ACTIVITY TRAINING PLAN

References:  5 CFR 410.203,  5 U.S.C. 4103 and E.O. 11348, Sec. 303
The references above establish the requirement for activities to conduct an annual assessment of the training and development needs of the civilian workforce for a fiscal year. The steps below will assist in the preparation of an activity training plan.

· Review your organization’s strategic plan training requirements.

· Factor in the following: requirements established by your higher headquarters; organization and mission training needs; individual employee training needs; and needs from previous years that were not met.

· Validate the requirements and set priorities.

· Determine best ways to meet the requirements.

· Identify potential sources for the training.

· Identify (estimate) costs.

· Organize the plan in an easy-to-understand format.

· Determine how to evaluate the results of the plan.

· Ask departments to review the plan and validate requirements.

· Get approval from the head of the organization.

· Ensure the plan is funded.

· Execute the plan.

· Monitor performance and results of training.

.

Activities may develop and use annual activity training plan formats that meet the needs of the activity.  Links are provided below to assist you in development of a plan.  

The link below identifying mandatory training for civilian employees (although not all inclusive) will provide you a starting point to assist in identifying training needs.

Sample ATP
Instructions
Mandatory Training
Training Resources
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