Training proposal: course title [ text in blue to be edited]
Definition of the problem / challenge: e.g. the telesales team have low morale and sales figures are 40% down on this time last year OR Recent redundancies in the finance department have lead to high levels of stress and debtor days up by 15% OR My new responsibilities require a complete overview of the HR function and the most important elements of employment law 

Proposed solution:
1. Course title:
· Is this course accredited by an industry body or academic institution?
· Does it lead to a recognised qualification?
2. Training provider: 
· Why are they the most appropriate provider for your training?

· Show that you have researched other options and how you reached a conclusion

3. Location:
· Is the course face-to-face or e-learning, in-house, distance learning or part of a blended learning programme?
4. Cost:
· Does this include VAT?
· Are there any discounts available?
· Could you draw on any government funding?
· Are there any other hidden costs such as travel, accommodation, books?
5. Duration
6. Name of delegate

7. Time required out of office
· What is the opportunity cost of attending this course? 

· Could it be delivered any other way to reduce time out?

Now select key benefits to your organisation and evaluate the anticipated return. You could choose from this list, or make up your own.
	Value summary: Course title 

	Anticipated benefit if quantifiable (£ or % change)

	Improve profitability:
e.g. increase sales / market more effectively / acquire and retain more customers / improve customer lifetime value / climb the search engine rankings / maintain cash in the organisation through efficient credit control / secure valuable PR / revise and streamline business model
	

	Build more effective working practices

e.g. recruit and retain the right people in the right jobs / keep the office running smoothly / implement, increase and maintain efficient systems and processes / improve creativity and innovation / seek out opportunities and look for new potential markets / improve understanding and communication between departments / evaluate and capitalise on areas of growth / share best practice by building network of contacts in your industry / effective budgetary control and intelligent use of resources
	

	Reduced spend

e.g. cut costs / negotiate harder on prices / be able to take on extra tasks in-house / bring in projects on time and to budget / avoid expensive mistakes / 
reduce staff turnover & absenteeism / cut your risk of litigation (e.g. from employment tribunals or health and safety incidents) / save money by going green / help staff work cross-functionally and be more flexible
	

	Maintain quality standards
e.g. produce more accurate reports / improve the public image of your  company / standardise quality processes / more open communication channels / bring back best practice methodology and techniques
	

	Boost morale

e.g. maintain motivation in the team or department or organisation / improve team cohesion / improve staff loyalty and discretionary effort / create a culture of lifelong learning and innovation / help managers to inspire their teams / make sure talent is effectively managed / have staff build their careers with professional qualifications / encourage peer-to-peer learning and knowledge-sharing to improve skills across the organisation
	


Summary of proposal and estimated return
e.g. "We are currently wasting five working days every month manually processing reports. This Excel course will allow us to automate reports, saving £8k of business time in a year." 

e.g. "This programme for first line managers will help us reduce staff churn by 25%, saving us £15k annually in recruitment fees." 

e.g. "Investing in this training programme for our customer service team will cut client complaints by 50% and improve staff morale."
