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TRAINING LOGBOOK AND RECORD OF CPD
[bookmark: b_LgbkCPD]PERSONAL PARTICULARS

(Please complete all fields.)

	Full Name in English
	(Surname)

	
	

	
	(Given names)

	
	

	HKIE Membership Number
	

	Training Company

	

	Training Discipline
	

	Training Start Date
	

	Training Completion Date
	

	Training Scheme
	 Scheme “A” Training
 Formal Training Scheme to Associate Membership
 Others, please specify: ________________________



Engineering Supervisor / Responsible Person:
	Name
	Period
	Signature Specimen

	
	
	

	
	
	

	
	
	



Training Tutor:
	Name
	Period
	Signature Specimen

	
	
	

	
	
	

	
	
	




[bookmark: c_SummaryTrainingDetails]Summary of Training Details:
(To be completed when the request is approved)

	i)
	Exemption Request:
	

	
		Nil
	

	
		Exemption approval date:
	

	
	
	Exemption period granted:
	

	
	
	Revised training completion date:
	

	
	
	CPD hours exempted:
	

	
	
	
	

	ii)
	Suspension Request:
	

	
		Nil
	

	
		Suspension approval date:
	

	
	
	Suspension period:
	

	
	
	Revised training completion date: 
	

	
	
	
	

	iii)
	Extension Request:
	

	
		Nil
	

	
		Extension approval date:
	

	
	
	Extension period:
	

	
	
	Revised training completion date: 
	

	
	
	Additional CPD hours required:
	

	
	
	
	

	iv)
	Secondment Request:
	

	
		Nil
	

	
		Pre-approved Training Secondment

	
	
	Secondment period:
	

	
	
	Seconded Company:
	

	
	
	
	

	
		Individual Training Secondment

	
	
	Secondment approval date:
	

	
	
	Secondment period:
	

	
	
	Seconded Company:
	

	
	
	
	







TLB&CPD_2.0
CONTINUING PROFESSIONAL DEVELOPMENT

The HKIE CPD Definition
CPD is a systematic maintenance, improvement and broadening of relevant knowledge and skills, and the development of these qualities necessary for successfully carrying out professional duties throughout an engineer’s career.  It aims at enhancing individual worth, and thus corporate performance.

General Scope and Format of CPD
CPD covers matters of direct technical relevance as well as broader studies that are important to HKIE members to further their careers.  These include professional ethics, communication, environmental matters, financial management, leadership skills, legal aspects, marketing, and occupational safety and health.

The format of CPD activities includes, but not limited to, participating in and organising courses, lectures, seminars / symposia, conferences, presentations, workshops, industrial attachments and visits, e-learning and professional activities.  These may be provided by the HKIE, the engineering profession, and a variety of other organisations.

Approval of CPD
For candidate who is not yet a Corporate Member or Associate Member, his/her Engineering Supervisor (ES) or a Responsible Person (RP) is responsible for endorsing the CPD activities.  The ES or RP must assess the candidate and be satisfied that he/she has learned the skills or has met the objectives of the CPD activity attended, and agree that the activity falls under the specified category.  The record should also indicate whether the activity was organised in-house.

Candidate applying for his/her Corporate Membership or Associate Membership requires proof of endorsement by his/her ES or RP in the CPD Log Book. However, members are welcome to use the online CPD logbook service, which is available in the Members’ login area of the HKIE website.

CPD Requirements
The HKIE specifies a minimum CPD requirement including minimum number of hours in different categories for those at the (a) pre-Corporate Member stage, (b) pre-Associate Member stage, (c) Associate Member stage on a voluntary and self-regulating basis, and (d) Corporate Member stage on a mandatory basis.  A candidate’s CPD record will be taken into account when considering his/her application for different classes of Membership as appropriate.  For details of the requirements, please refer to the latest update on the HKIE website.


  

Record of CPD

[bookmark: d_SummaryCPDhours]Summary of CPD Hours attended within the Training Period (to be completed at the end of the training period):

	
	Internal
	External

	Discipline-Specific Technical Matters (DSTM)
	
	hours
	
	hours

	Health & Safety (H&S)
	
	hours
	
	hours

	Other Technical Matters (OTM)
	
	hours
	
	hours

	General Professional Matters (GPM)
	
	hours
	
	hours

	HKIE-organised Activities
	
	hours
	
	hours

	Others (if applicable)
	
	hours
	
	hours

	Total
	
	hours
	
	hours




	General Format used:
· Font type: Times New Roman
· Font size: 10 – 12
· Line spacing: Single




Note:
Engineering Supervisor must sign directly on the printed pages.  Digital and / or electronic signatures will NOT be accepted.


This page is for checking purposes only and it is optional to complete.  In case of discrepancy between the hours specified on this page and in the endorsed CPD records in the subsequent pages, the endorsed record shall prevail.





	
(Please record in chronological order.) 
	^ Please use “(I)” to indicate internal CPD organised in-house. 
# Abbreviations may be used for relevant categories, e.g. DSTM, H&S, OTM, GPM etc.

	[bookmark: e_CPD]Dates(s)
	Start & End Time 
	Name of CPD Activity
	Organiser^
	Category#
	CPD hours claimed
	Endorse-
ment by ES / RP
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TRAINING LOGBOOK

Introduction
The HKIE requires each trainee under Scheme “A” and “Formal Training Scheme to Associate Membership” to maintain a training logbook for the entire training period as part of the scheme requirements.  It is an important record for the trainee during their training period. It consists of Detailed Training Records, Monthly Reports and Quarterly Reports.

Detailed Training Record of the Quarter
This is the page at the beginning of each quarter to summarise the major activities that have been carried out in that quarter.  The trainee should clearly state the activities, the period, and the location where the training was carried out.  The Engineering Supervisor(s) should also sign the respective pages.

Monthly Reports and Quarterly Reports
Each trainee should record in the reports what he/she has learned, and what he/she considers important.  They may include:
· summaries of work done, highlighting what he/she has learned and considered important.
· examples of detailed analysis or a particular aspect of training during the period in question.
Quarterly Reports should not merely replicate the three Monthly Reports. The contents may cover similar topics during the period, but there should be a clear difference between the Monthly and Quarterly Reports in terms of depth, breadth, perspective or appreciation of the subject matter.

Requirements of the Monthly and Quarterly Reports
All entries should be neat, in English, and limited to one page for Monthly Reports and three pages for Quarterly Reports. To help readers understand, the trainee may include photos, diagrams or graphs to the logbooks to supplement.  Training Tutor(s) and Engineering Supervisor(s) should provide comments on the space available and sign directly on the printed pages of the reports.  

Trainee must complete a Monthly Report every month and a Quarterly Report every three months from the training start date until the training is completed.  The last Quarterly Report may cover two to three months depending on the actual training completion date which may have been revised due to approval of suspension, extension or exemption requests.  The Training Tutor(s) and Engineering Supervisor(s) should sign and comment directly on the Monthly Reports and Quarterly Reports respectively.


Trainee should provide feedback and acknowledge the comments given accordingly.


TLB&CPD_2.0
Training Logbook

[bookmark: f_SummaryQuarterlyPeriods]Summary of Quarterly Periods within the Training Period (to be completed at the end of the training period):

	Training Start Date:  
	

	
	

	Training Completion Date:
	



	
	Start Date 
(dd/mm/yyyy)
	End Date 
(dd/mm/yyyy)

	1st Quarter
	
	

	2nd Quarter
	
	

	3rd Quarter
	
	

	4th Quarter
	
	

	5th Quarter
	
	

	6th Quarter
	
	

	7th Quarter
	
	

	8th Quarter
	
	

	9th Quarter
	
	

	10th Quarter
	
	

	11th Quarter
	
	

	12th Quarter
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: The start date of the first quarter and the last date of the last quarter should coincide with the Training Start Date and the Training Completion Date.  All quarterly periods should contain three full months (except in cases where exemption / suspension / extension has been approved). 




	General Format used:
· Font type: Times New Roman
· Font size: 10 – 12
· Line spacing: Single




Note:
Engineering Supervisor and Training Tutors must sign directly on the printed pages.  Digital and / or electronic signatures will NOT be accepted.




	[bookmark: Q1]DETAILED TRAINING RECORD FOR THE  1st  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date


[bookmark: _GoBack]

	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date
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	[bookmark: Q2]DETAILED TRAINING RECORD FOR THE  2nd  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date








	[bookmark: Q3]DETAILED TRAINING RECORD FOR THE  3rd  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date








	[bookmark: Q4]DETAILED TRAINING RECORD FOR THE  4th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date








	[bookmark: Q5]DETAILED TRAINING RECORD FOR THE  5th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date








	[bookmark: Q6]DETAILED TRAINING RECORD FOR THE  6th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date








	[bookmark: Q7]DETAILED TRAINING RECORD FOR THE  7th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date








	[bookmark: Q8]DETAILED TRAINING RECORD FOR THE  8th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date








	[bookmark: Q9]DETAILED TRAINING RECORD FOR THE  9th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






	[bookmark: Q10]DETAILED TRAINING RECORD FOR THE  10th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date
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