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	Training Schedule
	
	
	
	
	
	

	Department
	Job Role
	Trainer(s)/Contact(s)
	Location/Platform
	Scheduled Date
	Start Time
	End Time
	Milestones

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	





	Training Goals and Expected Outcomes
	
	
	
	
	

	Training Topic
	Objective
	Target Skills/Competencies
	Success Criteria
	Measurement Method
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Attendance and Completion Tracking
	
	
	
	
	

	Employee
	Department
	Job Title
	Registered? (Y/N)
	Attended (Y/N)
	Completion Status

	
	 
	 
	Y/N
	Y/N
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	Post-Training Assessment and Feedback
	
	

	Training Topic
	Trainer Feedback
	Employee Feedback 
(1-5 Scale)
	Follow-Up Required? (Y/N)
	Next Steps

	
	
	 
	 
	

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	
	
	

	Monthly Training Summary and Effectiveness Review
	
	

	Training Program
	Employees Trained
	Completion
 Rate (%)
	Impact on Performance
	Next Steps/Action Items

	
	 
	0.0%
	Low
	 

	 
	 
	 
	Medium
	 

	 
	 
	 
	High
	 

	 
	 
	 
	
	 

	 
	 
	 
	
	 







	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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