Individual Development Plan (IDP) Process





















Provide Individual Training History annually – January 1.





Periodically update spreadsheet with HRM courses.  Add all other courses to be added to Individual Training Histories by October 1.








Provide IDP generated reports to manager’s quarterly.





Aileen will:


Complete IPPS request and archive to Training History.


File course evaluation & annotate update training file


Processed SF-182 – forward SF-182 with invoice to Joey Gray, AFM-222


Processed by credit card – forward credit statement to Lisa Brady, AFM-222


Update Training spreadsheet & provide to managers.





Employee provides signed course evaluation and copy of Certificate to Aileen.





Manager meets with employee after completion of course.  Discuss course material and course evaluation with manager.  Manager signs course evaluation.








Aileen will:


Confirm seating in course


Provide credit card or SF-182 to vendor


Provide participant with a Training Confirmation packet with Budget Appropriation & CAS coding





Sharon will:


Prepare Travel Authorization if necessary (see TA//TV SOP)





Provide approved IDP and SF-182 Training Request to Aileen for processing.





Manager meets with employee to coach, mentor and eventually approve IDP & SF-182 Training Request.





Need assistance with locating vendors of particular courses or utilizing the IDP, see Aileen, Training Coordinator.





Complete IDP Part 1 & 2 for current and future training needs (i.e. FY00 & FY 01).
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