Employee Name: ___________________________ 
Department: _______________________________ 
Position: __________________________________

Training Goals and Objectives:
1. Goal/Objective:
· Specific details:
· Timeframe:
· Success metrics:
2. Goal/Objective:
· Specific details:
· Timeframe:
· Success metrics:
3. Goal/Objective:
· Specific details:
· Timeframe:
· Success metrics:
Training Needs Assessment:
4. Training Needs:
· Details:
· Importance:
· Urgency:
5. Training Needs:
· Details:
· Importance:
· Urgency:
6. Training Needs:
· Details:
· Importance:
· Urgency:
Training Methods and Activities:
7. Method/Activity:
· Details:
· Timeframe:
· Resources needed:
8. Method/Activity:
· Details:
· Timeframe:
· Resources needed:
9. Method/Activity:
· Details:
· Timeframe:
· Resources needed:
Training Materials and Resources:
10. Material/Resource:
· Description:
· Availability:
11. Material/Resource:
· Description:
· Availability:
12. Material/Resource:
· Description:
· Availability:
Training Schedule and Logistics:
13. Training Schedule:
· Dates:
· Time:
· Location:
14. Training Schedule:
· Dates:
· Time:
· Location:
15. Training Schedule:
· Dates:
· Time:
· Location:
Training Evaluation:
16. Evaluation Method:
· Details:
· Metrics:
17. Evaluation Method:
· Details:
· Metrics:
18. Evaluation Method:
· Details:
· Metrics:

Employee Signature: _______________________________ 
Date: _______________________________
Manager Signature: _______________________________ 
Date: _______________________________
 
 
 

 
 
 
 
 
 
 
 

