Name:


EMPLOYEE TRAINING PLAN

	Position
	Fundamental Level
	Date/Equiv.
	Intermediate Level
	Date/Equiv.
	Senior Level/Developmental
	Date/Equiv.

	
	FAA Orientation
	
	Intro to Government Contracting 
	
	Basic Contract Administration
	

	Management
	Personal Computer Courses 
	
	ISO 9000 Internal Auditing
	
	Program Management
	

	Analyst
	FAA Acquisition Management System
	
	Data Collection and Analysis
	
	Budget Analysis
	

	FV-0343 
	Effective Writing Communication
	
	Project Management
	
	Program Analysis & Review
	

	
	Effective Verbal Communications
	
	Budget Execution
	
	Program Evaluation
	

	
	Management Analysis
	
	Budget Formulation 
	
	
	

	
	Briefing & Presentation Techniques
	
	Interpersonal Communications
	
	
	

	
	Introduction to Personal Property Management
	
	Property Accountability:  The Life Cycle
	
	
	

	
	Federal Appropriations Law
	
	
	
	
	

	
	Intro to Federal Accounting
	
	
	
	
	

	
	Intro to Federal Budgeting
	
	
	
	
	

	
	Intro to Financial Management
	
	
	
	
	

	
	Contracting Basic for Administrative Personnel
	
	
	
	
	

	 
	Basic Statistics
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Note: 
	Absence of a date or code 1000 (equiv.) indicates a skill gap
	
	
	

	
	
	
	
	
	
	

	
	
	
	SKILL GAP CLOSING PLAN
	
	
	

	
	
	
	
	
	
	

	
	
	
	Course Description
	
	Planned 
	

	Employee Signature:
	____________________Date:_____
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	Manager Approval:
	____________________Date______
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