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ExSTRM* Sample Technology Training Curriculum: 

A Comprehensive Training Curriculum must be designed for each professional depending on the department in which they will operate.  In addition to the orientation and computer proficiency training, each professional should have the first two years of training mapped out with a monitored date of completion. Programs should be developed for Tax, Audit, Accounting Service, Administration (including marketing, practice management and other niche personnel) and Internal Support Personnel (Network Administrator, Training Coordinator, Help Desk Support).  The following sample will help you design your own curriculum.

Technology Training Program for: __________________  Mentor: _________________

	CPE

Code
	Program
	CPE Hours
	Training Method
	Instructor
	Date Completed or Tested Out

	
	Orientation (First Week of Employment)
	
	
	
	

	M
	Firm Computer Policies/Intranet Overview
	2.0
	Coordinator
	
	

	M
	Basic Time Entry
	1.0
	IBT/Coordinator
	
	

	O
	Introduction to Windows 2000
	1.0
	CBT
	
	

	O
	Introduction to Word XP
	3.0
	CBT
	
	

	O
	Introduction to Excel XP
	3.0
	CBT
	
	

	O
	Introduction to Outlook XP
	3.0
	CBT
	
	

	
	
	13.0
	
	
	

	
	Computer Proficiency (1st Quarter)
	
	
	
	

	M
	Internet Usage/intranet Launch
	2.0
	Coordinator
	
	

	O
	Intermediate Word XP
	2.0
	CBT
	
	

	O
	Intermediate Excel XP
	2.0
	CBT
	
	

	O
	Intermediate Outlook XP
	2.0
	CBT
	
	

	M
	Introduction: Outlook Contact Management
	1.0
	Coordinator
	
	

	O
	Introduction to PowerPoint
	2.0
	CBT
	
	

	
	
	11.0
	
	
	

	
	Audit Personnel  (Year 1)
	
	
	
	

	O
	Word Proficiency for A&A
	3.0
	CBT/Coordinator
	
	

	O
	Excel Proficiency for A&A
	3.0
	CBT/Coordinator
	
	

	A
	RIAG Audit Introduction
	2.0
	Video/Super User
	
	

	A
	RIAG Audit Proficiency for Field Work
	4.0
	Video/Super User
	
	

	A
	RIAG Audit for Financial Statement Prep.
	2.0
	Video/Super User
	
	

	A
	PPC Guideware
	2.0
	CBT/Super User
	
	

	O
	Remote Access (Citrix/Security/Tools)
	2.0
	Training Lab
	
	

	
	
	18.0
	
	
	

	
	Tax Preparation (Year 1)
	
	
	
	

	O
	Word Proficiency for Tax
	2.0
	CBT/Coordinator
	
	

	O
	Excel Proficiency for Tax
	2.0
	CBT/Coordinator
	
	

	T
	Introduction to ProSystem FX-1040
	3.0
	CBT/Super User
	
	

	T
	Intermediate ProSystem FX-1040
	3.0
	CBT/Super User
	
	

	T
	ProSystem FX-Business Returns
	4.0
	CBT/Super User
	
	

	T
	Tax Policies and Procedures
	2.0
	Super User
	
	

	T
	RIA OnPoint Tax Research 
	3.0
	Video/Super User
	
	

	T
	RIA  and Intranet Forms
	1.0
	Super User
	
	

	
	
	20.0
	
	
	

	
	Accounting Service Prof. (Year 1)
	
	
	
	

	O
	Word Proficiency for Accounting Service
	3.0
	CBT/Coordinator
	
	

	O
	Excel Proficiency for Accounting Service
	3.0
	CBT/Coordinator
	
	

	A
	Introduction to Quickbooks
	2.0
	Video/Super User
	
	

	A
	Quickbooks Production (F/S, A/R, AP)
	3.0
	Video/Super User
	
	

	A
	RIAG Writeup
	3.0
	CBT/Super User
	
	

	A
	CSI Depreciation Solution
	2.0
	IBT/Super User
	
	

	O
	Tvalue Amortization Program
	1.0
	Workbook
	
	

	
	
	17.0
	
	
	


*ExSTRM  (Executive Strategic Technology Resource Management) Program

Personal Needs Assessment Form

Each staff person is to score their own training needs according to the following scale:

1- Expert, no training needed

2- Minimal needs in specialized areas

3- Need additional training for better understanding

4- High Priority need for me to effectively complete my job responsibilities

	Program
	1
	2
	3
	4
	Comments/Specific Topics

	Orientation (First Week of Employment)
	
	
	
	
	

	Firm Computer Policies/Intranet Overview
	
	
	
	
	

	Basic Time Entry
	
	
	
	
	

	Introduction to Windows 2000
	
	
	
	
	

	Introduction to Word XP
	
	
	
	
	

	Introduction to Excel XP
	
	
	
	
	

	Introduction to Outlook XP
	
	
	
	
	

	
	
	
	
	
	

	Computer Proficiency (1st Quarter)
	
	
	
	
	

	Internet Usage/intranet Launch
	
	
	
	
	

	Intermediate Word XP
	
	
	
	
	

	Intermediate Excel XP
	
	
	
	
	

	Intermediate Outlook XP
	
	
	
	
	

	Introduction: Outlook Contact Management
	
	
	
	
	

	Introduction to PowerPoint XP
	
	
	
	
	

	
	
	
	
	
	

	Audit Personnel  (Year 1)
	
	
	
	
	

	Word Proficiency for A&A
	
	
	
	
	

	Excel Proficiency for A&A
	
	
	
	
	

	RIAG Audit Introduction
	
	
	
	
	

	RIAG Audit Proficiency for Field Work
	
	
	
	
	

	RIAG Audit for Financial Statement Prep.
	
	
	
	
	

	PPC Guideware
	
	
	
	
	

	Remote Access (Citrix/Security/Tools)
	
	
	
	
	

	
	
	
	
	
	

	Tax Preparation (Year 1)
	
	
	
	
	

	Word Proficiency for Tax
	
	
	
	
	

	Excel Proficiency for Tax
	
	
	
	
	

	Introduction to ProSystem FX-1040
	
	
	
	
	

	Intermediate ProSystem FX-1040
	
	
	
	
	

	ProSystem FX-Business Returns
	
	
	
	
	

	Tax Policies and Procedures
	
	
	
	
	

	RIA OnPoint Tax Research 
	
	
	
	
	

	RIA  and Intranet Forms
	
	
	
	
	

	
	
	
	
	
	

	Accounting Service Prof. (Year 1)
	
	
	
	
	

	Word Proficiency for Accounting Service
	
	
	
	
	

	Excel Proficiency for Accounting Service
	
	
	
	
	

	Introduction to Quickbooks
	
	
	
	
	

	Quickbooks Production (F/S, A/R, AP)
	
	
	
	
	

	RIAG Writeup
	
	
	
	
	

	CSI Depreciation Solution
	
	
	
	
	

	Tvalue Amortization Program
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