Communication and Training Plan—Enter name of project
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Training Plan
Project Name: Enter name of project here 

This Training Plan outlines the key stakeholder groups or individuals who will receive training as part of the implementation of this project. Review the information in the Training Strategy before completing this template. This template should be used to identify tasks that should then be incorporated in the work breakdown structure of the Project Plan.
NB  For small or medium low risk projects there may be no Training Strategy
	Stakeholder/
User Group
	Training methodology
	Materials required
	Material developed by
	Delivered by
	Dates/
location

	Enter the targeted stakeholder/user groups here
	Enter the method (eg class room, train the trainer etc) and level of training required. 

	Enter training materials

	Enter the name/s of individual responsible for developing training materials 
 FILLIN  "Enter names of the individual/s responsible for developing training materials and actions required"  \* MERGEFORMAT 
	Enter the name/s of individuals delivering the training

	Enter training session dates and locations for this user group


	
	 
	
	
	
	


Evaluation on the project implementation training plan

Within 2 weeks of the enter project name here go-live evaluation of the training effort will occur. Each stakeholder group will be contacted initially via email to determine if further training is required. This will be actioned by either the Training Manager or Designated Business Owner.

This will be followed up by telephone and were a need is identified additional training will be scheduled and conducted. 
Ongoing Training and Support

Ongoing training and user support for  FILLIN  "Enter project name here"  \* MERGEFORMAT  will be provided to the following stakeholder groups.

	Stakeholder
	How will training be provided
	Training method
	When
	Who is to provide

	
	
	
	.
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[Note: Technical support such as not being able to access the system is to be directed to x17000].
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