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OHCM - Talent Cultivation Office
Commonly Omitted Fields on the SF-182 Training Request 
Job Aid


This job aid provides supervisors and AOs with a quick reference guide on how to avoid commonly omitted information when reviewing and approving SF-182s. Please be advised that ALL fields of the SF-182 are required; for detailed instructions on how to complete the SF-182 in SATERN please visit https://saterninfo.nasa.gov/guides_aids.html. As a reminder, all training is to be submitted to OHCM for approval prior to registration and payment, regardless of funding source.  SF-182 training requests are to be submitted to OHCM at least 30 days prior to the registration deadline.  
	Field
	
	Instruction

	B.1.a.
	Name and Mailing Address of Training Vendor
	Ensure that the learner has provided the vendor’s name, address and fax number.  Spell out any acronyms.

	B.2.a.
	Course Title
	Course Title:  Enter the exact title from the vendor website or materials. Spell out acronyms. (Note: If this is a conference, the title must be prefixed with “CONF,” followed by the official NCTS conference number and title from the NASA Conference Tracking System, found at http://ncts.nasa.gov.)

	B.18.
	Course Objectives and Justification
	Course Objectives: Ensure the learner has indicated the objectives of the course or conference. 
Example: By attending the Science and Technology Policy Issues Conference the attendee will understand how the White House guides science policy and how science policy makes its way through Congress - Gain new perspectives on how government agencies handle technological innovation - Develop skills to effectively communicate technical information to diverse audiences.
Course Justification: Ensure the learner has explained how the course or conference is specifically related to his or her job and the strategic objectives of the organization.
Example: As the Assistant Chief for Technology of the Instrument Systems and Technology Division (ISTD) I serve as a leader for technology development for space and earth science instruments. By taking the Science and Technology Policy Issues Conference I will strengthen my knowledge of how science and technology are funded. These skills will benefit the ISTD by giving me more insight into the issues associated with technology funding and help me to plan future efforts for the NASA Goddard’s ISTD organization.

	C.1.
	Direct Cost and Appropriation/ Fund Chargeable
	Verify the course cost through vendor’s website.   

	C.6.
	User Comments
	 Ensure that the following information is included:

· Direct link to vendor’s website

· Learner’s login information for registration (if applicable)

· Registration deadline and early bird deadline
· Payment instructions 

· For academic courses:  
· AIMS Program Name
· Indicate tuition and itemize individual fees
· Books reimbursed through GSFC AIMS Program


If you have any additional questions or concerns please contact the Talent Cultivation Office at 301-286-5400
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