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MUST DO 
• Use the correct template provided – 

download electronic copy from website 

• Letter size or A4 only, plain white paper 

• Complete all 8 sections 

• Observe the page limits for each section 

• Include the required attachments 

• Number all pages including attachments 

• Both parties must sign the application 

• Submit sealed application by July 29, 2016 
no later than 4:30 pm. 
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Use Correct Template 

Number Each Page 

Observe Page Limits 
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Application 

Consists of 8 sections 

1. General Information 

2. Training Issue Description 

3. Objectives and Targets 

4. Institutional Implementation Arrangements 

5. Operational Description 

6. Implementation Schedule 

7. Estimated Budget and Costs per Trainee 

8. Self Monitoring Indicators 
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1. General Information 

• Name, address, contact person, contact 

details for  

– Training Provider 

– Employer(s) 

• Proposed start and end dates 

• Summary Information 

– Trainees, costs, costs per trainee 
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2. Training Issue Description 
• Basic information about the employer 

– Industry, market size, share of market, future 
expectations 

• Business case for training 
– Skills gaps identified 

– Expected measureable outcomes 

• Training Initiative 
– What occupations, levels, skills 

• The Partnership 
– Relationship, History  

– Strengths and Weaknesses 
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3.Objectives and Targets 

• What will be achieved 

• Intermediate and final outcomes 

• Specific, measureable, attainable, relevant 

– Number of Trainees 

– Standards Development 

– Curriculum Development 

– TVET Resources: IV, C/Q approvals, trainers 

and assessors 
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4. Institutional Implementation Arrangements  

• Identify key persons to perform the 

following roles 

– Project Manager/Coordinator 

– Manage Finances 

– Liaise with TVETC 

– Assessors and IV 

– Quarterly reporting to the CBTF 

– Facilitate monthly on-site visits from the CMU 
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5.Operational Description 

• A description in your own words of how the 

key activities of project are going to be 

successfully implemented to achieve 

objectives. 

– Key activities 

– Responsibilities 

– Benefits 

– Duration and outcomes 
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6. Implementation Schedule 

• A visual representation of the key project 

activities showing how they relate to each 

other 

– Template for illustrative purposes 

– Attach Gantt chart to application 

 

 



Sample Only. Attach schedule as Annex 6A 
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7. Estimated Budget and Cost per Trainee 

• Summary of full cost to implement 

proposal 

– Show detailed costs in attachment and 

reconcile to cost summary 

– Include contingency as 5% of total costs 

• Must Include 

– Training costs 

– Assessment cost at suggested rates 

– Registration fees 
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8. Self-Monitoring Indicators 

• Developed by the firm to measure the 

impact of the training when completed 

– Impact on the employer (firm) 

– Impact on the employee/trainee 

• Measure the change in indicator 

– Data collection, method and frequency 

– Current value, baseline 

– Intermediate results 

– Post training 
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Finally 
• Public announcement contains essential 

elements of this offer 

• By submitting proposal you have agreed to 

be bound by the conditions of the offer 

• Read the Call For Proposals 

Announcement (short presentation to 

follow) 

• Read the declaration section of application 

• Sign and date the document 



Signature Page 

CFP Announcement 



Friday 
July 
29 

2016 



Thank 
You 


