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CNATRA NOTICE 12410 
 
Subj:  ANNUAL TRAINING REQUIREMENTS 
 
Encl: (1) Annual Training Requirements Schedule 
 
1.  Purpose.  To publish a standard schedule for yearly training 
of a general nature.  This schedule is applicable to all 
military and civilian employees of CNATRA staff and subordinate 
commands.  Contractor requirements are not addressed by this 
notice.  
 
2.  Guidance.  Enclosure (1) lists the training requirements 
covered by this notice and the required completion date for each 
training.  All CNATRA activities will comply with the training 
schedule.  Much of the training occurs online; supervisors and 
employees will become familiar with the Annual Training web page 
on the CNATRA web page or on the CNATRA N1 Sharepoint.  Training 
may be accomplished via other means, such as safety stand-down 
or class room training, as long as the completion schedule is 
adhered to.  Refer questions to CNATRA N124 at (361) 961-1781. 
 
3.  Responsibilities.  Supervisors are responsible for ensuring 
that their employees complete all required training.  
Supervisors will distribute the training schedule and allow 
adequate time for employees to complete the training during the 
workday.  Employees are expected to familiarize themselves with 
the Navy Knowledge Online (NKO) and Total Workforce Management 
System (TWMS) portals.  NKO and TWMS automatically record 
completed training, so there is no requirement to forward 
completion certificates.  Documentation for training outside of 
these systems, e.g. muster sheets should be sent to CNATRA N124 
at thomas.sheppard@navy.mil to document training accomplishment.  
 
 
 
 
 



                                                CNATRANOTE 12410 
                                                21 Dec 11 
 

 2 

4.  Cancellation Contingency.  This Notice is cancelled upon 
receipt of an updated CNATRA Notice or one year from the 
effective date of this notice, whichever occurs first.  

 
 
 

 THOMAS E. BRODERICK 
 Chief of Staff 
 
Distribution: 
CNATRA Website 
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  Enclosure (1) 

Annual Training Requirements Schedule 
 
Training Date Due
Information Assurance (IA) 
 

01/31/2012 

No Fear Act 
 

02/28/2012 

Records Management 
 

03/31/2012 

Anti-Terrorism Force Protection (ATFP) 
 

05/30/2012 

Annual Security Refresher 
 

06/30/2012 

Prevention of Sexual Harassment (POSH) 
 

07/31/2012 

Personally Identifiable Information (PII) 
 

08/30/2012 

Constitution & Citizenship Day 
 

09/16/2012 

Trafficking in Persons General Awareness Training 
 

09/30/2012 

Suicide Prevention 
 

10/31/2012 

EEO Refresher (For Managers and Supervisors) 
 

11/30/2012 

Ethics Training 
 

12/31/2012 

Annual ORM Training (see Note 1) 
 

12/31/2012 

 
Note 1. The ORM training requirement is once per calendar year, 
and can be met in a variety of mediums, such as safety stand 
down, face to face training, or online training. The requirement 
may be also be met by completing the online course “Managing 
Your Risk” in Navy Knowledge Online, course code CPPD-ORM-MYR-
1.0   
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