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	1.  COURSE INFORMATION AND JUSTIFICATION. Federal, State and County funded event requests must be received by DEMA at least 60 days prior to the event.
	DEMA USE - ERMA EVENT #

	[bookmark: Check1]|_| Request Federal/State/County Funding (includes no-cost Homeland Security programs)
[bookmark: Check2]|_| Local Agency Funded - Requesting Certificates Only (host provides instructors and materials)
	DEMA USE - FUNDING SOURCE

	[bookmark: Text1]FEMA Course Number/Title:        

	Proposed Event Date(s):
[bookmark: Text2]     
	Target Audience (specific group, disciplines or career fields the training intended for):
[bookmark: Text3]     

	Class Times: (if NOT 8am to 5pm)
[bookmark: Text5]     
	Training Justification (cite a specific reason for this request…reason should make a tie to a MYTEP component, core capabilities gap, after action item, THIRA/SPR, etc.):
[bookmark: Text4]     

	Estimated # of Participants:
[bookmark: Text6]     
	

	If LOCAL AGENCY FUNDED was checked above, list the authorized DEMA Adjunct Instructors that will be teaching the class:

	Instructor
	Email
	Phone
	ERMA EIN (if known)

	[bookmark: Text7]     
	[bookmark: Text8]     
	[bookmark: Text9]     
	[bookmark: Text10]     

	     
	     
	     
	     

	     
	     
	     
	     

	2.  HOST/REQUESTER CONTACT INFORMATION

	[bookmark: Text11]Requester Name:      
	[bookmark: Text12]Request Date:      
	[bookmark: Text13]ERMA EIN:           

	[bookmark: Text14]Agency:      

	[bookmark: Text15]Address:      
	[bookmark: Text16]City:      
	[bookmark: Text17]Zip:      

	[bookmark: Text18]Phone:      
	[bookmark: Text20]Cell:      
	[bookmark: Text21]Email:      

	[bookmark: Text22]Alternate Contact Name:      
	[bookmark: Text23]ERMA EIN:      

	[bookmark: Text24]Phone:      
	[bookmark: Text25]Cell:      
	[bookmark: Text26]Email:      

	3.  TRAINING SITE AND RESOURCES (physical location where training will be held, seating, available resources)

	[bookmark: Text27]Facility Name:      
	[bookmark: Text28]Room:      

	[bookmark: Text29]Physical Address:      
	[bookmark: Text30]City:      
	[bookmark: Text31]Zip:      

	[bookmark: Text50]Main Classroom Capacity:     
	[bookmark: Check3][bookmark: Check4][bookmark: Check5]             |_| Laptop/Desktop Computer    |_| Projector      |_| Internet Access/WiFi

	Seating             |_| Auditorium (seats only/no workspace)     |_| Auditorium (with tables/workspace)     |_| Moveable tables/chairs

	[bookmark: Check6][bookmark: Text32][bookmark: Check7][bookmark: Text33]Instructor access to the room:      |_| day prior - Time:                                and/or    |_| morning of - Time:       

	Additional Comments (special room access times, number of available breakout rooms and resources, special parking, etc.):
[bookmark: Text34]     

	4.  SHIPPING ADDRESS FOR COURSE MATERIALS (if other than the training site)

	[bookmark: Text35]Building/Facility:      
	[bookmark: Text36]In Care of:      

	[bookmark: Text38]Shipping Address:      
	[bookmark: Text37]Shipping POC Phone #:      

	[bookmark: Text39]City:      
	[bookmark: Text40]Zip:      
	[bookmark: Text41]Email:      

	[bookmark: Text42]Shipping Instructions (include any days NOT to deliver):      





	5.  REGISTRATION INFORMATION

	Our agency will use the EVENT REGISTRATION MANAGEMENT APPLICATION (ERMA) to track enrollment and provide certificates of completion for this course. The Host/Requester, along with the County/Tribal point of contact (POC) will be listed as "viewers" in the ERMA system to track enrollment. The Requester has the primary responsibility of tracking enrollment for the course.
  We can also set up registration as OPEN ENROLLMENT (anyone can enroll and receive a confirmation), or REQUIRES HOST APPROVAL (everyone enrolling will be waitlisted, pending verification of eligibility). If the “Requires Host Approval” option is selected, the host/requester will need to contact DEMA periodically to approve enrollments.
[bookmark: Check8][bookmark: Check9]Enrollment Option:   |_| Open Enrollment       |_| Requires Host Approval (specify “Eligibility Criteria” below)

	Eligibility Criteria: additional criteria not included in the “Target Audience” entered on the first page. Example…must be law enforcement, member of regional hazmat team, enroll through college, member of exercise planning team, etc.)

	[bookmark: Text43]     


	6.  REQUESTER AGREEMENT (Print, Sign and Send request to your County/Tribal Emergency Manager for Coordination/Approval)

	[bookmark: Check13]|_|  I, or my alternate contact, will be available at least weekly to coordinate enrollment approvals and other related matters;
[bookmark: Check10]|_|  The location provides adequate space for a successful training environment for both students and instructors;
[bookmark: Check11]|_|  All requested resources will be available per the instructors' and/or training provider's needs;
[bookmark: Check12]|_|  I will advertise and track registration regularly to ensure minimum enrollment as indicated by DEMA/training provider;
[bookmark: Check14]|_|  I have the full support of my agency and facility owner to host this training event.

	Name:      
	Signature:
	Date:      

	[bookmark: Dropdown1][bookmark: Text51]If this is a Tribal Request, please indicate your Tribe:       

	7.  TRIBAL EMERGENCY MANAGEMENT COORDINATION (Tribal Emergency Management coordination is required for all requests for training held within the respective Tribal Nation)

	The requestor has the Tribal Emergency Management Agency’s support in delivery of this program.
Please fax or scan/email to DEMA Training when signed. Contact information on Page 4.
Tribal Emergency Management Director, Coordinator, or Authorized Representative

	[bookmark: Text46]Name:      
	Signature:
	[bookmark: Text47]Date:      

	8.  COUNTY EMERGENCY MANAGEMENT COORDINATION (County Emergency Management coordination is required for all requests for training held within the respective County’s jurisdiction, or anytime funding is requested through the County)

	The requestor has the County Emergency Management Agency’s support in delivery of this program.
Please fax or scan/email to DEMA Training when signed. Contact information on Page 4.
County Emergency Management Director, Coordinator, or Authorized Representative

	[bookmark: Text48]Name:      
	Signature:
	[bookmark: Text49]Date:      

	9.  STATE CITIZEN CORP PROGRAM MANAGER APPROVAL  (DEMA use for CERT Programs)

	Name:
	Signature:
	Date:

	10.  DEMA Approval  (DEMA use)

	Name:
	Signature:
	Date:

	Comments:









	DEMA TRAINING EVENT REQUEST INSTRUCTIONS
 (please do not include this sheet when faxing your request)

	Our office will contact you and/or your alternate once we receive this request in our office to address any questions or concerns. If you do not hear from our office within 10 business days, please call or email to check the status of this request.
Once approved, we will send you an event confirmation and advertisement approximately 45 days from the start of the event.
1. Course Information and Justification. Include the FEMA Course #, Course Title, Dates and Estimated Number of Participants. We typically host courses from 8am to 5pm, so if you are requesting a unique schedule, please indicate your preferred times:
· Request County/State/Federal Funding – Select this option if you agency is requesting funding assistance for approved FEMA training programs, or if the program you’re requesting is funded through the US Dept of Homeland Security’s National Training and Education Division. Our office requires at least 60 days notice to coordinate these events. Please contact our office if you need to request an exception to this policy, and we will work with you to help meet your needs.
· Local Agency Funded - Requesting Certificates Only – Select this option if your agency is funding this program (including instructor fees, student manuals, etc). DEMA will provide State Certificates of Completion through the Event Registration Management Application (ERMA) online system. Although there is no funding or contracting on our end, our office prefers 30 days notice to coordinate these events, which also gives your audience sufficient time for notification and enrollment.
· Certificate Only Courses must use authorized DEMA Adjunct Instructors in order to receive State/FEMA credit.
· For 15 + students, TWO instructors are required to ensure effective student/instructor ratio for classroom activities.
· If you are unsure of the funding source, contact our office to discuss options. 
· Training Justification and Target Audience. Be specific as to the reason for this training. Our office and our County and Tribal partners need to be sure that funding for the requested training supports Multi-Year Training and Exercise Plans (MYTEP), After Action Reports (AAR), or addresses Core Capability Gaps identified through various plans and programs. Your request also needs to indicate who the training is intended for. Include any specific groups, disciplines, teams, or their participation in unique programs or activities.
· To ensure cost-effective training, our typical minimum enrollment is 15 students no later than 2 weeks from the start of the class. Some classes may have higher minimums and timeframes, and we will let you know the specifics of your course when it is approved. DEMA can help fill classes by advertising to our County and Tribal partners, but it is the host agency’s responsibility to ensure enrollment minimums are met, or the class may be cancelled. Please contact our office to request an exception based on any unique circumstances.
2. Requester Contact Information. Be sure to include your ERMA ID# (EIN). If you do not have an ERMA ID#, or forgot it, you can log on to www.erma.az.gov and create/lookup your ID. We will need this in order to add you as a “viewer” on the course roster to help you track enrollment for your class. Please include an alternate contact as well in the event you can’t be reached.
3. Training Site and Resources. Enter the physical address where the training will be held (no PO Boxes), seating arrangement, and all resources available at the training site. Include any additional comments such as parking or other restrictions, breakout rooms available and other site resources.
4. Shipping Address for Course Materials. Many courses may require anywhere from one to several boxes of course materials. If they cannot be shipped to the training site, specify an alternate location.
5. Registration Information. Because of the exclusive nature of some of our training programs, specify if you would like “Open Enrollment” or “Requires Host Approval”. Some examples of when to use  “Requires Host Approval” option (suggestions only):
· For “Certificate Only classes”, if you want to restrict who attends due to your agency’s funding of the program;
· For classes requiring technical skills (HazMat Technician, Active Shooter, etc);
· For classes restricted to a particular discipline (Sworn Officers only, Hospital Staff only);
· For classes with enforced prerequisites (many prerequisites are recommended, not enforced);
· For classes requiring additional registration steps (additional form, college registration, etc).
**If using “Requires Host Approval”, you will need to coordinate weekly with our office on enrollments approvals.
**If “Open Enrollment” is checked, DEMA may restrict enrollments based on required pre-requisites or other limitations.
6. Requester Agreement. Check each box and sign, indicating you agree to the conditions of hosting this training. 
Fax to the County or Tribal Emergency Management POC in the county/region where the training will be held. You will receive an Event Confirmation once your class has been routed through the County/Tribe for coordination/approval. Depending on when our office receives the request, you should receive a final confirmation no later than 30 days from the start of your class.




	
DEMA TRAINING EVENT REQUEST
CONTACT INFORMATION

	DEMA Training Office Contacts. Please feel free to contact the DEMA Training Office for questions about upcoming training, use of our online registration system (ERMA), or availability of additional in-state or out-of-state training opportunities.

	DEMA Emergency Management Training Office
Phone: (602) 464-6225
Fax: (602) 464-6206
Email: training@azdema.gov
	TRAINING COORDINATOR
for FEMA, EMI, CERT, 
Emergency Planning for Schools
(602) 464-6398
	TRAINING COORDINATOR
for Hazardous Materials and Homeland Security Programs
(602) 464-6264
	TRAINING COORDINATOR
for Incident Management Teams and Instructor Development
(602) 464-6306

	County Emergency Management Agency FAX Numbers

	Apache: (928) 337-2709
Cochise: (520) 432-5016
Coconino: (928) 679-7195
Gila: (928) 425-7714
Graham: (928) 428-8074
	Greenlee: (928) 865-1929
La Paz: (928) 667-3396
Maricopa: (602) 275-1638
Mohave: (928) 757-0934
Navajo: (928) 524-4787
	Pima: (520) 724-9310
Pinal: (520) 866-6856
Santa Cruz: (520) 375-8001
Yavapai: (928) 771-3323
Yuma: (928) 373-1120

	For a current listing of County Emergency Management Agency websites, please visit our County Government website at:
http://www.dem.azdema.gov/countymap.html. 

	Tribal Emergency Management Agency Contact Information

	For a current listing of Tribal Nation points of contact, please visit our Tribal Relations website at:
http://www.dem.azdema.gov/tribal/aztribes.html, or contact the DEMA Tribal Liaison at 602-464-6516. 

	Event Registration Management Application (ERMA)

	For information on use of our online registration system, you can visit our ERMA Help Page at:
http://www.dem.azdema.gov/preparedness/training/ERMA.html.
You can also visit the ERMA site to register for an ERMA ID Number at www.erma.az.gov.
Here you’ll also find a listing of all upcoming training throughout the state. 

	TIPS FOR A SUCCESSFUL CLASS
Prior to scheduling a class, you should work through your County or Tribal Emergency Management Office to see what training they are offering regionally. If you only have a few people who require a particular class, you may find it more cost effective to partner with another agency in your region, helping to ensure enough people have an interest and availability to attend. This also checks for any conflicts with other events in the region prior to committing to dates for the training. If you have not worked through your County or Tribal Emergency Management Office before, use the links above to get their contact information and reach out to introduce yourself, discuss your agency’s needs, and form a partnership that will provide mutual benefits moving forward with a long-term training and exercise program as part of a whole community approach to preparedness.  
Once you’ve determined there are no conflicts with the requested dates, and once you’ve secured a training facility, we will work with our instructors and training providers to accommodate your request. We will typically send you an Event Confirmation within 45 days of your class, along with a bulletin to help advertise, and an Event ID number used to locate the class in our online registration system. If at any point you feel your enrollment numbers are not what you expected, contact our office and we can help advertise throughout the State and Tribal Nations. Keep in mind the ultimate responsibility is on the requesting agency to meet the minimum enrollment requirements. We have a variety of funding sources depending on the program, and if enrollment remains low, we will contact you to discuss if we need to cancel or reschedule for a later date.
We use the Event Registration Management Application for all of our courses. This system provides a method of student self-registration, a historical transcript of training, a source for finding and enrolling in other course offerings throughout the state, and is our only method for students to print certificates of completion. It’s also a valuable tool for you, the course host, as well as our County and Tribal Emergency Managers in that we will add all as “viewers” in the system in order to track enrollments for the class. 
Ultimately, a successful class relies heavily on regional buy-in, advertising early, monitoring enrollments, and encouraging timely self-registration, ensuring everyone receives the training they require. Please don’t hesitate to contact us for more information.
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