Appendix B
Training Records

Training management is a vital, yet often time-consuming, task. This appen-
dix outlines a concise technique of managing individual and collective train-
ing, at platoon or section level, through the use of training records. If
commanders use training management principles properly, they can document
past training, identify current individual and unit skill proficiency, and iden-
tify future training requirements. Training management records provide com-
manders with the immediate training status of individuals, teams, sections,
squadrons, and platoons. Training manage- ment can be applied to any MOS.

For atraining management system to be effective, it requires atraining record
for each individual and for each platoon or section in a unit. Although not re-
quired, additional charts may be developed by the using units to track com-
pany and battalion collective task proficiency.

INDIVIDUAL TRAINING RECORD

MCOs in the 1510 series, Individual Training Standard (ITS), that deal with
ITSSs state, “1TSs which are mastered should be recorded and scheduled for
sustainment/refresher training in the future”’. Therefore, an individual training
record (ITR) iskept on each individual in the unit.

Within an individual training record, a separate record is normally maintained
on each of the three main categories of training (mission-related, formal, and
ancillary). Figure B-1 is an example of a locally-produced method of record-
ing mission-related I TSs.

Figure B-2 is another example of tracking mission-related individual perform-
ance using assigned percentages for each task expected to be completed by a
Marine. Each assigned percentage is weighted based on its importance and
provides an objective combat readiness percentage (CRP) for each Marine.
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The CRPs used for MOS 0341 (mortarman) in figure B-2 are only examples.
The user may modify the CRP values of each ITS as appropriate. If an ITSs
does not fulfill unit METL capabilities, it should not be included in training
and it should not contribute towards the CRP. After a Marine performs a task
listed on one of the charts, the trainer enters the date that the Marine satisfac-
torily executed the training. If atask is listed on one of the charts but it has
not been tested or it was not successfully executed, the block on the chart re-
mains blank.

Note
A CRP of zero results if the task is not retrained within the desig-
nated sustainment period in accordance with the ITSS.

Figure B-3 is an example of tracking formal training requirements. No exam-
ple is provided for tracking ancillary training. Loca commands can design
ancillary tracking forms to meet their needs.

Since a Marine's squad/section leader normally has daily contact with the Ma
rine, he/she normally updates the Marine's record. The platoon sergeant, or
appropriate section cheif, supervises the accuracy and timeliness of the entries
and informs the platoon commander of changes in a Marine's proficiency.
The ITR and any platoon records should be maintained within the platoon.

PLATOON PROFICIENCY CHART

Figure B-4 is an example of a locally-produced platoon proficiency chart
(PPC). It shows the platoon by norma rifle platoon table of organization
(T/0) and has provisions for modification by the user. The PPC is kept by the
platoon sergeant, for the platoon commander. As the platoon successfully
completes collective tasks, the date of completion is recorded. For example, if
therifle platoon conducted a successful ambush patrol during itstraining on 8
Octaber, that date would be recorded on the chart.

Remember that individual Marines also receive credit for ITSswhile perform-
ing collectively as a unit. For example, all Marines in the unit would receive a
satisfactory rating for ITS 0311.1.2 (Move in Combat Formations) and the
date would be entered in their ITR. In addition, other Marines in the unit may
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How to Conduct Training
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To be used as a record of the training completed and as a proficiency counseling form. Ensure that the
month the training is accomplished is marked differently than the month that counseling occurs.

Figure B-1. Example of Recording Mission-Related ITSs.
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also have successfully performed land navigation, MEDEVAC procedures,
and call for fire while performing the unit’s collective task, these date would
also be entered in their ITRs.
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Paste figure B-2 here.
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Paste figure B-2-continued here.
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Paste figure B-3 here.
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Figure B-4. Example of a Locally-Produced PPC.
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Paste figure B-4-continued here.
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Figure B-2. Example of a CRP Tracking Tool.

(Note: the VAL column would normally total 100% for a complete list of tasks.)
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Figure B-2. Example of a CRP Tracking Tool—Continued.

(Note: the VAL column would normally total 100% for a complete list of tasks.)







NAME RAGMAN,
ADBD 920513
SWIM wsQ

EST SUBJECT

CODE OF CONDUCT
UCMJ/MILITARY

LAW HISTORIES,
CUSTOMS, COURTESIES
CLOSE ORDER

DRILL

INTERIOR GUARD

FIRST AID & FIELD
SANITATION UNIFORM
CLOTHING & EQUIPMENT
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DATE
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SECURITY OF
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Figure B-3. Example of a ITR That Tracks Formal Training Requirements.







