

Capability Briefing Template

	Client Name
	
	Client Company
	

	Client Email
	
	Client Mobile
	

	Background
	What brought you to us and what context do we need to know about you, the company & your team to help us deliver the best solution for you?
[insert details here on the business context] 





	Briefing Date
	The day you send the brief to us
[insert date here]
	Target Delivery Date
	Ideally when would you like the work to start and finish?
[insert date here]


	No. of Delegates
	How many people are in scope for this project?
[insert numbers here and indicate whether there’s likely to be multiple cohorts.]  

	Budget
	Provide a potential range if you are unable to supply an approved amount
[insert number here]

	Roles and responsbilities 
	Tell us who the key stakeholders are, if there is going to be a  project team and also who the final decision maker is
[insert names & role here]

	Decision timing
	When will you make a decision?
[insert date here]

	Background detail on the delegates and skills gaps
	What do we need to know about the delegates?  Levels of experience.  Culture.  Strengths. Gaps.  Locations.  Etc.
[insert details here. Org charts. Background context. Anything that helps us understand the population]

What are the capability gaps you want to close? If you don’t yet know what the capability gaps are let us know here and we can discuss how to help you with the diagnostics / capability assessment

	Programme outcomes & objectives
	What is the big outcome you are looking for? How does is link back to your business’s strategic priorities?  What do you need this intervention to deliver?

[Outline the strategic business objective(s) this intervention will help deliver. And the behaviour changes you need to happen to enable achievement of the objective(s). For example, our growth strategy has pivoted from ‘needstate based’ to ‘segment based’ and we need the marketing team to think & act ‘segment’ first ]

[What is the big outcome you want this programme to enable? For example, The team have the skills & confidence to lead and deliver our new growth strategy]

[And list out your objectives here]

1. Here Empower the team to become the consumer champions of the business
2. And here Upskill them to design & execute best in class marketing plans
3. And here Empower them to influence across the business to get buy in to their plans



	What do you want delegates to know
i.e. what data / information do you need to transfer?

	[List out the topics / content here.  If you don’t know yet, give us your best guess - we won’t hold you to it!]



	What do you want delegates to be able to do? i.e. what changes in behaviour are you looking for?
	[List out the things people need to do as part of their roles in order to achieve your outcomes and specifically the changes in behaviour you want training to bring about.]


	Services
	Which of these services are of interest? Put a X in the box(es) you wish to consider

[  ] Discovery workshop (to refine and finalise your brief) 
[  ] Capability assessment (to identify the skills gaps in your team)
[  ] Capability strategy and roadmap development
[  ] ‘Off the shelf’ training solution
[  ] Bespoke training solution

If you already know what training you need, what type of delivery are you interested in?

[ ] Live and in-person 
[ ] Live and virtual (Zoom or Teams)
[ ] E-learning 
[  ] Blended learning 

[insert further context / requirements here]

	Programme duration
	How many days do you envisage dedicating to the  programme? And/or over what period of time?  Or would you like us to advise based on your outcomes and priorities?
[insert info here]

	Location 
	If you want in person training as part of your programme, where do you want it to take place?
[insert details here] 



	Anything else we need to know?
	Perhaps any internal processes the programme needs to integrate with / coincide with?  Or any other training that is taking place?
[insert details here] 
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