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CPOCPAC PROCEDURES FOR CREDIT CARD USE FOR TRAINING
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SCENARIO 1

CPOC-ADMINISTERED TRAINING HOSTED BY THE JRETC

· Announce the training to the general workforce (JRETC)

· Enroll all nominees (JRETC)

· Process all credit card payments (FBA Seattle)

· Provide training classroom(s) (JRETC)

· Request evaluations from students (JRETC, Copy to CPOC)

· Maintain class file (JRETC, Copy to CPOC)

· Forward certified roster to CPOC for MDCPDS input
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SCENARIO 2

CPOC SPONSORS TRAINING OUTSIDE OF JRETC PARTNERSHIP AND VENDOR ACCEPTS CREDIT CARD
· Announce the training to the general workforce

· Enroll all nominees

· Request all activity training coordinators call the vendor with their government credit card to pay for their organization's nominees.


· Provide training classroom(s)

· Request evaluations from students

· Maintain class file

· Input completed training into MDCPDS
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SCENARIO 3

CPOC SPONSORS TRAINING & USES DD FORM 1556 WHEN VENDOR IS  UNABLE TO ACCEPT THE CREDIT CARD
· Announce the training to the general workforce

· Determine class size and cost per student

· Notify Chief of Army Vendor Pay (Mary Garcia) that this situation exists.

· Enroll all nominees

· Provide training classroom(s)

· Request a DD Form 1556 with fund cite and signatures from each nominee

· Ensure the non-government vendor completes the SF 3881, ACH Vendor/misc. 

     payment enrollment form, forwarding to DFAS

· Request an invoice from the vendor

· After completion of training, EDS will attach 1556s to vendor invoice and 

· send to DFAS for payment  (EFT)

· Request evaluations from students

· Maintain class file

· Input completed training into MDCPDS
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SCENARIO 4

CPOC SPONSORS TRAINING WITH ARMY FORMAL SCHOOLS OR CPOC PAYS VENDOR WITH CPOC CREDIT CARD

· Announce the training to the general workforce.  Include funding 

instructions for the training coordinators and their resource management offices.

· Enroll all nominees (using credit card when appropriate)

· Provide training classroom(s)

· Request a DD Form 1556 (or fund site memo, e-mail from RM, or MIPR may also be sent for payment) with fund cite and signatures from each nominee

· Process billings (CPOC Admin)

· If training is provided by an Army Formal School, such as ALMC, and the cost is for TDY expenses only, then the following will apply:

· The CPOC Administrative Officer will forward to ALMC a MIPR to pay for the instructors TDY expenses (Per Diem, Airfare, and Rental Car)  

· She/he will bill the attending organizations for their share of the up front cost by using a Cost Distribution & Transfer Voucher (for organizations within the CPOCs funding operating agency) or a SF 1080 (for organizations like Guard, Reserve, DECA, DFAS, DOIM, etc.). If the Administrative Officer processes a CDV to bill, all that is needed is the organizations four digit account processing code on the DD1556.  If the Administrative Officer does a SF 1080 bill, the organizations need to include the entire accounting classification on the DD1556
· Request evaluations from students

· Maintain class file/input MDCPDS
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SCENARIO 5

CPOC EMPLOYEES ATTEND TRAINING REQUIRING CREDIT CARD

· Employee should coordinate desired training class with servicing CPOC HR Branch representative to ensure availability of class seats; vendor's capability to receive payment by credit card;  and that eligibility criteria/regulatory requirements have been met

· Use Form Flow to prepare the DD From 1556 to officially request, authorize, and obligate training. Fill out appropriate blocks relating to the course.  Leave Block 27, Accounting Classification, blank (to be filled out by CPOC Budget)

· Obtain signatures from immediate supervisor (Block 32) and authorizing official (Block 34). Forward 1556 to CPOC Budget to certify availability of funds

· Forward 1556 to HR Branch representative to obtain class seat/quota using IMPAC credit card. (Note:  If vendor can not accept the credit card, the HR Branch will return 1556 to Budget to assign a credit accounting classification)

· After completion of training, the employee will forward 1556 to the HR Branch for DCPDS input. However, for classes where the Pacific CPOC student roster is used, DCPDS data will be extracted from the roster.  Therefore, in such cases it will not be necessary to forward the 1556  and students may retain 1556 for their personal records.  To avoid confusion, students will be informed by the HR Branch which method (1556 or CPOC roster) will be used to collect DCPDS data
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