The following information is required for a transfer of Approving Officials:
___Training certificate signed by the Warranted KO
___ Copy of training test/certification from Skill Port  (mandatory)
___Copy of GSA training certificate (optional) 

http://www.fss.gsa.gov/webtraining/trainingdocs/smartpaytraining/index.cfm
___ This application sent to COCO stating the following:
Request change over of Approving Official Current A/O:  Charlie Brown
Incoming A/O:  Lucy Schroeder
HL5:  HL50000
HL6:  HL60000
Location:  USCG Station Vacation
E-mail address of incoming A/O:  Lucy.B.Schroeder@uscg.mil
Business phone:  252-555-1212
Fax phone:  252-555-2121
Incoming A/O PCA information (has incoming A/O been a PCA user in the past:  Yes      No
If yes, where:  St. Thomas, USVI
If Skillport profile was created outside our AOR what was location of creation for Skillport:
NOTE:  You should allow minimum two weeks notice to the COCO requesting change of A/O
You can either attach training certs with required e-mail/applicable info requesting the change of Approving Official or fax training certs w/cover sheet to 757-483-8623, attn: Louisa Cook.
