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Training Plan

	DATA ITEM DESCRIPTION

	1. Deliverable Name

Training Plan
	2. Deliverable Number
To be determined

	3. Description/Purpose

The Training Plan shall describe how the Contractor will provide training to state and customer/user community staff during the transition.

	4. Content Requirement
The following describes the minimum required content of the deliverable. Any changes to content must be approved by the state in advance.

The Training Plan shall include the following:

· Cover/title page.

· Document history.

· Table of contents.

· An introduction that includes the document’s purpose, suggested audience, and listing of key terms.

· An executive summary of the document’s content.

· A discussion on the state and customer/user community staff training on the <Project Name> system and related equipment. The discussion should include details on training methods to be used, training content and curriculum, suggested audience for each module or training content component, learning objectives, timing and schedule, staffing, and facility and equipment needs.

· A discussion on training to be provided to customer/user community during transition. The discussion should include details on training methods to be used, training content and curriculum, suggested audience for each module or training content component, learning objectives, timing and schedule, staffing, and facility and equipment needs, if applicable.

· A discussion on ongoing training after transition. 

· A discussion on how training will be evaluated.

· Actual training materials and samples will be included in an appendix.

· The Contractor shall provide Training Manuals for all classroom training they provide.

· The Contractor shall provide the <Project Name> Project Office a training course outline for review and acceptance at least 30 days prior to the scheduled training.

· The Contractor shall submit all training packages to the <Project Name> Project Office for review and acceptance at least 21 days prior to the scheduled training.

· The Contractor shall provide all training materials developed for the <Project Name> systems to the <Project Name> Project Office. Those materials shall become the property of <Project Name> and may be modified and duplicated by <Project Name>.

· The Contractor shall provide electronic copies of all training materials (end-user, technical, trainee and instructor) in a format that can be updated and printed by <Project Name> staff using software for which <Project Name> owns licenses.

· The Contractor shall provide updated training documentation as necessary to incorporate new processes or functionality due to system releases, upgrades or changes.

· The Contractor shall schedule all training during regular work hours, unless the Contractor receives advance approval from the <Project Name> Project Office for specific training at other times.

· The Contractor shall provide instruction to the <Project Name> Project Office and State staff on Contractor tools and procedures used to support the Project.

· The Contractor shall provide all training within the State of California.

· The Contractor shall ensure that Contractor staff is not assigned to train state staff and work on critical path development tasks concurrently.

· The Contractor shall provide end-user training documentation in written manuals, on a stand‑alone DVD’s, and online, as part of a help facility for the system.

· The Contractor shall schedule field staff training in a manner that is least disruptive to the business processes.

Technical Training

The Contractor shall provide training and ensure knowledge transfer occurs throughout the project as system components are developed and implemented, e.g., mentoring, classroom training, and hands-on training (up to 8 staff).

The Contractor shall develop training to include, as a minimum, the following topics:

a) System design and schema.

b) System usage.

c) System procedures.

d) Application and tools development.

e) Report generation.

f) System administration and maintenance. 

g) System configuration.

The Contractor shall provide training, at a minimum, for:

h) State technical staff who shall be participating in the development and implementation of the <Project Name> system. 

i) State technical staff that will be supporting the <Project Name> systems.
j) State Help Desk staff that will assist internal end-users with technical support for the <Project Name> systems.

k) Allow hands-on training to state technical staff to work on non-critical enhancements to the system. This would allow state staff to be more prepared to take over maintenance of the system, yet not put them in the critical path.  



	5. Preparation Instructions

The Contractor shall refer to the OSI Style Guide for format and preparation guidelines.
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