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Insert Project Name / PMO ID#
Training Plan

High Level Description of Project:

Target Audience:

(Include all groups requiring training)
Media Selection:

(State the method of delivery for the training, Computer Based, Workshop, On the Job, Textbook, etc.)
Deliverables Required:


Training Content:  (One 50 minute CBT, five 8 hour workshops, etc)

Training Materials:  (Manuals, Presentations, Agendas, etc)
Training Objectives:

(Once completed, participants will be able to do the following)
Training Roles and Responsibilities:

(Team members and titles)
Training Risks and Contingencies:

(Risks identified for execution of successful training; the contingency plan in place to minimize the risk)

Risks:


Contingencies:

Training Schedule:

(Target dates and times of training delivery)
Metrics:

(Ways in which success of the training program will be measured, i.e. evaluations, proficiency testing)
Maintenance:

(If the training is ongoing, the maintenance procedures for keeping material current and operable)
Sponsor Signature______________________________ Date _______________

Project Manager Signature _______________________ Date _______________
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