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Finance Needs Assessment Agenda

1 Meeting Logistics

	Item
	Description

	Date
	Week of February 9, 2009 – Exact dates TBD 

	Time
	TBD - 4 hours is needed.  This could be all at once or spread out over 2 days.

	Location
	WebEx invite by Gwen Burbank 
Conference ID:  1 800-941-6708, Passcode: 163510


2 Attendees

	Role
	Name

	Facilitator
	Gwen Burbank

	Participants
	Banner Finance Training Functional Leads
Training Team Lead and/or person responsible for end user training


	Not in Attendance
	


3 Prework

FHDA builds roles and submits to Gwen Burbank by Wednesday, February 4, 2009.  The Finance roles template, instructions for building the roles and number of people in each role, as well as a sample list of roles, are found in the file: Finance Roles Template and Instructions for FHDA.xls.
Gwen will send FHDA the list of tasks for each Finance module by Wednesday, February 4, 2009.

Gwen will build the Finance Needs Assessment spreadsheets by Friday, February 6, 2009.

4 Description of Training Needs Assessment 
The SunGard Higher Education End User Training Needs Assessment is conducted to build a role-based curriculum and end user training plan.  
During the initial phase of the Needs Assessment, the instructional consultant, Gwen Burbank, works with FHDA to map the roles of the various end users to specific Banner Finance tasks. The instructional consultant then documents these findings and presents them to FHDA for validation. A list of tasks is then developed for each role and becomes the foundation for the role-based curriculum.
The next step is for Gwen Burbank, and the FHDA Finance leads to define the Finance courses needed for end user training and establish a training plan template.  This template will be given to FHDA who will be responsible for completing the training plan for each course to include such things as course objectives, course prerequisites, course duration, method of delivery, delivery dates and target audience. 

5 Agenda & Notes
	Topic
	Time
	Owner
	Notes

	Introductions
	5 min
	Gwen Burbank
	

	Review needs assessment process
	10 min
	Gwen Burbank
	

	Review finance roles
	20 min
	Gwen Burbank
	

	Match roles to finance tasks
	2-3 ½ Hours
	Gwen Burbank
	

	Discuss next steps 

· FHDA Validate data

· Gwen Build Role-based Curriculum

· Gwen, Functional Leads, SGHE Consultant build preliminary training plan

· FHDA complete training plan

	15 min
	Gwen Burbank
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