Trade Training Program Course Tracking Form Instructions


	Training Program Information


	1.
	Participant Name

	
	Enter the participant’s complete name.


	2.
	Date

	
	Enter the date this form is being completed.

	3.
	Name of Training Program

	
	Enter the name of the Trade training program.

	4.
	Total Credits Required

	
	Enter the total number of credits that are required to be earned to complete the training program.

	5.
	Total Training Weeks

	
	Enter the total number of training weeks it will take to complete the program.

	6.
	Training Program Start Date

	
	Enter the start date of the training program.

	7.
	Training Program End Date

	
	Enter the end date of the training program (the planned end date in IWDS).

	Training Program Course Schedule



	Repeat the information required below (#8 - #11) for each individual course the participant is enrolled in for the training program. This form is required to track Trade training programs developed by grouping individual IT, management, administrative (middle) management, project management, health information technology and medical device manufacturing/pharmaceutical manufacturing/pharmaceutical regulatory affairs type courses. 

This completed form will be uploaded in IWDS when requesting merit staff approval for the training program. The on-going completion of this form will help the career planner with the review and completion of accurate 60 day training benchmarks to determine academic progress and the participant’s ability to complete the training program on time.


	8.
	Course Name

	
	Enter the name of each course the participant is enrolled for this program.  Each course should be listed separately. 


	9.
	Course Location

	
	Enter the physical location that the course will be held.

	10.
	Date(s) Course Held
	
	Enter the date or dates the course will be held. 


	11.
	Successfully Completed


	
	Check yes or no if the participant successfully completed the approved course for this program.


	12.
	Comments
	
	Enter any relevant comments about this training.


	13.
	Career Planner Signature and Date 

	
	The career planner must sign and date this form. 
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