What is an ITP?
An Individual Transition Plan (ITP) is a written plan designed to meet your particular goals for professional (and personal) development. ITPs are a method of systematically planning for training and experience in order to develop the specific skills and knowledge you will need to prepare for change or, in the case of a pre-retiree the TIP can be a method for a different type of systematic plan. Rather that haphazardly chancing time and money on what may or may not be a useful experience, the ITP provides you the opportunity to set objectives and plan experiences that will support these objectives.

Your ITP will be used to plan training and related developmental experiences (details, special projects OJT, etc). An ITP is a living document which can be altered or changed anytime they can changes from year to year, and their prime purpose is to help their users - to help them set reasonable goals, assess their particular strengths, and chart where they can best contribute and grow. The ITP also accommodates the uniqueness of each user. It is an opportunity to design the future.

INDIVIDUAL TRANSITION PLAN (ITP) PACKAGE FOR:


_____________________________________


PRIVACY ACT STATEMENT

1.  LEGAL AUTHORITY:  The authority for soliciting and maintaining this information is found in 5 USC Sec. 301, in addition to 10 USC 6161 and 10 USC 2774 as added by Public Law 92-451.

2.  PRINCIPAL PURPOSE:  The information you provide will help the Command Career Counselor and FFSC Transition Specialist to assist you and your family member(s) in planning your transition to the civilian sector.

3.  ROUTINE USES:  The information collected on this form by the Command Career Counselor and FFSC Transition Specialist will be used as a chronological consultation sheet to provide aid and insight for future counseling sessions, to monitor the progress achieved, and to prepare periodic statistical reports on the transition case load of the Command Career Counselor and FFSC Transition Assistance Management Plan (TAMP) offices.  In addition to using the information you give us for the "principal purpose" given above, your information may be used for one or more of the "routine uses" listed in the Federal Register notice for this system, including the blanket routine uses that are applicable to all Navy Privacy Act systems of record.

4.  OTHER DISCLOSURE OF YOUR INFORMATION:  In addition to using the information you give the Command Career Counselor and FSC Transition Specialist "principal purpose" and "routine uses" given above, your information may be disclosed in certain other situations as permitted by exemptions of the Privacy Act.  These could include disclosures to a Commanding Officer and other DoD officials in connection with certain security clearances, personnel reliability programs, law enforcement programs, and family abuse situations.

5.  DISCLOSURE IS VOLUNTARY:  You need not disclose any information to us; however, failure to provide this information may result in inadequate facts and hinder or prevent the Command Career Counselor, FFSC and TAMP staff from being able to assist you.

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *

I have read and understand the above IMPORTANT INFORMATION and PRIVACY ACT STATEMENT and the uses of the information that I have voluntarily provided.  The contents of the PRIVACY ACT STATEMENT have been explained to me.  I further understand that TAMP program volunteer staff may have access to TAMP records for clerical/administrative purposes, and I hereby give permission for this.

_______________ 
________________________________________________

DATE


SIGNATURE

_______________ 
________________________________________________

DATE


WITNESS
Long Range Career Development Plan

	PRIVATE 
Goal Number:



	Brief Statement Describing Your Long Range Goal:
	Date for Completion:

	
	
	

	Objectives
	Formal Training:  (cite best information available)
	Alternative Training:   (cite best information available)

	
	
	

	Employee Signature:
	Date:
	Mentor/Coach Signature:
	Date:

	
	
	
	


Medium  Range Career Development Plan
	PRIVATE 
Goal Number:



	Brief Statement Describing Your Medium Range Goal:
	Date for Completion:

	
	
	

	Objectives
	Formal Training:  (cite best information available)
	Alternative Training:   (cite best information available)

	
	
	

	Employee Signature:
	Date:
	Mentor/Coach Signature:
	Date:

	
	
	
	


Short Range Career Development Plan    (within 1 Year)

	PRIVATE 
Goal Number:



	Brief Statement Describing Your Short Range Goal:
	Date for Completion:

	
	
	

	Objectives (Knowledge, skills, or ability needed to

 meet your goal)
	Formal Training:  (Course title, location, dates)
	Alternative Training:  (OJT, self-study, correspondence courses, etc)

	
	
	

	Employee Signature:
	Date:
	Mentor/Coach Signature:
	Date:

	
	
	
	


Individual Growth / Wellness Planning form
	PRIVATE 
Goal Number:



	Objective (What do I need to achieve? How will I know I have achieved by objective? By what date?) 

	

	Action Steps

 (What will I do to achieve my objectives?)
	Measure of Progress

 (How will I know I’m making progress toward achieving my objective?)
	Review Dates

 (When will I review my progress toward the achievement of my objective?)

	
	
	

	Potential Obstacles or Problems 

(What might interfere with my taking action and achieving my objective, and how can I plan to deal with this?)


	Sources of Help

(Who or what will assist me in taking action and achieving my objective?)

	
	


Types of Training
Often we think of training only in terms of formal training courses. People learn in many ways, and often people learn better if their training includes a variety of learning experiences. Listed below are the major types of training. Your ITP will probably be a combination of all of them.

OJT (On-the-Job-Training)

Seek new duties on your job to promote new learning. For example, a special project might not be a part of your regular job but you could ask that it be assigned to you. 

Initiating ideas or functions

Cross training/job shadowing
Academic Training
Colleges/Universities (consider CLEP for credit)

OPM/BUPERS Training Department

Correspondence Courses

Short term classes
Self Development (self learning)

Often a very good method to pick up a technical body of knowledge. Especially useful if you have a mentor - someone already with specific knowledge who can outline a program of reading and assignments and then check your progress.

Readings

A/V tapes

Lectures 

Speaking Engagements/ToastMasters

Volunteer Experiences

Physical fitness

Conferences/Meetings

Membership in a professional association in your career field. (At your local library consult the Encyclopedia of Associations, with over 20,000 listings).

Professional Growth / Wellness Planning form
	PRIVATE 
Goal Number:


	Objective (What do I need to achieve? How will I know I have achieved by objective? By what date?) 

	

	Action Steps

 (What will I do to achieve my objectives?)
	Measure of Progress

 (How will I know I’m making progress toward achieving my objective?)
	Review Dates

 (When will I review my progress toward the achievement of my objective?)

	
	
	

	Potential Obstacles or Problems 

(What might interfere with my taking action and achieving my objective, and how can I plan to deal with this?)


	Sources of Help

(Who or what will assist me in taking action and achieving my objective?)

	
	


Individual Transition Plan
Outcome for User


Sense of Direction



Focus on Long Term Career Objective(s)




Identify Steps Toward Achieving Objective(s)



Time Line




Short Time Line




Long Time Line



Learn to Research




Informational Interview




Library




Volunteer in Career Area of Interest




Bookstores



Selection of Mentor/Coach

Benefits for User



Opportunity for Personal and Professional Growth



Break Paradigms



Take Control of Your Life By Being Pro-active
