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To: Distribution List

Subj: FISCAL YEAR (FY) 2026 TRAINING POLICY FOR CIVIL SERVICE EMPLOYEES

Ref: {a) MCO 12410.24A of 29 Jan 21
(b) SECNAV Instructions 12410.25A of 12 Dec 16
{c} MARADMIN 133/17
{d) DoDI 1400.25-v410, September 25, 2013

Encl: (1) FY 2026 Training Plan for Civil Service Employees

(2} FY 2026 Guidelines for the Civilian Leadership
Development Program (CLDP)

(3) FY 2026 Guidelines for the Academic Degree Program (ADP)

{(4) FY 2026 Training Liaison Program

(5} FY 2026 Individual Development Plan (IDP) for Non-
Supervisory Personnel

{6) FY 2026 Individual Development Plan {IDP) for
Supervisory Personnel

1. Purpose. To develop and promulgate a cost-effective, mission-oriented
annual training plan, the Employee Training and Development Branch (ETDB)
surveys the workforce leadership and updates mandatory training requirements
identified by higher headquarters to inform the annual training plan.
Enclosure (1) is developed using the data from this annual survey.

2. Background. Marine Corps Base, Camp Lejeune (MCB CAMLEJ) relies on
civilian Marines to perform its mission. This bulletin promulgates guidance

and policy for the FY 2026 MCB CAMLEJ, civil service workforce training
curriculum,

3. Action

a. Commander’s Intent and Concept of Operations

(1} Commander’s Intent. To provide professional education to oux
civilians is equivalent and as important as providing Professional Military
Education to our active-duty Marines. The end state is a civilian workforce
that is sharp, able, and ready to meet today’s demanding workplace challenges.
Supervisors are responsible for informing their employees about training
requirements and learning opportunities.

(2) Concept of Operations. The annual training plan for civil service
employees consists of all mandatory training as required by HHQ and this
Command as well as elective courses designed to enhance workforce efficiency.
Supervisors are responsible for identifying specialized job-related training
requirements for their employees. Training requests will be approved by
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supervisors based on developmental needs and mission requirements. Programs of
professional development administered under this policy must be consistent with
Merit System Principles. identification and selection of employees for
training and development opportunities must be done fairly and equitably,
without regard to political affiliation, race, color, religion, national
origin, sex, marital status, sexual orientation, status as a parent, age, or
handicapping condition. Contact the Employee Training and Development Program
Manager, 910-450-7475, for assistance. To ensure supervisors and employees are
kept informed of frequent civilian training schedule changes, the ETDB staff
will publish course locations, dates, and times in a separate document and
update it on a regular basis. This document will also include the current list
of mandatory training and links to online training. It will be distributed via
email to all supervisors of civilian employees. The training programs listed
below provide additional opportunities for career and leadership development:

{a) Civilian Workforce Training. MCB CAMLEJ invests in Civilian
Marines by identifying required leadership, behavioral, and technical
competencies; establishing career paths; providing flexible developmental and
mentoring opportunities; and creating educational and developmental programs
and policies that support Marine Corps mission reguirements. A Continued
Service Agreement (CSA} must be signed by the employee for training for which
payment is required prior to the commencement of training. Employees must
agree to serve the Marine Corps at least one month per course/training,
beginning after the length of training peried.

(b} Civilian Leadership Development Program (CLDP) . CLDP is an
integral part of the MCB CAMLEJ civilian training program and has been
established to provide opportunities for both current and future civilian
supervisors and managers to develop their leadership skills. Enclosure (2}
provides guidelines for the CLDP.

(¢) Core Leadership Group. The Core Leadership Group consists of
all supervisors (civilian and military) of civil service employees.
Supervisors are expected to maintain and develop their management skills by
completing centinuing education in leadership competencies. Members of the
Core Leadership Group are encouraged to support CLDP through their own active
participation in the program, acting as mentors, and encouraging their
employees to participate. Per reference (3), supervisors should complete the
following tasks:

1. Superviscrs will ensure employees under their cognizance
are aware of available training and education opportunities.

2. Supervisors will provide the Human Resource Development
Strategic Advisor (HRDSA) contact information to all civilian personnel.

L. Tasks

(1) Department Heads will ensure their civil service employees are
familiar with the contents of this bulletin.

{2) Each department will establish a Training Liaison to serve as the
point of contact for training coordination with the ETDB for their section.
Enclosure (6) provides detailed information.

c. Coordinating Instructions. The Marine Corps has implemented a new
learning management system called Waypoints (https://don.csodfed.com) .
Waypoints is the Department of the Navy’s new enterprise learning and talent
management system. It is a partnership betwsen the Maval Air Systems Command
(NAVAIR), Naval Sea Systems Command {NAVSEA), Naval Supply Systems Command
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{NAVSUP}, and Strategic Systems Program (SSP). Waypoints is a full-service
tool suite for employee career planning, learnindg, and development in a modern
and fully integrated environment. Waypoints provides access to employees’
training requirements, annual DON mandatory training, and LinkedIn Learning.
a1l online mandatory civilian training must be completed via the Waypoints
System and is automatically uploaded to employees’ permanent records. For
mandatory courses and training of 8 hours or more completed via other sites
and/or internet web sites, employees need to print the completion certificate
and provide a copy to their Training Liaison who will submit to the ETDB. The
Training Liaison at each site is responsible for scanning and emailing a copy
of the certificate te wflc_trainings@Qusmec.mil or faxing it to the ETDB office
at 910-451-8392. The following information must be included on each
certificate: name, course hours, start and end date, mandatory (if applicable}.
Only certificates for mandatory training and courses eight or more hours in
length should be submitted to the ETDBE.

** Employees can self-submit via the Defense Civilian Personnel Data
System (DCPDS} (https://compo.dcpds.cpms.osd.mil/) .

4. Administration and Logistics. Per the references, all civil service
employees are required to have an Individual Development Plan (IDP). This tool
allows employees and supervisors to work together to create a plan for
completing mandatory training requirements and establishing developmental
activities to help achieve career goals. IDPs must be established no earlier
than 1 April 2026 and no later than 30 April 2026 for current employees and
within 30 days of hiring for new employees. IDPs are available in the Total
Workforce Management Services (TWMS) system at https://mytwms.de3n. navy.mil
until March 2026. Starting April 2026, the IDP process will then transition to
Waypoints. Enclosures (5) and {(6), provide an IDP format for non-supervisory
and supervisory personnel, raespectively, who do not have computer access. In
addition, supervisors are responsible for keeping their employees informed
about training opportunities, and to ensure employees complete all mandatory
training identified in enclosure (1) by the deadline date listed or 30
September 2026.

5. Reserve Applicability. This Bulletin is applicable to MCIEAST-MCB CAMLEJ
civil service employees and their military or non-appropriated fund (NAF)

By Direction
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FY 2026 Training Plan for Civil Service Employees

Camp Lejeune’s training plan for civil service employees provides mandatory
training for supervisors and non-supervisors as well as technical, job skill.,
leadership, and professional development training. A schedule of all
civilian training is published on a regular basis and distributed via email
to supervisors. Contact the Employee Training and Development Branch (ETPEB)
at 910-451-4793 or 9175 if you experience problems accessing this site.

INDIVIDUAL DEVELOPMENT PLAN (IDF})

Per MCO 12410.24A, SECNAVINSTR 12410.25A, and MARADMIN 133/17, all employees
are required to have an IDP, Supervisors are responsible for working with
their employees to develop IDPs that meet their training requirements. The
IDP should list all mandatory and elective training planned for 2026. IDP
format is available through Total Workforce Management Services (TWMS) at
https://mytwms.dc3n.navy.mil until March 2026. Starting April 2026, the IDP
process will then transition to Waypoints at https://don.csodfed.com .
Enclosures (5) and (6) are provided for non-supervisory and supervisory
personnel who do not have computer access.

Mandatory Training

*%% AL], Online Mandatory Training is to be completed via Waypoints
{https://don.csodfed.com). Any Mandatory Training done
via TWMS will not count *#*

¢ Non-supervisory Employees

o Annual Time and Attendance - ASN (M&RA) Memo dated 24 Jun 2021

o Antiterrorism Awareness - DoDI 2000.1%6

o Counterintelligence Awareness and Reporting -
MARADMIN 009/23 (to be done in person via NCIS)

o Controlled Unclassified Information - MARADMIN 664/20

o Cyber Awareness Challenge (all employees who operate a computer)

S CFR 930.301

o DON SECDEF Directed OPSEC and Unauthorized Disclosure Training -
MARADMIN 278/21 (to be done in person via OPSEC Management Team)

o No Fear Act - 5 CFR 724.203

o POSH - SECNAV 5300.26D, 3 Jan 2006, DoDI 1400.25, Vol. 410, 25
Sep 2013

o Privacy Act (PA) and Personally Identifiable Information (PII)
DOD Reg 5400.11-R

o Records Management (all employees who create and use records) -
DoDD 5015.2

o Sexual Assault Prevention and Response (SAPR) - NDAA 2012,
Section 1615

o Violence Prevention Awareness MCC 5580.3

¢ New Employees
o New Employee Orientation as soon as possible after start date
{within 90 days)
o Acculturation
Combating Trafficking in Persons (CTIP) - DoDI 2200.01
o Ethics

Q

Enclosure (1}
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¢ Supervisory Employees

o}
o
o

o]
o]
o}

Annual Time and Attendance - ASN (M&RA) Memo dated 24 Jun 2021
Antiterrorism Awareness — DoDI 2000.16

Civilian Employee Assistance Program for Supervisors {DONCEARP) -
CHRM 782.1

Counterintelligence Awareness and Reporting - MARADMIN 009/23 (to
be done in person via NCIS)

Controclled Unclassified Information - MARADMIN 664/20

Cyber Awareness Challenge (all employees who operate a computer)
— 5 CFR 930.301

DON SECDEF Directed OPSEC and Unauthorized Disclosure Training -
MARADMIN 278/21 (to be done via OPSEC Management Team)

DON Uniformed Services Employment and Re-employment Act (USERRA)
- DoDI 1400.25, Vol. 410, 25 Sep 2013 ASN Memo dtd 4 June 2014
Drug-Free Workplace for Supervisors - Executive Order 12564 CHRM
792.3

Hiring Talent - 2019 DoD Managerial and Supervisory Learning and
Evaluation Framework

Human Resources Supervisory Training - ONLINE - Waypointsa
(15 separate courses; every 3 years)

* Addressing Poor Performance

® (Coaching, Counseling, and Mentoring

® DON EEO Training

® DON Training and Development

®* DON USERRA-Uniformed Services Employment and Re-employment

Act

®* Drug-Free Workplace for Supervisors

" Hiring Talent

" Labor Relations

" Merit System Principle Basics for Hiring Managers

* Performance Management Phases

" Recognition Incentives and Awards

"  Supervisors Responding to Whistleblower Complaints

" Supervisor Safety Awareness Training

" Telework Training for DON Supervisors

* Workers Compensation

No Fear Act - 5 CFR 724.203

POSH - SECNAV 5300.26D, 3 Jan 2006, DoDI 1400.25, Vol. 410, 25
Sep 2013

Privacy Act (PA} and Personally Identifiable Information (PII} -
DOD Reg 5400.11-R

Records Management (all employees who create and use records)—
DoDD 5015.2

Sexual Assault Prevention and Response (SAPR} - NDAA 2012,
Section 1615

Supervisory Safety Awareness Training - 29 CFR 1960.59({a)
Violence Prevention Awareness - MCO 5580.3

Whistleblower Reprisal - P.L. 115-73, 11-91

*+* Supervisors also have an option of participating in a one-day classroom
training that will include the topics required for the Human Resources
Management Training

2 Enclosure (1)
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All supervisors are required to participate in continuing education to
enhance their leadership skills. A minimum of one elective course in Leading
People competencies is required each year — examples are Conflict Management,
Leveraging Diversity, Developing Others, and Team Building. In addition, all
supervisors are responsible for ensuring their employees complete their
mandatory and elective training. Certificates of completion for mandatory
training and any other training of eight hours or more are to be submitted to
the departmental Training Liaison for submission to the Employee Training and
Development Branch (ETDB) to be included in employees’ permanent records
unless completed in Waypoints.

©0 New Supervisors - 5 U.S5.C. 4121
"  Human Resources Supervisory Training
= Training in basic management skills
* Training in communication skills

**% Mandatory Training is subject to change**#*

3 Enclosure {1}
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The following elective courses and competency training are planned for FY
2026 Civilian Training Schedule if funding is available:

L Title
Crucial Conversations

Communication
Conflict Management

Description

Whenever you are not getting
the results you are looking
for, it is likely that a
crucial conversation is keeping
you stuck. Whether it is a
problem with poor quality or a
strained relationship—whatever
the issue—if you cannot talk
heonestly with nearly anyone
about almost anything, you can
expect poor results. In this
class, vou will learn to employ
skills that produce results by
mastering crucial
conversations.

Crucial Accountability

16

Accountability
Communication

this area fosters
an environment that
all resources in a
instills public
trust while accomplishing the
mission. Monitors progress and
evaluates ocutcomes to improve
organizational efficiency and
effectiveness. Holds self and
others accountable for
measurable high-quality,
timely, and cost-effective
results.

Training in
and ensures
administers
manner that

Acculturation

Corps Values

This course is mandatory for
all new civilian employees at
MCIEAST-MCB. You will learn
Corps values to assist you to
better understand your role as
a Civilian Marine.

How to Deal with Difficult
People

Conflict Management

Training will be provided that
anticipates problems and takes
steps to prevent counter-
productive confrontations; and
manages and resolves conflicts
and disagreements in a
constructive manner.

Project Management

m

Problem Solving
Decisiveness

Training will be provided that
teaches the fundamentals of
project management. You will
learn how to plan, budget,
schedule, and monitor projects,
and how to maximize resources
for the greatest profitability.

Delivering Excellent
Customer Service

Customer
Orientation

Learn the essential information
and skills needed to excel in

interactions with internal and
external customers. This class
develops your customer service
skills through recognizing and

Enclosure (1)
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Competencies

dealing with the customer’s
emotions, using listening and
questioning skills, and
presenting information to
satisfy customers.

MCCLD Leadership Seminar 24 e Developing Others Training will be provided to
" help develop the ability of

others to perform and
contribute to the organization
“ by inspiring and providing a
learning environment of ongoing
feedback and opportunities to
learn through formal and
informal methods, enabling
employees to address skill gaps
and realize their highest
potential. Also individuals
will learn how to actively
encourage and support
enhancement of a joint

perspective.
Multiculturalism: The 8 ¢ External Awareness Training will be provided that
Journey Beyond helps others learn to actively

seek to understand others'
cultural, religious, political,
and societal norms and customs;
build language proficiency as
reqguired by the mission;
domestic, and foreign policy
and uses it in strategic and
operational planning;
understand and keep current on
local, national, and
international policies and
trends that affect the
organization and shape
stakeholders' views; and
maintain awareness of the
organization's impact on the
external environment.

Human Resources Management 8 e Human Resources This course is for Marine Corps
Refresher for Supervisors Management supervisors and military
managers and covers all aspects
of human resources management.

Training on line only in
Waypoints Database

Human Resources Supervisory 2 N Human Resources Lunch and Learn workshops will
Management be provided on numerocus Human
Resources supervisory topics
throughout the year to learn
and to ask questions.

Lunch and Learn Workshops

Mentor and Mentee Training 8 e Accountability This seminar provides the
Partnering thegr§tica1 base an@ hands-on
training for potential and
Interpersonal
Skills current mentors as well as

teaching mentees to take
responsibility for his or her
part in the collaborative
alliance and to be the leader
Il ﬂ_ of the relationship by guiding

g Enclosure (1)
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Competencies

and facilitating the mentor’s
efforts to create a satisfying
and productive relationship for
both parties.

Naval Correspondence

Written
Communication
# Continual Learning

Training provided will help each
participant fully understand
how to apply the rules and
regulations of the Naval
Correspondence Manual to their
everyday work life. This course
will teach participants to
write/format all types of
official documents used
throughout the Navy.

Leveraging Critical and
Creative Thinking

Training will be provided to
learn the right questions to
ask, how to challenge
assumptions, apply creativity,
and seek other viewpoints to
add clarity by using a Problem-
Solving Model.

Persuasive Writing

Training provided will discuss
core concepts such as message
formation; recognition of
readers’ needs; organization of
relevant information; word
economy and the application of
persuasive writing. The
training will address tools and
tactics that can be used to
improve the persuasiveness of
writing.

Career Planning

Training in this competency
will cover the key elements and
practice opportunities in a
very high energy, interactive,
hands-on way so everyone knows
how to apply this to their
personalized plans and goals.

Presentation Skills

8 = Problem Solving
e Creativity and
Innovation
¢ Strategic Thinking
* Vision
8 « Written
Communication
8 ® Career Development
8 # Oral Communication

Learn the practical skills and
knowledge necessary to express
yourself clearly with
confidence in a variety of
speaking situations and learn
presentation technigues, how to
plan and structure effective
presentation, delivery methods,
and how to overcome anxiety
when making a presentation.

Team Building: Migrating to
Excellence

Team Building

Courses offered will provide
training for team leaders to
inspire and foster team
commitment, spirit, pride, and
trust; facilitate cooperation
and motivate team members to
accomplish goals.

Time Refuses to Be Managed:
Manage Yourself Instead

21 e Coaching/Counseling
e Conflict Management

¢ Change Management

This class focuses on taking
responsibility for results;
exercising more initiative;

Enclosure (1)
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setting meaningful goal;
getting more organized by
improving your planning and
time-management skills; making
work relationships more
productive; improving listening
and communication skills;
solving problems creatively;
dealing with conflict
productively; adopting a
“continuous-improvement
mindset”; and improving a
balance between work and life.

The following computer training will be provided if funding is available:
o Adobe InDesign
Adobe Professional
Adobe Acrobat (includes LiveCycle ES)
Artificial Intelligence Training (AI)
Microsoft Office 365
®* Access
= Excel
=" One Note
" Qutlook
=  Power Point
*  Project
= Word
Power Bi
SharePoint
o Web Design

0O 000

o0

Also, if funding is available, ETDB will provide the following classroom
training:
o Briefing and Presentations
Business Writing
Customer Service
Grammar and Proof Reading
Communication
Mentoring and Coaching
Team Building
Civil Service Retirement System/Federal Employees Retirement System
Pre-retirement Seminars

0OC 00000

Training is not limited to courses listed in the Training Plan. Perscnnel
requiring specialized training should seek tuition funding from their
Community of Interest (COI)representative. On-line training is available at
numerous web sites, such as Waypoints (https://don.csodfed.com , MarineNet
(https://www.marinenet.usmec.mil); Navy E-Learning

{http://learning.nel .navy.mil}; and the Graduate School
{(http://graduateschool.edu). The ETDB has an extensive library of hardcover
books and audiobooks on a variety of leadership, Corps Values, and
professional development topics. Contact ETDB at 910-451-9175 or 4793 to
check out library materials.

T Enclosure (1)



MCIEAST-MCB CAMLEJBul 12410

SEP 3 0 2025

FY 2026 Guidelines for the Civilian Leadership Development Program (CLDF)

The CLDP provides a means for civilian employees to develop the critical core
competency and leadership skills needed to advance in their careers.

Eligibility

The CLDP is available to all Marine Corps civil service and Non-Appropriated
Fund (NAF) employees interested in self-development. Alsc open to Navy and
Coast Guard civilian employees.

CLDP

The CLDP is designed to enhance participants' leadership competencies through
agsessment, mentoring, planning, and developmental activities. CLDP Program
participants complete an assessment of their leadership competencies and work
with a mentor to develop a personalized plan for leadership development.
Participants will document their goals and developmental activities on an
Individual Leadership Development Plan (ILDP).

Leadership Planning. Leadership development requires a commitment by the
employee to prepare a realistic and focused ILDP, as well as support by
civilian and military superviscrs at all levels to help achieve the Plan
goals. The CLDP will ultimately provide civilian Marines with access to
mentors, access to competitive and non-competitive training, and
developmental opportunities that will provide them increased opportunities
for career growth.

Leadership Development. One of the goals of the CLDP is to improve
leadership skills and competencies of all civilian Marines. Listed below are
the CLDP Framework core competencies:

o Leading Change: Involves the ability to bring about strategic
change, both within and outside the organization, to meet
organizational goals.

¢ Leading People: Involves the ability to lead and inspire a
multi-sector group, not only employees—civilian and military, but
also other government agency personnel at the Federal, state, and
local levels, as well as contractors and grantees, towards
meeting the organization’s vision, mission, and goals.

© Results Driven: Involves the ability to meet organizational
goals and customer expectations.

0 Business Acumen: Involves the ability to manage human,
financial, and information resources strategically.

© Building Coalitions: 1Inveolves the ability to build coalitions
internally and with other Federal agencies, state, and local
governments, nonprofit and private sector organizations, foreign
governments, or international organizations to achieve common
goals.

0 Enterprise-Wide Perspective: Involves a broad point of view of
the DoD misgion and an understanding of individual or
organizational responsibilities in relation to the larger DoD
strategic priorities.

To enroll in the CLDP or for additional information, contact the Employee
Training and Development Specialist at 910-451-4793.

Enclosure (2)
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FY 2026 Guidelines for the Academic Degree Program (ADP)}

The ADP provides financial assistance to Marine Corps Civil Service employees
whose goal is to obtain a college degree.

Eligibility
The ADP is available to all Marine Corps Career Appropriated-Funded Civil

Service employees who choose to participate in the CLDP. Funding for
academic degree completion is authorized only to individuals participating in
planned, systematic, and coordinated professional development programs.

Employees must be active participants in the CLDP before applying for the
ADP.

Continued Service Agreement (CSA)

A CSA must be signed prior to commencement of training period for training of
substantial duration or cost. For academic degree, certificate or authorized
course, length of training period must be based on the number of contact
hours established by the academic institution (The number of academic credit
hours assigned to the course(s) times the number of weeks in a term, times
the number of terms required to complete the course(s), certificate or
degree) . Employee agrees to continued service three times the length of the
training period, if received salary covering the training period. CSA may
begin on the day after all requirements for the degree, certificate, or
course have been met. If employee does not receive salary covering training
period, the CSA must provide for continued service for a period equal to at
least the length of the training but, in no case less than 1 month.

CLDP

The CLDP provides a means for Civilian Marines to develop the critical core
competency skills needed for supervisory, managerial, and executive
positions. The program is designed to enhance participants' leadership
competencies through assessment, wmentoring, planning, and developmental
activities. CLDP is open to career Civilian Marines at all grade levels who
are interested in self-development. Participants will document their goals
and developmental activities on an Individual Leadership Development Plan
(ILDP) . Contact the Employee Training and Development (ET&D) Specialist at
910-451-4793 for additional information on the CLDP.

Degree Programs

The degree program must be in a field related to the applicant's current
position or in one that will help meet his/her career goals within the Marine
Corps. Funding is permitted for any course of post-secondary education that
is offered by a nationally accredited educational institution. Information
about the degree programg offered locally is available at Camp Lejeune Higher
Learning, Building 825. Information is also available online at
https://lejeunenewriver.usmc-mccs.org/marine-family-support/education/higher-
learning. This site will identify the colleges and universities available on
site. You are not limited to these colleges - you may attend any accredited
educational institution. Another site with valuable information to assist
you in your degree completion search is DANTES, https://www.dantes.mil/.

Certifications

In addition to academic degree training, this program can be used to pay for
expenses associated with obtaining professional credentials. Costs
associated with obtaining and renewing professional credentials, licenses,
and certifications may be reimbursed under this program subject to
availability of funds. The professional credential, accreditation, license,
certification, and/or examination must be highly relevant tc the performance
of the employee's cofficial duties.

Enclosure (3}
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ILDP

The academic degree must be included as a developmental goal in your ILDP.

In addition, you should list any college courses that provide training in
CLDP competencies on the ILDP form under the appropriate competency. For
example, if you are taking an English course, you would list the course under
the "Written Communication" competency.

Covered Expenses

Provided funds are available, you will be reimbursed for tuition and book
expenses for the rate approved upon successful completicn cof the course (C or
higher - undergraduate; B or higher - graduate, post-graduate.)

Approval
You will be notified when your application for the ADP is approved. The SF-

182 for each course must be submitted prior to the class start date. You
will not be reimbursed for courses not approved prior to the start date of
the course.

Application Package

1. Application for the Academic Degree Program.

2. Copy of your 2026 ILDP that includes educational goals.

3. Copy of your course curriculum from the college or university.
4. SF-182 for each course to be taken this fiscal year.

5. Continued Service Agreement

For further information and forms on the ADP, please contact the ET&D
Specialist at 910-451-4793.

Reimbursement Instructions

1. Within two weeks after successful completion of the course(s), submit a
completed SF-1164 form to the ET&D Specialist at the Employee Training and
Development Branch for each course individually. Include official grade and
paid tuition and or book receipt{s) with reimbursement request. The
reimbursement request must match the SF-182 funding request.

2. Reimbursement should occur within 30 days after the submission of the

above information. Do not inquire about the receipt of reimbursement until
the full 30 days have elapsed.

Enclosure (3)
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FY 2026 TRAINING LIAISON PROGRAM

Training Liaison Function

Serve as the Point of Contact for training coordination in your
Department.

Maintain general knowledge of training and registration processes.
Register employees for classes approved by their supervisor and submit
registration form to wflc trainings@usmc.mil for enrollment and remind
emplovees to submit registration form.
Remind employees to utilize the Waypoints Learning Management System
for their Individual Development Plans (IDP) to list all training
requests.
Collect all non-Waypoints / non-online training certificates
and verifications from the employees in your Department.
o Monthly - Submit procf of training completion for non-
waypoints / non-online trainings to Work Force Learning
Center (WFLC) each month, thus eliminating direct
submission from each employee to WFLC.
Report any challenges to WFLC for trouble shooting solutions.

Attend quarterly Training Liaisons meetings with WFLC staff as
requested.

Work Force Learning Center

Report to Office of Civilian Human Resources for entry into permanent
employee files.
Provide updates and training announcements to all Training Liaisons.
Announce training and development copportunities.
Host quarterly Training Liaison meetings:

OUp-to-date training info ©Share best practices

oTackle Challenges ¢Questions and Answers
Serve as the Training Support System for all Training Liaisons.

TRAINING LIAISON

NAME:

EMAIL:

DEPARTMENT /
SECTION:
PHONE
NUMBER:
SUPERVISOR
NAME:
SUPERVISOR
EMAIL:
SUPERVISOR
PHONE:
DATE ASSIGN:

Enclosure (4)




Y0

weifoad diysaapeat sannoaxy

weadosd Japea] moN

wefoad Japedr] Fundsy|

mopag 1517 2ylads qor - Qayes pazieads

a'10) weadoad uawdo@aa diysiapex] ust|iay

pouue]d sweidosy digsiopey] (q S

Surues ], (0FF) Awmuoddg jusuwdodwy [eabd-NOA-AdNS-00

uo1uIA3LJ Iouajol soeidfIopm NOJ-00

Hsuodsay spuoliaag :NOQ oY} Ul WawWIFeuUey P10y NOJ-00

Suuter], Yvad ON NOJ-NOJ-00

(- S20Ua43{Lod pIULDd aPNJIUS QLS

Fururea], 2uepuany pue saw ] Lojepuei NOd NOJ-00

SHOLDI0] pub SyIbua] Satup 'aan] Iguuapy,

SpIepUE)S ANINDAG UOHBULOJU]-NC(J-00

SIOUIUI[SsY [QUPmdo[AS( (4 S|

ﬂ: a[qeynvuap] Ajjeuosiag Jutprenzajeg pue SMANUap-NOJ-00

1(Sasuno)) 233{|0) ‘Sururel ], S|[PS qor) Sututed] Jaqi0

Fuiuies ], uonudaald Juswsseley NO(J-00

(A0A) 28ud| ey SSIUIRMY J3QAD-NOT-00

(9A) Suiutes] SOYIF [PNUUY PUB [BIIU] NOT-00

Guiuter] asuodsay uoNUIASL JNESSY [ENXDS ULIAID-NO(J-00

11, SSAUAIEMY [BIIUID) SUOSIS Ul Bunjyyel, Junjequio) NOJ-00

Furtel [ SSIUIIRMY [ [2A9] WSLIOLAL-IUY NOG-00

(UOsIR-uf) uoleIN}NIDY

(uos1od ur) (JA$40) ALndag suoneixdo

(uosiad-u[) uoneusuQ sadopdwrg maN

(uosaad u]) s0uad[[AUUNUNC) SION

sdrg 06 unpm - soadojpdwg maN a0J Suyurea], Alojepuep

(2SaD) Sututed ], uonrWLIOjU] PALFISSE[PU) PAJJoNUo) Alolepuejy

(PopaaN SIIRQY 3 SIS *aBpapmouy)

e

(panunuoo) Fujured], (euriog (2 S

aaeq

Supuresy, euLiog (p S

saanRa{qO uamdopaaq (v S

UOEIUTIR) (|

sasse[d 28|00 puany (q

'M0Jaq 33Dds 2] Ul STDOB 1LID}-JI0YS SO0 JSIT

sjusiuaaINbal Fuiures) [enue 139 (2

(1eax v Wiy ‘2jeipaunuy) sjeos) juswdoppas(q uny uoys v

uoneziuedag ‘€

apels } SILIPE ‘UMISo] JUILIN) T

C1'K ‘w8314 ase) awey safojduug -1

TANNOSHId AJOSINHAINS-NON O (ddD NVId INTIWdOTIATA TVIIAIAIANI 980T Ad

QTkcl

G202 0 € 435

nargdinyd d2KH-LSYIIONW



areq

aImeuslg JosIadng -og

aeq

{feuondo) 2INEUSIS JOJUI ‘48 aye(q

sameuslg saio[dury ‘eg

paraidwior) yuauruissy [euoneioy paimbay )

pannbay /pauuel] Jop WIKUHSSY [CUONLIOY |

pauue[q JuawuSissy [euoneiny v

saxog dprdoaddy yoay)|

(q S Yoo1g Ul 2IIYAA 3IeIPU]) SYIUOY ST X3N] 3] IXaN 3) sulIngg SIIAWUSISSY [UONBI0Y 4

{(3[qUIIDAD LONDLLLOJUT 153G AT}

{@a482p MuapuIv "IBUDYD 182002 ‘UoyO0Ld  6'3)

e

Bupuresy, [puniod (@ 9

aeq

syuaurudissy muswidopPadq (q 9

aap2alqo (e 9

(SI23a X 2AL] IXIN 313 JIA0) S[EOD J9aae)) uny Suo] ‘9

OTPZT ALTTHYD dOW=LEYAIOH




11 5.9940[dwa 3Y1 Yarm 22U31NDUOD SINBITPUT 2INJeUFIS s J0s1akadng

ALVA ANY TUNLVYNDIS dOSIAYA4NS 28

‘w0 sy slep pue usis uosiad Jey) 3aRH  "3UC 2ABY NOA JI JoJusw MoK Ylim J[ INOK SSNosIp NOA 1ey) papusuwLodl s1 1|
ALVA ANV JHNLVYNDIS HOLNIAW "q8

“dd1 SIYI Yim 1nouos nok 1Byl sajedpul 2aneudis oA "wioj sty aep pue usig
HALVA ANV TUNLVYNDIS JIAQTdIWA &8

(pa19jdwos 10 ‘pauueld 1ou ‘pauueid) xoq aeudoidde ayp ya3yD
SHLNOW ZI LXdN JHL DNIMNA SLNIWNDISSY TVNOLLV.LOY "L

‘sieak aAl) 1xau 2y ui Fuwuueld are nok uoneonpa jeutio} Aue apn[ou ‘I[QE|IBAB UONEULIOUL 183 d117)
DNINIVIL TYWHOd 29

* (uawugisse jeuoneiol ‘iejap ‘Juiuien-sso1d “3-a) wawudisse Jo ad L) AJynuap]
SINIWNDIISSV TVINTIIWAOTIATA 99
Fuiuren) |20 10 32U3113dX3 JO UOHBUIGUWIOD & 1O 3UO Aq 13W 9q 01 aJe JeY) $3A1192[q0 |eluswido[aAsp

ayy10ads aq pinoys 3say ], ‘s[eod oK jaaw 0} 12p1o Ul dojaAap 01 paau nok sani[iqe pue s|pys ‘2Fpajmouy g JAug
AALLDATdO &9

“MOU WOY) SIBIA AAL] 10 S[e0B 122182 INOA €IS
(s183 4 2A14 IXIN Y} 13A0) STVOD YIATAVD NNA DNOT "9
-g|qissod J1 sajep pa|npayas apnjouj ‘$3SIN0D

[euoippe ui ad£ pue noA 01 Ajdde jeyy sasse[s paisy| 01 1xX3U X, Uk adA ] 1@k oY1 Jo] pauue|d Surures) (B0} |8 JQUT
DNINIVYL TVIRHOA "PS

-10§ Swikjdde uo Suruuerd are noA swiesSoud diyssepea] Aue AJnuap]

SHWYHYD0Ud dIHSHAAVIAT ¢

*31qissod J1 UOIIEIO| puR SAJEP Pa[NPayds apn|du| "(uawuFisse [euoneios ‘[Ie)ep ‘Suluien-sso1d “3-2) Juawudisse jo adA1 Ajnuap)
SINFWNDISSY TVAININWJOTIATA 98
-Suiures; [ewio) 10 3us113dxa JO UOHIBUIQIOD B JO U0 AQ 15U 3 0] 318 1Yl SIA1I3[QO [RIuswdo[I43p

ayy19ads aq pynoys 3say | -s[eod mok jaew o1 1pio ul dojaAap o1 paau noA sanl[iqe pue ‘sjIys ‘aFpajmouy ay) g
STAILLDANIO MTVLNIWJOTIATA "BS
‘uonisod oK pue nok o1 aif10ads sjeod Jaylo pue

(s)uawaiinbar Suturen Aloyepueit [enUUE 193A,. [20T 241 3pn[dul pjnoys 1] "Jeak auo wynm paurele aq o} s[eod 1ok 1Py
SAVOD TYLINANWLOTIATA NNH LHOHS °S

wawiuedaq 3 uoISIAl( ‘UCNDAS YIO A NOA 1]
NOILVZINVDHO ¢t

-opead pue ‘sauras [euonyednaoo ‘uonised Jo apn Uy

JAVYD ¥ SAIYAS ‘NOILISOd LNIYIND T
uweu ||nj In0K 1T

AWVYN JIAOTdING 1
NVT1d INTWJOTIATA TVAUTIAIANT AHL ONRIVdTUd 04 SNOLLONALSNI

atret

TRECITHYD BOH-LSYITINW




{g) =insoToud

Mo 157] PUPads qof - A1J¥S pazi[ERads

IO
uonesuadmo)) s1IIOM-AdNS-00 & ureaBo4j digs1apea aAunIoxg

Juawfopdurssy pue Juawiojdury S3iALag POULIOJIUN-Ad[15-00 » weaSord sopeaT MmN
juatudo[aaag pue JUIWEBL]-AJNS-00 4 r Juauiiojduiasy pue juswiopdury 2aleg PAULOJTU]-Ad(15-00 weadorq apea] Surndsy|

s1ostaradng NOQ 10) Sulurel], YIoMsPL-AdNS-00 «

syure(dwo)) 18moiqapisim 03 Sutpuodsay sloslRdng-AdNS-00

a10) wesdoiq wswdojassq diysiapes] URIALY

Sureduo)) JamolqaRsIm 01 Jurpucdsay SI0SIAIBANG-AJ(IS-00 «

Wkl SuH-AJNS-00

pounE]g sueidosy dmsiapea] (4 S

SpIeMY PUE SeARUS0U] UOLIUB00TY-Ad[1S-00 +

Fuiurea], (OFF) Awunpoddg juswiojdwig renby-NOT-AdNS-00

sasey juswaeue VURULIONSd-AJ[15-00

{dvaD) weiforg sueysissy safojdury UBAID-AJNS-0C

S199EUely SULIY 10) Siseq se|dbuLLf WRNSAS ISW-AINS-00 «

UoUURAIL] 32U3[OTA FR[dHIOM NOT-00

suone[ay IHET-AdN5-00 »

Jisucdsay 5,2u0413AT (NO 9y} Ut JuRwRdeuRy SP103dY NO(J-00

1SR BULIH-AdNS-00 ,

Suurely, Yvad ON NOA-NOQ-00

(52ouaJajucy pautin}d apnjou] 3}qissoa ji

Suturea [, (OFH) Anunuoddg yusmiopdurg [enbd-NOJ-AdNS 00 «

Furure1] souepuany pue swi] L10yepue NOJ NOd-00

SUORDI0] PUD 'Syjbua] 'SaI0p Guapy

s10staladng 10) soe[dIOM 991 J-INIA-AJ[1S-0C »

Spiepue]§ LLNISG UONEULIOJU]-NO(J-00

SNBSSy [WIuamdoRAdd (4 S

Suuojuajy pue ‘Sunasunoy) “BUUIEC)-AJNS-00 4

yu] a|qeynusp] A[euosiad Surprendazeg pue SulAJuuspl-NOd-00

SDUBMLICMS] 1004 SUISSAIPPY-AJNS-00 4

Fururel], UONUSA31] JUBWSSEIEL NOQ-00

iIoA € AdoAs ((A[UC SUT[UO SJUIOAARAA) VB 30JN05aY USInH

{Q0Q) 23us([ey)) SseURleMy 13qA)-NOJ-00

(9A) Fuyurea, SIYYF [ENUUY PUE [ENIU] NOG-00

Fuwirel], 2suodsay UONUIAAL] HNBSSY [ENXAS UIIAL)-NO(J-00

1], SSAURIEMY [2ISUSD) SuosIagd uf Funjpyres], Sumequio) NOJ-00

SUIUIELL SSoUAIEMY T [9A] WSLIOLI]-Quy NOJ-00

(uosIaf-u[) UOHEININIIY

(uosiad uy) (DFSA0) Lumosg suonesadp

(u0sI94-u[) uonejuaL(y sadodug maN

(uos1ag uy) ouadifEEAUNC) SION

ske(q 06 unpw - soafojdury maN 10§ Suruiel], AIcIepUel]

(25a0) Suturel], voneuLIOju] PAYISSE[U[) PIIONUC) AI0IEPUEY

(PapaaN sauIqy 3§ SiBIS ‘2bpapmousy)

aNed (penunuoo) Juyares] [euLod (2 § areq Suyureay, (euLIog (P S saAR23fqO uandolaas( (v S
sassefo 9da(j00 puanyv (q

*mojaq 20Dds 3y} Ul STDOD UiLaJ-RIOYS 43110 ISTT sjuawasinbal Bumien enuue 133 (2

(Aea X B Unji M ‘alerpawiul]) s[eos) yuswdoeaa( uny Loys ¥

uonezmuedip ‘€ IPRID X} SILIIE ‘UORISOJ JUILIT) T (T 1554 J5e]) surey sakojduwry 't

TANNOSHId AHOSIAITINS 0L (dAI) NVId INTWIOTIAAA TVAAIAIANI 9502 Ad

pIvZT TRACTINYD SOW-LSYAIIN



(9} @insoTaug

£

aned 2amEeusig Josiagadng 98 2qeq (reuondo) AMBUBIS JOJUI "q8 areq 2INBUSLS 2A0[dury ‘eg
patarduser) yuawuIssy [euonEIoy paainbay o
paxmbay/pauueld 16N juswusissy reuoneioy g
pauuelq yuawnBissy [euoneioy v
saxog ajpnidosddy 3oayD)
(q 5 5P0[d U1 191/M M1EIIPU]) SGUOIA <1 IXON 9l PON R SULM( SIUIUIUSISSY [FUORTTH -
(3]quPDAD UOUDULIOfiL 1534 3310} (a9ub2p atuapoap ‘AHUDYD 131D ‘uonowoad 53}
aneq Fuyuyesy peuriog (@ J aAuq muamudissy myuemdopaa(q (4 9 2a09fqO (¥ of

(saea} 2AL] IXIN IV} J9A0) S[RGD) JIITE]) UNY Suoy 9

OTFZT ECITHYD EIW-ISVAIOW



{9) =2ansoTould 3

ddl s,39K0]dwd Y3 PIM 30UILINOUOD s31E01pUL 2Imyeus1s s Josiazadng

FLVA ANV TANLVYNDIS HOSIAYALAS 8

"uLI0} S} 2jep pue udis uosiad 1e) SARH 'SU0 SAEY NOA J1 I0JUIW mok ypm ggi MnoA ssnosip nok 1eq) POPUSILIODAN S1 3]
FLVA ANV TANLVNDIS HOLNIW a8

QT S YA OU0D NOK Je) sajedtpul amyeuSis o "ULIOJ Sy} 3)EP pue ugig
ALVA ANV TANLVNOIS JAA0TdNA eg

(paropdutod 1o ‘pauueyd jou ‘pauueld) xoq aendosdde sy q234D
SHINOW ZI LXAN JHL ONIING SINTANDISSY TVNOLLVLIOY L

-s1eak oAl 1xou a1y ut Sutuued are no£ uoweonps [ewiso} Aue apujou] "a|qe|ieat UOIEULIOJUT 1534 91D
ONINIVHL TVIARIOA 9

+ -(uowuBisse [euonelol ‘IeIep ‘Fuiuier)-sso1d '5'9) juouwuBisse Jo ad Aynuspy
SLNAANOISSV TVINANJIOTIAAA "49
Suuiel |euuo} 10 25uauadxXa JO UOHEUIQWIOD B 10 U0 Aq 19w 3q 0} 212 18U saA1392{qO [21udwdo[aAP

asip19ads 2q pinoys S "s]e08 MoK 193ul 0} 13pI0 UL dojaaap 01 paau nok sanI[Iqe pue ‘s[IIs ‘a3pamouny| Y Iy
HALLDALAO "®9

-MOU WO SIe3K 2AIJ 10§ S[€0T Ja3Ied mo£ 3je15
(savax 214 JXON ) 9A0) STVOD AT VD NNA ONO'1 9
jqissod J1 $3)ep PINPaYdS pNIOU] *§95IN0D

reuomppe ut 2d4y pue no& 0y Ajdde yey sasse|d paisi| 01 1Xdu X, Ue adA] -1eak ayy 10] pouuejd Fuiuren JeuLo] |[€ 1JUH
ONINIVIL TVIAHOA PS

10 Surkjdde uo Supuuejd sre noA sureaZoxd diysiopea] Aue AJuusp]

SINVHOO0Ud JIHSHAAVIT 25

-a1qissod J1 UONEIO] pue SAYEP PANPIYIS apnpou] "(quawugisse [euoleol ‘[e1op ‘Buuen-sso1d ‘3-2) yuowruSisse jo adA AJnusp]
SINAANDISSV TVINTWIOTIAAA qs
‘Suuren [BuLI0) 10 F3UILIAIXS JO UOTBUIGUICD © 10 3uc Aq 19w 2q 03 1B Jey) saAnd3(qo [eyuswdojaAap

a1y199ds oq pINoOYs 8L "s[203 INOK 199U 0} 13pIo Ul doyaAsp 01 paau noA sapi[Iqe pue ‘s[[ufs ‘a3pajmow] ayj 1y
STALLDACEO TVINANWJOTIAAA "85
-uonisod MoA pue noA o} orj10ads sjeos Jaypo pue

(syusurannbai Suiuren Kiojepueul [EnUUE 133N, 1208 2y apnjoul pjNOYS SIUL ‘JR2A SUO UM Paule)e 34 o) s[eo8 moA 1auyg
STVOD TVINIANJOTIATA NOIA LHOHS ¢

jusunreda] 29 UOISIAL( ‘UOLIAE HIOM mok g
NOLLVZINVOUO 't

-gpes8 pue ‘souas [euonednooo ‘uonised jo apu 1y

AAVED ¥ SANAS ‘NOLLISOd LNTWAND T
ouIeu |0y JNOA I

AINVN JZA0OTdNA 1

NV1d INAWJOTIATA TYAAIAIANE FHL ONIIVJITId 304 SNOLLONALSNI

0TP2zT TNACATWYD SDR-LSYIION



