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The Training Planning Manual is a comprehensive guide to developing and
implementing effective training programs. It provides step-by-step
instructions on how to:

= Identify training needs

= Develop training objectives

= Design training content

= Deliver training

= Evaluate training effectiveness
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This manual is essential reading for anyone involved in the training and
development of employees. It is also a valuable resource for organizations
that want to improve their training programs.

Step 1: Identify Training Needs
The first step in developing a training program is to identify the training
needs of your employees. This can be done through a variety of methods,
such as:

= Performance appraisals

= Job analysis

= Surveys

= Interviews

Once you have identified the training needs of your employees, you can
begin to develop a training program that will address those needs.

Step 2: Develop Training Objectives
The next step is to develop training objectives. Training objectives are
statements that describe the specific knowledge, skills, or attitudes that
participants will gain from the training program. Objectives should be:

= Specific

= Measurable

= Achievable

= Relevant



= Time-bound

Well-written training objectives will help you to design training content that
is effective and meets the needs of your learners.

Step 3: Design Training Content
The next step is to design the training content. The content of your training
program should be based on the training objectives that you have
developed. When designing training content, it is important to consider the
following:

= The learning style of your learners

= The delivery method

= The time constraints

= The budget
There are a variety of different ways to design training content. Some
common methods include:

= Lectures

= Discussions
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