How to Handle a Request For Training 
What is it?
The Handle a Request Worksheet is used by the Training Department to guide the gathering of information about a request for training from a client.

How can you use it?
· To form an outline or overall picture of the need. 

· To gather information that will let you prepare for a more in-depth meeting. 

· To get an idea of the scope of the need. 

· To start building rapport. 

· To determine how far down the problem-solving process the client has gone. 

· To get an initial idea if the need is for training or for something else. 

Tips:
· Avoid asking, "Why do you need training?" at this point. You are gathering information about the nature and scope of the request, not about the cause of a problem. 

· Make sure you let the caller know you are taking notes. 

· Keep your tone interested and friendly. 

· Complete the section, Summarize the Conversation, after you have finished the conversation with the client. 
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