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MEMORANDUM

	TO
	
	
	DATE

	FROM
	[name, System Administrator or Training Officer]
	
	

	SUBJECT
	NETg and SkillSoft Classes Update
	
	

	
	
	
	

	
	
	
	


As you know, we officially launched online learning opportunities on [date] with [#] NETg licenses and [#] SkillSoft licenses.  As a System Administrator with access to all user group records, I plan to periodically provide offices with an update in order to create shared knowledge about [NETg] and [SkillSoft] usage patterns.  

Both an Investment and an Important Learning Tool

Although the purchase represents an exciting time for all of us as learners, it also represents a substantial investment.  As with any investment, we want a good return on our money.  Hence, updates will help us see what we’re studying most often, how long it takes us to complete classes, and generally how we are evaluating the classes we complete.  When it comes time to renew our contract, we will have accumulated a great deal of data to facilitate decisions. 

A Brief Update

Here, then, is a quick glance at how things are going to date:

· [#] employees have either started or completed classes

· on average it took [#] hours to complete a class

· the most popular classes (taken most often) are [name of classes]

· comments from evaluations and personal communications:

· “I am pleased with the curriculum you selected; I just finished performance reviews and have recommended that some of my employees take certain classes to improve performance in these topics.”  
·  “This class was really easy to navigate.  I really liked the ability to accelerate the course.  I liked the quotes used throughout.  It was very structured and would be very good for those folks just getting into Project Management for the first time.”
·  “This would be an asset for anyone wanting to learn more about this topic.” 
Summary

We are off to a good start.  Each user can share in the excitement, and the convenience of online learning while meeting the organizations program goals.  Each user can also share in shaping the future direction of online learning at [organization name] by taking classes and then submitting an evaluation.  Please let me know if you have any questions [contact information].


