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IN-HOUSE TRAINING ENQUIRY FORM 

Please fill in as much of the form as possible, to give us the best understanding of your training 

needs. For our current course information, please see our website: 

http://www.i-m-a.org.uk/course-summaries 

 

Contact Details 

Contact name  

Organisation  

Organisation type (e.g. 
charity, local authority 
etc.) 

 

Contact email address  

Contact number  

Contact office hours  

 

Course Details 

Is there a specific course 
you would like us to 
deliver? (Please give 
course title) 

 

Please provide a range 
of dates on which you 
would prefer the training 
to take place. 

 

Where would the training 
be held? (Please give 
name of town or city) 

 

For bespoke training, 
what topics would you 
like us to cover? 

 

 

About your delegates 

How many delegates are 
you looking to train?  

 

What do the delegates 
do, day to day? (e.g. 
financial inclusion 
officers, support 
workers etc.) 

 

  

http://www.i-m-a.org.uk/course-summaries


What would the 
delegates use the 
training for?  

 

What level of knowledge 
do the delegates have, if 
any? 

 

Is there anything else we 
should know about the 
delegates? 

 

How did you find out 
about our training 
programme? 

 

 

Our Basic Requirements 

We ask that you provide the following on your training day 

Equipment  A data projector (or equivalent presenting 
equipment). 

 Flipchart and pens. 

 Sometimes we may also ask you to provide a 
laptop or computer, but this can be discussed. 

Room Layout  Rooms should have the capacity to comfortably 
fit all attendees and the tutor.  

 Rooms should have the capacity to be laid out in 
boardroom, u-shaped or cabaret styles, 
depending on the course. 

 

Next Steps: 

 Return this form to training@i-m-a.org.uk or by fax to 0113 234 5711. 

 We’ll contact you to discuss how we can meet your needs and what it would cost.  

 If you are happy with the price, we will then arrange a date with a trainer and, for bespoke 

courses, negotiate course content with you. 

 When you are happy to proceed, we will issue you with a training contract (including terms 

and conditions) and request invoicing details. We will invoice you for the training in 

advance. 

 You will need to provide us with a delegate list. We will send you course materials and 

certificates of attendance for all delegates.   
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