PMO Business Process Training Requirements Checklist

	Question/Requirement
	Response/Action
	Comments

	Is the procedure a new release?
	 FORMCHECKBOX 
  Yes  

 FORMCHECKBOX 
  No   
	If Yes, then training is required

	Is this a major or minor revision
	 FORMCHECKBOX 
  Major 

 FORMCHECKBOX 
  Minor 
	If Major, then training is required, see QM-05 for definition of Major/Minor

	Does this release or change involve a change to EPDS
	 FORMCHECKBOX 
  Yes  

 FORMCHECKBOX 
  No   
	If Yes, then training is required and must include training on procedure and EPDS workflow as well

	Identify Course Required Elements
	 FORMCHECKBOX 
  Scope

 FORMCHECKBOX 
  Responsibilities/Roles

 FORMCHECKBOX 
  Procedural Steps

 FORMCHECKBOX 
  Required Forms1
 FORMCHECKBOX 
  Process Flowchart2
 FORMCHECKBOX 
  EPDS Workflow3
 FORMCHECKBOX 
  EPDS Reference Card4
 FORMCHECKBOX 
  Exercises

 FORMCHECKBOX 
  Discussion

 FORMCHECKBOX 
  Case Studies

 FORMCHECKBOX 
  Role Play
	1Procedure may or may not require the completion of any forms, if so, include in the training

2All procedures should include a process flowchart, if so, include the process flowchart in the training

3If release or revision involves an EPDS workflow, the training must include training on the EPDS workflow as well
4If there is an EPDS workflow, then create and train to an EPDS Reference Card

	Identify/invite the mandatory attendees?
	 FORMCHECKBOX 
  Completed 
	Mandatory attendees are all those persons filling the roles listed in the Responsibilities Section of the procedure

	On Day of Training
	 FORMCHECKBOX 
  Sign-in Roster (IT-01-F12)

 FORMCHECKBOX 
  Participant Guides, Handouts, Exercises, Job Aids etc.

 FORMCHECKBOX 
  Actual Course Content

 FORMCHECKBOX 
  Copies of Procedures/Forms, etc. 

 FORMCHECKBOX 
  Computer(s) w/ web access (if doing EPDS Training)
 FORMCHECKBOX 
  Projector

 FORMCHECKBOX 
  Screen

 FORMCHECKBOX 
  Flip Chart

 FORMCHECKBOX 
  White Board


	Depending upon the Delivery Method selected, this list will help you make sure you have all the required elements with you on Training Day.

	Following Training
	 FORMCHECKBOX 
  Completed Sign-in Roster (IT-01-F12)


	Attach a copy of the completed sign-in roster demonstrating that you have trained all Mandatory attendees to your DRN for processing.
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