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NSTC INSTRUCTION 12410.1A 
 
From:  Commander, Naval Service Training Command 
 
Subj:  NAVAL SERVICE TRAINING COMMAND STAFF DEVELOPMENT PROGRAM 
 
Ref:   (a) OPM Training Policy Handbook, May 07 
       (b) NETCINST 12410.1 
       (c) Memorandum for Secretaries of the Military  
           Departments, Subject: Documenting and Reporting  
           Civilian Training Requirements, October 29, 2007 
       (d) NAVPERS 15878K 
       (e) OPNAVINST 1040.11c 
 
Encl:  (1) Naval Station Training Command Staff Development  
           Manual 
       (2) NSTC IDB CDB Meeting Minutes 
       (3) Civilian Individual Development Plan (IDP) 
       (4) Military Enlisted Individual Development Plan (ICDP) 
       (5) Authorization, Agreement and Certification of  
           Training (SF 182) 
       (6) Claim for Reimbursement for Expenditures on Official  
           Business (SF 1164) 
       (7) Special Request/Authorization (Navpers 1336/3) 
       (8) NSTC Enlisted Monthly Training Report 
 
1.  Purpose.  To publish the Naval Service Training Command 
(NSTC) policy and procedures governing training and development 
of NSTC civilian and military staff members in accordance with 
(IAW) references (a) through (e). 
 
2.  Cancellation.  CNSTCINST 12410.1. 
 
3.  Background.  Training and career development are considered 
vital to recruiting and retaining a professional workforce.  The 
command supports training and self-development efforts to ensure 
that staff members become and remain knowledgeable, productive, 
and well-rounded individuals.  This support includes financial 
support for training and self-development efforts within the 
limitations imposed by this instruction and applicable law and 
regulations.  Enclosure (1) provides policy and guidelines for 
the Command Staff Development Program. 
 

http://www.opm.gov/hrd/lead/pubs/handbook/Training_policy_hndbk07.pdf
https://www.netc.navy.mil/netc/directives/instructions/doc/doc15842.PDF
http://www.dma.ky.gov/NR/rdonlyres/8C038EAF-D590-4B53-B107-C7DD99CDCBC7/0/SF_182_Transition_Document.pdf
http://www.dma.ky.gov/NR/rdonlyres/8C038EAF-D590-4B53-B107-C7DD99CDCBC7/0/SF_182_Transition_Document.pdf
http://www.dma.ky.gov/NR/rdonlyres/8C038EAF-D590-4B53-B107-C7DD99CDCBC7/0/SF_182_Transition_Document.pdf
http://www.npc.navy.mil/NR/rdonlyres/AFDB6E27-5685-47FB-B29F-AE1916F49546/0/NAVPERS15878K41309.pdf
http://www1.netc.navy.mil/NSTC/NSTC_Directives/docs/Enclosure%20(3).pdf
http://www.opm.gov/forms/pdf_fill/SF182.pdf
http://www.opm.gov/forms/pdf_fill/SF182.pdf
http://www.gsa.gov/Portal/gsa/ep/formslibrary.do?viewType=DETAIL&formId=4366F7D7DC67B9AC85256A720047DB33
http://www.gsa.gov/Portal/gsa/ep/formslibrary.do?viewType=DETAIL&formId=4366F7D7DC67B9AC85256A720047DB33
http://www.npc.navy.mil/NR/rdonlyres/A5D5C364-112A-4195-B39B-FE7C30D3007C/0/NAVPERS13363.pdf
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4.  General Guidance.  The following general guidance is 
provided to assist supervisors and staff members to consistently 
implement and follow career development policies and procedures 
within the NSTC staff. 
 
    a.  It is incumbent upon the command to ensure all 
necessary, required training and career development support is 
provided for all staff members. 
 
    b.  Training that provides staff development is strongly 
encouraged throughout the command.  Staff members should be able 
to request training until funding is no longer available.  
Career Development Boards (CDB) will be used to build career 
plans and identify training and career goals.  Individual 
Development Plans (IDPs) will be used for civilian employees and 
Individual Career Development Plans (ICDPs) will be used for 
military personnel as guidance for career goal setting, and 
training and education requirements. 
 
    c.  This is a complete revision and should be read in its 
entirety. 
 
 
 
 C. S. SHARPE 
  
Distribution:  (NSTCINST 5216.1B) 
List 1 
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CHAPTER 1 - INTRODUCTION 
 
1.  Purpose.  The purpose of training, education, and self-
development is to provide a competent, efficient, and 
professional workforce equipped to accomplish the mission and 
goals of this Command and the Navy.  The NSTC Staff Development 
Program provides a means for leadership to better understand the 
career development goals of their workforce, both civilian and 
military.  Specific goals of NSTCs training program are to: 
 
    a.  Achieve and maintain a high level of proficiency and 
performance by all staff members; 
 
    b.  Promote professionalism within the command by 
encouraging staff members’ efforts for self-development and 
maximum work satisfaction; 
 
    c.  Increase individual staff member’s knowledge and 
experience to achieve a sound competitive position for potential 
advancement; 
 
    d.  Encourage a climate of cooperative effort between the 
staff member and the command in achieving the goals for self-
development. 
 
2.  Policy. 
 
    a.  The policy set forth in this manual will apply to all 
NSTC military and civilian staff. 
 
    b.  The NSTC Educational Program Specialist, N317D, shall 
provide oversight and management of the NSTC NCode and activity 
Staff Development Programs.  Each Department/NCode head shall 
appoint a training representative to manage their respective 
staff development program. 
 
    c.  All staff members shall be given fair and equitable 
consideration for career development opportunities without 
regard to race, ethnicity, religion, national origin, gender, 
age, non-disqualifying handicapped condition, or any other 
related factor. 
 

 3 Enclosure (1) 
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CHAPTER 2 – CAREER DEVELOPMENT BOARD 
 
1.  Purpose.  CDBs provide staff members the opportunity for 
optimal development of their professional skills.  These skills 
enhance productivity, readiness, individual upward mobility and 
job satisfaction.  The CDB ensures staff members are furnished 
with guidance that leads to optimal career development and 
provides a forum which facilitates effective communication 
processes.  The CDB enables staff members and supervisors to 
develop and shape goals that enhance the objectives of the 
employee and the organization. 
 
2.  CDB Periodicity.  Each staff member will have a CDB upon 
reporting (within 30 days for military and 90 days for 
civilians) and annually thereafter according to the following 
schedule.  Department/NCode Heads shall be prepared to out brief 
the Chief of Staff (CoS) and the Commander, NSTC during the 
second week of the month following the scheduled CDB month.  
Military CDBs shall be documented in the Career Information 
Management System (CIMS).  Military CDBs shall be conducted IAW 
reference (d). 
 
    OCTOBER  Executive Department 
    Flag Protocol 
    Flag Administration 
 
    NOVEMBER  N8  
 
    JANUARY  OG/IG/PAO 
 
    FEBRUARY  N3/5/7 
 
    MARCH   CD  
 
    APRIL   N9/N1  
 
    MAY   OD 
 
    JUNE   N4/N6  
 
3.  Board Composition. 
 
    a.  Boards held for civilians should include the employee’s 
immediate supervisor, Department/NCode Head, and N317D when 
possible.  The Department/Ncode training representative is a 
board member for recording purposes. 
 

 4 Enclosure (1) 
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    b.  Boards for military Officers will be conducted by the 
CoS and Department/NCode Head if that individual is an active or 
retired military Officer. 
 
    c.  Board composition for military enlisted is contained in 
reference (d). 
 
4.  Topics of Discussion.  Required discussion topics are 
contained in reference (d).  Topics discussed at CDBs should 
include, but are not limited to: 
 
    a.  Civilian Career Development Boards 
 
        1.  Training requirements 
        2.  Training completed 
        3.  Training desired 
        4.  Short and long term career goals 
        5.  Development or update of IDP 
 
    b.  Military Officer Career Development Boards 
 
        1.  Training requirements 
        2.  Training completed 
        3.  Command duty requirements and qualifications 
        4.  Short and long term career goals 
        5.  Duty assignment desires 
        6.  Education goals and opportunities 
 
    c.  Military enlisted CDBs 
 
5.  Documentation.  All IDBs/CDBs will be documented using 
Enclosure 2, NSTC IDB/CDB Meeting Minutes template.  All 
enlisted CDBs shall be documented in the CIMS.  The IDB/CDB 
Meeting Minutes template. 
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CHAPTER 3 – IDP/ICDP GUIDELINES 
 
1.  Preparation and Review Timeliness.  All NSTC Military 
Enlisted and Civilian staff members will have a completed IDP or 
ICDP on file. These will be developed by a CDB.  IDPs/ICDPs will 
be reviewed and updated annually per the schedule set forth in 
this instruction.  Assistance with the writing of the IDPs/ICDPs 
may be obtained from N317D or the Command Career Counselor 
(CCC).  Military ICDP will be generated by CIMS. 
 
2.  IDP/ICDP Forms.  The civilian IDP (Enclosure 3) 
http://www1.netc.navy.mil/NSTC/NSTC_Directives/docs/Enclosure%20(3).pdf and 
Military Enlisted (Enclosure) 4 forms are included with this 
instruction. 
 
3.  Preparation of the IDP/ICDP.  The appropriate form shall be 
used to document a staff member’s career development and 
training plan.  During the member’s CDB, the supervisor and the 
member should mutually determine the member’s training needs, 
objectives and career goals.  Training must be requested in 
accordance with current directives. 
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CHAPTER 4 – TRAINING 
 
1.  Purpose.  Training is considered one of the most important 
aspects of recruiting and retaining a professional workforce.  
Training ensures staff members become and remain knowledgeable, 
productive and well-rounded individuals. 
 
2.  Assignment of Military Personnel to Training.  Assignment of 
military personnel to training shall be requested via the 
appropriate chain of command and documented via the NSTC 
Training Petty Officer.  Funding limitations, in addition to 
operational necessity, may preclude the assignment for training. 
 
3.  Assignment of Civilian Personnel to Training.   

 
    a.  Assignment of civilian employees to training will be 
based on the following priorities as determined by Department 
Head.  Funding limitations, in addition to operational 
necessity, may preclude the assignment of an employee to 
training. 
 
        (1) Priority 1 - Essential.  Training that must be 
accomplished in the current fiscal year for: mission 
accomplishment; training required by law, regulation, or higher 
authority; training to retain license(s) or certification 
necessary to perform the duties of the position. 
 
        (2) Priority 2 - Needed.  Training which, if omitted, 
will impact adversely on mission accomplishment during the next 
two or three fiscal years, correction of serious performance 
deficiencies, or training to provide for systematic replacement 
of skilled staff members through developmental programs. 
 
        (3) Priority 3 - Helpful.  Training that will be helpful 
in enhancing the overall skill levels of staff members. 
 
    b.  Training for civilian employees must be requested and 
approved using the Standard Form 182 (SF 182) (Enclosure 5)   
http://www.opm.gov/forms/pdf_fill/SF182.pdf. 
 
4.  Determining Training Requirements for Civilians.  N317D and 
the Department/Ncode training representative, working with 
Department heads, will ensure an annual review of minimum 
competencies for each position and will annually assist in 
assessing each employee to determine training needs.  Training 
determined to be required for the position(s) will be included 
in the employee’s IDP, and the training will be completed as 
soon as practical. 
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5.  Supervisor’s Role. 
 
    a.  The supervisor should use the CDB as a means to provide 
staff members with the opportunity to express career aspirations 
and training desires.  The supervisor should encourage 
appropriate self-development.  The goal is a needs-oriented, 
realistic, mutually agreed-upon training plan.  There should be 
full commitment on the part of all parties toward accomplishment 
of established goals and objectives.  
 
    b.  The supervisor should discuss the training objective 
with the staff member prior to approving the course.  Upon 
completion, the supervisor should discuss with the staff member 
whether the intended training objective was achieved.   
 
    c.  When a civilian employee completes training, the 
supervisor shall complete Section F of the SF 182 and forward to 
N317D or the Department/NCode training representative for 
retention. 
 
6.  Departmental Training Plans.  Each department will maintain 
a Departmental Training Plan that will include training with 
financial requirements identified during CDBs and training 
completed during the past 12 months.  Training plans will be 
updated as necessary and will be reviewed by N317D, 
Department/NCode Head, NSTC CoS and CNSTC during the 
department’s annual staff development brief. 
 
7.  Staff Member Self-Analysis of Capabilities.  Supervisors 
will encourage staff members to make self-evaluations of their 
strengths and weaknesses, major interests, and short and long 
range career goals.  Staff members should discuss their training 
needs and desires with their supervisors so that these may be 
taken into consideration, along with those of the organization, 
when identifying training needs and formulating the staff 
member’s training plan.  
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CHAPTER 5 – ACADEMIC DEGREE LIMITATIONS AND WAIVERS 
 
1.  Military Personnel.  The CDB should be used to identify 
necessary and desired academic goals for military personnel.  
The CCC, Veterans Administration, and Navy College Office shall 
be utilized to provide current information regarding limits and 
waivers for outside education and training. 
 
2.  Civilian Employees.  In accordance with reference (b), 
payment of costs associated with obtaining an academic degree to 
assist in recruiting or retaining employees is no longer 
restricted to occupations in which a shortage of qualified 
personnel is identified.  The academic degree should be part of 
a planned program. 
 
3.  Funding.  Funding is authorized only for individuals 
participating in planned, systemic, and coordinated professional 
development programs, as identified by the employee’s IDP, 
subject to availability of funding.  An academic degree must 
clearly support organizational objectives and produce measurable 
improvement in either individual or organizational performance. 
 
4.  Accreditation Requirement.  Funding is permitted for any 
course of post-secondary education delivered through classroom, 
electronic, or other means provided it is administered by a 
nationally-recognized accrediting body to provide a curriculum 
of post-secondary education.  The Department of Education (DOE) 
publishes a listing of accredited bodies under Section 1001 of 
Title 20 USC.  This listing can also be found on the DOE website 
http://www.ed.gov/admins/finaid/accred/index.html. 
 
5.  Prohibition.  Reference (b) prohibits academic degree 
payment for: 
  
    a.  A staff member occupying or seeking to qualify for 
appointment to any position that is excepted from the 
competitive service because of its confidential policy-
determining, policy-making, or policy-advocating character; or 
 
    b.  Any staff member attending an institution that 
discriminates on the basis of political affiliation, race, 
ethnicity, religion, national origin, gender, marital status, 
sexual orientation, status as a parent, age, or handicapped 
status; or 
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    c.  With the exception of a Federal grant of funds made 
available solely for student financial assistance or related 
administrative costs, funding by contract or grant to an 
institution of higher education or any sub-element of that 
institution if either the parent institution or any sub-element 
of that institution has a policy or practice that prevents  
Reserve Officers Training Corps (ROTC) units or student ROTC 
participation, military recruiting on campus, or access to the 
student directory information. 
 
6.  Continuation of Service Agreement.  In accordance with 
reference (b), a Continued Service Agreement (pages 4 and 5 of 
SF 182) Enclosure D shall be completed prior to degree payment.  
For full-time attendance, the Continued Service Agreement 
obligates employees, for whom academic degree training is paid, 
to serve in a Government agency for a period of at least three 
times the length of the time spent in academic degree training.  
For part-time training, the period of obligated service will be 
computed per 5 CFR 410, related to time and cost factors.  Upon 
successful completion of this training, a copy of the transcript 
reflecting the grade must be provided to the Department/NCode 
training representative.  A copy shall be forwarded to the Naval 
Education and Training Command (NETC) Headquarters, Career 
Resources Center (N00V) to document use of this authority.  
 
    a.  If the employee decides to leave Federal Service before 
the allowable period as stated in the Agreement, the employee 
will be required to repay the remaining training costs to the 
command; only CNSTC may waive this requirement.  
 
    b.  These training costs include travel and per diem in the 
cumulative cost. 
 
7.  Unauthorized Commitment of Government Funds.  In order to 
preclude the possibility of an unauthorized obligation of 
government funds, employees shall not make an unqualified 
commitment, either verbal or written, to participate in any 
training situation which may obligate the government 
financially.  Approval must first be obtained through the 
appropriate departmental chain of command, followed by an 
obligation of funds.  The obligation of funds can only by 
achieved by those individuals authorized to obligate government 
funds.  

 10 Enclosure (1) 
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CHAPTER 6 - FINANCIAL SUPPORT AVAILABLE 
 
1.  Military Personnel.  The Command Career Counselor (CCC), 
Veterans Administration, and Navy College Office shall be 
utilized to provide current information regarding financial 
support available for academic courses, degrees and 
credentialing. 
 
2.  Civilian employees. 
 
    a.  Undergraduate and Graduate Level Academic Credit 
Courses.  In accordance with reference (b), employees enrolled 
in undergraduate and graduate level academic credit courses that 
are supported by command strategic goals and included on the 
employee’s IDP are authorized up to 100 percent funding.  In 
addition to funding for tuition and books, funding may include 
additional expenses that are necessary to ensure successful 
participation including, but not limited to, supplies and 
equipment, application fees, registration fees, and parking 
fees.  The funding for above tuition, books and additional 
expenses is subject to funds availability.  The following 
guidelines apply: 
 
        (1) An SF 182 must be submitted and approved and 
processed prior to the start of the class.  The SF 182 will be 
sent to the school to be used as a purchase order for billing 
purposes.  Employees must purchase their books for the course 
and will be reimbursed, using Section C of the SF 182, after 
successful completion of the course as outlined below.  Books 
purchased with government funds are the property of the U.S. 
government and will be retained by the department for use by 
other employees.  There will be no reimbursement for books until 
the books are received and cleared through the Department/NCode 
training representative. 

 
        (2) Employees must receive a passing grade (minimum of 
C) in order for the tuition, books, and additional authorized 
expenses to be paid.  Employees who do not pass the course will 
be required to reimburse the government for the training course, 
books, and additional authorized expenses.  If a hardship 
situation arises, the Department/NCode Head will notify the NSTC 
CoS with a recommended course of action.  Only CNSTC may waive 
the reimbursement requirement. 
 
        (3) Employees must submit a copy of their grade report 
to N317D or the Department/NCode training representative.  
b.  Professional Credentials 
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    a.  In accordance with reference (b), payment of costs 
associated with obtaining and renewing professional credentials 
including professional accreditation, state-imposed and 
professional licenses, professional certifications, and 
examinations to obtain such credentials, is authorized to 
support Department of Navy (DON) human capital goals.  Based on 
funds availability, an activity may pay for professional 
credentials that are necessary or beneficial to their current 
position. 
 
    b.  This authority will be implemented in a manner 
consistent with Merit System Principles, and meeting the 
following criteria for the license or certification contained in 
Chapter 23 of Title 5: 
 
        (1) Enhances productivity; 
 
        (2) Improves performance; 
 
        (3) Maximizes recruitment opportunities, especially for 
shortage category occupations and other labor market conditions; 
 
        (4) Increases retention, especially for “high turnover” 
career fields; 
 
        (5) Broadens and develops the skill base for a quality 
work force to accomplish the DONs mission and ensure readiness;  
 
        (6) Supports civilian leadership development initiatives 
and career path improvements to meet future requirements. 
 
    c.  This authority is discretionary and is not an 
entitlement or benefit of employment. 
 
    d.  N317C or the respective Department/NCode training 
representative shall document the use of this authority.  
Defense Civilian Personnel Data System (DCPDS) will be modified 
to provide essential data for program evaluation.  Specific data 
listed below in paragraphs 2j (1) through 2j (7) must be 
retained by the respective Department/NCode until the DCPDS 
accommodates these new requirements.  Upon command approval, a 
copy of the documentation shall be provided to NETC 
Headquarters, Career Resources Center (N00V).   
 
    e.  Funding is permitted for license and certification as 
defined in paragraph 2i below.  This authority may not be used 
to obtain licenses or certifications from organizations that 
discriminate on the basis of race, ethnicity, religion, age, 
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gender, national origin, parental status, sexual orientation, or 
handicapped conditions. 
 

    f.  This authority is not applicable to active duty military 
personnel, local nationals and non-appropriated fund staff 
members. 
 
    g.  Payment for licenses and certifications and their 
subsequent renewals may include, at the discretion of the 
command, additional expenses such as dues or fees required by 
the licensing or certifying agency, fees for preparation for 
examinations and the actual examinations, registration fees, and 
travel and per diem costs.  Payment may not include staff 
members’ membership fees in societies or associations. 
 

    h.  Payment may be made on a reimbursable basis upon 
successful receipt of the credential.  Reimbursement shall be 
through the completion of a Standard Form 1164 (Enclosure 6) 
http://www.gsa.gov/Portal/gsa/ep/formslibrary.do?viewType=DETAIL&formId=4366F7D7DC6
7B9AC85256A720047DB33. 
 
    i.  Definitions. 
 
        (1) Licensing.  Process by which a governmental agency 
(federal, state, or local) grants permission to an individual to 
engage in a given occupation upon finding the applicant has 
attained the minimal degree of competency required to engage in 
that occupation. 
 
        (2) Certification.  Recognition given to individuals who 
have met predetermined qualifications set by an agency of 
government, industry or a profession. 
 
    j.  Data Elements.   
 
        (1) License or Certificate (license name as it appears 
on the license or certificate) 
 
        (2) Date License or Certificate obtained; 
         
        (3) Initial Annual or Renewal; 
 
        (4) License or Certificate Costs (cumulative costs); 
 
        (5) Date paid; 
 
        (6) Amount paid; 
 

        (7) Training for Certificate or License. 

http://www.gsa.gov/Portal/gsa/ep/formslibrary.do?viewType=DETAIL&formId=4366F7D7DC67B9AC85256A720047DB33
http://www.gsa.gov/Portal/gsa/ep/formslibrary.do?viewType=DETAIL&formId=4366F7D7DC67B9AC85256A720047DB33


 NSTCINST 12410.1A 
 23 Mar 10 
 

CHAPTER 7 - PREPARING THE TRAINING REQUEST 
 
1.  Use of the NAVPERS 1336/3.  All training for military 
personnel, except as noted in paragraph 3 below, requires the 
submission of a typed form NAVPERS 1336/3 “SPECIAL 
REQUEST/AUTHORIZATION” (Enclosure 7) 
http://www.npc.navy.mil/NR/rdonlyres/A5D5C364-112A-4195-B39B-
FE7C30D3007C/0/NAVPERS13363.pdf.  The NAVPERS 1336/3 is used to 
meet all requirements for obtaining training for military 
personnel.  All questions pertaining to the completion of the 
NAVPERS 1336/3 will be directed to the CCC. 
 
2.  Use of the SF 182.  All training for civilian employees, 
except as noted in paragraph 3 below, requires the submission of 
a typed form SF 182, “AUTHORIZATION, AGREEMENT AND CERTIFICATION 
OF TRAINING.”  In addition, the employee will complete any 
registration forms provided by the vendor and/or school and will 
attach these forms to the SF 182.  All questions pertaining to 
the completion of the SF 182 will be directed to N317D or the 
Department/NCode training representative.  The SF 182 is used to 
meet all requirements for obtaining training for civilian 
employees.  Specifically, the SF 182 serves as a: 
 
    a.  Training request document; 
 
    b.  Training approval document (approval by the command that 
the training is job-related and cost-effective); 
 
    c.  Privacy Act Notice to employees; 
 
    d.  Nomination or enrollment document for training vendors; 
 
    e.  Obligating document for payment of training costs; 
 
    f.  Finance document for authorization of payment of 
training costs; 
 
    g.  Employees Continued Service Agreement; 
 
    h.  Training evaluation document; and 
 
    i.  Document used to input the training into the employee’s 
personnel records. 
 
3.  Training not Requiring a NAVPERS 1336/3 or SF 182.  A 
NAVPERS 1336/3 or SF 182 is not required for the following types 
of training courses:  
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    a.  “All Hands” type training that is provided to all staff 
members (i.e., training on new timekeeping procedures, 
prevention of sexual harassment refresher training, training on 
telephone systems, etc.); 
 
    b.  Local training sessions that do not involve expenditure 
of funds when participants are selected by their supervisors to 
attend (i.e., Employee Equal Opportunity, safety, telephone 
courtesy, etc.).  
 
4.  Approval of the NAVPERS 1336/3 or SF 182.  The NAVPERS 
1336/3 or SF 182 is submitted to the employee’s immediate 
supervisor for approval and routed through the department’s 
chain of command for signature by the department head.  The form 
is then forwarded to N317D or the Department/Ncode training 
representative for distribution of copies and enrollment of the 
employee in the training.  Payment is usually made with a 
government credit card.  
 
5.  Approving Official.  The NSTC CoS is the approving official 
for all military and civilian training requests; however, this 
authority is delegated to Department Head/NCodes for courses of 
instruction totaling less than $300.  All requests greater than 
$300, and those submitted in absence of department head, will be 
approved by the CoS.  Under no circumstances will a 
Department/NCode approve funds for training of any amount on 
his/her own behalf. 
 
6.  Disapproval of NAVPERS 1336/3 or SF 182.  If a NAVPERS 
1336/3 or SF 182 is not approved the form will be immediately 
returned to the employee with an explanation of the disapproval. 
 
7.  Distribution of the NAVPERS 1336/3 or SF 182.  N317D or 
Department/NCode training representative will distribute copies 
of the NAVPERS 1336/3 or SF 182 as required.
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CHAPTER 8 – REPORTING REQUIREMENTS 
 

1.  Purpose.  To provide an overview of the NSTC staff’s career 
status, goals and progress to CNSTC. 
 
2.  The Department/NCode training representative will provide a 
monthly report to N317D and the NSTC CCC by close of business on 
the 5th day of the month.  The monthly report template is 
included with this instruction as Enclosure 8. 
 
3.  N317D and the NSTC CCC will consolidate NSTCs CDB 
information and include in the CCC monthly update to CNSTC. 
 
4.  N317D and the NSTC CCC will review the Department/NCode 
staff development program with the Department/NCode training 
representative during their scheduled review month. 
 
5.  During the applicable review month, N317D and the NSTC CCC 
will schedule a meeting with CNSTC and the Department/NCode 
Head(s) to discuss the findings of their staff development 
review for the second week of the following month.
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DATE 
 
From:   
To:     
Via:    
 
Subj:  INDIVIDUAL/CAREER DEVELOPMENT BOARD MINUTES ICO XXXXXXX 
 
1.  Date of Board _________________.  
 
2.  The following members made up the board: 

 (Chairman) 
 (CCC) 
 (Advisor/Board Member) 
 (Advisor/Board Member) 
 (Advisor/Board Member) 
 (Advisor/Board Member) 
  (Manpower representative, as needed) 
 (MENTOR) 

 
3.  Reason for the board.  (Reporting, follow-up, annual review, 
etc..) 
 
4.  Topics discussed.   (Advancement, outside education, Navy 
schools, financial, family information and goals, personal 
goals, career goals, career intentions, etc..) 
 
5.  Command actions necessary.  (Request school seat, prepare 
1306/7 request, provide training, etc..) 
 
6.  Member actions necessary.  (Make appointment with Navy 
College Office, study for Navy wide exam, take SAT/ACT, prepare 
officer program package, update page 2, etc..) 
 
7.  Requests requiring command recommendation or approval.  
(Spouse collocation, Navy school, rate change, officer program, 
in-rate training involving time away from job, etc..) 
 
8.  Board recommendation of above request. 
 
9.  Command recommendation of above request. 
 
Approved / Disapproved    Approved / Disapproved 
 
 
______________________   _______________________ 
EXECUTIVE OFFICER    COMMANDING OFFICER

  Enclosure (2) 
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10.  Follow-up board scheduled for ______________. 
            Date 
 

 
     Very Respectfully, 
 
 
 
     ____________________________ 
 
 
Copy to:   
member 
NSTC CCC (only if member is military enlisted)

 2 Enclosure (2) 
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DEPARTMENT OF NAVY The Individual Development Plan serves as a career development roadmap and blue print  for 
an individual to effectively plan and map out a career.     INDIVIDUAL DEVELOPMENTAL PLAN 

SECTION I (Employee Section) 
1.  Name (Last, First, Middle Initial): 2. Current Position Title: 
            

3.  SSN (Last 4 digits) 
      

4. Career Group and Pay Schedule and Band: 
      

5. Annual    Midterm 
     Final              

6.   Rating Period: 
From:                To:      

7. Mentor’s Name/Title/Phone Number:  (if applicable) 
      

8. Organization: 
      

9. Fiscal Year: (Funding year) 
      

10. Date: 
      

11. No further development desired 
or needed. 

Check here in the 
box  

12. a. Career goal: (short term 1 to 3 years) 
      

b. Career goal: (long-term 3 years or more) 
      

13.   Developmental Programs:  a.  I am in the following program Executive Development Leadership Program Executive Leadership Program HR Intern Program Career Program 
Intern SCEP Federal Executive Institute Presidential Management Fellow Defense Leadership and Management Program Supervisory Training Program Other       
b.  I want to be in the following program:  Executive Development Leadership Program Executive Leadership Program HR Intern Program Career Program Intern SCEP Federal 
Executive Institute Presidential Management Fellow Defense Leadership and Management Program Supervisory Training Program Other 

SECTION II (Supervisor Section) 
14.  Supervisor Notes/Comments:        
 
 
 
 
 
  
 
 

 
SECTION III 

15. Employee’s Signature Date 16. Supervisor’s Signature Date 
      

17.  Supervisor’s Copy Employee’s Copy Training Office         
        Copy Mentor’s Copy                         
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SECTION IV (Employee Section) 
Developmental Skills:  1= Professional 2=Personal 3=Leadership & Management 4=Certifications and Qualifications 5=Performance 
 
18.  Developmental Objectives: 
(State the objective(s) to be achieved by 
linking it to the developmental activity 
or activities in as specific terms as 
possible.  What knowledge, skills or 
abilities (KSAs) need to be obtained 
immediately to improve job 
performance?   

19.  Developmental Activities:   
(Developmental activities I will 
pursue:  This may include On-the-
job Training.  Rotational 
Assignments, Developmental 
Projects, Self-Study Programs, 
Formal Training Programs, 
Correspondence Courses,  

20.  Skill # 
(From 
above) 

21.  Start    
       Date 

22.  Completion 
      Date     

23. Critical/ 
Important,/ 
Desirable 

 

24.  Direct  
       Cost 

25.  Indirect     
       Cost 

26.  Approved/ 
  Disapproved  
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27.   Relationship of Goals to Mission:  Optional ( My goals have organizational and personal relevance because):       
 
 
 
 
 
 
 
 
28.   Achievement Review:  Optional (This is how I will measure my progress):        
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* This report is to be submitted to N317D and the NSTC CCC on the last day of your 
Department's scheduled IDB/CDB month. 
 
INDIVIDUAL DEVELOPMENT BOARDS/CAREER DEVELOPMENT BOARDS HELD 
BY _______________ IN _____________________ 
     DEPARTMENT/CODE  MONTH/YEAR 
 
E-1 & 2 E-3 E-4 E-5 E-6 E-7 E-8 E-9

        
O1 &O2 O3 O4 O5 O6 GS CONT  

        
 
_________COPIES OF ALL CDB MINUTES ARE ATTCHED TO THIS REPORT. 
 
COPIES OF ALL IDPS AND DEPARTMENTAL CONSOLIDATED TRAINING PLANS 
WERE FORWARDED TO N9 ON ______________________. 

DATE 
 

 
 

 
 
 
 
__________________________________________                       __________________ 
SIGNATURE OF TRAINING REPRESENTATIVE  DATE 
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* This report is to be used to report all Reporting and/or follow-up IDBs and CDBs.  This 
report should be submitted to N317D and the NSTC CCC the last day of each month 
EXCEPT your  IDB/CDB month. 
 
THE FOLLOWING INDIVIDUAL DEVELOPMENT BOARDS/CAREER 
DEVELOPMENT BOARDS WERE HELD BY 
 ____________________________IN _______________.      
DEPARTMENT/CODE    MONTH/YEAR 
 
E-1 & 2 E-3 E-4 E-5 E-6 E-7 E-8 E-9

        
O1 &O2 O3 O4 O5 O6 GS CONT  

        
 
_________COPIES OF ALL CDB MINUTES ARE ATTCHED TO THIS REPORT. 
       
 
COPIES OF ALL IDP’S WERE FORWARDED TO N9 ON _____________________. 
DATE 
 
NECESSARY ADJUSTMENTS TO THE DEPARTMENTAL TRAINING PLAN WERE 
FORWARDED TO N9 ON ___________________________. 
     DATE   (NA IF NONE NEEDED) 

 
 
**___________There were no CDB’s completed this month. 
 
 
 
 
 
____________________________________________  ______________ 
SIGNATURE OF TRAINING REPRESENTATIVE  DATE 
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