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[bookmark: _Toc165549261]Purpose Statement
This training plan will outline the skills needed by an employee to manage and maintain the Red Bovine Dairy Farms redesigned website.  The plan will ensure the consistency and the efficiency of the employee to perform the related tasks required to keep the website up-to-date.  After the training concludes, Red Bovine Dairy Farms will assume full responsibility for the website, and Go Social Web Design will no longer be accountable for its maintenance or management.
[bookmark: _Toc165549262]Background Statement
Go Social Web Design has created this training plan to provide employees at Red Bovine Dairy Farms with basic website maintenance information.  After this training, the client will have the basic information needed to update and maintain the new website.
[bookmark: _Toc165549263]Scope Statement
Go Social Web Design will offer 4 hours of training with the redesign.  Any other training desired or needed after 4 hours will be offered at an additional charge and may require scheduling another session.
· Optimizing and updating images 
· Changing text size, font, or color
· Editing content
· Updating menus
· Updating links (Internal/External)
· Uploading revisions to your hosting account

[bookmark: _Toc165549264]Goals And Objectives
Training resources will be supplied to reinforce the items outlined in the Scope Statement, as well as to address these additional learning goals and objectives:
· Understanding website maintenance
· Basic troubleshooting
· Backups and security updates
· Accessibility
· When and how to contact Go Social Web Design Technical Support
[bookmark: _Toc165549265]Organizational Units Involved
Go Social Web Design
Molly Atkinson – Project Manager
Danielle Robinson – Creative Lead
Dorothy McChesney – Technical Lead

Red Bovine Dairy Farms
	Adam Saddler – Owner
	Jane Saddler – Owner
	Rob Shnider – Marketing 
	Kris Stone – Events
	Other staff requested by Red Bovine Dairy Farms

[bookmark: _Toc165549266]Expected Benefits
By completing this training, the expectation is a better familiarity with the website, how it works, and how to make simple changes.  Red Bovine Dairy Farms will have the knowledge to make frequent updates and keep the website current with new information.  
[bookmark: _Toc165549267]Constraints/Issues
· Technology proficiency level/lack of expertise
· Speed of getting used to the processes and new website
· Limited time to make updates due to other duties
· Technical issues
[bookmark: _Toc165549268]Critical Success Factor
Red Bovine Dairy Farms will know:
· How to successfully make changes to their website ensuring timely updates. 
· How to keep their site maintained and secure.  
· How to access and use their hosting account.
[bookmark: _Toc165549269]Risks
· Training the wrong person to implement changes
· Level of understanding of skills required
· Long load times if optimization is not followed
· Additional training with associated costs may be required
· Miscommunication to other employees
[bookmark: _Toc165549270]Approach and Deliverables
The training will be conducted on-site and a mix of instruction and hands-on training.  The training plan and training materials will be provided on the day of training.  Red Bovine Dairy Farms will also be allowed a 30-day grace/warranty period to allow for monitoring and bug fixes by Go Social Web Design at no additional cost.
· In-person training (one-on-one or future workshops at additional cost)
· Step-by-step training packets
· Video training presentation links
[bookmark: _Toc165549271]Budget
Go Social Web Design offers additional training at $75/hour, the first four hours of training are complimentary and included with your website redesign.  Any training requested beyond the complimentary 4 hours will be charged to Red Bovine Dairy Farms at $75/hour.

If you wish to request additional training, please reach out to Go Social Web Design by submitting a Change Order Form to receive an estimate. Please specify the type of training you require in detail so an accurate estimate can be provided.



[bookmark: _Toc165549272]Acknowledgement
By signing this document, it is understood that Red Bovine Dairy Farms does not require any additional training at this time. Any future training requests must be submitted through a change order form and will result in additional costs.

Client Signature:
 x_Adam Saddler___		 Date:  __6/21/2024___ 
Project Manager Signature: 
x_Molly Atkinson   ___		Date:  __6/21/24___ 
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