INSTRUCTIONS FOR COMPLETING THE IN-HOUSE TRAINING FORM





Block 1 - Last Name, First Name and MI:  Initials are acceptable only for middle names.


Block 2 - Social Security Number:  Must always be filled in.  It is imperative that this number be correct as it is the controlling number for the computerized training requests.


Block 3 - Competency Code/Supervisor:  Fill in competency code and print name of supervisor.


Block 4 - Office Telephone:  Fill in office telephone number including extension.


Block 5 - Topic of Training:  Fill in title or topic of training incident completed.


Block 6 -  Course Code:  Select from Block 14, the appropriate course code number for the type of in-house training incident completed.


Block 7 - Dates:  Fill in both “From” and “To” dates for each in-house training incident completed.


Block 8 - Hours:  Fill in total hours for each in-house training incident completed.  Training must be in one-hour increments.


Block 9 - Supplier of Training:  Fill in vendor, organization,  or competency code for each in-house training incident completed.


Block 10 -  System Entry Date.  Employee leaves blank.  This block will be filled in by the Customer Service Team Training Contact.


Block 11 -  TIPS Serial Number.  Employee leaves blank.  This block will be filled in by the Customer Service Team Training Contact.


Block 12 - Trainee’s Signature:  Employee must sign and date.


Block 13 - Supervisor’s Signature:  Employee’s supervisor signature and date.


Block 14 - Types of In-House Training and Course Codes.   Select the appropriate type of in-house training and assigned course code number and complete Blocks 5 and 6. 


