SAMPLE JUSTIFICATION TO TAKE

WEB-BASED IMPAC TRAINING

LETTERHEAD

Office Symbol                                                                                                       Date

MEMORANDUM FOR (Insert the name of your AOPC)

SUBJECT:  Request to take Initial IMPAC Web-based Training

1. Request authorization to take IMPAC training via the web-based tutorial for the following reason(s):

(  )  My organization has an immediate need for an IMPAC card.  The mission of the organization would be impacted if forced to wait for the next scheduled in-class training session.  (Explain how the organization would be adversely impacted.)

(  )  It is not cost-effective to send our proposed cardholder/billing official to the in-class training site.  Neither is it cost effective to send a trainer to our location for on-site training.  (Explain why it would not be cost effective.)

(  )  Other reason (complete):  

2. Web-based training is requested for the following:

(  )  Cardholder(s):  List Names

(  )  Billing Official(s):  List Names

3. Completed nomination forms for the individuals requesting web-based training are attached.

4. The email address of the requesting official is:_____________________________.

Encls




Signature Block of Requesting Official







(Billing Official of a new cardholder;







 Commander/IMPAC Program Coordinator of







   A new Billing Official)

