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ASHTON, Brynn T.
1 November 1985

"One-day seminar presented by the U.S. Corps
of Engineers on "Design of Construction of Rolled
Concrete pavements...NorfOlk, VA

$157.20

PHILLIPS, Mary ynn TAD
6-7 Nov 85

2 days at LANTDIV to become familiar with more advanced
glossary functions to better utilize the NAVFAC GUIDE
SPECS and learn more about editing techniques

161.36

ESTES, Fred

BRANT, Larry

BAKER, Carl

ESTES, Fred W.

BRANT, Larry

PHILLIPS, Lynn

FITCH, Jim

ASHTON, Brynn

TRNG(MAIN money) To attend Special Projects Seminar,
Jacksonville, FL...14-15 Nov 85

550.00

TRNG (MAIN money) To attend Special Projects Seminar,
Jacksonville, FL 14-15 Nov 85

550.00

TRNG "Military Traffic Operations & Analysis Techniques"
Evanston, ILL 3-7 Feb 86

1136.50

TRNG Economic Analysis Course, Leesburg, VA 24-28Mar
Facilities Planner Leesburg, VA 17-21Mar

TRNG Air Installations Compatible Use Zones Seminar
East Coast...5-6Mar 86 Florida

TRNG Specifications & Construction Contracts
10-12 Mar 86 Boston, Mass

TRNG- Facilities Support Contracting, Leesburg, VA //
24-28 Mar 86

TRNG WI





NAME

PHILLIPS
PHILLIPS

/
FITCH
FITCH

FITCH

WERNER
WERNER
WERNER
WERNER

HANKINS

HANINS

MURRELL
MURRELL
MURRELL

YOUNG

YOUNG

BAKER

ASHTON

BRANT
BRANT
BRANT

JONES

ESTES

TYPE

TRNG
TDY

ENERGY MONIES

TRNG
TDY

TRNG

TRNG

ENERGY MONIES
TRNG

ENERGY MONIES

ADD’L TRNG

HDQTRS TRNG
ENERGY MONIES

TRNG

TRNG

ENERGY MONIES

ENVIRONMENTAL

TRNG

TRNG

TRNG
TDY

TDY

TDY

COURSE DATES

WANG "Glossary"
LANTDIV

14-15Oct84
9Jan85

Energy Monitoring Systms
Design Contract Mgmt
LANTDIV

ll-15Mar85
15-16Apr85
14-15Apr

Pump & Valve Selection

Boiler Plant Design
Air Cond. Design
Prep for EIT

19-24Feb85

28-30Jan85
22-26Ju185
Course

Fundamentals of Energy
Auditing

Leaking Hnderground Stg
Tanks

25-28Mar85

16-20Sep85

Air Conditioning Design
Design & Application
Prep for EIT

15-19Apr85
10-12Jun85
Group

Advanced Coordination

Electronic Energy
Conservation Class

15-190ct84
25Feb85

Low-Cost Shore Protection 26-27Mar85

Prep for EIT Group

13-17May85
16-20Sep85
22May85

22May85

9-14Jun85

Economic Analysis

Shore Fac Planning
Value Eng Conference

Value Eng Conference

Fac conference

FY 85 TRAINING

LOCATION

Raleigh, NC

Norfolk, VA

Madison, WI

Norfolk, VA
Norfolk, VA

Madison, WI
Madison, WI
Madison, WI

Camp Lejeune, NC

Madison, WI

Madison, WI

Madison, WI
Skokie, ILL
Camp Lejeune, NC

Dallas, TX
Raleigh, NC

Madison, WI

Camp Lejeune, NC

Port Hueneme, CA

LANTDIV

LANTDIV

Arlington, VA

TOTAL

PWD
TRNG

MONIES

$ 245.00

350.00

$1,365.00
$1,190.00

$ 120.00

$ 935.00

$ 120.00

$1,651.00

$ 120.00

$ 970.00

$8,166.00

ENERGY MONIES MONIES

$1,300.00

$1,740.00

$1,330.00

$ 665.00
$1,720.50

225.00

$5,260.00 $1,720.50 $ 900.00

HER TDY

154.00

$ Io0.00

900.00 (Environmnt)

$ 117.00

$ 37.50

467.60

$ 936.10

TOTAL $16,982.60





TECHNIQUES FOR INTEGRATING
CAD AND SYSTEMS DRAFTING TO
IMPROVE WORKING DIWlNG .........
 0oUCT’O"_ ..............................................................................
A shortcom’--designed to explore the procedures, techniques and benefits of utilizing
existing manual drafting systems with automation. Applications will demonstrate suc-
cessful implementation of the best procedures for improving production at all stages of
development. Sessions will explore:
Advanced Systems--Manual Drafting--Overlay, Composite and Photographic
Optimizing use of CAD and Systems Drafting
Cost Effective Production Techniques
Overlay Systems Coordinated with CAD and Microcomputers
Detail Banking Systems for Storage and Retrieval of Construction Information
Coordinating and Integrating Production Systems for Architectural and Engineering Applications
Quality Control of Working Drawing Production Systems
Production Equipment and Materials Selection

APRIL 7-11, 1986--Madison, Wisconsin

EFFECTIVE MANAGEMENT OF
CAD SYSTEMS AND PRODUCTION
A workshop structured for "present" and "future" CAD managers to study:

Effective Management Programs
System Production Requirements
Budgets, Profitability and Accountability
Staff Needs and Organization
Scheduling, Monitoring and Coordinating the Production Process
Selection and Application of Software
Planning the Work Environment
Networking Systems for Successful Production

AUGUST 18-22, 1986-PurgatorylDurango, Colorado

Department of Engineering Professional Development

The College of Engineering
University of Wisconsin-Madison



PURPOSE
New graphic communication techniques are rapidly improving the
efficiency of working drawing production. For many firms, the
direct benefits are shown in time and cost savings. Some tech-
niques and systems are providing as high as 80 percent time
savings when compared to conventional production methods.
Innovation in the production of working drawings is greatly reduc-
ing the burden of drafting while allowing the design profession
more time for critical design activities.

A closer look at the emerging techniques provides levels of jus-
tification for most professionals to begin incorporating time sav-
ing systems. Many production personnel have selected approp-
riate innovations and maximized their benefits through system-
atic integration into the production department. Both small and
large organizations are experiencing new opportunities to make
improved design communication a marketable activity of the
design profession. The change to new systems is allowing aggres-
sive organizations fulfill greater time constraints presently being
dictated by today’s clients.

To advance in-house production programs requires planning,
cooperation and dediction toward researching new methods and
systems. The trial and error approach has brought about many
of the techniques presently in use by many firms across our na-
tion. Commitment to professional development has provided
firms with additional opportunities to exchange and evaluate new
techniques. This workshop is designed to study the "total
systems approach" to working drawing production and provide
participants with a hands-on opportunity to experience the use
of innovative techniques. Through the continuing education
workshop, firms can expect to:

1. Reduce failures in implementing innovative techniques;
2. Determine which methods are most appropriate for dif-

ferent types of projects;
3. Save time and money in streamlining production of

working drawings.

OBJECTIVES
To demonstrate how new techniques can be integrated
Into the production department.
To Identify steps for linking and networking new produc-
tion systems.
To Integrate overlay system effectiveness with comput-
er-aided production.
To explore new techniques for storing and retrieving val-
uable construction information.
To improve time and cost savings in working drawing
production.

WORKSHOP MANUAL
A production manual, course notes, selected reference mate-
rials and working drawings for an actual construction project
will be provided.

1

PARTICIPANTS
This program is designed for architects, civil and mechanical,
engineers, landscape architects, interior designers, project man-
agers, job captains, educators, drafting personnel, reprographic
specialists and others responsible for innovating new techniques
in Working 0tawing Production. Participants are encouraged to
bring production problems that may be applicable to CAD and
systems production techniques. These drawings will be analyzed
as part of the preparation process for utilizing the "total systems
approach" to production.

PRESENTATION FORMAT
Equipment will be used in actual production setting.
A special project will be used to demonstrate the "total systems
approach" to production from schematics to design develop-
ment to working drawings.
Common production problems will be analyzed to demonstrate
successful solutions.
A combination of lectures and workshops will be used to com-
municate production techniques.

DISPLAYS AND DEMONSTRATIONS
Drawings, details and production information will be displayed
throughout the program.
A computer workstation will be used to demonstrate CAD inte-
gration with systems drafting.
Demonstrations comparing cost effective activities for overlay,
photographic and computer-aided production will be con-
ducted.

INSTRUCTORS

PAT BRUMFIELD, President, Lellyett & Rogers
Nation’s largest producer of offset multi-color architectural/engi.
neering construction documents; Experience in developing
linkage between CAD and Systems Drafting. Nashville, Tennes-
see.
RONALD G. HOLDAWAY, P.E., Director of Automated Systems,
Smith Seckman Reid, Inc., Consulting Engineers, Chief Mechan.
ical Engineer with experience in management of the overall pro-
duction of mechanical, electrical and plumbing drawings using
a combination of systems drafting, CAD and traditional methods.
Nashville, Tennessee.
MICHAEL C. LEHGYEL, Director of Project Management, Parkin
Architects; Former Project Manager, Cannell and Chaffin Com-
mercial Interiors; Instructor for Santa Monica City College on Ad-
vanced Systems Drafting and Computer-Aided Production;
Former Systems Drafting Consultant for Ford Graphics; Earlier
experience as Director of Advanced Design and Production Tech-
niques, Ronald T. Aday, Inc., Architects, Pasadena, California;
Los Angeles, California.

ED POWERS, Associate and Director of Quality Assurance,
Gresham, Smith & Partners, Architects-Planners-Engineers;
Author of Systems Drafting Manual for Reprographic Firms,
Systems Drafting Manual for Architectural Engineering Firms and
UNIGRAFS--A Systems Drafting Production Manual, 1981; 18
years experience in developing five levels of systems production
in working drawings; Nashville, Tennessee.
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PROGRAM DIRECTOR AND INSTRUCTOR

PHILIP M. BENNETT, Architect; Program Director, Department
of Engineering Professional Development, University of Wiscon-
sin-Madison, Madison, Wisconsin,

PROGRAM 1
MONDAY, APRIL 7, 1986

A.M.
8:00 Registration

The Wisconsin Center
702 Langdon Street
Madison, Wisconsin

8:30 Welcome and Introduction
Philip Mo Bennett
Program Director

8:45 What is a Systems Approach to Working
Drawing Production?
Why have Advanced Drafting Techniques?

Understanding the terminology
)- A Systematic Approach to Design and Contract

Documents
Enhanced Quality Control with Systems
Drafting
The Most Common Errors in Implementing
Systems
Extended Client Services
How Contractors, Vendors, and Suppliers can
Utilize Overlay Drafting Techniques
Management’s Responsibility
Determining Goals
Management Planning and Action
Evaluating the Usefulness of a New
Production System

Restructuring the Office Organization for
Systems
Production Committee
Production Coordinator
The Graphic Assistant
The Technical Work Center
Reprographic Firm

Components of Systems Drafting
Overlay Drafting
Composite Drafting
Applique Drafting
Photodrafting
Lettering and Notation Systems
Computer Drafting
Reference Detail Drafting

Introducing Systems Drafting to the Consultant
Educating the Staff
Quality Control of Drafting
Preplanning of the Projects

3

10:15

10:45

12:00

1:00

=,- Support Components of Systems
Staff Handbook
Drafting Manual
Code and Zoning Search
Project Organization
Quality Control Program

Coffee and Conversation

Developing Advanced Production Systems
Applying Systems Drafting for Producing Working
Drawings

Reviewing Present Production Methods
Investigating New Materials, Tools, and
Techniques
A new Priority--Quality and Accuracy in
Working Drawings
Simplifying Working Drawings to Reduce
Repetition, Overdrawing, Cost, etc.

Techniques Which Comprise Systems Drafting
)- Overlay Drafting

Materials and Methods for Overlay Drafting
The Overlay Organizational Plan
Indexing System
Applying the Overlay Organizational Plan

Registration System
,- Cut and Paste Drafting
)- Photodrafting
=" Keynoting

Final Printing of Construction Documents
Diazo versus Multi-Color Printing
Half-Size Diazo Printing
A New Marketing Tool

LUNCH

P.M.
Workshop Exploring the Use
of Overlay Drafting
A Systematic Approach to Overlay Drafting

Develop a System of Base Sheets and
Overlays
Never Draw Information More Than Once
Registry Systems
Composites for In-House Use
Advantages
Examples of Intermediate Materials
Examples of Final Product

Offset in Color
Ozalid in Black and White

Cost of Implementing The System
Organization and Numbering for Overlay Drafting
=,- Divisional Format

Section Breakdown
Sheet Numbering
Project Organization for Overlay Drafting

2:50 Refreshments

4



3:10 Workshop Session Continued 10:00 Coffee and Conversation

5:00 Social Hour

6:00 Adjourn

TUESDAY, APRIL 8, 1986

A.M.
8:30 From Overlay to CADmTechniques for Inte-

grating Overlay and Photodrafting with CAD
Overview of Present Applications for Manual
Overlay and Photographic Techniques with CAD- Set up for Overlay

Screening Techniques
Drawing Production Methods--Manual/CAD

Photographic
Non-Photographic
Photo Plotting and Other Photographic
Techniques

Preparation for CAD
Tools and Procedures
Changes Required

Project Management Procedures
Sequence of Decisions
In-House
Client

With the Advent of Computer Should a Firm
Consider Using Overlay and Photographic
Techniques?

A Natural Stepping Stone
Cost Effective Applications

Comparison of Effectiveness in Relationship to
Computer-Aided Techniques

Where is Overlay System Effectiveness Equiva-
lent to Computer-Aided Drafting?
Labor, Time and Cost Comparison of Manual
and Automated Techniques

How Can Overlay Drafting be Combined with

Computer-Aided Production?
Why Combine Techniques?
What Applications are Cost Effective?

Current Applications of Computer-Aided Drafting
Types of Projects
Equipment Utilization

Design Potential with CAD Systems
Design Development
Programming and Schematics
Space Planning and Management
Drawing Production
Sales and Interactive Graphics

Financial Impacts
Equipment Costs
Training Costs
Environmental Costs

Productivity Measurement Techniques
Examples and Case Studies

5

10:30 From Overlay to CADmSession Continued

12:00 LUNCH

P,i,

1:00 Standardizing a Systematic Approach to
Working Drawing and Detail Development
Steps and Procedures Leading to a
Standardization Program

Office Organization
Development and Use of Overlay and
Registration Drafting
Photodrafting
Scissors Drafting
Keynoting
Drafting Manuals- Quality Control Standards

What is a Standardization Program?
Why Standardize?

Increase Profits
Allows More Time for Design Phase
Prepares Firm for Computer Aided Drafting
Provides a Reference File for Inexperienced
Employees- Helps Prevent Negative Feedback

=,- Reduces Legal Problems
What Should be Standardized?

General Details
Wall Section Components
Floor Plan Components
Notations, Legends and Symbols

2:40 Refreshments

3:00 Lecture and Workshop on Standardizing and
Systematizing Working Drawing Production
The Standardization Program

Methods for Development of Standards
Numbering Systems

= File and Retrieval Systems
Applying the Standards

How a Firm can Achieve Standardization
Establishing Priorities
Task Force

=,- Production Coordinator
Technical Resource Center

5;00 Adjourn

WEDNESDAY, APRIL 9, 1986

A.M.
8:30 Photographic Techniques Used in Production

Systems
Photo Reproduction

=,- Why Have In-House Photo Reproduction?

6 OPEN



GENERAL INFORMATION

A Certificate of Participation is presented to each registrant. PRO-
CEEDINGS ARE NOT PUBLISHED.

ENROLLMENT: Advance registration required. Enrollment will be limit-
ed. Be sure you have a confirmed enrollment by mail or phone. FEE
covers cost of instruction, handout materials, noon lunches, one
evening dinner and break refreshments. Lodging and other meals
NOT included.

VETERANS: You may be eligible for fee reimbursement through
educational grant from the Department of Veteran Affairs. Check with your
state regulations on educational assistance and with your County Vet-
erans Service Office of the county in which you reside for further informa-
tion. Contact your local county Veterans Service Office before you com-
plete the course.

REFUND: Your fee will be refunded if program is cancelled. If YOU can-
cel, you must notify before program start date to receive refund.

MADISON, WISCONSIN PROGRAM, APRIL 7-11, 1986

LOCATION: Program held in the Wisconsin Center--northeast corner of
campus at Langdon and Lake Streets.
LODGING: A block of rooms have been reserved at the Wisconsin Center
Guest House at 610 Langdon Street, Madison Wisconsin, 53706, or
telephone (608) 256-2621. The Guest House features hotel-type service,
private bathrooms, color TV, pool and sauna, and parking upon request.
Low daily rates are $15.50 per person for a double room and $27.00 for
a single room (limited supply). Breakfast is served daily and can be
arranged for upon arrival. Information on various hotels and motor hotels
in the area and maps with campus details will also be sent to registrants.
PARKING: Extremely limited. Campus posted AREA restricted for per-
mit holders. Some permits (nominal daily fee) may be available. Metered
public parking in Lake Street Ramp and Helen White Hall (street level
opposite Wisconsin Union). Registrants will receive information.

PURGATORYIDURANGO, COLORADO PROGRAM--
AUGUST 18-22, 1986

LOCATION: Program will be held in the Village Center at Purgatory Village.
Durango is quaint historic town born during the Rocky Mountain mining days
of the late 1800’s. Less than 25 miles north of Durango is the Purgatory Ski
Resort community which is set in the beautiful San Juan mountains marked by
jagged and picturesque peaks. Many family recreation activities close at
hand. Hiking, sightseeing, fishing, river rafting, jeep tours, and Purgatory’s
Alpine Slide and swimming exciting activities you will want to experience.
One also visit the ancient Indian Cliff Dwelling at Mesa Verde National Park

ride the famous Narrow Gauge Railroad which from Durango to the pic-
turesque mining town of Silverton. Check with Purgatory Guest Services for
special family packages (303) 247-9001.

LODGING: A block of single, double and special condominiums have been
reserved at the Purgatory Village Center Condominiums. Conference rates have
been established at $50.00 for single (kingbed, 1-2 people), $60.00 for Studio
Condo (1-4 people), $75.00 for double (one bedroom, 1-4 people), and $95.00
for Condo (2 bedrooms, fireplace and balcony, 1-6 people). Special six-night
package: Stay six nights and get sixth night free. Other types of accommoda-
tions available upon request. For reservations call (303) 247-9000 Ext. 177

write Purgatory Property Management, P.O. Box 666, Durango, Colorado
81302. Identify the "CAD Management Conference" when making reservations.
Make reservations early to the place of your selection.

TRANSPORTATION: Air transportation: Durango’s La Plata County Airport is
served by 3 airlines: Aspen Airways, (800) 525-0256; Trans-Colorado Airlines-
in-state (800) 332-4907 and out of state (800) 525-1455; and American West Air-
lines, (800) 247-5692. Check for United/Aspen Airways package. Ground trans.
portatlon: Bus transportation is available to Purgatory Ski Resort. Call Durango
Lift, (303) 259-5438 write Purgatory Guest Services, for information and
special arrangements. Please advise transportation service of your arrival
time. Car Rental: Car rentals also be made through Purgatory Guest
Services Reservations, (303) 247-9000.
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1 0:30

1 1:00

12:00

1:00

Development Cost Factors
Advantages and Disadvantages
Design and Marketing Techniques
Enlargement and Reduction of Production
Elements
Storage of Documents
Restoration of Documents
Use of Video Tapes

Workshop Exploring the Use of Photographic
Techniques
Photographic Techniques--35 MM Camera as a
Drafting Tool
When to Draw and When to Photograph
Use of Photographs on Drawing
Paste-up Drafting
Press-on Materials
Transparent Stick-Ons
Opaque
Methods of Lettering

Coffee and Conversation

Document Printing and Equipment Require-
ments for Effective Production Systems
The Vacuum Frame and Diazo Copier as
Production Equipment
Why have In-House Production?
In-House Reproduction as a Revenue Source
Advantages and Disadvantages of Vacuum
Frame
Overlay and Composite Drafting with the
Vacuum Frame and Office Copier- Selecting Reproducible Material
The Print Room Manager

In-House Printing and Ancillary Equipment
Reproduction of Drawings for Bidding Purposes
)- Color Offset versus Diazo Printing
)- Laser Plotting of Offset Printed Drawings

Establishing a Production and Print Budget
Checking of Working Drawings

Discussion

LUNCH

P.M.
How to Set Up a Microcomputer CAD & Project
Management System
Microcomputers, What Are They, What Can ThevJ?

Low Cost Computer andWord Processi "l
Capabilities
What This Meas to the Process of Des!.. and
to YOU andYour’St_aff
Computer pplications For the Design Firm
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An Example of a Microcomputer Set Up and
Operation

The Micro Components "on board" Memory,
the Floppy Disk Storage System, Loading and
Saving Information.
Analyzing Your Microcomputer Needs
Assets and Liabilities in Working with
Microcomputers
How to Get Started Within Hours

Research and Selection of Your Microcomputer
and Software
,- Evaluating Your Software Need, CAD and Job

Cost Accounting- Analyzing the Computer Hardware
Establishing the Budget for Your Microsystem
Creating a "Request for Proposal"- Selection, Negotiating Cost and the
Maintenance Agreement

Planning the Design Firm for Microcad Operations
The CAD Workstation

,- Selection and Staff Training
Interaction With Project Management

Special Considerations, Communications, Fixtures
and Equipment
I Creating the Right Attitude Toward the

Computer
Installing the Microcad and Job Cost
Accounting System

2:50 Refreshments

3:10 Working with CAD and Microcomputer Systems
mSession Continued

4:30 Adjourn

5:15 Dinner
The Wisconsin Center

6:30 Hands-on Evening Workshop Covering Organi.
zational and Production Techniques

9:00 Adjourn

THURSDAY, APRIL 10, 1986

A.M.
8:30 Production of Engineering DrawingsmCAD and

Systems Drafting
Production Effectiveness
-What Type Projects Give High Production

Ratios?
What Type Proects Give Low Production
Ratios?

9

10:00

10:30

12:00

1:00

- What Type Drawings Give High Production
Ratios?
What Type Drawings Give Low Production
Ratios?

Production of Electrical Drawings
Lighting Layouts
Power Layouts

)- Specialty System Layouts
Riser and One Line Drawings
Large Scale Drawings
Schedules
Details

Production of Mechanical Drawings
Ductwork

,- Piping- Control Diagrams
Large Scale Drawings

)- Schedules
Details

Production of Plumbing Drawings
Piping- Riser Diagrams

,- Fire Protection
,- Large Scale Drawings

Schedules
Details

Examples and Applications

Coffee and Conversation

Production of Engineering DrawingsmCAD and
Systems Draftings--Session Continued

Lunch

P.M.
Developing a System to Maximize Integrated
Production Techniques--The Project
Management Process
Why Project Management, Job Cost Accounting
and Systems Drafting Come Before "CAD"

Microcomputers and the Project Manager
Development of Project Budgets, and
Schedules
Development of Contract Document
Organization Plan
Structuring a Project Management Schedule
Monitoring the Project Cost

,- Project Profitability, Accountability and Legal
Considerations

Using a Microcomputer in the Project Production
Process

Intergrading Overlay, Photodrafting with CAD
Programming and Schematic Design

lO



Design Development
=,- Schedules

Keynotes for Drawing
=,- Outline and Finished Specifications

Production of Engineering Drawings
Scan/Digitized Inputting of Drawings and
Details

)- Quality Control of Contract Documents
System Networking and Expansion

System Managing and Staff Development
The Tasks of a CAD Manager- Effective Management Techniques
Staff Requirements

)- Developing Training Manuals
Creating Standards and a Data Base

=,- System Maintenance
Measuring Your System’s Profitability

3:00 Refreshments

3:20 Reducing Liability Insurance Through a
Systems Approach
Business Procedures

The Design Professional as a Businessman
The Project Cost
The Firm’s Capabilities

Technical Procedures
The Importance of Having a Quality Assurance
Program
Back to School
Untried, Untested and Undesirable
Drawing Symbol List, Legends and Notes

)- Specifications
Drawing Omissions
Bid Period
Shop Drawing Review

)- Project Follow-up
Intercommunications

Contracts
)- Scope of Services
=,- Contract Pitfalls

Estimating
Recruiting Practices
Motivating Your Personnel
Employee Performance Evaluations
Eliminating the Fire Drill Approach

5:00 Adjourn

FRIDAY, APRIL 1 1, 1986

A.M.
8:30 Developing a Comprehensive Data Base

Types of Information

11

10:00

10:30

Details
Schedules
Design Data
Specifications
Checklists
Cost Information
Quantities

Accessing Valuable Production Information
Setting Standards for Working Drawing Production
Successful Software Programs
Effective Production Techniques
Examples and Case Studies

Document Storage and Retrieval
Changes to Drawings
Record Drawings
Storage Systems

Microfilming
Filing

=,- Costs

Coffee and Conversation

Quality Control of Design Development,
Working Drawings and Specifications
Quality Control Director
Establishing a Production Budget and Schedule
Preplanning of Construction Document Production
Project Coordination Meetings
Document Phase Reviews
)- Schematic

Design Development
)- Working Drawing
Final Checking Process

Establishing Procedures

12:00 LUNCH

P.M.
1:00 Production Aids Which Assist in Maintaining

Quality Control and Equipment Selection to
Improve Performance
Project Management Manual
Drafting Manual
Standard Details
Master Specifications
Technical Resource Center
Educating Staff
Selecting Equipment to Improve Efficien,cy
Future Directions,

3:30 Adjourn
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Mail to: Architectural Programs
THE WISCONSIN CENTER
702 Langdon Street
Madison, Wl 53706

WORKING DRAWING PRODUCTION AND CAD
MANAGEMENT PROGRAMS

Title Position

Company

Address

City and State Zip__

Office Telephone Number

Social Security Number*

""Not mandatory--used only to identification, accessibility and accuracy of
your education "record."

1. Techniques for Integrating CAD and Systems Drafting to Im-
prove Working Drawing Production

April 7-11, 1986 (5.0 CEU) Program No. 6045
Fee: $545.00

2. Effective Management of CAD Systems and Production

August 18-22, 1986 (5.0 CEU) Program No. 6046
Fee: $595.00

Register for any combination of programs you desire to attend. Please
enclose enrollment fee. Make checks payable to University of Wisconsin-

Extension.

This information is collected to enhance the programming efforts of University of Wis-

consin-Madison and is voluntary.

Sex: Female__ Male_

Birthday: Month Day Year

Heritage: American Indian Asian Black

Hispanic White Other

Occupational Area:

100 Professional, technical and managerial occupations

700 Other occupations

Philip M. Bennett, Program Director
Department of Engineering Professional Development
University of Wisconsin-Madison
432 North Lake Street
Madison, Wisconsin 53706

Telephone: (608) 262-1299 for program enrollment.
(608) 263-4705 for program information.

University of Wisconsin-Extension provides equal opportunity
in programming and employment.

This program criteria for the nationally

accepted Continuing Education Unit. It carries

the indicated CEU value for each part=cipant

completing Successfully and it is applicable

for cre=t toward the University of Wisconsin
Professional Development Degree in E ngineering,
Ask for degree details and qualifications.
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PURPOSE
A new role in the workplace is quickly emerging with the devel-
opment of computer technology. As more and more organizations
bring on computer systems, the need for organization and con-
trol is growing. For many firms, the computer has helped speed
up and increase their workflow and as a result created a need for
the "system manager." This new responsibility is growing rap-
idly as more organizations move to automation.

Most individuals accepting the challenge of this new role are learn-
ing the "management system" through an experiential
process. Since little is written on this new field, it is difficult for
the newcomer to gain needed training except through hands-on
experience. This method can be both costly and time consum-
ing and leaves many decisions to chance, Our new workshop has
been developed for the "present" and "future" CAD manager
to increase the knowledge base necessary for effective decision
making and creative management.
OBJECTIVES
Provide the Opportunity to Explore Workable Manage-
ment Techniques.
Learn From the Experiences of Other Managers.
Develop Guidelines and Procedures for Creative Prob-
lem Solving.
Exchange Ideas and Information Generated in the Com-
puter Field.
Explore New Concepts in Managing Technology
Changes and Human Performance.

INSTRUCTORS
JONATHAN HOGAN, President, Jonathan Hogan & Associates
Specializing in CAD Consulting to the Construction Industry;
Former General Manager, UDC International; In charge of a
50-person office utilizing multivendor computer systems to serve
the construction industry, exploration, utilities and municipal
governments; Founder of two university computer departments;
Former faculty member at the University of Houston; Specialized
experience in computer installation, maintenance, scheduling,
security and system operation; Member of the Houston Chapter
AIA Computer Subcommittee; San Diego, California.

DAVID A. JORDANI, AIA, President, David A. Jordani & Asso-
ciates, Consulting Services in management and selection of com-
puter systems; Former manager, Interactive Graphics Systems,
Ellerbe Associates, Inc., Architects-Engineers; A registered archi-
tect with several years of professional experience in the applica-
tion of computer technology to the design profession; 5 years of
manager experience for large A/E firm with responsibility for plan-
ning, direction and implementation of computer-aided design;
Consultant in selection, management and implementation of
CADD systems; Author and lecturer on computer applications in
architecture and engineering; Chairman of AIA’s Committee on
Computers in Architecture; Trustee for APEC; Former faculty
member with Department of Architecture, University of illinois;
Member of IGES/AEC subcommittee on data exchange; Minne-
apolis, Minnesota.
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PROGRAM DIRECTOR AND MODERATOR

PHILIP M. BENNETT, Architect; Program Director, Department
of Engineering Professional Development, University of Wiscon-
sin-Madison, Madison, Wisconsin.

PRESENTATION FORMAT
A Combination of Lectures, Workshops, and Group Discussion
Sessions Will be Used to Communicate Effective Management
Techniques.
Common Management Problems Will be Analyzed to Demon-
strate Successful Solutions.
Software Applications Will be Identified and Explored for Par-
ticipant Use.

PROGRAM 2

MONDAY, AUGUST 18, 1986

A.M.
8:00 Registration

Purgatory Day Lodge at the Purgatory Village Center
Condominiums

8:30

8:45

10:00

Welcome and Introduction
Philip M. Bennett
Program Director

Session lmDeveloping a Management Plan
Developing an Overall Corporate Philosophy and
Direction Regarding Automation
)- Corporate Commitment
Structuring the Management Plan Suitable for Produc-
tion Requirements

Organizational Needs
Production Systems in Use
Size and Type of Organization
Service/Project Types
Goals and Future Growth Projections

Workload and Workflow Requirements
.- Organization of CAD Group Within Firm

Workflow Patterns
.- Client Demands
,- Scheduling Production
Characteristics of Different Production Disciplines
=,- Architectural
,- Engineering

Interior Design
Space Management

=.- Office Automation
Others

Coffee and Conversation

10:30 Session 1--Developing a Management Planm
Session Continued
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12:30

1:30

Lunch

P.M.
Session 2mProject Planning, Selection and
Management
Project Production Criteria
Analysis of Project Production Requirements
Selecting and Ranking Projects for CAD production

Critical Factors
Developing a Project Document Mockup
Scheduling Elements of the Pro}ect for Appropriate
Production Methods
Structuring a Project Management Schedule
Monitoring Project Development Process

3:00 Refreshments

3:20

5:00

Session 2--Project Planning, Selection and
Management--Session continued

Social Hour

6:00 Adjourn

TUESDAY, AUGUST 19, 1986

A.M.
8:30 Session 3--System Management Requirements

and Resources
Understanding the Inherent Characteristics of Each
CAD System

Production Capabilities
Operational Requirements
System Limitations

Maximizing System Use
Understanding its Functions
Taking Advantage of System
Selecting Appropriate Production Areas for Each
System
Designing Production Program Based on System’s
Qualities

Measuring System Performance

1 O:15 Coffee and Conversation

10:45 Session 4mStandards and Application
Development
Developing Procedures and Methods of Production
Selecting and Developing Standards

Symbols Details
Layers Schedules
Pen Weights Notation
File Names

Establishing Application Techniques and Models
Implementation Procedures
Time-Saving Techniques
Short-cuts
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12:30

1:30

3:10

3:30

Developing Office Procedures and Applications
Manual
Creating Special Symbol Libraries

Architecture
Engineering
Interior Design
Space Management
Construction

Flexibility in Application of Standards

Lunch

PoM,
Session 5mSystem Maintenance, Security and
Performance
Hardware Maintenance

Preventive Maintenance
Malfunctions

Software Maintenance
System Upgrades
Isolating Problems

Documenting Problems
Maintenance Contract

Reporting Procedures and Responses
Dealing with Down Time and Maintenance

Structuring Alternative Production Systems
Scheduling Maintenance Activities

Vendor Maintenance Versus 3rd Party Maintenance
External and Internal Security Measures

Security Versus Isolation
Back-up Systems that Work--Frequency
Disaster Protection
On-Site Versus Off-Site Protection

Tuning Parameters and Requirements
System Generation
User Configuration

Refreshments

Session 6--Budgets, Profitability, Accounta-
bility and Legal Considerations
Structuring Production Budgets

Equipment
Staff

Charging for Services
Billing
In-House Service

Contractual Relationships
Fixed Fee
Multiple of Labor

Profitability in Application of CAD
Areas of Cost Benefits
Labor and Cost Savings

Cost Analysis Based on System Utilization
Evaluation of System Operation
Cost Effective Activities
Problem Areas
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What are the Real Benefits
Legal Implications

Consultant Relationships
Insurance Requirements

5:00 Adjourn

WEDNESDAY, AUGUST 20, 1986

8:30 Session 6mBudgets, Profitability, Accounta-
bility and Legal ConsiderationsmSesslon
Continued

10:00 Coffee and Conversation

10:30 Session 7mSystem Networking and Expansion
Networking Systems

Effective Linkages
Exchanging Graphics Data Bases

Drawings
Product Data
Archival Data
Non-Graphic Linked Data Bases

File Formats for Communication
System Expansion Potential
Planning for Growth

Acquisition Schedule
Reasons for Expansion

Success
Client Driven

Expansion Options

12:00 Lunch

P.M.
1:00 Session 7System Networking and Expansion

--Session Continued

2:30 Refreshments

2:50 Session 8--Software Development Exchange
Workshop
Software Availability and Use
Exchange of Effective Software Applications
Software Development--In-House Versus 3rd Party
Advantages and Oisadvantages of Writing YourOwn
Software
Legal Implications of Marketing Your Own Software
Software Contracts
What is the Future of CAD Programs
Special Interest Groups
User Group Discussions

5:00 Adjourn

THURSDAY, AUGUST 21, 1986
A.M.
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8:30

10:00

10:30

12:00

1:00

Session 9--Managing and Training Production
Personnel

Where Should the Production Take Place?
Centralized Versus Distributed
Interdepartmental Communications

Internal Staff Organization
=,- Job Descriptions Staff Selection

Career Ladder
Staff Requirements for Production

Number of Stations
Production Demands
Turn Around Time

Determining Production Hours
Scheduling Work Shifts
Manager Coordination

=," Establishing Production Relaxation Periods
Managing Personnel for Support of System

Programmers
Hours, Responsibilities, Education, Experiences
and Salaries

Dealing With Physiological and Psychological Factors
=- Fatigue Stress

Boredom Shift Work and Fast Production
Developing Work Incentives Program

Benefits
Work Patterns
Teamwork

=,- Tracking and Performance Measurement
Compensation

=,- Bonuses
Training for Effective Operation of System
=,- Staff Requirements- Training Needs
Advancement

Developing a Training Plan
Scheduling Staff
In-House Versus Vendor Training

Project Team Training
=" Techniques

Benefits
Developing Training Manuals
Dealing with Personnel Problems

Methods
Examples

=" CAD-Related Issues
Coffee and Conversation

Session 9--Managing and Training Production
Personnel--Session Continued

Lunch

P.M.
Session 9mManaging and Training Production
PersonnelSession Continued

Refreshments

2O

3:20 Developing an Effective Management Plan for
Your Organization
A Special Workshop to Structure a Management Pro-
gram for Specific Organizational Needs

Exploring the Key Issues
Developing Critical Steps to the Management Program
Evaluating Your Management Plan
Individual and Team Interaction Sessions

4,’30 Adjourn

12:00

1:00

3:00

FRIDAY, AUGUST 22, 1986

A.M.
8:30 Developing an Effective Management Plan for

Your Organization--Workshop Session
Continued

9:45 Coffee and Conversation

10:15 Session 10--Creating the Proper Work
Environment
Planning the Physical Environment
=,- Critical Issues

Problem Areas
Workstation Design

Equipment Relationships
Screening and Isolation Requirements
Task Analysis and Physiological Requirements

=,- Space Requirements
Location of Equipment for Most Effective Production

In Drafting and Production Area
Separated from Related Activity Areas
Linked to Other Systems

Developing the Proper Physical Environment
Lighting-- Glare, Reflections

" Acoustics
Air Conditioning
Static Conditions

Electrical Requirements

" Back-Up Systems
e Voltage Controls

Load Balancing
Effect of Computer Workstation Relationships on the
Management Plan

Visual Control
=" Personnel Interaction

Security Considerations
Who Should Have Access to System Services?

Criteria for Use

Lunch

P.M.
Session 10--Creating the Proper Work
Environment--Session Continued

Adjournment



DEPARTMENT OF THE NAVY

Memorandum

FROM: Civilian Personnel Officer, Marine Corps Base, Camp Lejeune

TO: Distribution List

SUBJ: FY87 CIVILIAN TRAINING

Ref: (a) CG MCB CLNC itr 12410 CPD i0 Dec

Encl: (i) Subject listing
(2) Civilian Employee Training Request Form

i. Enclosure (i) identifies funded training for FY87 as approved
by the Commanding General.

2. The Civilian Training Office will implement funded training
for the individuals named on the Civilian Employee Training Request
forms submitted during the Civilian Training Requirements Survey
announced by the reference. It is realized that changes in personnel
and/or courses may be required due to nonavailability of quotas,
changes in personnel assignments, and other changes in priorities.
Substitutions will be considered. A new Civilian Training Request
Form, provided as enclosure (2), must be submitted for any substi-
tutions.

3. Please forward to the Civilian Personnel Division (Training
Branch) any individual course brochures, announcements and/or
company application forms when

Distribution:
AC/S, COMP
AC/S, MANP
AC/S, LOG
Dir, RASC
CO, MCSSS
CPD
BHD
DFH
DISB
FSC
FIRE
MAIN

SAFD
SSVCS

receiv

GOVERNMENT PRINTING OFFICE: 188 80E-017./1048





FY 1987 CIVILIAN TRAINING
Public Works

COURSE TITLE AND LOCATION
.INDIRECT DIRECT

COST COST TOTAL

Funded

Techniques for Integrating CAD
and Systems Drafting to Improve
Working Drawing Prod.
Madison, WI

A/C Design Piping Systems \o--
Madison, WI

Environmental Protection ,’CECOS East

A/C Design
Madison, WI >’’
NFCTC Design Contract Management
LANTNAVFACENGCOM

$ 870.00 $ 545.00 $ 1415.00

870.00 790.00 1660.00

Unfunded

National Electrical Code

\ Raleigh, NC k
\ Microcomputer

Clemson, S.C.

\ Coordination

\Dallas, TX <
Environmental Protection

CECOS East

Mow to Interpret and Apply the
1986 Life Safety Code
Charleston, S.C. $

Total

388.00 388 .00

720.00 790.00 1510.00

3 8o. oo,
Total $ 3228.00

380.00

$ 2125.00 $ 5363.00

$ 346.00 $ 420.00 $ 766.00

530.00 450.00 980.00

795.00 900.00 1695.00

400.00 400.00

495.00 " "99600501.00-

$ 2572.00 $ 2265.00 $ 4837.00





Employee Name

Course Title

LIANwERLOYEE TRAINING REQUES’"
Length of Course Location

Employees Last Official Performance Rating_

COST: Registration $ Per Diem $

Grade Organ iza t ion

Travel $ Total $

Priority assigned to the training requirement.

/ / PRIORITY ONE -: Training required during FY 1985 that is considered
essential to mission accomplishment for one or more of the following reasons:

/ /

/ /

1----7

Training Needed to ensure attainment of perfo#mance objectives

Training needed to correct serious performance deficiencies

Training required by law, regulation,-or higher authority

Training required for operation/maintenance of new equipment

Training required for employees enrolled in a recognized formal
training program

PRIORITY TWO NEEDED: Training which if not funded may impact adverselyon complete and qualitative mission accomplishment during the next two tothree fiscal years. Example: Training to provide for the systematicreplacement of skilled employees.

/ PRIORITY THREE USEFUL: Training of a broadening nature that might behelpful in enhancing the overall performance levels of employees alreadyconsidered to be competent.

Provide more specifically why this txaining is being requested.

3. How many of your employees have alremdy received this or similar training?

4. What will be the impact on the organiz(tion r employee if his training isnot received?

Certification of training raquirmaent:

I certify that I have reviewed the training requested for this employee. It ismy opinion that the training is necessary to support the mission of the organizationand the command; and that the priority assigned meets the criteria established.

2d Level Supervisor

B.,osu (2.)





LIANLOYEE TRAINING REQUES’

Employee Name William Matthew Woodward

Course Title National Electrical Code

Length of Course 3 days Location

Grade GS-5 OrganlzatlonPublic Works

DATES OF COURSE: Mar 2-4, 1987

Raleigh, North Carolina

Employees Last Official Performance Rating_

COST: Registration

__
420 Per Diem $ 296

i.

Travel $ 50.02 Total $ 766.02

Priority assigned to the training requirement.

/X/ PRIORITY ONE-: Training required during FY 1985 that is considered
essential to mission accomplishment for one or more of the following reasons:

Training Needed to ensure attainment of perfomaance objectives

Training needed to correct serious performance deficiencies

Training required by law, regulation,-or higher authority

// Training required for operation/maintenance of new equipment

/---7/ Training required for employees enrolled in a recognized formal
training program

/_.___/ PRIORITY TWO NEEDED: Training which if not funded may impact adversely
on complete and qualitative mission accomplishment during the next two to
three fiscal years. Example: Training to provide for the systematic
replacement of skilled employees.

/ PRIORITY THREE USEFUL: Training of a broadening nature that might be
helpful in enhancing the overall performance levels of employees already
considered to be competent.

2. Provide more specifically why this training is being requested.
The course teaches the application of National Electrical Code for engineering designs.

3. How many of your employees have alremdy received this or similar training?

4. What will be the impact on the organization or employee if this traininF is
not received?

one

Engineering designs ay be in non-compliance with the National Electrical Code.

Certification of training requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organizationand the command; and that the priority assigned meets the criteria established.

A. E. YOUNG
Immediate Supervisor

F. E. CONE, DESIGN DIRECTOR
2d Level Supervisor





LIANEI,LOYEE TRAINING REQUES’

Employee Nne William Matthew Woodward Grade GS-5

Course Title MicroComputer

Length of Course 3 days

Employees Last Official Performance Rating_

COST: Registration $ 450.0er Diem $ 272 Travel $

i. Priority assigned to the training requirement.

DATES OF COURSE:

Organizatlon Public Works

Aug 3-5 1987

Location Clemson, South Carolina

258 Total $ 980.00

f______/ PRIORITY ONE -ESSTIAL: Training required during FY 1985 that is considered
essential to mission accomplishment for one or more of the following reasons:

/ / Training Needed to ensure attainment of perfo#mance objectives

Training needed to correct serious performance deficiencies

Training required by law, regulation,-or higher authority

Training required for operation/maintenance of new equipment

/--- Training required for employees enrolled in a recognized formal
training program Training available at Camp Lejeune is directed toward

_clerical use of microcomputers. Training requested is directed at the uses of the/____._/ PRIORITY TWO NEEDED: Training which if not funded may impact adversely micro-
on complete and qualitative mission accomplishmeut during the next two to computer
three fiscal years. Example: Training to provide for the systematic in the
replacement of skilled employees. Engineering

field.
/ / PRIORITY THREE USEFUL: Training of a broadening nature that might be

helpful in enhancing the overall performance levels of employees already
considered to be competent.

2. Provide more specifically why this training is being requested.

To develop working knowledge of microcomputers and interfacing of peripherals.

3. How many of your employees have already received this or similar training? i

4. W]at will be the mpact on the organizer{on or employee f this raining is
not received?

Engineering Designs may be inadequate
and costly.

Certification of training requirement:

I certify ht I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organizationand the command; and that the priority assigned meets the criteria established.

A. E. YOUNG F.E. CONE, Design Director
Immediate Supervisor 2d Level Supervisor





LIANEI,LOYEE TRAINING REQUES’

Employee Name

Course Title

Length of Course

William Matthew Woodward
Grade GS-5

Coordination DATES OF COURSE:

Organization

Jan 5-9, 1987

5 days
Location Dallas, Texas

Public Works

Employees Last Official Performance Rating_

COST: Registration $_ 900 Per Diem $ 450 Travel $ 344 Total $ 1,694

i. Priority assigned to the training requirement.

f-- PRIORITY ONE -ESSTIAL: Training required during FY 1985 that is considered
essential to mission accomplishment for one or more of the following reasons:

/ / Training Needed to ensure attainment of perfo#mance objectives

___/ Training needed to correct serious performance deficiencies

/ / Training required by law, regulation,’or higher authority

// Training required for operation/maintenance of new equipment

/---7 Training required for employees enrolled in a recognized formal
training program

/_/ PRIORITY TWO NEEDED: Training which if not funded may impact adversely
on complete and qualitative mission accomplishment during the next two to
three fiscal years. Example: Training to provide for the systematicreplacement of skilled employees.

/ / PRIORITY THREE USEFUL: Training of a broadening nature that might be
helpful in enhancing the overall performance levels of employees already
considered to be competent.

2. Provide more specifically why this training is being requested.

The course provides iusight into short-circuit analysis and the application of
protective devices in electrical circuits.

3. How many of your employees have alremdy received this or similar training?

4. What will be tile impact on the organization or employee if this training is
not received?

Inefficient and costly engineering designs may result.

Certification of training requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organizationand the command; and that the priority assigned meets the criteria esablfshed.

A. E. YOUNG
Immedla=e Supervisor

F. E. CONE, Design Director
2d Level Supervisor





LIANEI,LOYEE TRAINING REQUES’’
Employee Name

Course Title

Length of Course Location

Employees Last Official Performance Rating

COST: Registration $ Per Diem $

1.

Grade Organ iza t ion

Travel $ Total $

Priority assigned to the training requirement.

/ / PRIORITY ONE ESSTIAL: Training required during FY 1985 that is considered
essential to mission accomplishment for one or more of the following reasons:

/ / Training Needed to ensure attainment of performance objectives

___/ Training needed to correct serious performance deficiencies

/ / Training required by law, regulation,’or higher authority

Training required for operation/maintenance of new equipment

/ Training required for employees enrolled in a recognized formal
training program

PRIORITY TWO NEEDED: Training which if not funded may impact adversely
on complete and qualitative mission accomplishment during the next two to
three fiscal years. Example: Training to provide for the systematic
replacement of skilled employees.

/ / PRIORITY THREE USEFUL: Training of a broadening nature that might be
helpful in enhancing the overall performance levels of employees already
considered to be competent.

2. Provide more specifically why this training is being requested.

3. How many of your employees have already received this or similar training?

4. Wliat will be the impact on the organization or employee if this training is
not received?

Certification of training requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organizationand the command; and that the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

m--uOSURE (Z)





Via:

14 April 1986

Public Works Officer, Marine Corps Base, Camp LeJeune

Eavtltan Personnel Division (ACta: Training Branch)

Assistant Chief of Staff, Facilities

CIVILIAN TAININC REQUIREMENTS, FY 1987

Ref: (a) CG MCB CIRC memo of 12 Mar 1986 w/Fat memo 12410 FAt of 14 Mar 1986

Enl: (1) Civilian Employees’ TratninE Request Foru8

1. The emelosure ha 18en/revtmmd as requested by the reference and s
re8ubmitd.

M. I.. KIMBALL





OPNAV 521/144A (Rev. 8-81)
S/ll Ctl 07-LF-052-2320

DEPARTMENT OF THE NAVY

Memorandum
DATE: 26 Feb 1986

FROM: Public Works Officer, Marine Corps Base, Camp Lejeune

TO: Civilian Personnel Division (Attn: Trainn_g Branh)
Via: Assistant Chief of Staff, Facilities.’

suBJ: CIVILIAN TRAINING REQUIREMENTS, FY 1987

Ref: (a) CG MCB CLNC itr of i0 Dec 1985

Encl: (I) Civilian Employees’ Training Request Forms

i. In response to the reference, the enclosure is forwarded.

M. I. KIMBALL
By direction





OWAVSSlt44A (w.

DATE:

FROM:

-Aff 1 4 "986

Assistant Chief of Staff, Facilities, Marine Corps Base,
Camp Lejeune
DISTRIBUTION

Memorandum
FAC

SUOJ: CIVILIAN TRAINING REQUIREMENTS, FY-1987

(i) CG MCB memo dtd 12 Mar 86

i. The enclosure is forwarded for compliance as requested.
Provide response via this office.

B. W. ELSTON
By direction

DISTRIBUTION:

DBH
DFH

’:U.S. GOVEP,IEIT PRINTING OFFICE: 1982-505-106:8483





014A (Rev. 8-81)
S/N 0107-F-4)52-2320

DEPARTMENT OF THE NAVY

Memorandum

FROM: Commanding General, Marine Corps Base, Camp Lejeune

TO: Distribution List

SU:

Ref:

Encl:

CIVILIAN T_RAINING REQUIREMENTS, FY 1987

(a) Enclosure 2, BO 12410.3H

(1) FY87 Civilian Training Requirements
(2) Training Priorities and Resources

i. We are returning your submission of FY87 Civilian Training

Requirements as enclosure (i) and requesting that a closer review

be made. It is very important that priorities be properly assigned

each training request. Priorities should be assigned using the

Navy’s criteria as defined in the reference. These definitions are
forwarded as enclosure (2) for easy access.

2. Additionally, written justif-ations should support the assigned

priorities. When Priority I’s are assigned, a strong justification
is needed. .-

3. When training is required by law, regulation or higher authority,

cite the regulationrequiring it. Please note that the training

itself must be required, not therformance of the duties for

which trained.

4. Training required for operation/maintenance of new equipment
is Priority I only when, without the training, the equipment
cannot be used at all or to a very limited extent.

5. .The only recognized formal training programs are those for

which there is an entry grade level and a higher target grade
level. Training requirements for these trainees are submitted
by the Civilian Training Office.

6. When appropriate, reassign the priorities on your requirements
and return them to the Civilian Personnel Division, Training Branch

byrl:. f you have additional questions please call
Mrg. Linda Passingham, extension 1539.

Byirection
Distribution:

,AC/S, FAC
AC/S, MANP
AC/S, MWR
Dlr, RASC
CO, MCSSS





O 12410.3H
22 Dec 1985

.TRAINING PRIORITIES AND RESOURCES

i. Priorities. The following priorities wlll be observed In ldentlfylng training
needs and in preparing Annual Training Plans in accordance with beD Instruction 1430.5:

a. Prlorlt I Training which must be accomplished in the ensuing: annual train-

ing cycle to avert a direct adverse effect on mission accomplishment. Also, trainin
which is required by law or regulation. Examples of Priority I type training are:

(i) Tralnln in the operation and/or maintenance of new equipment, without

which the equipment could not be placed in service and a critical function could not be

performed.

(2) Upward mobility training as required by law.

(3) Training for new flrst-level supervisors as required by the Office of

Personnel Management and Department of the Navy regulations.

(4) Training of employees in formal career management programs and formal

trade-craft tralnin programs as a prerequisite to their advancement under career
promotion rezulations.

(5) Training required to comply with a negotiated labor mana:ement areement.

(b) Training for new Equal Employment Opportunity counselors as required by

D.:partment of the avy re-ulations.

b. Prlorlt[ II Traiing which I required to provide for systematic replacement

of skilled employees through development-rograms and ID deferred beyond the ensuing

training cycle would have an adverse effect on mission accomplishment in the period

following. Examples of Priority II Type training are:

(i) -Skills up,ate training.

(2) Managementand supervisory development training.

c. Priority III- Training which s required for an employee who is performing at
an adequate level of competence, but will increase individual efficiency and productiv-

ity and may be accomplished after Priority I and Priority II needs have been met. No
examples of training which meet this Priority need be described. However, the delivery
of Priority III training need not be delayed until after all other training has been

completed; rather, resources must be allocated in the order of training priorities.

2. Sources of Tralnins. Generally, in identifying sources for obtaining training,
the order of consideration will be: local, agency, Intra-agency (DOD), Interagency ano
nongovernment. Capability of sources to provide training needed and overall costs will

obviously influence final selections.

a. Training and Development through Correspondence Study. The military depart-
ments offer a wiae variety of courses through their correspondence course centers.
Some formal school courses are also available through correspondence study. There is

no cost for correspondence courses except those offered by the Office of Personnel
Management. Coumse catalogs are maintained by and are available at the Civilian
Personnel Division, Training Branch.

b. Civilian Personnel Division. The Civilian Personnel Division routinely
provides or sponsors training in civilian personnel administration. This includes new
employee orientation, training for new flrst-llne supervisors, preretlrement plannlng
training, and personnel management fo supervisors covering such topics as discipline,

leave, labor-relatlons, classification, and performance ratings. Based upon annual
training needs surveys the Civilian Personnel Division also hosts other training
through agency, interagency or nongovernment resources when it is more economical to
conduct the training locally.

ENCLOSURE (2)





OPNAV 5316 144A (Rev 8.81) DEPARTMENT OF THE NAVY
./N 0107-LF-052-2320

DATE: 14 April 1986

FROM: Public Works Officer, Marine Corps Base, Camp Lejeune

TO: Civilian Personnel Division (Attn: Training Branch)
Via: Assistant Chief of Staff, Facilities

Memorandum

SUBJ: CIVILIAN TRAINING REQUIREMENTS, FY 1987

Ref: (a) CG MCB CLNC memo of 12 Mar 1986 w/Fac memo 12410 FAC of 14 Mar 1986

Encl: (i) Civilian Employees’ Training Request Forms

i. The enclosure has been reviewed as requested by the reference and is
resubmitted.

M. Io KIMBALL





Employee Name WEISSENBEPER, Thomas trade GS-4 Orznlztlon Public Works
Techniques for Integrating CAD & Systems

"Courze Title Drafting to improve Working Drawing Prod. DATES OF COURSE: :_

Length of Course 5 Days Ldcatlon
The College of Engineering
Universit of Wisconsin, Madison. Wisconsin

Employees Last Offlc!al Peqformance Ptlng Satisfactory

COST: Registration $ 545.00 Per Diem $487.50 Travel $382.00 Total $ 1,414.50

Priority assigned to the training requirement.

PRIORITY ONK -:. Training required durin-F 19"87-that is:considered
essentfi t6 mission cco=plish=ent for one or more of the following reasons:

L_.._../ Trafrdng needed to correct serfous performance deficiencies

/_./ Training required by law, regulation, or higher authority

/X Tra,--Ing required for cperat!on/=--_Inenanc% of ne" cqulpment

l_7 Training rcqred for p!oye enrolled in a rece!zed
trr._i progr-- PTgO? 20 : Tr_i vh if zt funed uey pact c@x-crely

cn ccplete_ md qutfve rsicn,’ acccmpliscnt urng_ the
three fSl ’rs. ’:p!e: Ta/ng to prov!e for tS.e
rc;cent of :5!!ed cnpo’ees.

hC!;lf 5m hhc4-,
_

the overall crfonce levels of employees a!rdy
considered to e

Y[Cl.e mere pecif!cal!y vhy lhls tcrlr.ing is @ing requested.
To advance in-house programs utilizing the CAD Systems approach to production
of working drawin9.

c any cf ",’cur c_,_c-es have,n!rey, received this or sSmi]ar training? 0

;That vil be the i::2at on he organization or employee if this training is
net rccelved?

Inability to utilize CAD Systems approach to in-house production of
working drawings necessary for increased levels of contract completions.

James F. Gavin M. I. K-;mha!l





Course Title

John J. Jordan trade GS-9 Organization Public Works

NFCTC Design Contract Management DATES OF COURSE:

Length of Course 3 Days L6catlon LANTNAVFACENGCOM

E=ployees Last Official Per.formance atln8 Outstanding

COST: Registration $ 0 _--Per Diem $ 300.00 Travel $ 79.54 Total $ 379.54

i. Priority assigned to the tralninE requirement.

essentfAi t6 =islon aomplishment for one or more of the following reasons:

L[ Traln/ng needed to correct serious performance deficiencies

Trafning required by law, regulation, or higher authority

/ Training rcqulred for operatlon/malnfenanc of

__7 Trcnln.g required for
tranlng rogram

PP5OP-if :O ]CE_DKD: TrIr,/ng vhIch if nSt funed :_--y ’-pact avercelyon ccnp!ete rind qu.’__tat_xe r!slon accomplls.hmcnt uring the .-.t t-,- to
three ff-cal ’ar. ’:--:p!e: Talming to .rcvide for the yctcL-_nt!er.ap!acnt of hi!!ed

?Y-TCFii-f --’-- USE:-JL: Training of a brc.adcning ture that right be
hc!pf h=ci e overall pcrfonce levels of cmp!cyees a!rdccnsiercd to e cer.netent. This employee is responsible for administeringA/E Slate, Selection, and Negotiation Boards. Training is essential to ensure

Prc rm "ms i o w" b, a l’oable law,-ucls =g elng recuEand regulations pertaining to

New duties assigned. Position Description being revisedf
nee. this function.

3. ."-:eu-any cf ycur cmmlo’,-ees have e!rzdy rc-ceived _s or s:ni]ar t:-ainng? None

&. %:hat vll 5e the pat on he organization or emp!cyee if this training
not received?
Proper contractual procedures for chitectural & Engineering Fi selection
and awarent may not be adhered to, making audit remitments difficult or
embarrassing.

g ;.: a;" to -:,,rt t?.c r-fsfcn cf t.e c.rgnf:at’.:n::: .e c( -_ and Lnat t];e 7rcr/v ass.,:-g .etc the

-. -:-. ----._.::-::e :[ :’.’_:: Eugene G. Jones,. fg t.:l?.:: M,.:-%at





KAREN M.. FOSKEy Crade GS-7

A/C Design Piping Systems

Ornzton Public Works

DATES OF COURSE: Feb. 9-13, 1987

Length of Course 5 days

E=ployees Last Offlclal Per.formance Ptlng Satisfactory

COST: Registration $790.00 Per Diem $ 487.50 Travel $ 382.00

i.

University of Wisconsin, Madison, WI

Total $ 1,659.50

Priority assigned to the tralnlng requirement.

"[] nO" Ol --:l T required duIng.-FY 19"8_/7-that Is:consldered
essentSi td mislon ompllshment for one or ore o te folloing ressons

Training needed to correct serious performsnce deficiencies

Training required by law. reKulatlon , or hi&her authority

Tralmi required for operation/maln6cnanch of ne equf-_nt

Traig reRred for ploye enrol!d in a rei=r!ng progr

r i vhi if St funed uay pact avarce!cn ccmp!ete d qul!t!ve aslon accozpllscnt during the hurt
hree fkl )’r. ’==p!e: Taing to provide for the ytntl
repcent of h!ed p!oyees.

/_ ?PIOFf F! USEF: Training of a rca@ening nature that right
hc!pful hci the overall perfonce levels of unp!oyees alrdy
considered to e comae/eat.. Yrc’.!e mre speclf2cally :hy t>Is training Is bd!ng requested.

Most design performed at CLNC by this employee involves piping. The course will
give her the up-to-date methods of designing piping and knowledge to accomplish her
mission here at CLNC.

3. }!cv =ny of your ep!cyees have ,elred received this or sfzi]ar tr!nlr:g? None.

4. Uhat rill be the Impat on he organization or e=ployee if this training is
not received?

The lack of this knowledge will slow down her designs and cause her to
rely on the knowledge of others.





mp’loee |:ame JAM F. GAVIN trade -]2 Orgnz-ton Public Works
Life Safety Code

Course Title How to Interpret and Apply the 1985 DATES OF COURSE: Dec. 8-11, 1986

Length of Course 4 Days Lcatlon Charleston, South Carolina

Employees Last Official Peqformance Katlng Highly Satisfactory

COST: Registration $ 495.00 Per Diem $ 408.00 Travel $ 93.48 Total $ 996.48

i. Priority assigned to the training requirement.. PRIORITY ONK -’_:. Tralnng required dutnK.-f 19"87-that Is.’consldered
essential t6 =islon aompllshment for one or more of th-followlng reasons:

__/ Trardng needed to correct serious performance deficiencies

Training required 5y law, regulation, or higher uthorft_
Tran!ng required for operetton/=antcnanc of new equip=eat

Trag required for pl%-c enrolled n a
tra ?rogr

PPJ0? 0 ]: Tralr vhi if zSt frn@e uzy
cn ccp!ate d qulit!ve =s!on acconp!Isent urfng the
three fl xr=. [=cnp!e: Taing to provide for the
rap!accent of h!ed plcyees.

POFf TFI USEFo%: Training of a roa@cnng ture that
he_pul 55c the overall prfonce !vcls of
considered to e ccm.etent.. Prcde nora peclflcal!y hy this training is hdlng requested.

The Architectural Branch is responsible for input of fire and life safety elements
into the Specifications and Plans. This course required in order to remain current
on new safety regulations.

3. }!c any of your cmp]cyees have ,!rcd received this cr slniar training? None.

&. ;that vi31 be the !inTact on he organization or er.ployee if this training is
not received?

The input of these regulations into contract plans is essential to
the safety of the personnel of Camp Lejeune.





AnthonyF
404 Developmental Trainee trade GS-SL Public Wozks

National Electrical Code DATES OF COURSE: Mar. 2-4, 1987

Length of Course 3 Days Lcatlon Raleigh, North Carolina

Employees Last Official Per.formance Katlng

COST: Registration $420.00 Per Diem $ 296.00 Travel $ 50.02

I.

Total $ 766.02

Priority assigned to he training requirement.

./- X--- PKIORITYONK -:. Training required durng,-FY 19"87-that Is.’consldere4essentfl t6 mission aompllshment for one or more of the following reasons:

Tralrdng needed to correct serious performance deficiencies

Training required by law, regulation, or higher authority

Trai/n required for operet!on/z_In6enanc of nc equfpz.ent

[ Traig reqred for poyc enrolled in a rcIzcdtrang progr

PPJOP %70 1: Trai vhi If nt funed may ?act avercely
cn cczp!ete cmd q .t,e sslon accozpls.cnt during the
three fl xr. ’:.:zp!e: Taing to provide for the
rep!zcent of =:!!ed p!cyees.

POFYf USE: Training of a broacn!ng ?mture that right
e!pful hci e overall pcrfonce levels of nployees a!rdy
considered to 5e

Frc’,-e n.re specifically :hy this tra.ning is b@!ng requested.
The Course teaches the application of National Electrical Code for engineering designs.

Ucv =a:-,y ef )cur cnp!o)’ees have,n]u,_d received this or sf=i]ar training?

Uhat %:ili e the ipat on he organization or employee if this training is
not received?

Engineering designs may be in non-compliance with the National
Electrical Code.

One

Cc-L"’.’:CZt:CT Cf :"’--.

I ._rtfy i h:’,’e r,’,’:c:’cd th.z ",..rr:n:ng raqvctr,d for t?..s ,_r.7:c-;’ee. It is
-’-t zn train!n "s r..T-.-_csra’:y to uT, ort the n:.s:cn cf t?.e c, in

L.’," (7" 7...C I.

..:-" :.Le -’- ;





% =ployce Ne
Anthony

404-Developmental Trainee Crade GS-5 Public Works

Ceurse Tte MicroCompute DATES OF COURSE: Aug. 3-5, 1987

Length of Course 3 Days L6catlon Clemson, South Carolina

E=ployees Last Offlclal Per.formance Katln

COST: Reglstratlon $ 450.00 Per Dem $ 272.00 Travel $ 258.00 Totsl $ 980.00

i. Prorlty assigned to the training requre=ent.

.[ PRIOR/TY ONK- Z$ENTTAI.:. Tralnln required dung.-FF 19"8__ that Is.cons!dere4
essentfi t6 nislon aompllshmen for one or more of the folloung reasons:

/_/ Trafrdng needed to correct serlous perfon

____J Trfnf required by law, regulation, or

[ X 7 afg rqrad for ploye enrolled
tr:.fg [-rogr Training available at Camp Lejeune is directed toward

clerical e of microcomputers. Training requested is directed at the uses of the micro-7 Pr0ra : Trari vh f
on cc:pcte a:d qul!tfve =on acco:plic.cn @urlng the
three fl ’rg. ’:::p!e: Tang to rcvde for the syatte Engineer-rcpcen= of hlled :ploees. ing Field.

7 [CFf USEful: Trnlnng of a
5a!pf Sc! e overall perfonce !eve]s of
coz@cred to be acDr,etent.

.2. ?rc’,i@e =:re specifically ,hy t’s training s dfDg requeated.
To develop working knowledge of microcomputers and interfacing of peripherals.

3. Hc, nrny cf 3"cur erp!cyees have,e!rcdy received this or sin!Jar training?

o Vhat rill be th f_v_pat on he organization or e,p!oyee if this training i
net received?

Engineering Designs May Be Inadequate and Costly.

One





Anthony.--]oyee l:ame 404-Developmental Trainee Crade GS-5 Orgnlztlon Public Works

Course Title Coordination DATES OF COURSE: Jan. 5-9, 1987

Length of Course 5 Days Lcatlon Dallas, Texas

E=ployees Last Offlclal Per.formanee Ratln
COST: Registration $ 900.00 Per Diem $ 450.00 Travel $

i.

344.00 Total $ 1,694.00

Priority assigned to the training requirement.

./-/ PRIORITY ONE -:. Tralnlng required durlng.-FY 19"87- that Is:conslderedessentfi t6 =islon aompllshment for one or more of th-followlng reasons:

L__I Training needed to correct serious performance deficiencies

Training required by law, regulation, or higher authority

Traifng required for operatlon/ainananc’e of n equip=ant

/___X__ Traipsing required for p!oya enrolled in a realizedtra progr

7 PPJO? 0 ,: Tr.i vhl if it funded y pact advcrccly
on ccmp!ete d quclitive mislon accomplis.cnt during the
tee ffrl )’r. :ple: Taing to provide for the ytrti
repcent of E]:J!!ed ployees.

--7 PPOf? USEF%: Training of a broadening emture that right
he!pf fm ,ci the overall prfonce levels of enplo3-ecs a!rdy
considered to e competent.

Frcde ore Teciflca!ly hy t,h/s training is bging requested.
The course provides insight into short-circuit analysis and the application
of protective devices in electrical circuits.

3. Ecu =any of ycur cnp!cyees have,n!rcedy received this or sin!Jar trafni;,g?

&. Uhat rill be the ipat on he organization or erIc,yee if this training is
:ot received?

Inefficient and Costly Engineering Designs May Result.

One

l cc:-t+fv t z 7 ":,:-,-e --"’:"-d the ’rain!n r.:quczt fcr tk .’_r/..c-.-ee. T.- iS
:’,’ cT:nizn t..-t th, tr-=n_ng "s :.,:cc:ary to _,,ert " -’-: :..e cc-nn.-_r:-L, and "at tLe ,rSc.rfy :IL.:.cd .-(-czs the crtr.a czz-:

-_..._ ..........................
A. E. Young M.I..Kimball

l 7. z : z-- -:.-.t E-ad

",+ E





=loyce |,ame_ Lar_rff_ L. Brant Credo GS-II 0rgnlztlo. Public Works

’Course Title Environmental Protection (A-4A-0036) DATES OF COURSE:

Total $ 400.00

Priority assigned to the training requirement.

PRIORI; ONR -:. Training required dur!n’FY 19"87-that is;considered
essentfl td mt{sion accomplishment for one or more of th--following reasons:

Trainng neded:to ensure attainment of performance objectives.

___] Training needed to correct serious performance deficiencies

Training required by law, regulation, or higher authority

Length of Course 3 DAYS Ldcatlon CECOS (EAST)

Employees Last Official Per.formance Rating Highly Satisfactory

COST: Registration $ 0 Per Diem $ 300.00 Travel $ i00.00

i.

Trai--Ing required for operatlon/n--Intcnanc of n, equipment

/ 7 = reqzed for p!c.c enrolled fn a rcned fo.

P[00PI 70 ]: Trai vhi if $t fun@ed Ly pact
cn co,fete d quft!ve sslon accompllsent during the
three fl yrs. 7:p!e: TPaing to rovide for the
rcp!acent of h!ed

?PZOFd USEful: Training of a broadcnlng pture that right
h&!pful ticing the overall perfonce levels of enployees
ccnsldred to e

Fro:_e r:-re specifically :hy tP’s training is 4ing reqvested.

New Employee

3. He’.’ mzny of your employees have ,clrcad): received this or similar training? __None

&. What vi!l be nhe pa;t on he organization or e:ployee if this training
not recelved?
At present, the Plning Branch Manager is the only one in the Branch with any focal
training in this field. Planning Branch Manager position is anticipated to be vacant
January 1987.

5. C,rtiffcatfcn cf rosining r,aquicnt:

I cc7 .; t I hr,e [e’,fcvcd

ny cTincn tat th, training

EUGENE G. JONES, JR. d Lc’.el u,-cr’.’/br M. I. KIdBALL





" =Ioyce h’e

Course T/tie

FRED W. ESTES Crade GS-II Org6nlrtlon

Environmental Protection (A-4A-0036) DATES OF COURSE:

Public Works

Length of Course 3 DAYS Lcatlon CECOS (EAST)

E=ployees Last Official Per.formanee ltin Highly Satisfactory

COST: Registration $ 0 Per Diem $ 300.00 Travel $ i00.00

I.

Total $___400.00
Priority assigned to the training requlre=ent.. PRIORITY ONE -:. Training required durln-FY 19"87" that Is:consldered

essentfi t6 m!{slon accompllsh=ent for one or more of the following reasons:

Training ngded:to ensure attainment of per{ormance objectives.

Tralnng needed to correct serious performance deficiencies

Training required by law, regulation, or higher authority

/__J Traing required for operatlon/=--Intcnanc of n" equlpzent

I 7 Training required for e_zp!oyces enrolled in a reooIzcd
trai prcgr

PPJO? 70 l: Tra!! x-hi If nSt funed my l?ac advcrcly
cm complete d quaSi.tire msicn acco=pllscnt urlng the
zhre fml 7rm. [p!e: Talnfng to provide for the
rep!acznt of sh!ed p!oyees. lanning Section Head to retire

r:, - E: Training of a brcacnlng ture that right
he!pf Eci the overall perfonce levels of mp!oyees a!rdy
consicred to e

?rc’,!de more specifically :hy tb;s training is hg!ng req,_’ested.
New Employee

3. .’-.’c’ :any of ycur e_-.2!oyees have ,a!rady receiv:d this or slr.i]ar training? None

4. V,hat iil be he pat on
not recelved

At present, the Planning Branch Manager is the only one in the Planning
Branch with any formal training in this field. Planning Branch Manager position is
anticipated to be vacant January 1987.

5. C:::iffctcn_ cf t!-an_n --cqufrc:, cn:

! crtfy t i h:ve
’." cpinfcn ttt th trainin is nccccray to _.7;crt thc
,:d the c,==-n; and

EUGENE G. JONES, JR. Pd ,c’,’e] fi.[.2r,,.icr Id. I. KIMBALL





:ployee

Course Title

’’G E,..,.t

LARRY STALLINS Crade GS-ll Orgnz-ton Public Works

Air Conditioning Design DATES OF COURSE: Mar. i0 1987

Length of Course 3 DAYS Lcatlon University of Wisconsin, Madison, WI

Employees Last Official Per.formance Rating

COST: Registration $ 790.00 Per Diem $ 337.50 Travel $382.00 Total $ 1,509.50

I. Priority assigned to the training requlre=ent.

.[---- / PRIORITY ONK -:. Tralnlng required duIng.-FY 19"8_7-thar Is:consldered
essentfi t6 =islon aompltshment for one or more of the following reasons:

Training needed to correct serious performance deficiencies

Training required by law, regulation, or higher uthorlty

/_____/ Training required for operation/malnenanc of new equipment

1______7 Training required for e-zploycee enrolled in a reeeonlze fcr_l
trrng program

I X J PPOPTY 0 !F_D-_--D: Training vhl/1 if nt funded may impact avercely
on ccmp!ete nd qu_lltatlv r_ieslom acco=pllsh=ent during the
three fmcal 7-arg. Faruzple: Tainlng to provide for the
rep!acecent cf e]:i!led employees.

--7 ?PSOF?f r=F_E USEJL: Training of a roagcning nature that right
helpful in .haScing the overall perfor-nce levels of employees
cons!herod to e cemnetent. _.|

Provide mare .rec**ca!!y x:hy this training is b6ing requested.
Enable employee to better evaluate and design air conditioning systems

Hc.v -an), of your emp!oyees ?,ave ,elrcdy received this or sni.ar training? None

What viil be nhe impat on he organization or employee if this training is
no received?

Employee will lack knowledge to effectively and efficiently perform
design duties.

C,_:-fffcstfn cf tf-aJ.-_ing require: .’_r.t:

ccrt "r’" ?’-,’ "’c;’,d "_
c-:-::n_.. t t?. "-’’-Ing-,.. is .-c.a_a:-y :-o s.arcrt- the r_fcn cf the
the cc.--:a.-.d; and that tl,e [,rfe:-,y ’g.-,cd :.c.ts the cr’:r- etab

"-7. 7-::--..to’ate ._,.< -.-:’,’:sot JP2ES F. GAVIN 2d Level
M. I. K!!iBALL





Via:

26 Feb 1986

Publlc Works Officer, Marine orps Base, Camp LeJene

Civilian Per$onnl Division (Ate:n: Tranlng Branch)

CIVILIAN TRAININC REQUIREMENTS, FY 1987

Ref: (a) CC MCB CLNC ltr of 10 Dec 1985

Enl: (1) CivL1/an Employeea’ Training Request Forms

I. In response to the twference, the eacuze Is forwarded.

M. I. KIMBALL
,By irection





20 Deo 1985

04

ubJ CIVILIAN T.RAX.ING FOR FY 1987

Encl: (i) Civiln E?loyee Training Request Form

i. Request you suL your civilian training requirnts OE FIBal

Year 1987 using the eiure. &ll fOr-muBt be-t,tecl "’a raEt

form and returne 0 .T day !:8,. @r e cost

col, fill in "giaion $_ ." .e Ii leta e total





SUBJ:

Encl:

CIVILIAN TRAINING REQUIREMENTS i FY 1987; SURVEY OF

(a) BO 12410.3H
(b) CG MCB CLNg ltr’CPD 12410 ll Feb 85

(i) Civilian Employee Training Request Form
(2) TAD Cost Estimating Guide
(3) Civilian DMET Training Requirements FY 1987

i. In accordance with reference (a), please survey and compile
your civilian training requirements for Fiscal Year 1987. Submit
them to the Civilian Personnel Division (Attn: Training Branch)
by 28 February 1986.’ The followingguidance is provided for your
assistance:

a. A Civilian Employee Training Request Form, enclosure (1),
must be completed for each training requirement, be it local or
nonlocal. Briefly describe the type of training needed, or if
particular courses are known identify by title and source. The
name and grade of the employee to receive training is required
for reporting purposes; however, approved training will not
necessarily be restricted to the individual indicated. Enclosure
(2) is provided for use in .determining travel and per diem costs.
Incomplete forms will be returned.

b. The performance of employees should be considered in
determining training requirements. Generally, a training need
exists when there is a discrepancy between the actual level of
performance and the desired level of employee performance.

c. All mandatory training requirements (i.e. pest control
certification, handling and certifying hazardous materials for
air shipment, etc.) should be included in this survey. Do not
include training courses for personnel serving under formalized
training plans as those courses will be automatically included.

d. Any Defense Management, Education and Training (DMET)
quotas requested in response to the DMET Survey for Fiscal Year
1987, announced by reference (b), should also be included in
this survey if:

(i) the quota request was intended for a civilian and

(2) the request is expected to remain a training requirement
for Fiscal Year 1987. Enclosure (3) identifies Fiscal Year 1987
DMET quota requests by Department.

’U.B. GOVERNMENT PRINTING OFFICE: 1986





e. Do not include req.uests for conferences. Conferences
and meetingsare to be funded with Temporary Additional Duty
(TAD) funds. (Please note, however, that approved DD Formal556
are still required for conference registrants prior to TAD.)

f. Do include all workshops and seminars as they are
defined as training.

go Additional training requirements, beyond that which is
required by reference (a), in supervisory/managerlal tasks and
functions should be identified through the performance appraisal
process and requested through this survey.

2. You are reminded that by re.ference (a) the Civilian Personnel
Officer is responsible for budgeting for civilian training. Also,
all civilian training must be approved by the Commanding General
and incorporated into the Annual Activity Training Plan before
it can be accomplished. Training requirements which surface after
the Activity Training Plan is formulated are considered for
approval on a case by case basis. Without special approval from
the Assistant Chief of Staff, Comptroller, Departments may not
fund for civilian training out of their own monies. It is there-
fore essential that thoughtful planning be put into the completion
of this survey.

B. Additional copies of. enclosure (1) may be produced locally
as needed.

Distribution:
CG CPD
AC/S, COMP CE0
AC/S, FAC CO, CORRFAC
AC/S, MANP BHD
AC/S, MWR DFH
AC/S, BOSMAD EDO
AC/S, LOG FSC
AC/S, TRNG FIRE
INSP JPA0
PMO MAIN
SJA NREA
Dir, RASC PERS
CO, SPTBN PO
CO, HQBN WOCO, MCES SAFD
CO, MCSSS SSVCS
CO, RRDET CCMS
ADJ FMSS
CHAP

2





=poyee l:ame. WESSENBERGER, Thomas trade GS-4 Orzanlztlon Public Works
Techniques for Integrating CAD & Systems

Course Title Drafting to improve Working Drawing Prod. DATES OF COURSE: !

The College of Engineering
University of Wisconsin, Madison, WisconsinLength of Course’ 5 Days

E=poyees Last Official Perfor=ance Katlng Satisfactory

COST: Registration $ 545.00 Per Diem $487.50 Travel $382.00

i.

Total $ 1,414.50

Priority assigned to the training requlre=ent.

.[ PRIORITY ONK -F_:. Training required du?ing,-FY 19"8__7-that Is:consldered
essentfl t6 mislon aompllshment for one or more of the following reasons:___

Tranlng needed to correc serious performance deflclences___
Training required 5 law, regulation, or higher zuthorlt

X Tralung rqure4 for operatlon/=zlnenanc of n" equipment:

7 Tra rqred for
trc.L progr

PPOP O I: Tra! vhi if nSt funded y pact a4varcel
on ccmplete d quclitiv =slon accomplfscnt uring the
three fzl )’rs. D:np!e: Talnlng to provide for the y=tntl
rep!acent of h!ed ployees.

__
PPO kq USE: Training of a broa@cnfng ture that right
hc!pf hnci te overall pcrfonce levels of employees alrdy
consiered to e cemetent.

Pr’.dde more pecifical!y vhy this talnlng is bing requested.
To advance in-house programs utilizing the CAD Systems approach to production
of working drawing.

Hc.v .-.any of your enployees h,ve,:Ire:dy, received this er s-mi]ar training?

iThat viil be the Lq?at on [he organization or employee if this training is
not rceived?

Inability to utilize CAD Systems approach to in-house production of
working drawings necessary for increased levels of contract completions.

James F. Gavin M. I. :[iTball





- .p] oyce "John J. Jordan Crade

Course Title NFCTC Desigh Contract Management

GS-9 Orgnlztlon Public Works

DATES OF COURSE:

Length of Course 3 Days Lcatlon LANTNAVFACENGCOM

Employees Last Official Peqformance Katin Outstanding

COST: ReglstraIon $ 0 Per Diem $ 300.00 Travel $ 79.54

i.

Total $ 379.54

Priority assigned to the training requirement.

.I x PR OR:TY Training required duingFY 19"87-that is:consldered
essential t6 mislon aompllshment for one or more of the following reasons:

L__/ Training needed to correct serious performance deficiencies

Training required 5y law, regulation, or higher authority

l- 7

Training required for operation/malnenane& of ne equipment

/ 7 Tra reqred for plo),c enrolled n a rzcd fo
trai progr

7 PPJOPI [0 ]: Tra vh if nSt funde y pact e@vrcely
on cc:plete d qutva =son accozpllsent urng h ht t:,
three fl xrs, )::p!e: Taing to provide for the sy=tnt=
represent of hled ploees.

PP0Fi-f USE: Training of a 5roa4cnlng ture that right 5e
helpful hnci e overall perfonce levels of employees alrdy
ccnsiere to e comnetent.

Prc’,!e =ere pecif!ca!!y hy this training is 5ging requested.
New duties assigned. Position Description being revised.

3. He’,: many cf your employees have ,e!re:y r:-ceived this or sfni:ar training? None

&. Uhat vJll be t:e iTafot on :he organization or er.plcyee if this training Is
not rccei’,’ed

Proper contractural procedures for chitectural & Engineering Firm selection
and awardment may not be adhered to, making audit requirements difficult or
embarrassing.

C,_ 7-",.-f:,- ::, cf :::’:-f-:.3 <"

T ifv. ’t 7_ ,a ’’=,’:. the" "-"-"o :":c"::tad. f"r- [t ,-*c)’ce" -zt "S
::v c- ’’-t t; trir.i:.g is :.=.:.:.:::::y to :=:;::t C..: -’:fcn cf o
;.;’ t]’.t ,: .._,- -_nl ;ha- [ ].f’- ---’:’V,..-’. " ,_ :-t t,,2 (T’!’’a ,LSt.b’’2

.:.7.:::ate .c -,S:" ..7<f,. -Eugene G. :o.es, J- 7d tc’.ol 5_, ,:r’,’i .-r M.l.:<i:-Tball





Hr. J. C. Jordan
Public Works Division
Building 1005
Marine Corps Base
Camp Lejeune, NC 28542

DEPARTMENT OF THE NAVY
ATLANTIC DIVISION

NAVAL FACILITIES ENGINEERING COMMAND
NORFOLK, VIRGINIA 2351 1-6267

TELEPHONE NO.

(804) 444-9944
Auto 564-9944

12410
04A:WHC:f

Dear Hr. Jordan:

We regret that your request to attend the NFCTC Design Contract Management

Course of 5-7 February 1986, cannot be accepted. Demand for this offering made

it impossible to accept all applications. Our next LANTNAVFACENGCOM

course is tenatively scheduled for the late fall of 1986, so please look for a

course announcement in the summer.

Thank you for your interest in the Design Contract Management Course.

Sincerely,

WILLIAH H. CRONE, P.E.
Coordinator, Design Contract
Management Course





t =loyee Ne dEN M., FOSKEy, trade GS-7 Public Works

Course Tltle A/C Design Piping Systems DATES OF COURSE: Feb. 9-13, 1987

Lcatlon University of Wisconsin, Madison, WILength of Course 5 days

Employees Last Official Per.formance Rating Satisfactory

COST: Registration $790.00 Per Diem $ 487.50 Travel $ 382.00

i.

Total $ 1,659.50

Priority assigned to the training requlre=ent.

.f--- PRIORIT[. OR -:. Training required durinm-/ ig"87-thar is:considered
essentfi t6 mislon accomplishment for one or =ore of the following reasons:

/___l Training needed to correc serlous perfoance deficiencies

] Traini required by law, regulation, or higher uthority

/____/ Trai’ing required for oparation/malntenanc of n equlpmeu

[ a reqred for ploye enrolled n a rezcd fo

three fl xrs. ple: Tain to provide for the s[tntie
represent of h!ed plo’ees.

he!pf ci e overall pcrfonce levels of employees alrdy
consldcred to e onetent.

Pzc!de more specifically :hy this training is b41ng requested.
Most design performed at CLNC by this employee involves piping. The course will
give her the up-to-date methods of designing piping and knowledge to accomplish her
mission here at CLNC.
Uew =zny of your cnp!oyees have ,Ir received this or similar tainlng? None.

lhat vi!l be the ipat on [he organiztfen or e=.plcyee 7f this training is
not received?

The lack of this knowledge will slow down her designs and cause her to
rely on the knowledge of others.

T. H. Hankins, Jr.





=lyee I:ame___1ES F. GAVIN grade g-1 Orgnlztlon Public Works
Life Safety Code

Course Title How to Interpret and Apply the 1985 DATES OF COURSE: Dec. 8-11, 1986

Length of Course 4 Days Lcatlo, Charleston, South Carolina

E=ployees Last Official Peqformance Katlng Highly Satisfactory

COST: Registration $ 495.00 Per Diem $ 408.00 Travel $ 93.48 Total $ 996.48

Priority assigned to the training requirement.

.fx PRIORITY ONE $fENTYAI.:. Training required duping.-FY 19"8_" tha= Is:consldered
essentfl t6 mission aomplishmenfor one or more of the following reasons:

Training needed to correc serious performance deflcencles

Tranlng required 5y law, regulation, or higher uthorty

Training required for operatIon:maln6enanc of n equipment

-_____ Traning required for ployc enrolled n a rzd fo
’ tr: progr

7 PPOP 0 IF: Tr. vh f zSt funged y pact dvcrcely
on cozplete d qulitfve sslon accozp!iscnt during the
three fml yrs. mp!e: Tbaing to provide for the
represent of M:!ed ployees.

--7 POF USE: Tranlng of a brca@cnng nnturm that ght
helpf zSc! the overall pcrfonce levels of czployees alrdy
considered to Be cczetent.

Pro’,de more cpecifically =hy this talnlng is bdlng requested.
The Architectural Branch is responsible for input of fire and life safety elements
into the Specifications and Plans. This course required in order to remain current
on new safety regulations.
Hc’ :=ny of your emplcyees have ,Ircdy received this or sir,iar training? None.

$hat rill be the imT,at on he organization or e=p!oyee if this training is
not received?

The input of these regulations into contract plans is essential to
the safety of the personnel of Camp Lejeune.

Level
T. L. }:ugueiet





How to
Interpret andApply the
1985 Life Safety Code

A comprehensive seminar for everyone
who needs a time-saving update on the

1985 edition of the Life Safety Code.



How to Interpret andApply the 1985 Life Safety Code
Whether you use the Life Safety Code every day.., or only once a year, this
comprehensive seminar will provide you with the guidelines you need to work with the
new 1985 Code.

IHere’s What You’ll Learn:
What significant changes and revisions are in the 1985 Code.
How to calculate occupant load and exit capacity.
Which other NFPA codes and standards pertain to the requirements of the Life Safety Code.
How to locate the Code references that apply during inspections and how to interpret them correctly.
What further points help to clarify the "equivalency" concept.
How to analyze and evaluate the compliance of any given facility with respect to these important areas:
means of egress, construction, compartmentation, detection, alarm, and communication systems.

Investigate the 1985 Life Safety Code FromCover
to Cover... Including Important Changes
REORGANIZED: Means of Egress (Chapter 5)
REVISED: Places of Assembly and Educational Occupancies (Chapters 8-111
.DDED: Board & Care Facilities
NEW: High-rise Sprinkler Reqfirement for Health Care Facilities
NEW: Povisions for revolving doors and smokeprocf enclosures
RESTRUCTURED: )etectio, communi:ation, and alarm systems
NEW: Requirements for stairwell floor re-entr
REVISED: Increased requirements for smoke detectors in hotels

and many more significant new provisions!

rWho ShouldAttend?
Architects and Engineers:
Make sure that you plan your building designs and renovations to Code specifications, so you cau meet and
pass fire and life safety inspections the first time!

Building and Fire Officials:
Get ready for architectural plan reviews, know the classification of occupancies and occupant load, learn to
pinpoint areas of specific concern during your inspections and to recognize hazardous violations.

Health Care Safety Personnel:
Find out about the new and revised regulations on exits, passageways, and occupan{’y levels including the
chapter on ambulatory care facilities. And, learn about fire and life safety systems for nursing homes, ambula-
tory care, outpatient clinics, and other health care facilities.

Others whose responsibilities include fire and life safety:
PLUS... Insurance Risk Managers, Fire Protection Consultants, Detention & Correction Supervisors, Board &
Care Managers: This course is vital for you if your responsibilities include fire and life safety!

lWorking Sessions
In the classroom, you’ll learn directly from experienced instructors and code experts each is a nationally-
recognized code professional who works with the Code and Code-Making Committees.
In addition to standard course instruction, this course includes valuable audiovisual materials,
class discussions, individual and group problem-solving exercises. Plus, there’s
plenty of time for questions and answers.

Comprehensive Materials
Yours FREE!
As a participant you will receive:
M Complete Copy of the 1985 Life Safety Code

A Participant Manual with diagrams, exercises,
and ample space for notes
Certificate of Attendance
Continuing Education Units



 Fast, Easy Registration
By Phone MasterCard or Visa credit cardholders call 1-800-344-3555 and ask for the Seminar Registrar.
By Mail Complete the registration form and mail to: NFPA Seminar Registrar, Batterymarch Park, Quincy,

MA 02269

Seminar Fee Choose One:
Days & 2:$315 (Members $285) Meals and hotel costs
Days 1, 2, & 3:$415 (Members $375) are not included
Days 1, 2, 3, & 4:$495 (Members $445) in the seminar fee.

NFPA Member Discount Members are entitled to one membership discount at each site, so be sure to
put your membership number on the registration form.

Seminar Schedule Registration 7:15 am Instruction Begins 7:45 am Seminar Ends 5:00 pm

Confirmation Upon receipt of your registration form, an admission card will be sent to you. A hotel reser-
vation form will be included; each hotel will hold discounted rooms up to two weeks before the seminar.

Cancellation Policy You will receive a full refund if NFPA receives your cancellation notice postmarked at
least five days prior to the seminar. Your reservation is transferrable to another person, or to a future seminar.

Tax Deduction The IRS allows an income tax deduction for educational expenses and that includes your
registration fee, the cost of travel, meals and lodging for any course .taken to improve or maintain skills
required in your employment or business.

Registration at .the Door Should space be available, registration at the door will be possible. Advance
registration is strongly recommended, however, to avoid disappointment.

Reserve You Place TODAY! Space in the seminars is limited, so make your reservation as soon as pos-
sible.

Continuing Education Units (CEU’s) NFPA is certified to award CEU’s. These are nationally recog-
nized, standard units of measurement earned for satisfactory completion of qualified programs of continuing
education. They are recorded on a permanent transcript and will be sent to you for a nominal fee.
You’ll receive: End of Day 2 1.4 CEU’s End of Day 3 2.1 CEU’s End of day 4 2.8 CEU’s
We Deliver! NFPA can present Code seminars at your organization’s site and, they can be tailored to
meet your specific needs. Perfect for a large group, this in-house option saves you travel and hotel costs. Check
the box on the registration form to receive additional information.

This New Seminar Will Fill Up Fast Register Now And Guarantee Your Place!

Registration Form
Albuquerque, NM Feb. 10-13 Albany, NY April 14-17 San Francisco, CA Sept. 8-11
Orlando, FL Feb. 17-20 Providence, RI May 12-15 Chicago, IL Sept. 22-25
Nashville, TN March 17-20 Sitka, AK June 9-12 Baltimore, MD Sept. 29-Oct. 2
Lincoln, NE April 7-10 Boise, ID Aug. 25-28

[] Send me information on having an on-site Code Seminar
PLEASE PRINT
DATES LOCATION
CHOOSE ONE: [] DAYS & [] Da,YS 1, 2, &
Name

Organization

Denver, CO Oct. 20-23
Dallas, TX Nov. 10-13
Charleston, SC Dec. 8-11

NFPA Ihe right cancel any time with full refunds.

[] DAYS l, ’2, 3, &
Social Securitv #

Requ red On v for CEU Documentation}

Address

City State Zip
Telephone
[] am a NFPA Member. My Member Number is

CHECK ONE:
[] enclose a check {payable to NFPA).

[] Charge my: [] MasterCard

[] attach a purchase order number

Account Number Exp. Date

Signature
[] Send me information on having an on-site Code Semiuar.

Credit cardholders save time and register by phone!
1-800-344-3555 H 91 H 92 H 93



Attend Days I & 2 OR
Days 1, 2, & 3 OR
Days 1, 2, 3, 4.

Day One
m Introductions & Pre-Test
m Administrative (Chapters 1-4)

Means of Egress (Chapter
Day Two

Fire Protection (Chapter 6)
Building Service (Chapter 7)
Health Care (Chapters 12 & 13)

Day Three
m Places of Assembly

(Chapters 8 & 9)
Educational (Chapters 10
Business IChapters 26 & 27)
Mercantile IChapters 24 & 25)

Day [:our
1- and 2-Family Dwellings
(Chapter 22)

m Lodging & Rooming Houses
(Chapter 20)
Hotels (Chapters 16 & 17)
Apartments (Chapters I8 & 19)
Board & Care Homes (Chapter 21)
Industrial (Chapter 28)

m Storage (Chapter 29)
Unusual Structures (Chapter 30)
Detention & Correctional Facilities
(Chapters 14 & 15)
Post-Test & Wrap-Up

Founded in 1896, the National Fire Protection Association (NFPA)is
a nonprofit organization whose proceeds continue its mission to
provide corporations, government agencies, and the general public
with an understanding of fire and fife safety.
NFPA has been sponsoring the Life Safety Code since its inceotion in
1916. It’s prepared by the NFPA Committee on Safety to Life, bne of
the more than 175 technical committees operating within the frame-
work of NFPA standards-making activities.
At NFPA, we’re constantly updating and advancing what we know
about fire protection. Why? Because we feel strongly that you should
benefit from the most current information available on firesafety
today.
Like all NFPA seminars, "How to Interpret and Apply the 1985 Life
Safety Code" gives you the opportunity to benefit from the contribu-
tions of firesafety experts from business, industry, government, and
institutions all those who participate on Code Committees.
When you attend this Life Safety Code Seminar, it’s like hiring your
own Code consultant. Sign up today!

Dave Novak, Division Director
Continuing Education



Instructors for Each Seminar Are Selected From This
List of Code Professionals:
John F. Behrens, P.E. Code & Fire Protection Consultant,
Huntington Beach, CA; Vice-Chairman NFPA Safety to Life Committee;
Chairman, NFPA Subcommittee on Means of Egress; Member: NFPA
Standards Council; NFPA Representative to BCMC; Past President, ICBO.
John L. Bryan, Ph.D. Professor and Chairman of Fire Protec-
tion Engineering, University of Maryland, College Park, MD; Member:
NFPA Safety to Life Committee, NFPA Subcommittee on Means of
Egress; SFPE; Chairman, NFPA Standards Council; Past Chairman,
NFPA Board of Directors.

Wayne (Chip) G. Carson, P.E. President, Carson Associates,
Inc., Fire Protection Engineering Consultant, Warrenton, VA; Member:
NFPA Subcommittee on Detention and Correctional Occupancies, SFPE,
BOCA, ICBO, SBCCI.
Ron Cot NFPA Life Safety Specialist, Field Services Division,
Quincy, MA; Member: SFPE.
Glenn A. Erickson, P.E. Former Supervisor of Code Enforce-
ment, St. Paul, MN; Vice-Chairman, NFPA Subcommittee on Means of
Egress; Member: NFPA Standards Council, ICBO, Past President BOCA.
James K. Lathrop Editor of the 1985 Life Safety Code Handbook;
NFPA Chief Life Safety Specialist, Field Services Division, Quincy, MA;
Secretary, NFPA Safety to Life Committee; Member: SFPE, BOCA,
ICBO, SBCCI.
John Sharry Fire Chief, Lawrence Livermore National Laborato-
ries, Livermore, CA; Chairman, NFPA Subcommittee on Assembly and
Educational Occupancies; Member: NFPA Safety to Life Committee,
NFPA Subcommittee on Means of Egress; Former NFPA Staff Life Safety
Specialist.

Here’s What PastAttendees Have
SaidAboutNFPA Seminars

"Very well organized. Presentation maintained a steady pace and
packed much information into the designated time frame."

Building Official
"The instructors were very helpful in explaining technical terms to
non-technical people and adjusting their presentations according to
feedback." Plant Manager

"1 traveled 2,500 miles to get here and fee] received [air value for
my expense. It was most helpful to have such distinguished experts
as teachers." Instructor/Designer
"Excellent. The seminar defines the code provisions, before one has to
enforce them." Chief Inspector
"Good coverage; forces me to look at the total picture instead of
looking at details only as needed." Engineer

"Well organized and referenced. Very knowledgeable instructors.
Informative and well structured."

Plan Reviewer/Fire Inspector
"Fine job, instructors worked well together. Time was taken to answer
any questions asked. Both instructors kept a good pace, providing
questions which made the material interesting.

Fire Marshal



Plan Now to Attend
Feb. 10-13, 1986
Feb. 17-20, 1986
March 17-20, 1986
April 7-10, 1986
April 14-17, 1986
May 12-15, 1986
June 9-12, 1986
August 25-28, 1986
Sept. 8-11,1986
Sept. 22-25, 1986
Sept. 29-Oct. 2, 1986
Oct. 20-23, 1986
Nov. 10-13, 1986
Dec. 8-11,1986

Albuquerque, NM
Orlando, FL
Nashville, TN
Lincoln, NE
Albany, NY
Providence, RI
Sitka, AK
Boise, ID
San Francisco, CA
Chicago, IL
Baltimore, MD
Denver, CO
Dallas, TX
Charleston, SC

Sheraton Old Town
Orlando Marriot
Hyatt Regency
Cornhusker
Hilton
Marriott
Sheffield
Idaho State Fire Training
Presidio
Marriott O’Hare Chicago
Marriott (Baltimore Plaza)
Clarion Airport
Hyatt Regency
Sheraton

Our thanks to the Southern Building Code Congress International, Inc. (SBCCI ) for
special sponsorship in Oklahoma, Texas, and Georgia.

National Fire Protection Association
Batterymarch Park, Quincy’, MA 02269 on-Prdil

Postage
PAID
Permit
Boston. MA 02210

Attention Mailroom: Please reroute if undeliverable to addressee.
This important dated announcement should go to .,,’our organization’s Life Safety Code Specialist.



Course Title

04 Developmental Trainee trade GS-5k Orgonlztlon

National Electrical Code

P
Public Works

DATES OF COURSE: Mar. 2-4, 1987

Length of Course 3 Days Ldcatlon Raleigh, North Carolina

Employees Last Offlelal Peqformance Katlng

COST: Registration $420.00_Per Diem $ 296.00 Travel $ 50.02 Total $ 766.02

Priority assigned to the training requirement.

ozm- ZSg   TrS .:. Training required durin&.FY 19"8_7. that is:considered
essentfl t6 mlgslon accomplishment for one or more of the following reasons:

Training needed to correct serious performance deficiencies

Trafnlng required by law, regulation, or higher uthorlty

Training required for operetlon/malnenanc of n cquipment

__xj Training r6qulred for employees enrolled in a recognized forml
tr--nlng program

/______TPPJOPf qO I[E_DE-D: Trnnlngvhldl f nSt funded may impact advrcely
cn cczp!ete nd qu_litive mlcslon acco=pllshent during the ht to
three f--cal xear. Ezp!e: Taln!ng to provide for the s[zt6a=tle
replacement of E:S/led e-np!oees.

I- 7 PPOFYY TrF.E USEFqJL: Training of a broadcning nature that right 5e
h!pful in cnha--clng the overall pcrformnnce levels of employees a!re-ndx
considered to e comnetent.

Prcde more specifically :hy this taainlng is @ing requested.
The Course teaches the application of National Electrical Code for engineering desiNns.

,qc’-" nzny of )cur cr.p!o)’ees have,elrcad received this or s:mi]ar training? One

;:hat viii be uhe Impa,ct on ohe organ.zstion or cr.,ployee if this training is
not received?

Engineering designs may be in non-compliance with the National
Electrical Code.

C._.- 5:’:’c:" ;i."c.-, cf "-:""" ""

l- 2 c.. U 7 -2",’e ’L’.’6d "-"...... rc_-:’,--:-:d fcr ’-"’-. ,_=.7"cyee. St is
"," C: f:-.*cn L.:st .._ i. Tg.e-.’-, .a s ice F&-"2’ LG r"-,- ZYt :.;e .’vEf L.q Of t?, C7-’-7.’."

.: f .}e cc:z :_n-’,; :.d fg.,a t,,e ,.., v &E7 7,0 ’?Olg i CF’_,_re C





K =ployce l:am____404-Developmental Trainee

Course TitleMicroComputer

Crade GS-5 OrEnztlon Public Works

DATES OF COURSE: Aug. 3-5, 1987

Length of Course 3 Days Lcato, Clemson, South Carolina

Employees Last Official Performance Ratln&
COST: Registration $ 450.00 Per Diem $ 272.00 Travel $258.00

I.

Total $ 980.00

Priority assigned to the training requlre=ent.

.[_____/ PRIORITY ONR SENTTAI.:. Training required duin-FY 19"8_7-that is:consldered
essentfi t6 mission aompllshment for one or more of the following reasons:____

Training needed to correct serious performance 4eflclencles

___[ Training required by law, regulatlo,, or hi&her authority

/____J Training required for operetlon/malnenanc of n equlpzent

x 7 Training required for c:p!oecs enrolled in a recognized forz
’ trinlng program

7 PPgOP [O ICEKDE-O: Trnlngvhlch if nSt funded uzg pact dvercely
on co=plate and qu’-/tatver/eelon accozpllshcnt during the hnt o
three f.cal gears. F3:p!e: Tainng to provide for the sgt/-ntle
replacent of ekSl!ed Lployees.

Training of a broagcnlng nature that r/ght be
c!pful in hecLng the overall pcrfor-nce !ovals of cz?!oes Irc.tdcondered to e conetent.

Prc!de note specifically :hy this training is 54ing requested.
To develop working knowledge of microcomputers and interfacing of peripherals.

3. Hov .--.any of your e_-p!oyees have,e!rd) received this or sfmi]ar training?

&. :b.at ’ill be he iupa,,t on he organization or employee if this training is
net received?

Engineering Designs May Be Inadequate and Costly.

One

a-:rr\’:cr A. E. Young 2d le’..:-i [-’[.ar’,’ir M I Kinball





=ployee |Iam__Q-Developmental Trainee

Course Titlecoordination’

Credo GS-5 Orgnlztlon Public Works

DATES OF COURSE: Jan. 5-9, 1987

Length of Course 5 Days Leation Dallas, Texas

Employees Last Official Performance RattnK.
COST: Registration $ 900.00 Per Diem $ 450.00 Travel $ 344.00 Total $ 1,694.00

1. Priority assigned to the training requirement.

.] x ] PRIORITYON ZSgENTIL:. Training required durtn&-P/ 19"8_7-thar is:considered
essentfi t6 islon aompllshment for one or ore of the folloing reasons:

LJ Tratrdng needed to correct serious performance deficiencies

_.] Training required by law, reul.aton, or hisher authority

/_____J Training required for operatlon/mzlnenanc of n equIpmen

___X__7 Training req,tt!red for emp!oyee enrolled n a reaon.-ed formal
: training program

PPJOPIf %N.:0 ]EEDED: Traln!cmg vhlc/1 if n$t funed may impact
complete and quz_l!tative mission accomplishment urlng the ht

tee fSml rg. [.uzp!e: Taing to provide for the
rep!acent of h!e plo2ees.

PPOFTf USE: Training of a broagenlng ture that zi$ht
he!pf hci e overall perfonce levels of employees
cons!ered to e comntent.

Prcge more peciflcal!y x:hy this talning is bding requested.
The course provides insight into short-circuit analysis and the application
of protective devices in electrical circuits.

::c :ny of ycur employees have,_Ircedy, received this or sni]ar training? One

;:hat viii be he impapt on [.he organization or e.p!c.yee if this trining is
not received?

Inefficient and Costly Engineering Designs May Result.

A. E. Young M. I. Kimdoall





" =ployee Lame Lirry L. Brant Grade GS-II Orgn]rtton Public Works

Course Title Environmental Protection (A-4A-0036) DATES OF COURSE:

Length of Course 3 DAYS bdcatlon CECOS (EAST)

Employees Last Official PerFormance Rating Highly Satisfactory

COST: Registration $ 0 Per Diem $ 300.00 Travel $ i00.00

1.

Total $ 400.00

Priority assigned to the training requirement.

./ x 7 PRIORITYONR -/Li._:. Training required dupinm-F 19"8_’thar Is:consldered
essentfi t6 mission accomplishment for one or more of the following reasons:

.x Training n’eded:to ensure attainment of performance objectives.

Training needed to correct serious performance deficiencies

Trainln required 5y law, regulation, or hi&her authorlt

Tral-_d required for operatlon/matntcuanc of n equipment

/ Tra required for e_p!oyces enrolled n a rcemgnzcd for=el
tra! progz

PPJOP 70 1: Trai vhi if nSt fune uy pact avercely
on celete d quditfve ssion accompllscnt 4urlng the h
three fl yrs. rp:, Taing to provide for the systnntl
replacement of kled ployees.

PPOF USE: Training of a broacnlng ture that right
hc!pful hci e overall pcrfonce levels of employees a!=dy
considered to 5e ccmnetent... Prc,de m,-,re peciflca!!y why this training is bing requested.

New Employee

How .-.any of your employees have ,elrcdy received this or ini]ar tra ng? _None_

What viii be the f-npt on .he organzation or e.p!oyee if this training is
not received?

At present, the Planning Branch Manager is the only one in the Branch with any formal
training in this field. Planning Branch Manager position is anticipated to be vacant
January 1987.
C,-z-i""c’.zlcn cf """-

EUGENE G. JO’.,]ES, JR. 4A Level





FRED W. ESTES rade GS-II Orgniztion

Environmental Protection (A-4A-0036) DATES OF COURSE:

Public Works

Length of Course 3 DAYS L6catlon CECOS (EAST)

Employees Last Official PerFormance Rtln Highly Satisfactory

COST: Registration $ 0 Per Diem $ 300.00 Travel $ i00.00

I.

Total $ 400.00

Priority assigned to the training requirement.

.[_____ PRIORI".. ON-:. Training required duin-FY 19"87" that is:consldered
essentfi t6 mislon accompllshmen for one or more of the following reasons:

x Training n.eded:to ensure attainment of per{ormance objectives.

C__/ Training needed to correct serious performance deficiencies

/_.__J Training required by law, regulation, or higher authority

Tralnng required for operatlon/malnenanc of n equIp=en

----_ Tra!nln required for cmployes enrolled n a recognlzcd forme/

cn cczplate d qu.it!ve cslon accorpllsent durln t ht
tee fl xrs. :p!e: Taing to provide for the systntic
rep!acnt of h!ed ployees.

7 PPSOPf ? USE: Training of a broa4anlng ture that rght be
he!pf ci the overall perfonce levels of employees alrd
considered to e ccmnetent.

Prey!de more peciflcal!y :hy thls training is being requested.
New Employee

many of ycur ,-_n?!oyees have ,Irdy received this or slmi!ar training? None

;,’hat rill be the i=papt cn he organization or ez..ployee if this training is
not -eceived?

At present, the Planning Branch Manager is the only one in the Planning
Branch with any formal training in this field. Planning Branch Manager position is

anticipated to be vacant January 1987.

-’ff:’cticn cf "-:"-’ n_% :-cq’!::c.-,-nt:

T c.-.t-_’fv t]:--_t 7 ".e _-c’,’_;’c a t?- t-fr.fng ,-:"--t ,- fcr t c7,_o$.ee" Tt iS
-:--,q /.--t ..t -"- -.S .-..-i’-sraT"/ to _;c.-t t,, -’-c. f t:-,a c,_-_-.n’_’c_;t’:.-,’," Ca’- VE

:.,".i t ;" ’--’-- .,-." :, "-t t, """c.... ’ty -’-- d :- :,,..: the crY. t,-a t,-b: ’

LevelEUGENE G. CONES, JR. :uT’-’":ccrM. T. I!ZI.IBALL

:.cad





LARRY STALLINS trade GS-II Orznlzton Public Works

Course Title Air Conditioning Design DATES OF COURSE: Mar. i0, 1987

Length of Course’ 3 DAYS Lcatlon University of Wisconsin, Madison, WI

Employees Lst Official Performance Ratln
COST: Registration $ 790.00 Per Diem $ 337.50 Travel $382.00 Total $ 1,509.50

Priority assigned to the training requirement.

.f__ PKIORI3"I" ONK qq_:. TralnlnK required duIin’FY 19"B__ tha= IS.’consldere4
esscntfi t6 =islon aompllshment for one or more of the following reasons:

____/ Tralrdng needed to correct serlous performance deficiencies

Training required by law, regulation, or higher uthorlty

/ Training required for operatlon/mInenanc of n

[._____7 Training required for plo).e enrolled n a rezd
trr_ progr

PPIOP kO : Tra vh f nSt funded y pact advcrcely

three fl yrs. [cnple: Tang to provide for the
represent of ]:led p!oyees.

helpful Sci the overall pcrfonce levels of czp!o}-ees a!rdx
considered to e

.c,_.de more peclf.ca!!y :hy tis training is bding requested.
Enable employee to better evaluate and design air conditioning systems

Hcu any of your c=p!oye.as :,ave,c!redy received this or sni]ar training? None

That viil be the ips on he organization or employee if this training is
not rccelved?

Employee will lack knowledge to effectively and efficiently perform
design duties.

.7c.;c.=a:e
J2dES F. GAVIN M. l. K!;iBALL





CECOS FY-86 COURSE OFFERINGS

NAME

LANNING

/TWO PEOPLE

/GENE JONES

JIM FITCH

JOHN JORDAN

FRED ESTES

COURSE TITLE

AIR INSTALLATION Compatible
USE ZONES SEMINAR

DESIGN CONTRACT MANAGEMENT

FACILITIES PLANNER

FACILITIES SUPPORT CONTRACTING

REAL ESTATE SEMINAR

SPECIAL PROJECT SEMINAR

DATES

#39 26-27 Feb 1986

#21 03-05ec 1985

#73 18-22 Nov 1985

#58 24-28 Mar 1986

#18 27-28 Mar 1986

#28 14-15 Nov 19s5





=ployee Name

Course Title

Clvl]an Ii-,]oyee Tr’a_ G Evquet

Grade Orgonlztlon

DATES OF COURSE:

Length of Course L6cation

Employees Last Official Per.ormance Rating_

COST:

1.

Registration $ Per Diem $ Travel

Priority assigned to the training requirement.

.1 / PRIORIT.. ONK -LTJ...:. Tratnlng required duvin-FY 19"87thar is:considered
essentfal t6 mission accomplishment for one or more of the following reasons:

/____/ Tratrng needed to correct serious performance deficiencies

Training required by law, regulation, or higher authority

/_ Tralnztng required for operatlon/maln6enanch of ne equipment

f_____ Training reqred for ploy enrolled n a realized fo
tr progr

PP0P 0 I: Trai vhi if nt funed y pact advcrcely
on cc=plcte rind qurlit%, slon accomplisent during the h m
three fl yrs. ple: Taing to provide for te systemize
repcent of hled ployees.

PPXOF USE: Training of a broadening ture tat right
belpf ce overall perfonce levels of &zplo[ees alrdy
ccnsdered to e =omnetent... Prc:.de r_ore peclflcal!y :hy ths training is bdlng requested.

3. How =any of our c=ployees have,elrcady received this or slmi]ar training?

4. Wha rill be the impat on he organization or employee if this training Is
not received?

Ccrvi catfcn., of t;-’n-.. requircr.cnt:

certify tat I L,’ve rc,=ed"’ the
<, n th training Is neccssa, to support the :sson of the orianizatfcn
the ccnd; :.nd :hat the prlory aslgned r.eets the criteria established.

,:a:.ec:ate SuFervisor 2d Level Supervisor

EI’CLCURE /





Civlllan Iiw.]os,ee Trai; Eequest

% mployee Name

ourse Title

rade Organization

DATES OF COURSE:

Length ofCourse Lcatton

Employees Last Official Per.formance Rating

COST: Registration $ Per Diem $

1.

Travel $ Total

Priority assigned to the training requirement.

essential t6 mission accomplishment for one or more o the following reasons:

Tralnng needed to correct serious performance deficiencies

Training required by law, regulation, or higher authority

Training required for operation/malnienanc o nwequfpment

-_____ rcintng required for -ployees enrolled In a recognized forr.l
trz!nlng program

/_TPR!OPTY 0 IEED--D: Tranlng vhlch if nt funded may =pact advarcely
on ce---plete and qu._lltatve =dsslon accozpllshmcnt during the haxt t co
three fiscal years. F_mple: Talnng to provide for the syst6_matlc
replacement of shilled employees.----- PPdORITY TEPEE USE-7/L: Training of a broadening nature that zlght be
helpful lu cnhahcing the overall perforznnce levels of employees already
considered to Be co=netent.

Provide more specifically z:hy this training is bging requested.

3. How many of your employees have Ireedy received this or similar training?

4. hat will be the impagt on he organization or employee if this training is
not received?

Certiflcatfcn of tPeining requircr:ent:

I certify b,a I hve re\’ieved the trelnng requested for this employee. It is
my cpln!cn that th tra--o_,,_,, is necessary to support the mssIon of the organization
aad the ccend; end that the prorly emslgned meets the crlterla establfshcd.

. rcz.ed ia t e Supervisor 2d Level Supervisor

Department Head

ENCLOSUR’E I





Civilian Employee Training Request.

Employee Hame

Course Title""

iztion Public Works

RSE:

Length of Course

Employees Last Offlcial Per.los

COST: Registration $

i. Priority assigned to the

essentfl Cd :tsto

Total $

,9"7"thaC is." considered
:he following reasons:__

Training needed to correct serious performance deficiencies

L___/ Training required by law. regulation." or higher authortt7

Training required for operation/main’euauce of new equipment

F_____ Training required for employees ,u/rolled in a recognized formal" training progr.

PRIORITY TWO NEEDED: Training which if n6t funded may pact adversely
on complete and qualtative mission accomplishmcnt during the next
three iscal years. Example: Taining to provide for the
replacement of skilled employees.

/----7 PRIORITY THREE USEFUL: Training of a broadening nature that might be
helpful in enhahcing he overall performance levels of employees already
considered to be competent.

Provide more specifically why this training is bing requested.

How many of your employees have redy received this or similar training?

hat will be the impat on he organizaion or employee if this training is
not received? . /

Certification of training requirement:

I certify Chat I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of he organization
and the command; and that the priority assigned meets the criteria established.

Irnediate Supervisor 2d Level Supervisor

Department Head

ENCLOSU.IE / |





", Civilian Employee Training Request.

Employee Name

Course Title""

Grade ." "Orgiztion Public Works

DATES OF COURSE:

Length of Course Lo’cation

Employees Last Official Per.formance Rating

COST:

1.

Registration $ Per Diem $ Travel $ Total $

Priority assigned to the training requirement.

.f---7 =" "’" " ":. Training required durtn. 19 - tha is:considered .essentfl t sion aplishment for one or more of theollowtng reasons:

Training needed to correct serious performance deficiencies

Training required by law. regulatlon,-or higher auhorit7

."

Training required for operatlon/mln’enan of new equipment

ralnng requied for empoyee enrolled in a recognized formal
" -" training progra

/-- PRIORII 1O HEEDED: Yrann8 vhich if not funded ay pact adversely
on complete and quaiative ssion acoomplishmcnt during the next two o
three fscal years. Example*. laining to provide for the systeaeic
replacement of skLlled employees.

/---- PRIORITY USEFUL.- Training of a broadening nature that gh be
helpful n enhac:tng he overall performance levels of eployees already
considered to be competent... .*

Provide more specifically why this training is bding requested.

How any of your employees have ready received this or similar training?

hat ill be the pat on I;he organization or employee if this training is
not received? ..
Certlflcaion of tfalnng requirement:

I certify that I have revieved the training requested for this employee. It is
y opinion that the raining is necessary to suppore the mission of the organization
and the command; and that the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

Department Head

ENCLOSUIE / |





Employee Nae

Course Title""

Civilian Employee Training Request.

Grade ." Orgiztlon Public Works

DATES OF COURSE:

Length of Course o’cation

Employees Last Official Per.formance Ratin$

COST: Registration $ Per Diem $ Travel $ Total $

Priority assigned to the training requirement... ,. < .’,, ..r.’3."./----- PRIORIIf ONE.-:.’TraiIn required durln-Y 19B7’ thaC Is:consldered .’..’..essentf1 t mislon anpllshment for one or more of the--’followlng reasons:

_I Tralnng needed to correct serious performance deficiencies 4

__/ Tralnng requlredby law. regulatlon,-or higher author

Trai reqred f operation/inen of n eqpment

a reqred for pye erolled in a realized fo
tra pro

POHH 0 : i if nt fed my pact adversy
on clete d qitvession accomplisher dur the nt
teef yrs. le: a to provide for the systtic
repcent of skl ployees.

/ PO USE: Traig of a broadening ture tt ght be
helpf he overall perfonce levels of loye alrdy
considered to be mpetent.

Prode more specifically hy ts taining is being requested.
J ..

Hov ny of your employees havelrdy received this or similar training?

at 11 be the pat on he organization or ployee if this training is
not recevedT - /

Certification of talnng requirement:

I certify hat I have revleved the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organization
and the command; and that the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

Department Head

ENCLOSU.IE l|





...,;.o" Employee Nae

Civilian Enloyee TraJnir Request.

Course Title"

Length of" Course_____ f L6catlon

Employees Last Official Performance ttn
COST: Registration $ ier Diem $

rade .-I " Orgnlztlo.
DATES OF COURSE:

Tr-vel $ Total $___

Public Norks

Priority assigned to the training requirement.

.f-- POi/"oz%- " " e . ," "t Training required during.-/ 1987.__-that is:considered
essentffl t mission ampltshment for one or more of the following reasons

Trairdng needed to correct serious performance deficiencies

.-

How many of your employees have/slredy received this or similar training?

Uhat will be the Impat on he organization or employee if this training is
not received? 2.

Ccrtiflcation of talning requlrcment:

I crtlfy hat I have rev!ered the training requested for this employee. It is
my cTinfcn that the training is necessary, to support the mission of the organlnaton
an the c.----ar.; nd that the prloriy assigned meets the criteria established.

!r.--..cd a t e S u-rvior 2d Level Supervisor

Depart=ent Head





(. -: .j’.."
Ikf,;" Employee Na=e

Course Title"

Civilan Employee Ta_ni equest,.

Crade " "" Ors irtion Public orks

e- DATES OF COURSE

Length of" Course" F L6cation

Employees Last Official Performance RatinE_

COST: Registration $ ’er Diem $ Travel $ Total

Priority assigned to the training requirement.

.f--7 Pmo r "oN .- "" ": "" " " "-" ";"
Training required duing,.NY 19B7-that Is:consldered

essentfl t" mtslon ampllshment for one or more of the---following reasons.-

Training needed to correct serious performance deficiencies

Traning requlredhy law. regulsstlon.-or higher authorlty ."
Training required for operatlon/innan of.nequtpment

at reqred for p!oye erolled tn a recoIzed ion
trains progr

P.ORIT TWO EDED: Tr/nlng ich if nt funded y pect dvcrcy
on co.!eta "qive sslon ccompliscnt during the t
tee fl yrs. ple: TanE to provide for the sytat
replacent of s]:le ploye4s.

FO USE: Training of a 5rodennE ture tt Eht 5e
helpf hci e overall perfonce levels of c:ploye alrdy
consldred to 5e co=petent.

=ore speclfcally hy ts training Is 56ing requeste4.

3. Hcw many of your employees have Irc-ady received this or slmilar training?. hat will be the ipat on2h organization or employee if this training Is
not received?

:

Ccrtiflcat!on of tEalning requirement:

I certify hat I have revfeved the tralnng requested for this employee. It is
my inen that the training is necessary to support the mission of the organization
and the ccmzzand; nd that the prloriy =Igned’- =.eets the criteria established.

.:ed!ate Supervisor 2d Level Supervisor

Department Head





Employee Name

Course Title "

Length of Course"

Civilian Enploxee Tan Eequest.

Grade "$ -"Org.nirtion- DATES OF COURSE:

! Ldcation C_

Employees Last Offlclal Performance Rating

COST: Registration $ ’er Diem $ Travel $ Total $

Public Works

Priority assigned to the training requirement.

--:. Training required duping,’2Y i 7" s.’consldered ""r"essentfkl td mislon accomplishment for one or more of the followlng reasons:

Training needed to correc serious performance deficiencies

Tralnlr required by law, regula..tlon," or higher authority

Training required for operatlon/main’enan of .new equipmenI:

f__ Training required for employees embroiled in a recognized formal
" ’ training program

F.OKITY TWO NEEDED: Tra/rdng %hlch if nbt funded may impact advcrely
on co=plete and qualitative mission accompllshmcnt during the hcxt t
three fiscal years. Fuz=ple: Tanlng to provide for the systmatlc
replacement of skilled cployees. .

--7 PIORITY THREE USEFUL: Training of a brodenlng nature that /ght 5e
helpful in nha{clng the overall perfor=znce levels of cployees already- considered to 5e competent... : @

Provide more specifically hy th/s training is 541mE requested.

How ny of your employees hav’mredy received this or slmilar training?

khat will be the impart onh organization or employee if this training is
not received?

Cerclflcatlonof t@alnlng requirement:

I certify hat I have reviewed the tranlng requested for this c=ployee. It is
my oplnon that the tralnng is necessary to support [he Isson of the oranlzatlon
and the co--and; and that the priority ass&ned meets the crterla estnbllshed.

l.:edlate Supervisor 2d Level Supervisor

Depar tent Head

ENCLOSU.R’E I l













Civilian Eployee Taln Request.

Crade Lq--- : OrB,.Iztlon Public Works
.-. :

Length of Course"

Employees Last Offlclal Per.formance RatinE

C

COST:

1.

Reglstratlbh $.- Per Diem $ Travel $ Total $

Priority assigned to the training requirement.

essentl t6slon apllsen for one or more of theollovlng reasons:

Ikaiing needed to correct serious performance deficiencies

_.__/ Tralnng requ by w. regulatlon," or higher auor

Tra reqred for operaton/nen of .n eqpmen

a reqred for ploye enrolled in a realized fo" ’ tra progr

PO0 : %f nSE funded y paet
on co.fete d qitlve sson accompllscnt during the
reef yrs. le: Tai ro provide for zhe
repc of skled ployees.

helf he overall parfonce levels of loye alrdy
conslderea to 5e mpeEenE.

Prode more speclfcally why Es alni s bdlng requested.

How ny of your employees hav{rdy received this or silar
What will be the impa;t on ghe organization or employee if this training is
not receivedT " F

5. Certification of tfaln/ng requirement:

I certify that I have reviewed the tranlng requested for this employee. It is
my oplnlon that the training is necessary to support the mlsson of the organization
and the co,and; and that the priority assigned meets the crlterla established.

2d Level Supervisor

Department Head





Civilian Employee Training Request.

EmployeeHamerade
Course Titlel CO r! Tto,OBJbL Pm6

Eployees st Offca Perorn tiug ff
COST: Registration

Orgiztlon Public Works

DATES OF COURSE:

Per Diem $ Travel $ Total $

Priority assigned to the training requirement.

./----? rvaovar"os "---"- "" ’ " ’" " " "-:. Training required durin’ 198. that s.’consSdered
essential t son apllsenC for one or more of the follown8 reasons:

What will be the mpat on I;he organization or employee if this training is
not recelved? ,ACK O-" O--2-D _K7" =
Certification of tanng requirement:

I certify that have reviewed the training requested for this employee. It is
my opinion that the tranlng is necessary to support the mission of the organization

e

command;.and that the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

Department Head

ENCLOSURE





# . Cvilan Errlo,ee Tainin ]equest,..

Public Works

urse Title"’Sc i T DATES OF COURSE:

Length of urse

Employees st Ogftctal Peoance tln8

COST: Reglstratlon $ Per Diem $ Travel $ Total $

I. Priority assigned to the training requirement... Training required duin- 197-.that l.’consldered --essentffh t slon apllshment for one or more of theollowlng reasons

lainingneeded to correct serious performance deficiencies

Pcpar t:ent Head





" IILIAN EMPLOYEE TRAINING REOUFKT

Employee Name" J/MES H. FITCH C,rd,.. 12

Course Title Basic Roofing Technology

PWD
Cd. 406)rgant zatinn 0

(a Roofing Industry Educational Institute Course)

Length of Course 4 days LocaLion Orlando, Florida

Employees Last Official Performance Rating. Highly SatisfaCtory

COS: Reglsratlon $65.00 Per Diem $ 42.00 Travel $ 3D2.00 Total $

i. riority assigned to the trainin requirement.

/ / PRIORITY ONE -: Trainin required d,,rinp. F’ 1985 that s consideredessential to mission accomplishment for one or mute of the following reasons:

/._____/ Training Needed to ensure attairment of perfonance objectives

___/ Training needed to correct ser.ious performance deficiencies

/ / raining requirad, by law: regulation or higher authority

/_____J Training required for operation/maintenance of new equipment
/ 7 Training required for_employees enro]’led in a recognized forltraining pr-ogram

/"PRIORITY WO NEEDED: Training which if not funded may impact adverselyon complete an qualitative missY.on accomplishme,t during the next tw tothree fiscal years. Example: Training to provide for the systematicreplacement of skilled employees.

/---- PRIORITY THREE USEFUL: Training of a broadening nature that might behelpful in enhancing the ._overall performance levels of employees alreadyconsidered to be competent.

2. Provide more specifically why this Training is being rcq,ested. T,o enable a Specifier
to learn more about roofing technology as this knowledge is increasingly important to the lifeand integrity of the roofing system and the structure which the roof protects. Camp Lejeune’sroofs are not lastin as long or as well as the average roofHow many of your emp%oyees nave already received th+/-s or s’imilar training? 0

4. krhat will be the impact on the organization or employee f this training snot received? A chance to .learn how to specify roofing to achieve superior roof li’feand performance will be missed.

CertiflcatJon of training requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the .mission of the organizationand the cormmand; and that the priority assigned meets the crlterJa established.

Immediate Supervisor M. I. Kimball
Acting Director

epart,an t Bead

2d Level Supervisor T. L. Huguelet





1985-86 SEMINAR PROGRAMS
Introduction
As today’s roofing systems evolve, the need for up-to-date Seminar

knowledge of roofing technology has grown proportionately. No.
.oei=, installers, owners, and
about membrane roof’mg.c.y because thereil(llBll 101
and this knowle,important to the iifei.’ 1 102

It is in order to satisfy the need for this in-depth knowledge that 103
The Roofing Industry Educational Institute conducts the seminars 104
described below.
These professional-level seminars are composed of lectures 105

supported by slide presentations, films, and other audio-visual
materials. Group discussions and question-and-answer pedods 106
promote valuable interchange between the attendees. A compre-
hensive manual of course materials, as well as synopses of the
lectures, is furnished to each attendee for permanent reference.

No. of CEU
Title Days Credits

Basic Roofing Technology 4 3.0
Roof Inspection, Diagnosis
& Repair 11/2 1.4

Single Ply Roofing Systems 2 1.6
Design & Specification of Roofing
Systems 1 0.8

Standing Seam Metal Roofing
Systems 2 1.6

Roofing Update 1 0.8

A complete listing of where these courses will be offeredIshown on the backpage.

Basic Roofing Technology 3 CEU Credits Seminar No.101

Seminar Objective The RIEI 4-day Basic Roofing Technology
course is an intensive course designed to
expand one’s knowledge of roofing systems.
The curriculum covers both the theoretical

and practical aspects of membrane roofing
system design, construction, and use. It
presupposes a working knowledge of roofing

praciice and some technical background.
Course material includes four broad categories:
materials; design and specification; construction
and application; use, maintenance, and
reroofing. Following is a typical course
curriculum.

Curriculum

Roof Decks
Terminology and
structural aspects
Design considerations
Types of decks and
requirements for roofing
Insulating fills
Fas’,ener systems

Thermal Insulation
Basics of heat transfer
Thermal calculations
Types of material
Effects of moisture

Vapor Control
Moisture properties
Psychrometrics and dew
point calculations
Practical vapor retarders
Roof venting
Bitumens
Asphalt and coal tar pitch
EVT and guidelines for
handling

Felts & Non-wovens
Types and manufacture
Properties

Surfacings
Aggregates and coatings
Flashings
Proper design
NRCA details
Uses of metals and elastomers

Single Ply Materials
Modified Bitumens
Elastomers
Polymers

Specifying
Guidelines for good specs
Pre-Job Conferences
Key points to communicate

Inspection Criteria
What to look for
Use of roof cuts

Application & Workmanship
Site set-up
Step by step details
Film on system installation

Fire Criteria
UL, FM and other fire
standards
Wind Effects
Wind theory and test methods
Film on wind uplift

Steep Roofing
Principles compared to
membrane roofing
Roofing Surveys
Visual inspection
Use of NDE methods
Maintenance & Common
Problems
Review problems and repair
methods
Reroofing
Special problems of existing
structures
Non-Conventional Roofing
Systems
Cold process bituminous
Sprayed in place foam
Liquid applied
Protected membranes





General Information Two Fast Ways To Register

1. Call the RIEI Office at 303 770-0613 and
register, using your MasterCard or VISA.

2. Fill out the form below and mail, with your
check or MasterCard or VISA number to:
RIEI, Suite 100
6851 South Holly Circle
Englewood, CO 80112

Early registration ie recommended.

Confirmation of registration will follow. If not
received within two weeks, please contact the
RIEI Office. The confirmation will reserve your
seat at the seminan

The social security number requested on the
registration form is used only to ensure
identification of your permanent enrollment
record.

Hotel Reservations are the responsibility of each
attendee. A block of rooms is held for each
seminar. Please contact the hotel directly.

Fee includes the cost of all work books, printed
materials, coffee breaks, and lunches.

Refunds will be made of the registration fee, or it
will be transferred to another seminar, if written
request is received not less than ten days prior
to the seminar. Personnel substitutions may be
made at any time.

Tax Deduction of Expenses: An income tax
deduction may be allowed for educational
expenses undertaken to maintain or improve
professional skills. This includes registration,
travel, meals, lodging... (see Treas. Reg. 1.162-5.
Coughin vs. Commissioner 203 Fed. 307).

Registration Form

(Please print or type)

Payment Method: [] Company

[] MasterCard/VlSA No.

[] Other

The Roofing Industry Educational Institute
6851 South Holly Circle, Suite 100
Englewood, CO 80112
Phone 303 770-0613

Please register me in the following RIEI seminar(s) for the 1985-1986 season.
(Fee must accompany registration).
Basic Roofing Technology:
Roof Inspection, Diagnosis, and Repair:
Single Ply Roofing Systems:
Design and Specification of Roofing Systems:
Standing Seam Metal Roofing Systems:
Roofing Update:

Seminar city

$695.00

$325.00

$325.00

$175.00

$395,00

$175.00

Seminar Date

Check [] Personal Check

Exp. Date

Mr.[] Ms.[]
Name

Nickname
for Name Tag

State Zip

Social Security Number

Position/Title

Company Name

Address

City

Company Phone Number

Company’s interest in roofing
is as:
[] an Architectural Firm
[] a Consulting Firm
[] an Engineering Firm
[] A Building Owner/User
[] a Roofing Contractor
[] a General Contractor
0’Federal Gov’t Agency
[] a State Gov’t Agency
[] a Roofing and Allied Industry

Manufacturer
[] a Distributor
[] a Metal Building Manufacturer
[] an Erector
[] Other

FOR OFFICE USE ONLY

Check # Confirmation Sent

Refund

Transfer To





IILIAN EMPLOYEE TRAINING REOUEST

Course Title GENERAL CONSTRUCTION COST ESTIMATING

Length of Course .4 Da.s Location San Diego, California

Employees Last Official Performance Rating Highly Satisfactory

PV,/D
406

COSI: Reglsration $ 745* Per Diem $ 487 Travel $ 376 " Total $ 1608"
*Each enrollee receives the 3 volume set of Estimating Standards; procurement cost $295 oI. Priority assigned to the training net registration is actually $445requlremen, as we purchase the standards every year.

/ / PRIORITY ONE -: Training required d,rin FY 1985 that is consideredessential to mission accomplishment for one or ,,ore of the following reasons:

/i__/ Training Needed to ensure attainment of performance objectives

Training eeded to correct serious performance deficiencies Brochure

raining required.by law: regulation or higher authority
Attached

/ / Training required for operation/maintenance of new equipment
/-----7 Training required foL employees enro]’led in a recognized fornltraining pogram

PRIORITY TWO NEEDED: Training which if no fudcd may ipact adverselyon complete and qualitative missY.on a’complishment during the next tw tothree fiscal years. Example: Traininz o provide [or the systematicreplacement of skilled employees.

/-----7 PR/ORITY TKKEE USEFUL: Training of a broadening nature that might behelpful in enhancing the.verall performancelevels of employees alreadyconsidered to be competent.

2. Provide more "specifically why this Training is being rcq,ested. To enhance the speedand accuracy with which our estimating is accomplished. To provide qur" staff with some ofthe shortcuts and special features of the Richardson Cost Estimating StNndards books and howto maximize the use of this published data.

3.. How many of your employees have already received this or similar training? 0

4. What will he the mpact on the organization or employee f this training is
not received? We will.continue to buy Richardson Cost Estimating Standards withoutreceiving their maximum benefit. They are very useful volumes, but they are complexthis course would help us to utilize this data which we hav paid $295 +/- a year to purchasein recent years.

5. Certification of training requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organizationand the co,and; and that the priority assigned meets the criteria established.

Immediateupervlsor _=" 2d Level SupervisorJ. H. F+/-uun, P.E. M. I. Kimball
Acting Director

DeDartnt ead





ICHARDSON NGINEERING ERVICES, NC.

CELEBRATES ITS SILVER
ANNIVERSARY YEAR

WITH A SERIES OF EXPANDED
GENERAL CONSTRUCTION

CosT ESTIMATING SEMINARS

A FOUR DAY INTENSIVE PROGRAM THAT
ANSWERS THE WHAT, WHERE, WHEN, AND
WHY OF CONSTRUCTION COST ESTIMATING

WITH "HOW-TO" HANDS-ON PROBLEM
SOLVING METHODS THAT YOU CAN PUT TO
WORK ON YOUR CONSTRUCTION PROJECTS.

INTERNATIONAL SCHOOL OF CONSTRUCTION ESTIMATING
P.O. Box 1055, San Marcos, CA 92069-0360, (619) 489-5806



,ENERAL ONSTRUCTION

The GENERAL CONSTRUCTION ESTIMATING SEMINAR is ar
initial stages of quantity take off techniques through the final est
hands-on exercises in a classroom environment, topics such as
cash flow analysis, trends, and bid strategies are discussed in

Actual "hands-on" problem solving is provided in the following
areas:

scaping.
-Excavation, Backfill, Grading, Paving, Land-

-Forming, Placing, Reinforcing, Finishing.

-Walls, Openings, Lintels, Architectural Treatment.
-Structural Steel, Miscellaneous Iron, Handrails.

-Rough and Finish work.

Dampproofing.

-Store Fronts, Entry Doors, Operable
Window Units.

-Walls, Floors, Ceilings.

--Elevators and Miscellaneous Accessories.

= --HVAC and Plumbing.

-.Lighting, Outlets, etc.

--Jobsite and Home Office Overhead, Super-
vision, Rental Equipment, Tools, etc.

-Total Job Costs, Work Account
Summaries.

-Preparing Construction Schedules, Analyzing
Crew Makeups, and Manpower Loading.

-Techniques for understanding Con-
struction Cost Cash Flow are demonstrated.

-Understanding the
basis for an estimate and how to deal with the variables.

Las Vegas, Nevada March 5-8
Atlanta, Georgia June
Seattle, Washington July 23-26
Disneyland, California August 13-16
St. Louis, Missouri September
San Diego, California October 22-25

,,,MPORTANT
A program especially tailored to’

OTICE: Advantages to your company includ
as well as minimizing time away
registrar or course director at (619)



TIHG EMINAR

:ensive four day program which takes the participants from the
.te summary of a construction project. Utilizing visual aids and
Ir and material costs, geographic adjustments, scheduling and
il by knowledgeable professional instructors.

The text used is the 1985 Richardson General Construction
Estimating Standards. Each attendee will receive a complete..,,.
three volume set of these Standards. Additionally, a workbook)
and supplemental data are also provided. /

/
/

-Includes all nstructonal matenals:

4 Day Course $745.00 Per Person,,5
4 Day Course, two or more people attending same
class $695.00 Per Person

Registration may be transferred, subject
to availability, without penalty up to 10 working days prior to
seminar date. Cancellations made at least 30 days prior to
seminar date-no charge; thereafter a $125.00 cancellation
charge will apply.

-are not included in your
registration fee. We have reserved a block of rooms at the
hotels where the schools are conducted. Information on rates
and hotel reservations will be sent to you with your confirma-
tion of course registration.

cific requirements can be presented at your facility or a site of your choice.
.nsiderable cost saving in travel and living expenses for your personnel
e work place. For further information and cost analysis, call our school
806.



Please register the people listed below for the General
Plant Construction Cost Estimating Course indicated.

Our purchase order or check for Richardson’s International
School of Construction Estimating is enclosed.

REGISTRANT(S) NAME*

Date_

Firm Name:
Address:
City, State, Zip:
Person to Contact:
Telephone:
Signature:

SEMINAR LOCATION AND DATES

Mail this form with your purchase order or check for fee to RICHARDSON ENGINEERING SERVICES, INC.,
P.O. Box 1055, San Marcos, California 92069.

*PLEASE SHOW NAME AS YOU WANT IT TO APPEAR ON CERTIFICATE(S) OF COMPLETION.





OURSE IRECTORS

WILLIAM S. JENSEN
is Director of Continuing Education and a
senior editor of publications. His 37 years
in the private business sector have in-
cluded the manufacture and servicing of a
broad range of products including material
handling equipment, electric motors, steel
structures, ASME pressure vessels and
their related accessories. His experience includes engineering design,
cost estimating, project and production planning, supervision of produc-
tion and general management of both shop and field operations.

Mr. Jensen holds a Bachelors and Masters Degree in Industrial Engi-
neering from the University of Southern California. He is a Registered
Professional Engineer and an active member of the American Association
of Cost Engineers.

GERALD H. ROSS
is Manager of Construction Accounts for
Richardson Engineering Services, Inc. His
background includes over 20 years of pro-
fessional experience in all phases of
engineering, design, construction and
management. Mr. Ross has extensive ex-
perience in government and private sector
construction contracting, both domestic and overseas, and has served
as a principle member for US Navy negotiation teams engaged in achiev-
ing country to country agreements for major construction programs.
His construction background encompasses many varied assignments
where he was responsible for on-site construction including project plan-
ning, design, directing the work force, estimating, scheduling, inspec-
tion, quality control and safety.
Mr. Ross holds a B.S. Degree in Mechanical Engineering from Bradley
University and an M.S. in Civil Engineering and a Masters of Public
Works Administration Degree from the University of Pittsburgh. He is a
Registered Professional Engineer.
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INTERNATIONAL SCHOOL OF CONSTRUCTION ESTINO
po(69) 49-506

909 ACBOS D[V P.O. BOX 055 SA ACOS, CAlifOrnIA 9069

1985 SCHEDULE OF CLASSES

GENERAL CONSTRUCTION COST ESTIMATING

LAS VEGAS, NV March 5-8
ATLANTA, GA June 25-28

SEATTLE, WA July 23-26
DISNEYLAND, CA August 13-16

ST. LOUIS, MO September 10-13
SAN DIEGO, CA October 22-25

The GENERAL CONSTRUCTION ESTIMATING SEMINAR is an intensive 4 day program which takes
the participants from the initial .stages of quantity take off techniques through the
final estimate summary of a construction project. Utilizing visual aids and hands-on
exercises in a classroom environment, topics such as labor and material costs, geo-
graphic adjustments, scheduling and cash flow anaylsis, trends, and bid strategies
are discussed in detail by knowledgable professional instructors.

PROCESS PLANT CONSTRUCTION COST ESTIMATING

SAN DIEGO, CA April 15-19 ORLEANS, LA May 6-10 DALLAS, TX

PROCESS PLANT CONSTRUCTION is a course that con-
entrates on construction techniques and co in estimating industrial

programs. Conceptual as well d estimating techniques are
with consideration given to ;ic and productivity indexes

s they apply to programs rang: small inst modifications to large
ize project. These subj as well as project management contract admin-
stration, will be pr through an intensive schedule of exercises and

ps g the participants a better understanding of constru,

ion related issues.

"In-house" presentations of either course may be more economical and time-saving for
groups of approximately 15 or more. Such programs can be arranged and modified to
meet your specific needs.

SEE REVERSE SIDE FOR COURSE DIRECTOR BIOGRAPHIES



COURSE DIRECTORS

William S. Jensen is Director of Continuing Education and
a senior editor of publications. His 37 years in the private
business sector have included the manufacture and servicing
of a broad range of products including material handling
equipment, electric motors, steel structures, ASME pressure
vessels and their related accessories. His experience includes
engineering design, cost estimating, project and production
planning, supervision of production and general management
of both shop and field operations.

Since jolnng RES in 1980 he has participated in the development
and presentation of more than forty seminars relating to Process
Plant Construction Cost Estimating. He holds a Bachelors and
Masters degree in Industrial Engineering from the University of
Southern California. He is a Registered Professional Engineer
and an active member of the American Association of Cost
Engineers.

Mr. Bent has been active in the process plant and petrochemical
industries for more than 30 years. Starting in the design office
in 1947, he then moved into project engineering in 1956, where he
subsequently spent several years in each of the phases of produc-
tion control, time evaluations, work study, research and develop-
ment, procurement, subcontracting, construction, project services
and project management. Throughout Mr. Bent’s 20 years of project
engineering experience, he has spent more than half of it in the
field, with project assignments in Australia, USA, UK, Holland,
Germany, Norway and Italy. Mr. Bent has been involved with the
North Sea since 1974.

Apart from two years in the Royal Air Force, Mr. Bent’s entire

working career has been in the petrochemical and power industries.
He has spent 15 years with English contractors, 5 years with M. W.
Kellogg Company, and 12 years with the engineering department of

Mobil Oil Corporation. During this period, Mr. Bent developed
many of the scheduling, cost, construction and subcontract tech-

niques which form part of the company standards of their present-
day operations.

Mr. Bent has developed courses for project management, contract

management, planning and scheduling, cost control, subcontract
administration and computer project control. Many of these
courses also reflect the unique conditions of the North Sea, Off-
shore industry. Since 1975, Mr. Bent has presented more than 70
seminars, ranging from 1 to i0 days, in the U.S.A./Europe/Sweden/
Norway/Denmark and Venezuela and with a total attendance of 4,000.

Mr. Bent is the author of the book, "APPLIED COST AND SCHEDULE
CONTROL" published in May, 1982.

Gerald H. Ross is Manager of Construction Accounts for
Richardson Engineering Services, Inc. His background in-
cludes over 20 years of professional experience in all phases
of engineering, design, construction and management. Mr. Ross
has extensive experience in government and private sector
construction contracting, both domestic and overseas, and has
served as a principle member for US Navy negotiation teams

engaged in achieving country to country agreements for major
construction programs.

His construction background encompasses many varied assignments
where he was responsible for the on-site construction, including
project planning, design, directing the work force, estimating,
scheduling, inspection, quality control and safety.

Prior to joining Richardson, Mr. Ross was Manager of Civil
Engineering for General Dynamics Services Company. He holds a
B.S. degree in Mechanical Engineering from Bradley University
and an M.S. in Civil Engineering and a Masters of Public Works
Administration degree from the University of Pittsburgh. He is
a Registered Professional Engineer.



Course Title

Length of Course@
Employees Last Official Per.formance Rating

COST: Registration $ ’Per Diem $

Civilian Emloyee Training Request.

Travel $ Total $

Priority assigned to the training requirement.

Pr O ff’o .- :’" " "’" " ’":. Training required duing.’/ 19_- tha i.’consldered
essential t fislon apllsenc for one or more of the followlng reasons:

/ al needed to correct serious perfomance deficiencies
g

/ Trai requ by w, regatlon,-or higher auCri

Trai reqred f oratl/inen of n eqpmenC

required for epoyees enrolled in a recognized
program

PIEORY NO h’gEDE: TrainingI If nt fded my pacC adveray
on clete d qiclve sslon accompllscn during the n
teef yrs. le: Tai to provide for the 8ysttle
repcC of skled ployees.

PIEOIEY USEIr0L: Trainlng of a broadening nature that ghC be
helpful In enhahcng the overall performance levels of employees already
considered to be competent.

Provide more speclflcally why this tanlng is being requested.

How many of your employees have Iready. received this or slmilar training?

4. What will be the tmpat on _ghe_ organization or employee if this training is
not received? *..

Certification of training requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organization
and the command; and that the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

Department Head

ENCLOSURE / l





..-.:.! }..:. C:lv:llan Enploee Trazlnmg :Ec,uesl;.

Eploees st Offflclal ergoance. tln8 t.
COSI Registration er Diem Travel Total ...
I. Prorlty assigned to the training requirement.

19of" tha Is:consldered
essent&1 t mislon e=pllshmen for one or more of the folloing reasons

ralng needed to correct serious performance deficiencies

Tralnng required by-law, regulatlon.-or hlger authority

Tralnng required or operatlon/maln’enan of new equipment

/-______ r=n reured ot e=ployee. enlrolled in a recoze" ’ trngprogr

on co.!eta d qtve sson eccomplscn durng the t
tmee fl yrs. ple: TSnng to provide for the systat=
rep1cent of shled ployes.

/ 7

considered to 5e competent....-
Proe =ore seclfcally vy ths t=a!nln @ nIs i requested /

ny of your e=ployees have ,elrdy. received this or similar tralning

PP,TORI X-=_=E USEr"alL: Trrinng of a bro4enng neture tt mght 5e
helpful $-m ne_ng t_he overall performance levels of cp!oyee already

k’hat ’iI_I be the ipat on he organization or employee if this training is
not rc,x’ed .% I, / / / ,/

rt.:)" th- ,.-’" -vav= the tra_r,o rqueste or ths cpxeye./zt

t.e c e....; e_"-,d +’u_ t t).e r.cr,y =’gned ,.c-ets the crtter.a estnbl!shed

sot 2d Level Supervisor





CI%qL1AN F-,HPLOYEE "I’RA1N]NC; REOLIIST

Length of Course

COST: Registration $ Per Diem $ Travel $ Total $

i. Priority assigned to the training requirement.
_

PRIORITY ONE -: Training required d,,rin, ’1987 that is considered
essential to mission accomplishment for one or .-.:ore of the [o]]cwing reasons:

&__/

Training Needed to ensure attainment of performance objectives

Training needed to correct serious performance deficiencies

Training required-by aw regulation or higher authority

Training required for operation/maintenance of new equipment

Training required for employees enrolled in a recognized formal
training program

/ PRIORITY TWO NEEDED: Training which If not fumled may :mpact adversely
on complete an qualitative mission accomplishment during the next two to
three fiscal )’ears. Example: Training .t.o provide for the systematic
replacement of skilled employees.

7 PRIORITY TH2.EE USEFUL: Training of a broadening nature that might be
helpful in enhancing the overall performance levels of employees already
considered to be competent.

+..
Provide more specifically why this Training is being requested.

i../

;.

How many of ),our employees have alr’eady received this or similar training?

What will be the impact on the organization or employee if this training s

Certiflcaton of training requirement:

I certify that I have revle,ed the training requested "for this employee. It is
my oFir-!on that the training is necessary to support the mission of the organlzaton
a,d the cc,u_and; and that the priority assigned meets the criteria established.

2d Le+..’el Suervisc, r ’:"

Head





"’: ClvZlan Enpleee anu Bequest..
,....:.......’..
[.**i; Employee Name

Cour.e ’" .--77 /.O 4l; DATES "OF COUSE.. ," /,.. ’
COST: Reglstrstlon er Diem Travel Total L
I. Prorlty assigned to the talnlng requirement... , ,-.- . .:o’. PPOFT.. ON.-JTJ: Tralnln required duin- 19_/-ha .’consdered t"essential t son amplshen or one or ore of the folloin reasons

Trarrg needed to correc serious peroran e deficiencies

Tralnv required y-lay. regulation.- or hie author

Trat reqred or opertion/ineusn of .n

on co!ete d qtve sson accomplscn during te
tee fl yrs. ple: Tang to prov4e for the
replacent of shled ployes.

/ 7 FOY USE: Tralng of a 5ro4enng ture t=
e!pf e overall perfonce levels of e=p!oye

z cons4ered to e co=patent.

ro%de =ore speclfcally hy ts trannK s 61nrequested.

,.c ny of your eyees ha.elry, received this or similar tracing?
Vha ’i 5e te pat on organization or e=p!oyee if ths trann

r-.nng
_

necega- to su77ort the nsscn of te o. g=.,a cn
the c:--/.d; "nd that t,e >rfcry a=" d =.cats the criteria established.

2d Level SuFervisor





Registration $_ %%% ’er Diem $ Trave $ Total

Priority assigned to the training requirement.

essentfl td mlslon amplishment for one or more of the following reasons

Training needed to correct serlous performance deficiencies 4

Trainin required by law, regulaion,-or higher authority

Training requ:[red for operaron/nCeu,n of nequpment

a reqred for ploye erolled
trang progr

ORITY TWO h"EDED: Traizz %nich if nSt funded y pact advcrcy
on co!ete d qive sslon accompllscnt during the
tee fl yrs. ple: Taing to provide for the systatic
replacent of shled ployes. .:

FO USE: Traing of a ro4ening ture
e!pf e overall perfonce, levels of
considered to e

Pro%dde,=or specifically %ly ts tranlng Is @ing requeste.

ny oz r emp*oyee, ave Irdcelved this or similar trang
k’hat will be the ipaft on .he organization or employee if this training is
not rccelved x

/ f’ .,

Crtiflcat!cn of tEangequlrcnent:
I ccrtlfy hat I have rev!eved the training requested for this employee. It is
my cTinicn that the training Is necessa to support the mission of the organlzaton
a he ccnar.d; nd that the prloriy assigned meets the criteria established.

" d.= te Supervisor 2d Level Supervisor

DeFar tment Head





Civilian F_.,nplo,,ee TaJni Eeques;.

Employee lMary Lynn Phillips Crade Gs: " Orgnton Public Works

urse Ttle" Perfecting Secretarial Writing Ct DATES 0F COURSE: Winter/Spring 1987

Length of’ Coursdays cato. University of Wisconsin, Madison Wiseonsin

Employees s Official Performance tn_ Outstanding

COST: Regstratom $300.00 ’er Dem $ 225.00 Trivel $ 462.00 Tota $ 987.00

Priority assigned to the training requirement.

i/_ieL. Training required 4urlng.-. 1987__’that Is:considered
essentl t mislon ampllshment for one or more of the folloving reasons:

Tralrng needed to correct serious performsnce deficiencies 1

Tralnr required by law, regula;tion,-or higher authort7

Tralnn reqred for operatlon/nun of n equipmen

$ ’ tranE pror

on co!ete d qftlve sson accompllscnt durumg the ht
tee fl yrs. ple: Tang to provide for the
replacent of ]:led ploye4s. .:

/ YFi0= USE: TralnnK of a 5ro4enng ture tt ht ehelpf ci e overall perfonce levels of e:ploye alrdy
c0nsdered to 5e cc:petant.

a. ro%4e more speclfcally %,by ts tralnng s 561ng requested. This course offers much
guided practice in iting, reviewing and editing which correlates well with the ployee’s job
description and would enhance the employee’s position perfoance. prov’ent of the ployee’s
performance will enchance th ability o$,Pubic Wors Dsig o m its ever increasing work loadD to mprove the lnal pruct- SciicaElons placee ouE zor DIES, as well as other tten3. How :ny of your e=ployees hage mlrdy received this or s=ilar tralnlnEo_ions

None
4. k’hat %’i be the past on he orKanzaton or employee If this trannE s

not recelved The employee’ o4erall efficiency will suffer, as ell as pruction of
professional contract specifications as this employee is the only itorial Assistant
and Specification ist.

Ctiflc-t!on of t@aln/n

ccrtlfy ’hat I have roy!eyed the training requested for this employee. It is
incn th’at the training Is necessa to support the mission of the organization
the ccand; d that the prioriy asgv.ed n.eets the crltera estnblshed.

--i5r Jes H. Fitch 2d Level SupervisrM. I. Kiall,
Acting Director

Head





Special Growth Opportunities

Perfecting Secretarial
Writing Craft

171 May I-2, 1986
171 Sept. 17-18, 1986"

shaping influence on the quality of the
correspondence that leaves your
office.
Topics include new formatting tech-

niques; extensive evaluation of sample

mar and punctuation.
Featuring much guided practice in

writing, reviewing, and editing, this

seminar also provides helpful feed-
back on your business writing.

Asan executive secretary, you are

your organization’s V.I.P. of the writ-

ten word. Your hand has the greatest

letters and memos; revising and edit-

ing for that perfect, professional look;

creating a positive tone in correspond-
ence; plus a painless review of gram-

To ensure that the program fulfills
your specific needs, please submit two
or three samples ofyour business
writing when you enroll. Fee: $300

Fees forpro,rams scheduledafferJune 30, 1986 are subject to change.





Civilian Emloyee Trnlng Request.

Employee Name-Course Title ’ OVC_

A-gJv Grade ’.-Z---’" Org,aiztion Public Works

’M OO1 DATES OF COURSE:pLUTOO

Length of Course DW Lo’catlon

Employees Last Official Per.formance Ratlng

COST: Registration $7 Per Diem $ Travel $ Total $

Priority assigned to the training requirement.

. . Training required durln- considered
essentfhl td mission accomplishment for one or more of the following reasons:

Training needed to correct serious performance deficiencies

ralning required by law, regulatlon,-or higher authority

ralning required for operation/malnenan ofnewequipment

f----7 Training required for employees erolled in a recognized ornal
training pr6gram

PRIORITY TO -NEEDED: Tralnlnhlch if nt funded may impact advergely
on complete and qualltaivemsslon accompllshmcnt during the nex to
three fiscal years. E.aple: Talning o provide for the systmatlc
replacement of skilled employees.

PRIORITY THREE USEFUL: Training of a brodenlng nature that might be
helpful in enhahclng the overall performance levels of eployees already
considered to be competent... $

Provide more specifically why thsralnlng is bing requested. TCOo_S

How many of your employees have Iremdy received this or similar training?

What will be the Impast on he organization or employee if this training is
not received? -/] - C>o.O

_
/-0

Certification of taining requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organization
and the command; and that the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

Department Head

ENCLOSUiE / |





Civilian Fploee TanJg Request

Length ofCourse / L6catlon

Employees Last Official Performance Rating

COST: Registration $ Per Diem $

1.

Course Title"" 2 ’/, DATES OF COURSE:

Public Works

Travel $ Total

Priority assigned to the training requirement.

.I---? ;" "" " duri. - ":. Training required 1-7":.a s.’consldered .-..essential tson apllshment for one or more of the following reasons:

Tralnng needed o correct serious performance deficiencies

__I Tralnn required by law, regatlon-or higher auorl

Tral reqred for operatlonline of .n eqpment
___

raln required for eployee erolled in a recognized foraal
’ tra progr

on co.fete d qitlvesslon accpllscnC durln8 the nC
cee fyrs. le: ang co provide for the sysCclc
repcenC of skated ployees.

0 USE: Trag of a brodennS Ce CC ghC be
helpf he overall perfonce levels of loye alrdy
considered Co be pecen.

-.
Prode more specfcallyvhy Cs ani Is bng requested.

How many of your employees have lremdy received this or similar training?

at will be he pat on he organization or employee if this training is
not received? - .#

Certifiton of tang requirement:

I certify tK I have reviewed the training requested for ths employee.
my oplnon that the tralnng s necessa to support the msson of the organzato
and the coa; d that the prory assigned meets the rterla establshed.

ee SupervisoF 2d Level Supervisor

Department Head





Civilian Employee Talnlr Request.

urse, ,_) DATES OF COURSE:

Length of urse" L6cato 5)
Employees Last Official Performance..
COST: Registration $ Per Diem $ Travel $ Total $

Public Works

1. Priority assigned to the training requirement.
-%" , .’. . C :" 4""./ PRIORITy.. ONE.-LT.L:. Training required durin-f 1987-.har Is:consldered

essentfl t6mision ampllshmenZ for one or more of the’following reasons:

Training needed to correc serious performance deficiencies

___I Train/ng required by law. regulation.-or higher authority

/____/ Tralnng required for operatlon/maln’euan of .new equipment

---7 Training required for employees eudrolled in a recognized
’ training program

PRIORITY TWO NEEDED: Trainin ich if nt funded ay /mpact cdvercely
on complete nd qualitative mission accomplishmcnt during the hext
three fiscal years. xample: Tai-’[ug to provide for the syst4mati
replacemenC of skilled employees.

RIOEITY THREE -.USEFUL: Training of a brodenlng nature tha nlgh he
helpful in enhahcln the overall performance levels of employees already
considered o he competent.

Provide more specifically hy this training is hing requested.

How many of your employees have mlrady received this or similar tralnlng

hat rill be the impat on he organization or employee if this training is
not recelved /- /

Certification of tfainlng requirement:

I certify that Z have reviewed the training requested for this employee. It iS
my opinion that the training is necessary to support the mlsson of the organization
and the coand and that the prloriy assigned meets the crlterfa established.

/
/’].e/te Suerviso / / 2d Level Supervisor

Department Head

ENCLOSIIII= I





". 2 Civilian Employee Training Request.

Course Title ....j:.... :./ ,- :7 / ..,,:., DATES OF COURSE:

Length of Course  ’ca.o.
Employees st Official Pefonce htlng

Grade ’."G,-/"/ "" Org.nitlon Public Works

COST: Registration 4-Per Diem $ Travel $ Total .
Priority assigned to the training requirement.

:. Training required duIn’Y I7""
essent1 tdslon apllshment for one or more of the following reasons:

Training needed to correct serious performance deficiencies

Training required by la. regulatlon-or higher auhorlt7

Training reqtutred for operatlon/maln’euan of new equipment

/-.._ Tralnng required for employees erolled in a recognized formal

/ ’ trang progra

PRIORIXfTWO -NEEDED: Yrtn:tnghich if nt funded may impace adversely
on complete and qua1atlvesslon accompllshcnt during the next to to
hree sc1 years. Exple: 1alning to provide for the 8ystatlerepaceen of skilled employees.

/-’ PPORIY THREE USEFUL: Training of a broadening nature that migh be
helpful n enlmhcln8 e overall perfonce levels of loye alrdy
considered o be mpecene.. Prode more specifically vhy s Calnlng Is being requested.

3. How ny o your employees have irdy received chls or slmilar tralnlng?

What will be the mpat on the organization or employee if this training is

Certification of talning requirement:

I certify that have revleed the training requested for this employee. It is
my opinion that the ralnlng is necessary to support the mission of the organization

a sot 2d Level Supervisor

Deparent Head

EN.CLOSU.IE ! | ./’1





Civilian Emloyee Trinlng Request.

Public rks

Course Title" DATES OF COURSE: .
Length of

Employees Last Official Performance Cing

COS: Registration Per Diem Travel $ Total

i. Priority assigned to the training requirement.

.:. Training required durin- 197. tha Is." considered .’..’..essentIl t mislon accomplishment for one or more of th’folloing reasons:

Training needed to correct serious performance deficiencies

Training requredby law. regulatlon-or higher authority

Training required /Jr operatlonlmalneuan of new equipment

C.._. Tralnug requed for employees erolled in a recognized formal
raztng pogr

___/ PRIORITY ffO -NEEDED: Traninghich if nbt funded may impact adversely
on complete and quaativemtssion accomplishment during the nexc to
three scal years. Exple: Tainiug to provide for he systematic
replacement of skilled employees.

PRIORITY THREE USEFUL: Training of a broadening nature that might be
helpul n enhahctg he overall performance levels of employees already

’ considered to be cnnpetent... Provide more speclflcally why this talnlng is bdlng requested.

3. ow many o your employees nave iready received this or similar training?

hat will be the mpat on ghe organization or employee if this training is

Certification of taining requirement:

I certify hat I have reviewed he training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organization
and the connnand; and that the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

Department Head

ENCLOSURE





Civilian Employee Trinlng Request.

Employee Hame ( .
Length of urse D, ’caCion

Employees sC Official Performance Cin

COST: Registration $ Per Dem $

Grade .’1 Org,Iztlon
DATES OF COURSE:

Public Works

Travel $ Total $_

i. PrlorlCy assigned to the cralnln8 requirement.

L.,,.. Training required durln-Y 19..7-.chaC Is:consldered
essential cuctsion accomplishmen for one or more of the following reasons:

TraiEtng needed Co correc serious performance deficiencies

Training required by law, regulation,-or higher authority

.:
Training required for operation/malnt’euan of new equlpmenC

Training required for employee enrolled in a recognized formal
: Cranng program

WhaC will be the impac on he organization or employee if this training is
noC received? - /

Certification of caining requirement:

I certify Chac I have reviewed the raining requested for this employee. IC is
my opinion that the Craning is necessary co support the mission of the organization
and the command; and chat the priority assigned meets the criteria established.

Immediate Supervisor 2d Level Supervisor

Department Head

ENCLOSUIE / |





Civilian Employee TrainLng Request.

Employee Name_UDC 3C Grade C /I .’ Orgniztion Public Works

Employees s Officlal Perfornce. tlng.

COST: Registration $ 4Per Diem $ Travet $ Total $

Priority assigned to the training requirement

.[_____ PRIORIT’OH-. Training required durln’f 198_-,thar is:consldered
essentf&l t mislon accomplishment for one or more of the followlng reasons:

Training needed to correct serious performance deficiencies 4

___I Tralnng required by law. regulation.-or higher authorlt

Training required for operatlon/maln’euan of .new equipment

/-____ Training required for employees embroiled in a recognized formal
-" t-ran’tng program

-ORITY 1JO NEEDED: Tranlng hlch if nt funded may /mpace adversely
on complete and quaitatlve mission accompilshmcnt durln the nex o
three scal years. Example; 1alnlug to provide for the systematic
replacemen of sk11ed employees.

/-- PRIORITY IREE USEFUL: Training of a broadening nature that mlgh be
helpful n ehahcztng the overall performance levels of employees already
considered to be competent... ;

Provide more speclflcally vhy this training is bing requested. T O # D

How many o your employees have iredy received this or slmilar training?

Nhat wI].1 be the Impat on he organization or employee if this training is

Certification o talning requirement:

I certify that have revleed the training requested for this employee. It is
my opinion that the ralnlng is necessary to support the mission of the organization
and the command; and that the prloriy assigned meets he criteria established.

Immediate Supervisor 2d Level Supervisor

Deparement Head

EN.CLOSU.IE ! |





Civillan Employee Training Request

EployeeNsmGrade S’--- "rgniztion
Course Title----/-4Z_OATES OF COURSE:

Employees s Offclal Perornce tlng.

Public Works

COST: Registration $ Per Diem $ Travel $ Total $.__

L Priority assigned to the training requirement_Dd4e H,,dC_ 7"/JtJ" d/.D. ruoraff’o ’" "" * "’-. Tralnln required duInD’ li7-:as.’conslderad .,.
assentS1 t& slon accpllshment for one or morz of thfollowing reasons:

Tralnng needed to correct serious performance deficiencies

hat will be the impact on ghe organization or employee if this training is
not received? . /

Certification of training requirement:

I certify that X have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mission of the organization
and the command; and that the priority assigned meets the criteria established.

/ ZedaTsuper[sor / /

Department Head

ENCLOSURE (/t





Civilian Employee TI-ainlng

COST: Registration $ Per Diem $ Travel $ Total $. .. :. .: .-,’- ,.,- . "
essenfl C mislon apllsen for one or more of thfollowng reasons: ""

Training needed to correcZ serious performance deficiencies

Trann required by law. regulation.-or higher authority

Traln:tug required for operaZlon/maln’enance of .n eqpment

atN reqred for pye erolled in a realized foNa progr

PRIOILITY TWO NEEDED: Training which f nt funded may impact advercely
on complete and qualaC:tve mlss:on accompllshmcnl: dur:tng he nexl: teo to
three fscal years. Example: TaninE to provide for the
replacemenC of skilled employees.

/--- PRIORITY THREE USEFUL: Training of a brodenlng nature tha mlgh be
helpful in enhahclng he overall performance levels of employes already
considered to be competent.

Provide more specflcally why this ralnlng is b41ng requested.

How many of your employees hav’redy received hls or similar training?

hat will be the impa on he organization or employee if this training is
not recelved - /

Certification of Zalnng requirement:

I certify thaC have reviewed the training requested for this employee. It is
my opinion that the training is necessary to support the mlsson of the organzatlon
and the coccnand; and that the prlorcy assigned mees the crierla establshed.

Department Head

2d Level Supervisor

(-’o/,/ ,/C,/’4/’7" .//;H C.,.b

ENCLOSU.R’E / |





Civilian Employee raining Request.

Course TItleCl.,* P./b"_--7O)ATEs OF COURSE:

Length of Course

Employees Last Oftcial Per.formance Rating

Grade. 5o]1 " Org,lition Public Works

COST: Registration $ Per Diem $ Travel $ Total $

..’. Training required durln’Y 19."thaC is:consldered
essenthl t mission accomplishment for one or more of the following reasons:

Training needed to correct serious performance deficiencies

Training required by law, regulation, or higher authoriy

Training required for operatton/matn’enau of .new equipment

Training required for employees erolled in a recognized formal
’ trang program

PKIORITY 10 NEEDED Trantnghich if nt funded may impac adversely
on cnnplete and quaitativemission accomplishmcnt during the next to to
three fscal years. Exple: Tainng to provide for the systematic
replacement of sk411ed employees.

/--- PRIOPTY THREE USEFUL: Training of a broadening nature that night be
helpul n enhahcng the overall perfoaance levels of employees already
considered to be competent...

Provide more specifically why hls talning is being requested.

Hovany of your employees have red received this or similar training?

What will be the mpat on he organization or employee if this training is
not received? . /

rtiton og taing requirement:

I certify tt I have reved the training requested for this employee. It is
my opinion hat the training is necessa to support the mission of the organization
and the ca; d that the priority assigned meets the criteria established.

edlaepervis 2d Level Supervisor

EN.CLOSUE / l





Civilian plosee Ta_ing Eequest.

Course Titlej/./7" /_/-../ DATES OF COURSE:

Length of Course ’F Lo’cation )
Employees s Official Perornce tiu

trade -/_f"Orgulztlon Public Works
.;: :

COST:

1.

Registration $ Per Diem $ Travel $ Total

_
"’" ": " ":. Training requSred duing,’Y 19U?-. Chat Is:consldered ..essentl t ston apltshment for one or more of theollowln8 reasons:

Tralnng needed to correct serlous performance deficiencies

.._/ Training required by law. regulation." or higher author

Tra reqred for operaion/inen of .n eqpen

ai reqred for pye erolled in a realized fo" tra progr

PO0 : i If nt fded y pact adverey
on colete d qitlve sslon acco=pllscut during he he
tee fl yrs. le to provide for the sysCtic
repcC of skled ployees.

I PO USE: Trag of a broadening ture te ghC be
hpf he overall perfonce levels of loye alrdy
considered o be mpeten.

Prode more specfcally vhy ts tranlng Is bng requested.

How ny of your employees have Irdy received this or similar tralnlng /

hat will be the pat on l:he organization or employee if this training is
not received? . /

Certlflctlon of talnlng requirement:

I certify that I have reviewed the training requested for this employee. It is
my opinion that the training is necessa to support the mission of the organization
and the coa; d that the prioriy assigned meets the criteria established.

/

Department Head




