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Training Documentation

A structured guide for teaching a skill, introducing software or training someone
for a role.

INTENDED AUDIENCE TYPICAL USE CASE
Trainers, team leads, HR and L&D; Onboarding, software rollouts, role and skills
training
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About this template

Training Documentation turns know-how into a repeatable course. It starts from clear learning objectives, breaks
the content into short modules with practice activities, checks understanding along the way, and records who
completed it. Use it for onboarding, new software rollouts, or any skill you need people to perform the same way

every time.

ow
Intended audience Trainers, team leads, HR and L&D;
Typical use case Onboarding, software rollouts, role and skills training

* Replace every [grey bracketed placeholder] with your own details.
» Delete the orange Guidance boxes and green Example boxes before you publish or circulate it.

» Add or remove table rows as needed; keep the section order so readers can find things quickly.
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Course Overview

Give learners and managers the essentials at a glance.

Course title
Who it's for
Format
Duration
Prerequisites

Completion requirement

Learning Objectives

Write 3-6 objectives with measurable verbs: identify, explain, perform, apply. Every module and question should
serve one.

_ By the end, learners will be able to... Assessed by

LO1
LO2
LO3

LO4

EXAMPLE LO2: Learners will be able to move a deal to the correct pipeline stage and add the required next-step note,
without help.

Course Outline

List modules in order with time and the objective each covers.

[Module 1] —»> [Module 2] —»> [Module 3] > [Practice] > [Assessment]

1
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Module 1: [Title]

Copy this section for each module. Keep it short: explain, show, then let them try.

Key points
Demonstration
Practice activity

Common mistakes

Step-by-step (for the learner)

1. [Step]
2. [Step]
3. [Step]

4. [Step]

Module 2: [Title]

Key points
Demonstration
Practice activity

Common mistakes

Materials & Resources
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Knowledge Checks

Short questions after each module. Map each to an objective.

1 LO1

Final Assessment

Describe how learners prove they can do the job, not just recall facts.

Assessment type
Pass mark
Assessor

If not passed

Training Record

Keep this as evidence of completion and competence.

Learner _ Date Score Passed? Trainer signature
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Feedback & Improvement

Collect feedback after each run and update the course.
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YOUR TEMPLATE IS READY. YOUR TIME IS LIMITED.

Need this document written,
reviewed or formatted for you?

Documentation Services Lab turns your processes, systems and know-how into clear,
audit-ready documents your team will actually use. Hand us your notes, recordings or
rough drafts and we deliver a finished, on-brand Training Documentation and anything
else you need.

SOPs & process docs Technical & APl docs

Standard, checklist, visual and compliance SOPs, API references, integration guides, manuals, specs
process maps, operations manuals. and knowledge bases.

Quality & compliance Project & construction

ISO-ready QMS documents, registers, audit Charters, plans, RFIs, submittals, daily reports,
checklists, training records. closeout packages.

Visit our website >

cal.com/documentationservices/inquiry documentationserviceslab.com

Free to use and adapt for your own organisation. Remove the orange guidance boxes before publishing.
© Documentation Services Lab


https://cal.com/documentationservices/inquiry
https://documentationserviceslab.com
https://cal.com/documentationservices/inquiry
https://documentationserviceslab.com

