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To conduct a MarcoPoloNY / VLS / MarcoPolo training
1. Decide on date – time – place for your training

2. Is it an “Awareness Session” or an “End User Training”

3. Submit a RFT on line – name yourself as requested trainer and supply information about site “contact person” (yes, it can be you). Use link: <http://iris.nyit.edu/tbls/marcopolo/index.php > (NOT MP site)
4. Submit Request (automatically it is e-mailed) to Dave Parzych – he will schedule with MarcoPolo “national”
5. You will receive a confirmation e-mail from MarcoPolo (mp-cadrerequest@lists.mci.com) and you do not complete the “logistics” form.
6. Plan your training session – Tip: Use the MP Trainer Resource Center (Agenda Creator)
· Determine your audience
· Hands on? Be sure plug-ins are installed
· Downloaded Training Kit (pdf format)
· Prepare handouts 
7. Have attendees sign-in (Not strictly necessary for “Awareness Sessions” unless it is a “hand-on” session.)
8. Complete the follow-up survey using your access on the MP national site.
9. Access (from MP site) the survey results.
· Tip: Refer to survey as a checklist in your training
· A level of 4.5 or above is necessary to continue training status
The following websites are excellent resources for use in conducting a training:

· http://www.marcopolotraining.com/ny.htm

· http://www.oneontacsd.org/hs/murphy/mp.htm

· http://rcdaschools.org/marcopolo/ 

· http://nylearns.org/rcarroll 

Keep updated with MarcoGrams, Trainer MarcoGrams, New Lessons features (on main MP page and individual Content Partners; check the Rollout Network from other states for features of MP to highlight.

