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Training Management System Buyer's Checklist 


How to use this checklist

This checklist is designed to help training providers evaluate and compare Training Management Systems in a structured and objective way.

1. Set priority
Mark each requirement as:
C – Critical (must have) | I – Important (high value but not essential) | N – Nice to have

2. Score vendors
Score how well each system meets the requirement using a 1–5 scale:
1 = Not supported | 3 = Adequate | 5 = Excellent

3. Add notes
Use the Notes column to capture key details, limitations, or observations during vendor demos.

4. Compare total scores
Add up each vendor's scores at the bottom of the checklist to get a total out of 380. Use this alongside your priority ratings to make a final, objective comparison. A higher score doesn't automatically win if a vendor falls short on your Critical requirements.
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	Requirement
	Priority
(C/I/N)
	Vendor A (1-5)
	Vendor B (1-5)
	Vendor C (1-5)
	Notes

	1. Strategic Fit & Organisational Alignment

	Is the system a good fit for the size of your organisation?
	
	
	
	
	

	Does it support multi-location, multi-trainer, or multi-entity structures?
	
	
	
	
	

	Is it suitable for public, private, enterprise, blended, ILT, or vILT delivery?
	
	
	
	
	

	Will it scale without becoming overly complex or underpowered?
	
	
	
	
	

	2. Course Scheduling & Planning

	Multi-course, multi-location scheduling 
	
	
	
	
	

	Recurring courses, cohorts, and waitlists 
	
	
	
	
	

	Clash detection for instructors, rooms, and resources 
	
	
	
	
	

	Visual calendar-based scheduling tools 
	
	
	
	
	

	Course templates to reduce repetitive setup 
	
	
	
	
	

	Long-term planning capability 
	
	
	
	
	

	Real-time resource availability visibility 
	
	
	
	
	

	3. Usability & Administration

	Intuitive interface with minimal learning curve for non-technical users
	
	
	
	
	

	Quick to complete common daily tasks (bookings, scheduling, invoicing)
	
	
	
	
	

	Role-based views so each user only sees what's relevant to them
	
	
	
	
	

	4. Instructor & Resource Management 

	Instructor assignment by availability, skills, and cost 
	
	
	
	
	

	Trainer matrix with qualification tracking 
	
	
	
	
	

	Tracking utilisation and workload 
	
	
	
	
	

	Instructor self-service access 
	
	
	
	
	

	Venue, equipment, and virtual classroom management 
	
	
	
	
	

	5. Learner & Delegate Management 

	Digital delegate profiles (IDs, licence numbers, signatures, photos) 
	
	
	
	
	

	Group booking management 
	
	
	
	
	

	Cancellations and transfers handling 
	
	
	
	
	

	Automated certificate generation 
	
	
	
	
	

	Expiry and refresher notifications 
	
	
	
	
	

	Automated joining instructions and reminders
	
	
	
	
	

	6. Booking & Customer Experience 

	Website integration for live bookings 
	
	
	
	
	

	Real-time seat availability 
	
	
	
	
	

	Customisable checkout pages 
	
	
	
	
	

	Secure payment processing 
	
	
	
	
	

	Customer self-service portals 
	
	
	
	
	

	7. CRM & Email Automation

	Central customer database 
	
	
	
	
	

	Delegate database with qualification tracking
	
	
	
	
	

	Email logging and tracking 
	
	
	
	
	

	Automated reminders and refresher campaigns 
	
	
	
	
	

	8. Commercial & Revenue Management 

	Pricing rules, discounts, bundles 
	
	
	
	
	

	Deposits, vouchers, staged payments 
	
	
	
	
	

	Invoice generation and tracking 
	
	
	
	
	

	Automatic payment reminders 
	
	
	
	
	

	Customer credit management 
	
	
	
	
	

	Cancellation and transfer fee management 
	
	
	
	
	

	Integration with accounting platforms (Sage, Xero) 
	
	
	
	
	

	End-to-end revenue visibility 
	
	
	
	
	

	9. Compliance & Governance

	Certification generation and tracking 
	
	
	
	
	

	Expiry tracking and automated alerts 
	
	
	
	
	

	Automated audit trails 
	
	
	
	
	

	Regulatory reporting support 
	
	
	
	
	

	Granular roles and permissions 
	
	
	
	
	

	Documented inspection history 
	
	
	
	
	

	10. Reporting & Business Intelligence

	Course profitability reporting 
	
	
	
	
	

	Fill rate tracking 
	
	
	
	
	

	Instructor utilisation reporting 
	
	
	
	
	

	Cancellation rate reporting 
	
	
	
	
	

	Custom dashboards and exports 
	
	
	
	
	

	BI integration capability 
	
	
	
	
	

	Real-time operational visibility
	
	
	
	
	

	11. Integrations & Technology Fit

	LMS integration 
	
	
	
	
	

	CRM integration 
	
	
	
	
	

	Finance system integration 
	
	
	
	
	

	Integration with Coursecheck training evaluation platform
	
	
	
	
	

	API availability 
	
	
	
	
	

	Secure and reliable data syncing 
	
	
	
	
	

	12. Implementation & Vendor Support

	Clear onboarding roadmap 
	
	
	
	
	

	Defined data migration process 
	
	
	
	
	

	Phased rollout options 
	
	
	
	
	

	Staff training plan 
	
	
	
	
	

	Ongoing specialist support 
	
	
	
	
	

	Case studies from similar providers 
	
	
	
	
	

	13. Pricing Structure

	Transparent pricing model 
	
	
	
	
	

	Per user / per course / per learner clarity 
	
	
	
	
	

	Sustainable scaling costs 
	
	
	
	
	

	No hidden integration fees 
	
	
	
	
	

	14. Final Evaluation 

	Does this system reduce manual workload? 
	
	
	
	
	

	Does it centralise operational control? 
	
	
	
	
	

	Does it support growth without increasing complexity? 
	
	
	
	
	

	Does it strengthen compliance and financial accuracy?
	
	
	
	
	

	Will our team adopt it with confidence?
	
	
	
	
	

	Total score
	
	/380
	/380
	/380
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