Course Request Checklist for Training Managers

When contacting a vendor about providing instructor-led training for your organization, this is a useful checklist to help you gather the necessary information that the vendor will need in order to provide you with the best class for your needs.

I. General information:

· What course do you need? (have you a course name, number or reference to a course on a website or in a catalog?) 

      ______________________________________________________________

· What is the proposed length of the course? 

______________________________________________________________

· Where will the class be taught? 

      ______________________________________________________________

· If off-site, do you need a classroom provided? 

      ______________________________________________________________

· On what date do you need to schedule the class? (most vendors prefer at least two weeks’ notice or more) 

      ______________________________________________________________

· How many people will be attending? 

      ______________________________________________________________

· Who is the audience and what prior experience do they have? 

      _______________________________________________________________

· What do they want to accomplish by taking this class (i.e. what skills do the audience need to take away from the class)? 

      _______________________________________________________________

      _______________________________________________________________

II. Equipment - Hardware/Software (HW/SW) information – for IT classes

· If the class involves hands-on exercises, do you have equipment, or will you need equipment shipped to the teach site?

_____________________________________________________________

· If you have hardware, what type of machines do you have and what operating system is installed (type and release level)?

______________________________________________________________ 

· If this is an application class – what software package & release levels are installed?

_______________________________________________________________

· If the class in on-site with exercises, will your staff take care of the HW/SW set-up, or do you need the vendor to do it?

_______________________________________________________________

III. Administrative information

· What is your contact information?

_______________________________________________________________

· If the vendor provides material, what is the shipping address?

_______________________________________________________________

· What is the contact information for the class coordinator & technical contact?

_______________________________________________________________

· To whom should the training agreement be sent (name, e-mail, fax)?

_______________________________________________________________

· What is the PO number (if any)?

_______________________________________________________________

