[bookmark: _GoBack]Transition Plan
Template
Version X.x ● 14 November 2016














Company Name - Address - Telephone - Email - www.website.com


[Company Name]	[Document Name]
[Project Name] 	[Version Number]
[Company Name]	[Document Name] 
[Project Name] 	[Version Number]

	© Company 2016. All rights reserved.
Page 2 of 22	Document Name
© Company 2016. All rights reserved.		Page 5 of 12	
[bookmark: _Toc13907870]© [Year] [Company Name] or a [Company Name] affiliate company. All rights reserved.
[Company] [Address] 
[Phone] [Fax] [Website]

Trademarks
[Product Name] are registered trademarks of [Company]. All other trademarks or registered trademarks are the property of their respective owners.
Disclaimer
The information provided in this document is provided "as is" without warranty of any kind. [Company Name] disclaims all warranties, either express or implied, including the warranties of merchantability and fitness for a particular purpose. In no event shall [Company Name] be liable for any damages whatsoever including direct, indirect, incidental, consequential, loss of business profits or special damages, even if [Company Name] or its suppliers have been advised of the possibility of such damages.
Document Lifetime
[Company Name] may occasionally update online documentation between releases of the related software. Consequently, if this document was not downloaded recently, it may not contain the most up-to-date information. Please refer to www.[website].com for the most current information.
From the Web site, you may also download and refresh this document if it has been updated, as indicated by a change in this date: [Date].
Where to get help 
[Company Name] support, product, and licensing information can be obtained as follows. 
Product information — Documentation, release notes, software updates, and information about [Company Name] products, licensing, and service, are at [Company Name] website at: 
	http://www.[website].com
Technical support — Go to http://www.[website].com and select Support. On the Support page, you will see several options, including one for making a service request. Note that to open a service request, you must have a valid support agreement.
Your comments 
Your suggestions will help us continue to improve the accuracy, organization, and overall quality of the user publications. Please send your opinion of this document to: 
	Documentation@[Company Name].com
If you have issues, comments, or questions about specific information or procedures, please include the title and, if available, the part number, the revision, the page numbers, and any other details that will help us locate the subject that you are addressing.
Preface
Style Conventions
The following style conventions are used in this document:
Bold
Names of commands, options, programs, processes, services, and utilities 
Names of interface elements (such windows, dialog boxes, buttons, fields, and menus)
Interface elements the user selects, clicks, presses, or types 
Italic 
Publication titles referenced in text
Emphasis (for example a new term)
Variables
Courier
System output, such as an error message or script
URLs, complete paths, filenames, prompts, and syntax
Courier italic
Variables on command line
User input variables
< > 	Angle brackets enclose parameter or variable values supplied by the user
[ ] 	Square brackets enclose optional values
| 	Vertical bar indicates alternate selections - the bar means “or”
{ } 	Braces indicate content that you must specify (that is, x or y or z)
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[bookmark: _Toc466889333]Introduction 
Describe the purpose of the training plan and how the document is organized. 
For example: “This Training Plan outlines the steps required to design, develop and deliver the required training for users of the [insert your solution / product]. The Training Plan outlines the objectives, needs, strategy, and curriculum to be addressed when training users on the new or enhanced system.”
Background
Provide a general description of the solution / product to which to which this training applies. 
Provide a brief overview of the training curriculum. Cross-reference to the training curriculum spreadsheet.
Scope
Describe the project and/or organizational boundaries that impact the training plan. Outline all areas in - and out - of scope. 
For example, your training plan may cover the following areas:
Audience
Objectives
Course material
Delivery Method
Duration / Class Size
Schedule
Technical Requirements
Assessments
Your training plan can also focus on the modules your course will cover:
Accounts Payable
Accounts Receivable
Cash Collections
General Ledger
Project Costing
Objectives
Describe the objectives and/or expected results that this training plan will achieve. Aims and objectives are essential for designing an effective Training Plan. Without understanding the purpose and expected results of the training, projects can over-run, costs can spiral and staff members will be unable to perform their duties. 
Smart Method for Creating Objectives
Use SMART to set objectives. SMART stands for:
Specific – Objectives should specify what they want to achieve.
Measurable – You should be able to measure whether you are meeting the objectives.
Achievable - Are the objectives achievable and attainable?
Realistic – Can you achieve the objectives with your current resources?
Time – When do you want to achieve the set objectives?
Clearly defined aims and objectives ensure that there is a sound basis for the selection and/or design of materials, content and methods.  
Difference between Aims and Objectives 
Aim – this is a general statement of intent.  It describes the direction in which the trainee will go in terms of what they might learn or what the training will do.
Objective – this is a more specific statement about what the trainee should, or will be able to do, after the training experience.
Aims and objectives play a vital role in planning the following:
Training program 
Training course
Training events for individual learners
Methods of evaluation
Identify the tasks (for example, new skills that will be acquired) that users will be expected to perform after they have completed the training. 
Define the success criteria for this training program:
Success Criteria # 1 – e.g. trainee scored 75% in Word proficiency test
Success Criteria # 2 – e.g. trainee completes all activities within 1 hour
Success Criteria # 3 – e.g. trainee scored 75% in 4 modules 
Assumptions
Describe the assumptions you have made when preparing this plan, for example: 
Every employee that will use the new [product] will attend / complete the requisite training.
Additional and/or remedial training will be provided to ensure all users are adequately trained and can successfully operate the new [product].
Project Sponsors will help define and drive the training plan.
Sufficient funding will be budgeted to support training.
Line Managers will be responsible for ensuring their personnel attend training.
Line Managers will identify prospective trainees and release them as per the course schedule. 
A training sandbox will be available for trainees to practice new skills after completing their required classes.
[bookmark: _Toc232304378][bookmark: _Toc232322526]Points of Contact
Identify the points of contact (POCs) that may be needed by the reader for informational purposes.  
	Role
	Name
	Email
	Telephone

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc209257243][bookmark: _Toc209335445][bookmark: _Toc232304379][bookmark: _Toc232322527]Assumptions
Assumptions define conditions not known but under which the training plan is planned, budgeted, and managed. The following assumptions and constraints underlie the training plan for [project]. Changes to these factors may affect the cost, schedule, or scope of the work.
	Ref #
	Assumption
	Impact

	
	
	

	
	
	

	
	
	


[bookmark: _Toc66180186][bookmark: _Toc66183239][bookmark: _Toc66183623][bookmark: _Toc209257244][bookmark: _Toc209335446][bookmark: _Toc232304380][bookmark: _Toc232322528]Constraints
Constraints are factors that restrict the project by scope, resource, or schedule. 
	Ref #
	Constraint
	Impact

	
	
	

	
	
	

	
	
	


Describe constraints under which the training plan must be conducted, such as timeframes, deadlines, funding, skill levels, resource, schedule, and budget.
References
Identify sources of information used to develop the training material, such as user guides, training collateral provided by the solution provider and other course material that may be used. 
[bookmark: _Toc466889334]Training Requirements
Identify the audience (e.g. end-users, system administrator etc.) and their level of proficiency with the product/system. State the time frame in which training must be accomplished, for example, if it needs to be completed before a system goes live or before a specific date.
Audience 
Describe the intended audience(s) for this training plan, broken out by department units and user types.  
Roles and Responsibilities
Identify the roles and responsibilities of the training staff, such as content development, classroom presentation, ensuring compliance.  
Identify others sources of information, such as members of the development team or Subject Matter Experts that may assist in content development and/or performing actual training where required.
Training Evaluation
Describe how training evaluation will be performed. This is to ensure that all attendees are assessed after training and can perform their work tasks successfully.
Identify the tools, forms, metrics that will be used to perform this evaluation.
Describe how the course material may be revised and updated based on feedback following the evaluation process.
Delivery Method
Describe how training will be delivered, e.g. in a class-room environment, web-based sessions, or on their own PCs.  
Materials 
Outline course materials, such as user guides, PowerPoint slides and other documents that will be used to deliver the training.
Where necessary, ensure that you have username and password for intranets and/or websites that form part of the training course.

Duration 
Outline the duration and location of the training, for example, Monday – Friday between 9:30 - 4:00 at the company headquarters.
Size 
Outline the number of attendees per session. Highlight the importance of not exceeding this number as the quality of training may be negatively impacted by higher numbers.
Facilities 
Describe where training will be conducted. Highlight technical resources you may need at these locations, such as flip carts, computers, intranet access, and white boards. 
Instructor Evaluation
Circulate a course evaluation form to each trainee upon completion of the training session.  
Use this form to gather feedback on the instructor, course outline, quality of content, and materials provided. Use this feedback to update and/or improve future training sessions.
Updates 
Identify the individuals who will update the training course as/when required.  
Staffing 
Identify the trainer(s) will be deliver the training course.  

[bookmark: _Toc466889335]Instructional Analysis
Development Approach
Discuss the approach used to develop the course curriculum and training products. 
Outline the methodology used to analyze training requirements in terms of objectives for each target group. Identify the topics or subjects on which the training will be conducted.
Issues and Recommendations
Outline any current and foreseeable issues relating to the training. 
Identify recommendations for resolving each issue. 
Highlight constraints and limitations where appropriate.
Needs and Skills Analysis
Describe the target audiences for each course module. These may include: IT experts, end-users, and executives depending on the type of material you’re developing. 
Discuss the training needs for each target audience. If appropriate, discuss needs and courses in terms of staff location, such as headquarters and regional offices.
Describe the tasks that will be taught to meet objectives successfully and the skills that will be learned to accomplish those tasks. 
Use a matrix to provide this information if necessary, 

[bookmark: _Toc466889336]Training Strategy
Describe the type of training (e.g., web, classroom) and the training schedule (duration, sites, and dates). Some factors to document include details of the training facilities, access to networks, intranet and websites, as well as security clearance and physical access to buildings. 
Training Sources
Describe the training provider. Training may be internal (course developed in-house) or external (contracted to external training agencies).
Capture the name, contact details and other relevant details.
Pilot Training 
Once the training content is developed, present it to a test group such as the Training Manager, IT development team members, end-users or members of the target audience.  
Describe the proposed pilot class (audience, location, date, etc). 
Revise the training based on their feedback. 
Dependencies / Constraints / Limitations
Identify all known dependencies, constraints, and or limitations that could potentially affect training delivery.
 
[bookmark: _Toc466889337]Training Schedule
Outline the high-level training schedule including the main activities involved in the course:
Curriculum Design
Develop Training Material / Pilot classes
Deliver Foundation and Prerequisite Courses
Instructor Preparation and Training
Deliver Classroom Training
Develop Evaluation Program
Execute Training Evaluation Program 
Develop Training Environment Infrastructure
Training Program Activities
Outline the estimated time frames for the overall training program activities.
	Sequence
	Activity
	Start Date
	End Date

	1.
	Complete Skills Assessment
	
	

	2.
	Define audience size by module
	
	

	3.
	Develop project plan
	
	

	4.
	Develop course designs 
	
	

	5.
	Develop training material
	
	

	6.
	Refine training material
	
	

	7.
	Deliver training to users
	
	

	8.
	Review feedback
	
	

	9.
	Refine training material
	
	

	10.
	Submit to documentation repository
	
	


Foundation / Pre-requisite Activities
Describe the foundation and prerequisite courses that need to be developed and delivered in advance of the training. 
	Sequence
	Activity
	Start Date
	End Date

	1.
	Complete Skills Assessment
	
	

	2.
	Define audience
	
	

	3.
	Develop project plan
	
	

	4.
	Develop course designs 
	
	

	5.
	Develop pre-requisite training material
	
	

	6.
	Refine training material
	
	

	7.
	Deliver training to users
	
	

	8.
	Review feedback
	
	

	9.
	Refine training material
	
	

	10.
	Submit to documentation repository
	
	


	



[bookmark: _Toc466889338]Training Resources
Identify the resources required for the trainer to prepare the training program. 
This may include hardware, software, documentation, and other resources required to understand the product and deliver the training course successfully. 
Identify other potential resources.
6.1	Software Requirements 
Identify the software required to prepare / deliver the training program. 
Software package 
Software package 
Software package 
Hardware / Network Requirements 
Identify the hardware / network required to prepare / deliver the training program. 
Servers
Connectivity 
Other requirements
Trainer Requirements 
Identify items required to prepare / deliver the training program. 
Flipcharts 
Overhead Projectors 
Laptop
[bookmark: _Toc466889339]Training Environment
Describe the equipment and conditions required for the training, including installations, facilities, and dedicated workstations.  
Identify any actions required by other groups, such as Tech Support, to ensure equipment is in place and specified conditions are met before the training course an begin.

 
[bookmark: _Toc466889340]Training Materials
Describe training materials required for the course, such as overhead projectors, handouts, workbooks and computers.
The training materials and curriculum should accurately reflect the system upon which the training is based. 
Develop a user guide for the trainees. This can be used as a reference during and after the course.
Develop an instructor guide. This is very useful for future trainers who may not be as proficient with the system as the current trainer. 
Updating Training Materials
As training materials are subject to the same configuration management process as other system documentation, they should remain in line with changes to system enhancements.  
To accomplish this, the training team should ensure that training materials are updated before the next training program.  
Describe the change release process and how training materials will be updated.

[bookmark: _Toc466889341]Training Security
Describe the security aspects of the training program, for example, users will not receive passwords to the training environment until they attend their first class. 
Access to Training Material
Outline how the Training Team will define and publish the training security process and rules. Access to master copies must be controlled and limited to the training team. Changes to training material must be approved and documented.
Access to Training Environment
Describe how access to the training environments will be controlled.
Training Classes
Describe how trainees will receive their security access as part of their training classes.
Process Practice after Classes
Describe how access to the training sandbox will be provided.
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