
APPRENTICE WORK PROGRESS RECORD 
Industrial Maintenance/Automation Technician 

Name: 

Year: 

Employer: 

Employer Signature :  

WORK CODES JAN FEB MAR APR MAY JUN JUL AUG SEPT OCT NOV DEC 

IM-1 (1,000 Hours) 
Machine Operation 

IM-2 (1,000 Hours) 
Machinery Installation 

IM-3 (2,500 Hours) 
Machinery Maintenance 

IM-4 (2,500 Hours) 
Machinery Repair 

IM-5 (1,000 Hours) 
Inspection & Bench Work 

Total Hours 

Wage Rate $ $ $ $ $ $ $ $ $ $ $ $ 

Apprentice Initials 

Employer Initials 

Ap
 
prentice shall submit monthly work progress hours by the fifteenth (15th) day of the following month. Apprentices may not count more than 184 

hours per month toward the required hours for the completion. Overtime, Sick Leave, and Paid Time Off do not count towards completion of the 
ap prenticeship. 

Name of Program: AJAC Maintenance Apprenticeship Committee (#2255) - Industrial Maintenance/Automation Technician



Instructions for Apprentice Work Progress Record 

This is the permanent record of your apprenticeship. Make the entries in ink and have your supervisor sign each month’s report. The original should be kept for 

your records and the monthly total hours recorded electronically through the AJAC Apprentice Tracking System (ATS): http://ats.ajactraining.org.  

We recommend that you start a binder to keep these hard copy record sheets. The worksheet is the work record for one year. Each column represents one 

month. Mark the number of hours worked on each month on the row that lists the skill from the apprenticeship standards. Total the hours you worked each 

month on each row and record that number in the row titled “Total Hours”. Report the total in the ATS.  

The hours from your work progress record are due at AJAC by the 15th of the month following the month you just completed (i.e. hours worked in January are 

due by February 15th). Failure to report hours by the 15th of the month may result in loss of hours and other disciplinary action. Apprentices may not count 

more than 184 straight hours per month toward the required hours for completion. 

 

Work Codes: 

IM-1: Machine Operation (1,000 hours): exposure to standard operating procedures of industrial equipment i.e. product conveyance systems, numeric 

controlled systems, weighing and packaging   equipment, automated sorting systems, etc.  

IM-2: Machinery & Equipment Installation (2,500 hours): i.e. mechanical, pneumatic and hydraulic systems, equipment positioning and rigging, cable 

routing, mechanical alignments, PLC and power-up sequencing, automation set-up and alignment, etc.  

IM-3: Machinery & Equipment Maintenance (2,500 hours):  industrial preventative maintenance i.e. fluid/power/mechanical transmission, component 

rebuilds, CMMS or work order documentation, clean and inspect automation equipment, etc.  

IM-4: Machinery & Equipment Repair (2,500 hours): i.e. diagnostic testing, component replacement, documentation, part procurement, manual/paper 

troubleshooting, etc. 

IM-5: Inspection & Bench Work (1,000 hours) 

 


