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Idaho Bulletin:  360-12-6           

             Subject:   SF-182 Guidance for Supervisors and Purchase Card Holders         Date:    3/1/2012 
  

 
Purpose.  To ensure that employees have completed an online Standard Form (SF)-182, when 
required, prior to supervisor approval of Agriculture Department Form 700 (AD-700).  Purchase 
Card Holders should ensure that SF-182s are attached to AD-700s before making payment for 
training. 

Expiration Date.  September 30, 2013 

Background.  The U.S. Department of Agriculture requires all employees to complete an online 
SF-182 in AgLearn when training is obtained from an outside vendor.  The SF-182 form is the only 
method available for NRCS to track the portion of its training funds spent on external training 
activities.      
 
Explanation.  All employees should submit an SF-182 with an AD-700 when requesting training 
from an outside vendor.  Employees should attach the approved SF-182 to the AD-700 for 
supervisor approval. 
 
When approving an AD-700 form to pay for training from an outside vendor, supervisors will 
ensure that an approved SF-182 is attached.  If the procurement request is for more than one 
employee, a completed SF-182 must be submitted for each employee that will participate in the 
training.     
 
Purchase card holders should ensure that all training related AD-700s have SF-182 forms attached 
prior to payment.   
 
Additional information regarding when an SF-182 is and is not required is included in Attachment 
A. 
 
Contact.  Brett Ingles, Management Analyst (Training Coordinator), 208-378-5690 

/s/ Rob Sampson Acting for 

JEFF BURWELL 
State Conservationist 

Attachment A:  SF-182 FAQs for Supervisors and Purchase Card Holders                                
 




