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The ABC’s of Recording 

Member Training 
Activity 

 
 
 
 
 
A recent questionnaire showed a wide discrepancy in how Member Training hours 
are being recorded.  Please review this guideline, study the examples shown, and 
encourage your members to emulate the examples to truly get the credit you 
deserve for the hard work you put in and the time you spend on Member Training.  
You all know Member Training is a key to keeping your members – let your success 
in this mission be reflected by correctly recording the hours spent doing it. 
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Workshop Mission and Attendance Report – ANSC 7039 
 
 

This form is to be used to report all workshops specified in Section I, blocks 1 through 18 under 
WORKSHOP TYPE.  Be sure to place a check in one of the boxes to indicate the workshop 
being reported.  All other workshops not listed on this form should be reported on the ANSC 
7030 Form.  The time spent of all persons shown on the form is recorded at the bottom right 
(Workshop Length).  NOTE:  The ANSC 7039 is used to report IT hours, aide hours, and 
workshop attendance for the named workshops shown in Section1. 
 
 
The instructor’s name and member ID number are to be entered on line 1 in Section II.  All aides 
and attendees are to be entered on subsequent lines. 
 
Under remarks, identify any attendees who served as aides. 
 
Preparation and travel time for workshops is to be entered on the ANSC 7029 Form.  Attendees 
are NOT to enter the time spent at the workshop on the ANSC 7029 Form.  Instructors are NOT 
to enter time spent at the workshop on the ANSC 7030 Form.   
 

 
 

A
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 Activity Report – Mission – ANSC 7030 
 
 

This form is used to report the majority of member training hours for operational 
activities as well as all other topics.  It is important for the instructor to fill out this form 
only for themselves and any aides.  Other participants (students) should report their 
time on the ANSC 7029 Form along with prep and travel time. 
 
Section I:  Check the Unit/Individual box. 
 
Section II: Start time of the training as well as the ending time must be filled in.  The 
MISSION is either 06A if for operations, or 06B for all other training.  The basic 
information is the same for either type of training. 
 
Section IV: The instructor’s name and member ID number is entered on line 1.  If there 
is an aide, their name is entered on line 2.  The time of all persons shown on the form is 
for reporting instructor or aide time.  The Trainee column should only be used for a new 
instructor who is being signed off by a lead instructor.  Travel and preparation time for 
all persons listed are recorded on the ANSC 7029 Form.  No member training activity 
time spent as an instructor should be recorded on ANSC 7029. 
 

                                  

B
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 Member Activity Log – ANSC 7029 
 
 

The ANSC 7029 is the form used for all other member training activities that are not reported on 
the ANSC 7030 or ANSC 7039 Forms. 
 
All travel and preparation time is reported on the ANSC 7029 Form for the training activities 
reported on ANSC 7030 or ANSC 7039 Forms.  All self study time is reported on the ANSC 
7029 Form.  So are all member training activities that don’t involve direct time with students 
such as FSO-MT, SO-MT, and DSO-MT time involved in planning meetings, conferences, 
workshops, preparing presentations, etc.  All actual training time with other people involved 
should be reported on the ANSC 7030 Form. 
 
 

 

C
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 Team Teaching – ANSC 7030 and ANSC 7039 
 
 
If true team teaching takes place, i.e., all activities including class administration, 

planning and preparing for the class, class instruction and post-class activities are jointly and 
equally shared by the team members; there is no “lead” instructor and there is no “secondary” 
role.  Work is done collaboratively with every team member taking full and active responsibility 
for the learning.  Team teaching is recorded as follows: 
 
The last name of the team members is listed in the instructor name location (on either the ANSC 
7030 or ANSC 7039 Form), with a slash between the names.  The member number of the first 
name listed is placed in the member ID box.  All team members’ last name, initials, and ID 
numbers are listed in the remarks location.  All team members listed here should then receive 
the “lead” designation when entered into AUXDATA. 
 
 

 
 
 

D


