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REIMBURSEMENT AGREEMENT
FOR
TUITION ASSISTANCE PROGRAM
CAMP LEJEUNE, NC

I, , agree to reimburse the
government the full amount paid for the training requested on the
approved SF182 if I do not complete the training as agreed in my
funding request.

If T do complete the training, I agree to provide the Employee Training
and Professional Development Branch a copy of the certificate or grade
within two weeks of the completion date.

Signature Date

Attachment (A)
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FY 2022 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 Civilian Leadership
Develop (MCCLD) Program. 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 MCCLD Program before applying for the ADP.

Continued Service Agreement (CSA)

A CSA, page 5 of approved SF-182, 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.

MCCLD Program

The MCCLD Program 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, mentoring, planning, and
developmental activities. MCCLD Program 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
Professional Development Specialist at 910-451-4793 for additional
information on the MCCLD Program.

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 programs offered locally is available at the Lifelong
Learning Center, Building 825. Information is also available online at
http://www.mccslejeune.com/edu. 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, http://www.dantes.doded.mil/.
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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 to the performance
of the employee's official duties.

Individual Leadership Development Plan (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
MCCLD Program 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 completion of 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 2022 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.

Forms are available on the Civilian Training SharePoint site at:
https://eis.usmc.mil/sites/mciegl/CIVILIANS20HUMANS20RESOURCES200FFICE/EmpDe
vBranch/Pages/default.aspx. For further information on the ADP, please

contact the Employee Training and Professional Development (ETPD) 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&PDS at the Employee Training and
Professional 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.

2 Enclosure (4)
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FY 2022 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 lejeune wflc@usmc.mil for enrollment and remind
employees to submit registration form.

Remind employees to utilize the Total Workforce Management System
(TWMS) for their Individual Development Plans (IDP) to list all
training requests. If no computer access, the hard copy IDPs are still

available.
Collect all training certifications and verifications from the
employees in your Department.

o Monthly - Submit proof of training completion to Work Force
Learning Center (WFLC) each month, thus eliminating direct
submission from each employee to WFLC.

Track all training completions from the employees in your Department.

o Maintain copies for your own records and audits

Report any challenges to WFLC for trouble shooting solutions.
Attend quarterly meetings with WFLC staff as requested.

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 opportunities.
Host quarterly Training Liaison meetings:

OUp-to-date training info ©Share best practices

©Tackle Challenges O9Questions 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 (5)



mailto:lejeune_wflc@usmc.mil

MCIEAST-MCB CAMLEJB 12410

8 Sep 2021

FY 2022 INDIVIDUAL DEVELOPMENT PLAN (IDP) FOR NON-SUPERVISORY PERSONNEL

1. Employee Name (Last, First, M. I.)

2. Current Position, Series & Grade

3. Organization

4. Short Run Developmental Goals (Immediate, Within a Year)

a) Meet annual training requirements

List other short-term goals in the space below:

b) Attend college classes

c) Certification

5 a) Developmental Objectives 5d) Formal Training Date Completed [5d. Formal Training (continued) Cor?g:gted
(Knowledge, Skills & Abilities Needed) Antiterrorism Awareness
Combating Trafficking in Persons-due 30 Sep
Counterintelligence Awareness
Cyber Awareness Challenge-due 31 Aug
USMC Environmental Awareness for Commanders Mandatory Training for New Employees--90 Days
DON EEO Acculturation
No Fear Act Ethics
DON SECDEF Directed OPSEC and Unauthorized Disclosure Training New Employee Orientation
5 b) Developmental Assignments Prevention of Sexual Harassment (POSH)
(Identify type, dates, lengths, and locations Privacy Act/Pll-due 30 June
if possible. Include planned conferences.) Records Management Other Training (Job Skills Training, College Courses)
Safety Training - General
Sexual Assault Prevention & Response (SAPR)
Violence Prevention (VP) Awareness
Whistleblower Reprisal
5 c¢) Leadership Programs Planned Compentecy Training- Minimum One Elective Specialized Safety - Job Specific: List Below
Civilian Leadership Development Progran (CLDP)
Aspiring Leader Program
New Leader Program
Executive Leadership Program
Other:
1 Enclosure (6)




6. Long Run Career Goals (over the Next Five Years)
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6 a) Objective

8 Sep 2021
6 b) Developmental Assignments
(e.g. promation, career change, academic degree)

(Cite best information available)

6 c) Formal Training

7. Rotational Assignments During the Next 12 Months
Check Appropriate Boxes

A. Rotational Assignment Planned

(Indicate Where in Block 5 b)

B. Rotational Assignment Not Planned/Required

C. Required Rotational Assignment Completed

8a. Employee Signature

Date

8b. Mentor Signature (optional)

Date

8c. Supervisor Signature

Date

Enclosure (6)
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INSTRUCTIONS FOR PREPARING THE INDIVIDUAL DEVELOPMENT PLAN

1. EMPLOYEE NAME

Enter your full name
2. CURRENT POSITION, SERIES & GRADE

Enter title of position, occupational series, and grade.
3. SSN

Enter the last four digits of your social security number.
4. ORGANIZATION

Enter your Work Section, Division & Department
5. SHORT RUN DEVELOPMENTAL GOALS

Enter your goals to be attained within one year. This should include the goal “Meet annual mandatory training requirements) and other goals specific to
you and your position.
5a. DEVELOPMENTAL OBJECTIVES

Enter the knowledge, skills, and abilities you need to develop in order to meet your goals. These should be specific developmental objectives that are to be
met by one or a combination of experience or formal training.
5b. DEVELOPMENTAL ASSIGNMENTS

Identify type of assignment (e.g. cross-training, detail, rotational assignment). Include scheduled dates and location if possible.
5c. LEADERSHIP PROGRAMS

Identify any leadership programs you are planning on applying for.
5d. FORMAL TRAINING

Enter all formal training planned for the year. Type an “X” next to listed classes that apply to you and type in additional courses. Include scheduled dates
if possible.
6. LONG RUN CAREER GOALS (Over the Next Five Years)

State your career goals for five years from now.
6a. OBJECTIVE

Fnter the knnowledne <kills and ahilities vni1 need tn develon in arder to meet voiir anals  These chaiild he cnecific  develnnmental nhiectives that are tn
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FY 2022 INDIVIDUAL DEVELOPMENT PLAN (IDP) FOR SUPERVISORY PERSONNEL

1. Employee Name (Last, First, M. I.)

2. Current Position, Series & Grade

3. Organization

4. Short Run Developmental Goals (Immediate,

Within a Year)

a) Meet annual training requirements

List other short-term goals in the space below:

b) Attend college classes

c) Certification

5 a) Developmental Objectives

5d) Formal Training

Date
Completed

5d. Formal Training (continued)

Completed

Date

(Knowledge, Skills & Abilities Needed)

Mandatory Training for Supervisory Personnel

Human Resource Mgmt (TWMS online only): every 3 years

No Fear Act

* Addressing Poor Performance

DON SECDEF Directed OPSEC and Unauthorized Disclosure Training

* Coaching, Counseling, Mentoring

Prevention of Sexual Harassment (POSH)

* Critical Transition to Supervision

Privacy Act/Pll-due 30 June--90 Days

* DON CEAP

Records Management

* DON EEOQO Training

Responding to Employees Alleging Violations of Whistleblower

* DON Training and Development

Safety Training - Supervisory

* DON USERRA

Sexual Assault Prevention & Response (SAPR)

* Drug Free Workplace for Supervisors

Workplace Violence Prevention

* Fair Labor Standards Act for Managers and Supervisors

* Labor Relations

* Merit System Principles Basics

Specialized Safety - Job Specific: List Below

* NAVWAR Veterans Employment

5 b) Developmental Assighments

* NIWC PAC Supervisor Safety Training

Mandatory Training for New Employees-within the first 90 days

(Identify type, dates, lengths, and locations

* Performance Management Phases

Acculturation

if possible. Include planned conferences.)

* Recoghnition Incentives and Awards

Ethics

* SPF Occupational Safety and Health Training for Supervisors

New Employee Orientation

* Supervisors Responding to Whistleblower Complaints

* Telework Training for Supervisors

Minimum One Elective in Supervisory Skills

* Workers Compensation

5 ¢) Leadership Programs Planned

Antiterrorism Awareness

Other Training (Job Skills Training, College Courses)

Civilian Leadership Development Progran (CLDP)

Combating Trafficking in Persons-due 30 Sep

Aspiring Leader Program

Counterintelligence Awareness

Mandatory Training for New Supervisors

New Leader Program

Cyber Awareness Challenge-due 31 Aug

HR Mgmt for Supervisors-within first 90 days

Executive Leadership Program

USMC Environmental Awareness for Cmdrs

Communication Skills

Other:

DON EEO Training

Basic Management Training

Enclosure
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6. Long Run Career Goals (over the Next Five Years)
6 a) Objective
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6 b) Developmental Assignments
(e.g. promation, career change, academic degree)

(Cite best information available)

6 c) Formal Training

(Cite best Information available)

Check Appropriate Boxes

7. Rotational Assighments During the Next 12 Months (Indicate Where in Block 5 b)
A. Rotational Assignment Planned

B. Rotational Assignment Not Planned/Required

C. Required Rotational Assignment Completed

8a. Employee Signature

Date

8b. Mentor Signature (optional)

Date

8c. Supervisor Signature

Date
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INSTRUCTIONS FOR PREPARING THE INDIVIDUAL DEVELOPMENT PLAN
1. EMPLOYEE NAME
Enter your full name
2. CURRENT POSITION, SERIES & GRADE
Enter title of position, occupational series, and grade.
3. SSN
Enter the last four digits of your social security number.
4. ORGANIZATION
Enter your Work Section, Division & Department
5. SHORT RUN DEVELOPMENTAL GOALS
Enter your goals to be attained within one year. This should include the goal “Meet annual mandatory training requirements) and other goals specific to you and your position.
5a. DEVELOPMENTAL OBJECTIVES
Enter the knowledge, skills, and abilities you need to develop in order to meet your goals. These should be specific developmental objectives that are to be met by one or a combination of experience or
formal training.
5b. DEVELOPMENTAL ASSIGNMENTS
Identify type of assignment (e.g. cross-training, detail, rotational assignment). Include scheduled dates and location if possible.
5c. LEADERSHIP PROGRAMS
Identify any leadership programs you are planning on applying for.
5d. FORMAL TRAINING
Enter all formal training planned for the year. Type an “X” next to listed classes that apply to you and type in additional courses. Include scheduled dates if possible.
6. LONG RUN CAREER GOALS (Over the Next Five Years)
State your career goals for five years from now.
6a. OBJECTIVE
Enter the knowledge, skills, and abilities you need to develop in order to meet your goals. These should be specific developmental objectives that are to be met by one or a combination of experience or
formal training
6b. DEVELOPMENTAL ASSIGNMENTS
Identify type of assignment (e.g. cross-training, detail, rotational assignment). .
6c. FORMAL TRAINING
Cite best information available. Include any formal education you are planning in the next five years.
7. ROTATIONAL ASSIGNMENTS DURING THE NEXT 12 MONTHS
Check the appropriate box (planned, not planned, or completed)
8a. EMPLOYEE SIGNATURE AND DATE
Sign and date this form. Your signature indicates that you concur with this IDP.
8b. MENTOR SIGNATURE AND DATE
It is recommended that you discuss your IDP with your mentor if you have one. Have that person sign and date this form.
8c. SUPERVISOR SIGNATURE AND DATE
Supervisor’s signature indicates concurrence with the employee’s IDP
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