Apply For Training

  

· SF-182 
Instructions:  Specific guidance is published in the Training Coordinator Handbook.  All sections of the SF-182, A-C must be filled out as indicated by the yellow highlights.  Also, Section D, Approvals 1a-3 are mandatory, 2a-3 are optional, and 3a-3 should be left blank for use by the Learning and Development Division, Human Resources Specialist.  Note:  If your training requires travel, then a DD Form 1610 must be completed unless your organization has migrated to the Defense Travel System (DTS).  If your organization has migrated to the DTS, go to the DTS link below.    

Frequently Asked Questions about Training:
Q.  Who registers me for a training class?

A.  A Human Resources Specialist in the Learning & Development Division (L&DD) will register you for your class. 

Q.  How does my training get paid?

A.  The Human Resources Specialist who is responsible for your agency pays the vendor by credit card, during the registration process or upon receiving an invoice.  If you receive an invoice, please FAX it to (703) 601-2296.  If your agency does not have a credit card, the vendor will be paid by the Defense Finance and Accounting Service (DFAS) once L&DD receives the invoice and processes it. 

Q.  How long does it take to get a training request approved?

A.  Training requests should be forwarded to L&DD at least 21 days prior to the start of class.  It typically takes L&DD 5 days to approve training requests when received within the 21-day window.     

Q. I need to cancel my course. What do I do?

A. Contact your Training Coordinator (TC) who will in turn notify L&DD. Once L&DD receives TC notification, the class will be cancelled.  Note: Course “cancellations” should be made prior to the application of fees.     

Q.  Where is my training form and has it been signed?

A.  Once the SF-182 has been signed, the original is placed in the L&DD files, and you and your TC will receive e-mail notification of your training request approval. 

· DD Form 1610  

     A copy of the Training Coordinator’s Handbook or help with the SF-182 or DD Form 1610 may be obtained from LDD's Customer Satisfaction Center at 703 604-6852 or sending an e-mail to lddcustomersatisfactioncenter@whs.mil, Monday through Friday from 8:30 am to 5 pm. 
· Defense Travel System  

Information regarding the Defense Travel System (DTS) training and policies can be obtained at https://customerresources.whs.mil/WHSTravel/DTS/Training.cfm or through the WHS/DTS Helpdesk at 703-601-6155.
