Completing the SF182

****All forms must be typed and sent electronically to the NMCP Travel Email Group***
Usn.hampton-roads.navhospporsva.list.nmcp-drmtravel@mail.mil  
 Hand written and hand delivered forms will not be accepted****

ALL Forms and correctly completed packages* must be scanned and e-mailed to the NMCP DRM Travel Group at least 10 business days prior to registration payment deadline.  Documents received with less than 10 business days will not be processed and the member will be required to pay out of pocket and be reimbursed via the travel voucher.  *Please DO NOT include the 12-pages of “how to” attached to the SF-182 form itself

Section A – Trainee Information

Block 1- Complete name (do not list nick names)

Block 2- leave blank
Block 3- n/a

Block 4- not required but may be completed


Block 5- not required but may be completed

Block 6- Position level as applicable

Block 7- Complete work address for attendee 

Block 8- Work or pager number required

Block 9- Contact e-mail address required

Block 10 – Job title

Block 11 – As required

Block 12 – Career Conditional (CC), Career (C), Temporary (Temp, or Active Duty (A/D)

Block 13 – not required but may be completed

Block 14 – Civilian (GS/WG/YA/YB, etc.)

- Military – ME (Enlisted); MO (Officer)

Block 15 – Civilian (0503/0303, etc.)

   - Military (list Corps for officers/list rate for enlisted)

Block 16 – Civilian list current pay grade or NSPS Band

· Military pay grade

Block 17 – N/A

Section B- Training Course Data

Block 1a – Vendor name and complete mailing address with zip code

Block 1b – Must list course location if different than mailing address
Block 1c – Must include vendor phone number
(POC for Payment)
Block 1d – Must provide Vendor POC e-mail

(POC for Payment)
Block 2a & 2b - Name of conference or training member is attending and attach brochure of conference/training and the course codes for selected training sessions.*

Block 3 - Start date of conference (ensure you use the date format shown)**


Block 4 - End date of conference (ensure you use the date format shown)

Blocks 5 & 6 – List the total number of hours required for duty and non-duty

Blocks 7 - 14 – n/a 

Block 15 – Mark appropriate box

Block 16 – Enter date in format shown 

Block 17 – n/a

Block 18 – Must indicate the total number of CME/CEUs to be earned and whether or not it is mission critical.

Section C – Costs and Billing Information

Blocks 1a-c – List expense amount for each item shown 

Block 2 – Complete as required by your Directorate Policy.  NOTE:  listing travel expenses on this form DOES NOT supersede the requirement to have approved travel orders processed via DTS. 

Blocks 3-5 – Leave blank
Block 6 – Must indicate if member has paid fee and the due date for payment.  NOTE:  If the fee amount authorized in block C1a increases because we did not receive the package at least 10 business days before the fee is due, the traveler will be required to obtain approval from their Director for the fee increase.  If no information is provided we will assume the member has pre-paid the fee or will pay the fee at the door and we will not process the registration or payment.  !!!Reminder:  The use of the government travel card for payment of fees is prohibited!!!
Section D – Approvals

Blocks 1a-e – Department Head – Name must be clearly typed and date listed along with signature.
Blocks 2a-2e – Director of DPE – Name must be clearly typed and date listed along with signature.

Section E – Approvals/Concurrence

1a-1e -  leave blank.  NOTE:  ANYONE OTHER THAN THE AFOREMENTIONED INDIVIDUALS SIGNING IN THIS SECTION WILL RESULT IN THE FORM BEING RETURNED FOR CORRECTION AND FEES NOT PAID UNTIL CORRECTED FORM IS RECEIVED.
Section F – Certification of Training Completion and Evaluation

A copy of the certificate of training must be forwarded to the NMCP Travel Office  upon completion of training.  Please forward all certificates electronically to the DRM Travel Group listed on Outlook.  If one is not provided please e-mail the DRM Travel Group to confirm your attendance and note that a certificate was not provided.
*Member is required to provide a completed registration form and copy of training brochure that outlines the course content, hours of training, etc.  We do not need the speaker profile data, tourist information and the like.   All SF-182s must be submitted PRIOR to the start of the training to guarantee reimbursement.  The approved SF-182 package is to be forwarded electronically to the NMCP-DRM Travel Group.
  usn.hampton-roads.navhospporsva.list.nmcp-drmtravel@mail.mil 
** NOTE:  Dates listed do not necessarily reflect travel dates.  Please ensure your Travel Authorization  and attestation reflect dates of travel as appropriate.
