G-WTT-3 Form 1540-001


Directions for Filling out the Class A & C School Change Request Form

1.  Use the 'Tab' button to move through the data fields. Using the 'Return' key will ruin the format of the form.  If you accidentally hit return, use 'Undo' under the edit menu.

2. Fill in the date, this should be the date the change is being initiated. Check the box to indicate whether your request is a 'New Course' or is an 'Initial' change request or if you are 'Updating' a previous change request.  If you are updating a previous change request, please number the update appropriately.  (This is to avoid multiple e-mails with different versions of a single change request).

3.  PROGRAM INFO: Enter the appropriate Program Manager information.

4.  COURSE INFO: Enter the Course Information.  If it is a new course, you will be entering this information twice. If School Key (SKEY) is unknown, leave it blank.

5.  RECOMMENDED CHANGE: Fill in the recommended change information.  (Note: Depending on what information is being changed, not all fields will be filled in).  

6.  ADDITIONAL/SUPPORT INFO: Enter supporting comments on why the change is being recommended or why it is beneficial to make the change.  (Note: This field will expand to more than one line).

7.  ROUTING INFO: Fill in the Change Originator, HQ office or unit.

8.  If change is not initiated by the Program Manger, forward the form as an attachment to the appropriate Program Manager.

9.  Program Managers are to review the form, recommend approval/disapproval and forward onto the Training Center Point of Contact.  Note: If it is not applicable, then forward request straight to G-WTT-3.

10.  G-WTT-3 will approve or disapprove the request.  TQC will make the appropriate change to Class A & C School schedule on their website.

11. When in doubt, call TQC at (757) 366-6581.

Class A & C School CHANGE REQUEST FORM
(Course exists on Program Manager’s Master Training Plan) 

Date:     
New Course  FORMCHECKBOX 

Initial  FORMCHECKBOX 

Update  FORMCHECKBOX 


#      
Program Information
Program Manager
Route Symbol
Phone
Fax

     
     
     
     
Course Information

Course Title
Course ID Number
SKEY

     
     
     
Recommended Change

Class A & C School Schedule PAGE:      
DELETE CLCVN:
     
     
     
     
     
(ddmmmyy)
     
     
     
     
     
ADD CLCVN:
     
     
     
     
     
(ddmmmyy)
     
     
     
     
     
CHANGE QUOTAS PER CLCVN:    FROM           TO         

FOR CLCVNS
All Clcvns  FORMCHECKBOX 

Or List Clcvns
      
     
     
     
     
NEW COURSE:
Title/Location
     

Course Id
     

Duration/Quotas Per:
      /      

Add Clcvn:      
                             

Send Trng Requests To:
     
Additional/Supporting Comments

     
Routing Information

Change Originator
Office/Unit


     
     




Program Manager
Office/Unit
Date 
Approve/Disapprove
     
     
     
 FORMDROPDOWN 

TRACEN POC 

     
     
     
 FORMDROPDOWN 

Approving Authority (G-WTT-3)  

     
G-WTT-3
     
 FORMDROPDOWN 

Schedule Change Made at TQC (XO) 


Completed


TQC
     
 FORMCHECKBOX 


1

