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NON-NGA STUDENT TRAINING REQUEST FORM

PERSONAL DATA: PRIVACY ACT STATEMENT OF 1974
The Privacy Act of 1974, 5 U.S.C. 552a, provides protection to individuals by ensuring that personal information collected by federal agencies is limited to that
which is legally authorized and necessary and is maintained in a manner which precludes unwarranted intrusions upon individual privacy.
AUTHORITY: 10 U.S.C.; DoDD 5105.60; DoDD 5143.01; DoDI 3305.02; DoDI 3305.10; DoDM 3305.10; “Defense Training Records, DoD 0005,” 85 FR 84316.
PRINCIPAL PURPOSES: The National Geospatial-Intelligence College (NGC), a part of the National Geospatial-Intelligence Agency (NGA), requires the
information collected on this form to create student records in NGA's Human Resources Information System and grant system access to support NGA and
DoD training.
ROUTINE USES: Upon inclusion in NGA systems, NGC uses the information to support training, professional development, and employment purposes; to
track individual training and professional development, including enrollment, participation and completion information; and class schedules, programs, and
instructors; to track training and professional development trends and needs, testing and examination materials, credentialing, and assessments of
professional competencies and training efficacy; to determine eligibility for enrollment/attendance; to facilitate the compilation of statistical information about
training; and to fulfill regulatory requirements to report civilian employee training.

DISCLOSURE: Voluntary; however, failure to provide any or all of the requested information may result in an inability to create a student record and to access
NGC trainings.

INSTRUCTIONS:

e NGA employees, civilian, assigned military members, and contractors should not use this form to request enroliment in NGC courses or for an Unclassified
Blackboard account.

e |tems marked with a * are required.

e Forms are only accepted from a business email address and must be encrypted.

e U.S. students may call the NGC Registrar to provide SSN, unclassified 571-558-2968 or secure 579-2968.

e Submit completed forms to the NGC Registrars at NGCRegistrarNonNGAEnroll@nga.mil and NGCRegistrar@nga.mil. Customers may also submit
completed forms to their local NGA Extended Learning Site Manager.

SECTION A: STUDENT INFORMATION

1.*FIRST, MIDDLE, LAST NAME 2. *STUDENT CATEGORY 3. *SSN (U.S. ONLY) 4. *UNCLASSIFIED EMAIL ADDRESS
Select

5. * REQUESTOR 6. MILITARY BRANCH 7. CIVILIAN PAY GRADE 8. CLASSIFIED EMAIL ADDRESS

Select Select Select

9. *SERVICE REQUESTED 10. MILITARY PAY GRADE 11. AGENCY 12. *UNCLASSIFIED PHONE
Select Select Select

13. COMMON ACCESS CARD 14. MILITARY RANK 15. CONTRACTOR COMPANY 16. CLASSIFIED PHONE

(attach COR Authorization form)

Select

17.10-DIGIT DOD ID 18. MILITARY COMMAND 19. *CITIZENSHIP (COUNTRY)

NUMBER (CAC Hold Onl

(CAC Holders Only) | o\ CLEAR FORM

SECTION B: SUPERVISOR/TRAINING COORDINATOR INFORMATION SECTION C: COURSE INFORMATION

20. *FIRST, MIDDLE, LAST NAME 22. *UNCLASSIFIED PHONE [ 25. *COURSE TITLE 27. *COURSE START DATE
21. *UNCLASSIFIED EMAIL ADDRESS | 23. CLASSIFIED PHONE 26. COURSE ID 28. *COURSE END DATE
24. CLASSIFIED EMAIL ADDRESS 29. *COURSE LOCATION

Select

SECTION D: UNCLASSIFIED REQUESTOR COMMENTS
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SECTION E: NGC USE USE ONLY

NGC REGISTRAR NGC LEARNING TECHNOLOGY
30. ASSIGNED POI ID 33. BLACKBOARD ACCOUNT CREATED 36. REQUESTOR EMAIL SENT
Select Select
31. PROCESSED BY 34. DATE BLACKBOARD ACCOUNT CREATED | 37.ID.ME USER
Select
32. DATE PROCESSED 35. ASSIGNED BLACKBOARD USERNAME 38. ID.ME USERNAME

39. UNCLASSIFIED NGC COMMENTS
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UNCLASSIFIED

Contractor Requestto Attend NGA Sponsored Training - Non-NGA assigned Contractors

Instructions: Non-NGA assigned Contractors complete Section 1 and submit training request form to their Non-NGA
assigned Contracting Officer (CO) (or Representative (COR)). The Non-NGA assigned CO/COR completes section 2 (if
approved) and returns the form to the requesting Non-NGA assigned Contractor. The Non-NGA assigned Contractor shall
send the completed/ approved form to NGCRegistrar@nga.mil. The NGC Registrar will enroll Non-NGA assigned contractors
after this form is completed/ approved by their Non-NGA assigned CO/COR.

Section 1: Contractor Course Request

Name: Company Name:

Course Title:

Course Number: Session: Date:

Section 2: Contracting Officer (or Representative) Authorization

Contract #: Task Order #:

Signature of Contracting Officer (or Representative): Phone Number:

Email:

Policy Guidance per General Counsel:
Providing training to contractor employees:

Public funds may be used only for the purpose or purposes for which they were app ropriated. 31 U.S.C. 1301 prohibits charging authorized items to the
wrong appropriation, and unauthorized items to any appropriation. An appropriation made for a specific object is available for exp enses necessarily
incident to accomplishing that object unless prohibited by law or otherwise provided for. Forexpendituresto be necessary, three tests must be met:

Training of government employees is governed by the Government Employees Training Act, 5 U.S.C. 41. Training of nonfederal p ersonnel, where
necessary to the implementation of a federal program is a straightforward “necessary expense” question under the relevant program appropri ation. In
order to award work to contractors, they must be “responsible” which means they are required to hav e the capacity and capability to perform
the work. Contractors are required to prov ide personnel who have the capacity and capability to perform the work. However, it is sometimes
necessary to provide trainingon Government specific information or systems. If necessary for the program, the Government should solicit the requirement
with the provision for training such that the contractor proposal and the Government entered the contract with this stipulation -in other words, it istaken into
account when price isnegotiated. Consequently, if the contract does not stipulate thatthe Government will provide training, the contractor sresponsible for
training itsown employees.

Additional DoD guidance on training says, “An agency may provide training to contractor perso nnel if required under the contract or it does not create a
conflict or give the appearance that the agency is favoring a contractor.” If the contract does not provide for training, this becomes a matter of use of
governmentresources and the creation of conflict or appearance of favoringa contractor. Under5 CFR 2635.702, an employee must protect and conserve
Government prop erty and refrain from using or allowing its use for purpose other than those for which it is made available to the public or those authorized
in accordance with law or regulation. “Government property” includesreal or personal property in which the government hasany property interest, and any
right or other intangible interest (including contractor services) purchased with Government funds. 5 CFR 2635.704(b)(1). Also, any benefitresulting from
expenditure of appropriated funds belongsto the Government. 5 CFR2635.204(3). “Authorized purposes” are purposes for which government property is
made available to the public, or purposes authorized under law or regulation. 5 CFR 2635.704(b)(2). The duty to protect and conserve government
property and to use i t only for authorized purposes s attended by an obligation to disclose waste, fraud, abuse, and corruption to appropriate autho rities.
See 5 CFR 2635.101(11). Moreover, federal personnel may not provide support to some organizations that they do not make available to other groups,
and may not use Government resourc es, time or equipment for unauthorized purposes. Prov iding training is utilization of Gov ernment resources,
prov iding training to essentially enable the contractor to perform that which it is already responsible to perform would not be appropriate and
would hav e the appearance of fav oring this contractor ov er other contractors who are responsible for performing their contracts without
additional compensation or Gov ernments resources.

UNCLASSTIFIED
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