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A Memo on Transfer of Training to the Workplace
Name
Institute of Affiliation
Date


Memo
TO: Management, Dave’s Hamburger Joint.
[bookmark: _GoBack]FROM: The Human Resource Management, Dave’s Hamburger Joint.
17/06/2018
SUBJECT:  Transferring training to the workplace
The purpose of this memo is to provide approaches to ensure that the components provided in the training are transferred and utilized in the work practices. The first approach will be conducting regular follow ups to ensure that the training outcome is measurable and up to the performance standards (Basaraab 2013). Second, the management should evaluate the outcome and therefore, be able to notice a difference in the quality of food prior and post training. This will be a way to determine what we have achieved from the training so far and what we have not, (Trevino & Nelson 2014). The room set up prior to the training must be systematically done. A computerized screen projection should be set to display the presentation with a clear view. The seats should be properly arranged to give every trainee a clear sight of the screen projections. 
The room should be properly aerated and finally mount a wall clock to keep track of time. In instructor selection, he or she should be a professional trainer. He should possess excellent communication skills, able to manage presentation nervousness and knowledgeable of all technology employed during the training session. In creating an appropriate lesson plan, the instructor must:
i. Acknowledge his audience trainees; managers and employees
ii. Acknowledge the purpose of the training
iii. Know what materials are required 
iv. Give space to attention grabbers; trainees can share on information they already know.
v. Provide a training outline with the activities involved and integrated with feedback.
vi. Give closure, repeats the objectives and trainees reflect on them and can later provide feedback.
I therefore urge the human resource management of Dave’s Hamburger Joint to ensure the above setting package of the room, the instructor as well as the lesson plan in order to have an effective training.
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