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1. Tell us about your project.

What’s the big picture? 
What do you want learners to be able to do after this training?
(Example: “We need new hires to confidently use our software within their first week.”)

Why is this important now?
(Example: “We’re launching a new system in January” or “Compliance deadline is approaching.”)



2. Who will be learning?
Who is your audience?
(Example: New hires, managers, frontline staff.)

About how many people will take this training?

Where are they located?
(Example: One office, multiple sites, global.)




3. What do you imagine the learning experience looking like?

Do you picture online courses, job shadowing, live workshops, or a mix?
(Example: Day 1 online module, Day 2 shadowing, Day 3 virtual workshop.)

How long should each component be?
(Example: 30-min online modules, 2-hour live sessions.)

Tip: A blended approach often includes:
· Online modules for foundational knowledge
· Job aids and workbooks for quick reference and self-paced learning
· Live sessions for practice and discussion
· Shadowing or coaching for real-world application




4. What do you already have?

Do you have existing materials?
(Example: SOPs, slide decks, recorded webinars.)

How complete and up-to-date is your content?
(Rate 1–3: 1 = Starting from scratch, 2 = Content exists but it needs to be re-imagined/re-written, 3 = Ready to go.)




5. What kind of support do you need from us?

Do you want help figuring out what the training should cover?
(Example: Needs analysis, gap analysis.)

What is our role in design, writing, and building the materials?
Just design (including creative writing treatment of content), or just build/develop, or both?

Do you need help with rollout and evaluation?



6. Technology & Requirements

How will learners access the training?
(Example: Your LMS, a website, or something else.)

Any standards or compliance needs?
(Example: SCORM, accessibility, HIPAA.)

Branding guidelines?
(Example: Logo, colors, tone.)




7. Timing & Budget

When do you need this ready?
(Example: “By March for new hire onboarding.”)

Do you have a budget range in mind?
(Even a ballpark helps us recommend the right solution.)




8. Anything else we should know?

Risks, constraints, or special considerations?
(Example: Limited SME time, tight deadlines, multiple languages.)

Any examples of training you’ve liked (or disliked) in the past?
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