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Once the Training Strategy is approved, the PMO has the high-level direction they need to actually build and teach the curriculum. The Training Strategy, however, only provides the high-level direction for the training program. Before you can start building (or buying) the curriculum, you need to plan the work at a lower level, and actually sketch out as much of the curriculum as possible. The Training Plan is a document that can serve this purpose. 
If you create a Training Plan, there is some basic research and analysis that must be done before it can be written. In the Training Strategy document, we described the general curriculum flow, but we did not say how the classes would be developed and delivered. You need to specify this further level of detail in the Training Plan. Therefore, the basic research needs to have already been done in terms of understanding your internal capabilities, what vendors you will use, the technology needed, etc.  

PMOStep refers to this document as being optional. This is because once the overall Training Strategy is in place, you may have enough information to actually start developing a workplan for building the curriculum. You may also establish a project to build the curriculum. One thing that you need to do to implement the Training Strategy is to find the best way to develop and deliver the various training components. Your project could then proceed to implement that training option to the organization. The Training Plan is a good document that shows the overall curriculum and how each piece will be developed and delivered. You can definitely build a workplan to proceed based on the Training Plan. However, you may be able to skip this step and go directly to the curriculum development based on the overall Training Strategy.   

Overview

The Overview provides background on the entire initiative and why it is being executed. The Overview also provides context for the purpose of this Training Plan document. Much of this information can be copied from prior documents (Remove this comment section from final document.)

Curriculum Design
This is where you describe the actual classes that make up the curriculum. The specific parts of describing the curriculum include:

· Class name and description

· Target audience

· Prerequisites

· How the training will be developed (internally, purchased, webcast, etc.)

· How the training will be delivered (or purchased)

Training Classes

	Training Classes
	Length
	Audience
	Prerequisites

	Enter the name of the class or training opportunity
	Enter the class duration
	List the target audiences 
	Define the class prerequisites

	
	
	
	


Training Development and Delivery

	Training Class
	Delivery Method
	Development Method

	Enter the name of the class or training opportunity
	List how the class will be delivered. Examples include in-house training, seminars, vendor training, CBT, coaching, etc.
	How will the classes be developed? Examples include in-house development, vendor development. For vendor classes, enter “not applicable”

	
	
	


Training Development Time and Cost

	Class
	Development Effort
	Development Cost
	Delivery Hours
	Delivery Cost

	Enter the name of the course or training opportunity
	Enter the hours associated with any development work
	Enter the cost associated with any development. If the class is being purchased, enter the amount here
	Enter the length of the class in hours / days
	Enter the cost associated with the delivery of one class

	
	
	
	
	


Training Responsibilities

	Class
	Development Responsibilities
	Delivery Responsibility

	Enter the name of the course or training opportunity
	Identify who is responsible for the development of the class. This could be a person or organization.
	Identify who is responsible for the delivery of a class. This could be a person or organization.

	
	
	


Training Infrastructure

This section describes the infrastructure that needs to be in place for the training classes to be successfully developed and taught. This could include setting up training rooms, expanding current hands-on skills, having facilities to hold the classes, etc. 

Reinforcement

Describe what must happen after the classes, either in terms of follow-up training or the requirement to put the training to use through actual project initiatives. 

High Level Deployment Schedule

This is definitively not a workplan, but should give the reader a sense for how the training curriculum will be developed and deployed. For instance, you might say that basic training will be rolled out on a department-by-department basis over a three month timeframe, followed by three months of offering follow-up training in three subjects, followed by six months of specialized training on request. 
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