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MEMORANDUM FOR Director, U.S. Army Manpower Analysis Agency (USAMAA), Assistant Secretary of the Army, Manpower & Reserve Affairs, 5915 16th Street, Building 238, Fort Belvoir, Virginia  22060-5514

SUBJECT:  Request for Manpower Requirements Determination Training


1.  Include description of what specific training is desired or simply request that USAMAA provide its full 3.5-day Manpower Requirements Determination (MRD) training according to its established program of instruction (POI), as follows: 
· Half day of MRD Overview & Process Improvements
· Full day of Single Point Studies
· Full day of Modeling
· Full day of Manpower Analysis in support of Concept Plans
Classes can be tailored to meet the demands of the requesting command or audience to be trained.  However, if instruction in any one of the MRD areas is desired/requested for less than the full established POI period, then that class will not only have a reduced level of presentation, but will also include less exercises and/or case studies.

2.  Include requested dates/alternate dates and location of training.  Training requests must be submitted at least 60 days prior to the start of the requested training.

3.  Identify the number of personnel to be trained and at what level these personnel work.  USAMAA requires training classes between 20 and 30 personnel who work at the Army Command/Army Service Component Command/Direct Reporting Unit level.  Experience has shown that training provided to personnel at organizational levels below this level causes confusion because command-specific processes/requirements that are mandated below Department of the Army level are not taught by USAMAA.  Please note that at this time, and until USAMAA obtains a legal opinion on the subject, we are unable to provide any MRD training to contractors; the personnel to be trained must all be government employees.  

4.  Include organization’s point of contact (POC) and their contact information.  USAMAA will coordinate directly with this POC and will respond back to the organization (via a memorandum) once a determination is made if and when the actual training will take place.  The requesting command or organization will be expected to fund travel for USAMAA’s training team, consisting of 1-2 personnel depending on the specific training requested.




						Signature block and signature
(Flag Officer or SES)  
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