ACTIVITY TRAINING PLAN

A.  FORMAL TRAINING COURSES BY SUBJECT AREA & TITLE OF COURSE:  All training must be categorized using only the nine subject areas below.  Once categorized, enter title of the course or program within the appropriate category.

1 – EXECUTIVE AND MANAGEMENT         5 – SPECIALTY AND TECHNICAL

             2 – SUPERVISORY                                       6 – CLERICAL

             3 – LEGAL, MEDICAL, SCIENTIFIC OR       7 – TRADE

                      OR ENGINEERING                              8 – ORIENTATION

             4 – ADMINISTRATION AND ANALYSIS       9 – ADULT EDUCATION

B.   PRIORITY:  Enter number 1, 2, or 3 for appropriate priority of training for each course or program.

      1 – Priority One – Essential:  Training that must be accomplished during the 

            immediate training cycle or it will have an adverse mission effect.

      2 – Priority Two – Needed:  Training required for systematic replacement of skilled 

            employees through career management or other work force development programs. 

            Deferment would have an adverse mission effect over an intermediate term.

      3 – Priority Three – Useful:  Training designed to increase the efficiency and productivity of

            employees who perform adequately.  Deferment beyond the immediate training cycle

            would have little immediate adverse mission effect but would preclude or delay

            improving present mission accomplishment.

C.  FISCAL YEAR QUARTER:  Indicate quarter(s) in which the training will be conducted.

D.  NUMBER OF PERSONNEL BY PAY PLAN AND GRADE:  Enter total number of personnel to be trained for each course or program.  List GS or WG levels separately.  GS 1-6 corresponds to WG 1-6 and GS 7-12 corresponds to WG 7-12, etc.

E.  PEOPLE HOURS OF TRAINING:  Enter the hours of training for each course or program to be given in pay status (Duty) and /or nonpay status (Non-Duty).  To figure people hours of training, multiply the number of people attending each course times the number of course hours.

F.  TOTAL TRAINING COSTS:  Enter in appropriate columns the actual costs associated with each training course or program.

     Tuition/Books:  Total tuition, fees, books, and materials or any other costs directly

     associated with training per person times the number of people attending.

     Travel/Per Diem:  Total per diem and travel costs associated with training per person times

     the number of people attending.

     Salary:  The sum of hourly wages of all individuals in each instance of training multiplied 

     by course hours.  Include COLA if appropriate.

Training costs should be totaled for each training subject area as listed in A above.
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