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Requestor Details
Name Title

Department Contact Info

Phone:

Email:

Office Location Request Date

Target Due Date Budget

What is the estimated length of  
training (minutes or hours)?

This sample training intake form can be shared with stakeholders who have a project or 
initiative that requires additional training or support. Ask stakeholders to complete this 
form to provide necessary details to the learning and development team. Once this form 
has been completed, your team can contact the stakeholder to discuss the details of their 
request and determine the best route to take to complete it.
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Project Scope

What business need (gap)/challenge/situation 
will this training fill? What is the desired outcome of the training? What is the expected competency level that  

the learners will reach after completing the 
training? (Select one)

What form will the training take? (Select one)

Does the content need to meet  
508 compliant standards?

Does the content need to be available and 
delivered through phones or tablets?

  Knowledge: Recall facts without 
 understanding the content.

   Comprehension: Show or demonstrate 
understanding of the content.

   Application: Be able to use the content in 
a new situation or for solving problems.

   Analysis: Examine and break information 
down into smaller parts.

   Synthesis: Adapt the content into 
something new and unique by combining 
elements.

   Evaluation: Make judgements about 
information, validate ideas, and expand on 
the content.

  Instructor-Led Training (ILT): Training held in 
 a classroom, facilitated by an instructor

   E-Learning: Online class delivered through 
the LMS

   Virtual Instructor-Led Training (vILT): Virtual 
session led by a facilitator and hosted 
through a conferencing tool such as Webex 
or Zoom

   Job Aid: A one- to two-page document 
providing quick tips

   Augmented/Virtual Reality (AR/VR): A 
fully immersive interaction for content 
delivery and deployment

   Other?
  Yes    No   Yes    No
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Target Audience

Describe the target audiences’  
familiarity with the content: Number of learners in the target audience: Location of learners in the target audience:

Additional Details

Does this content already exist in any format? Supply any links to any existing  
courseware or job aids:

List any subject matter  
experts for the project:

Have you or your department taken any 
steps to fill the knowledge gap?

How will you measure the  
effectiveness of this training?

  Assessment

   Review of metrics after one, two,  
and six months
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