


Representative Training Plan & Register


Please refer to the Training Policy and Procedures for further information on the use of this form. All staff and authorised representatives (referred to as representatives in this document) providing Financial Services should be involved in a minimum 15 hours training per annum.  A separate form is to be used for each representative.  This will facilitate the easy review of the training historically undertaken as well as that planned into the future and also identify any trends in non-completion of training.  Forms for all representatives should be maintained on the Intranet or in hard copy in a designated file.  A Training Completion Form can be used to further document training and then placed on the representatives file.
Representative Name:

Section 1 – Details of Courses/Qualifications completed or planned that meet ASIC RG146 Tier 1 or 2 Requirements

	Training Organisation / Training Source 
	Training Activity and Outcome (including documentation location / Qualification Reference No. & comments on progress, and the number of hours planned in the activity if relevant)
	Date Started
	Date To Be Completed
	Date Actually Completed

	
	
	
	
	

	
	
	
	
	


Section 2 – Details of Courses / Qualifications completed prior to commencement with us.

	Training Organisation / Training Source 
	Training Activity and Outcome (including documentation location if any)
	Date Actually Completed
	Hours Completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 3 – Details of Ongoing Training Plans and Completed Training

	Training Organisation / Training Source 
	Training Activity and Outcome (including documentation location if any & comments on progress, and the number of hours planned in the activity)
	Date Started
	Date To Be Completed
	Date Actually Completed
	Hours Completed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Training Plan & Register Template.doc
06/07/20  8:03 AM  




Page 1 of 2

