Company Name


COMPANY Letterhead

Dear Equipment Vendor,


We are pleased that …..has selected your equipment as an important component of the XYZ project at the  XXXXX facility, and look forward to working with you.


We know that aside from the technology you will be supplying us, we will need your training to give our staff the skills to effectively operate, maintain and repair it. 

To help you understand our training proposal requirements we are sending you:

· An overview of training requirements

· The training proposal format
· Basic training requirements
· Course overview information needed

· General proposal information

· A site information sheet for the location where the training will be conducted. This will help you in your preparation of the proposal.

· A Training and Documentation Spec Sheet
We would like your proposal submitted by…………………….

If you have any questions please don’t hesitate to contact……………………………

We look forward to hearing from you and reviewing your training proposal.

Best Regards,
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Training




Capital Projects
Building Value through Our Training Partnership

Capital Project Training 

Request for Proposal

Training Requirements

(Co. Name)

… believes that a key to successful equipment start-ups is effective training. We both have the same goal — RELIABLE EQUIPMENT— and need to work together as partners to provide the solid foundation that effective training provides. To help you understand what our training requirements are, for this project, we are sending you these training proposal guidelines. 
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Step 1: Training Proposal Format:

The following information should be included on your training proposal: (You may need to do a Needs Assessment with us to provide this accurately; Attached is a basic site information sheet to get you started.)

· Project Training Scope 

· Deliverables*

· Timeline

· Cost— Training  hours plus Training Materials/Documents

· Training Contact Information

*Deliverables will include the actual training and any training materials/documentation required. To budget adequately we also need the information below.
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Step 2: Training Requirements

To budget sufficient resources we need this additional information:

COURSE OVERVIEWS, for each job classification to be trained that includes: (ex, operators, mechanics, electricians, ETs, stationery engineers):

· target audience, 

· time required for each course, 

· number of participants that can attend, 

· prerequisite skills required, 

· topics to be covered (you may want to include an outline) 

· trainee and class evaluation process

· Any special needs that you have to conduct the training

	(Co. Name)

Capital Project Training—Request for Proposal

	Project Name:

Project Number:

Project Location:

Project Manager:

Training Contact:
	Address:

Training Contact Phone:

Fax:

Cell:

	Training Scope:



	Training Deliverables: 



	Training Timeline



	Training:

Would you consider training at your site or during the FAT (Factory Acceptance Test)?

Are your trainers PMMI certified?
	Training Materials/Documentation

	Training Cost

	Labor Hours for Training: 


	Training Materials/Documentation Cost:



	
	Travel & Expenses:




[image: image5.wmf]VENDOR TRAINING INFORMATION CHECKLIST

To help us understand your training services please check off the appropriate box/s (that reflect what you will provide) for each category below - include each answer within your RFP.
	Company Name

	Planning Stage

	Needs Assessment (required)


	· On-site visit 

· Webex Meeting

· Telephone conversation with a Needs Assessment form



	Partnership Agreement  (Required) Terms of Agreement for training, Expectations and Clarification)
	· Verbal Agreement

· Written Agreement



	Documentation

	Documentation

(Check all that you supply)
	· Operators Manual

· Mechanical Maintenance Manual

· Electrical Maintenance Manual

· Student Workbook (for each above)

· Instructors Guide/s
· Electronic Copies for all items checked
· Trouble Shooting Guides

· Job Aids

· PowerPoint (or other) Presentations

· CBT/E-Learning Training

· Training Videos

· Certificates of Completion

· Participant Checklists

· Other:  _____________________




	Your Trainers and their Style

	Trainers 

Check who delivers the training.
(List years of experience for those checked)


	· PMMI Certified Trainers  
_______

· Dedicated Training Staff
_______

· Field Service Technicians
_______

· Sales Staff



_______

· Other
:  _____________
_______



	Delivery

(Total will equal 100%)
	· Classroom _________%

· Hands-on   _________%



	Classroom Style

(Check all that you supply)
	· Lecture 

· PowerPoint Presentation

· Instructor Lead Facilitation

· Group activities

· Good Questioning Technique



	Hands-on Style

(Check all that you supply)
	· Trainer Demonstration 

· Trainee Practice Time

· Trainee Skill Test



	Evaluation Methods

(Check all that you supply)
	· Class Feedback sheets – (how did they like the class, instructor, materials)

· Knowledge Retention (paper & pencil test) and/or Review Questions
· Performance Checks (how well can they perform)
· Efficiency Calculation + ROI


	Follow-Up

	Follow Up Approach
	· Feedback Evaluation from Class

· 4-6 weeks

· Annual

· Train-the-Trainer

· None

Other_________________________


Course Overviews

Please complete a course overview for each job classification to be trained. You may also want to include a course outline. This will help us to budget our resources properly, as well as prepare our trainees if pre-training is required.

	Course Overview

Equipment Name

	Targeted Audience


	Length of Class:

	Class Size:


	Prerequisite Skills:

	Topics to be covered:



	Evaluation Procedures (Course and Individual Performance)



	Instructor:

Is the instructor PMMI certified?

Instructor Qualifications: (You may also attach a resume)




General Information to Vendors:

Vendor Training Proposals

Your training proposals must contain the information requested. 

· We know that you will base your bids on the best information you have at the time of our request. We encourage you to take the time to do a “needs assessment “with the appropriate training contact to ensure accuracy. The site information sheet should be a helpful start for you.

· We will give you a date that the proposal is due.  If for any reason you are not able to meet that deadline we need to be notified as soon as possible. Your proposal will be important to our budgeting process. If amendments are required at a later date we will ask you to resubmit them in writing.

· All proposals should be on your company’s letterhead.  Address the proposal to…………………..

· It’s not mandatory that you use the attached forms but you MUST include the required information in whatever form you use.

· Please include a current rate schedule with your quote to support the training cost you have listed. (DO NOT submit this schedule without a detailed cost estimate on your proposal. We expect you to put this together.)

· We believe effective training is essential to the success of the project. Evaluation is a key way to measure effectiveness.

· Safety MUST be a critical part of all training. The use of “harmonized” safety icons is encouraged/preferred. Include a page with all the icons and their definitions in the beginning of the book then use the icons throughout the book to reinforce safety.
· If you need any additional information to complete this please contact the Training Contact listed on the Site Information Sheet.

Location

Site Overview

General Information

Project Name:



Project Number:

Project Manager:

Targeted Start-up Dates:

Training Contact:



Department:

Address:

Phone:




Fax:

Cell phone:

Cell Phone:

Purpose for the Training:
Location of training:
	Training Participant Numbers

	Job Classification
	1st Shift
	2nd Shift
	3rd Shift
	Educational level (approx)

	Operator
	
	
	
	

	Mechanic
	
	
	
	

	Electrician/ET
	
	
	
	

	Stationery Engineer
	
	
	
	

	Supervisor or Internal Trainer
	
	
	
	

	Additional Comments About Participants: (Language needs, past experience with this type of equipment, union issues, use of internal trainers, etc.)

Job Descriptions of trainees job classifications attached.



Training Documentation Requested:

 ___ Training Manuals



Format:

 ___ Job Aids




Electronic Platform_________

 ___ Troubleshooting Guides


DVD ________

 ___ Instructor's Manual



CD ROM _____

Special Needs:

 Language Requirements -

Other:
Available Resources: (at this location)

 ___ Training Room

___ Overhead Projector/screen 
 ___ Data Projector/screen      ___ Flip Charts 

 ___ Pencils/paper 


(markers, masking 
tape)

 ___ White/chalk board

___ VCR/TV

 ___ Access to copy machine (if needed)

 ___ Access to equipment (MUST be prearranged)

 ___ Internal trainers

Other:

Partnership Responsibilities

We understand that to reach the full benefit from your training we need to work hand-in-hand with you. We’d like to establish the following with you to make that possible:


· Your expectations of ……. 
· ….’s expectations of you

· Joint responsibilities

· Targeted goals

· Methods of resolving issues that arise

…...s training resource will be in contact with you to discuss these.

We look forward to a productive training 

partnership and a  successful start-up! 
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