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Before You Start: 

IMPORTANT: Any training of more than one hour in length taken 
outside of the Bureau, regardless of cost, requires the submission 
and approval of an External Training Request (SF-182). 
If the training is an ATF-sponsored event, this form should not be 
used and registration should be done in LearnATF or through the 
appropriate Training Manager or Program Office. 

1. On the Home page of LearnATF, 
navigate to the Easy Links section. 

  

2. Click on External Requests (SF-
182). 

 

3. Scroll down and click the New 
Request button. 
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4. 

Notes and New Features:  

• You now have the ability to save the 
form if you need to gather more 
information. 

 

• Required fields are denoted with a 
red asterisks. 

 

• The online SF-182 has been 
streamlined to include fewer fields. 
Once you submit the form, you will 
be able to view and print all of the 
fields on the standard form. 

 
 

• Some fields are pre-populated using 
information pulled from HR Connect. 
If any of the pre-populated 
information is incorrect, please 
contact HR Connect to have your 
information updated. 
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5. 
Additional Instructions on each 
section are located to the top right of 
sections A, B and C. 

 

6. 

You must complete the Billing 
Instructions by including the name 
of the Division funding the 
training. Do not include org codes or 
funding strips. 

 

7. 

Click on Submit. If you receive any 
error messages, go back and 
complete the required fields as 
indicated and click on Submit again. 
If you need more time to find 
information that you missed, click on 
Save before exiting.  
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