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Process for Requesting Off-Site Training by NVTI 

I. Purpose: To provide Veterans' Employment and Training Service (VETS) staff with guidance on 
informing their respective State Workforce Agencies (State agencies) of the approval process for 
requesting the National Veterans' Training Institute (NVTI)" to send staff to their State to provide 
"off-site" training. 

11. References and Rescissions: This Director's Memorandum (DM) supersedes the unnumbered 
DM, dated November 13,2003 on this subject. 

111. Background: The National Learning Center (NLC) is the current parent entity for the National 
Veterans' Training Institute (NVTI). NLCNVTI is still the contractor responsible for Federal and 
State staff training and capacity building for those who provide labor exchange services to 
veterans. Training is accomplished from the NVTI home location of Denver, Colorado; through 
distance learning and on-line modalities; and, on occasion through off-site training in States, when 
resources allow. The Contract Officer's Technical Representative (COTR), is responsible for the 
scheduled work planned and performed by NVTINLC, and is located in VETS' National Office. 
The COTR must approve off-site training by the NVTI, through consultation and review of 
States' formal requests forwarded through VETS field staff channels. 

IV. Policy and Guidance: 

A. State agencies are required to go through VETS channels with all of their NLCINVTI off- 
site Disabled Veterans' Outreach Program (DVOP) andlor Local Veterans' Employment 
Representative (LVER) staff training requests regardless of the funding source used to 
support the training. 



When certain criteria are met and a State wishes to have an NVTI trainer visit their State to 
conduct one or more of the four off-site courses being offered, (see Section V below and 
Attachment A) and have at least twenty (20) participants to be trained, the State must 
provide the appropriate Director for Veterans' Employment and Training (DVET) with a 
formal request. 

The request needs to indicate the desired dates for the training; course or courses requested 
and indicate whether the trainers' expenses would be covered: 

If the request is to be funded from the Jobs for Veterans State grant, and the training 
was not previously planned in the annual modification or mid-year modification 
request and approved by the Grant Officer, the State needs to indicate certain items 
found on Attachment A and indicate how the funds became available for the training. 

If the State has no resources to reimburse the trainer for their time and travel 
expenses, it may be picked up by the NVTI contract at the discretion of the COTR, if 
and only if, sufficient contract resources are available. 

Requests for NVTI off-site trainers should be submitted to the DVET as much as six 
months prior to the planned training, but no less than three months prior to the 
planned training dates, to facilitate staff resource and fiscal planning. 

B. Training at a conference for DVOP and/or LVER staff: 

If NVTI training is to be coupled with a DVOPLVER Training Conference in a State 
or for group of States during the regular Fiscal Year, it must receive prior approval 
by the Grant Officer based upon recommendations by VETS regardless of whether 
additional funds are being requested, since the conference impacts the scope and 
conditions of the grant. The Grant Officer may approve a State's annual grant 
modification request or a mid-year modification request, if they did not get approval 
for the training at the beginning of the Fiscal Year (FY). 

2. In the case that a State has sufficient carry-over funds at the end of the year, they 
need only seek approval fiom the Regional Administrator for Veterans' Employment 
and Training (RAVET) through the DVET to use those funds for a DVOPILVER 
conference during a fifth FY quarter; however, the separate process identified in this 
DM and attachment must be followed for VETS COTR approval in VETS National 
Office to have NLCDJVTI provide the off-site training. 

C. The approval process is as follows: 

1. The approval process begins with the DVET. The State submits their request To the 
DVET. The DVET ensures that the request is complete and forwards his 
endorsement to the RAVET within three working days of receipt. 
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The RAVET reviews the request and forwards it within three business days to the 
COTR at the National Office; attn. Gordon Burke, with a concurrent copy to the 
NVTI; attn. James Deal Cjdeal@nvti.cudenver.edu)/Vaune Shelbourn 
(vshelbourn@nvti.cudenver.edu) for scheduling and to expedite COTR consultation 
purposes. The RAVET will be informed within 14 business days of receipt of the 
request by the COTR regarding the status of the request, and the RAVET will inform 
the State through the DVET of the COTR's decision. 

If the disapproval is due to a scheduling conflict or insufficient contract funds, the 
State may submit an alternate request back through VETS channels. 

Consultation may be initiated by the COTR with NVTI, the RAVET and the State 
agency and DVET at any point in the process. 

This process will be followed regardless of the funding for the off-site course and 
whether or not the requested off-site training is part of a DVOPILVER conference. 

V. Courses Offered: The following courses are among those currently being offered off-site by 
NLCINVTI to classes of at least twenty (20) participants. Please refer to the NVTI home page at 
htt~:llwww.nvti.cudenver.edu under training for a description of each course, length of session and 
intended audience of the course. Some of the current offerings: 

Case Management Overview 
Advanced Case Management 
Job Coaching for Offender Population 
Orientation to Veterans Services 

VI. Actions Required: 

A. DVET should meet with their State to acquaint them with the process for requesting 
NLCINVTI off-site training outlined above and on the attachment, noting that off-site training 
requests should be made preferably six months in advance, if at all possible, but at a minimum 
of three months in advance of the proposed training. The attachment outlines the process the 
State and DVET should follow and should be provided to the State agency. 

B. The DVET should send the State's request to RAVET within three working days with all the 
necessary information to facilitate decision making, particularly if the RAVET needs to 
approve a DVOPILVER training session using funds in the fifth FY quarter. 

C. The RAVET will attach a recommendation and upon concurrence send the request within 
three business days to VETS National Office COTR (attn. Gordon Burke) and provide a copy 
to the NLC/NVTI in Denver (attn. Jim DealNaune Shelbourn) to assist the COTR with viable 
dates for available resources. 



D. The COTR will contact the RAVET with any concerns regarding the training and send the 
approval or disapproval to the RAVET within 14 working days. 

E. Upon receipt of the COTR's decision, the RAVET will contact the State through the DVET. 

VII. Inquiries: DVETs or other VETS staff with questions should contact their RAVET. RAVETs 
may contact VETS Contract Officer's Technical Representative (COTR) at the National Office. 

VIII. Expiration Date: Until superseded or rescinded 

IX. Attachment: State Agency Guidance on requesting NLCINVTI off-site training 


