[Project Name]
Training Preparation Checklist

Complete
Training Preparation

(
Identify courseware and equipment requirements

(
Develop courseware

(
Develop trainer evaluation form

(
Train the trainers

(
Prepare schedule

(
Identify and reserve locations

(
Schedule sessions

(
Train the System Administrators

(
Train the Users

(
Measure and Improve Quality of Training

(
Distribute trainer evaluation forms

(
Customers evaluate trainers

(
Measure results

(
Execute training improvement plan
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