
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


Page  of 
734-2879 (12/2015)
Y:\My Documents\_Working Files\images\FlyingT-words-slant.jpg
APPRENTICE/TRAINEE MONTHLY PROGRESS REPORT (MPR)
INSTRUCTIONS
Prime Contractor to submit MPR to Project Manager as stated in the contract special provisions. Submittals in any other format are not acceptable.
Each month this electronic form shall be completed and submitted for each apprentice by the contractor. This form is used to report Qualified Hours for apprentices and will be the source document for estimated monthly progress payments to the contractor.
Contractor and Contract Information
Boxes 1-5         Supply the requested information. Use drop-down menu for date (must be in YYYY/MM format).
Box 6         Select New or Revised from the drop-down list.
Select New if this is the first submittal for this month/year AND it has not been returned for correction. 
Select Revised if a previous version was submitted AND not returned for correction AND you are modifying the hours/days worked.
Box 7         Select the number of this revision, based on how many previous revisions have been submitted. Select Final if this is the final report.
 
Apprentice/trainee Information
Boxes 8-11         Enter the requested information
Box 12          Enter the apprentice's BOLI registration number.  If in-house trainee or BOLI registration number not yet assigned, leave blank.  
Box 13         Select the craft under which the training is being performed from the drop-down list. 
Box 14         Select the type of training from the drop-down list. 
“JATC” is for those registered with a BOLI approved Joint Apprenticeship and Training Committee (JATC).  
“In-House” is for contractors registered with ODOT that use FHWA Approved Training Programs such as Utility Trainee, Construction Assistant, Carpenter Trainee, etc.
 
Work Process and training
Column 15         Enter the work process as noted by the JATC or use the in-house specific training program MPR templates available online.
l         For JATC – To add additional lines click on the “Add Another Work Process” button located just above box 20.
l         In-House Trainees – Do not change work processes on your crafts MPR template. Do not add work processes without consulting with your field coordinator. 
Column 16         Enter the cumulative number of hours previously reported for this process on this project.
Column 17         Enter the number of hours worked each day on each work process rounded to the nearest ¼ hour. These hours must match hours reported on certified payrolls.
Column 18         This field is automatically calculated. No entry allowed.
Column 19         This field is automatically calculated. No entry allowed.
Row 20         For JATC use only: Enter the cumulative hours previously reported for classroom hours in the first box. Then enter the number of classroom hours attended each day during this reporting period.
l         For In-House Training Programs – use MPR templates with classes listed in work process. (Do not use Row 20 for In-House Trainees.) 
  
Row 21         Total combined work hours and classroom hours are automatically calculated. No entry allowed.
Employer assessment and submission:
Boxes in Row 22         Enter the requested information. If any boxes are not checked, enter an explanation in Box 23. 
Boxes 24-28         Fill out signature line, including title or position, e-mail address, phone and date.
 Submission instructions on next page... 
 
SUBMISSION INSTRUCTIONS
1.         Save the report on your computer by clicking the “SAVE AS” button at the bottom of the report and save the form to your computer
2.         Select the "SUBMIT BY E-MAIL" button at the bottom of the form. (If using an email application on your computer, such as Outlook.)
– OR – 
3.         Open a new e-mail message and attach the saved form. (If using an internet email such as Gmail, Hotmail or Yahoo.)
4.         Enter the following information on the subject line:
                  [AgencyContractNo] OJT MPR [Subcontract ID] [Apprentice Last Name] [Report Date YYYYMM] [New or Revised] [Rev. No.]         (See Boxes 1 through 7.) 
                  Examples:         14785 OJT MPR 01 Baumann 201504 N 
                           14867 OJT MPR 05 Smith 201507 R1
Subcontractors 
Send the e-mail with the attached form to your controlling contractor. The controlling contractor will send the form on up the line until it reaches the Prime Contractor. Prime Contractor sends to the Project manager. E-mail strings must remain intact for auditing purposes.
 
Prime Contractor
For Apprentice/Trainee Monthly Progress Reports for employees of your firm, follow the above instructions.
For subcontractor forms:
1.         Open the e-mail and attachment.
2.         Review the form for accuracy of data. If data is not accurate (wrong contract number, wrong Sub ID, etc.), forward the form back to the subcontractor for correction. Once you receive a correctly completed form, continue.
3.         Complete Boxes 29-32. Use the drop down for date selection. (Date format must be YYYY-MM-DD)
4.         Click the "Save As" button on the form to save your updates and a copy of the form for your records.
5.         FORWARD the e-mail from the subcontractor and  the attached form with boxes 29-32 complete to the Project Manager. E-mail strings must remain intact.
 
Project Manager
1.         Open the e-mail and attachment.
2.         Review the form for accuracy of data. If data is not accurate (wrong contract number, wrong Sub ID, etc.), forward the form back to the Prime Contractor for correction. Once you receive a correctly completed form, continue.
3.         Per the construction manual the PM's office will: Verify that the Contractor has an approved Training Program and approved ATAR for the apprentice or trainee. Verify the hours claimed on the MPR match the hours recorded on the certified payrolls. Verify the classification/craft on the certified payrolls match the approved Training Program and ATAR.
4.         FORWARD the e-mail from the contractor and the attached form to the OCR Field Coordinator. E-mail strings must remain intact for auditing purposes. 
 
OCR Field Coordinator
1.         Open the e-mail and attachment.
2.         Review the form for accuracy. If data is not accurate, return to the Project Manager for correction.
3.         Save the email as a PDF (including attached form) and save per internal procedures.
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APPRENTICE/TRAINEE MONTHLY PROGRESS REPORT (MPR)
Prime Contractor to submit MPR to Project Manager as stated in the contract special provisions. Submittals in any other format are not acceptable.
Each month this electronic form shall be completed and submitted for each apprentice by the contractor. This form is used to report Qualified Hours for apprentices and will be the source document for estimated monthly progress payments to the contractor.
Do not add extra spaces or zeroes to any field with the exception of Box 2. Box 2 must be a minimum of two characters, such as 00 for the prime and 01, 02C, 03, etc., for the subcontractors. 
Contractor and contract information
4. AGENCY CONTRACT NO. / PROJECT NAME
                                                   /
Apprentice/trainee information
11. LAST 4 DIGITS OF SSN
XXX-XX-
Work process and training 
(In-House Trainees – Do not change work processes on your crafts MPR template. Do not add work processes without checking with your field coordinator.)
15. WORK
16.  HOURS
17. LIST THE NUMBER OF HOURS WORKED EACH DAY ON EACH WORK PROCESS. ROUND TO THE NEAREST QUARTER-HOUR.
18.
TOTAL THIS 
19.
TOTAL HRS 
PROCESSES
FORWARD
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
MONTH
TO DATE
21. Total combined worked hours and classroom hours:
Employer assessment and submission
22. APPRENTICE / TRAINEE QUALITIES (EXPLAIN ANY UNCHECKED BOXES IN EMPLOYER COMMENTS BELOW.)
 
Indicate whether the apprentice/trainee...
Certification and submission
By entering my name in the signature block(s) below, I certify that the information contained in this report is true and accurate to the best of my knowledge, and that I am authorized to submit this report on behalf of this firm. I further agree that typing my name in the signature box and submitting this report using a password-protected e-mail account is the equivalent of a manual signature for the purposes of this form.
Prime Contractor
30. APPROVAL RECOMMENDED?
9.0.0.2.20101008.1.734229
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