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EMPLOYEE LOAN/TRANSFER 
 

Name:         Employee Number:         Service Comp Date:         

Trade:         

Action Type:   LOAN   TRANSFER 

Transferring Shops 

 OLD NEW DATE 

Shop                   

Supervisor                   

Check Out/In List 

 Old supervisor provides the transferring artisan with his/her IQR. 

 Artisan delivers IQR to new shop supervisor. 

 New supervisor reviews and/or updates artisan’s IQR and forward to QA. 

 New supervisor makes any necessary changes to the artisan’s IDP. 

 New supervisor updates FRCSE Training Management System to reflect artisan’s new shop by submitting a TRW/IDP Change/Delete/Add Form.

 New supervisor ensures the proper COMNAVAIRFORINST 4790.2A Naval Aviation Maintenance Program (NAMP) Indoctrination training is 
accomplished. 

 NAMP Fundamentals – Apprentice (on Intra 1) 

 NAMP Fundamentals – Journeyman (on Intra 1) 

 QA review and stamp IQR in TMS, signifying knowledge of employee’s location ??? will need new info, old form no longer exists. 

Privacy Act Statement 
 

AUTHORITY:  5 U.S.C. 301, Departmental Regulations. 
 

PURPOSE:  The information on this document is used in the administration of the Federal Training Program.  The Training Management System 
uses this information to facilitate the loan/transfer of an employee from one shop to another. 
 

 ROUTINE USE(S): In addition to those disclosures generally permitted under 5 U.S.C. 552a(b) of the Privacy Act, these records or information 
contained therein may specifically be disclosed outside of the DoD as a routine use pursuant to 5 U.S.C. 552a(b)(3). 
 

DISCLOSURE:  Providing the personal information requested is voluntary; however, failure to provide this information may result in ineligibility for 
participation in training programs or errors in the processing of training you have applied for or completed.

 


