MARS Implementation Checklist

Checklist ID: C6.9.2.5a

Checklist Name: Agency-specific Training Schedule��Agency Name:� FORMTEXT ��     �

Agency/Dept. Location:� FORMTEXT ��     ���Check here when all applicable sections of this checklist are complete: � FORMCHECKBOX ��   ��ID�Action�Comments/Notes�Finish

Date�Initial��1�Determine the number of classes for each course�Consider location, timeframe and enrollment.

� FORMTEXT ��     ��� FORMTEXT ��     ��� FORMTEXT ��    ���2�Determine number of instructors�An assistant in the classroom is very helpful but does not have to be an instructor.

� FORMTEXT ��     ��� FORMTEXT ��     ��� FORMTEXT ��    ���3�Match the preliminary schedule to the MARS rollout needs and adjust accordingly�Training should not precede implementation by more than 4 weeks.

� FORMTEXT ��     ��� FORMTEXT ��     ��� FORMTEXT ��    ���4�Make scheduling adjustments if training is required for System Acceptance and other implementation activities�Identify any critical path milestones in this area.

� FORMTEXT ��     �

Identify critical users and are they available for training.

� FORMTEXT ��     ��� FORMTEXT ��     ��� FORMTEXT ��    ���5�Adjust/add to  schedule for  make-up, refresher and follow-up courses�Allow some flexibility to accommodate users who can’t make scheduled classes.

� FORMTEXT ��     ��� FORMTEXT ��     ��� FORMTEXT ��    ���6�Publish training schedule�� FORMTEXT ��     ��� FORMTEXT ��     ��� FORMTEXT ��    ���


