Standing Operating Procedure No. H 03
November 23, 1998

SUBJECT: Regional Training Process

Sample Course Management Checklist

TASK
COURSE

MANAGER
REGISTRAR
AUTO TRNG

SYSTEM
INITIAL

& DATE

1.
Create course file.
X




2.

Identify:
- Course Objectives 
- Instructor Information
- Trainees                           
- Training Method



- Prerequisites                    
- Course Materials & 



- Vendor                                   
  Provider
- POC                             
- Classroom Equipment
X




3.
Establish cost and follow appropriate procurement procedures.
X




4.
Establish date, hours & size of class.
X




5.
Reserve classroom.
X




6. Determine course nomination procedure.
X




7. Determine evaluation processes and levels.  Prepare evaluation tools.
X




8.
List special requirements.
X




9. Issue announcement


- Course title                      
-
Course description


- Course/DCPDS number           
-
Max class size


- Date, hours & location   
-
Nomination procedure


- Cut-off date for              
-
Payment instructions

  
  nominations                  
-
Course manager name,


-Target audience

Phone number & e-mail

X



10. Ensure announcement is included in automated training system/ region web page.

X
X


11.
Oversee/coordinate course funding.
X




12.
Assist with instructor TDY (if applicable).
X




13.
Maintain dialog with instructor.
X




14.
Resolve conflicts involving nominations & scheduling.
X




15.
Accept nominations through automated training system or other authorized methods.

X



16.
Prepare course roster/sign-in sheet.
X




17.
Issue training course confirmation notice and/or reporting instructions to students.

X



18.
Receive & organize course materials.
X




19.
Prepare reproduction work order for course materials (if applicable).

X



20.
Make final preparations with Instructor no later than two weeks before course start date.
X




21.
Prepare Administrative Materials

X



22.
Provide/test classroom equipment (if applicable).
X
X



23.
Set up classroom (if applicable).
X
X



24.
Provide administrative remarks/conduct Course.
X




25.
Support class and instructor.
X




26.
Prepare final course roster & certificates.
X




27.
Conduct evaluation processes.
X




28.
Provide closing remarks & ensure room returned to original state (if applicable).
X




29.
Prepare after action report & summary of evaluation.
X




30.
Prepare & file permanent course record.

X



Competitive Training Documentation Matrix

Used to document competitive process for training occurrences between $2,500 and $25,000.

PART I: COURSE INFORMATION: 
Course Title/Subject


Target audience


Proposed date


Point of contact


Phone number


E-mail address


Number of participants


Proposed course location


Maximum budget


Course objectives

(attach additional sheet if necessary)
______________________________________________________________________________________________________________________________________________________________________________



Special requirements

(attach additional sheet if necessary)
______________________________________________________________________________________________________________________________________________________________________________



PART II: IDENTIFICATION OF TRAINING SOURCES:
The following training sources were reviewed against the above requirement (attach supporting documentation provided by vendor).    

Vendor
Course Length
Max.

Attendees
Materials Included
Travel Included
Total Cost
Cost Per Person

































PART III:  SELECTION OF TRAINING SOURCE:
The following training source was selected to meet this training need: 



This vendor was selected because (check all that apply):

· Quality of training.

· Unique capability of training.

· Not available in Government.

· Timeliness.

· Most cost effective.

· Location.

· Sole Source.

· Other _________________.

_______________________  _____
    __________________    ________
        Signature of selecting official

    Date
         Course Manager

                    Date  
        

