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[bookmark: _Toc284510806][bookmark: _Toc119917654][bookmark: _Toc285695414]Executive Summary 
[This section provides a high level summary of this initiative.]



[bookmark: _Toc284510808][bookmark: _Toc285695415]Introduction
0. [bookmark: _Toc285695416]PURPOSE
[bookmark: _Toc119917656][The purpose of this Implementation and Training Report is to present the approaches, timelines and principles that will be utilized to implement this initiative.  This document describes key activities such as the implementation approach, communications strategy, training and post-implementation support.]

0. [bookmark: _Toc285695417]BACKGROUND
[This section provides a brief background of this initiative.]

0. [bookmark: _Toc285695418]KEY ROLES AND RESPONSIBILITIES
	Role
	Responsibilities

	
	



[bookmark: _Toc285695419]Implementation Activities

0. [bookmark: _Toc285695420]IMPLEMENTATION APPROACH
An overview of the meetings and activities are outlined below:  
	Meeting/Activity
	Frequency
	Audience
	Description

	
	
	
	




0. [bookmark: _Toc285695421]GAP ANALYSIS

	Gaps
	Description

	
	




0. [bookmark: _Toc285695422]COMMUNICATION MATERIALS

	Communication Vehicle
	Frequency
	Audience
	Description

	
	
	
	




[bookmark: _Toc285695423]Training Activities

0. [bookmark: _Toc285695424]IMPLEMENTATION APPROACH
< This section provides an overview of different types of training activities that will be necessary for this initiative.  It should take into account and describe the number of users requiring training, their location, how they will be trained on the technology and data being implemented.>
 

0. [bookmark: _Toc285695425]TRAINING MATERIALS
< This section describes the training materials that will be created as part of this initiative.  Training materials created are deliverables.>

	Title
	Format
	Description

	
	
	




0. [bookmark: _Toc285695426]TRAINING CLASSES
< This section describes the training classes that will be conducted as part of this initiative. >
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0. [bookmark: _Toc285695428]APPROACH

0. [bookmark: _Toc285695429]HELP DESK 

0. [bookmark: _Toc285695430]LEARNING MANAGEMENT SYSTEM
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	Term/Acronym
	Description
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