Project Name – Training Plan


Overview

Describe the project and an overview of the training plans.  This overview should include training objectives, success criteria, desired results, critical issues, risks, assumptions and constraints. Keep in mind that training may be formal or informal and may take several forms (class, on-line, documentation to be read, etc.).  Training may be for the project team as well as direct and indirect end users. Reference any training requirements identified during the prioritization, planning or prototyping phases of the project.

 Training Audience

Identify the groups to be trained and the type of training for those groups.  Also include information about skill levels, locations, number of individuals within the category.

Training Approach

Describe the types of training/modules.  For each type of training/module include who is responsible for creating and delivering the training. Indicate who the training is for as well as the major subject areas of the training. Other points to be covered should include approximate length of class, size of class, number of individuals to be trained, high level schedule for classes and format of the class.  Where do the various types of training fit into the life cycle of the project? How will the success of the training be measured?  What is the period of time for which the training/class will be available?  How will the training be administered?  Will Work Force Development be involved? Are there any costs associated with the training?

Class Development and Scheduling

This section of the document should include the tasks needed to accomplish the various forms of training.  For some projects this will be a WBS within a project plan.  Small projects may only need to indicate the tasks and the person responsible for the task.

Training Logistics

Include resources for the various types of training as well as locations and needed materials for the classes.

Class/Training Schedule:

Summary of Changes:
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