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Checklist for Certifying Requests for Training (DD Form 1556)
New Department of Navy policy states that officials who have been delegated authority by their activity head can certify legality (Block 33 of DD 1556) for short-term training (less than 120 consecutive working days).  

The following checklist is to be used by those responsible for certifying that training requests are in compliance with prevailing laws and directives:

· 1. All relevant items on DD Form 1556 have been completed including 

certifications by the appropriate fiscal officer showing funds are available for training.

· 2. Fair and equitable selection of employee for training.

· 3. Training is properly justified in Block 18 as being mission or job related. (Note: Some courses offered by non-government sources cannot usually be justified, e.g., real estate, music appreciation and personal finance.  However, many  “soft skill” courses can be job related, e.g., effective writing, retirement planning, etc.  The certifying official must differentiate between these two types of training).

· 4. Training is not directly required for promotion to positions other than the position encumbered by the employee (Note:  An exception to this rule can be made if the employee was competitively selected for the training such as for a formal career development program).

· 5. Training certification and approval is prior to start of training.

· 6. Training scheduled in the current fiscal year for delivery in the next fiscal 
year has the approval of activities’ comptroller or other appropriate official. 

· 7.  Payment for academic degrees may not be for the sole purpose of obtaining an academic degree. Also, training must meet the activities internal policies regarding tuition payment and reimbursement for purchase of reference materials. Please refer to Page 6 of the Employee Development Guidance for Line Managers and Certifiers of Training Requests to the section entitled Paying for Academic Degrees for additional information.

· 8. A cost-effective source of training is being used.

· 9. Training source does not discriminate in the admission or treatment of
 students.

· 10. For non-government training, where the combination of direct and indirect costs (per training occurrence, not per individual employee) exceed $2,500 excluding salary, vendor selection must be documented.  For an individual event or planned series of the same training event that is publicly available, off-the-shelf, and exceeds $25,000, the DD 1556 may NOT BE USED to substitute for formal acquisition procedures. In this case, the local contracting officer will make the determinations on appropriate procurement procedures.

NOTE: For additional guidance on responsibilities in matters involving employee development contact the Training Department at your HRSC or HRO.
