CF/RAI/NYHQ/DPP/RAM/2003-00553

Check List for RAMP-TRIM Training Classes

· Ensure the Message Broadcast is updated and all links to RAMP-TRIM docs current. Final is then sent to      for broadcasting

· As responses are received, ensure participants are fully informed about registration process involving NYHQ Advanced Access forms available from message broadcast.  (Aslo CF/RAI/NYHQ/DPP/RAM/2002-00213).  
Refer them to the FAQ doc on broadcast message for more information


· Before training session, phone all participants to check on access status:
After all required signatures have been obtained, Adhiratha assigns access rights in TRIM. The form must also be brought Computer Help Desk to install RAMP-TRIM on their computers during/after training. 


· Coordinate with ITD on Training Room set-up


· Prepare manuals with the latest versions from CF/RAF/USAA/DB01/2002-05058

