[ Title of Training Session]
[Your Name]
[Email Address]
[Telephone Number]
[Date]
[Brief description of training to be conducted (e.g., “Today’s session will introduce you to the course-management software Learn@UW.  For a detailed description of this software, please see DoIT’s Web site at http://www.doit.wisc.edu/faculty/elearning/cms/”).]
COMPETENCIES
After completing this training session, you should be able to do or perform the following:

· [List of expectations]

· If you encounter a question that goes beyond the scope of this training or expected competencies, you should [refer/contact/consult/etc.] the following [person/library/text/Web site/etc.].
FOLLOW-UP TRAINING

If you have questions or would like clarification on any part of today’s presentation, you may contact the following [person/people] for additional training:

[Contact #1 Name, Email Address, Telephone Number]

[Contact #2 Name, Email Address, Telephone Number]

ADDITIONAL RESOURCES

[In this optional space you may include other available resources.  For example, you may wish to note the contact information for experienced users who have agreed to serve as peer mentors or provide a citation for a book or article on the topic.]

