CHECKLIST - FY 05 LIBRARIAN ACTEDS DEVELOPMENTAL ASSIGNMENT
Immediately Upon Your Selection for ACTEDS Training Do the Following :

1. ______ Complete the ACTEDS TDY Cost Estimate Worksheet and submit it to the Army Library Program Office prior to completing #3.

2. ______ Make travel and lodging reservations.  Airline reservations must be made through your government contract travel office.

3. ______ Complete DD Forms 1610 and 1556-1 using the Resource Allocation Selection System (RASS) at http://www.cpol.army.mil/library/train/rass/ a minimum of 60 days prior to training.  See Tips for RASS.
4.  ______ Save and print the approved DD Form 1556 from RASS in pdf format and then register for training as appropriate.  If you have questions, call this office.  

5.  ______ Email or fax a pdf copy of the approved DD Form 1556 and a copy of the training registration form to this office a minimum of 45 days prior to the training.  These two documents are required for DFAS to pay the registration fee.   See Tips for RASS.

AFTER training you are responsible for the following requirements:


WITHIN 5 DAYS OF COMPLETION OF TRAINING:

6. ______ Submit your travel claim (DD Form 1351-2) to the CIO/G-6 for signature in blocks 20e and 21a prior to sending to DFAS:

Army CIO/G-6 Human Capital Management
ATTN: Kimberly Crandall

2531 Jefferson Davis Highway, Room 7026

Arlington VA 22202

FAX (703) 604-2963

7. ______ Submit your signed travel claim (DD Form 1351-2) to DFAS immediately after it is returned to you  from the CIO/G-6 office:

Defense and Accounting Services (DFAS-IN)

Travel Pay Division, Department 3700

8889 East 56th Street

Indianapolis, IN 46249-3700



FAX: (317) 510-6213 or 4143

Submission must include original DD Form 1610 Request & Authorization for TDY Travel of DoD Personnel and all amendments, original DD Form 1351-2 Travel Voucher or Subvoucher, and all receipts.  

Provide a copy of the following documents to the Army Library Program office:


WITHIN 5 DAYS OF COMPLETION OF TRAINING:

8. ______ A copy of your DD Form 1556-1 (as appropriate) signed in block 36 by instructor, course vendor, conference sponsor or yourself verifying completion of training.

9. ______ Completed training assessment.  


AS SOON AS POSSIBLE:

10. ______ DFAS reimbursement voucher upon receipt from DFAS.

11. ______ Travel receipt/itinerary showing airfare (Send with above paid voucher).
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