
EMPLOYEE MANAGEMENT CPAC CPOC OTHER

OASA(M&RA)CPP Individual/On-Site Training BPM No. HO4 
Request Process

1
-Initiate training
request 
(DD 1556)

(1 day)

2
Commit 
resources and
approve training 

(3 days)

5c
-Procurement
(90-120 days)

7
-Notify students

(7 days)

8b
-Oversee on-site 
course delivery

(varies)

6b
-Training
source/vendor
accepts 

(7 days)

5b
-Prepare 
request to
procure course

(3 days)

5a
-Initiate
competitive
process for course
selection
-Establish & 
retain 
documentation

(23 days)

3
Course
cost?

4
>$25K?

NO

NO

YES

YES

2
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6a
-Finalize
agreement w/
training source/
vendor & CPAC

(7 days)

6b
-Training
source/vendor
conducts training 

(varies)8c
-Attend training

(varies)

1



EMPLOYEE MANAGEMENT CPAC CPOC OTHER

OASA(M&RA)CPP Individual/On-Site Training BPM No. HO4 
Request Process
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9b
Training Source/
Vendor
-Bill government

(varies) 

13
DFAS
-Pay vendor

(23 days) 

10
-Complete supv
portion of 
post-training
evaluation

(4 days)

11
-Document
completed
training 

(7 days)

9a
-After return to
job, complete
post-training
evaluation

(4 days)

12a
-Certify funds
<$25K

(7 days)

12b
-Certify 
on-site and
>$25K cost 

(7 days)

Total Calendar Days
No Cost = 41+

Cost <$25K = 95+
Cost >$25K = 164+


