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Job Corps Contractor Travel and Training Requests 

1. Purpose. This Program Instruction Notice incorporates and further clarifies a
memorandum issued by the Office of Contracts Management (OCM) on August 16, 2019. The
memorandum generally described the review and approval process for Job Corps contractor
travel and training requests.

2. Background. On December 9, 2016, OCM established a review and approval process
for proposed contractor travel and training expenditures (see attached memorandum). OCM also
established and distributed a travel and training request form, titled "Request for Authorization
Training and/or Travel," to all contractors. On August 16, 2019, OCM issued another
memorandum informing contractors that it created a central email account for receiving travel
and training requests. The memorandum further defined the process used by Job Corps when
reviewing travel and training requests submitted by center operators, Outreach and Admissions,
and Career Transition Services providers; and National Training Contractors. As stated in the
December 2016 memorandum, long distance travel (i.e., travel greater than a 50 mile radius
around the location of performance) must receive prior approval by a Contracting Officer. All
training and conference requests, regardless of purpose or dollar value, must receive prior
approval by the Office of Job Corps. Unless delegated, training and conference approval
authority resides with Job Corp's National Director.

3. Action Required. Addressees should distribute this Change Notice to all appropriate
personnel.

When preparing a request for training or training approval, the below measures must be taken. 

a. Use the approved travel and training request form.
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