
HOW TO WRITE AN IN SERVICE TRAINING REPORT

Write a training report to summarize how well a program met objectives. Where appropriate, recommend improvements
for consideration by company.

Describe the Training Methods and Activities Include an explanation for how the training was conducted.
Basically, say what you know about the company which you worked. It will be a good idea to make a detailed
list and separate out those goals that were met and those that were not. Failing which, a retake of the
assessment is required until the qualifying mark is met. Collecting Information for the Report An analysis is
done weekly during the practical training, where the student analyses the happenings of the week. As such,
you'll start by defining the training program with a cover page that includes the name, location and date of the
training. Pickup your first prayer point from here. Writing Your Industrial Training Report. When you write a
training report, include basic formatting components so the data is easily absorbed. Make sure your logbook is
filled with detailed drawing. Knowledge is power and unity is strength. Paint the step-by-step scenario or
solution you would like to present. If the program doesn't define why the training occurred, it isn't possible to
properly evaluate whether the objectives were met. The I T coordinator will share this report. It develop an
awareness of industrial approach to problem solving, based on a broad understanding of process and mode of
operation of organization. Identify the Target Audience A training manual can be as effective as a trainer
skilled in connecting with the target audience and making the learners understand the content. When you all
submit. Review key feedback common in surveys. T in a reputable company. Which things that you have
learnt in theory have you encountered in practice? So u can get that mark. They must see drawing. Be specific
but don't get bogged down in too many details.


