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Project Training  
Phase:  

Global Training

Description:  

This activity describes the procedure for planning and tracking the project training to accommodate project-specific training requirements.  Projects may have unique training requirements which are most appropriately satisfied at the individual project level.  Project training planning and execution must be documented by each project in a project-specific document or an equivalent project training organizational repository such as the SSG Management Information System Training (MIST) Module.  If the project has access to a project training organizational repository, the project must use the organizational repository.  

Entry Criteria:
The following shall be completed before beginning this procedure:
· Project training organizational repository or project-specific document for project training planning and execution
· Organizational Training Plan (OTP)

Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.   Project Manager:  Review the Organizational Training Plan (OTP). 

As a starting basis, each Project Manager should review the OTP for application within the project.  The OTP is developed as the primary method for improving the knowledge and skills of the organization and meeting the training requirements for most projects.  
2.   Project Manager: Determine if project training planning and tracking will be documented in organizational repository or project training document.
Use an organizational repository if one exists; otherwise use a project training document and develop an Individual Development Plan (IDP) for all project staff.  In either case, the project training information contains the names of all the personnel working on the project, their roles on the project, courses they are required to take based on their roles and other project-specific requirements, courses that they have satisfactorily completed, proof of course completion such as completion certificate or data provided by the organizational training function .  The dates that a person is added to a project or has taken a course are also part of the training information.
3.   Project Manager:  Identify and document any unique training required by the project.

Identify and document any unique training not already identified in the OTP yet required for your project.  For the most part, the OTP should include the standard training classes, however the project may augment these classes depending on requirements.  

4.   Project Manager:  Identify and document project training resources and a training schedule.

If project-specific training is required, the Project Manager must identify training resource requirements and the schedule for delivery.  This resource and schedule information should be used as input to the project schedule and cost estimate.  If the project does not contract for the training, the project-specific training resource and schedule information must be forwarded to the organizational training function.
5.  Project Manager:  Update the organizational repository or project training document.
Keep the project training planning and tracking up-to-date.  The project training planning and tracking must reflect current changes in personnel, SEP roles, courses required and courses taken.
Exit Criteria:
The following work product is a result of completing this procedure:
· Updated project training plan and execution of organizational repository or document
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