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Agency Training Request Guide
Purpose
The Strategic Management & Planning (SMP) Team partners with Wisconsin state agencies to deliver instructor-led professional learning that builds continuous improvement knowledge and capability across state government.
Training offerings include:
· Continuous Improvement Foundational Training
· Continuous Improvement Yellow Belt Instructor-Led Training
Requesting Training
To request training, agencies should provide the following information:
· Requested training
· Preferred training date(s)
· Estimated number of participants
· Training location (if in person) or virtual delivery preference
· Agency point of contact
The SMP Team will work with the agency to confirm the training schedule, participant capacity, delivery method, and any additional requirements.
Agency Responsibilities
For agency-hosted instructor-led training (generally 50 or more participants with leadership support), the requesting agency is responsible for coordinating training logistics.	Comment by McMerrill, Abigail - DOA: Should there be a section on requirements for accepted request, or how requests will be prioritized?
Participant Registration
The agency will:
· Manage participant registration.
· Maintain the participant roster or sign-in sheet.
· Communicate training information to participants.
· Manage participant cancellations or substitutions.
Training Facility
The agency will:
· Reserve the training room.
· Ensure the room is appropriately arranged for the training.
· Provide any required accessibility accommodations.
Technology and Equipment
The agency will ensure the training room includes:
· Computer connected to a projector or display
· Internet access (if required)
· Audio equipment
· Microphone(s) for larger groups
· Any necessary cables or adapters
Training Materials
If requested by SMP, the agency will provide:
· Printed participant materials
· Flip charts
· Markers
· Sticky notes
· Pens or other facilitation supplies

SMP Responsibilities
The SMP Team will:
· Coordinate training details with the agency.
· Provide qualified instructors.
· Deliver training content and facilitate learning activities.
· Provide electronic training materials unless otherwise arranged.
· Administer participant evaluations, when applicable.
· Issue certificates of completion for eligible training.

Responsibility Summary
	Activity
	Agency
	SMP

	Request training
	✓
	 

	Schedule training
	✓
	✓

	Manage participant registration
	✓
	 

	Reserve training room
	✓
	 

	Provide room technology and equipment
	✓
	 

	Print training materials (if requested)
	✓
	 

	Deliver training
	 
	✓

	Facilitate learning activities
	 
	✓

	Provide evaluations
	 
	✓

	Issue certificates (when applicable)
	 
	✓



Questions?
For questions regarding instructor-led training or to request a training, please contact the Strategic Management & Planning (SMP) Team @ DOASMP@Wisconsin.gov.
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