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	Project Training Plan 




Project Title:  

Date Prepared: 

Purpose: The purpose of the Training Plan is to ensure that all necessary training requirements for effective development and deployment of the project products are identified, delivered, and monitored to completion of training. Training may be required to provide background information, including the use of tools, software products, policies, procedures, or to acquire skills required to use the project product. This is a “living” document and will be updated, as training needs change.


Initial Product Rollout Training:

	Course / Class Title
List the name of each training course or class that needs to be completed for the initial roll-out to be successful
	Course / Class Dates
List the start and finish date of each course or class. If there are multiple offerings of a course or class, list all the offering.
	Required Attendees
List the roles and number of individuals required to complete a course or class. List attendees by position, if names cannot be given. Eventually, individuals must be identified.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Background Training:

	Course / Class Title
List the name of each background training session that needs to be completed. Background training is general training needed to use the project product but is not part of the project.
	Required Attendees
List the roles of individuals required to complete the background training session.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Ongoing Training Programs:

This section lists training that will be required on an on-going basis because of the implementation of the output product of the project. Not all projects will require on-going training. The project team is usually responsible for setting up the on-going training programs with the organization that will be responsible for its continued existence. An example of this type of training may be using a tool to perform database queries and create reports.

	Training Type
List the name of each on-going training course or class that will be introduced.
I.e. Refresher Training
	Frequency
List how often the on-going training is needed 
I.e. Yearly
	Hosted By/
Conducted By
List how often the on-going training is needed 
I.e. Yearly
	Available
List when the first session of the on-going training will be available 
I.e. 2Q FY03
	Funded By
List the source of funds for continuing the on-going training

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Course Description:

For every course/class/session listed above, fill out the information below

	Course / Class Name:
 Enter the name of course

	

	Objective: 
List why the course is needed for this project to be successful and what each attendee is expected to gain from the course. 

	

	Who Needs to Attend: 
List the types of people who are required to attend the training (and who is the training recommended for). I.e. All Project Managers, or Project XYZ Database Administrators, or etc.

	

	Course Length: 
Enter the number of hours, days, weeks, etc that the course will take

	

	Conducted By: 
Enter who is hosted and teaching the course. I.e. Hosted by the organization and taught by XYZ Co. under contract to the organization 

	

	Location: 
List where the training will be conducted. If multiple locations are anticipated, list all of them and the dates/times that are applicable. 

	

	Prerequisites: 
List any requirements that attendees must meet before attending this course. I.e. Completion of Programming 101

	

	Alternative Course Delivery: 
List any optional methods of obtaining course information, such as online session, books on tape, etc. 

	

	Who/What is needed to register: 
List who needs to register and what is needed at the time of registration. I.e. The training point of contact for a department will register all department attendees as a group and provide inter-company fund transfer for payment of the training at the time of registration. 

	

	Other Pertinent Course Details: 
Enter other information about the course that is pertinent to managing the effort or important to the attendees. I.e. Individuals may test out of the course. 

	

	
	





Approvals:
	
	
	

	Project Manager Signature
	
	Sponsor or Originator Signature

	
	
	

	Project Manager Name
	
	Sponsor or Originator Name

	
	
	


Date							      Date
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