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TRAINING PROGRAM PLAN

Approval Date:  Date, in mm/dd/yy format, that plan is acknowledged as acceptable by approving authority.
  1.0
Purpose and Scope:  Identify the reason and extent of use of the plan

  2.0
References:  Provide a complete list of documents referenced elsewhere in the text of the plan (e.g., FSO Training Policy, FSA Training Policy).  Each reference shall contain document number, title, revision number and date.
  3.0
Definition of Terms:  Describe the key terms as they are used in the plan.
  4.0
Goals and Objectives:  Describe, in quantifiable terms, the results toward which the efforts of the plan are directed.
  5.0
Strategy:  Describe the methodology or steps taken to achieve the stated goals.

5.1
Standard Training Courses by Employee Type/Level:  Identify training courses required for each functional position (employee type) in the project at each level of expertise to include: general, standardized training for all individuals on the topics below and specific training for those individuals responsible for:

· Requirements Management

· Configuration Management

· Software Quality Assurance

· Software Process training for Organization and Project

· Teamwork

· Peer Review Process


5.2
Individual Development Plans:  Document the procedure for completing an Individual Development Plan and forwarding for inclusion in the project training plan.  (Refer to S-SE-017).

5.3
Training Plan Development and Approval:  Describe the procedure for completing the Training Plan, obtaining approval and implementing within the project.  (Refer to S-PM-021).

5.4
Training Request:  Describe the procedure for processing a training request.  Procedure should include instructions and responsibility for each step.


5.5
Training Metrics:  Identify the data to be collected, collection methodology, reporting procedures and repository.  Identify current baselines.  Describe the process for analyzing and reporting estimates to actuals.


5.6
Training Waivers:  Describe the waiver procedure for training.
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6.0
Roles and Responsibilities:  Identify the accountable department/division/personnel and the activity for which they are responsible, to include the person responsible for the training program.
  7.0
Tools, Equipment, and Facilities for Training Program:  Identify tools, equipment, and facilities used in accomplishing the goals and objectives of this plan.
  8.0
Approval:  Identify the name and title of the authorizing authority.
  9.0
Procedures for Updating Plan:  Describe the steps required to modify the plan to include version number methodology.
 10.0
Version Number:  Identify the current plan iteration as derived from version number methodology.
 11.0
Change Information Sheet:  List the changes and additions included in the current version of the plan.
