Training Requisition Form 
What is it?
The Training Requisition Form is used by the Training Department to gather information about a request for the design or delivery of a new training program. It gives an initial indication of whether training is needed or not for a given situation. This form is the starting point for conducting a training needs analysis.

How can you use it?
· When dealing with a request to design a new training program. 

· When dealing with a request to attend an internal program or external program. 

· Over the telephone with an internal client. 

· In person with an internal client. 

· To start the process for a Training Needs Analysis. 

· To have internal clients help themselves decide if training is really necessary. 

Tips:
· Either the Training Department or client can complete the form. 

· Use the form as a starting point to gather more needs analysis information. 

· Tell the client why you are asking the questions on the form. 

· Always remind the client that training is only one possible solution to solving job performance problems. 
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