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ATA TRAINING DELIVERY REPORT (TDR)

	[bookmark: _Toc7006740]PROGRAM ACTIVITY



	Activity
	Enter Course/Activity Name Here.	ATA #
	Click here to enter number.
	[bookmark: Text6]Type:    Choose an item. 
	Click here to enter explanation.
	Location:
	City Name Here	PN:
	Enter Country Name Here
	Training start date:
	Click to enter a date.	Training end date:
	Click to enter a date.
	Lead Facilitator/Subject Matter Expert:
	Click here to enter name.
	
	

	Names of staff facilitators / SMEs:
	Click here to enter names.
Click here to enter names.
Click here to enter names.
Click here to enter names.
Click here to enter names.
Click here to enter names.
Click here to enter names.
Click here to enter names.

	
	

	Number of participants: Click or tap here to enter text.   
Number of participants completing course:  Click or tap here to enter text.
Number of females:  Click or tap here to enter text.  



[bookmark: _Toc7006741]REPORTING INSTRUCTIONS:
This Training Delivery Report is intended to be a journal style document that builds on itself throughout an ATA training activity. This format replaces the earlier method of notifying ATA using either a formal report, as some TDCs required, or emails. The TDR will also replace the Instructor After-Action Report (AAR).
· Detailed instructor feedback and observations throughout the course are important for individual course review and evaluation; they are equally vital for use in technical and strategic assessment, as well as program advancement with the partner nation.  
· Complete the Program Activity information on page 1 to begin the report, and save it to your hard drive using the naming convention described in “Completion and Mailing Instructions.” Not all information captured here is immediately available, so you should add the participant pre/post results and number of participants completing the training as it becomes available. 
· The TDR will become a running journal of all activities and milestones observed throughout the training. The first submission of the report covers your arrival in the partner nation and it is due to the TDC no later than 48 hours after arrival. The Opening Day report is due by the end of the second day of training. Thereafter, the report is due at the end of each week. The TDR will grow each week as more information is added (“Opening Day”, “Weekly”). At the end of each week, you will forward the TDR, with weekly updates, to the Training Delivery Coordinator (TDC).  AT the end of the training, when the Closing Report and all other areas of the TDR is completed in its entirety, you will forward the TDR to the TDC electronically (via email). An example of how to complete the report (TDR Step Action Guide) is found in the Lead folder located in the digital media. Thank you for your time and candor to complete this report, which will allow ATA to improve and enhance future programming with the partner nation.
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	[bookmark: _Toc7006742]

ARRIVAL STATUS REPORT 



	Instructors arrived:
	[bookmark: Check16]|_| On time ☐ Delayed  

	Hotel instructors are staying at:
	Click or tap here to enter text.

	Name of expediter company/individual:
	Click or tap here to enter text.
	any problems not resolved during arrival:
	Click or tap here to enter text.
	Training support provided by:       

	Support personnel: 
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Comments:  Click or tap here to enter text.

	Course Setup (Zero Day/Week)

	Status of training materials on arrival:      

	Status of training equipment on arrival:      

	Name of training facility: Click or tap here to enter text.

	Location of training facility: Click or tap here to enter text.

	Type of training venue:       

	Describe the learning environment:       
	Explanation: Click or tap here to enter text.

	Describe the range facilities:       
	Explanation: Click or tap here to enter text.

	Describe site visit locations:      
	Explanation: Click or tap here to enter text.

	Describe exercise locations:      
	Explanation: Click or tap here to enter text.

	[bookmark: Check15][bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6]Classroom preparation: (Check all that apply) |_|-Timely access provided |_|-A/V Equipment tested  |_|-Video links tested |_|-Adequate power outlets  |_|-Interpret equip tested |_|-Internet 

	Comments:  Click or tap here to enter text.





	[bookmark: _Toc7006743]OPENING DAY REPORT



	Partner nation (PN) represented:
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	PN agencies, organizations and units represented by participants (list specific, official names):
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Participant assessment:       

	Provide a detailed explanation on why the participants did not meet stated expectations: Click or tap here to enter text.

	Host dignitaries present for opening:
Click or tap here to enter text.
Click or tap here to enter text.

	US officials present:
Click or tap here to enter text.
Click or tap here to enter text.

	Class representative: Click or tap here to enter text.



	[bookmark: _Toc7006744]TRANSLATION AND INTERPRETATION



	Delivery language:      
	Preferred:       

	Interpreters:
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
	Style:      

	Comments: Click or tap here to enter text.

	Interpretation equipment:       
	Translation quality:      

	Note any identified translation errors, being very specific and providing as much information as possible, including module number, slide number, and/or page number if known: 





	[bookmark: _Toc7006745]LEAD FACILITATOR COMMENTS



	The Lead Facilitator should use this space to enter comments regarding staff instructors overall subject knowledge, instructional abilities, cultural sensitivities, and suitability as a representative of the Department of State. 

	Click here to enter name. 	Performance or observation prompting report.
	Click here to enter name. 	Performance or observation prompting report. 

	Click here to enter name. 	Performance or observation prompting report.
	Click here to enter name. 	Performance or observation prompting report.
	Click here to enter name. 	Performance or observation prompting report.
	Click here to enter name. 	Performance or observation prompting report.
	Click here to enter name. 	Performance or observation prompting report.
	Click here to enter name. 	Performance or observation prompting report.

 
	[bookmark: _Toc7006746]INCIDENT REPORT



	Incident 1
	Choose an item.
	Date/Time
	Enter a date.	Enter time.

	[bookmark: Check10][bookmark: Check9][bookmark: Check8][bookmark: Check7]Notifications:  |_|TDC  |_|RSO  |_|ATA In-Country Program  |_|Law Enforcement:

	Incident:  Choose an item.

	Situation reports prepared and submitted by the instructor/SME: Yes ☐ No ☐



	Incident 2
	Choose an item.
	Date/Time
	Enter a date.	Enter time.

	Notifications:  |_|TDC  |_|RSO  |_|ATA In-Country Program  |_|Law Enforcement:

	Incident:  Choose an item.

	Situation reports prepared and submitted by the instructor/SME: Yes ☐ No ☐



	Incident 3
	Choose an item.
	Date/Time
	Enter a date.	Enter time.

	Notifications:  |_|TDC  |_|RSO  |_|ATA in-country program  |_|Law enforcement:

	Incident:  Choose an item.

	Situation reports prepared and submitted by the instructor/SME: Yes ☐ No ☐






	[bookmark: _Toc7006747]WEEKLY REPORTS



	This segment of the report is structured for training deliveries up to 7-weeks in length. For courses of shorter duration you may leave the unneeded weeks blank.



	CURRICULUM ASSESSMENT REPORT – WEEK 1

	Modules delivered (list each module taught):
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Provide information on any problems with delivering modules:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Module alignment:
	Choose an item.

	Please explain gaps, assumptions, or misalignment of modules:
	Click or tap here to enter text.


	CURRICULUM ASSESSMENT REPORT – WEEK 2

	Modules Delivered (list each module taught):
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Provide information on any problems with delivering modules:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Module alignment:
	Choose an item.

	Please explain gaps, assumptions, or misalignment of modules: 
	Click or tap here to enter text.


	CURRICULUM ASSESSMENT REPORT – WEEK 3

	Modules delivered (list each module taught):
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Provide information on any problems with delivering modules:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Module alignment:
	Choose an item.

	Please explain gaps, assumptions, or misalignment of modules:
	Click or tap here to enter text.


	CURRICULUM ASSESSMENT REPORT – WEEK 4

	Modules delivered (list each module taught):
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Provide information on any problems with delivering modules:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Module alignment:
	Choose an item.

	Please explain gaps, assumptions, or misalignment of modules:
	Click or tap here to enter text.


	CURRICULUM ASSESSMENT REPORT – WEEK 5

	Modules delivered (list each module taught):
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Provide information on any problems with delivering modules:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Module alignment:
	Choose an item.

	Please explain gaps, assumptions, or misalignment of modules: 
	Click or tap here to enter text.


	CURRICULUM ASSESSMENT REPORT – WEEK 6

	Modules delivered (list each module taught):
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Provide information on any problems with delivering modules:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Module alignment:
	Choose an item.

	Please explain gaps, assumptions, or misalignment of modules 
	Click or tap here to enter text.


	CURRICULUM ASSESSMENT REPORT – WEEK 7

	Modules delivered (list each module taught):
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Provide information on any problems with delivering modules:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Module alignment:
	Choose an item.

	Please explain gaps, assumptions, or misalignment of modules:
	Click or tap here to enter text.


	CURRICULUM ASSESSMENT REPORT – TRAIN THE TRAINER

	Number of participants:
	Click or tap here to enter text.

	Provide information on any problems with delivering train-the-trainer:
	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	Feedback to participants:
	Choose an item.

	Level of expertise of the train-the-trainer participants:
(Select all that apply and provide the number of participants for selected level of expertise.)
	Currently provide training to unit or involved in training: ☐ How many Click or tap here to enter text.
Expected to provide training to their unit: ☐
How many Click or tap here to enter text.
No experience with training: ☐

	Comments:
	Click or tap here to enter text.





	[bookmark: _Toc422226679][bookmark: _Toc7006748]FACILITATOR OBSERVATIONS



	What are some of the challenges in the field and/or in leadership positions that participants have highlighted during this course?  What past challenges/successes have they discussed?

	 Click or tap here to enter text.

	Please provide the participants’ comparisons between how they currently are performing their jobs and the current training being provided.

	Click or tap here to enter text. 

	What have participants highlighted about how this training will/will not fit into their current operation in the field?

	Click or tap here to enter text.

	What issues have you observed that may impact participants’ ability to use the skills and knowledge being taught?

	Click or tap here to enter text.

	Please comment on the attentiveness and engagement of participants during the training.

	 Click or tap here to enter text.

	How were culturally sensitive topics (if any) received by the students?  What were their reactions?

	Click or tap here to enter text.

	How was the Community Engagement and Human Rights Module received?  What were the participants’ reactions?

	Click or tap here to enter text.




	[bookmark: _Toc7006749]TRAINING DELIVERY CLOSING REPORT 



	PN Officials Present:
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	U.S. Officials Present:
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

	[bookmark: Check58]Disposition of Equipment
	Choose an item. 

	Knowledge Survey (enter results from pre/post analysis workbook):
	Click or tap here to enter text.Pre-Survey Click or tap here to enter text.Post-Survey Click or tap here to enter text.Growth 

	Training Effectiveness: 
	Choose an item.

	For the Facilitator was the Training Length Appropriate:
	Choose an item.

	Activities/Exercises:
	Choose an item.

	Training Summary:
	Click or tap here to enter text.
	Report Completed By:
	Click or tap here to enter text.	Date:
	Enter a date. 



	[bookmark: _Toc7006750]COMPLETION AND MAILING INSTRUCTIONS



Instructions 
[bookmark: _Hlk27558838]End-of-Course Reports (ECRs) must be returned within 10 business days after the end of the course.  Send hard-copy ECRs to the GATA 2 vendor.  All electronic reports must be sent via email to the Training Delivery Coordinator (TDC) and the GATA 2 vendor.



Reports

ECRs include only the following original documents:  

· Pre- and Post-Course Knowledge Surveys: completed by course participants and the answers entered into the pre post workbook by the instructor, no translation required.  
· Participant Critiques: completed by course participants and the comments translated by interpreters on the last day of class.  Instructors shall administer critiques no earlier than the day before the last day of class if the interpreters need extra time to translate on the last day of class. The answers are entered into the electronic critique of training workbook by the interpreter. 
· Skills Evaluation: If there is a skills evaluation included in the course material, it is completed by the instructor. 
· Training Delivery Report (TDR): completed by instructors.  
· Participant Data Capture Sheet: includes all available information per format provided for each vetted participant.  
· 360 Peer Review: completed by each instructor. 

	Report Name
	Hard Copy
	Soft Copy

	Training Delivery Report
	
	X

	Pre- and Post-Course Knowledge Surveys
	X
	X

	Skills Evaluation (Hard Skills Only)
	
	X

	Participant Critiques
	X
	X

	Student Data Capture Sheet
	
	X

	360 Peer Review
	
	X



Do not send additional critiques from interpreters or instructors.  Do not scan student reports; do not send disks; do not save any reports in PDF format, the completed originals must be delivered to the GATA 2 vendor. If printed ECRs are not included in the course materials shipped to the training venue, please contact the TDC immediately and make note in the TDR.


Saving Reports  

ECRs are due within 10 business days after the end of the course.  ECRs must be saved in MS 97–2003 version. ECRs that are incomplete, or contain spelling or grammatical errors will be returned.

TDRs must be saved as a Word document using either of the following naming conventions:  
ATA#_Country_Form Name
ATA#-Country-Form Name
Example: 
ML17CRTSOTTT01_Mali_TDR
ML17CRTSOTTT01-Mali-TDR

The Pre/post Analysis Workbooks must be saved as an Excel document using either of the following naming conventions: 
ATA#_Country_Form Name
ATA#-Country-Form Name
Example: 
ML17CRTSOTTT01_Mali_Pre_Post
ML17CRTSOTTT01-Mali-Pre-Post

The Critique of Training Workbooks must be saved as an Excel document using either of the following naming conventions: 
ATA#_Country_Form Name
ATA#-Country-Form Name
Example: 
ML17CRTSOTTT01_Mali_COT
ML17CRTSOTTT01-Mali-COT

The 360 Peer Review document must be saved as an Excel document using either of the following naming conventions: 
ATA#_Country_Form Name_Last Name
ATA#-Country-Form Name_Last Name
Example: 
ML17CRTSOTTT01_Mali_360_Doe
ML17CRTSOTTT01-Mali-360-Doe

The Student Data Capture Sheet must be saved as an Excel document using either of the following naming conventions:  
ATA#_Country_Form Name
ATA#-Country-Form Name
Example: 
ML17CRTSOTTT01_Mali_Data Capture  
ML17CRTSOTTT01-Mali-Data Capture  

The Skills Evaluation document (if included in your course material) should be saved as an Excel document using either of the following naming conventions: 
ATA#_Country_Form Name
ATA#-Country-Form Name
Example: 
ML17CRTSOTTT01_Mali_Skills
ML17CRTSOTTT01-Mali-Skills




Questions

Please direct any questions to the prime contractor responsible for contract performance.


Thank you for your continued support of the ATA Program.
1
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