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                                                 31 January 2006
MEMORANDUM FOR ALL STATE CIVIL SERVICE AND STATE ACTIVE DUTY EMPLOYEES

SUBJECT:  State Personnel Programs Policy Memorandum # 2006-01

      State Training Request Policy
1.  It is the goal of the Office of State Personnel to carry out its training responsibilities effectively and economically.  This memorandum states acceptable reasons for use of state training, determining if a Training Request (OTAG 900-34) is required, and important information to include with each Training Request.
2.  The following categories are acceptable in determining why state training is needed:

a. Job Required Training

b. Job Related Training

c. Upward Mobility Training

d. Career Related Training

3.  If there is a cost that the employee/organization expects to be paid by the Military Department, or the employee/organization expects the training to be on record for the individual's personnel file, then a training request form and supporting document(s) are required:
a. Training requests may only be submitted for State Active Duty or State Civil Service employees.

b. A completed training request is submitted for every individual requesting to attend a course.
c. Supporting documentation will include a vendor published flyer/catalog page that states the course name, a brief description, the beginning and ending dates of the training, the class cost, the “make check payable to” name, the “mail to” address, and the vendor name and phone number.

d. Training requests and supporting documentation must be submitted a minimum of 10 days prior to the start of the course in order to ensure timely payment.

4.  Blank Training Requests may be obtained from the CAJS-DA Web Site at: http://www.calguard.ca.gov/cada/rm/Forms/OTAGForm900-34.pdf
5.  It is acceptable to use the following methods of Training Request packet delivery:

a. Hard copy by mail: Office of The Adjutant General, Directorate of State Personnel Programs, ATTN:  CAJS-SP, #27, P.O. Box 269101, Sacramento, CA 95826-9101
b. Hard copy by walk-in: JFHQ Building, 9800 Goethe Road, Sacramento CA 95826, Room 205

c. Fax: (916)854-3647

d. PDF.: Ray.Ehteshamzadeh@us.army.mil 
6.  For additional information, please contact our Training Officer, SGT Ray Ehteshamzadeh at (916) 854-3310 or Staff Services Manager Ms. Patti Ivashin at (916)854-3683. This Policy Memorandum is also published at our website www.calguard.ca.gov/casp/jobs/sad/ .
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