leader
Development (NAVLEAD) Continuum.

C-4. PME program courses
PME program courses available for Navy personnel in the following military ranks or grades:

a. E-3 and E-6: Petty Officer Third Class/Chief Petty Officer Indoctrination Course. Mandatory for

sailors selected for grades E-4 and E-7. This course will be completed before the sailor is promoted or
frocked.
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b. E-5, E-6, and E-7: Leadership Training Continuum (LTC). Mandatory for advancement to
grades E-5, E-6, and E-7 (Petty Officer Second Class, Petty Officer First Class, and Chief Petty Officer).
The course is managed by the MEPS’ servicing Navy Recruiting District. Sailors will attend school

within 6 months of being promoted.

c. Navy Officers: Will attend functional school as required or directed by their proponent.
Section 111 U.S. Air Force
C-5. References

a. AFI 36-2101, Classifying Military Personnel (Officer and Enlisted).

b. AFI 36-2110, Assignments.

c. AFI 36-2201, Air Force Training Program.

d. AFI 36-2301, Developmental Education.

e. AFI 36-2502, Airmen Promotion/Demotion Programs.

f. AFI 36-2605, Air Force Military Personnel Testing System.

g. Air Force Pamphlet (AFPAM) 36-2241, Professional Development Guide.

C-6. PME program courses
PME program courses available for Air Force personnel in the following military ranks or grades:

a. E-4/5: Airman Leadership School (ALS). Mandatory for promotion to grade E-5. Selection for
attendance determined by the servicing Air Force Installation.

b. E-7: Noncommissioned Officer Academy. Mandatory for promotion to grade E-7. Selection for
attendance determined by the Air Force.

c. E-8: Senior Noncommissioned Officer Academy (SNCOA). In-residence, mandatory for
promotion to grade E-8. SNCOA (by correspondence or in-residence) is mandatory for senior rater
endorsement and promotion to next grade. Selection for attendance determined by the Air Force.

d. Officers: Will attend Basic Developmental Education (BDE), Primary Developmental Education

(PDE), Intermediate Developmental Education (IDE), and Senior Developmental Education (SDE) as
directed by Air Force.
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Section IV U.S. Marine Corps
C-7. References

a. MCO 1200.17E, Military Occupational Specialties Marine Corps Manual.

b. MCO P1400.31C, Marine Corps Promotional Manual, Volume 1, Officer Promotions. See
change 1 in MARADMIN 249/09

c. MCO P1400.32D, Marine Corps Promotional Manual, Volume 2, Enlisted Promotions.

d. MCO 1553.4B, Professional Military Education (PME).

e. ALMAR and MARADMIN yearly messages (Subject: PME and/or Professional Reading
Program).

C-8. PME program courses
PME program courses available for Marine Corps personnel in the following military ranks or grades:

a. E-4/Corporal. Corporals do not have formal PME requirements aside from the professional self-
study outlined in the Marine Corps Professional Reading Program.

b. E-5/Sergeant. To be fully qualified for selection to Staff Sergeant, Sergeants must complete the
Sergeants Nonresident Program/Sergeants Distance Education Nonresident Program (DL/MCI Program
8010). The resident Sergeants Course PME is recommended.

c. E-6/Staff Sergeant. To be fully qualified for selection to Gunnery Sergeant, Staff Sergeants must
complete the SNCO Career Distance Education Nonresident Program (DL/MCI Program 8100). The
resident Career Course PME is recommended.

d. E-7/Gunnery Sergeant. To be fully qualified for selection to Master Sergeant or First Sergeant,
Gunnery Sergeants must complete both the SNCO Advanced Distance Education Nonresident Program
(DL/MCI Program 8200) and the resident Advanced Course PME.

e. E-8/Master Sergeant and First Sergeant. To be PME complete Master Sergeants and First
Sergeants are required to attend a First Sergeant/Master Sergeant Seminar within the first two years in
grade. First Sergeants must also attend the resident First Sergeant Course.

f.  O-1/0-2/First Lieutenant and Second Lieutenant. Officers in the grades of First Lieutenant and
Second Lieutenant do not have formal PME requirements aside from the professional self-study outlined
in the Marine Corps Professional Reading Program. However, First Lieutenants are eligible to enroll in
the career level PME, Expeditionary Warfare School Distance Education Program (EWSDEP). Officers
in these grades are expected to focus on developing into proficient practitioners within their occupational
fields.

g. O-3/Captain. To be PME complete for the grade of Captain, Officers must attend and complete
the Expeditionary Warfare School Distance Education Program (EWSDEP), or attend and complete
career level equivalent warfare specialty schools known as Army Captains Career Courses (ACCCs).

26


http://www.marines.mil/News/Publications/ELECTRONICLIBRARY/ElectronicLibraryDisplay/tabid/13082/Article/148268/mco-120017e-prelim.aspx
http://www.hqmc.marines.mil/Portals/135/MCO%20P1400.31C.pdf
http://www.marines.mil/News/Messages/MessagesDisplay/tabid/13286/Article/112656/change-1-to-mco-p140031c.aspx
http://www.marines.mil/News/Publications/ELECTRONICLIBRARY/ElectronicLibraryDisplay/tabid/13082/Article/126842/mco-p140032d-wch-1-2-prelim.aspx
https://marines.usmc.afpims.mil/Portals/59/MCO%201553.4B.pdf

April 17,2014 USMEPCOM Regulation 350-1
TOC

h. O-4/Major. To be PME complete for the grade of Major, Officers must attend and/or complete
one of the following:

1. Command and Staff College Resident Program

2. Command and Staff College Distance Education Program (CSCDEP-MCI Program 8800)
3. Army, Navy, or Air Force Command and Staff College distance education program

4. Army Command and General Staff College Resident Program

5. Air Force Command and Staff College Resident Program

6. Navy College of Naval Command and Staff Resident Program

7. Foreign Intermediate Level School (ILS) (the approved lists are published annually in ILS
selection board convening message)

8. Post-Graduate Intelligence Program
9. Judge Advocate General School of the Army Graduate Course

10. Commandant of the Marine Corps Fellowships completion from the Fletcher School of Law
and Diplomacy at Tufts University

11. Logistics Fellowship at Penn State University

i.0-5/Lieutenant Colonel. To be PME complete for the grade of Lieutenant Colonel, Officers must
attend and/or complete one of the following:

1. Army, Navy, Air Force or Marine Corps War College Resident Program
2. Attend and complete the National Defense University’s War College

3. Industrial College of the Armed Forces

4. Joint Advanced Warfighting School

5. Top Level School (TLS) (approved lists are published annually in TLS selection board
convening messages)

6. Commandant of the Marine Corps Fellowship (approved lists are published annually in TLS
selection board convening messages)

7. Army or Air Force War College Distance Education Program

j.  O-6/Colonel. Officers in the grade of Colonel do not have formal PME requirements aside from
professional self-study as per the Marine Corps Professional Reading Program.

k. All ranks. Marine Corps Officers and Enlisted will participate in the Marine Corps Professional
Reading Program, which assigns specific requirements by military grade. Headquarters, Marine Corps,
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announces the reading requirements annually by message. The current reading list is available on the
Marine Corps University website.

Section V U.S. Coast Guard
C-9. References

a. Commandant, United States Coast Guard Instruction (COMDTINST) M1500.10C Performance,
Training and Education Manual.

b. COMDTINST M1000.2 (series) Enlisted Accessions, Evaluations and Advancements

c. COMDTINST M1510.2 (series) Enlisted Professional Military Education (E-PME) Manual

d. COMDTINST M1414.8 (series) Enlisted Performance Qualifications Manual

C-10. PME program courses
PME program courses available for Coast Guard personnel in the following military ranks or grades:

a. E-2through E-4. Apprentice Level E-PME.
b. E-5and E-6. Journeyman Level E-PME.
c. E-7through E-9. Master Level E-PME.

d. Enlisted competing or qualifying for advancement to the pay grades of E-4, E-6, or E-8 shall
successfully complete the Advancement Qualification Exam (AQE).

e. Coast Guard Officers currently do not have PME requirements aside from MOS “A” schools.
Section VI Army Civilian Corps
C-11. References

a. AR 350-1, Army Training and Leader Development.

b. Army Civilian Training, Education, & Development System (ACTEDS) Training Catalog.
C-12. CES Courses

a. The Civilian Education System (CES) leader development program includes five courses that
replace the previous inventory of legacy courses offered for Army Civilians. Distributed Learning (DL)
phases of the courses are available to all Army Civilians as self development. Only eligible Army
Civilians will attend the applicable resident phase.

(1) Foundation Course (FC). Required course for all civilian hired after 30 September 2006.
Employees with a break in service, and previous service date is before 30 September 2006, are required to
take FC. The FC is available to other members of the Army Civilian Corps for self-development.

(2) Basic Course (BC). Resident course is targeted to Army Civilians GS 01-09. Priority
attendance at resident courses are for supervisors, managers, and team leaders.
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(3) Intermediate Course (IC). Resident course is targeted to Army Civilians GS 10-12. Priority
attendance at resident courses are for supervisors, managers, and team leaders.

(4) Advanced Course (AC). Resident course is targeted to Army Civilians GS 13-15. Priority
attendance at resident courses are for supervisors, managers, and team leaders.

(5) Continuing Education for Senior Leaders (CESL). Designed for Army civilians in permanent
appointment GS-14/15 or comparable pay band, and Active duty military at the rank of Colonel (O-6),
Lieutenant Colonel (O-5), Chief Warrant Officer 5/4 (CW5/4), Command Sergeant Major/Sergeant Major
(E-9).
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Glossary

Section |
Abbreviations

AAR
After Action Report

ACCC
Army Captain Career Courses

ACPM
Activity Career Program Manager

ACT
Army Career Tracker

ACTEDS

Army Civilian Training Education and Development Systems

AD
Advanced Course

AFI
Air Force Instruction

AFPAM
Air Force Pamphlet

AFPD
Air Force Policy Directive

ALC
Advanced Leader Course

ALMS
Army Learning Management System

ALS
Airman Leadership School

ANCOC
Advanced Non-Commissioned Officer Course

APFT
Army Physical Fitness Test

AQE
Advancement Qualification Exam
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ATRRS
Army Training Requirements and Resources System

BC
Basic Course

BDE
Basic Developmental Education

BNCOC
Basic Noncommissioned Officer Course

BUPERSINST
Bureau of Naval Personnel Instruction

CANTRAC
Catalog of Navy Training Courses

CAS3
Combined Arms and Services Staff School

CES
Civilian Education System

CESL
Continuing Education for Senior Leaders

CFT
Combat Fitness Test

CHRTAS
Civilian Human Resources Training Application System

CMO
Chief Medical Officer

COMDTINST
Commandant, Instruction

CP
Career Program

CSCDEP
Command and Staff College Distance Education Program

CTO
Commercial Travel Office

CY
Calendar Year
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DA
Department of the Army

DAU
Defense Acquisition University

DCO
Defense Connect Online

DCPDS
Defense Civilian Personnel Data System

DD, DoD
Department of Defense

DL
Distributed Learning

DTS
Defense Travel System

EEO
Equal Employment Opportunity

EWSDEP
Expeditionary Warfare School Distance Education Program

FA
Fitness Assessment

FC
Foundation Course

FM
Field Manual

HQ USMEPCOM
Headquarters, United States Military Entrance Processing Command

1AW
In Accordance With

IC
Intermediate Course

ICEC
Intermediate Control Evaluation Certification

IDP
Individual Development Plan
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IG
Inspector General

I-1
Inspector-Instructor

ILS
Foreign Intermediate Level School

ILT
Instructor Led Training

IRC
Inter-Service Recruitment Committee

KSA
Knowledge Skills and Abilities

LTC
Leadership Training Continuum

MCI
Marine Corps Institute

MCO
Marine Corps Order

MCPFTBCP
Marine Corps Physical Fitness Test and Body Composition Program Manual

MEPS
Military Entrance Processing Station

MOS
Military Occupation Series

MPF
Military Personnel Flight

MTSA
Military Training Specific Allotment

NAVEDTRA
Navy Education and Training

NCO
Noncommissioned Officer

NRD
Navy Recruiting District
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OPNAVINST

Chief of Naval Operations Instruction
OSA

Office of the Secretary of the Army
PCS

Permanent Change of Station
PDE

Primary Developmental Education
PFT

Physical Fitness Test

PIP

Performance Improvement Plan
PLDC

Primary Leadership Development Course
PME

Professional Military Education
POC

Point of Contact

PRT

Physical Readiness Test

SAV

Staff Assistance Visit

SEA

Senior Enlisted Advisor

SDC

Supervisor Development Course
SDE

Senior Developmental Education
SJA

Staff Judge Advocate

SLC

Senior Leader Course

SNCO
Staff Noncommissioned Officer
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SNCOA
Senior Noncommissioned Officer Academy

SPEAR
Sharing Policy Experience and Resources

TDD
Training Development Division

TDY
Temporary Duty

TLS
Top Level School

TRADOC
U.S. Army Training and Doctrine Command

TSJITS
Training Standardization Job Task Sheets

USMEPCOM
United States Military Entrance Processing Command

WLC
Warrior Leader Course

Section 11
Terms

Army Learning Management System (ALMS). A management administration system designed to
track student performance over time, provide information concerning performance trends, record
individual and group performance data, schedule instruction, and provide support for other learning
product management functions.

Blended Learning. A mix of synchronous and asynchronous media and methodologies to best meet the
instructional goal. A blended learning approach could be a DL phase and a resident phase, or it could be a
Web-based asynchronous phase followed with a Webinar synchronous phase. The combination of
collaborative and independent learning enhances the learning process. Blended learning allows you to
take advantage of the strengths of both types of DL. Using blended learning solutions for course design
allows a wider range of options to find the right balance of resources, learning strategies, and technology.

Distributed learning (DL). The delivery of standardized individual, collective, and self-development
training and education to soldiers, DAC, units, and organizations, anywhere at any time, through the use
of multiple means and technology. Distributed learning may involve student-instructor interaction in real
time and non-real time. It may also involve self-paced student instruction without benefit of access to an
instructor.

Education. Instruction with increased knowledge, skill, and/or experience as the desired outcome for the
student. This is in contrast to training, where a task or performance basis is used and specific conditions
and standards are used to assess individual and unit proficiency.
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Learning. A change in behavior of the learner as a result of experience. The behavior can be physical
and overt, or it can be intellectual or attitudinal.

Learning management system (LMS). An LMS consists of software and procedures that combine to
administer training activities. The LMS automatically registers students in a course, tracks their progress,
and records and reports relevant data to students, course managers, and personnel record systems. An
LMS typically resides on a dedicated computer/server and may act as the conduit for downloading a web-
based DL training course to a student’s computer.

Training. An organized, structured process based on sound principles of learning designed to increase
the capability of individuals or units to perform specified tasks or skills. Training increases the ability to
perform in known situations with emphasis on competency, physical and mental skills, knowledge and
concepts.

Web-based training (WBT). WBT is individualized instruction delivered over computer networks and
displayed by a Web browser. WBT is not downloaded CBT, but rather on-demand instruction stored in a
server and accessed across a network. Web-based instruction can be updated very rapidly, and access to
the instruction can be controlled by the training/education provider.
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