Training Plan Template
	Training Name
	

	Training Responsible
	

	Facilitators support
	

	Externals Involved
	

	Date and Time
	

	Logistics Required
	

	Room Arrangements
	


Training Objectives:
Key messages: 
Training Flow:
(Please note when people break into groups, especially the sizes of groups)

	Time (minutes)
	Section
	Description
	Logistics and delegates movements
	Outcomes
	Facilitator delivering

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total:
	
	
	
	
	


Additional Information 
Is there a need for handouts or additional materials to be prepared?
