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Training & Documentation Specifications

To assist you in understanding our technical training and documentation requirements, the following chart has been prepared. It lists specific components and the recommended guidelines for each. If you have questions or need clarification please contact: the training contact provided.

	Component
	Requirements

	PLANNING
	

	Training Overview/Outlines
	

	Needs Assessment
	

	Terms of agreement

(Partnership Agreement)
	

	Proposal
	

	Training Schedule
	

	Training Documentation
	

	Manuals
	

	Job Aids
	

	Troubleshooting Guide
	

	Sign-in Sheets
	

	Reference Materials
	

	Evaluation Format
	

	Instructor’s Guides
	

	General Guidelines
	

	Material Dates/Authors
	

	Font Size
	

	Pictures
	

	Graphics
	

	Binding
	

	Electronic Format
	

	Icons
	

	PowerPoint
	

	Definitions
	

	Instructor/Delivery
	

	Instructor
	

	Delivery Methodology
	

	Course/Instructor Evaluation
	

	Certification
	

	Follow Up Recommendation
	


Documentations

	Component
	Requirements

	General Guideline
	

	Cover
	

	Introduction
	

	Instruction
	

	Specific Content 
	

	Operators
	

	Product Overview
	

	Safety – Features, precautions and procedures
	

	Theory/Sequence of Operation
	

	Operating Procedures
	

	HMI Navigation
	

	Troubleshooting
	

	Cleaning Procedures
	

	Mechanical Maintenance
	

	Safety
	

	Systems/Operation Overview
	

	Operating Controls
	

	Operating Procedures
	

	Set-up & Calibration
	

	Changeovers
	

	Lubrication
	

	Preventive Maintenance
	

	Spare Parts List
	

	Electrical Maintenance
	

	Safety
	

	Systems/Operation Overview
	

	Operating Controls
	

	Operating Procedures
	

	Set-up & Calibration
	

	Removal & Replacement Parts
	

	Electronic Changeovers
	

	PLC Architecture & Strategy
	

	PLC Component Troubleshooting
	

	Basic Robotic Theory
	

	Preventive Maintenance
	

	Spare Parts List
	


PAGE  
Location/Date


