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FSIS DIRECTIVE 4410.1
REVISION 1 AMEND 2
ATTACHMENT 3-2
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Section D - APPROVALS
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FSIS DIRECTIVE 4410.1
REVISION 1 AMEND 2
ATTACHMENT 3-2

Privacy Act Statement

Authority — This information is being collected under thg“authority
a provision of The Government Employees Training Agf.

of 5 U.S.C. § 4115,

other agencies and o Congress upoh requ
p-ermanent employment re-::r::rd of parliesg

systern of records.

Effects and Nondisclosuge ' [nformation gfquested is
voluntary, however, fa ide, this i | ingheligibility for
participation in trainj Aning you have
appiied for or complk

5 OF the Executive Order 9397,
narily to give you recognition for

Amentwide training statistical data
plection of persons to be includad in
afiers. The use of SSNs s necessary
al employees who have identical names
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Mote: Thiz agreement must be signed by the nominge for Govamment training thal exceeds 80 hours [or such othar
designated peniod, less than 80 hours as prescribed by the agancy) for which the Govermment approves payment of
training costs prior to the commencament of such traning. Nething contained in this SAMPLE agreement below shall
be canstrued as limiting the authority of an agency 1o waive, in whale or in part, an ob¥igation of an employes to pay
expanses incumed by the Govamment in connection with the training.

USC 4108 and 5 CFR 410.309, see your superviscr for
o implement a continued service agreement.

To be compieted by applicant:

1. | AGREE that, upon compléti
in this authorization, if | r%
the agency three {3) tirhe
during the training geri

length of training, K

training is the g

pleting the period of service agreed to
sehe agency for fees, such as the tuition
ecial expenses (EXCLUDING SALARY) paid
fees are reflected in Section C Costs and

rmmbursema will be made. if | fait to give this advance notice, | AGREE to pay
the full amount of additional expenses 5 U.8.C. 4108 (a) (2} incurred by the
Government in this training.
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FSIS DIRECTIVE 4410.1
REVISION 1 AMEND 2
ATTACHMENT 3-2

4.

| understand that any amount of money which may be due to the agency as a
result of any failure on my part to meet the terms of this agreement may be
withheld from any monies owed me by the Government, or may be recovered by
such other methods as are approved by law.

| acknowledge that this agreement does
to continue my employment. | understa
obligation to another Federal agency o

Government, the agreements wil i

Period of obligated Se

Employee's Sighature:
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Agency Training Electronic Reporting Instructions

Geanearal Instructions:

1. You must complete all questions in sections A-E on the traing applicay

institution must complete Section F Certification of Training Completiogsénd Evaluation section.

er. |n addition, your financial

2. Electronic Requirements - An agency should only submit 33 . : gaining that is defined as a

training eveant far which the student has accomplishad all

3. Collection of training data requires completed frdin ity data elements have

been recorded. Training may vary from age
standardization for the required cora data.

4. Cndes for undedined elements will li
(tinks will ot automatically retum yp

Resources \ntegration
sdards within the EHRI system. (Agency)

#ositicn level is one of the following:

ave supervisoryfteam keadar responsibilities,

o do not supervise other supervisars, typically
ployee's performance appraieal or approval of

g of the Senior Exacutive Service (SES) or equivalent.

7. Orpanirati ilirg A x5 - This is the internal agency address of the emplayee
Branch-Divisitm{DioafureauAgency, include the street name, city, state and zip code.

8. Office Tefaphona Number - Insert the employee’'s area code, office telephane number and extansion.

9. Work E-mall Address - Agency s-mail address.

10. Position Title - Employee's cument pasition within the agency.
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Sgction A - Traineg Infermatlon (Corfinued)

11. Does Applicant Need $pecial Accormmodations? - Indicate "ves" or "Na". If the applicant is
in need of special arrangements (brailing, taping, interpraters, facility accessibility, etc), describe
the requirements in the space provided or on a separate sheet,

12. Type of Appointment - The employee type of appointment

{e.g.. Career Conditional {TC), Career (C), Temporary (Temp ), Sphedule 2 et}

13. Education Level -Use the employee educational level codes

Cods  Short Descripfion

Mo formal education or soma
alamantany school—did not comphete

4 Elemenbtery school
compheted—no high ashos

gbove for definitlen of temmingl sccupationsl

b levels are recognizad: (1) The technical
i-profassional laval preparing tachnicians or
ilxofassional perscnnel in angineearng and

gineering fiskds; and {2) the craftemansclesical lavel
Ing artizans, skilled operaters, and clerical workars.

Less Ihan 30 semester hours cormplated.
059 semester hourg o 45-88 quarter hours completsd.
E0-BY semastar hours ar 90-134 guarter hours complated.

2-year college dagras program completed.
90.115 samastar hours or 135179 quarter hours compheted.

12 Four years colege 120 or more samaster hours or 180 or more quarter hours
completed—-no baccularate (Rachelors) degree

13 Bachalor's Degras Requies completion of at least four, but o mora then Ty,
yaars of academic work, includes Bachelor's dagres
confermd in a cooparative business, iNdustry, o
Gowamment 1¢ allow student to combine actual work
expanenca with college studea.
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Section A - Trﬂm Information (Continued)

Code  Short Description Long Description (If Applicable)

14 Post-B_echelor's _ ' ' Some academic work beyond (at a higher level than) the
. Bechelor's degree but no additional higher degree.

_ 16 First professional Signifies the completibn ohacademic requirements for
16 Post-first professional
17 Master's degree

18 Post-Master's

19 Sixth-yeay degree

igh® in Philosophy, Specialist in Guldanoe and
5 ffalist in Art, Specialist in Science, Specialist in
\oistration, Speclahst in School Psychnlog?. and

Includes such degrees as Doctor of Education, Doctor of
Juridical Science, Doctor of Public Health, and the Ph.D. (or
equivalent) in any field. Does not include a Doctor's degree |,
that is a first professional degree, per code 15.

Work beyond the Doctorate.

14. Pay Plan - The

sQployee’s gRy plan. (e.g., GS, WG, ES...Pay Band)
15. Series - The position classification four digit serigs. (e.g., 0201)

16. Grade - The employee's grade level. (1-15)
17. Step - The employee must insert the appropriate step. (1-10)
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FSIS DIRECTIVE 4410.1
REVISION 1 AMEND 2
ATTACHMENT 3-2

tion B - Training Co ata

1a. Name and Mailing Address of Training Vendor - Street number, city, state, and ZIP code of the
appropriate vendor. (Agency specific)

1b. Location of the Trainlng Site - Provide mailing address of the training site if different from 1a.
(Agency specific)

\ 1c. Vendor Telephone Number - Self explanatory. (Agency specific)
1d. Vendor E-mail Address - Self explanatory. (Agency specific)
2a. Course Title - Insert the titie of the course or the program that'¥ Be is scheduled to complete.
2b. Course Number Code - Insert the Course Number Code.

N o kW

Trainkg toqcquire e knowledge, skills and abilities
sededhas ayesult of'gssignment to new duties and

j yhen sih training is not part of a planned,
aot progham (e.g., training provided to a

idgMhe knowledge, skills and abilities
ofe or maintain proficiency in present job.

aining to acquire the knowledge, skills and abilities needed
Br fields of work for which the labor market cannot produce
a sufficient number of trained candidates (e.g., air traffic
controllers or Information Technology (IT) professionals).

Training/education used to address staffing issue of retaining
an employee (e.g., academic degree training).

lare three (3) different Training Type Codes. The employee must select one

Training Typé :
g€s. (Select from the chart on pages 1 0-12.)

from the Training

9. Training Sub-Type Code - There are Sub-Typé Categories for each of the three (3) different Training
Type Codes. Select one (1) Sub-Type Category code that applies to the training type code you selected.
(Select from the chart on pages 10-12.)
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_ Section B - Training Course Data (Continued)

Training Type Code

Training Sub Type Code

01 - Legal . .
Education or training in the concep nciples, and theories, or
techniques of law.

02 - Medical and Health .
Education or training in thg‘concepts, prigfiples, and theories, or

techniques of medicine. /\
, pri\nep/m, and thgiries, or

hysical, biologi#al, natural, and

) Or stati K

t
or

, and theories of
unts payable and receivable, auditing
d cashypanagement.

, switching, interchange, transmission or reception of
uter security and the development and use of the hardware,
! firmware, and procedures associated with this processing.
ining type does not include any IT training on agency propristary

09 Project Management
Education and training in the concepts, principles, and theories necessary
to develop, modify, or enhance a product, service, or system which is
constrained by the relationships among scope, resources, and time.

10 - Acquisition.
Education g training in the concepts, principles, and theories or .
techniquestelated to the 1102 occupation, e.g., procurement, contracting.

11 - Logistic Specialty
Training for professional skills of a specialized nature in the methods and
techniques of such fields as supply, procurement, transportation, or air
traffic control.

12 - Security
Training of a specialized nature in the methods and techniques of

investigation, physical security, personal security, and police science.
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FSIS DIRECTIVE 4410.1
REVISION 1 AMEND 2
ATTACHMENT 3-2

Section B - [raining GOUrse vawa (Conunuea)
Training Type Code _ Training Sub Type Code

01 - Training Program Area 13 - Clerical (Non-supervisory clerical/adpapi

(continued) " Training in skills such as office agement, typing, shorthand, computer
operating, letter writing, telephpfie technigqbes; or word processing.

making; welding, and carpent

N
al skills of a spexjalized n in the mathods and
as foreign langhages, forgign cultypé, diplomacy,

v

15 - Foreign Affa)

Training for pofessi
techniques of 3ych fiel

or syateviegtud

16 - Jadership/Ma

Training that addre: i tand
\ Comm _ i alcoursew:

- upeWogram \/ v
evelgpmentirlining projram folpon-supervisors.

Description: Forma| 2
developmental/tfain o
programs. 1 X
) Y iohprocesses in'gupervision, work planning, scheduling, and
Rew raih ram which provides mid-management level

E concepts, principles, and theories of such

: ag puMiic policy formulation and implementation,

ant pringjples and practices, quantitative approaches to

q anthogManagement planning organizing and controlling.

Suservisors of Supervisors; GS-14/15 supervisors; GS-14/15 direct
ons to SPS).

Leadeghip Development Program

al developmental program that provides leadership training and
development opportunities.

02 - Developmental
Training Area

N

/

7,

- SES Candidate Development
OPM-approved program to prepare potential SES members.

25; - Executive Development
Continuing development for leaders above the GS-15 level.

- 26 - Mentoring Program
Formal stand-alone program with established goals and measured
outcomes. Open to all who qualify; protégées and mentors paired to
facilitate compatibility, training and support provided, and company
benefits directly.

27 - Coaching Program

Formal stand-alone program which provides ongoing partnership with
an employee and coach that helps employee produce desired resuits
in professional life.
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Section B - Training Course Data (Continued)

Training Type Code Training Sub Type Code

f

03 - Basic TrainingArea | 30 - Employee Orientation ‘-

> Description: Fundamental Training of a general nature to provi
and/or required training
programs.

derstanding of the
organization and missions of the Fgfleral Gowgrnment, employing

public policy.

31 - Adult Basic Education

t of employees ability late to others
ling with diffi .

by the agency and provided to Federal
oals and objectives of the Agency as
based on Inspector General's

ing individual's needs based on

); agency training based on signing

Individual or multiple person led, face-to-face training.

Formal methods/activities planned and structured to promote
learning by doing; e.g., detail assignments/programs.

Methods mainly using technology, which may include tutorials
embedded in software, CD ROM products, Web-based courses,
and interactive media.

An organized learning event which has an announced
educational or instructional purpose; more than half the time is
scheduled for a planned, organized exchange of information
between presenters and audience which meets the definition of
training in 5 U.S.C. 4110; content of the conference/retreat is
germane to improving individual and/or organizational
performance; and developmental benefits will be derived
through the employee's attendance.

05 Blended Training that requires two or more methods of delivery that
must be completed in order to satisfy the educational
requirements.

06 Correspondence Self-study course material: Training provided via the

assignment of non-interactive methods such as a
book, document, regulation, or manual.

Page 28




FSIS DIRECTIVE 4410.1
REVISION 1 AMEND 2
ATTACHMENT 3-2

Section B - Training Course Data (Continued)

11. Training Designation Type Code - Select and insert the appropriate training credit designation I
type code:
Code Short Description Long Description (If Applicable)
01 Undergraduate Credit N/A
02 Graduate Credit N/A
03 Continuing Education Unit N/A
04 Post Graduate Credit N/A !
05 N/A N/A

12. Training Credit - Amount of academic credit hours of continued education units (1, 1.5, or .75
the employee for the completed training. (This should be completed b‘y the agency).

13. Training Credit Type Code - Select and insert the appropriate training crediFeﬂgnation t

Code Short Description
01 Semester Hours
02 Quarter Hours

Continuing Education Unf!

14,

15. Bert Yes((Y) or No (N) or non agpliedble (N/A) in
16. br yyyy-mm-dd).
17.

Long Description (If Applicable)

Training prévided by a Federal department, agency,
or independent establishment for its own employees.

Training provided by an interagency training activity, or a
Federal department, agency, or independent establishment
other than the one which currently employs the trainee.

03 Non-government Sources include commercial or industrial concern, educational
institutions, professional societies or associations, or consultants
or individuals who are not Government employees, (but are
contracted to develop and/or provide training course or
program.)

04 Government State/Local Training provided by a state, county, or municipal
Government. Education provided by State-operated or other
public educational institutions is reported as non-Government.

05 Foreign Governments and Training provided by non United States entities which may or

Organizations may not be outside the United States.

18. Training Objectives - It is important that the objectives for the employee(s) enrolling in this course
or program is related to the strategic objectives of the organization for which the employee works.
Provide text to explain how the training event meets agency objective(s) and purpose type.

19. Agency Use Only -For use by an agency as needed.

U.S. Office of Personnel Management ) Page 13 Standard Form 182
Revised December 2008

1 All previous editions not usable.
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ionC-C d Billin tion

1. Direct costs and appropriation/fund chargeable

a. Training Tultion and Fees Cost- Insert the actual/final cost of training tuition and fees for training completed
by the employee that was paid for by the Federal Government,

b. Books and Materials Costs - Insert the materials cost for training compJétd
by the Federal Governrnent (Refer fo the Guide for Human Resourcegé
./} . ata 3

e.asp for more information).

by the employee that was paid for
Repoxing Guide at

c. Tota.' Cost - Insert the actual/final cost.

2. . Indirect costs and appropriation/fund chargeable

a. Training Travel Cost - Insert the actualffinal travel )8
employee that was paid for by the Federal Governipe

4, Document/Purchase Order/Rg

reimbursement of traming costs
process.

NOTE: Agency Qertifying Officials ge certifying the employee has completed the requirements for the training and an
evaluationas been complefed. The requirement to evaluate training is found in 5 CFR 410.601. The agency
head shall evaluate trainingfto determine how well it meets short and long-range program needs of the agency
and the individua . yfads should be aligned with the strategic plan to strengthen and develop the

performance and behavior of the individual whose positive results will impact the performance of the agency.
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