FEDERAL ACQUISITION INSTITUTE
TRAINING CONTENT REQUEST FORM

Thank you for contacting the Federal Acquisition Institute (FAI) for your training development needs.  FAI receives requests for training from a variety of sources including the Office of Federal Procurement Policy (OFPP), the Federal Acquisition Council on Training (FACT), the Defense Acquisition University (DAU), the 23 Civilian Chief Financial Officer (CFO) Act agencies, the Small Agency Council (SAC), and other federal entities.  Completion of this form is the first step in assessing your needs and delivery method.  Our goal is to provide our customers with high quality, relevant training suited to your specific audience through effective, responsible utilization of resources.

Required fields are starred *
	Name*  Click here to enter text.
	Agency*  Click here to enter text.

	Type of Training Needed*  
(i.e., on-site course, on-line course, continuous learning module, podcast, webinar, Acquisition Learning Seminar (ALS), revision of existing course, purchase assistance, other. Note: There are several methods to delivery training – one important factor to consider is the target audience.)

Click here to enter text.



	Target Go Live Date*
Click here to enter text.

	If you selected on-site course, what type of assistance do you need?
	☐ Development of training materials only 
	☐ Delivery of training only
	☐ Both development and delivery of training



Content Guidelines
	Suggested Training Title*    Click here to enter text.
(Subject to change)

	Training Topic*   Summary of what the proposed training is about and what should be covered in general terms.  What is the purpose of this training?  Describe the rationale for the request.  If available, please include supporting information such as audit findings, laws, policy, or rules. 
   
Click here to enter text.

	 Objectives* What are the top 3-5 takeaways you would like your audience to retain after taking this training?

Click here to enter text.


	Training Audience*  Who will be training/viewing this training?
      
Click here to enter text.


How many people do you expect will be taking this training?*
☐ 1-9     ☐ 10-99  ☐ 100-499  ☐ 500-999  ☐ 1000-4999 ☐ 5000+
	Will this training be required for a specific audience at your agency or can the training be developed to meet the needs of multiple agencies?  If specific to agency, please describe the intended audience and need for agency specific training.

Click here to enter text.


	Pre-Requisites
Are there any pre-requisites to this course?
If yes, please specify.

Click here to enter text.


	Suggested Duration*
(What is a realistic length based on audience and objectives?)

Click here to enter text.



Contact Information
	Primary Contact*
	Click here to enter text.	Primary Email*
	Click here to enter text.
	Primary Phone*
	Click here to enter text.	Add’l Contact 1
	Click here to enter text.
	Add’l Email 1
	Click here to enter text.	Add’l Phone 1
	Click here to enter text.

Production Details
Is your agency providing funding for content development/delivery?*  (If not, please note that FAI cannot guarantee that the requested training will be developed/delivered.)          ☐ Yes     ☐ No
Is a subject matter expert (SME) or another member of your agency willing and available to participate in content development?*    ☐ Yes     ☐ No
If Yes, provide the name, email, and phone number for the SME(s).    
	Click here to enter text.

Provide the names of the people who are required to review the training content*
	 Click here to enter text.


Provide the names of the people who are required to approve the training content*  
	Click here to enter text.

Assessments & Evaluations
Would you like to include an assessment in the training content?*   ☐ Yes    ☐ No   
(If you answered No, skip the next two questions)
Will the assessment be graded?    ☐ Yes   ☐ No
Do you require that results get tracked?  ☐ Yes  ☐ No
Would you like to include an evaluation in the training content?*  ☐ Yes  ☐ No


Tracking & Reporting
Are Continuous Learning Points (CLPs) required for this training?*  ☐ Yes  ☐ No
Is it a requirement that audience activity be tracked and reports generated?*  ☐ Yes  ☐ No
If you need reports generated, who are the report recipients?  
	Click here to enter text.

Anything else you’d like us to know?  
	Click here to enter text.

Please submit your request to contact@fai.gov.

