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Talent Management Learning and Development
Classroom Training Request Form					
	Process



This form is a resource for Talent Management to track training requests and ensure timely and relevant training.

Steps for Training Request:  
1. Initiator will call or e-mail Talent Management to begin the process.
2. Talent Management will e-mail Training Request form to the requestor.
3. The requestor will e-mail completed form to Talent Management along with any other pertinent information.
4. Talent Management will review form and other information.
5. Talent Management will call requestor to confirm details and finalize training dates.
6. Training will be scheduled.
7. Once training is conducted, Talent Management will follow-up with requestor and ensure needs were met.

Please fill out form below.

	Requestor Information


		Date Submitted:
	

	Target Training Date(s) (Minimum of 6 weeks required from submission):
	

	Initiator (Person making the request):
	

	Job title:
	

	Division/Facility:
	

	Phone number:
	

	Email address:
	




	
	Content





		If you know the title of the training, please list here:
	




	

	If not, briefly described what type of training you are looking for (ex. Team building, communication skills, supervisor training):
		
	                                                                       







	                                                                       

			Logistics 





	How many employees do you expect to attend?
	

	
Tell us about your training space
Address:
	

	
Room Number:
	

	
Maximum number of participants room will allow:
	

	
Room Layout (i.e. can tables be moved into group setting, classroom style, board meeting style):
	



Are you willing to open class to other Divisions/Facilities within DHHS?        ☐ Yes    ☐ No    
Are you willing to open class to other agencies within stat government?             ☐ Yes     ☐ No  

	

		Signatures





	
	Signatures below indicate approval to proceed with this LMS E-learning proposal.

		Requested by:
	

	           Requestor’s Signature
	          Date







		Approved by:
	

	Division or Facility Training Coordinator’s Signature
	         Date




	

		Contact Information


	




	Talent Management Staff Development Coordinator
Kristy Main                                            Phone number: 919-855-4814             E-mail address: Kristy.Main@dhhs.nc.gov

Talent Management Manager
Peter Kariuki                                         Phone number: 919-855-4907             E-mail address: Peter.kariuki@dhhs.nc.gov
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