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ACT HOST STORE HOME STORE HOME STORE

START DATE

Plan and Set Up Travel 
for Week 3

DM • RTM • ACT

Technical and Customer 
Service Training

TMIT • ACT
Touch Base

HO • SM

Certification
TMIT • ACT

Action Planning
TMIT •ACT •RTM •SM •DM

Follow Up Evaluation
TMIT • ACT

Set Up New Hire Travel
RTM

Send Travel 
Confirmation and 

Expense E-mail
RTM

Complete Training 
Hours

HO

Send Packet
RTM

SM Preparation Call
RTM • SM

HO = Home Office,  RTM = Regional Training Manager,  ACT = Alterations Certified Trainer,  
TMIT = Team Member in Training,  SM = Home Store Manager,  DM = District Manager

ALTERATIONS MANAGER NEW HIRE PROCESS

Send Travel Forms 
HO

Schedule Training in 
myTeam (?)

RTM • SM

Select Trainer and Dates
HO

New Hire Paperwork?
TMIT • SM

Check SM Training 
Completion Status

RTM

Training Kickoff Call
ACT •TMIT •RTM •SM •DM

Send Prepay?
RTM

Manager and Business 
Training
TMIT • SM

Supported In-Role
TMIT • ACT

Week 2 Recap
TMIT • ACT

Touch Base
HO • ACT


