September 29, 2003

MEMORANDUM FOR:  Under Secretary

                                          Chief of Staff

                                          Chief Operating Officer

                                          Assistant Directors

                                          Acting Assistant Directors

                                          Administrators

                                          Office Directors

                                          Deputy Inspector General

                                          Acting General Counsel

                                          Regional Directors

                                          Acting Regional Directors

FROM:                             R. David Paulison    /s/

                                         Preparedness Division Director 

SUBJECT:                       Mandatory Agency Training Requirements

                                            For  Fiscal Year 2004

The attached listing identifies the Agency mandatory training for Fiscal Year 2004.

The information is provided to assist you with your annual planning for your workforce.

The listing provides specific requirements for Permanent Full Time and Stafford Act Employees.  Mandatory training falls into two categories: compliance training (required by law or Agency directive), or directed training (required by the head of the Agency).  We have included the legal/agency citations for each requirement.

The listing includes the following new entries:


Advanced Property Management


Fall Protection


Respiratory Protection Program Administrator

The Employee Development Branch will announce changes as they occur and will assist proponent offices with training delivery.  If you have any questions, please contact

Arlene Lawson at (202) 646-3219.

Attachment

cc:  Regional Training Managers  

