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<<COMPANY NAME>>  Training Plan 
 

Period covered by training plan: <<STATE PERIOD>> 
 

<<DATE>> 
 

This training plan is intended to provide an overview of the training required by the Company and to identify the ways in 
which training will be delivered.  Training needs are derived from <<e.g. the performance review process, a formal 

training needs analysis and/or the company business plan>>. 
 

The goals of the training plan are: 
<<state goals e.g. to improve customer service, increase sales by x%.  Goals should be SMART:   

This training plan is a working document which is revised on a continuous basis in the light of business needs and 
changing priorities.  
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