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Purpose:  To describe procedures of training request and serve as a guide for the 

conduct of training coordination.  

Applicability:  This SOP is applicable to all civilian and military personnel assigned or 

attached to Fort Irwin and any elements requesting training assistance through G3 

Schools. In no way is this SOP intended to supersede any Army Regulation or DA PAM 

already in place. Exceptions to this Policy will only be approved by the NTC G3 Office. 

Responsibilities and Schools Process:  

1. G3 Schools:  Responsible for all training assistance on and off Fort Irwin. 

Provide weekly status updates for all school requests. Ensures all tenant units 

are given the appropriate classes by all means to include Video Tele-training 

(VTT), Mobile Training Team (MTT), local instructor, and Temporary Duty 

(TDY). Manages MTSA funds and oversees all MTSA funded Defense Travel 

System (DTS) authorization and vouchers. Organize and schedule ground 

and air transportation for all G3 coordinated group travel. Process all Fort 

Irwin Army Training Requirements and Resources System (ATRRS) request, 

deletions and deferments. Assist units in coordination of training courses and 

submits all Training Resources Arbitration Panel (TRAP) request to 

FORSCOM. Assist all Army Civilian enrollments in Civilian Education System 

(CES) Courses, and Institutional and Mandatory Training. Schedule and track 

mandatory training for Army Civilians. Track CES status for Army Civilians. 

 

2. Brigade Level Schools:  Coordinate all training issues with G3 Schools. 

Responsible for attending the Post Schools meeting scheduled on training 

day seven (TD7) of each National Training Center (NTC) rotation at 1330 in 

the G3 conference room. Responsible for turning in paperwork complete with 

all appropriate required information. Ensures all required submissions for 

allocated training slots are turned in within time allotted. Failure to do so will 

result in the loss of their allocated slots. Lost allocated slots will go to 

submitted alternates ready to go at time of final submission date. Ensures 

OMLs are completely scrubbed and turned into G3 schools five working days 

prior to the 15th of every month.  Ensures their Brigade Command Sergeant 

Major (CSM) is aware of all Noncommissioned Officer Education System 

(NCOES) reservations, deletions, and deferments. Will ensure that all service 

members scheduled to attend any course are within prescribed regulations, 

meet all prescribed requirements, arrive on time, and possess the required 

equipment. Will be present at the start of all courses on Fort Irwin, including 

WLC departures and arrivals. Receive status of school requests and provide 

timely updates to subordinate units. 
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3. Leaders and Supervisors:  Ensure all training requested is necessary for the 

professional development/advancement of the Soldier, mission requirement, 

or the enhancement of the command. Prevent any mission hindrances to 

course attendance and reschedule appointments outside of course timelines. 

Submit through the appropriate channels to the G3 Schools any changes on 

the attendee’s status that will preclude them from attending training (see 

Appendix A). All Soldiers attending any course on Fort Irwin will be treated as 

TDY Soldiers attending training elsewhere and will be required to stay in class 

throughout the duration of the course. Ensure financial obligations incurred 

during attendance to official training are reconciled within 30 days of 

completion of training.  

 

4. Personnel attending training:  When TDY, before submitting DTS 

authorization, ensure unit Organizational Defense Travel Administrator 

(ODTA) verify requirements/entitlements with appropriate school. After 

completing the course, submit travel voucher within five working days of 

completion of travel and submit copy of training certificate IAW Brigade Level 

Schools SOP. Use guidance from the Joint Federal Travel Regulation (JFTR), 

the MTSA Handbook, and the Brigade Level Schools NCO for all DTS 

submissions. 

 

5.  Schools Process: 
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School Request, Cancellations, and Deferments: 

 

1. Request 

A. Soldiers: requests are done on DA Form 4187 (see Appendix D). 

B. Civilians: requests are done on SF182, pages 1,2, and 5 are required. 

(see Appendix E). 

C. All AMMED Soldiers and Civilians: require additional form DA Form 

3838 (see Appendix F) and need to be screened and verified through 

the AMEDD web page prior to submission. 

D. All requests for Fort Lewis Courses require additional forms DA Form 

3838 and HFL Form 888 (see Appendix G). 

E. In addition to the previously described, all group schools request will 

be submitted in the G3 Schools group request format (primarily used 

for FICA resident courses) (see Appendix H).  

F. All School requests will be submitted 45 days prior to course start date 

unless otherwise specified. 

G. All requests will be screened by Battalion and Brigade Level Schools 

for correctness. 

H. As specified on each form, or in remarks block, all requests will have at 

a minimum the following:  course location, course title, course number, 

class number and dates, and date range for a possible alternate class 

(see Appendix D-H). 

I. A meeting will be held by the G3 Schools office and the requesting unit 

for all MTT and VTT request. 

J. Civilians will see their CEP Leads for CES enrollment assistance.  

 

2. Cancellations and Deferments 

A. All cancellations and deferments must be submitted NLT two weeks 

prior to report date. 

B. Soldiers: will be done on DA Form 4187 signed by the first O-6 in their 

chain of command, with a routing slip containing the Brigade CSMs 

signature. 

C. Civilians: will be done on DA Form 4187 signed by the Approving 

Authority for the course. 

D. All ATTRS Course cancellations, deferments, and substitutions will be 

submitted on a DA Form 4187 as described above. 

E. All cancellations, deferments, and substitutions for all courses will have 

justifications. All justifications will be IAW AR 350-1 dated 18 

December 2009, and ICW appropriate school and academy SOPs. All 

justifications will have supporting documents attached. 
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Mobile Training Team (MTT) and Video Tele Training (VTT) Request: 

 

1. All MTT and VTT request will be submitted to G3. The following is a guideline 

for requesting MTT/VTT Training. Units are highly recommended to submit 

request at least six (6) months prior to start date. G3 Schools is available for 

assistance with all of the following. 

A. Research, select, and justify course required. (Brigade level approval 

required). 

B. Identify the Project POC for the request. 

C. Determine number of individuals to be trained. 

D. Determine date range for training. 

E. Coordinate with G3 Schools to research MTT/VTT support 

requirements.  

F. Training location researched and reserved. 

G. Logistical support researched and acquired. 

H. Technical support researched and acquired. 

I. Identify any school required support not available. 

J. Submit MTT/VTT request information to G3 School. 

 

Civilian Education Program: 

1. The Fort Irwin and NTC Civilian Education Program (CEP) is the support 

program for Fort Irwin Army Civilians seeking education and professional 

development. Each unit has a dedicated CEP Lead to provide information, 

guidance, and enrollment facilitation for all Civilian Education System (CES) 

and Institutional Training courses. The CEP and CES details are outlined in 

this SOP and the Civilian Development links located on SharePoint 

https://irwin-portal/sites/G3/OPS/Schools/Forms/AllItems.aspx 

2. CEP Leads will provide a CES status update to G3 Schools. CES status 

update will be provided on a monthly basis on a spreadsheet provided by G3 

Schools.  

 

 

 

 

 

https://irwin-portal/sites/G3/OPS/Schools/Forms/AllItems.aspx
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Warrior Leaders Course (WLC): 

1. WLC:  Fort Irwin is supported by external NCO Academy’s. Fort Irwin will 

send a group of Soldiers to WLC on a monthly basis. Soldiers will have 

maximum opportunity to attend WLC. The WLC program specifics are as 

follows. 

A. Brigade WLC submissions will be submitted on G3 Schools group 

request format with the addition of a birthday column in YYYYMMDD 

format.  

B. WLC packets will be submitted 2 weeks prior to TDY report date to 

include DD Form 1610 (see Appendix N). 

C. G3 Schools will coordinate all ground transportation to and from WLC.  

D. G3 Schools will coordinate all air transportation to and from WLC. Cost 

of air fare will be provided to the Brigade Schools for input on each 

individual DD Form 1610. 

E. G3 will provide a sponsor to escort WLC Candidates to the WLC 

Academy. Sponsor will stay until all in-processing is complete. 

F. If SM is scheduled for WLC and cannot attend, a DA Form 4187 is 

required to remove the candidate from ATRRS to prevent the SM and 

Fort Irwin from receiving no show. 

G. Each unit is responsible for replacing their own cancellations to support 

a Fort Irwin and total Army 100% fill rate. Units will have alternates 

report to the departure DTG with complete packets to avoid losing a 

slot because of last minute changes. 

H. Brigades will ensure candidates possess current packing list located 

on the appropriate Academy web site. 

I. All WLC Candidates will not consume any alcoholic beverages for the 

entire duration of the WLC TDY course and travel.  

J. All WLC Candidates will sign a Memorandum of Understanding stating 

they have read and understand the consequences of alcohol-related 

misconduct in NTC Policy Letter 22. 
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Order of Merit List (OML) and Reporting:   

1. WLC OML:  WLC OMLs are due to G3 Schools five working days prior to the 

15th of each month. WLC OML will contain all Private First Class (E3) and 

above that have not attended WLC. Soldiers will not be removed from the 

WLC OML unless they have graduated from WLC or they have been reduced 

to the grade of E-2 or below (see Appendix I). Soldiers on the WLC OML’s will 

be reported in only one of eight categories: AD (administrative), SC 

(scheduled), RTA (ready to attend), MD (medical), CE (currently enrolled), OV 

(overweight), DE (deployed) and AP (APFT failure). Two categories will never 

be reported for the same month (see Appendix J). All Brigades are required to 

track WLC candidates that have been on the WLC OML for over 90 days (see 

Appendix K). 

2. WLC, ALC, & SLC:  WLC, ALC & SLC Reports are due to G3 Schools prior to 

close of business every Friday. This report will reflect the total number of 

personnel enrolled for the following week in each NCOES course (see 

Appendix L). 

3. Attendance and Submission (A&S) Tracker:  A&S Tracker will be submitted 

weekly by all agencies. A&S Tracker will have three sections; Course, 

Attendance, and Submissions. Course will contain brief course information: 

name, location, and dates. Attendance will contain number of seats (Seats), 

number of seats filled (#’s Filled), out and in changes (Changes), number 

showed (Show), number alternate showed (Alt Show), number dropped 

(Drop), number graduated (Grad). Submissions will contain packet/name due 

date (Due Date), number of packets turned in on due date (# Turned in on 

Due Date), date all packets were turned in (Date all Packets In), and number 

of days packets were late (# Days Late (14 Max). A&S Tracker will track all 

G3 Schools facilitated courses (see Appendix M). 

NCOES No Shows:  All NCOES No Shows will be reported weekly to G3 

Schools. No Shows request must be submitted IAW this SOP. 
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Travel:  The NTC G3 is the approving official for all FORSCOM MTSA funded travel 

authorization and vouchers for Fort Irwin. All FORSCOM MTSA funded authorizations 

and vouchers will be routed through G3 MTSA routing list (MTSA RL). All MTSA funded 

travel authorizations and entitlements can be found in the MTSA handbook. If guidance 

cannot be found in the MTSA handbook, G3 Schools will provide guidance. 

1. Authorizations 

A. It is the unit ODTA’s job to research and identify SMs entitlements, not 

the G3 or the Brigade S3. If there is a doubt on any entitlement, the 

unit ODTA will call the appropriate school to verify entitlements. The 

ODTA will add detailed documentation to support those entitlements to 

the substantiating records. If contact with the appropriate school 

cannot be made, guidance will be used from G3 Schools through the 

Brigade Level Schools. 

B. All rental cars, fuel for rental cars, and any in and around mileage will 

be reimbursed by the units Line Of Accounting (LOA). Unit will add a 

memorandum to the DTS authorization authorizing this reimbursement. 

C. If a trip is over 45 days it is mandatory that the SM will be scheduled 

partial payments. 

D. Submit Authorizations no earlier than 30 days prior to report date. 

 

2. Vouchers 

A. All vouchers will be filed within 5 working days after completion of TDY 

travel. 

B. Receipts are required for all expenses being claimed, regardless of 

amount. Missing receipts will be handled on a case-by-case basis 

through the G3 Schools. 

C. All debt to US and outstanding credit card debt will be paid first by 

voucher. 

 

3. TDY En-Route 

A. All TDY Enroute will be done on a manual DD Form 1610 (see 

Appendix B) 

B. If the SM clears FICA before travel begins, the DD Form 1610 will only 

cover the school portion of training. Training is from report date to 

graduation date, both of which are normal school entitlement days. 

MTSA will not authorize 75% travel per diem for those days because it 

will be covered by the travel order.  

C. All travel expenses will be covered by travel order. Exceptions and all 

other TDY En-route options can be found in the MTSA Handbook on 

page 10 (see Appendix C) 



11 
 

Assistant Instructor:  Qualifications, Duties, and Responsibilities to serve as an 

Assistant Instructor (AI) for all courses and graduation ceremonies are as follows.  

1. Qualifications: 

A. All AIs will possess the rank of Staff Sergeant or above.  
B. AI for the Battle Staff NCO Course and the First Sergeant Course will 

be a Sergeant First Class or above. 
C. Must have graduated the course for which they are to be an AI for. 
D. Must participate in AI train-up prior to course start date. 

             
2. Duties and Responsibilities: 

A. Stay with the class throughout the duration of classroom instructions. 
B. Observe all practical exercises (PE) and ensure student interaction. 
C. Administer examinations to students. (as required) 
D. Evaluate student briefings. (as required) 
E. Operate T-NET equipment or have system administrator available. 
F. Facilitate group discussions by utilizing noncommissioned officer 

experience. 
G. Counsel students that fail Height/Weigh-In IAW AR 600-9, and written 

and performance exams. (as required) 
H. Counsel all students which includes initial, end of course, after each 

exam, and any adverse behavior. (as required) 
  

3. Graduation Ceremony: 
A. G3 Schools 

a) Reserve venue for all graduations 
b) Produce ceremony handouts 
c) Coordinate for Post CSM to speak to graduate 
d) Request PAO support two weeks prior to graduation date 
e) Notify G3 Master of Ceremonies for graduation support 72 

hours prior to graduation 
f) Identify VIP participation and attendance to be included and 

recognized in ceremony 
g) Provide AI with guest speaker contact information 
h) Be present for all rehearsals 
i) Send out invitation for ceremony on Irwin Postmaster 

B. Assistant Instructor 
    a)  Make all coordination with guest speaker 
    b)  Conduct rehearsal prior to graduation 
    c)  Double checking all administrative issues with Academy 

C. Master of Ceremonies 
    a)  Review rehearsal prior to graduation 
    b)  Set up and tear down of graduation ceremony (NLT 0645 on    
         graduation day) 

     c)  Provide all equipment to include: 
   - Flags (National Colors, Army Flag, NTC Flag)  
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   - Sound system with required music (The National Anthem &  
     The Army Song) 
   - Podium stand  
   - Binders for diplomas 
   - Three Chairs (Guest Speaker, Senior AI, Chaplain) 
   - Table with cloth cover for diplomas 
     d)  Review handouts prior to graduation 
 D.  Protocol 
     a)  Seating arrangements 

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



13 
 

G3 Schools Points of Contact:   

 1.  G3 Training Specialist  .……………………….………………….  (760) 380-3880 

 2.  G3 Schools NCOIC  ………………………………………...……  (760) 380-3459 

 3.  G3 Schools Fax  ………………………………………………….  (760) 380-2990 

 4.  DSN  ……………………………………………………………………..  470-XXXX 
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APPENDIX A 

Installation Training Request Flow Chart 
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APPENDIX B 

DD Form 1610         



17 
 

APPENDIX C 

MTSA Handbook, page 10 

 

MTSA Handbook 
10 
02/01/99 
Chapter 4 
Operations 
4-1. TDY Process 
a. The same rules which govern all other mission-essential temporary duty travel 
should be adhered to when preparing DD1610s for MTSA training. 
b. TDY and Return. The process for TDY and return MTSA training is no 
different than any other training funded by the installation/unit or previously funded by 
the MTOA other than the MTSA fund site that is placed on the orders. Fund control 
officers must, however, ensure that: 
(1) the correct MTSA fund site is used for all MTSA travel (the MTOA fund 
cite will not be used). 
(2) MTSA fund sites are used only for those courses that meet ODCSOPS 
guidance. 
c. TDY enroute. Soldiers have four options for attending TDY enroute in 
conjunction with a permanent change of station (PCS) in accordance with AR 600-8-11. 
The options and the appropriate funding accounts are as follows: 
(1) Option 1 and 3. Travel to and attend training, return to the old permanent 
duty station (PDS) and depart within 10 days and report to the new PDS. 
In this scenario, the losing command/installation covers the travel and per 
diem costs associated with training. Travel from the old to the new PDS is 
funded by the Military Personnel Appropriation, PCS open allotment. 
Under option 1, dependents remain in government quarters. Under option 
3, dependents remain living on the local economy. 
(2) Option 2. Depart the old PDS, report to the new PDS, leave the new PDS 
within 10 days of reporting, travel to training and return to new PDS upon 
completion of training. In this scenario, the losing command/installation 
covers both the travel and per diem associated with the training. Travel 
from the old to the new PDS is funded by the Military Personnel 
Appropriation, PCS open allotment. 
(3) Option 4. Depart the losing PDS, travel to and attend training, travel to 
and report to the new PDS. In this scenario, the losing 
command/installation pays only the per diem while in training. All travel 
costs are chargeable to the Military Personnel appropriation, PCS open 
allotment. Soldiers without family members/dependents are authorized to 
elect only option 4. 
Soldiers with DA-directed schooling at either the new or old PDS will not elect 
any of the above options, since a soldier cannot be TDY at his/her PDS. There will be 
no travel or per diem costs paid when this occurs. 
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APPENDIX D 

DA Form 4187 
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APPENDIX D (Continued) 

DA Form 4187 Routing 

THRU TO FROM 

Commander G3  Commander 

2/11 ACR Schools G Troop, 2 SQD 

Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 

      

Commander G3 Commander 

1916 SPT BN, 916th SPT BDE Schools 699th Maint Co, 1916 SPT BN 

Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 

      

Commander G3 Commander 

OPS GRP Schools Goldminers 

Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 

      

N/A G3  Commander 

  Schools MEDDAC 

  Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 

      

Commander G3 Commander  

USAG Schools MP Co, USAG 

Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 Fort Irwin, CA. 92310 

      

Example of Deferment or Deletion Request!!! 

      

THRU TO FROM 

  19K ALC (BNCOC)   

Commander HRC Commander 

2/11 ACR ATTN: CMF 19 G Troop, 2 SQD 

Fort Irwin, CA. 92310 Fort Knox, KY. 40121 Fort Irwin, CA. 92310 

      

  63X SLC (ANCOC)   

Commander HRC Commander 

1916 SPT BN, 916th SPT BDE ATTN: CMF 63 699th Maint Co, 1916 SPT BN 

Fort Irwin, CA. 92310 Fort Knox, KY. 40121 Fort Irwin, CA. 92310 

      

  Airborne Training   

Commander HRC Commander 

OPS GRP ATTN: IN Branch Goldminers 

Fort Irwin, CA. 92310 Fort Knox, KY. 40121 Fort Irwin, CA. 92310 

      

  SFAS   

Commander HRC Commander 

1916 SPT BN, 916th SPT BDE ATTN: SF Branch 2HT Co, 1916 SPT BN 

Fort Irwin, CA. 92310 Fort Knox, KY. 40121 Fort Irwin, CA. 92310 

      

  68W SLC (ANCOC)   

N/A HRC Commander 

  ATTN: CMF 68 MEDDAC 

  Fort Knox, KY. 40121 Fort Irwin, CA. 92310 

      

  31B ALC (BNCOC)   

Commander HRC Commander  

USAG ATTN: CMF 31 MP Co, USAG 

Fort Irwin, CA. 92310 Fort Knox, KY. 40121 Fort Irwin, CA. 92310 
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APPENDIX E 

SF 182 
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APPENDIX E (Continued) 

SF 182 
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APPENDIX E (Continued) 

SF 182 
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APPENDIX F  

DA Form 3838 

 



24 
 

APENDIX G  

HFL Form 888 
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APPENDIX H 

G3 Schools Request Form 

 

Course Title 

Date/ Location 

NAME: Last, First MI. RANK MOS SSN COMPLETE UNIT 
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APPENDIX I 

AR 350-1 Paragraph 3-46 

3–46. Warrior Leader Course 
a. The Warrior Leader Course (WLC) is a branch-immaterial course that provides basic 

leadership training. The 

WLC provides Soldiers an opportunity to acquire the leader skills, knowledge, and experience 

needed to lead team level 

size units. It is the foundation for further training and development. 

b. Soldiers who qualify for WLC are placed on an OML by the unit commander as follows: 

(1) First priority. Staff Sergeants promoted without WLC. 

(2) Second priority. Sergeants that are non-WLC graduates. 

(3) Third priority. SPC promotable (P). These Soldiers are prioritized within this category as 

follows: 

(a) SPC (P) who have met the cut-off score. 

(b) SPC (P) in MOSs which would have had additional promotions if more promotable SPCs had 

been available and 

identified as “STAR MOS” by monthly HRC Promotion Cut-Off Memorandum. 

(c) SPC (P) in other MOS serving in an authorized NCO position based on the highest number of 

promotion points. 

(d) All other SPC (P) on a recommended list based on the highest number of promotion points. 

(4) Fourth priority. SPC in leadership positions. In order to fill all WLC training seats, non-

promotable SPC with 

demonstrated leadership potential may attend WLC only when all higher OML categories are 

exhausted. 

(5) Fifth priority. PFC with leadership potential may attend WLC only when all higher OML 

categories are 

exhausted. 

c. The ACOMs, ASCCs, USARC and Chief, NGB commanders establish a quota management 

plan to support WLC 

and ensure attendance of fully qualified Soldiers. In order to be consistent with established Army 

training priorities 

installations will manage quotas to ensure that all Soldiers in a higher OML category attend 

WLC prior to Soldiers 

with lower priority. 

d. As NCOES transitions from BNCOC and ANCOC to ALC and SLC, content for WLC will 

include materials for success at both the team and squad levels and include relevant parts of the 

old BNCOC. Scope of tasks/competencies addressed in WLC will provide both the team and 

squad-level perspective, where appropriate, and build upon experience gained in previous 

training and operational assignments. 
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APPENDIX J 

WLC OML  

 

BDE SQD/BN TRP/CO LAST NAME 
FIRST 
NAME SSN GRADE MOS Remarks 

11 ACR 2 HHT Doe John ????????? SPC 11B OV 

916th SB 1916 699th Doe John ????????? SPC(P) 92Y RTA 

OPS GRP OPS GRP Lizards Doe John ????????? SGT 52D AP 

Garrison Garrison MP Co Doe John ????????? SSG 19K RTA 

RC-OPT RC-OPT RC-OPT             

DENTAC DENTAC DENTAC             

MEDDAC MEDDAC MEDDAC             

904 CCBN 904 CCBN 904 CCBN             

         

         Spreadsheet format:  
Arial, 9, No formated cells 

     
         Codes: 

       AD Administrative (UCMJ, AWOL, etc) 
MD Medical (Pregnant, Profile, MEB, etc) 
AP APFT failure (Flagged) 
OV Overweight (Flagged) 
DE Deployed  
CE Currently Enrolled 
SC Scheduled Next Class 

RTA Ready to attend 
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APPENDIX K 

Over-90 day OML Scrub 
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APPENDIX L 

WLC, ALC, & SLC Report 
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APPENDIX M 

Attendance and Submission (A&S) Tracker 
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APPENDIX N 

WLC Packets (FBTX & FLWA) 
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APPENDIX N (Continued) 

WLC Packets (FBTX & FLWA) 
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APPENDIX N (Continued) 

WLC Packets (FBTX & FLWA) 
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APPENDIX N (Continued) 

WLC Packets (FBTX) 
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APPENDIX N (Continued) 

WLC Packets (FBTX) 
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APPENDIX N (Continued) 

WLC Packets (FLWA) 
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