
Missouri National Guard
Apprenticeship Program

(For Army National Guard)

HOW TO PARTICIPATE:
A Guide for Soldiers & Leaders
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How to Apply.
Find the Registered Apprenticeship Partners Information Data System 

(RAPIDS) Code that fits your MOS 
Go to United Services Military Apprentice Program at 

https://usmap.osd.mil/find-a-trade.htm

Match your MOS with the
appropriate RAPIDS Code
listed on the previous slide.
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How to Apply.
Find the RAPIDS Code that fits your MOS 

Go to United Services Military Apprentice Program at 
https://usmap.osd.mil/find-a-trade.htm

Click and review the Time-Based 
Work Process outline & 
Competency-Based Work Process outline.

Review the Trade Description 
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How to Apply.
Find the RAPIDS Code that fits your MOS 

Go to United Services Military Apprentice Program at 
https://usmap.osd.mil/find-a-trade.htm

If you wish to participate, request for 
approval to enroll from your Chain of 
Command.

Print or save Time-Based Work Process 
outline and Competency-Based Work 
Process outline. 
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How to Apply.
Required application forms are located at: 

https://www.moguard.ngb.mil/Programs/Apprenticeship/

Complete U.S Department of Labor Form 671 and MONG 
Memorandum For Record (MFR).  List the address you 
wish to receive your certificate (home of record or unit) on 
USDOL Form 671.

Submit completed Forms to your Chain of Command for 
Commander’s signature.

After Commander signs, submit copies to Missouri 
National Guard State Resources Office at: 

MONGApprenticeship@mong.dps.mo.gov
You should receive an email within 10 business days that 
you are enrolled in the program via the Registered 
Apprenticeship Partners Information Data System 
(RAPIDS).
Your application is complete-Begin your Apprenticeship!

Be sure to keep accurate records of your hours towards 
completion with supervisor approval.

If the Commander has reason not to sign, Soldier should 
get counseled with a DA Form 4856 explaining why the 
Soldier is not being considered for the program and how 
the Soldier can reapply in the future.  
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How to Document Training and On-the-
Job Learning Hours.

Build a binder (digital or physical) with necessary documents

Documents should be completed accurately and legibly as they will be reviewed by your Commander.
Documents can be found on the MONG website. 
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Include initial application documents: U.S Department of Labor Form 671 & Memorandum for Record.

How to Document Training and On-the-
Job Learning Hours.

Build a binder (digital or physical) with necessary documents
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Include documents for OJL & training requirements:
• Time-Based Work process outline
• MONG OJL & Training Tracker Sheets
• Competency-Based Work Process outline

Time-Based Work process outline
• Describes OJL hours required for each 

occupation competency
• Use this document to identify the 

number of hours required for each Job 
Function

MONG OJL & Training Tracker Sheets
• Used by you and your supervisor to 

log and track OJL hours and training 
completed

Competency-Based Work Process outline
• Used by you and your supervisor to 

track competencies when required 
hours are completed

• Required for Commander review 
when the Apprenticeship is completed

All forms may be completed manually or 
digitally

How to Document Training and On-the-
Job Learning Hours.

Build a binder (digital or physical) with necessary documents
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Time-Based Work Process outline
Use this document as a list of 
requirements for your apprenticeship. 
It provides: 

• Trade description
• Performance standards
• Job Function
• Competencies
• Total hours required
• Hours requirements per Job 

Function
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How to Document Training and On-the-
Job Learning Hours.

Build a binder (digital or physical) with necessary documents
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How to Document Training and On-the-
Job Learning Hours.

Build a binder (digital or physical) with necessary documents

MONG On-the-Job Learning & Training Tracker
Use this document as a record for OJL & 
Training hours completed.

• Apprentice Name
• MOS and Trade Name

• Supervisor Signature  
• Matching Job Function from the 

Time-Based Work Process outline
• Military task Apprentice was assigned 

to complete 
• Number of hours completed
• Date OJL or training hours occurred

• Form Instructions



Competency-Based Work Process 
outline
• Lists Job Functions and 

Competencies requirements
• As compenticies are completed, 

your supervisor completes these 
blocks:

• Supervisor Signature
• Date Achieved
• Supervisor Signature when 

Apprenticeship completed

How to Document Training and On-the-
Job Learning Hours.

Build a binder (digital or physical) with necessary documents
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Any Supervisor in your chain can 
approve competencies to your 
outline at the discretion of the 
Commander.

Once all functions are completed, 
your are ready to submit to the 
Commander! 



Required Training Minimum 
Hours

Apprenticeship Orientation 
As a key part of USDOL apprenticeship participation and apprentice orientation, all apprentices, RTI instructors and OJL 
mentors will complete Anti-Harassment Training, in accordance with CFR 29, Part 30. Guidance and training resources can 
be found online at: https://www.apprenticeship.gov/eeo/sponsors/prevent-harassment
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United States Army Basic Combat Training (BCT) or Air Force Basic Military Training (BMT) 360

Advanced Individual Training (MOARNG) or Air Force Technical Training (MOANG) 400

Technical Training Related to Apprentice’s Assigned MOS/AFSC 20

Non-Technical Training (e.g., Leadership, Team-Building, Professional Development) 20

Miscellaneous Workplace and Personnel Safety-Related Training/Briefings 10

Total Minimum Related Technical Instruction (RTI) Hours: 812

Required Training can be documented by:

1. Providing a copy of the training certificate or DA 1059 to the Commander.

2. Documenting training on the MONG Apprentice Training Tracker.  

Required training cannot be applied towards On-the-Job Learning hours.

How to Document Training and On-the-
Job Learning Hours.

Below is a list of training requirements for the 
Apprenticeship Program.  Add this list to your binder. 
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Up to 50% of the required On-the-Job Learning hours (OJL) and 100% of the training 
requirements can be credited to your apprenticeship from previous experience. You 
can document the training and experience on the initial MFR signed by your 
Commander. MFR should include:
1. An introductory paragraph briefly explaining your request to apply previous experience 

towards the apprenticeship program.  Include your MOS and the title of the apprenticeship 
occupation you are applying for with the corresponding RAPIDS code. 

2. Next, document your dates of service. Explain what service was active duty and M-Day.  
Also briefly describe deployments and their dates of service.

3. Explain in detail how your experience matches the requirements on the Time-Based Work 
Process outline from drills, annual trainings, and deployments. Be descriptive with 
experience to include start and end dates and hours completed. 

4. Next describe how your military training meets the training requirements on slide 10. Be 
descriptive with dates and locations of trainings. 

5. In conclusion, state the number of OJL hours completed and training requirements .
6. Add this information to your initial MFR.
7. Keep the original MFR for your records as it lends credibility to your certificate.

How to Receive Credit for 
Previous Experience
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In addition to using military experience for On-the-
Job Learning, you can ask permission from your 
civilian employer to register as an Employer-Partner 
to the MONG Apprenticeship Program. 

To use OJL hours from your civilian employer, the 
experience must match the work descriptions listed 
on the Time-Based Work Process outline.  

After getting permission from your civilian 
supervisor, approach your civilian employer with 
the provided documents.  Once your employer signs 
the provided agreement, submit it to the MONG 
State Resources Office at:  

MONGApprenticeship@mong.dps.mo.gov

MONG State Resources Office will enter the 
application in RAPIDS.  Once the agreement is 
approved by U.S. DOL, you may submit experience 
from your civilian workplace toward the 
Apprenticeship Credential.

Ask your civilian supervisor to follow the same steps 
as your military supervisor in completing the 
documents listed on slides 9-12.  No additional MFR 
or US DOL Form 671 is required.   

How to Receive Credit for 
Civilian Employment Experience

14

mailto:MONGApprenticeship@mong.dps.mo.gov


• Review all documented hours with your supervisor, ensuring 
requirements are completed in accordance with Time-Based 
Work Process outline, Competency-Based Work outline and 
training requirements. 

• When completed, supervisor signs the Competency- Based Work 
Process outline. 

• Submit signed Competency-Based Work Process outline and MFR 
to the  Commander for review and signature verifying program 
completion.

• Submit copy of MFR with Commander’s signature to the MONG 
State Resources Office at: 

MONGApprenticeship@mong.dps.mo.gov
• Keep remaining documents for your records
• MONG State Resources Office will verify your completion, input 

your information into RAPIDS, and send you a confirmation email.

How to Receive the Apprenticeship 
Credential

When you have completed the requirements:
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The Department of Labor will send your Apprentice certificate to 
your home of record or unit. 
Have your unit enter the certificate in your iperms record. 

How to Receive the 
Apprenticeship Credential
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MONG Apprenticeship Program Process Map 

SM requests to 
participate thru 

chain of command

Commander 
approves

SM completes 
required forms 
and submits to 

Commander

Commander
Signs 

SM begins 
apprenticeship

SM completes 
apprenticeship
requirements 

Supervisor coaches, mentors and trains SM in trade tracking progress on provided documents

Supervisor submits
documents to 
CDR for approval
CDR reviews, approves 
and signs MFR

SM sends 
documents to 

State Resources 

Definitions:
RAPIDS-Registered Apprenticeship Partners 
Information Data System
MFR – Memorandum for Record
SM – Participating Service Member
US DOL – US Department of Labor

State Resources confirms
SM completion with
Chain of Command
and enters completion 
data in RAPIDS

SM receives 
credential from 

US DOL

SM Action
MONG 
action

Legend

SM submits 
documents to 

State Resources

State 
Resources
enters info 
in RAPIDS
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