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INTRODUCTION

This catalog is designed to provide course coding direction to the regional Human Resources Development Divisions (HRDD) throughout the Civilian Human Resources Agency (CHRA).  The courses and codes have been developed to provide a method of tracking courses by category and region.  This is a living document and will be modified to meet organizational and workforce requirements.

The section of the catalog titled, “CHRTAS Course Numbering System” was developed by CHRA to provide the course coding system.  The second section, “Course Codes and Categories” consists of course titles, generic course descriptions and the six digit course code.  The baseline and regional course codes consist of a total of ten digits.  The seventh digit is the regional code that is explained on the second page of the CHRTAS Course Numbering System.  The vendor code is the last three digits and is located in the, “Vendor Codes” section.
The Southwest Region HRD Division has volunteered to manage and maintain this catalog.  CHRA headquarters Training Management Division (TMD) will provide overall direction.  Each Regional HRD Division will provide suggestions and assistance for improvements.  Please send your suggestions or recommendations to Mr. Manuel Smith, Chief, HRD Division, Southwest Region at manuel.smith1@us.army.mil.
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CHRTAS Course Numbering System

(as of 2 March 2005)
A 6 to 10 digit Course Code is used to identify and track different courses and types of courses in CHRTAS.  It starts with the Functional Area, then Level of Instruction, Mode, Appropriation, a two letter or number abbreviation taken from the Course Title, a region code if Regional or Baseline courses and a three letter or number abbreviation identifying the Course Vendor.  Vendor codes are provided and maintained by the SW Region HRDD.

Functional Areas

A – Automation

B – Business & Program Management

C – Classification (CHRA)

D – Communication

E – Contract Administration

F – CP-10 courses (Non-CHRA)

G – Generalist (CHRA)

H – HRD (CHRA)

I – Customer Service

J – Financial Management

K –Management/Supervisory and Leadership Skills

L – Labor (CHRA)

M – MER (CHRA)

N – NSPS

O – Other Training
P – Retirement Courses

Q – Trades and Crafts
S – Staffing (CHRA)

X – Executive, Management, Supervisory

Level of Instruction

A – Advanced

B – Basic

I – Intermediate

Mode (Method in DCPDS)

7 – Residence - Classroom at School

8 – Classroom – Onsite

V – VTT

W – Web-based

(Default Mode is “7”)
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Funding (Appropriation)

N – NAF (Non-appropriated Fund)

A – AF (Appropriated Fund)

Course Title Abbreviation

2 Letters or Numbers identifying the course title

Region Code

CHRA assigned codes:

Europe – 0 (zero)

Korea – 1

North Central – 3

North East – 4

Pacific – 5

South Central – 6

South West – 8

West – 9

Vendor Code (Regional and Baseline courses only)

3 Letters or Numbers identifying the Course Vendor (The Southwest HRD Staff will provide and maintain all vendor codes.)

EXAMPLE:  

a. South Central is offering an onsite Advanced Briefing Techniques course 

b. North East is offering a VTT Statistic(Basic) course

	Course

Title
	Functional. Area
	Level of Instruction
	Mode
	Funding
	Course

Title
	Region

Code
	Vendor

Code
	Course
 Code

	Advanced 

Briefing 

Techniques
	D
	A
	8
	A
	BT
	6
	0A0
	DA8ABT60A0

	Statistics (Basic)
	B
	B
	V
	A
	ST
	4
	0C3
	BBVAST40C3


Return to Course Codes & Categories


Business and Program Management CODE: B

Army Performance Improvement Criteria (APIC) – BB7AAP
Cost-Benefits Analysis – BB7ACB  

Creative Problem Solving and Decision Making – BB7ACP
Data Analysis and Interpretation – BB7ADA
Data Collection Techniques – BB7ADC
Decision Analysis – BB7ADE
Marketing - BB7AMK
Program Development and Improvement - BB7APD
Program Evaluation – BB7APE
Project Management – BB7APM
Risk Management – BB7ARM
Statistics (Basic) – BB7AST
Strategic Planning for Government Organizations – BB7ASP
Army Performance Improvement Criteria (APIC) – BB7AAP   

APIC focuses on the Army’s strategic framework for leading change.  The APIC goal is to improve the overall effectiveness and efficiency of Army organizations in delivering continuous value to customers, resulting in mission success.  The APIC enhances the Army in three specific ways.  First, it serves as a working tool for strategic planning, organizational assessment, and training.  Secondly, it raises the organization’s performance expectations and standards.  Finally, it establishes common performance criteria to facilitate communication and sharing among Army organizations, business, and industry.

Cost-Benefits Analysis – BB7ACB  

This course identifies the basic principles of cost-benefit analysis in the three-day course, which teaches you how to perform basic cost-benefit studies and understand complex studies.  Participants will learn: a planning framework for cost-benefit studies; cost types and behaviors; present-value concept; cost-effectiveness vs. cost-benefit; internal rate of return; and OMB Circular A-94
Creative Problem Solving and Decision Making – BB7ACP
Upon completion of this course, attendees will be able to: distinguish between a true need to act and a set of conditions that need no action; use simple yet effective methods to think more creatively and generate novel ideas to solve even old, recurring problems; apply a clear, step-by-step approach to problem solving that permits the best results to be found, in the least amount of time and with the least stress to all involved; and work with others even though their respective psychological styles and methods for problem solving may be different.
Return to Course Codes & Categories
Business and Program Management CODE: B - Continued
Data Analysis and Interpretation – BB7ADA
This course is designed for those involved with analysis-related activities and other professionals who are responsible for analyzing and interpreting data to measure results and support decision-making.  You will be able to: narrow the focus of your research topic and ensure that you can measure the variables, define the four types of reliability, use appropriate sampling procedures, develop a research design, compute different types of descriptive and inferential statistics, clean and organize data for analysis and define and apply ethical principles in research.
Data Collection Techniques – BB7ADC
This course is designed for those involved with analysis-related activities and other professionals who want to focus and refine their approach to gathering data for decision-making purposes.  You will be able to: identify what you need to know before you put together a data collection plan; select the appropriate means of data collection; design a viable, cost-effective data collection plan; determine appropriate sample size; use secondary data to support studies and analyses; improve your on-line data research methodologies; design high-quality surveys; obtain relevant, useful information through professional interviews and observations.
Decision Analysis – BB7ADE
This course teaches methods to analyze complicated business decisions and determine recommendations for decision makers.  Techniques emphasize breaking a decision down into its component parts, determining how the parts interact, identifying information that must be gathered, dealing with uncertainty and ranking the alternatives.  Special attention is given to decision making with imperfect or incomplete information.  Techniques taught include decision trees, value of information, influence diagrams, multi-attribute decisions, economic analysis and sensitivity analysis.  Students practice the techniques in several case studies
Marketing - BB7AMK

This course is designed to develop a promotional strategy that uses various media for promoting your business. Monitor the different media identifying those that most effectively promote your business. Concentrate on developing material for these formats that clearly identifies your services, its location and price.
Program Development and Improvement - BB7APD
This course will give you techniques for successful integration of processes in a federal government program including a performance management system based on balanced measures, and use of information technology.  You will also practice how to give performance feedback and how to coach.
Return to Course Codes & Categories
Business and Program Management CODE: B - Continued
Program Evaluation – BB7APE
This course provides you with the ability to use several evaluation models and data gathering techniques; develop plans to mitigate risk; use different decision making techniques; and conduct cost-benefit and trade-off analysis.
Project Management – BB7APM
This course provides techniques on how to build good working relationships between project manager and project sponsor; how to recruit and hire the right people for a project team.  Tips on assessing risks and their consequences; ways to rebound quickly from setbacks and best methods to communicate progress.
Risk Management – BB7ARM
This course introduces the qualitative and quantitative methods for conducting a risk analysis of a project or program.  After review and discussion of key fundamentals, students get practical experience with risk analysis in group courses that are based on actual cases.  Specific subjects include brief reviews of statistics and decision theory; introduction to risk management, conditional probability and simulation.
Statistics Basic – BB7AST
Participants will learn: the meaning and applications of statistics; how to use frequency distributions and arrays; the roles of mean, average, median and mode and how to calculate each; measures of variation; practical random sampling applications; and the significance of the normal distribution.
Strategic Planning for Government Organizations – BB7ASP
Establish a solid framework with strategic planning, lessons learned from Government Performance and Results Act (GPRA) implementation and practical guidance to meet your organization's challenges. Discover how to develop and use mission statements and strategic and performance plans to achieve measurable results. Bridge the gap between strategic planning and the budget process and learn how the management scorecard is linked to GPRA.
Return to Course Codes & Categories
Communication Skills CODE: D

Briefing Techniques – DB7ABR
Communicate Better – DB7ACO



 HYPERLINK  \l "D3" 

Conducting Effective Meetings – DB7ACE

Conflict Resolution for Managers – DB7ACR
Effective Writing – DB7AEF
English as a Second Language – DB7AE2
Essentials of Communicating – DB7AES
Reading Dynamics – DB7AEW
Facilitation Strategies for Leaders – DB7AFS
Grammar and Proofreading – DB7AGA
How to Design Newsletters, Brochures, Ads – DB7ANB
Instructional Methods – DB7AIS
Interpersonal Communication Skills Development – DB7AIC
Listening Skills – DB7ALI
Memory Improvement – DB7AME
Negotiation and Persuasion Techniques – DB7ANP
Resume Writing Tips – DB7ARW
Technical Writing Course – DB7ATW
Writing for Government and Business – DB7AWG
Briefing Techniques - DB7ABR
Learn the fundamentals of research and content selection, organizing information, working with an outline, using visual aids and also fundamentals of delivery, including articulation, use of gestures, body language and conquering stage fright.

Communicate Better - DB7AC0 

Participants will be able to describe the communications process including: sending, receiving, perception, feedback and listening skills, use several communication skills including active listening; use their personal style assessments to “flex” their style with those they deal with and understand and use appropriate assertive communication skills.

Conducting Effective Meetings - DB7ACE
This highly participant skill-building course will help you forever change the way meetings are conducted in your organization.  When you do this, you will save over six weeks time wasted in non-productive meetings per key person per year.

Return to Course Codes & Categories
Communication Skills CODE: D - Continued

Conflict Resolution for Managers - DB7ACR
Participants will: learn psychologically sound techniques proven to work in a variety of conflict situations; choose a conflict management style that fits the situation; techniques to get to the root of the problem instead of battling symptoms; learn the subtle signals indicating that “unspoken” issues are the real cause of conflict; third party conflict resolution; facilitating the confrontation and exposing the hidden issues.

Effective Writing - DB7AEF
Participants will be able to improve the overall quality of Army writing; reduce the need for costly revisions; establish uniform guidelines for writers, proofreaders, and editors and understand the mechanics of writing.

English as a Second Language - DB7AE2
The goal of the “pronunciation” exercises is not to take the personality out of speech.  Indeed, mannerisms that give hints of a person’s origin are charming in English.  The goals, rather, is to speak so that people listen to what you say, not how you say it.  It is important to be understood the first time you say something, and to be confident and proud of the way you speak.

Essentials of Communicating with Tact and Finesse - DB7AES
Gain tips for delivering stand-out presentations and making your letters and memos pack a punch.  You’ll discover expert techniques for exerting influence on the actions and attitudes of others, “how-to’s” for communicating effectively and tactfully in a variety of tough situations and strategies for putting an end to energy-draining feuds and infighting in your department.

Reading Dynamics - DB7AEW
Key learning points: identify your current reading behavior; understand why you see more but read less; define a new reading behavior; engage in activities to change reading behavior; distinguish between passive and active reading.

Facilitation Strategies for Leaders - DB7AFS
Upon completion of this course, attendees will be able to: know the connection of process and engaged minds; accept questions without tension and with clarity for response; solicit through carefully worded questions the audience’s assistance in conveying all information correctly; learn to give any participant “time to think” while on your feet; field question and answer sessions that are relevant-don’t “chase rabbits”; learn from mistakes during the meeting; and facilitate others learning from their mistakes in the moment without defamation of character.

Return to Course Codes & Categories
Communication Skills CODE: D - Continued

Grammar and Proofreading Made Fun - DB7AGA
Participants will learn: time-tested proofreading methods for producing mistake-free documents; strategies for staying alert when proofreading boring copy; secrets for catching the sneaky typos; the universal language of editors-proofreaders’ marks; building blocks for better sentences; “must-know” grammar rules for error-free correspondence; pointers to mastering punctuation; spelling tips that are easy to remember and use; the most commonly confused word pairs and how to choose the correct word; the case for capitalization; and answers to the age-old number questions.

How to Design Newsletters, Brochures, Ads, Catalogs -  DB7ANB
Learn essential graphic design and layout skills to make every project more visually powerful and effective.

Instructional Methods -  DB7AIS
This course is designed to enhance skills of those responsible for conducting various types of Army human resources training. It can be used to develop/enhance individual platform and facilitation skills. Participants will learn student-centered methods of instruction and how to develop participatory instructional materials. Participants will also learn how to evaluate student performance using the Systems Approach to Training SAT and be provided "hands-on" opportunities to apply innovative training concepts. 

Interpersonal Communication Skills Development - DB7AIC
This course will not only include the cognitive skills, but the personal qualities of: adaptability to change; a feeling for others; building confidence, trust and realizing team capabilities.

Listening Skills - DB7ALI
Understand and utilize effective listening techniques for processing information and overcoming barriers to active listening; remove the conflict caused by poor listening; understand how effective listening develops confidence and respect from co-workers; understand the importance of listening as it relates to the communication process; use feedback and create win-win situations; use body language effectively as the listener and the presenter.

Memory Improvement - DB7AME
This course identifies techniques on how to remember what you need to remember; memory evaluation; sensory memory; short-term memory; long-term memory; retrieval; motivated forgetting; aids to memory; acrostics; kinds of association; quick memory systems.

Return to Course Codes & Categories
Communication Skills CODE: D - Continued

Negotiation and Persuasion Techniques - DB7ANP

Negotiation and persuasion techniques help you reach superior agreements with customers and clients, learn to get your interests met in any negotiation.  Learn to help others meet their interests and to strengthen the long-term relationship.  Learn how to  separate the people from the problem; make a human connection; level the “playing field”; focus on interests, not positions; invent creative options for mutual benefit; evaluate the criteria they use for decision making; use influence and persuasion, not coercion; apply objective standards when appropriate; avoid barriers to communication; strengthen customer relationships. 
Resume Writing Tips - DB7ARW
This course is designed to help employees build effective resumes through understanding of the  Recruitment/Selection process, reviewing participant’s resumes, going through sample resumes, and discussing resume content.  The course also will cover Priority Consideration, Supplemental Data, how to submit your Resumix Resume in the Resume Builder/Answer site via Self-Nomination.

Technical Writing Course - DB7ATW
Participants will learn: how to assess your readers’ technical literacy level to understand what you can and cannot expect from them; how to prevent overwhelming your readers by presenting mountains of information clearly and concisely; to create a structure that will enhance readability and understanding; tips for writing step-by-step instructions and communicate with statistics, tables, graphs and charts; and how to present multi-step information in a logical sequence of steps.

Writing for Government and Business - DB7AWG
Learn the principles of good writing and how they can help you write better.  Review grammar, punctuation, spelling, word use, paragraphing, outlining and sentence structure.  Practice writing clearly, concisely and briefly.  The course goes into detail on letter writing.  All lessons require the students to complete graded exercises.
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Contract Administration CODE: E

Basic Contract Administration – EB7ABC
Contracting Officer’s Representative – EB7ACO
Source Selection – EB7ASR
Basic Contract Administration – EB7ABC
Learn how to develop an administration plan, conduct post-award orientations, monitor personnel and payments, meet changing requirements, choose the right contract modification, process terminations, handle claims and close out contracts.  This course is recommended for all with full-time contract management duties.

Contracting Officer’s Representative – EB7ACO
This course is an overall review of the contracting process, with the major emphasis in contract administration.  ALMC provides training to individuals so they can be certified by their contracting office to become CORs.  Discussions focus on services, supplies, medical and construction contracts.  The course is designed to help the student become familiar with statutory laws and regulations that govern the contracting process with emphasis on the Federal Acquisition Regulation and Defense Federal Acquisition Regulation.

Source Selection – EB7ASR
Course prepares the employee to be able to plan a source selection; develop evaluation factors; evaluate proposals; establish an appropriate competitive range; make the source selection and award.

Return to Course Codes & Categories
NSPS Courses CODE: N

Train-the-Trainer Central – NB7ANT

Pay Pool Management – NB7ANP

Train-the-Trainer Regional – NB7ANT

NSPS General Overview/Change Management – NB7ANG

Labor Relations – NB7ANL

Instructional Methods – NB7ANI

NSPS for Supervisors – NB7ANF

NSPS for HR Professionals – NB7AHR

Note:  NSPS courses are being developed by Department of Army and will be added upon completion.
Return to Course Codes & Categories
CP-10 Courses (CODE: F – Non-CHRA Courses)
Coding Personnel Actions – FB7ACP
Delegated Classification Authority – FB7ADC
Delegation of Training Approval Authority – FB7ADT
Determining Veterans Preference/Calculating SCDs – FB7ASC
DEU Certification – FB7ADE
Pay Setting – FB7APA
Priority Placement – FB7APP
Coding Personnel Actions – FB7ACP
Provides hands on instruction in using The Guide to Processing Personnel Actions 296-33, which is necessary to code personnel actions.  It will familiarize participants with specific subjects such as veteran’s preference, SCDs, and WIGIs.
Delegated Classification Authority – FB7ADC
Provides for managers and supervisors a basic understanding of the classification system for wage grade and general schedule, rules and regulations.  This training should qualify the participant to receive classification authority from their command.
Delegation of Training Approval Authority – FB7ADT
Laws and regulations that must be considered when reviewing and approving requests for training.  This module will satisfy the required instruction for managers who have been delegated authority to approve training. 

Determining Veterans Preference/Calculating SCDs – FB7ASC
Participants will learn how to review service history records to ensure employee is in the correct retirement system; determine creditability of both civilian and military service under CSRS and FERS retirement systems; calculate frozen service; deal with time in non-pay status, leave without pay and intermittent service; compute the Retirement SCD through manual computations; advise employees of any available options to receive credit for periods of civilian and military service in the Retirement SCD; explain the impact of making or not making service credit payments on the Retirement SCD and in computation of the annuity.
DEU Certification – FB7ADE
Certification training is for human resources specialists, assistants, and staff responsible for conducting competitive examining functions under an agency delegated examining agreement.  Candidates are required to have prior experience or formal training in either competitive and/or merit promotion staffing and examining procedures.

Return to Course Codes & Categories
CP-10 Courses (CODE: F – Non-CHRA Courses) - Continued

Pay Setting – FB7APA
This course covers the basic essentials of pay setting for General Schedule (GS) and Federal Wage System (FWS) employees.  Topics include Overview of the GS and FWS Pay Systems, New Appointments/Recruitment Bonuses, Maximum Payable Rate Rule and Highest Previous Rate, Reinstatement-Reemployment, Grade and Pay Retention, Within-Grade Increases for GS and FWS, Change to Lower Grade, and Promotions.
Priority Placement – FB7APP
This course covers updated policies, procedures and technical processes applicable to the PPP.  Subjects include: Retained Grade Placement Program, Military Spouse Preference Program, DORS, Voluntary Separation Pay-Phase II program.
Return to Course Codes & Categories
Customer Service CODE: I

Customer Service – IB7ACS
Dealing with Difficult People - IB7ADP
Telephone Techniques – IB7ATL
Customer Service – IB7ACS
Participants will learn to use the art of “education” to assure optimal service delivery; listen better to reduce misunderstandings and become more solution-oriented; focus on how to problem solve and engage in effective conflict resolution; understand the basics of negotiating with others; keep their own attitudes positive throughout the day; calm others (customers, co-workers) down while staying clam.

Dealing with Difficult People - IB7ADP
Learn how to differentiate between various personality types and how to interact with them in an effective and positive way despite the circumstances; overcome the psychological stress of dealing with difficult people in tough situations because participants will better understand the unique differences of the various personality types and the strengths and weaknesses of each; make sound decisions and solve communication problems.

Telephone Techniques – IB7ATL
This course is designed to enhance skills of those responsible for conducting various types of Army human resources training. It can be used to develop/enhance individual platform and facilitation skills. Participants will learn student-centered methods of instruction and how to develop participatory instructional materials. Participants will also learn how to evaluate student performance using the Systems Approach to Training (SAT) and be provided "hands-on" opportunities to apply innovative training concepts through the development, presentation and facilitation of training curriculum.  This class prepares students for Adjunct Faculty Certification. 

Return to Course Codes & Categories
Financial Management CODE: J

Accounting for Non-Accountants – JB7AAN
Budget Analysis Course – JB7ABA
Budget Execution – JB7ABE
Budget Formulation – JB7ABF
Budget Justification and Presentation – JB7ABJ
Defense Financial Management – JB7ADF
Federal Appropriations Law – JB7AFA



 HYPERLINK  \l "J8" 

Federal Budget Process – JB7AFB

Federal Budgeting for Non-Budget Personnel – JB7AFN
Introduction to Financial Management - JB7AIF
Accounting for Non-Accountants – JB7AAN
This course will cover the necessary data to allow the participant to have an understanding of how to make journal entries, the general ledger, financial statements and budgeting.  The course offers many possibilities for career advancement for both employees and managers because they will understand the relationship of the job function to the accounting process to the organization goals.

Budget Analysis Course – JB7ABA
With the right tools, you can extract the information you need from even the most complex budget document. Take this course and prepare to analyze all aspects of your budget.  The participant will learn: relating goals, objectives and priorities to program resource performance, using analytical methods such as variance and trend to develop meaningful measures of workload, efficiency and effectiveness, a full range of economic analyses: cost-benefit, payback, present value, lease vs. purchase, return-on-investment and life-cycle cost.  The participant will benefit by being able to: improve analysis of budgets or programs through use of proven tools and techniques, identify causes of inefficiency and ineffectiveness in organizations and budgets, and become more competitive in dealing with downsizing and contracting-out of commercial type activities
Budget Execution – JB7ABE
Participants will learn steps and strategies in executing the budget; contingency planning; considerations for budget close-out; mid-year reviews and actions that can result from them and anti-deficiency act compliance.  Review OMB Circular A-34 budget execution requirements.  Understand application of the Government Performance and Results Act (CPRA) to budget execution.

Return to Course Codes & Categories
Financial Management CODE: J - Continued

Budget Formulation – JB7ABF
Participants will learn the 6 key elements to any budgeting program; 8 ways to spot budget troubles early, before a crisis develops, how to anticipate and control unexpected budget overruns and shortfalls; 5 sensible strategies to get bottom-line results from their budget; practical formulas to determine profit margins and break-even points and a checklist to evaluate risks with confidence.

Budget Justification and Presentation – JB7ABJ
Participants will learn how the budget justification process works, how to write and present a sound budget, know and fulfill what is required according to the Office of Personnel Management and Budget Circular A-11.
Defense Financial Management – JB7ADF
This is an intensive financial management review course provided by the Department of Defense and licensed and copyrighted by the American Society of Military Comptrollers.  It is designed to improve technical and managerial expertise and broaden the perspective of financial managers by introducing them to areas of expertise outside of their daily responsibilities.
Federal Appropriations Law – JB7AFA
This course provides the basis to make legal decisions using appropriated funds. 

Participants will learn: the liability of federal accountable officials;  legal terminology used in appropriations law; interpreting and applying appropriations law; responding to continuing resolutions; limitations governing the obligation of funds; key decisions rendered by the Comptroller General; exceptions to certain rulings; ground rules for reprogramming funds.
Federal Budget Process – JB7AFB
Participants will learn how to identify the major phases and timing in the budget process; recognize the impact of the Government Performance and Results Act on the budget process; describe the roles of OMB, GAO, Congressional Budget Office and the inspector general of the Executive Branch; identify current issues that affect the Congressional phase of the federal budget process and describe the relationship of the review and audit activities on future budget formulation.
Federal Budgeting for Non-Budget Personnel – JB7AFN
Participants will learn how to develop an operating budget for a field-level activity or organizational unit.  Increase your budget responsibilities, understand common budget terms, and use them appropriately.  
Return to Course Codes & Categories
Financial Management CODE: J - Continued
Introduction to Financial Management - JB7AIF
This course introduces the laws, critical concepts, procedures and policies involved with sound financial management.  Participants will learn financial management responsibilities, the federal budget process, key accounting principles and standards, performance measurement techniques, how federal financial systems function, the relationship of financial management to government agency operations, the importance of management controls and control systems

Return to Course Codes & Categories
Management/Supervisory and Leadership Skills CODE: K

A Manager’s Introduction to the Resumix System – KB7AMR 
Basic Supervision – KB7ABS


Behavior in Organizations – KB7ABI
Coaching Skills for Managers – KB7ACS
Conflict Resolution for Managers - KB7ACR
Creating a Positive Work Environment – KB7APW
Decision Making - KB7ADE
Discipline and Performance Problems – KB7ADP
EEO Basics for Managers and Supervisors – KB7AEE
Effective Delegation - KB7AED
Emotionally Intelligent Leaders – KB7AEI
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Employee Empowerment for Teams – KB7AET

Evidence-Based Management – KB7AEB
Flagstones of Visionary Leadership – KB7AFV
How to Handle Unacceptable Behavior and Other Tough Employee Problems – KB7AHU
How to Motivate, Manage and Lead a Team – KB7AMM
HR Tools for Supervisors – KB7AHR
IDP Training for Supervisors – KB7AID
Interviewing Skills for Supervisors – KB7AIS 

Labor Relations for Supervisors and Managers – KB7ALR
Leaders at All Levels – KB7ALA
Leadership Renewal – KB7ALN
Leave Entitlements: What Supervisors and Managers Need to Know – KB7ALE



 HYPERLINK  \l "K24" 

Management for Managers – KB7AMF

Managing Change Effectively – KB7AMC
Meeting the Challenge of Medical Issues – KB7AMI
Mentoring – KB7AME
Organizational Transformation – KB7AOR
Performance Management for Supervisors and Managers – KB7APA
Personnel Management for Supervisors – KB7APM
Team Building – KB7ATM
Women and Leadership – KB7AWA
Workers Compensation for Managers and Supervisors – KB7AWC
Intern Leadership Development Course (ILDC) – (use DCPDS # 12ILD)
Leadership Education and Development (LEAD) – (Use DCPDS #12LED)
LEAD Train the Trainer (Use DCPDS #12LDT)
Total Army Personnel Evaluation System (TAPES) – KB7ATA
A Manager’s Introduction to the Resumix System – KB7AMR
This course is an overview of Resumix, procedures for job actions and the flow process.

Return to Course Codes & Categories
Management/Supervisory and Leadership Skills CODE: K - Continued
Basic Supervision – KB7ABS
Lean timeless supervision methods to increase employee productivity, moral and work quality.  Pick up dozens of tips on speaking with professional poise and authority and what it takes to handle problem employees, confrontational colleagues and company politics.  These are field-tested strategies that no supervisor or manager can do without—or ever outgrow.

Behavior in Organizations – KB7ABI
Participants will understand the origins of the Myers Briggs Type Indicator and its usefulness in everyday life; build your awareness of the four personality dichotomies and the sixteen personality types they form; know your own personality preferences and how they shape your behaviors; recognize personality preferences in others for the purpose of becoming a more effective coach and making better decisions; gain a perspective of how awareness of personality type can positively impact team communication and ultimately, performance.
Coaching Skills for Managers – KB7ACS
Develop effective leadership skills, motivate your team, assess job needs, set and communicate high expectations, properly assign tasks, counsel and redirect, plan long-term performance objectives and build a team that works together and excels.
Conflict Resolution for Managers - KB7ACR
Participants will: learn psychologically sound techniques proven to work in a variety of conflict situations; choose a conflict management style that fits the situation; techniques to get to the root of the problem instead of battling symptoms; learn the subtle signals indicating that “unspoken” issues are the real cause of conflict; third party conflict resolution; facilitating the confrontation and exposing the hidden issues.
Creating a Positive Work Environment – KB7APW
Shaping and forming new positive attitudes through the proven method of “cognitive restructuring” that will teach each participant how to literally change the way they think.  In addition, this program will teach them how to approach others and influence them to be more positive.

Decision Making - KB7ADE
This is a program designed to enhance participant’s present decision making abilities and provide new immediate application oriented skills for greater effectiveness.
Return to Course Codes & Categories
Management/Supervisory and Leadership Skills CODE: K - Continued
Discipline and Performance Problems – KB7ADP
Discover the root cause of behavior problems; distinguish between positive motivating and damaging criticism; earn the trust of non-performers; get employees to buy in to company policies and procedures; understand the legal implications of their actions; motivate employees to solve problems and work toward common goals; develop real plans for performance improvement; determine who won’t produce vs. who can’t produce.
EEO Basics for Managers and Supervisors – KB7AEE
Participants will learn basic policies and requirements of the EEO and Affirmative Employment Programs; roles and responsibilities of Affirmative Employment Programs and Special Emphasis Programs.  Identify practices, which support EEO objectives, as well as, those which may lead to complaints of discrimination.

Effective Delegation - KB7AED
Upon completion of this course, attendees will be able to: overcome the self-imposed, employee-imposed and situation-imposed obstacles to delegation; identify what activities to delegate vs. what activities not to delegate; select the right person to fit the delegated task or project; delegate work and ensure it’s done right-without meddling; give clear instructions and confirm understanding; manage the four delegation challenges-over-delegation, under-delegation, reverse delegation and horizontal delegation; use increased levels of authority to empower and motivate people; maintain control and keep track of what they’ve delegated; troubleshoot potential delegation problems to avoid performance disaster.

Emotionally Intelligent Leaders – KB7AEI
This program will help participants develop the emotional intelligence competencies required by a position of leadership.  Participants will assess, develop and apply their own emotional intelligence and will learn how to cultivate emotional intelligence in their organization.
Employee Empowerment for Teams – KB7AET
A mid-level course targeted for managers, team leaders and all those who work within a team environment.  Learn what power and empowerment are and how to get and give both to all team members.  Learn to control emotions, communicate effectively, resolve conflicts, motivate team members, solve problems and negotiate mutually beneficial member relationships.
Evidence-Based Management – KB7AEB
In this presentation, participants will learn: barriers to leading effectively and how to use evidence-based management; keys to solving the “knowing-doing” problem; cutting-edge approaches to giving and receiving feedback, including structuring conversations for maximum impact; half-truths on managing people; dangers behind change and innovation efforts
Return to Course Codes & Categories
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Flagstones of Visionary Leadership – KB7AFV
Covers the process of creating a vision, communicating that vision, setting goals and being very intentional about using the methods and style associated with true leadership and strategic planning.

How to Handle Unacceptable Behavior and Other Tough Employee Problems – KB7AHU
Recurring employee problems take a tremendous toll on your organization’s bottom line in lost productivity and employee turnover, which is why bad attitudes, unacceptable behaviors and non-performance issues cannot go unaddressed.  And as you know all too well, dealing with non-performers and worker with negative behaviors is an incredibly frustrating and time-consuming part of your job as a manager.

How to Motivate, Manage and Lead a Team – KB7AMM
This course has exercises, activities, and strategies for keeping teams motivated and creative – plus valuable tips for helping your team through tough times.  
HR Tools for Supervisors – KB7AHR  

This course covers the functional areas of Human Resources -- staffing, job analysis, compensation, performance management, awards, benefits, family-friendly, training, employee protection, labor relations programs and merit systems principles. This training provides managers and supervisors with basic tools, guidelines and resources of Human Resources Management (HRM) in order to be successful leaders.
IDP Training for Supervisors – KB7AID
Training for supervisors on the proper application of IDPs for their employees.
Interviewing Skills for Supervisors – KB7AIS 
As a result of this course, students will be able to; develop an effective interviewing philosophy; effectively interview recruits; evaluate talent based on interview questions; hire high-impact employees.
Labor Relations for Supervisors and Managers – KB7ALR
Participants will learn basic rights and responsibilities of employees, unions and management; role of third parties; how to communicate with employees and unions under the labor law; how to deal with changes in conditions of employment; how to identify and avoid unfair labor practices; how to deal with union officials, grievances and disputes; how to interpret and apply a labor agreement; how to identify labor relations issues and find solutions.

Return to Course Codes & Categories
Management/Supervisory and Leadership Skills CODE: K - Continued
Leaders at All Levels – KB7ALA
Learn to be READY to think, decide, and act on any situation that might occur in order to benefit and protect your organization.  Understand what organizational readiness is, and how to become a ready leader.  Examine the effect readiness has on efficiency and effectiveness.  Understand the aspects of readiness: Thinking, deciding, and acting. Learn to effectively influence; assess your level of readiness and develop and improvement plan.  

Leadership Renewal – KB7ALN
Leadership and teambuilding in off-site setting to build relationships.
Leave Entitlements: What Supervisors and Managers Need to Know – KB7ALE
This course is designed to help supervisor and mangers describe their approach to managing people.  Mangers often find themselves in situations where they may have to make decisions that are not popular with employees.  How to deal with these situations? What approach is normally used?  What role does communication play in your approach?  How to deal with the potential dissatisfaction or distrust of the employees?

Management for Managers – KB7AMF 
How to counsel, coach, critique and motivate employees to make them the greatest success they can be.

Managing Change Effectively – KB7AMC
Identify “mega-trends”; understand the major roles involved in the change process; make use of the latest change theories; recognize the reasons for resistance to change; lessen the effects of a “turbulent” work environment; sell change “down the line” as well as “up the line”; accept and make use of “forced” technological change; influence others to accept change as a positive force.
Meeting the Challenge of Medical Issues – KB7AMI
Medical Documentation Requirements; Fitness for Duty Examinations; Defining Disability; Reasonable Accommodation; Undue Hardship; Separation for Inability to Perform; Discipline & Performance Action in Disability Cases; Dealing with Cases of Alcoholism; Medical Issues and Leave; Retirement Options
Mentoring – KB7AME
At the conclusion of this training program, participants will be able to: explain the roles and responsibilities within the mentoring relationship, define the key ingredients to being a successful mentor, use various coaching skills and develop a plan of action.
       Return to Course Codes & Categories
Management/Supervisory and Leadership Skills CODE: K - Continued 
Organizational Transformation – KB7AOR
Course covers the early 90s meltdown--and subsequent turnaround of what arguably had been the world’s most successful business enterprise.  Issues and the fortunate breaks that re-established a company’s market, financial and technical leadership.  
Performance Management for Supervisors and Managers – KB7APA


Carry out performance management responsibilities; develop meaningful performance plans; distinguish between conduct and performance problems; apply and give life to Army generic performance standards; distinguish activities from accomplishments; create a clear linkage between individual performance and organizations success; and effectively deal with marginal or unacceptable performers.
Personnel Management for Supervisors – KB7APM
Participants will be able to explain, describe, and understand key information about classification and pay, filing jobs, assigning work, equal employment opportunity, using discipline effectively, performance management and developing employees.

Team Building – KB7ATM
What we can learn from sports teams; focus on listening skills; focus on contributing/communication skills; cooperation: the key to success; how to achieve consensus; preventing the team stranglers; dealing with difficult teams and individuals; individual roles including leadership; many practical exercises, role-playing and interactive events throughout the session.
Women and Leadership – KB7AWA
Women have the potential to be the premium leaders of this century once they tap into their unique and important gifts.  Women have natural aptitude toward the disciplines that are currently needed in the workplace such as the ability to: multi-task, collaborate, build team relationships, and tune into customer needs and desires.  The differences between genders become strengths once they are understood.  This program emphasizes the natural strengths of each gender and how to bridge the gap by utilizing all the strengths combined.  Women need to learn how to use their natural strengths to their fullest potential.  This program also places special emphasis on methods for keeping balance between work and life
Workers Compensation for Managers and Supervisors – KB7AWC
Overview of Workers Compensation program
Return to Course Codes & Categories
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Intern Leadership Development Course ILDC – use DCPDS # 12ILD
This course provides U.S. Army Career Interns with an understanding of their leadership role in the U.S. Army.
Leadership Education and Development LEAD – Use DCPDS #12LED
This course provides training and practical application in the Army leadership doctrine and competencies.
LEAD Train the Trainer Use DCPDS #12LDT
Is to train MACOM representatives to execute the Leadership Education and Development (LEAD) course at installation/agency level.  The course is designed to develop trainers, civilian or military (officer or enlisted), qualified to successfully conduct LEAD training at their local installation. The course provides training and practical application in the Army leadership doctrine and competencies, as well as co-facilitating skills required to successfully facilitate the LEAD course.

Total Army Personnel Evaluation System TAPES – KB7ATA
This course is an introduction to references and objectives of the Total Army Performance Evaluation System, overview of the senior system versus the base system, performance plans, early, and special appraisals, performance problems and counseling sessions.
Return to Course Codes & Categories
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7 Habits of Highly Effective People – OB7AHA 

Achieving Maximum Productivity – OB7AAM
Business Etiquette – OB7ABS
Change: Opportunity or Obstacle – OB7ACP
Civilian Travel Regulations (PCS/TDY) – OB7ACT
Consideration of Others – OB7ACO
Critical Thinking – OB7ACR
Employee Empowerment – OB7AEE
Introduction to Special Operations – OB7AIS
Joint Travel Regulations (JTR) – OB7AJT
Leadership Skills for Non-Supervisors – OB7ALS
Management Skills for Administrative Professionals – OB7AMS
Managing Multiple Priorities – OB7AMM
Managing Your Career – OB7AMY
Office Management – OB7AOM
Prevention of Violence in the Workplace – OB7APV
Stress Management – OB7AST
Time Management – OB7ATI
Seven Habits of Highly Effective People – OB7AHA
The 7 Habits course is the most dynamic training for personal and professional effectiveness ever developed. You will experience a powerful life transformation that fosters greater productivity, increased influence in key relationships, stronger team unity, and complete life balance. During the course, you will experience interactive exercises, case studies and poignant video segments and learn from the experiences of other participants.

Achieving Maximum Productivity – OB7AAM
Participants will learn to maximize time and productivity, get and stay organized, set realistic goals, stay positive and enthusiastic, make smart and timely decisions, prioritize responsibilities, control interruptions and avoid obstacles that can get in your way.

Business Etiquette – OB7ABS
Guide to appropriate business etiquette for federal employees working with military and high ranking civilians.  This course addresses proper attire, introductions and office etiquette.

Change: Opportunity or Obstacle – OB7ACP
Change in organizations is the result of human activity.  Change is initiated and sustained by people.  People can make change an opportunity for improved personal and organizational performance.  This course gives participants an approach they can use personally and as a work group to deal with change constructively.

Return to Course Codes & Categories
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Civilian Travel Regulations PCS/TDY – OB7ACT
Getting a government employee from here to there costs money.  But every cost is not the government’s to bear.  Learn the rules, avoid mistakes and save your agency money on travel expenses.  You will benefit by: avoiding mistakes computing temporary duty travel and transportation allowances, comply with current Federal Travel Regulations, JTR and related Comptroller General Decisions; know what expenses qualify for reimbursement; meet IRS requirement for reporting relocation allowances.  Ideal for anyone involved in authorizing, approving, processing, auditing and paying for travel and relocation of DoD civilian employees.
Consideration of Others – OB7ACO
The purpose of this course is to teach employees how to work with others from different backgrounds, interests, teams, and to handle work place situations in an objective and professional manner.  The participants will be able to demonstrate how to handle their own emotions, handle the emotions of others and to treat others in a respectful and considerate manner. 
Critical Thinking – OB7ACR
This is a program designed to enhance participant’s present decision making abilities and provide new immediate application oriented skills for greater effectiveness.

Employee Empowerment – OB7AEE
Incorporating effective communication, conflict resolution, emotional control, negotiating and more.  This integrated program shows how each works with the other to make for a highly motivating environment that empowers each team member to do their very best.

Introduction to Special Operations – OB7AIS
ISOC examines the historical evolution, development, organization, and mission activities of US Special Operations Command and its components. It covers the forces assigned to USSOCOM and uses case studies to analyze special operations missions. A static display familiarizes students with air and special tactics hardware and capabilities. This course is designed to give students a joint working knowledge of US Special Operations mission, activities, organization and forces. This introductory course is tailored for personnel with little or no knowledge of joint special operations. Representatives from each component service will present their special operations missions, force structure, command relationship and joint working agreements. The course will terminate with distinguished guest speakers providing case studies of special operations missions, for example, Iran Rescue Attempt, Operation Desert Storm and Operation Gothic Serpent Somalia. Target audience are military and civilian personnel assigned to special operations career fields or assigned to a special operations unit, joint conventional planners who deal with SOF interoperability, personnel deploying with special operations contingencies, and government agency personnel with a professional interest in the subject matter.

Return to Course Codes & Categories
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Joint Travel Regulations JTR – OB7AJT
Topics covered during this session are; Permanent Change of Station (PCS) Travel; General Rules and Information; House hunting Trip; Household goods moving and storage; Temporary Quarters Subsistence Allowance; Use of Privately Owned Vehicles; Real Estate/Property Management, TDY; Funded Environment and Morale Leave (FEML), R&R, and Renewal Agreement Travel (RAT); Transportation modes; CTOs/City Pairs; Premium class travel; Per Diem for training and long term TDY assignments; Laundry/dry cleaning and lodging taxes.
Leadership Skills for Non-Supervisors – OB7ALS
Participants gain a definition and overview of the ideals of leadership; understand the impact of change on people and organizations; confront negative attitudes; lead more effectively by listening to others; utilize praise as a motivational tool; and demonstrate ways humor can aid leaders.

Management Skills for Administrative Professionals – OB7AMS
Effectively manage projects and meet deadlines without compromising quality; implement time-management skills to increase effectiveness, manage details and reduce interruptions; create and implement organized and logical paper, computer and electronic files; communicate effectively with others to promote a positive professional image and teamwork; use negotiation and problem-solving techniques to work through conflicts; prioritize multiple demands to better support achievement of goals and personal growth; recognize the signs of a crisis developing and take appropriate corrective action; utilize stress relief techniques; implement a Work Action Plan developed during the seminar to increase productivity through prioritization.

Managing Multiple Priorities – OB7AMM
You have responsibility for accomplishing results in your organization. And you have many projects, priorities, tasks, and responsibilities.  How to sort it all out?  How to get it all done?  This course will help you to: identify, focus on and act on your priorities; improve your planning skills to turn your priorities into goals; communicate your priorities to your boss,  peers and your subordinates; involve the right people at the right time in setting priorities and project objectives and following through on them; organize project teams to most effectively accomplish project objectives; plan your projects, starting with complete task analysis/work breakdown and make accurate time and cost estimates; anticipate problems in your projects an effectively deal with them before they become crisis; accomplish effective and timely project reporting; continue to develop the skills critical to good project management and to; management of multiple priorities.  You will leave this course with not only IDEAS for more effectively managing multiple projects and multiple priorities, but also with TOOLS that you can begin to use immediately on your job. 

Return to Course Codes & Categories
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Managing Your Career – OB7AMY
Knowing how to continually respond to change is essential for success. Managing your career involves developing a set of new short term and long term goals to guide your professional and personal development. It also involves handling feedback about your work from your employer and identifying the right time to make a move to advance your career.

Office Management – OB7AOM
This course is designed to assist administrative staff in developing their skills and creating a more professional work environment.  

Prevention of Violence in the Workplace – OB7APV
Each year there are over 2 million victims of workplace violence and homicide is the second leading cause of job-related deaths.  This is an important and critical topic.  This course addresses what all employees can do to take appropriate action in identifying behaviors and issues that create real threats to the organization and employees.
Stress Management – OB7AST
Apply proven stress reduction techniques; reduce your personal stress level; spot and defuse signs of stress and develop stress management techniques to improve your job performance.

Time Management – OB7ATI
Participants will learn to identify clear priorities for self and others.  Practice unique time tools customized to each person; have fewer misunderstandings of time needs; “make more time” by learning how to “make time fly”; accept without strain that everyone has the same time use potential and handle interruptions relationally for greater productivity.

Return to Course Codes & Categories
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Mid-Career Planning Course – PB7AMP
Pre-Retirement (CSRS and CSRS-Offset) – PB7APC
Pre-Retirement (FERS and Transfers) – PB7APF
Retirement Planning (CSRS/FERS) – PB7ARP
Mid-Career Planning Course – PB7AMP
Participants will learn the basics of financial planning and how their Federal Benefits mesh with their own finances.  They will learn how the disability process works and the survivor benefits available to them and/or their families. Participants will learn to make effective decisions for their circumstances in regards to their Federal Benefits.

Pre-Retirement CSRS and CSRS-Offset – PB7APC
Participants will understand their CSRS Benefits Package; learn about the Voluntary Contributions Program; determine their eligibility for retirement; understand the TSP as a benefit program; understand the benefits of FEHB, FEGLI and LTC; understand Social Security and eligibility; learn the survivor benefits options; understand the value of COLA’s; learn about the Post-56 military deposit-redeposit; learn about disability retirement.
Pre-Retirement FERS and Transfers – PB7APF
Participants will: understand their FERS benefits; determine their retirement eligibility under FERS; understand TSP withdrawal options at retirement; learn to maximize benefits including FEGLI, FEHB and LTC; understand Social Security benefits; understand survivor benefits options; know how to choose the bet date to retire; understand the value of COLA’s; understand the Post-56 military deposit/redeposit and understand disability retirement.
Retirement Planning CSRS/FERS – PB7ARP

CSRS 

This course is designed to provide you with an overview of the ABC-C processes as well as providing information on submitting individual retirement packages. This includes such items as Retirement Eligibility, computation of benefits, potential reductions in annuities, and health, life and TSP coverage into retirement. It will also cover the most commonly found errors in completion of the retirement forms. 

FERS

This course is designed to provide you with an overview of the ABC-C processes as well as providing information on submitting individual retirement packages. This includes such items as Retirement Eligibility, computation of benefits, potential reductions in annuities, and health, life and TSP coverage into retirement. It will also cover the most commonly found errors in completion of the retirement forms.
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Basic Electricity – QB7ABE
Confined Space Entry and Rescue-OSHA – QB7ACS
Crane Safety – QB7ACR
General Transportation of Hazardous Materials – QB7ATH
HAZWOPER (24 Hour) Course – QB7AH2
HAZWOPER (40 Hour) Course – QB7AH4
Hydraulics and Pneumatics  - QB7AHA
Pump Maintenance – QB7APM
Shaft Alignment – QB7ASH
Technical Transportation of Hazardous Materials – QB7ATT
OSHA Compliance – QB7AOS
Safety Awareness – QB7ASF
Basic Electricity – QB7ABE

This course provides the student with a basic understanding of electrical devices and equipment.  Topics include electrical fundamentals, resistive, capacitate and inductive circuits, Kirchoff’s Laws, magnetism and AC and DC motors.  The classroom theory is enhanced by hands-on training that allows the students o connect and monitor various electric circuits and also observe the characteristics of different types of AC and DC motors.  This course is designed to introduce electrical fundamentals to personnel new to the field.

Confined Space Entry and Rescue-OSHA – QB7ACS
This course is designed to give students the knowledge and skills needed to prevent employee injury and teach procedures to safely enter confined spaces.  Special attention will be given to rescue/safety techniques ant the equipment necessary to perform in the confined space scenario.  These objectives will be accomplished through classroom lecture and extensive practical evolutions that meet or exceed the requirements of OSHA 29 CFR 1910.146 for Confined Space Entry.

Crane Safety – QB7ACR
OSHA.com offers this training in several formats.  Crane Institute of American in Sanford, FL also offers this training and may have been the vendor used in the past here at APG.  
General Transportation of Hazardous Materials – QB7ATH
This course provides personnel from all services with refresher training (see prerequisite below) and updated information pertaining to the transportation of hazardous items, and satisfies the mandatory refresher training for persons who certify hazardous materials and conduct function specific training for subordinate personnel as specified in the Defense Transportation Regulation (DOD 4500.9-R).  Course content reviews changes to Department of Transportation (DOT) and Department of Defense (DOD) regulations including United Nations Standard Packaging marking, labeling, and hazard communications requirements. 
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HAZWOPER 24 Hour Course – QB7AH2
Meet the requirements set by OSHA for the general site worker or On-site Emergency Responder, where the presence of Hazardous Materials or exposure is likely.

HAZWOPER 40 Hour Course – QB7AH4
Meet the requirements set by OSHA for the general site worker or On-site Emergency Responder, where the presence of Hazardous Materials or exposure is likely. 
Hydraulics and Pneumatics  - QB7AHA
This course provides attendees with an excellent understanding of the principles of hydrostatics and hydrodynamics that serves as the foundation for discussions of hydraulic system component function and operation.  The course then progresses to troubleshooting methodology as applied to hydraulic systems both complex and simple.

Pump Maintenance – QB7APM
Get up-to-date fast on OSHA’s latest changes, gain cost-saving ergonomics solutions.  Prevent common safety hazards that result in OSHA violations, meet OSHA’s stringent record-keeping requirements in less time, know where OSHA’s inspectors are most likely to look – and be READY!  Avoid huge fines by understanding compliance basics for blood borne pathogens, HazCom, EAP, site-specific training, lockout/tag out
Shaft Alignment – QB7ASH
This hands-on course provides maintenance mechanics with an in-depth knowledge of shaft coupling alignment.  Coupling design and a variety of coupling alignment procedures are discussed.  The knowledge gained in this course is directly applied to laboratory exercises in which shafts are aligned using proper shaft alignment procedures.

Technical Transportation of Hazardous Materials – QB7ATT
This course provides personnel from all services detailed technical information pertaining to all phases of transportation of hazardous materials, and satisfies the mandatory training for persons who certify hazardous materials and conduct function specific training for subordinate personnel as specified in the Defense Transportation Regulation (DOD 4500.9-R). Course content includes emphasis on United States and international laws and regulations covering transportation of hazardous materials by all modes. International regulations covered include the International Maritime Dangerous Goods Code and the International Commercial Air Transport Associations Dangerous Goods Regulations. United States regulations covered include the Department of Transportation (DOT) 49 Code of Federal Regulations (CFR) and U.S. military regulations. Course material includes emphasis on hazard communications (i.e. shipping papers, marking, labeling, and placarding); packaging, compatibility on transport vehicles, security requirements.
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OSHA Compliance – QB7AOS
Get up-to-date fast on OSHA’s latest changes, gain cost-saving ergonomics solutions.  Prevent common safety hazards that result in OSHA violations, meet OSHA’s stringent record-keeping requirements in less time, know where OSHA’s inspectors are most likely to look – and be READY!  Avoid huge fines by understanding compliance basics for blood borne pathogens, HazCom, EAP, site-specific training, lockout/tag out.
Safety Awareness – QB7ASF
This course provides an introduction to common health hazards that are encountered in the workplace. These health hazards will include exposure to chemicals, asbestos, silica and lead. The course will feature these topics: identification of hazard; sources of exposure; health hazard information; evaluation of exposure; and engineering and work practice controls. The course materials will include an instructor and student manual; courses and group activities; and PowerPoint presentations. The course is designed as an awareness course for employers and employees.
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A 76 for HR - GB7AA76 

A76 Train the Trainer - GA7AA76 
Advanced Business Objects Application (BOA) - AA7ABOA 
Basic Classification - CB7APMC 
Basic Human Resource Development - HB7AHRD 
Basic Labor - LB7ABLR 



HYPERLINK  \l "CHRA7"

Basic MER - MB7AMER 


Basic Staffing - SB7ASTF 
Basic Staffing for EEO - SB7ASEE 
BOA Train the Trainer (TTT) - AB7ABOT 

Business Objects Application (BOA) - AB7ABOA 

Classification for NAF HR - CB7NCLS 

Delegation of Training Authority - XB7ADTA 
Dispute Resolution - LB7ADRS 
Fair Labor Stand Act Eval & Appli (AP Fund) - CBVAFLS 
Fair Labor Stds Act (FLSA) Eval & APP - CBVNFLS 
FAR TTT - CBA7FAR 
Framing Charges - MBVAFRM 
Gen. Sched. Leader Grade Eval. Guide (GSLGEG) - CBVAGSL 
General Schedule Supervisory Guide (GSSG) - CBVAGSG 
HR Advisor - GB7AHRC 
HR For Supervisors - XB8AHRS 
HRD Seminar - HA7AHRD  
Instructional Methods - GB7AIMC 
Intermediate MER - MI7AMER 
Intermediate PM&C - CI7APMC 
Introduction to Discipline - MBVADIS 

Introduction to Labor Relations VTT - LBVAILR 
Introduction to Performance Based Actions VTT - MBVAPBA
Labor/Mgt/Empl Relations for Executives (LRX) - XB7ALRX 
Leave Issues in the Workplace - MIVALIW 


Medical Issues in the Workplace VTT- MBVAMED 
MER Case Studies: You Be the Judge VTT - MIVAJUD 
NAF DCPDS - AB7NDCP 
NAF HR Administration Basic Course - GB7NHRA 
NAF HR Generalist Course - GB7NHRG 

NAF LMER Course (Labor/MER) - LB7NLMR 

NAF LMER Course VTT - MIVNMER 
NAF Pay Setting VTT - SBVNPAS 
NAF Portability VTT - BBVNPOR 
NAF Workers Compensation VTT - BBVNWCP
Overseas Entitlements - BB7AOSE 
PMC Seminar - CA7APMC 
Portability for NAF HR Professionals VTT - BBVAPOR 
Position Classification (NAF) - CB7NPMC 
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Training as Hours of Work - CBVATRN 
Travel as Hours of Work - CBVATRV 


VTT Skills - HBVAVTT 
WASS / CIVFORS Level 1 - AB7AWC1 
WASS/CIVFORS - AB7AWCF 



 HYPERLINK  \l "CHRA51" 

Workplace Violence: Program Strategies - MB7AWVP
 
A 76 for HR - GB7AA76 
This course provides HR professionals an overview of the A-76 process and explains specific HR responsibilities, such as impact analysis, transition planning, and MEO implementation. This course will enable participants to serve on A76 teams. Changes to the OMB Circular effective May 2003 as well as the draft Army AR5-20 and draft Army Pam 5-20 have greatly increased the HR role in the A-76 process. The course includes lectures, discussions, and group exercises.

A76 Train the Trainer - GA7AA76 
There is no Course Scope at this time.
Advanced Business Objects Application BOA -AA7ABOA
Participants will learn how BOA works, its major functions, and how to write queries through lectures and hands on exercises. This is followed by time to put BOA to work on reports they can take home with them.
Basic Classification -CB7APMC
This basic course blends web-based training (pre-course), lecture, discussion, and work group activities. Basic Position Classification is a prerequisite for Intermediate Position Classification, or Position Classification Seminar. It covers all commonly used PD formats and provides participants an opportunity to acquire classification skills. Basic Position Classification is an intensely focused and fast paced course. Automation tools like PD Library, FASCLASS, and ART as well as use of web resources are emphasized in this course.
Basic Human Resource Development -HB7AHRD
Participants in this course learn basic skills and principles for the Human Resource Development function. A blend of lectures, discussions, and group activities is used to teach participants how to interpret policies and regulations, review training nominations, evaluate training, and consult with employees and line managers. Related courses include the Instructional Methods Course and HRD Seminar.
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Basic Labor -LB7ABLR
Through lectures and practical exercises, participants are introduced to the Federal Service Labor-Management Relations Statute. This course covers the major components of the federal labor relations program and affords a firm foundation for increasing the participant's labor relations expertise.
Basic MER -MB7AMER
An introductory course which provides participants with grounding in the functions, responsibilities, procedures, and skills needed to effectively function in the MER area. The course combines basic concepts and principles with the opportunity to practice MER skills through guided case discussions, courses, and group activities.

Basic Staffing -SB7ASTF
This course provides an overview of the major staffing functions and related legal and regulatory requirements. The course also covers the primary staffing processes such as determining when competition is required, evaluating candidates' qualifications, developing and/or processing competitive registers, setting pay and determining retention standing and placement rights under reduction in force. The many flexibilities management has in staffing and placement actions are emphasized in this course. Lectures, class discussions and "hands-on" exercises are used to develop students' technical knowledge and consulting skills.
Basic Staffing for EEO - SB7ASEE
This course provides an overview of the major staffing functions and related legal and regulatory requirements. The course also covers the primary staffing processes such as determining when competition is required, evaluating candidates' qualifications, processing competitive registers, and determining retention standing and placement rights under reduction in force. The many flexibilities available under internal merit promotion as well as external recruitment are emphasized in this course. Lectures, class discussions and "hands-on" exercises are used to develop students' technical knowledge and focus on areas where the EEO specialist can provide advice and assistance to their customers in the staffing, application, or complaint process. Each student is required to prepare and present a case study dealing with an EEO complaint that involved a staffing issue.
BOA Train the Trainer TTT - AB7ABOT
Participants will learn how to teach the Business Objects Application. Using the course lesson plan, PowerPoint slides, and student exercises are included. Reinforcement of BOA's major functions and how to write queries through lectures and hands on exercises will be covered.
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Business Objects Application BOA - AB7ABOA
Participants will learn how BOA works, its major functions, and how to write queries through lectures and hands on exercises. This is followed by time to put BOA to work on reports they can take home with them.
Classification for NAF HR - CB7NCLS
This basic course blends web-based training (pre-course), lecture, discussion, and work group activities. Basic Position Classification is a prerequisite for Intermediate Position Classification, or Position Classification Seminar. It covers all commonly used PD formats and provides 
participants an opportunity to acquire classification skills. Basic Position Classification is an intensely focused and fast paced course. Automation tools like PD Library, FASCLASS, and ART as well as use of web resources are emphasized in this course.
Delegation of Training Authority - XB7ADTA 
The laws and regulations, that must be considered when reviewing and approving requests for training. This module will satisfy the required instruction for managers who have been delegated authority to approve training.
Dispute Resolution -LB7ADRS
This course provides a practical approach to identifying the causes of conflict and methods for addressing them productively. A variety of ADR methods and techniques are explained and practiced. Several methods are highlighted such as mediation, facilitation, and peer review panels. Participants will consider the elements of designing and marketing an ADR program. Focus is on experiential learning.

Fair Labor Stand Act Eval & Appli (AP Fund) – CBVAFLS
There is no Course Scope at this time.
Fair Labor Stds Act FLSA Eval & APP - CBVNFLS 
There is no Course Scope at this time.
FAR TTT - CBA7FAR
There is no Course Scope at this time.
Framing Charges – MBVAFRM
Address the key requirements in properly identifying and formulating discipline/adverse action charges. Includes discussion of relevant case law
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Gen. Sched. Leader Grade Eval. Guide GSLGEG – CBVAGSL
This module covers use of the GSLGEG to classify team leader positions. Thorough knowledge of this guide as well as the GS Supervisory Guide is critical for those providing advice to managers on reorganization efforts and A-76 studies.
General Schedule Supervisory Guide GSSG – CBVAGSG
This module covers use of the GSSG to classify supervisory positions. Thorough knowledge of this guide as well as the GS Leader Guide is critical for those providing advice to managers on reorganization efforts and A-76 studies.
HR Advisor - GB7AHRC
This course focuses on development of the professional and business management skills which are needed to be an effective Civilian Human Resource (CHR) advisor to managers and other customers. The course includes lectures, classroom exercises, panel discussions and case studies which are designed to develop the advisory and consulting skills needed by CHR professionals. This course does not address technical or functional skills although case studies and exercises are based on human resource issues and scenarios.

HR For Supervisors - XB8AHRS 
This course is designed to prepare participants to perform supervisory HR role: describe the partnership between supervisors and HR team, recognize and apply HR terminology, use web-based HR tools, and successfully complete case studies
HRD Seminar - HA7AHRD  

Current trends and policies affecting workforce development are covered in this training.   Presentations by Army HR professionals on a variety of topics in the HRD field are discussed.  Related courses include the Instructional Methods Course and Basic Human Resource Development.
Instructional Methods - GB7AIMC
This course is designed to enhance skills of those responsible for conducting various types of Army human resources training. It can be used to develop/enhance individual platform and facilitation skills. Participants will learn student-centered methods of instruction and how to develop participatory instructional materials. Participants will also learn how to evaluate student performance using the Systems Approach to Training (SAT) and be provided "hands-on" opportunities to apply innovative training concepts through the development, presentation and facilitation of training curriculum.
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Intermediate MER - MI7AMER
 This is a three and a half day class designed for seasoned HR Specialists with at least one year of MER experience. Monday is a travel day and the class starts on Tuesday, ending on Friday just before noon. The topics include formulating specific charges, penalty selection, as well as in-depth discussions of topics such as threats, inability to perform, indefinite suspensions and invoking the crime provision. Presenters include Ms. Marilyn Mattingly, President of MLM Resources, an expert in L/MER issues; Dr. Wolf, Managing Partner, Incident Management Team, Inc., an expert in threat assessment and violence in the workplace; an MSPB Judge from the Philadelphia region; Frank Roig, L/MER Course Manager at CHRA; as well as seasoned L/MER adjunct faculty and Labor Attorneys from the field. 
Intermediate PM&C - CI7APMC 
This intermediate-level Position Classification course is designed for both CPAC and CPOC staff. The course provides practice with classification cases, including supervisory, team-leader, 
and FES classification standards. Also, the course includes modules on the Fair Labor Standards Act and Army position classification policy.
Introduction to Discipline – MBVADIS
Addresses the basic requirements for taking action based on employee misconduct.  This includes the legal basis for taking action, formal vs. informal actions, considerations in penalty selection, the adverse action sequence, practical exercises and discussion.
Introduction to Labor Relations VTT – LBVAILR
Overview of basic labor relations principles to include the role of the union, understanding the employee’s right to representation, official time, when the union has to be notified, and when to bargain.
Introduction to Performance Based Actions VTT – MBVAPBA
Addresses the basic requirements for taking action against the poor performer. This includes the legal basis for action, requirements for communicating performance expectations, overview of performance standards requirements and the opportunity to improve period. Class includes discussion and practical exercises.
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Labor/Mgt/Empl Relations for Executives LRX - XB7ALRX
This course is an introduction to Federal sector labor relations. The participants examine their authority, discuss commander's responsibilities, recent trends and developments, and ideas to foster and maintain an effective labor-management relationship. It also provide an overview of the commander's responsibilities in employee relations, EEO complaints and compliance, a discussion of legal responsibilities, and impact of recent court cases on Army programs. The goal 
of this course is to provide Commanders, newly-designated Commanders, Deputies, Chiefs-of-staff, Executive Officers (typically MAJ to COL) and equivalent civilian executives/managers (typically GS-13 to GS-15) a comprehensive overview of their roles and responsibilities in the labor/employee relations and EEO program areas.

Leave Issues in the Workplace - MIVALIW 
This course covers the key factors to consider when advising managers on how to handle absenteeism and tardiness in the workplace. This also will cover Family Medical Leave Act (FMLA). Class includes discussion and practical exercises.

Medical Issues in the Workplace VTT- MBVAMED 
Explains disability discrimination and important definitions.  Also covers the why, when and how of requesting medical documentation.  Will cover when it is appropriate to take disciplinary action.  Includes practical exercises and case studies.
MER Case Studies: You Be the Judge VTT - MIVAJUD 
After a brief presentation, participants will be asked to analyze the cases, then out brief and defend their findings.
NAF DCPDS - AB7NDCP 
This course identifies the basic skills and processes on how to Initiate, edit, access, update, change, review, generate and maintain NAF personnel actions and records.

NAF HR Administration Basic Course - GB7NHRA 
This courses identifies HR functional areas and how to apply references in executing administrative requirements.  The course provides a firm foundation for building and/or increasing the participants NAF HR knowledge and expertise
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NAF HR Generalist Course - GB7NHRG 
Through lectures, courses and case studies, participants gain/sharpen skills and expand knowledge on administering an effective NAF HR program in the appropriate functional areas by applying all available references. Use acquired knowledge, skills and abilities to enhance performance as the NAF HR advisor.

NAF LMER Course Labor/MER - LB7NLMR
There is no Course Scope at this time.
NAF LMER Course VTT – MIVNMER
Participants will learn wide variety of MER and Labor issues to include discipline, labor relations, leave, performance based actions, medical issues in the work place, etc
NAF Pay Setting VTT - SBVNPAS 
Employees will learn how to set pay for reassignments, promotions and change to lower grades for moves within and between all NAF pay systems.

NAF Portability VTT - BBVNPOR 
Employees will gain; Familiarity With Portability Concepts, Knowledge Portability Laws, Rules, Regulations, Responses to CPOC Questions Regarding Portability, Identify "Most Common Errors" and Methods to Avoid 

NAF Workers Compensation VTT – BBVNWCP
Employees will learn NAF worker’s compensation program benefits, reporting procedures, manager, employee and HR roles and responsibilities.
Overseas Entitlements - BB7AOSE
This course description will be published at a later date.  Course is being developed.
PMC Seminar - CA7APMC
Blends guest presentations, faculty lectures, discussions, and work group activities. Position Classification Seminar covers recent developments in Army policy, organization design, position classification, pay administration, and classification leadership. It continues to provide a forum for discussing challenges in the management of the Position Classification function. Intended for an advanced audience, including Position Classification supervisors and team leaders, this course has a flexible agenda which will be modified to meet customer needs. 
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Portability for NAF HR Professionals VTT - BBVAPOR
There is no Course Scope at this time.
Position Classification NAF - CB7NPMC
There is no Course Scope at this time.
Training as Hours of Work - CBVATRN
This module covers how Title 5 and the 5 CFR Part 551-FLSA rules differ and their impact on an employ weeks pay when in a training status.  Covers the differences between exempt and nonexempt employees.

Travel as Hours of Work - CBVATRV
Addresses how Title 5 and FLSA rules differ and their impact on an employee’s pay when in a travel status. Covers the differences between exempt and nonexempt employees and the term "constructive travel". 
VTT Skills - HBVAVTT
This course will teach participants how to deliver training using Video Tele-Training (VTT) via Classroom XXI.  Students are expected to prepare and deliver two short presentations using VTT technology in the Classroom XXI environment.
WASS / CIVFORS Level 1 - AB7AWC1
 There is no Course Scope at this time.
WASS/CIVFORS - AB7AWCF
This course provides a hands-on introduction to the Workforce Analysis and Support System (WASS) and Civilian Forecasting System (CIVFORS), including the Army Revitalization web site. This class will teach attendees how to create and run analyses in WASS, create and view forecasts in CIVFORS for various populations, and to understand and use the Army Revitalization web site. 

WASS (Workforce Analysis Support System) is a repository of civilian personnel data about Department of the Army civilian employees from 1974 to the present (updated quarterly). It 
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WASS/CIVFORS - AB7AWCF
includes both "snapshot" data from the end of each quarter as well as transaction data (gains, losses, other changes). It can be used to identify trends and historical strength, and run statistical analyses such as turnover.

CIVFORS (Civilian Forecasting System) is a projection system that uses computer modeling based on five years of actual data to predict accession requirements and losses (e.g., retirements, voluntary losses) for seven years into the future. Projections can be run for all of Army, or for various sub-populations such as MACOMs, occupations and/or grade levels, or installations (or combinations of any of these populations). The Army Revitalization web site contains projected strength for Army commands by installation and includes accession requirements for selected occupations (the data was generated using CIVFORS).
Workplace Violence: Program Strategies - MB7AWVP 
A course covering essential skills and program elements for the design and implementation of activity plans for the prevention and management of workplace violence. Emphasis is on an integrated and collaborative approach among all relevant disciplines and workforce elements at the activity level. Included are strategies for analysis of program needs; recognition, documentation, and reporting requirements; action plans and response teams; legal, medical, and management issues; program design and delivery; and workforce training and marketing.
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