Chapter II-3

Training Development Manpower Management



II-3-1.  Chapter Overview

��Introduction	a.	This chapter provides guidance for managing the training development (TD) work force.  It is applicable to any training or TD directorate/division/project management associated with the development or management of TD functions.

��Chapter	b.	This chapter covers the following:
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��Purpose	a.	Efficient TD manpower management provides a means to acquire the work force needed to accomplish the mission and focuses the available force on the highest priority work --- work that really needs to be accomplished.

��References	b.	Required regulatory reference:  AR 570-4, Manpower Management.

	��Definitions	c.	See Glossary for TD-related terms.

��Responsi-	d.	See Appendix B, Responsibilities, for top-level responsibilities.  Training/TD (Task) 

bilities	Proponent responsibilities specific to TD manpower management are as follows:

		(1) 	Identify TD manpower requirements.

		(2) 	Obtain approval for manpower authorization changes ---

			(a) 	Using the TRADOC Review of Manpower (TRM) process.

			(b) 	During the Management of Change (MOC) window.

		(3) 	Prepare and maintain TD/training personnel manpower documents.

		(4) 	Assign and use TD personnel according to their Army Management Structure Code (AMSCO).

		(5) 	Prepare and maintain training/TD personnel manpower documents.

		(6) 	Acquire contract support (based on available resources) for workload for which there is nonavailability of in-house manpower or the lack of technical skills (e.g., skills needed for highly technical multimedia training products).

		 Note:  See Chapter II-7, TD Contract Management.

��II-3-3.  TD Manpower Management

��Process	a.	TD manpower must be effectively managed to accomplish a proponent's short- and 

Description	long-range training strategies.  Manpower is a key constraint on the proponent's mission.

	TD manpower management obtains and allocates the manpower necessary to accomplish the TD mission.

��Continued on next page

�II-3-3.  TD Manpower Management, Continued

��Basic	b.	The basic tenets of effective manpower management are as follows:

Tenets		(1) 	Be thoroughly familiar with manpower acquisition processes (civilian and military).

		(2) 	Make manpower considerations an integral part of planning and decision making.

		(3) 	Identify both resource requirements for every major tasker and TD workload that cannot be accomplished because of the tasker.

		(4) 	Work closely with the resource managers.

		(5) 	Identify workload problems early.

		(6) 	Properly prepare and timely submit manpower documents for programs.

		(7) 	Identify and report errors in manpower documents and reports.

		(8) 	Assign personnel to efficiently/effectively meet directorate/division/project mission.

			(a) 	Assign and use personnel according to their AMSCO and job description.

			(b) 	Organize dedicated TD teams around specific categories (e.g., Career Management Field [CMF], Military Occupational Specialty [MOS], area of concentration [AOC]), and Career Program (CP).

			(c) 	Provide TD overview training to all personnel doing TD work and in-depth training in the specific TD phase(s) the individual is working.

		Note:	Consider manpower implications before volunteering to do something.

��Documen-	c.	TD/Training managers should be thoroughly familiar with the following documents:

tation		(1) 	School/Division/Project Table of Distribution and Allowance (TDA).

Support		(2) 	Local policy on requesting or reprogramming manpower resources.

		(3) 	Manpower Staffing Standards.

		(4) 	TRADOC Manpower Guidance (TMG), TRADOC Budget Guidance (TBG), and any local manpower directives.

		(5) 	Civilian pay plan (CPP).

		(6) 	Efficiency reviews.

		(7) 	Organization and functions manual.

		(8) 	Proponent Mission Essential Task List (METL).

��Procedure	d.	The general procedure to follow when managing TD personnel is as follows:

Step�Action��1�Identify the missions.��2�Obtain and document the manpower requirements necessary to perform the mission.��3�Organize the TD work force.��4�Staff TD operations.��5�Obtain approval for manpower authorization changes using the TRM process.��6�Obtain approval for manpower authorization changes during the year using MOC windows.

Note:  Can’t change authorizations during the execution year.��7�Monitor training loads, TD workload, and manpower resources.��8�Seek immediate assistance on walk-in workload taskings or mission changes by agencies such as DA, PERSCOM, TRADOC, installation, etc.��9�Identify and correct/report errors in manpower and personnel reports immediately through appropriate channels.��10�Ensure manpower needs are identified, well documented, and planned.�����II-3-4.  Training Development Team

��Process	a.	The most effective way to develop training programs and products is by using a 

Description	development team dedicated to the project.  A part of manpower management is the 

	organization and staffing of this team.

��Team	b.	Required and optional TD team staffing guidance is as follows:

Staffing		(1)	Required TD team staffing includes ---

			(a)	Instructional Systems Specialist.

			(b)	Subject matter expert (SME).

		(2)	Optional TD team staff may include (as needed) ---

			(a) 	Evaluator (participates as needed for program/process review).

			(b) 	Audiovisual information specialists.

			(c) 	Computer programmers.

			(d) 	Editor.

			(e) 	Materiel acquisition resource planners.

			(f) 	Automation and administrative support staff.

			(g) 	Contractor or Contracting Officer's Representative (COR).

			(h)	Training specialists.

	��Team 	c.	Team members must be qualified to perform the TD task(s) to which they have

Training 	been assigned.  Proponents must ensure the team ---

		(1) 	Is trained in the applicable TD process.

		(2) 	Includes SME.

��Team	d.	All members of a team have certain responsibilities that each must meet

Responsi-	if that team is to function as a cohesive unit and accomplish its mission.  These

bilities	responsibilities are as follows:

			(1) 	The command, as the team manager, must ---

				(a) 	Dedicate a TD project team for the time it takes to accomplish its mission.

				(b) 	Provide the resources the team needs.

				(c) 	Give authority for the team to take necessary actions, as appropriate.

			(2) 	The team leader must ---

			(a) 	Establish and assign duties and responsibilities.

			(b) 	Develop and foster a cohesive team.

			(c) 	Ensure team members know the duties and responsibilities of other team members.

			(d) 	Provide day-to-day project supervision and guidance.

			(3) 	Team members must ---

				(a) 	Know and accomplish their individual duties.

				(b) 	Work as a team member.

				(c) 	Keep the team informed.
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