APPENDIX A
Guidance on Preparing DD Form 1556
(Request, Authorization, Agreement, Certification of Training
and Reimbursement)

A DD Form 1556 must be prepared for each civilian employee who is selected to attend an Executive Development Program (EDP) course.  All fields on the DD Form 1556 must be completed unless otherwise noted below.  The DLA Training Center (DTC) manages and administers the DLA EDP, and will process the form to its completion for individuals selected to attend an EDP course.
	Item 6 (Home Address)
	Many schools in the EDP Catalog ship pre-course work to participants via FedEx, UPS, etc.  Unless you want materials shipped to your work address, please include your home address.  



	Item 7 (Phone Numbers)
	Commercial work telephone and fax numbers are required



	Item 17 (Course Title)
	Please use the course title as it appears in the EDP Catalog



	Item l8 (Training Objectives)
	Be as specific and objective-oriented as possible. Training objectives should be framed with post-program/course evaluation in mind.


	Item 25 (Direct Costs)
	Leave blank. This item will be completed by the DLA Training Center (DTC).



	Item 27 (Accounting Classification)
	Leave blank. This item will be completed by the DLA Training Center (DTC).


	Item 28 (Labor Costs)
	Leave blank


	Item 29 (Signature of Fiscal Officer)
	Leave blank


	Item 30 (Total of Direct & Indirect Costs)
	Leave blank


	Item 31 (Job Order No.)
	Leave blank


	Item 32 (Supervisor)
	Signature required



	Item 33 (Training Officer)
	For item 33a, type: Osborne, Debbie
For item 33b, type: (703) 767-8108
Item 33c: Acting Director, DLA Training Center


	Item 34 (Authorizing Official)
	Signature required



	Item 35 (Course Acceptance)
	Leave blank



	Item 36 (Course Completion)
	Leave blank



	Item 37 (Billing Instructions)
	Type: Defense Logistics Agency
8725 John J. Kingman Road, Stop 6231
ATTN: Ms. Patricia Proctor (DTC)
Ft Belvoir, VA 22060-6221



	Item 38 (Certifying Government Official)
	Leave blank



	Work Email Address 
	An email address is required.  If your version of Form Flow does not have a section for an email address, please include it somewhere on the form.


