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Agenda

1. Overview

2. Contract TM Training Requirements Request Form

3. Contractor Training Tracking Template
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Overview

1. Departments must track their contract TMs’ required training and ensure the refresher requirements 
are also up to date.

• Contract TMs, for the purpose of tracking required training, are those TMs who work in a role 
that could have an impact on the quality of the product. This does not include service providers 
(e.g. employees working in areas such as the cafeteria, cleaning, Visitor’s Center, etc.)

2. The process for determining training requirements must be followed.

3. Tracking/documenting completed required training for contract TMs is required.

4. Use of the AIDT tracking tool is optional, if you have a tool that better fits your area’s needs.
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Please note the following to help you find the PeopleSoft ID of the listed MBUSI TMs 

• Supervisors have access to their TMs’ PeopleSoft (PS) IDs in the Kronos timekeeping system.

• If the PeopleSoft ID number (preferred) is not available to the requestor, please include the badge 
number which is printed on the TM’s badge. 
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Complete All Areas of the Form -- including up to three MBUSI TMs
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AIDT Tracking Template for Contractor Training

The Tracking Template consists of five worksheets

1. Instructions

• Please review carefully and follow instructions to use template correctly.

2. NHO Courses

• This lists all required trainings in New Hire Orientation (NHO) which your contract TM must take. Information on 
NHO course refresher requirements for everyone and how to complete the training is also included.

3. Contractor List

• This worksheet is the “masterlist” where you should list all of the contract TMs working in your area. The last 
column (Date NHO completed) is where you will record the final date that all NHO Courses (listed on the 2nd

worksheet) has been completed for each contractor. Until this date is populated, the cell will be highlighted red to 
indicate the contract TM is overdue. 
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4. Required Training List

• Use this worksheet (under the ‘Department Specific Training’ header) to list all course titles, course codes and
refresher periods provided to you by AIDT, except for the 4 already listed at the top of the form. These courses are
required for all TMs and are already listed.

• Next you will input the requirements for each of your contractors on the ‘Overview’ worksheet.

AIDT Tracking Template for Contractor Training
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Use drop down arrow at the 
end of each line to select the 
refresher period, which will 
be provided by AIDT.
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AIDT Tracking Template for Contractor Training
5. Overview

• Use this worksheet to list and track all required training for all of your 
contract TMs.

• Enter contractor’s badge number and their name will fill automatically.

• Select all required courses for each contractor from the course title drop 
down on each line and the course code will fill automatically.

• Next enter the most recent course date and the refresher due date and 
refresher status (red = overdue) will fill automatically. The contractor in 
the example below only completed training in NHO and therefore has 
overdue training.
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To notify contract TM of required 
training via email, use this link (only 
available if an email is entered on  
contractor list worksheet).
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