[Company Name]
On-the-Job Training (OJT) Training Plan
Sample 1
This form may be used, or the company’s own training plan can be submitted. 

It must include wage and cost estimates, an impact statement, and details of the overall training program with timelines and support documents for the training costs.
Section 1:  Contact and OJT Information

Complete the contact information for the Employer and the Trainee(s).

	Employer Name: Company Inc
	Contact Person: Employer Contact
	Telephone #:  555-555-5555

	Trainee Name: Name(s)
	
	

	Beginning Date: 01/01/2026
	End Date: 02/01/2026
	Total Training Hours: 160

	Hourly Wage Rate: $18.00
	Reimbursement Rate: 50%
	Reimbursement Request: $1,440.00


Section 2:  Training Information
Complete the occupational information for the Trainee’s skill level.
	Job title:  PROGRAM MANAGER
	# of Employees: 1
	Hours/week: 40

	Job description:  Accountable for current and new customer programs from purchase orders to release to end of life – on time and on budget with full contract conformance. Also performs administrative duties related to planning, tracking and coordinating the operational activities of the programs.


	SKILLS TO BE LEARNED: 
	ESTIMATED TRAINING HOURS:
	Costs

	1.  Quality management system: the manager will be required to read all quality system procedures and work instructions relevant to his role.
	16
	$18 per hour

	2.  Erp system training: the manager will be trained on all program management related functions within the ERP system, Epicor.
	16
	$18 per hour

	3. customer contracts: the manager will be trained on the terms and conditions of contracts for the programs under his ownership.
	16
	$18 per hour

	4. Program management operations: the manager will be trained on the PowerApps used by the pm team to manage RMAs, sales orders, and shipment of product to the customer. Training will also cover review and explanation of all current contract terms.
	112
	$18 per hour

	Total 
	160
	$2,880.00


Background: Name will be starting as a Program Manager on January 1st, 2026.

Business Background: 
Describe the business.

Trainee(s) Information: 
Employees names, title, who will be trained and certified in CERTIFICATION NAME.

Time Frame: 

November 2025 – January 2026 + details or attachment to support

Learning Objectives:
A list of specific, measurable, achievable, relevant, and time-bound (SMART) learning objectives that the trainee will accomplish during the training. These objectives should be directly related to the skills and knowledge required for the job.
Impact Statement: 
Provide a detailed description of the impact the training will have for the employee and the company.

Training Program: 
All training will be documented through our Quality Management System by completing QSP 18-02, QSP 18-07 and QSP 18-09. These forms will track all training as outlined in the chart above. 
Training Proficiency: 
The following process will be used to assess training proficiency: The activity will be explained to the Trainee by the Trainer as well as the Trainee reading through documented processes to further understand and to verify what has been explained by the Trainer. If proficiency is demonstrated and the Trainer feels that duty is fully understood by the Trainee, he/she will be “signed-off” and will be able to perform the task independently. After several iterations of this function, the Trainer will sign off on this item as observed in the Quality Management System. 
Provide attachments that support the training costs, especially if using a third party, include the quote or proposal of costs.
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