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Plan Design Build Deliver Assess

Project Management

The Training Development & Delivery 
Process

1. Plan: Identify training needs and create high-level plans for the project 
2. Design: Draft plans to prepare for the development and testing of training materials
3. Build: Produce, review, and test training materials
4. Deliver: Conduct training sessions 
5. Assess: Determine if the course is effective and efficient 

Project Management: Oversee project communication, tasks, and deliverables

The training development and delivery process provides a flexible framework for creating training 
programs within FSA.  It establishes a standard method to assist teams involved in this effort.  
The process is comprised of phases, major deliverables, and specific tasks. 

The phases are:
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PLAN

DELIVER

DESIGN

BUILD

ASSESS

Major Deliverables

• Training needs assessment

• Training plan

• Project plan

• Instructional design plan

• Evaluation strategy

• Training of trainers

• Logistics support

• Ongoing training

• Evaluation & Analysis

• Celebration & Lessons 
Learned

• Course materials 

• Evaluation/ Measurement

• Testing

• Training of trainers

• Training logistics

Training Process Checklist
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Major Deliverables:
• Training needs assessment

• Training plan

• Project plan

Purpose of the PLAN phase:
• Identify the business reason for 

conducting the course

• Determine the individuals/groups who 
need to take the course

• Define the specific topics to be 
addressed in the course

• Determine delivery method for 
delivering training

• Acknowledge what participants will be 
able to do after taking the course

Plan Phase
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Purpose of the Training Request Form:
• Brief description of the training

• Define the training need

• Define the intended outcomes

• Determine target audience

• Identify stakeholders

• Identify subject matter experts (SME)

• Determine timeframe

Training Request Form
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Purpose of the Training 
Workplan:

• Serves as a roadmap for the 
project

• Defines the schedule

• Assigns tasks and due dates

• Confirms steps are completed       
as planned

• Monitors the work effort 

• Identifies issues to be 
communicated with stakeholders

Training Workplan Template
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Purpose of the Role Map:
• Identifies responsibilities for 

each role

• Identities relationships between 
roles

• Time commitment required for 
each role

• Identifies primary resources to 
complete the project

Role Map Template
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Purpose of the Logistical Checklist:
• Secure site locations

• Identify and locate needed equipment

• Identify and locate needed materials

• Register participants

• Ship and mail training materials

• Identify POC for all logistical matters

Logistical Checklist
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Major Deliverables:
• Instructional design plan

• Evaluation strategy

Purpose of the DESIGN phase:
• Builds on the content scope and 

learning objectives and creates the 
course content and methods

• Appropriate instructional strategies 
and activities are defined

• Delivery approach is determined

• Reviews are conducted to validate the 
instructional design

Design Phase
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Major Deliverables:
• Course materials 

• Evaluation/ Measurement

• Testing

• Training of trainers

• Training logistics

Purpose of the BUILD phase:
• Communication and marketing 

approaches are developed and 
implemented

• Participant, instructor, media, and 
support materials are created

• Evaluations are developed for the dry 
run, pilot, TOT, and training course

• The dry run and pilot are completed

• Camera ready course materials are 
sent to the printer

Build Phase
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Purpose of the Training 
Sites and Training 
Schedule:

• Solicit and select trainers

• Select sites and schedule 
trainers

• Identify alternate trainers

• Identify address for shipping 
needs

• Acknowledge any special 
requirements

Training Sites and Training Schedule 
Template



12

Purpose of the Trainer Toolkit:
• Explains the roles and expectations of the 

training teams

• Identifies the process for communicating 
with the rest of the training team

• Offers additional guidelines/suggestions for 
the trainers

• Provides hints for good instruction

• Procedures for setting up and closing down 
the training session

• How to handle evaluations

Trainer Toolkit
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Major Deliverables:
• Training of trainers

• Logistics support

• Ongoing training

Purpose of the DELIVER phase:
• Deliver the Training of Trainers course

• Logistics representatives support training 
needs

• Trainers deliver the training course

• Participant evaluations are distributed and 
collected

• Training maintenance plan is implemented

Deliver Phase
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Purpose of the Training Report:
• Documents number of attendees

• Documents number of evaluations received

• Documents site feedback

• Documents trainer feedback, suggestions, 
and recommendations

• Documents any special circumstances that 
occurred during the training session

Trainer Report



15

Major Deliverables:
• Evaluation & Analysis

• Celebration & Lessons Learned

Purpose of the ASSESS phase:
• Training evaluations are submitted to 

FSAU

• Training evaluations are summarized 
and assessed

• Final report is created based on training 
course recommendations

• Celebrate the completion of the training 
course by acknowledging contributions, 
lessons learned, and successes

Assess Phase
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Team approach
Seek input from key stakeholders, subject matter experts, and others affected by the project
Ensure that teams reflect various groups, with representatives from different channels and operating 
partners working side-by-side

Project planning
Gather channel managers and FSAU representatives to plan training for the year ahead
Require sign-offs at the end of each phase before the next phase begins
Utilize tools to enable successful planning

Training request form 
Stakeholder analysis 
Communication plan

Defined roles & responsibilities
Determine whose staff is responsible for which tasks 

Role map
Encourage resource management to limit workload imbalances

Logistics support
Plan logistics strategy to best meet the needs of the development team and trainers
Assign a point of contact to each team to manage logistical elements, such as printing and shipping
Assure that materials and logistical arrangements are prepared and delivered prior to training

Benefits of the Process



17

Working together, we achieve FSA’s goal to develop training that is:

Relevant: Stakeholders and subject matter experts help define training needs

Interactive: Training design that encourages participation and active learning

Engaging: Professional trainers who capture interest and enhance learning

Polished: Skilled facilitators who present well planned, designed, and developed materials 

Supported: Established processes and logistical assistance that enables trainers to focus on 
the task at hand

The Goals of the Training Process


