L&D Intake and Needs Assessment
	Project Title
	

	Business Owner (BO): 
	Stakeholder (SH): 

	Subject Matter Expert (SME): 
	Stakeholder (SH):

	Learning Consultant (LC): 
	Stakeholder (SH):

	Learning Manager (LM): 
	Stakeholder (SH):

	

	Business Objectives
To be completed with Business Owner and/or Subject Matter Expert(s)

	The primary business objective for this project is…	Comment by Rob Berry: “What outcomes would you like to see as a result of this training? How will we know if it is successful?”
These do not have to be measurable metrics – they can be broad statements or expectations. They will often be on the organizational level rather than departmental goals (e.g. “Be the leading provider of…”).
	

	The desired date of delivery for this project is… 	Comment by Rob Berry: “When does this training need to be available? Is it contingent on any other product/project launches (e.g. promotional offers, business policy updates, new product launches)?”
	

	This project supports the following 2015-2017 Business Priorities…	Comment by Rob Berry: Bring a Key Priorities Card to the intake so you and the SME/BO can make sure you’re aligned with the organization’s goals. This also helps broaden the SME/BO’s perspective to see how this project could affect multiple levels of the organization.
	

	The key business metrics this project will affect are…	Comment by Rob Berry: Must be measurable and within your ability to track with your existing systems.
	

	ROI will be measured for this project.
	☐Yes
☐No
	If Yes, what tool(s) will be used?

☐
☐
☐
☐
☐ Other: _______________________________________________________


Contributed by Rob Berry, Kirkpatrick Bronze Certified Professional


	
Learning Objectives
To be completed with Business Owner and/or Subject Matter Expert(s)

	The primary audience is…	Comment by Rob Berry: “Who is going to get the most value out of this training?”
	

	The secondary audience is…	Comment by Rob Berry: “Who else would benefit from this training?”
	

	Behavior Assessment
	Current Behavior	Comment by Rob Berry: “What is the primary audience doing right now that is preventing your business objective(s) from being achieved?”
	

	
	Desired (Critical) Behavior	Comment by Rob Berry: “What does the primary audience need to do in order to achieve the business objective(s) for this training?”
	

	“Need to Know” Information	Comment by Rob Berry: “What information or skills does the primary audience absolutely have to have in order to display the desired behavior?”
	

	“Nice to Know” Information	Comment by Rob Berry: “What other information or skills would help support the desired behavior?”
	

	Meaningful learning will occur if the following objectives are met…	Comment by Rob Berry: Take what you learned in the Desired Behavior and Need to Know sections and create fully-formed Learning Objectives. Use Bloom’s Taxonomy to ensure the objectives address the appropriate level of knowledge.
	

	Success Criteria Statement	Comment by Rob Berry: Very important to get the SME/BO’s approval on this before moving forward. This is the ultimate goal of the intake – to determine what the learner will be able to do, and how well they will be able to do it, after completing this training.
	“Given [Performance Condition(s)],
the learner will [Action Statement] such that [Success Criterion].”

	
	

	Existing resources 
(e.g. guides, manuals, media)
	

	Knowledge/Skill/ prerequisites
	

	The knowledge retention strategy will include…
	☐ Knowledge Assessment
☐ Skills Assessment
☐ Refresher Training
☐ Other: _________________________________________________________

	Notes/Comments	Comment by Rob Berry: Use this area to document anything not covered in the intake, but which will be helpful later on in the process, such as if you discussed the type of delivery method (elearning, instructor-led, QRC).
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