Instructions for DD Form 1556 

(Request, Authorization, Agreement, Certification of Training and Reimbursement)

This is a multi-purpose form.  It will be used for all training incidents.

	COPY
	DISTRIBUTION OF COPIES

	Copy 1
	Give to a Government training source to nominate employee.  After certification of training completion, copy will be returned to and retained by the employee. 

	Copy 1-Reverse
	Accompanies Copy 1.


	Copy 2
	Optional.  Use for data entry into DCPDS.  

	Copy 3
	Give to a Government or Non-Government training source to nominate employee.  (The employee’s social security number is omitted.)

	Copy 3-Reverse
	Accompanies  - Copy 3.

	Copy 4
	Give to a Government or Non-Government training source as the obligation for approved costs.  (This is a duplication of Copy 3.)

	Copy 4-Reverse
	Accompanies Copy 4.

	Copy 5
	Give to a Government or Non-Government training source to return to confirm nomination status.  (This is a duplication of Copy 3.)

	Copy 5-Reverse
	Accompanies Copy 5.

	Copy 6
	Give to finance/disbursing office to authorize tuition payment.  (This is a duplication of Copy 1.)

	Copy 6-Reverse
	Accompanies Copy 6.

	Copy 7
	Give to finance/disbursing office to authorize any separate payments for books, materials or other costs.  (This is a duplication of Copy 1).

	Copy 7-Reverse
	Accompanies Copy 7.  (This is a duplication of Copy 6 - Reverse.)

	Copy 8
	Give to employee.  (This is a duplication of Copy 1.)

	Copy 8-Reverse
	Accompanies Copy 8.  (This is a duplication of Copy 1 - Reverse.)

	Copy 9
	Optional.  Use to evaluate training.  Local forms may be substituted.

	Copy 9-Reverse
	Continuation sheet of Copy 9.

	Copy 10
	Optional.  Keep at originating office.  (This is a duplication of Copy 1.)


	HEADING 

	Item
	Completion Instructions

	A
	Optional.  If necessary, agency code is DA.  Agency and sub-element are in items 33 and 35 of employee’s SF 50.

	B
	For local use, as needed.  If used, show unit identification code (UIC) and fiscal year.  Use of a serial number will improve accountability of each nomination.

	C
	Normally X beside “(1) Initial.”

	D
	If this is an amendment, enter number.


	SECTION A – TRAINEE/APPLICANT INFORMATION

	Item
	Completion Instructions

	1
	Fill in trainee’s name.  If more than one nominee, list on separate sheet.

	2
	Enter first five letters of trainee’s last name.

	3
	Enter trainee’s social security number.

	4
	Enter appropriate code for trainee’s education level.

00-Not applicable                                                    11-3 years of college

01-No formal or some elementary                           12-4 years of college

02-Elementary graduate                                           13-Bachelor Degree

03-Some high school                                               14-Post Bachelor

04-High school graduate or GED                            15-1st Professional

05-Terminal Occupational Program (TOP)             16-Post 1st Professional

06-TOP Certificate                                                   17-Master Degree

07-Started College                                                    18-Post Master

08-1 year of College                                                 19-6th year Degree

09-2 years of college                                                20-Post 6th year

10-Associate Degree                                                21-Doctorate Degree

                                                                                 22-Post Doctorate

	5
	Enter years and months of continuous Federal Government service

	6
	Self-explanatory

	7
	Self-explanatory

	8
	Self-explanatory

	9
	Self-explanatory (a managers supervises other supervisors, and an executive supervises managers)

	10
	Self-explanatory  (Sample:  GS-0235-12/3)

	11
	Enter employee’s organization name.  

	12
	Enter employee’s organization mailing address.

	13
	Enter submitting organization’s 6-digit unit identification code (UIC).

	14
	Enter appropriate code or abbreviation.

CC -- Career Conditional                                       1 - Regular

C - Career                                                              2 - Reserve

T - Temporary                                                       3 - National Guard

E - Excepted

I - Intermittent

	15
	Self-explanatory.

	16
	Self-explanatory.


	SECTION B – TRAINING COURSE DATA

	Item
	Completion Instructions

	17
	Self-explanatory.

	18
	Self-explanatory

	19
	Self-explanatory.

	20
	Course Codes.  Enter appropriate codes from those listed below.

	20a
	Purpose

1 - Mission or program change                         6 - Develop unavailable skills

2 - New technology                                           7 - Trade or craft apprenticeship

3 - New work assignment                                  8 - Orientation

4 - Improve present performance                      9 - Adult basic education

5 - Meet future staffing needs

	20b
	Type

1 - Execution and management                         6 - Clerical

2 - Supervisory                                                  7 - Trade or craft

3 - Legal, medical, scientific or engineering     8 - Orientation 

4 - Administration and analysis                         9 - Adult basic education

5 - Specialty and technical

	20c
	Source

A - US Army                                                   S - Defense Logistics Agency

D - Other DoD                                                2 - Government-Interagency

F - US Air Force                                             3 - Non-Government, designed for Agency

M - US Marine                                                4 - Non-Government, off-shelf

N - US Navy                                                   5 - State of local Government

	20d
	Special Interest

0 - No special program

1 - Executive Development

2 - Supervision 

	20e
	Training Vendor

DCPDS Training Vendor Codes

	20f
	Security Clearance of Course (not employee)

U - Unclassified

C - Confidential

S - Secret

T - Top Secret

	20g
	Allocation Status

1 - Primary

2 - Alternate

3 - Space Available

	20h
	Priority

1 - Training is essential to mission or organization.

2 - Training is required for replacement of skilled employees.

3 - Training is needed to increase employee’s efficiency and productivity.

	20i
	Training level

1 - Elementary

2 - High School

3 - Vocational/Technical/Secretarial/Business/Commerical/Administrative

4 - College, undergraduate

5 - College, graduate

6 - College, post graduate

	20j
	Method of Training

1 - On-the-job training (formal)                                6 - Directed Study

2 - Rotation of work assignment                               7 - Classroom (resident)

3 - Seminar (training)                                                8 - Classroom (on-site)

4 - Conference/meeting/symposium                         9 - Test/Equivalency

5 - Correspondence 

	20k
	Training Program

 0 - No special program.

1 - Executive development

2 - Supervision (newly assigned supervisors only)

	20l
	Reason for Selection of Course

1 - Quality of training

2 - Most cost effective

3 - Unique capability of training source

4 - location

5 - Not available in government

6 - Incidental to procurement of equipment

7 - Timeliness 


	SECTION C – COSTS AND BILLING INFORMATION

	Item
	Completion Instructions

	24
	X if applicable.

	25a
	Enter dollars and cents.

	25b
	Enter dollars and cents.

	25d
	Course Codes.  Enter appropriate codes from those listed below.

	26a
	Enter dollars and cents.

	26b
	Enter dollars and cents.

	26c
	Sum of items 26a + 26b.  For a group, totals are for all trainees.

	27
	For resource management office use.  Enter only one accounting classification on each DD 1556.

	28
	Follow local procedures.

	29
	For resource management office use.  

	30
	Sum of items 25c + 26c.

	31
	Follow local procedures.


	SECTION D – APPROVALS/CONCURRENCE/CERTIFICATION

	Item
	Completion Instructions

	32
	To be certified/signed by employee’s supervisor

	33
	To be certified/signed by the official with delegated approval authority.

	34
	To be certified/signed by the official with delegated approval authority.

	35
	School official complete, sign, date, and return copy 5.

	36
	If course completed, enter date, and grade; if not, return form with explanatory memo to approving authority identified in # 33.

	37
	Follow local procedures.    See paragraph 1, page 10, in this handbook.

	38
	Follow local procedures.


	SECTION E – TRAINEE AGREEMENT/CERTIFICATION

Reverse of Copy 1

	Item
	Completion Instructions

	38f
	To be completed by approving official.

	39a&b
	To be signed and dated by employee nominated for non-government employee.


	SECTION F – TRAINING VENDOR

Reverse of Copy 3, 4, & 5

	Item
	Completion Instructions

	40
	Self-explanatory.   More instructions on reverse of copy 3.

	41
	Self-explanatory.   More instructions on reverse of copy 3.

	42
	Self-explanatory

	43
	Self-explanatory.  More instructions on reverse of copy 3.

	44
	Reverse of Copy 5.  To be filled in by approving official.


	SECTION F – TRAINEE AGREEMENT/CERTIFICATION

Reverse of Copy 1

	Item
	Completion Instructions

	38f
	To be completed by approving official.

	39a&b
	To be signed and dated by employee nominated for non-government employee.


