
Training Report By Trainee
Date: [Date of Report]

Prepared by: [Trainee's Name] Position: [Position or Job Title] Department:

[Department Name] Training Program: [Name of the Training Program]

1. Executive Summary

Provide a brief summary of the training including its duration, main topics covered, and

the personal takeaway from the experience.

2. Objectives of the Training

Outline what you hoped to achieve by attending the training, including any specific skills

or knowledge you aimed to acquire.

3. Training Details

3.1 Overview of Training Content

● Topics Covered: List the main topics that were covered in the training.

● Training Methods Used: Describe the methods used in the training, such as

lectures, hands-on activities, peer collaboration, etc.

3.2 Role of Instructors

● Instructor Insights: Provide your thoughts on the instructors' teaching styles and

effectiveness.

● Contributions to Learning: Discuss how the instructors facilitated learning and

any notable interactions.

4. Learning Outcomes

4.1 Skills Acquired
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Detail the new skills you learned and how you plan to apply them in your current role.

4.2 Knowledge Gained

Discuss any key knowledge areas that were enhanced through the training.

5. Application of Learning

5.1 Practical Applications

Describe how you have applied or plan to apply what you learned to your daily tasks

and responsibilities.

5.2 Potential Improvements

Discuss how the skills and knowledge gained could lead to improvements in your work

or department.

6. Challenges and Overcoming Them

Detail any challenges you faced during the training and how you overcame them,

including any support from trainers or peers.

7. Feedback on the Training Program

Provide feedback on the training program's structure, content, delivery, and logistics.

Mention what worked well and what could be improved.

8. Conclusion

Sum up your overall experience and the value of the training to your professional

development.

9. Appendices
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Include any relevant documents, notes, or additional feedback forms related to the

training.
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