Computer-Based Training (CBT) Request Form


Title & Owner Information

	Date of request/review: 


	Topic requested:


	Person/title requesting:


	Target completion date:


	Department/group:

	Contact Phone #:

	Primary contact person responsible for content:


Requirements and Job Family Specifications
	Is the CBT a mandatory requirement?     ( Yes     ( No

This CBT is intended for:     ( All Staff     ( New hires only


	Please complete this section if the CBT is mandatory for only selected groups of employees.

Mandatory for which of the following job families (check all that apply; to view a list of corresponding job titles within each job family, see the job family list sent with this request form):
· Administrative/Office Support

· Campus Svc/Facilities/Safety

· Communications/Marketing/Media

· Dining/Hospitality/Retail Serv.

· Supervisors/Managers/Executive

· Hospital—Non-licensed Patient Care
· Hospital—Allied Health

· Hospital—Licensed Nursing

· Info Tech/Telecom

· Professional—Misc.

· Technician—Misc.

· Physicians – Faculty

· Physicians – Residents 
If module is required for a specific unit or facility (e.g., CRH, 4East, MRC, 5West, etc.) or certain job titles within a job family, please list here:


	List specific regulation, policy, and/or guideline requiring mandatory education. This section MUST provide exact language from the regulation, policy, and/or guideline.
Frequency of completion: ( one time only     ( every year     ( every two years     ( every three years     ( other ___________


Content Information
	Purpose of module: 


	Learning Objectives of the module. Each objective should start with a measurable action verb (e.g., identify, distinguish, compare, determine, estimate, differentiate, etc.).

        After completing this module, participants will be able to:



	Signature of approval from primary contact responsible for content:
_____________________________________________________________________________
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