
SOP Flowchart for Training Promotion, Booking and Confirmation at xxx.

“Training
Requirements

Matrix” Completed
(see TNA SOP)

References:
“Master Training Calendar” – Can be found at: p:data/training/???

“Course Outline Folder” – Can be found at: p:data/training/???

“Training Requirements Matrix” – Can be found at: p:data/training/???

“Course Booking Folder” – Can be found in the HR/Training area

Training Specialist negotiates with internal subject matter
experts and/or outside training vendors to establish:

- Course outlines
- Location
- Date
- Cost

Training Specialist populates“Master Training
Calendar”with required courses, locations and dates for

internal training and the more popular external training
courses

Training Specialist populates“Course Outline Folder”
with course outlines of training that appears on the

populates“Master Training Calendar”

Training Specialist sends an email to all employees
and/or managers stating that the“Master Training
Calendar” and associated course outlines can be
found in the p drive. Mail also contains procedure

for making course bookings

Training Specialist sends a special email to invite
all individuals onto the appropriate courses

according to their needs specified in the
“Training Requirements Matrix”

Employees who wish to attend courses and/or their managers send an email to
the Training Specialist specifying which course they want, when and where.

Training Specialist replies to the course booking with:
- Course Booking confirmed
- Course date yet to be scheduled
- Course full. Employee will be placed on the waiting list

Training Specialist maintains the“Course Booking Folder”with the above
information. Folder is arranged with a sheet per course, courses per month

Training Specialist updates the“Master Training Calendar” and “Course
Outline Folder” as required

Training Specialist sends
out email specifying

“Courses Happening next
month” at the end of each

month

Training Specialist sends
out an email reminding
each employee of their
course booking a week

before the course
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