20 WINNING PROPOSALS

I Description

In this unit, there are two tools and a worked example:

Tool 20A Training proposal checklist: a checklist of wha
include in each section of a training proposal

Tool 20B High-level training proposal: a profor VO
structure a training proposal é
Tool 20C High-level training proposal —°e.

I Purpose

These tools are designed to velop targeted training

proposals that address th concerns of the organisation

or department. Influendi uders build credibility by writing
proposals that addr

I When to ols

After pr
and 2
th 0 as a working document at least three or four days

b
stud e contents.

iscussions with your customer, use Tools 20A
op and cost your training proposal. Send it to

ou are due to meet again to give the customer time to
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I Background

The training proposal is the main instrument through which
trainers and consultants are introduced to potential customers
and, as such, is seen as a very important document. The
proposal sets out a definition of the problem, situation or need as
defined by the client, identifies a suggested approach to be
undertaken by the trainer or training team, and provides at least
a basic project timetable and fee outline. The proposal be es

the basic discussion document for the customer and trai 0

define and plan the project. The proposal is then refined as

v for

ing proposal

agreements are reached, and becomes a workin

both parties.

Internal trainers and consultants may s
as less important, or even not required they do not need
to prove themselves in this way. However, ggest thatitisa
mistake to treat internal clients ss consideration by
assuming that they do not wi act your services in this
way. Your internal custo o be using external
suppliers and resources, may well be judging you
against the standar otpentire industry, rather than just
what is custom and Ppractiee in-house (see Unit 9 Marketing your

services).

Tools 20
traini

contain a proven structure for high-level
s. Tool 20A will help you ensure that all key
inf

is included. You should use it when developing the
C of your training proposals. Tool 20B will help you

stru e your training proposals. The training proposal format
an be used for all types of intervention. The content will, of

rse, change but the basic structure is very adaptable.
I How to use the tools

Tool 20A Training proposal checklist 20

Tool 20A is a proforma and a valued example of what to include
in each section of a training proposal. The format is five charts,
one for each of the following areas:

¢ title and overview
* introduction

* project definition and programme objectives
20-3
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* about us
* contract details.

Each chart has a number of sub-sections. Each sub-section has a
title, plus accompanying notes about what to include, plus a tick
box. When you have included the appropriate information in
your proposal, tick the box. Tick all boxes to complete the
checklist.

Tool 20B High-level training proposal

Tool 20B is a proforma of how to structure a trai

N?osal.
The format is a document divided into the folloés ons:

* title and overview
* introduction

* project definition and programme objectives
* about us

* contract details.

Each section has a nu
sub-sections as pro

or statements.

Tool 20 el training proposal — example
Tool rked example of Tool 20B.

-sections. Use the titles of these
entering the relevant information
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Training proposal checklist

Name:

Date:

Tick when all complete D

Subject

TITLE AND OVERVIEW Q
ntion is

State what the project or in
about. é D

Written by

Your &ob title, or the capacity
in you are writing the proposal. D

Commissioned by

O

The person who asked you to prepare
the proposal or the person it has to be
presented to. May the same person. D

&

Date

Date of the proposal. Can be the specific

date or the month. It is useful if there is

a long delay, to explain why your

original timetable cannot be used. D

Continued.. . .
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Training proposal checklist

... continued

INTRODUCTION TICK WHEN DONE

Organisation and | A concise overview of the contracting
context organisation, department, team or
individual, as appropriate.

Situation The context for the interv
has happened or is abgut to happen? D

Requirements What w you to do and why? D

Your concise overview of the
requirements as you see them. What is
it you are going to deliver?

Areas to address

O

Next steps Mention any conversations or input
you have had with the customer. Direct
attention to coming proposal. D

OK

continued . . .

20-6
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Training proposal checklist

... continued

PROJECT DEFINITION AND PROGRAMME OBJECTIVES

TICK WHEN DONE

Overall aim What is the purpose of the project? En
here.

Initial objectives Enter specific business-focused
that meet the business needs

iver the objectives
s is the place to talk
ing and when (if

Suggested approach | How you inte
in a logical

]

gible things as evidence of
or results, and the dates they
available. In other words, the
ctstomer should be able to see it, touch
it, hear it, and so on.

Potential
deliverables
and milestones

Scope What is and what is not included. Be
specific as it avoids conflict later.

have identified, or a preferable approach
may be to state what you need and then
ask if they have a problem with it. If no
problems are raised, then you build what
you need into the contract as part of
their commitments.

QQ You can either specify constraints you

]

continued. . . .
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Training proposal checklist

... continued

ABOUT US TICK WHEN DONE
Department/ This is about you and your team. Who
service CV are you? What is your interest in this
customer? Why should you be
considered? iw
Specialist areas What are you and y, am known for?
Why? Does it rel
subject? If not, ou submitting

a proposal?\
Case studies e'examples of results that show you
our team to be successful. Include

atfeast one relating to the proposal

topic. Between two and four are
acceptable. D

ic trainer CV | How will you be carrying out the

training? Give names and a concise

account of experience in relation to the
specific intervention. D

OK

continued . . .

20-8
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Training proposal checklist

... continued

CONTRACT DETAILS TICK WHEN DONE
Timetable What's going to happen and when? To
make it easier for the client, do it by

month at first. Don’t forget to add

project meetings and the evaluati V
activity. Be specific, as any dela

customer will mean you need e

all the dates. o D

Project fees State the fee basis uch per day;,
what’s includeddan tisn’t included.
Then provide with simple
calculatio stage of the

interventigh or@pecific activity. Then

give the programme is an

ev several people, show the overall
rson and as a percentage of

ry bill, given their approximate

ry range (an educated guess is okay).

You can also include a cost-benefit

summary — a statement of the cost
compared to the benefits to be realised. D

Any other contract information. For 20
example, the start date in order to
guarantee the timetable. D

OK

20-9
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High-level training proposal

TITLE AND OVERVIEW

Subject

Written by

Commissioned by e@

Continued.. . .
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High-level training proposal

... continued

INTRODUCTION

Organisation and
context

Situation

Requirements

Areas to address

Next steps

&
QO

continued. . . .
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High-level training proposal

... continued

PROJECT DEFINITION AND PROGRAMME OBJECTIVES

Overall aim

Initial objectives

A

Suggested approach qé:

Potential @
deliverables
and milestones

Scope

QO

Constraints

continued . . .
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High-level training proposal

... continued

ABOUT US

Department/
service CV

Specialist areas

Case studies

&
s°e
&

Speccn CV

continued. . . .
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High-level training proposal

... continued

CONTRACT DETAILS

Timetable

-
s

Project fees

Q=

gO

OK

20-14
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High-level training proposal — example

TITLE AND OVERVIEW

Subject

Sypervisor traiming

Written by

A

Anita N Otter, Training Adwe'

Commissioned by @D/ﬂ’ffo’.
wg Applications L td

Vv
>

February 2003

Continued.. . .
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High-level training proposal — example

... continued

INTRODUCTION

Organisation and
context

Lngineering Applications L td was formed as a separate
operating company within the 7B Group one year ago ¥o S
Specialist market. The organisation has 41staff an
directors, and generates an anmual profit of
£2.3 million.

e a

Situation

the vacancy.

Requirements

Agaimst th

superdSogy and Management stayy.
We Isked Yo propose an approach to developing
staff in the 1irst instance.

and'the company has expressed a preference for recruiting the
shortiall from amonyst existing starf:

Areas to

O

There are Ewo areas Yo be addressed:

1 Sypervisor aevelopment: developing the supervisory
comperencies of existing personnel.

Z Talent spotting and development: identification and
abvelopment of an additional pool of supervisory persomnel

Next steps

Alter an ini'tial discussion with Andy Custom. we have
1dentified a potential approach Lo meeting these needs. Details
are shown in the following pages.

continued . . .
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High-leve

| training proposal — example

... continued

PROJECT DEFINITION AND PROGRAMME OBJECTIVES

Overall aim

To develop effective supervisory staff to meet the needs of fhe
growing company.

Initial objectives

1 Al seven existing supervisors to be 7

Level 1" in all eight core supervisory by
30/08/04 (18 months)

Z Soven deputy supervisors tope ide by 08/02/04 (12
months)

3. Spven deputy supervi:
1 all eght core supans
MONEAs).

lly competent to Level 5°
petencies by 28/02/05 (24

Suggested approach

® Current tea ond the 12-month Team [eader
me (TLDP) facilitated by ABC

m a problem-solving gronp (Action Learning
SSISted by a facilitator. Lo Speed up the learning
eS8 Lhrough practice. The group to meet for one half day a
oneh.

¢ One facilitator (myself) to act as a coach o the group.
meeting once a month for an hour Fo check progress and se¢
tasks, one of which will be to select a deputy.

o Line managers ‘o complete competency andlits on aquarterly
bass, rather than the carrent: once a year. to motivate the arners
and %o provid and Yo review progress.

o Sypervisors to practise coaching SKills learnt on their
Programme, by coaching deputies to Level 3’ competencies, and
assessing them on a quarterly basis.

continued. . . .
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High-level training proposal — example

... continued

PROJECT DEFINITION AND PROGRAMME OBJECTIVES (continued)

1 Team Leader Development Programme - Seven places to Start
by 30/05/05.

Z Monthly coaching meetings to commence by 30/

3. Action Learmng Groups Lo commence by 50/Q6/03.

4. Quarterly competency andits for superviso e by
30/08/03.

5. Competency rating fully competent /| seven
CHITent supervisors to be achieved /04 in all eight
COre Sypervisory comperenciés.

Potential
deliverables
and milestones

&. Spven deputies named by Z /04.

7. Quarterly competency a PULIES Lo commence by
28/02/04.

8.Competency rat)] wetent Level 3 for all seven
depyties to

30/08/04 in all eight core
IS,

Superviso

Scope This prof lude all activities related Lo the development
erVISOrS Via three main methods - the TLDP,

1018 and the Action Learning Growp. Sypervisors
ported in the Lask of developing deputies throngh
methods. Fowever, the project dogs not include any direct
Eraining of deputies or participation i comperency awdits.

Constrai Please iaentify any constramts i relation to the followiny:

o Sypervisors must be able to at tend monthly coaching and
Action Learning sessions as a gronp, and we must be able to
enrol them in the TLDP in groups of three and four in order o
meet the Limetable.

¢ Line managers must be available to support traiming
actIvities via pre- and post-conrse briefings, and to condhct

quarterly competency assessments.

OK

continued . . .
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High-level training proposal — example

... continued
ABOUT US
Department/ We are the regional 'zfm/mry Function, Sé/l//é"/ﬂy the NW Region of
service CV TB Growp Companies. There are four of us i the team. | a

Regronal Training Adviser and head wp the team. As
managing the function, | provide consultancy suppast and

coaching services Lo business managers, facil i) 1cant
percentage of management development pro a sit on
the Regional Quality Couneil. | have & ane Smith,

who Specialises in technical SKils, 4/ 70/ and work

%)
management; and John Brown, who sp 1 customer care,

communication and leadership. Y COX I3 oHr adminiStrator.

auge of training and development
rough outSourcing of Some Eraiming,
Tollowing specialities:

Althongh we provid
services, either
we pride onrs:

Specialist areas

¢ Pr yicy Improvements and time-savings through work

ry levels of stafy retention through leadership.

percentage of Stayf participation in suggestion
hemes.

o A high level of internal promotions.

20

OK

continued. . . .
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High-level training proposal — example

... continued

ABOUT US (continued)

Case studies

n 2002
¢ We saved onr region 1083 days at an average cost of
day (G persomnel), 263 days at £75 (G2), and 1

at £ 125 (G3-GS). A total saving of £ 8/'55W e

a

Yo improved practices.

o We achieved onr Larget o rediyce stafy ta 43% to
35% at a time when competitors ar art’ turnover
neréase.

¢ 60% of G1and GZs participated alf suggestion

Scheme, dwe to the competii e initiated when the national
average 1s 37%.

o 75% of owr senior
were [illed intern,

m 2001

level vacancies (G3 and G4)
¢ deputy programme we Started

Specific trainer CV

O

Your trarner. Brown and myself.

evelopment: Frogramme (TLDP)

We SIX Lramers drawn from across the company, all
on Wlve been Facilitating LHis programme for three years,
0SSIble, we will place your pegple with John Brown for
convimiity.

Action Learning Gronp

John Brown from my team has facilitated more than 20
Action Learning gronps in the past two years, and is very
experienced.

Group Coaching

1 will be undertaking all gronp coaching. | have ten years coaching
experience and am a member of the International Coach
Federation.

continued . . .
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High-level training proposal — example

... continued

CONTRACT DETAILS

o March 2003 - project plans prepared.
Farticjpants and line managers briefed

* May 2003 - supervisors start TLDF.
meetings start.

o June 2003 - Action Learning Gronp

o August Z003 - quarterly compe,

sSupervisors start.

o Sptember 2003 - 4//4/%?/ review
meetings start.

¢ febryary 2004 - sev

. Febfm/y 2004 -

Timetable

-

s Jor

utes named
wpetency andits for

deputies start.

o March 2004, Yy OF deputies begins.

* August 2 ly competent Level 1 achieved
Jor all se ISOrS,

o fFebru 5~ Tully competent Level 3  achieved
oz VeH deputies.

2005 - Coaching meetings end.

y 2005 - acilitated Action Learning Gronp

(may be continmed withowt a facilitator).

arch 2005 - project evalyation and close.

o

Q=
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High-level training proposal — example

... continued

CONTRACT DETAILS

Project fees

L150 per half-day and £50 per hour. We db not
on the costs of preparatory work, project mee
evalyation activities. The TLDP is L 675 per person
You will be responsible for travel costs v
TLDP and any accommodation reguir

workshops. We pay for any acco
workshops.

Therefore:
o Jeam Leader Developm

Fee basis: Lramer time 1S charged at L300 per dal

* Growp coac.
X 22 months = £ 1100

VS and deputies - less than 3% of the salary
one year for the 14 personnel)

CoSt benefit: the LES7S to be expended on this
project will enable Engineering Applications Ltd to
Stay on Larget Lo expand as planned and treble 1ts
profits from £ 2.3 million to L&.9 million a year.

OK

20-22

The High-profile Trainer © Fenman Limited 2002




