	Request for LMS Training Rollout Support
*Required to review request:

This notice for the LMS Help Desk must be submitted to the NIH Training Center at LMSSupport@mail.nih.gov at least 60 days before the training start date.
[image: image1.wmf]GP PM


[image: image2.wmf]GP Helpdesk PM


[image: image3.wmf]Other__________


* TO BE COMPLETED BY THE NIH TRAINING CENTER *

	Date submitted to HHS U & GP:
	

	Submitted by: (name, title)
	

	Start date for training:
	

	CONTACT INFORMATION

	Contact name:
	

	Email:
	

	Telephone number:
	

	COURSE INFORMATION


	Course name:

	

	Course code/Catalog category:
	

	Timeframe & date(s):
	

	COMMUNICATION PLAN & TESTING

	Has the course been tested and cleared for Section 508 compliance?
	

	What communication has been distributed about this training?
	

	How large is the learner group involved in the training?
	

	How long will the learner group have to complete the training?
	

	Will the LMS helpdesk require training for this initiative?
	

	Who will be responsible for the training of the LMS helpdesk?
	

	Whom should the LMS helpdesk contact for questions about this initiative?

* If not the contact person above, please provide a phone number and email address.
	

	Has this training been tested in the LMS Staging and Production environments as a learner?
	

	Please provide a copy of the communication for this training in the space below or as an attachment.


Please provide the content of the email you intend to send out:
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