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Request for Proposal (RFP)

Customized Course Instruction Proposal
The United Steelworkers and [COMPANY] jointly administer the Career Development Program at [LOCATION].  It is designed to provide eligible workers with education and training services to assist them in their personal and professional growth and development.  Funding for these programs has been provided by a contractual, negotiated fund, and eligible workers will attend these training programs on their own time.  As such, the Local Joint Committee governing this program is interested in providing eligible employees with high quality, interesting, and well-delivered training opportunities that are easily accessible and that address the interest and needs of the USW represented employees.

Prospective Instructor:
Thank you for your interest in teaching a course with Institute for Career Development. Please fill out the attached RFP packet to help us learn more about the customized, non-credit course, workshop, or seminar you wish to facilitate. 
Deadlines: ICD accepts open enrollment Proposals year-round. The deadline to submit Proposals for the next [Fall, Winter, Spring, Summer] catalogue is [DATE].
In addition to your written proposal, please include the following attachments:

____ Resume of all potential presenters/instructors
____ Course Syllabus or outline of course sessions

____ Samples of workshop handouts/contents (if available)
Please return the completed RFP and required documents via email or mail to:

USW/Company-Site Career Development Program
Attn: Coordinator
Email: xxx@xxx.xxx
Phone: XXX-XXX-XXXX
Instructions: Please fill out the RFP completely and attach any supporting materials (e.g. notes, lesson plan, articles, etc.) as well as your resume. If you are submitting a Proposal for more than one course, please fill out a separate RFP for each individual course.
Your proposal will be scored based on the points indicated for each section. 25 points are possible.
The Proposal is not a contract.  ICD is under no obligation to hire.
A. Background Information 

Name:









Phone:

Address:



Company (if applicable): 
Email:
Website (if applicable):

Type of provider (college, university, private or public institution, proprietary school, not-for-profit corporation, consulting firm, etc.):

Institutional accreditation and/or affiliations (if applicable):

B. Qualifications

What are your qualifications to instruct this course? 
What relevant experience do you have in leading workshops? 
Please include a brief instructor bio that can be used in the review process and in publications should your proposal be accepted and your course offered. 
C. Logistics

Where will your course take place?

____ Career Development Learning Center

____ Your Facility (specify):

____ Another Location (specify):

List any audio-visual requirements, facilities/space and resources needed for your presentation: 

D. Course Proposal 
Course Title:





Course Description: 
Please include a brief Course Description that can be used in the review process and in publications should your proposal be accepted and your course offered.

List 4-5 objectives that identify what attendees will learn:
Style of instruction to be used – check all that apply:
____ Lecture

____ Group Discussion

____ Hands-on Activities

____ Other: _____________________________________
Prerequisites:   

____ Yes
____ No

If yes, explain: 
Required safety materials or clothing:

Total classroom hours required to cover material:
Time length of each session in hours: 

Available Days: 

____ Monday 

____ Tuesday

____ Wednesday

____ Thursday

____ Friday

____ Saturday

Are you willing to offer shadow sessions to accommodate shift workers?

(example: offering the same content in both an a.m. and p.m. session, so a swing shift worker may attend whichever time fits his/her schedule that week)

____ Yes

____ No

Proposed Time of Session (check multiple boxes for shadow sessions): 
____ Morning

____ Afternoon

____ Evening

____ All Day

Maximum number of participants: 

Minimum number of participants (ICD policy requires a minimum of 5 to run the class):
Basic Skills – ICD policy states that 4 of the following 14 basic skills must be covered in your class. Please indicate which will be taught in your class, and how that skill is used. 
· Learning to learn

· Reading

· Writing

· Computation

· Listening

· Problem Solving

· Oral Communication  



· Creative Thinking

· Motivation

· Interpersonal skills

· Negotiating Skills

· Team Work

· Leadership

· Information Technology

E. Cost
Please detail how the cost of your course will be calculated. Choose one of three options:

Option One:  Hourly Rate

Instructor Cost Per Hour:

Number of Instructor Hours:

Books/Materials/Supplies:

Total Course Cost:

Option Two:  Flat Rate
Instructional Costs:

Books/Materials/Supplies:

Total Course Cost:

Option Three:  Per Participant Rate:

Instructional Cost Per Student:

Books/Materials/Supplies Per Student:

Total Cost Per Student:

What supplies/materials will be required for students to purchase? Please include cost.
Please return the completed RFP and required documents via email or mail to:

USW/Company-Site Career Development Program

Attn: Coordinator

Email: xxx@xxx.xxx
Phone: XXX-XXX-XXXX
