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	Company Name
	
	
	
	
	

	Plan Year
	
	
	
	
	

	Version Number
	
	
	
	
	

	
	
	
	
	
	
	

	Prepared By
	
	
	
	
	

	Approved By
	
	
	
	
	

	Date
	
	
	
	
	

	Overview
	
	
	
	
	
	

	Training Plan Purpose

	

	Company Goods Alignment

	

	Annual Key Focus Areas

	



	Training Priorities and Immediate Needs
	
	
	
	

	Priority Level
	Training Need
	Target Employee
	Reason for Priority
	Completion Goal

	High
	
	
	
	

	Medium
	
	
	
	

	Low
	
	
	
	

	High
	
	
	
	

	 
	
	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 




	Training Goals and Success Metrics
	
	
	
	

	Goal
	Objective
	Success Metric
	Expected Outcome
	Assessment Method

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	 
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





	Quarterly Training Schedule
	
	
	
	

	Quarter
	Training Program / Course
	Target Audience
	Delivery Method
	Trainer / Facilitator
	Scheduled Date
	Completion Status

	
	
	
	
	
	MM/DD/YY
	Complete

	
	
	
	
	
	MM/DD/YY
	Not Started

	
	
	
	
	
	MM/DD/YY
	Pending

	
	
	
	
	
	MM/DD/YY
	Pending

	
	
	
	
	
	MM/DD/YY
	Pending

	
	
	
	
	
	MM/DD/YY
	In Progress

	
	
	
	
	
	MM/DD/YY
	Pending

	
	
	
	
	
	MM/DD/YY
	Pending





	Training Resources and Budget Allocation
	
	
	

	Training Program
	Training Staff
	Budget
	Required Materials / Tools
	LMS / Digital Platform?

	
	
	
	
	Yes

	
	
	
	
	No

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	 

	
	
	
	
	 

	
	
	
	
	 

	
	
	
	
	 





	Training Effectiveness and Performance Review
	
	

	Training Program
	Evaluation Method
	Employee Feedback Rating
	Impact on Performance
	Follow-Up Actions

	
	
	4.5/5
	High
	

	
	
	
	Medium
	

	
	
	
	Low
	

	
	
	
	High
	

	
	
	 
	 
	

	
	
	 
	 
	

	
	
	 
	 
	

	
	
	 
	 
	





	Additional Training and Continuous Learning
	
	
	

	Training
	Target Audience
	Type
	Date(s) Offered
	Delivery Mode

	
	
	
	MM/DD/YY
	

	
	
	
	 
	

	
	
	
	 
	

	
	
	 
	 
	

	
	
	 
	 
	



	Appendix and Reference Materials
	
	
	
	

	Document Name
	Description
	Location/Link

	
	
	

	
	
	

	
	
	

	
	
	






	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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