
MEMORANDUM FOR  TRAINEE
FROM: ____________/SUPERVISOR












24-Jul-02
SUBJECT:      Responsibility for Career Development Course Completion

	1.  Attached is your course material for CDC
	 FORMDROPDOWN 



Your first volume review is to be ready by the next MONTH.  Your supervisor will verify that all Unit Review Exercises and Volume Review Exercises have been completed at that time and answer any questions which you may have.  The answer sheet can be obtained from your Supervisor on the last day of the month, and must be completed, submitted, and missed questions are to be reviewed before leaving that afternoon.

2.  You are to complete one volume per month regardless of the number of volumes your particular CDC contains.  This must be accomplished even if you fail to attend on the day it is due (being at a particular school will not excuse anyone).  If you miss a month, two volumes will be due the following month.  These volumes are to be completed prior to reporting for duty by 0800hrs on the last day of each month, until all volumes are completed:

	
	Volume
	Due Date
	
	
	
	Score
	
	Missed Items

	
	
	
	
	
	
	
	
	

	
	1
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 

	
	     
	
	     

	
	2
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 

	
	     
	
	     

	
	3
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 

	
	     
	
	     

	
	4
	     
	     
	 FORMDROPDOWN 

	
	     
	
	     

	
	5
	     
	     
	 FORMDROPDOWN 

	
	     
	
	     

	
	6
	     
	     
	 FORMDROPDOWN 

	
	     
	
	     

	
	7
	     
	     
	 FORMDROPDOWN 

	
	     
	
	     


	Enrollment Date:
	     
	
	Estimated Completion Date:
	     


In addition, you will be scheduled to be administered the End-of-Course exam on the month following the training day in which the final Volume Review Exercise (VRE) was submitted, provided the exam has been received by that time.  In case you are absent from the day on which you were scheduled to test, you will be required to take the exam on the next scheduled day.

3.  It is your responsibility to ensure that all of your training requirements are accomplished in a timely manner.  Failure on your part to complete any of these requirements will automatically result in a counseling session with your Supervisor.  Further problems will be followed up by the EST Manager, and ultimately, the Commander.

4.  Your trainer, supervisor, or EST Manager will be available to provide you with assistance as needed.  Please seek out help to preclude any problems.

5.  I certify that I have received the required CDC materials, have been briefed on my responsibilities regarding completion and testing, and will seek assistance as needed.

	Trainee:
	     
	Signature:
	

	Supervisor:
	     
	Signature:
	

	Workcenter:
	     
	
	

	Trainer:
	     
	
	

	Date Course Exam ordered:
	     
	
	

	Date Course Exam taken:
	     
	Score:
	     

	Date Upgrade Requested:
	     
	
	


16 Mar 02

