UPDATED: 1 July 2025

Processing Request for CSP/Internship Attendance

Career SKills Program (CSP) Instructions

Enrollment Requirement: Service Members must be enrolled in the Transition Assistance Program
(TAP).

Location: Fort Hood, Copeland Center, BLDG 18010, 3rd Floor, Room B309.
(NOTE: SERVICE MEMBER MUST BE CAPSTONE COMPLETE PRIOR TO BEGINNING ANY
CSP OR INTERNSHIP.)

CSP REQUIRED DOCUMENTS:
https://home.army.mil/cavazos/units- tenants/Garrison/directorate-human-resources/Transition-
Assistance-Program/career- skills-program

PAR ENTRY GUIDANCE

Submit all required documents for the selected CSP type through a Personnel Action Request
(PAR) with Unit S1 in IPPS-A.

Required Documents for Request:

= Career Skills Program Packets
1. Commander MOA for CSP & Internships

2. Separation Date Verification (i.e., Memo, Record Brief.. .etc.)
(Determines 180-Day eligibility period)

3. Soldier Participation Memorandum (IMCOM 45)

4. TPPS-A Absence Request (CSP Administrative Absence required for CSPs over 50 miles
from duty station) (ONLY IF REQUIRED)

5. Acceptance letter/email (receive from CSP/Skill Bridge/Internship attending)

= Internships Packets

1. Commander MOA for CSP & Internships

2. Separation Date Verification (i.e., Memo, Record Brief.. .etc)
(Determines 180-Day eligibility period)

3. Soldier Participation Memorandum (IMCOM 45) w/CSP Individual Internships
SkillBridge Agreement Form

4. TPPS-A Absence Request (CSP Administrative Absence required for CSPs over 50 miles
from duty station) (ONLY IF REQUIRED)

5. Acceptance letter/email (receive from CSP/Skill Bridge/Internship attending)



https://home.army.mil/cavazos/units-tenants/Garrison/directorate-human-resources/Transition-Assistance-Program/career-skills-program
https://home.army.mil/cavazos/units-tenants/Garrison/directorate-human-resources/Transition-Assistance-Program/career-skills-program
https://home.army.mil/cavazos/units-tenants/Garrison/directorate-human-resources/Transition-Assistance-Program/career-skills-program
https://home.army.mil/cavazos/units-tenants/Garrison/directorate-human-resources/Transition-Assistance-Program/career-skills-program

PAR FIELD ENTRY

1. Create an ADMIN RECORDS CORRECTIONS PAR, listing the effective date as the start date
of your CSP program.
2. Select “Other” as the Reason for the Admin Records Corrections.
3. Within the “Other Type” field, type “CSP-TYPE” based on the type. Choose one of the following
CSP types:
CSP- APPROVED PROGRAM
CSP- INTERNSHIP
CSP- SKILLBRIDGE
4. Within the “More Information” type in the details regarding all attachments included in your PAR
and the required approver for your request based on your individual routing requirements found
in MILPER 25-116.
5. Unit S1 must include the following information in the PAR for final validation after command
authorization:
Add the TAP Office UDL to the workflow as the Final Approver, following all required
intermediate approvers.
Required UDL Info:
Name: HOOD CAREER_SKILLS PROGRAM
User List ID (UDL): 000000000124245
6. Once the TAP office has approved your request, the S1 Pool will receive the PAR and will need
to action the request by selecting the “Complete”, this will then notify the Soldier that the PAR
has been approved.

Important Notes

Without review and validation from the Installation Career Skills Program office, these actions
will not be considered valid, as determined by the Transition Assistance Program office,
Directorate of Human Resources, Fort Hood Garrison and IMCOM.

Phone: 254-553-9921/9925 or 254-287-6518

CSP Email: usarmy.hood.id-readiness.mbx.dhr-fthood-csp@army.mil

CSP Website: https://home.army.mil/hood/units-tenants/Garrison/directorate-
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