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How to use this document
This template is designed to be edited. Replace the placeholder text and brackets with your event, program, or initiative details. Use the checkboxes to track progress and share the document with your core team so everyone owns a clear piece of the work.
Program Purpose
	Question
	Answer

	What problem does this program solve?
	

	Who is the target participant?
	

	What does success look like in 12 months?
	

	Who are the employer or industry partners?
	


Participant Experience
	Stage
	Activity
	Owner
	Timing

	Awareness
	How participants learn about the program
	
	

	Application
	Enrollment process and criteria
	
	

	Onboarding
	Welcome, expectations, and materials
	
	

	Learning
	Curriculum, sessions, or training
	
	

	Application
	Real-world project or job placement support
	
	

	Alumni
	Ongoing engagement and advancement
	
	


Employer & Stakeholder Map
[ ] Identify employers with hiring demand.
[ ] Map training providers, educators, and mentors.
[ ] Confirm funding or sponsorship sources.
[ ] Define each partner's role and contribution.
Curriculum & Experience Design
[ ] Define learning outcomes and competencies.
[ ] Design session structure and cadence.
[ ] Plan hands-on projects or site visits.
[ ] Prepare materials, facilitators, and guest speakers.
Recruitment Plan
	Channel
	Audience
	Message
	Owner
	Timeline

	
	
	
	
	

	
	
	
	
	


Logistics & Operations
[ ] Secure training location or virtual platform.
[ ] Plan meals, transportation, or childcare if needed.
[ ] Set up registration and attendance tracking.
[ ] Prepare certificates or credentials.
Measurement
	Metric
	Baseline
	Target
	How Measured

	Enrollment
	
	
	

	Completion Rate
	
	
	

	Job Placement / Advancement
	
	
	

	Employer Satisfaction
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