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BUMED INSTRUCTION 3502.IA CHANGE TRANSMITTAL I 

From: Chief, Bureau of Medicine and Surgery 
To: All Internal BUMED Codes 

Subj: BUREAU OF MEDICINE AND SURGERY TRAINING AND DEVELOPMENT 
PROGRAM 

Ref: (a) CNOWashingtonDC 170135ZMAR 10 (NAVADMIN 098110) 

Ene!: (I) Revised pages I and 2 of the basic instruction 
(2) Revised page I of Enclosure (I) of the basic instruction 

I. Purpose. To revise the general military training (GMT) requirements, per reference (a). 

2. Actions. Remove pages 1 and 2 of the basic instruction and replace with enclosure (1) of this 
change transmittal. Remove page I of enclosure (I) of the basic instruction and replace with 
enclosure (2) of this change transmittal. 

3. Retain. For record purposes, keep this change transmittal in front of the basic instruction. 

\" ,\ (If, 
V.l~ 
D. L. HAMMELL 
Chief of Staff 
Interim 

Distribution is electronic only via the Navy Medicine Web site at: 
http ://www.med.navy.milldirectives/PagesIBUMEDHQlnstructions.aspx 



DEPARTMENT OF THE NAVY 
BUREAU OF MEDICINE AND SURGERY 

2300 E STREET NW CH-J of20 Oct 20 10 
WASHING TON DC 20372·5300 

IN REPLY REfeR TO 

BUMEDINST 3502.IA CH- I 
BUMED-M09B 16 
10 Jun 2008 

BUMED INSTRUCTION 3502.1A CHANGE TRANSMITTAL I 

From: Chief, Bureau of Medicine and Surgery 
To: All Internal BUMED Codes 

Subj: BUREAU OF MEDICINE AND SURGERY TRAINING AND DEVELOPMENT 
PROGRAM 

Ref: (a) 5 CFR Part 410 
(b) Joint Federal Travel Regulations (JFTR) and Joint Travel Regulations (JTR) 
(c) ASN(M&RA) Memo 00 May 2004, Subj: Command Implementation Policy for 

Academic Degree and Professional Credentials Payment (NOTAL) 
(d) OPNAVINST 1500.22F 
(e) BUMEDNOTE 12410 of2 Nov 2007 
(f) CNOWashingtonDC 170135ZMAR 10 (NAVADMIN 098110) 

EncI: (I) Headquarters Policy for Staff Training and Development Program 
(2) NKO Guide 

I. Purpose. To establish Bureau of Medicine and Surgery (BUMED) training policy for 
Headquarters (HQ) personnel to ensure maximum performance of employees and to increase 
organizational productivity. Training programs will be systematically planned, identified, 
programmed, and budgeted to meet current and anticipated development needs of HQ staff. 
BUMED's training and development plan wi ll be consistent with Department of Defense (DoD), 
Department of the Navy (DON), and Office of Personnel Management (OPM) policies, along 
with references (a) through (d). Per reference (e), internal training is conducted via Navy 
Knowledge Online (NKO). Enclosure (I) is the HQ policy for staff training and development. 
The NKO Guide, enclosure (2), is also available at: http://www.nko.nayy.mil. 

2. Cancellation. BUMEDINST 3502.1. 

3. Discussion. Staff training and deVelopment are essential in maintaining a competent and 
effective work force capable of carrying out the BUMED mission. Professional and personal 
growth is an ongoing process which helps staff members perfonn their duties and responsibili
ti es more effectively and gain a feeling of personal satisfaction. It is the intent of the training 
office to establi sh procedures towards providing training opportunities to experience personal 
and professional growth for all staff members. 

4. General Military Training (GMT). GMT is an integral part of the Navy Leadership Training 
Continuum, reference (f) established revised procedures. This training is an important 
mechanism for emphasizing leadership responsibilities and core values at all levels for officer 
and enli sted personnel. GMT will be conducted on a monthly basis and all hands are encouraged 
to attend. Civilian personnel are also encouraged to attend. Completion of training for each 
code will be monitored by the GMT Coordinator. 



5. Fonns 

BUMEDINST 3502.1 A CH-l 
20 Oct 2010 

a. General Services Administration form SF 182 (Revised December 2006), Authorization, 
Agreement, and Certification of Training, is available electronically at: 
http://www.gsa.gov/p0l1allforms/type/SF. Leave field "2. Social Security Number," in Section 
A blank. 

b. The following Bureau of Medicine and Surgery forms are available electronically from 
the "Fonns" tab at: http://navymedicine.med.navy.milldefault.cfin?selTab=Directives: 

(I) BUMED 350211 (Rev. 11-2007), Vendor Selection Worksheet. 

(2) BUMED 3502/3 (1 1-2007), Training Evaluation. 

~.l.~ 
D. L. HAMMELL 
Chief of Staff 
Interim 

Distribution is electronic only via the Navy Medicine Web Site at: 
http://www.med.navy.milldirectives/Pages/BUMEDHQlnstructions.aspx 
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HEADQUARTERS POLICY FOR STAFF TRAINING 
AND DEVELOPMENT PROGRAM 

I. Responsibilities. Responsibilities for employee training and development are as follows: 

a. Training Officer (BUMED-M09B 16) 

(I) Analyzes the training requirements of BUM ED which includes conducting an Annual 
Training Survey. 

(2) Assists with scheduling BUMED personnel at interagency training and training at 
non-government facilities. 

(3) Provides guidance and assistance on training and development matters to military and 
civilian personnel. 

(4) Tracks training requests, attendance, and completion. Courses not recognized by the 
Defense Medical Human Resources System internet (DMHRSi) codes require a copy of course 
completion record for documentation. 

(5) Announces in-house courses and courses sponsored by the Human Resource Service 
Center (HRSC)-NW Region and other Government agency courses that are relevant to the 
training plan of BUM ED. 

(6) Conducts training meeting with BUMED-M09B as needed. 

(7) Processes the Authorization, Agreement, and Certification of Training (SF 182) and 
performs official registration for all training. 

b. Managers and Supervisors 

(1) Each single-digit code wiD appoint one or more training representatives to maintain 
staff training records and issue training information. 

(2) Define training requirements for the positions over which they are cognizant. 

(3) Provide input to BUMED-M09BI6 on training plan during mid-year review and 
annually. 

Enclosure (I) 
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          (4) Ensure SF 182s are forwarded to BUMED-M09B16 at least 4 weeks before scheduled 
training. 
 
       (5) Notify BUMED-M09B16 if an emergency arises and attendance of an employee at 
training is not possible, and designate an alternate trainee, if necessary. 
 
          (6) Provide on-the-job training. 
 
  (7) Conduct first-level counseling of employees in career development. 
 
 c. Staff 
 
  (1) Attends and/or successfully completes all mandatory training and all other training 
that has been requested, approved, and scheduled. 
 
  (2) Notifies the supervisor if an emergency arises and attendance at training is not 
possible. 
 
  (3) Notifies the training officer 1 week before training, if confirmation or copies #1 and 
#2 of the SF 182 are not received. 
 
         (4) Provides evaluation of training resources by completing copy #2 of the SF 182 and 
the NAVMED 3502/3. 
 
         (5) Participates in the Annual Training Assessment. 
 
 d. Employee Development Department, HRSC-NW Region 
 
  (1) Provides training staff resources to provide timely, responsive, and professional 
assistance to management. 
 
  (2) Ensures compliance with required training actions prescribed by references (a) and 
(b) and other governing laws and directives. 
 
  (3) Provides professional assistance and counseling to employees and management 
officials. 
 
  (4) Records completed training for civilian employees into official training records. 
 
2. Annual Training Plan (ATP) 
 
 a. Definition.  A plan which includes all authorized activity-wide training and associated 
costs for the fiscal year. 
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 b. An ATP must be published by BUMED-M09B16 based on an annual training needs 
survey and mandatory training.  This will be established and published at the beginning of each 
fiscal year (reference (e) is the current year’s plan). 
 
 c. Systematic Needs Assessment Process.  Employees and supervisors will determine 
training needs by considering individual and command requirements.  Focus should be on 
identified needs with respect to command mission; systems acquisition; technology changes; 
increased program management responsibilities; equipment purchase and repair requirements; 
and career programs. 
 
3. Procedures for Submitting an SF 182 
 
 a. Employees and supervisors are responsible for the timely submission of SF 182s and all 
supporting documentation including completed registration forms.  Reference (a), appendix H, 
requires an SF 182 be typed and signed by the supervisor; BUMED requires it also be signed by 
the executive assistant in block 2A, and forwarded to BUMED-M09B16.  BUMED-M09B16 
will acquire the signatures of the fiscal officer (Comptroller), and the authorizing official 
(Director for Headquarters Administration (DFA)), before attendance at training, regardless of 
training costs or location. 
 
 b. SF 182 is also used for requesting, approving, and certifying payment for attendance at 
meetings, conferences, seminars, and symposia where the primary purpose is to train an 
employee to meet a performance improvement related need or to maintain a certification. 
 
 c. BUMED-M09B16 is responsible for registration of all personnel.  Failure to comply may 
result in a personal liability to the attendee. 
 
 d. To ensure timely registration for training, BUMED personnel should forward the SF 182 
to BUMED-M09B16 at least 4 weeks before the beginning of training.  See Appendix A of this 
enclosure for instructions on completing the SF 182. 
 
 e. The SF 1164 (Claim for Reimbursement for Expenditures on Official Business) is not to 
be used in lieu of the SF 182.  An approved SF 182 and a memo stating why the document is 
after the fact must support claims made on SF 1164 for training fees. 
 
 f. The trainee must complete blocks A and B at the top of the SF 182 and Sections A 
through E, including course codes.  Detailed instructions for completing SF 182 are in Appendix 
A of this enclosure.  
 
 g. On-line BUMED-specific Authorization, Agreement, and Certification of Training  
(SF 182).  The form is located on the Navy Medicine Web site under the Forms tab and must be 
used vice handwritten.  Once you have keyed your information, print both pages and forward to 
the appropriate personnel.  A Sample Outgoing Mail Record (OMR) is also provided with the 
training form. 
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4. Provisions and Requirements  
 
     a. General.  DOD 1400.25-M, Civilian Personnel Manual, Subchapter 410, (under revision),   
can be found at:  http://www.cpms.osd.mil/forms/cpm/cpmlistings.aspx?by=chapter delegates 
BUMED’s authority to approve and pay for licenses and professional credentials.  Payment for 
licenses should reflect workforce requirements clearly aligned with the activity’s mission and 
strategic objectives.  Per reference (d), BUMED will: 
 
  (1) Establish an annual activity training plan that is aligned with strategic organizational 
goals and objectives. 
 
  (2) Where budget flexibilities allow, resource for licenses and professional credentials on 
an annual basis. 
 
  (3) Communicate the availability of funding for payment of licenses and professional 
credentials throughout the command.  BUMED may specify eligible professional credentials, 
cost limits, institution, applicant requirements, or other criteria to align with mission and 
resources. 
 
  (4) Establish a process so that approval for payment is obtained by the employee prior to 
the application for license or professional credentials.  If funding is limited, ensure that competi-
tive procedures are used to select employees in accordance with Merit System Principles. 
 
  (5) Payments shall be made using the Government Purchase Card in advance of the 
requirement. 
 
 b. Financial Assistance and Time Allowed 
 
          (1) General Information 
 
                (a) Payment of expenses for training or attendance at meetings and conferences may 
include:  salary, tuition, registration fee, travel, per diem, parking fee, and approved related costs.  
 
   (b) Training funds can be used to support attendance only when professional meet-
ings and conferences are the primary source of the enhancement of job-related knowledge and 
skills. 
 
   (c) Civilian employees attending training are prohibited from receiving overtime pay 
for the period of training, unless covered by one of the exceptions in reference (a). 
 
                (d) When training is conducted within the commuting area, the cost for the mileage 
between the training location and BUMED or the training location and home which ever is less 
may be reimbursed for training attended during duty hours.  Reimbursement is based on the  
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availability of funds as certified by BUMED-M09B and the executive assistants.  Metro Cards 
are available from BUMED-M09B1 (Administrative Services Branch) for employees who desire 
to use this option if the training site is near a Metro facility.  Employees shall be allowed a 
reasonable amount of time to travel to and from classes and meetings. 
 
  (2) Training Through Non-Government Facilities 
 
   (a) When Government training facilities are not available, (i.e., space capability, 
physical locations, more costly) non-Government facilities may be used.  Selection of the non-
Government facilities must follow references (a) and (b). 
 
   (b) Merit procedures will be followed when considering and selecting civilian 
employees for training in a non-Government facility where promotion opportunities are 
involved. 
 
   (c) Normally, civil service employees (including temporary, intermittent, etc.) with 
less than one year of continuous service, will not be selected for training in non-Government 
facilities, unless the training is in the best interest of BUMED, and the newly acquired skills will 
be used after training.  If training of an employee is necessary for mission accomplishment, a 
request for waiver, in duplicate, must be sent through the approval chain to BUMED-M09B.  If 
approval is granted, an SF 182 will be issued by the individual with a copy of the approval 
attached. 
 
   (d) The amount of civilian employee training in non-Government facilities may not 
exceed 1 year (2087 hours) for every 10 years of Government service.  BUMED-M09B may 
waive this limitation, not to exceed 2 years.  Requests for waivers must be made following 
reference (a). 
 
   (e) The purchase of required textbooks, materials, and supplies specific to the 
training incident, may be paid by BUMED.  However, books purchased by the command are 
Government property, and employees may be required to send them to BUMED-M09B16 at the 
conclusion of the course. 
 
   (f) Before BUMED civilian employees can be assigned to training in non-Government 
facilities outside the United States, the Director of the Office of Personnel Management (OPM) 
must grant approval.  In addition, a foreign training facility must not be used until the facility has 
been specifically designated as eligible to provide training for employees of DOD by the Assistant 
Secretary of Defense (Manpower, Installations, and Logistics). 
 
             (g) Supervisors may be flexible in adjusting work hours for employees who need 
courses, which are only offered during the day.  However, any deviation from the normal work 
schedule must be requested and approved in writing.  These requests will be handled on a case- 
by-case basis and, at a minimum, will require the endorsement of the supervisor and the approval 
of the respective deputy. 
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 c. Failure to Complete Course or Unsatisfactory Grade 
 
         (1) Employees who fail to receive a satisfactory grade, or fail to complete courses 
financed by BUMED, will be required to reimburse the Government for the cost of the training. 
Satisfactory grades (normally a "C") will be defined following the standards of the institution 
attended.  A copy of grade report must be forwarded to BUMED-M09B16 within 5 workdays of 
receipt of a grade report and before attending another course. 
 
  (2) In some cases, situations beyond the employee's control may justify withdrawal or an 
unsatisfactory grade.  Employees may request a waiver from payment in writing within 30 days 
of official ending date of class.  Requests for waivers must be made in writing, providing com-
plete justification, via the supervisory chain to BUMED-M09B16 for approval or disapproval.  
The decision document will be forwarded to the HRSC-NW Region Employee Development 
Department, for notification of the employee. 
 
  (3) Although civilian employees may be disciplined for failure to complete a training 
assignment, supervisors must contact the HRSC-NW Region Employee Development 
Department and Employee Labor Management Relations Department, to obtain procedural and 
regulatory guidance before taking any action. 
 
 d. Acceptance of Contributions, Awards, and Payments.  Employees may be authorized to 
accept contributions, awards, or payment, in cash or in kind for training in non-Government 
facilities.  To ensure all offers of contributions, awards, or payments falling within the scope of 
this instruction are reviewed, processed, and approved, before their actual acceptance, staff will 
advise their supervisors of any such offers received directly from a Government (Federal, State, 
county, or municipal) or non-Government source. 
 
 e. Long-Term Training and Education 
 
            (1) Long-term training is defined as full-time training away from the job, for periods 
lasting more than 120 consecutive days.  A full-time program at a university is normally at least 
12 credit hours.  Long-term training is generally limited to 1 year. 
 
  (2) If long-term training is offered to civilian employees at BUMED, information will be 
publicized.  The selection of participants will be based on fair and equitable considerations and 
will comply with reference (b). 
 
 f. Agreement to Continue in Service 
 
         (1) Agreement Required.  Civilian employees scheduled to attend Government or non-
Government training in excess of 80 hours or more in a single program for which BUMED or 
DON pays all or part of the costs, must sign the Continued Service Agreement, pages 4 and 5 of 
the SF 182.  This agreement, which must be entered into before actual assignment to the training,  
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requires the civilian employee to remain with the DON following completion of the training.  
When BUMED pays both the employee's salary and other costs, the employee must agree to 
continue in service for a period at least equal to three times the length of the training period. 
 
  (2) Failure to Fulfill Service Agreement 
 
              (a) The service obligation of civilian employees who transfer to other Government 
agencies will be transferred automatically to their new agency.  Employees who voluntarily 
separate from Government employment, before the expiration of the continued service period, 
are required to repay the Government all, or part, of the non-salary expenses for the training. 
 
   (b) Civilian staff who complete long-term training in a non-Government facility, and 
plan to separate from the Government before completing their service obligation, must notify 
HRSC-NW Region in writing at least 21 calendar days before their planned separation.  Failure to 
do so may obligate the employee to repay the activity in full for all non-salary costs associated 
with training in the non-Government facility.  The notification, giving a complete justification for 
failure to complete the service agreement, will be sent through the supervisory chain and BUMED-
M09B16 to BUMED-M09B, who will make all final decisions on waiver requests.  Employees, 
who comply with the 21-day notification stipulation, may be considered for a waiver.  The 
repayment rate is based on the amount of remaining obligated service. 
 
   (c) When repayment has not been waived and cannot be secured directly from the 
employee, action will be taken to recover the funds. 
 
   (d) Repayment will not be required of an employee who enters on active military 
duty under those circumstances that permit restoration rights. 
 
 g. Required DON Training.  All staff must receive training in the following areas yearly: 
 
  (1) Command Orientation.  (Once at each Command.) 
 
  (2) Security. 
 
  (3) Safety and Health. 
 
  (4) AIDS/HIV. 
 
         (5) Computer Security. 
 
         (6) Standards of Conduct/Ethics. 
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  (7) Required training for staff having specific responsibilities in the following areas: 
 
          (a) Supervisory Training.  40 hours (20 hours in personnel area) required for all 
new supervisors, during the probationary period.  Four hours of annual Equal Employment 
Opportunity (EEO) training is required for all supervisors, military and civilian. 
 
   (b) Executive and Management Development.  Focus is on the development of 
managers, executives, and candidates for management positions, and is strongly encouraged. 
 
   (c) EEO Training.  Required for deputy EEO officers, special emphasis program 
managers, investigators, EEO counselors, and other EEO and complaint processing officials. 
 
   (d) The DON Training in the Prevention of Sexual Harassment.  Required for all 
military and civilian supervisors and managers yearly.  Managers and supervisors need this 
training to understand laws, regulations, and DON policy regarding equal employment 
opportunities, including the prevention of sexual harassment. 
 
   (e) Civilian Employee Assistance Program (CEAP).  This course is designed to 
educate supervisors of civilian employees on how to effectively use the CEAP to help their 
employees overcome personal problems before they impact job performance or conduct. 
 
 h. Evaluation of Training.  Evaluation is an integral part of the training program and is 
required by the DON.  For initial evaluations, the employee and respective supervisor must 
assess individual training activities through the use of the SF 182 by completing and returning 
page 2 and the NAVMED 3502/3 to BUMED-M09B16 within 5 days after each training 
incident.  The purpose is to gauge the initial reaction of the employee and supervisor to the 
training.   
 
 i. Records.  The Employee Development Department, HRSC-NW Region, must maintain 
civilian training records.  Military training is tracked through DMHRSi. 
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Guidance for Payment of Expenses to Obtain Professional Credentials 
 
1. Payment of costs associated with obtaining and renewing professional credentials including 
professional accreditation, State-imposed and professional licenses, and professional certifica-
tions, and examinations to obtain such credentials, is authorized to support the Department of  
the Navy’s human capital goals.  Given the availability of funding, an activity may pay for 
professional credentials that are necessary or beneficial for the employee in the performance  
of official duties. 
 
2. This authority may not be exercised on behalf of employees occupying Schedule C and non-
career (political) SES positions.  This authority is not applicable to active duty military personnel 
and non-appropriated fund employees. 
 
3. This authority will be implemented in a manner consistent with merit system principles and 
as described by the following criteria.  The license of certification: 
 
 a. Enhances productivity. 
 
 b. Improves performance. 
 
 c. Maximizes recruitment opportunities, especially for shortage category occupations and 
other labor market conditions. 
 
 d. Increases retention, especially for “high turnover” career fields. 
 
 e. Broadens and develops the skill base for a quality work force to accomplish the 
Department of the Navy’s mission and ensure readiness. 
 
 f. Supports civilian leadership development initiatives and career path improvements to 
meet future requirements. 
 
4. This authority is discretionary and is not an entitlement or benefit of employment. 
 
5. Naval activities and other commands shall document the use of this authority.  The Defense 
Civilian Personnel Data System (DCPDS) will be modified to provide essential data for program 
evaluation.  Specific data listed below must be retained by the activities until the DCPDS 
accommodates these new requirements.  Each approving official is responsible for ensuring the 
use of this authority is documented. 
 
 a. License/Certificate (license name as it appears on the certificate). 
 
 b. Date License/Certificate Obtained. 
 
 c. Initial Annual/Renewal. 
 

Appendix A to 
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 d. License/Certificate Cost Cumulative Costs. 
 
 e. Date Paid. 
 
 f. Amount Paid. 
 
 g. Training for certificate/license. 
 
6. Funding is permitted for license and certification as defined in this document.  This authority 
may not be used to obtain licenses or certification from organizations that discriminate on the 
basis of race, color, religion, age, sex, national origin, parental status, sexual orientation or 
disability. 
 
7. Payment for licenses and certifications, and their subsequent renewals, may include, at the 
discretion of the activity and command, such additional expenses as dues or fees required by the 
licensing or certifying agency, fees for preparation for examinations, examinations, registration 
fees, and travel and per diem costs.  Payment may not include employees’ membership fees in 
societies or associations. 
 
8. Payment shall be made on a reimbursable basis upon successful receipt of the credential.  
Reimbursement shall be through the completion of the SF 1164. 
 
9. Any collective bargaining obligations must be satisfied prior to implementation of this 
instruction. 
 
10.  Unless permitted by law or regulation, minimum qualification requirements may not be 
established based upon the presence or absence of a license or certification. 
 
11.  The Chief of Naval Operations (CNO), the Commandant of the Marine Corps, the Assistant  
for Administration, Office of the Under Secretary of the Navy, and the Commanders of Navy 
Echelon 1 and 2 commands reporting to the CNO are delegated the authority to implement this 
authority and determine the circumstances under which payment for professional credentials will 
be made.  This authority may be further delegated to the lowest practicable level.  Echelon 1 and 2 
commands retain responsibility for ensuring funding support and assessing the effectiveness of 
these programs. 
 
12.  Definitions 
 
 a. Licensing is the process by which an agency of (Federal, State, or local) government grants 
permission to an individual to engage in a given occupation upon finding that the applicant has 
attained the minimal degree of competency required to engage in that occupation. 
 
 b. Certification is recognition given to individuals who have the predetermined qualifica-
tions set by an agency of government, industry, or profession.  
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