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As-Is Process T1 – Develop Training Plan
Monday, March 30, 2009

California Department of Insurance Paperless Workflow Project

HR Training Unit

Triggers Systems OutputsInputs

Training packages are required for 
new fiscal year

Budgets Excel spreadsheet Training Package Employee Development Plan HRM-0044  
(EDP)
Training Plan HRM-0043

Supervisor

1. Prepare 
Training Package 
for new fiscal year

Bureau Chief

3. Advise 
Supervisors to 

meet with 
employees

Cover Memo
Training Plan
HR Bulletin 04-11
Performance Appraisals
Employee Development Plans
Overview of Training Plan Process
Training Plan Instructions

2. Email Training 
Package to 

Bureau Chief level 
and higher via 

Memo Personnel

4. Advise 
employees to 
complete EDP

Step 
5

The Memo Personnel 
is an official notice
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Employee

Supervisor

5. Complete EDP 
online

6. Print EDP and 
submit to 

Supervisor

Step 
4

9. Submit EDPs 
and Training Plan 

to Bureau Chief for 
approval

Bureau Chief

10. Review EDPs 
and Training Plan

12. Make 
adjustments to 
Training Plan

11. Is Training 
Plan 

approved?

The Bureau Chief may notify 
the supervisor of adjustments 
via email or by providing a copy 
of the modified Training Plan.

No

Yes

13. Sign Training 
Plan and submit 

with EDPs to 
Deputy 

Commissioner for 
approval

Copies may be made 
for the supervisor’s and 
employee’s records.

Step 
14

8. Develop 
Training Plan

The Training Plan 
is an Excel file

7. Meet with 
employee to 

review EDP and 
discuss training 

needs

The Training Plan may not be 
approved due to cost or because the 

training is deemed unnecessary.
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Deputy Commissioner

14. Review EDPs 
and Training Plan

16. Make 
adjustments to 
Training Plan

15. Is Training 
Plan 

approved?
No

17. Sign Training 
Plan and submit 

with EDPs to 
Training Office for 

approval

Step 
13

Yes

Training Office

18. Review EDPs 
and Training Plan

19. Is Training 
Plan 

approved?

20. Make 
adjustments to 
Training Plan

No 21. Sign and file 
Training Plan

Yes

22. Enter Branch 
totals (estimated 

costs) in Budgets 
Excel 

spreadsheet

23. Email Budgets 
Excel 

spreadsheet to 
Budgets

Budgets

24. Determine 
training allotment 

for Branch

25. Notify Deputy 
Commissioner and 
Training Office of 

amount

Step 
26
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Training Office

Bureau Chief

Step 
25

26. Update Excel 
spreadsheet with 

amount 

27. Email 
approved Training 

Plan to Deputy 
Commissioner and 
Bureau Chief via 
Memo Personnel

The Training Plan is sent in May/
June for the new FY

28. Notify 
Supervisors of 

approved Training 
Plans

Supervisor

29. Notify 
employees of 

approved Training 
Plan

End of Process
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