
SAMPLE
eRecords Program Implementation Training Plan 

	Week/Date
	Trainer
	Audience
	Duration
	Venue
	Title / Objective

	
	Jones, P.
	Management
	45 minutes
	Onsite
	Record Retention & Disposition

Focused session on understanding record retention and disposition, using the EP RRS as the working model.

	
	Day, L.
	Management
	90 minutes
	Onsite
	Records Management for Managers

Session will present the basics of how to effectively manage documents, records, email and data in both physical and electronic form. Targeted to what Managers need to know.


	
	Doe, K.
	Staff
	60 minutes
	Onsite – 20 attendees per session
	Records Management 101

Session will present the basics of how to effectively manage documents, records, email and data in both physical and electronic form. Focus on what staff will need to understand to do their functions more efficiently and effectively.


	
	TBD
	Managers and Staff
	60 minutes
	Onsite – 10 attendees per session
	Document Scanning
Session will detail the process of scanning documents to ensure quality and accuracy.

	
	XYZ Training Corp. Trainer
	Internal Trainers
	1 day
	
	Train the Trainer
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