SAMPLE
Vendor Training Proposal for Assistant G-1 for Civilian Personnel, North Central Area
1. Company Name:
ACME Trainers Inc.
123 Main Street
Anyplace, USA 00000
(123) 456-7890/FAX (098) 765-4321
E-Mail: Ima.Trainer@ACMETrainers.com
www.ACMETrainers.com 

2. Federal Tax ID #: 11-1111111 

3. Size of Company: ACME Trainers Inc is a small minority owned firm with 5 permanent employees and a part-time network of 15 instructors.
4. Course Title: Managerial Decision Making and Problem Solving (If your course is titled differently, please include a note.
Note: ACME titles this course Effectively Managing Problem Employees. Both problem solving and decision making concepts are included in this presentation.
5. Course Level, e.g. beginner, intermediate, or advanced: This is an introductory course targeted for managers, supervisors, leaders and others responsible for overseeing employees.
6. Course Information: 

a) Length of Course: 1.5 days (approximately 4 hours of instruction will take place on the second day). 

b) Learning Objectives: Upon completion of this course attendees will be able to: 

· Differentiate between problem solving and decision making 
· Overcome the psychological stress of problem solving and decision making 

· Ask incisive questions; Make sound decisions 

c) Course Outline: 

Day 1: 
· Fundamentals of Problem Solving 
· Practical Exercises 

· Fundamentals of Decision Making 

Day 2:
· Practical Exercises 

· Preparing improvement plan 

d) Delivery Method: 

Advise whether On-site or Distance Learning.

This course is offered using a combination of lecture, hands-on exercises, and video. 

e) Equipment Required: Overhead projector, LCD projector, VCR, Chart Paper and Easel 

For Distance Learning courses clarify if the internet hook up is required, as well as use of computers in the off site classrooms 

f) Cost: 

Onsite Session to be offered at a location within the Civilian Human Resources Agency, North Central Region 

· Participant price: $125 per person (minimum 20 people) 

· Group Price: $2,000 per class 

· VTT Session to be broadcast from Fort Lee, VA 

· Total cost is $4,000 for broadcast to 8 sites with a maximum of 20 people per site. Cost per employee if the class size exceeds 20 is $28.00 

· Volume Discounts: ACME Training Inc. is willing to negotiate discounts with the Civilian Human Resources Agency, North Central Region HRDD Points of Contact for multiple courses, and courses in the same location. 

· ACME Training Inc. gladly accepts the Government IMPACT Visa Credit Card for payment. 

g) Minimum and Maximum number of students: 

· On-Site: Because of the participative nature of the course, it is recommended that enrollment not exceed 30 attendees. ACME will conduct the course using the individual price for as few as 12 attendees 

· DL: Because of the participative nature of the course, and the use of DL technology, ACME will instruct to a maximum of 8 sites, with 20 people per site. Minimum number of sites is based on willingness of each site to pay a larger share of the cost. ACME expects payment in full regardless of the number of sites.

h) Course Materials: 

· Cost of course materials is included in the price of the course. 

· Materials will be mailed to participating DL Sites. 

· I will hand carry materials to the on-site location. 

7. Cancellation Policy: ACME requests notification of cancellation at least 30 days prior to start of course without penalty to the US Government. 

8. Instructors Name and Experience: 

· Mr. Super Trainer 

· Mr. Trainer has conducted management courses throughout the United States and in Europe. Mr. Trainer has consistently received outstanding evaluations from all of his customers. Mr. Trainer has been awarded the excellence award from the American Society of Training and Development.

9. References: Corps of Engineers, Mr. Division Chief, (222) 222-2222, division.chief@gov.mil 

10. Person who prepared the Proposal: 

Prepared by Ms. Jane Boss, (777) 777-7777, jane.boss@training.net 

