Template for Course Information or Enrollment Information Forms
Important information to include that will help WMO provide support and guidance. 
Title of Course
Dates and Location of Course
Course Description
Objectives or Aims of the course
What learning needs will this course fill?
Why should participants attend this course? Why should institutions send their staff members?
Expected Learning Outcomes
List the intended outcomes in terms of skills. What will participants be able to do after attending the course? If WMO Competencies or others exist in the job area addressed, reference these competencies and which of them the course will address.  
Target Audience and Qualifications
What prerequisite knowledge should the participants have? What job experiences? What job responsibilities will provide the opportunities for participants to apply what they learn?
Course Content
Topics to be treated, and activities to be conducted. 
Pre-course Content, Activities, or Assessment
Is there a pre-course phase? Is there a pre-course assessment to determine who is qualified or at what level training is needed? Is there an online phase to prepare people to a common entry level?
Post-course Content, Activities, or Assessment
Is there a post-course phase? Is there an impacts or long-term assessment to determine if learning outcomes were achieved? Is there a mentoring or follow-up phase to help participants implement what they have learned? Is there a community-building component? Is there an expectation that participants share what they learn by providing training in their local service?
Course Format
For example, lectures, laboratories, case studies, practical exercises, distance learning modes, other activities, etc.
Student Assessment
How will student learning be measured? Will tests or projects be used? Will the course certificate be dependent upon successful assessment?
Instructors and qualifications
Language Used
Application and Selection Process
Costs 
Fees Covered by Course Sponsor
Costs to be covered by participant organizations or external funding sources
Support available, and the criteria for support
Insurance requirements
Deadline for Application
At least 6 weeks prior to the start of the course
