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Knowledge Transfer and Training Plan 

	DATA ITEM DESCRIPTION

	1. Deliverable Name

Knowledge Transfer and Training Plan
	2. Deliverable Number
To be determined

	3. Description/Purpose

The Contractor shall develop (in cooperation with the <Project Name> Project Office) a Knowledge Transfer and Training Plan to describe the approach for bringing managers, end users and technical personnel to a familiar level of understanding with how the new system works and how it differs from the system being replaced.

	4. Content Requirement
The following describes the minimum required content of the deliverable. Any changes to content must be approved by the state in advance.

The Knowledge Transfer and Training Plan shall include the following:

· Cover/title page.

· Document history.

· Table of contents.

· An introduction that includes the document’s purpose, suggested audience, and listing of key terms.

· An executive summary of the document’s content.

The Knowledge Transfer and Training Plan shall address, as a minimum, the following topics:

· Training goals/standards and the specific plan for training technical personnel and end users.

· Strategy for providing training early in the project to allow the training goals to be implemented throughout the project life cycle.

· Tasks, deliverables and resources necessary to complete the training effort and identify tools and documentation that shall be necessary to support proposed effort.

· The different types of training, the specific courses and course materials, the training approach for both technical personnel and end users, and how training effectiveness shall be measured and addressed.

· A description of deliverables to support initial and ongoing training including user manuals, system manuals, on-line help, and training materials for technical/non-technical personnel.

· Knowledge Transfer to enable State personnel to operate, maintain, configure and modify the new systems including operation of the testing tools, supporting infrastructure, and security.

· Metrics for tracking progress in achieving training and knowledge transfer objectives.

· Reporting progress of training and knowledge transfer activities.

· Approved recommendations for both training and knowledge transfer resulting from the organizational change readiness assessment. 

	5. Preparation Instructions

The Contractor shall refer to the OSI Style Guide for format and preparation guidelines.
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