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Section 1 – Training Overview

	

	Briefly describe the training that will be needed:
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(Note: This area will expand as needed when you type in it.)





Section 2 – Training Locations
	

	List the locations for each of the types of training planned, including addresses, phone numbers, etc.

	

	Location 1:
	[bookmark: Text4]     
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	Location 4:
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(Note: To add another line, place cursor at the end of the writing in this cell, then hit the “Tab” key.) 
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Section 3 – Audiences
	

	In this area, please identify your training audience by listing:  
· Each group that will require training. 
· The number of people in each audience group.
· The media that will be used for each group. The name of the person who will lead the training for each group.
· Which training location each group will use. 

	

	Group 1
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	Group 2
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	Group 3
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	Group 4
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	(Note: To add another line for more groups, place cursor at the end of the writing in this cell, then hit the “Tab” key.)





Section 4 – Training Classes
	

	Create a detailed class syllabus for each class, including the following information: 
· General class description
· Audience
· Recommended class size
· Type of training (hands-on, lecture, etc.)
· Training facility requirements (For example, PCs, TV, overheads, VCR, tables, electric outlets, etc.). (Provide detailed configuration requirements for PCs.)
· Outline or section topics of the class, including estimated times for each section.
· Recommended class location if already listed in the Training Locations section.
· Duration of the class

	

	Class 1
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	Class 2
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	Class 3
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	(Note: To add another line for another class, place cursor at the end of the writing in this cell, then hit the “Tab” key.)





Section 5 – Instructors
	

	List the instructors who will be used for training. Include: 
· What qualifications they will need to meet. 
· How they will get the needed training to meet the qualifications if they do not already. 
If contractors are required for training, list the qualifications needed, if they are different from qualifications for internal staff.

	

	Instructor 1
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	Instructor 2
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	(Note: To add another line, place cursor at the end of the writing in this cell, then hit the “Tab” key.)





Section 6 – Training Materials
	

	Describe the different training media or materials that will be used, who will create them and how many of each media will be needed.
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	(Note: To add another line, place cursor at the end of the writing in this cell, then hit the “Tab” key.)



Section 7 – Training Evaluations
	

	Include a copy of the training evaluations. Describe what will be done with the evaluations, who will review them, etc.

	

	     
(Note: This area will expand as you type.)





Section 8 – Enrollment Processes
	

	Describe the enrollment process. Will it include an online enrollment option? Will it include e-mail or letter notifications? 

	

	     
(Note: This area will expand as you type.)





Section 9 – Training Plan
Include the detailed training plan for the system.
	No.
	Class ID
	Location
	Tentative Class Date
	Instructor
	No.  Staff 
to Train
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(Note: To add another line, place cursor at the end of the writing in the last cell, then hit the “Tab” key.)
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