Office of Human Capital Management
Internal Training Review and Approval Process

As of 11.15.2012

Internal training is training that is sponsored by NASA (Agency, Center or Directorate) for a group of employees and is often held on-site at a

NASA Facility.
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1) If Training is Center or Directorate-funded, OHCM handles the procurement through the
NSSC; DIRECTORATES SHOULD NOT PROCURE CENTER OR DIRECTORATE TRAINING VIA PR OR
PURCHASE CARD.

2) If Training is Project-funded and over $3,000, Customer works with their Procurement
contact to procure the training. If the Project-funded training is $3,000 or less, the
Directorate may use their Purchase Card to procure the training. Approval must be obtained
from the Center Purchasing Card Coordinator, Dawn Murvin, for auditing purposes.

3) Be sure to fill out the OHCM Course Approval Form completely. Any missing information can
lead to a delay in processing time and cause the form to be sent back to the requestor to be
completed.

*If the signed OHCM Course Approval Form is not present with the PR, Procurement will
reject the PR and the customer will be referred by to OHCM.

NOTE: DIRECTORATE TRAVEL CARDS CANNOT BE USED TO PROCURE TRAINING.
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