[Company Name]
On-the-Job Training (OJT) Training Plan
Sample 2
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: 04/01/2026
	Total Training Hours: 80

	Hourly Wage Rate: $22.00
	Reimbursement Rate: 50%
	Reimbursement Request: $4,880.00


Section 2:  Training Information
Complete the occupational information for the Trainee’s skill level.
	Job title:  Specialty Job Title
	# of Employees: 4
	Hours/week: 40

	Job description:  Provide a summarized job description.


	Training description 
	Estimated training hours:
	Costs

	1. Certification: Training provided by TRAINING CONSULTANT NAME or INSTITUTION: Brief description
	4 hr session
x 5 sessions
	$2,000 per person = $8,000

	2. Wages: 4 employees x 20 hours @ $22 per hour
	80
	$1760

	
	
	

	
	
	

	
	
	

	Total         
	
	$9,760


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
Training Program: 
Provide complete description that includes who will be trained, by who, the format of the training and hours needed. Wage estimate should be included.
Trainer Information: 
Provide who will be conducting the training. Attach supporting quotes and proposals.

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. 

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.
Provide attachments that support the training costs, especially if using a third party, include the quote or proposal of costs.
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