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March 2, 2011
NASA Glenn Research Center

Human Capital Development Branch

Return Completed Proposal to Jennifer.L.Budd@nasa.gov 

Proposal Template


	Company Name
	      
	Telephone Number
	     

	Contact
	     
	Address
	     

	City 
State
	        
     
	FAX Number
	     

	Zip
	     
	Vendor E-mail Address
Vendor Website

	     
     


	Vendor CAGE Code Required

I do not have a CAGE Code?  Go to this website:  http://www.ccr.gov/vendor.asp  
The Commercial and Government Entity (CAGE) code is a five-character ID number used extensively within the Federal Government


	Vendor, enter your CAGE Code number here 
KRED #
NASA enters this number
	     
     


	Cost:  $      

	Target Audience: All NASA Glenn Employees

	Course Name:       

	Course Begin Date

     
	Course End Date

     


	Vendor has a General Services Administration (GSA) contract?              
 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 No



If yes, enter GSA contract number here:                                        
	Number of Training Days

1 DAY  FORMCHECKBOX 
    2 DAYS  FORMCHECKBOX 
    3 DAYS  FORMCHECKBOX 
    OTHER      


	Section 508 Compliant Required:  
 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 No 

Section 508 is a part of the Rehabilitation Act of 1973 which requires that electronic and information technology developed, procured, maintained, or used by the Federal government be accessible to people with disabilities.  A quick list of Section 508 Rules:  http://www.niehs.nih.gov/websmith/508/rule.htm

	1. The proposal covers up to how many participants?
a. 5 FORMCHECKBOX 
   10 FORMCHECKBOX 
   15 FORMCHECKBOX 
  20 FORMCHECKBOX 
   25 FORMCHECKBOX 
   30 FORMCHECKBOX 

b. Other       
2. Maximum Number of Employees

a. 10 FORMCHECKBOX 
   15 FORMCHECKBOX 
  20 FORMCHECKBOX 
   25 FORMCHECKBOX 
  30 FORMCHECKBOX 
   35 FORMCHECKBOX 

b. Other       
3. Minimum Number of Employees

a. 5 FORMCHECKBOX 
  10 FORMCHECKBOX 

b. Other       
4. Cost for additional Participants

a.      
5. Cancellation Policy

a.      

	Course Information

1. Course Name

a.      
2. Course Date

a.      
3. Start Time:

a.      
4. End Time

a.      
5. Presenter (s)

a.      
b.      
6. Course Description

a.      
7. Course Objectives
a.      
8. Who Should Attend
a.      
9. Course Materials:

a.      
10. Training Methodology

a.      

	Training Location:
Name                               
     
Address                           
     
City                                  
     
State                               
     
Zip Code                                  

     
Phone Number               
     
Room                              
     
	Equipment Needed: (Check all that applies)

 FORMCHECKBOX 
 One table for vendor area

 FORMCHECKBOX 
 Instructor will bring laptop

 FORMCHECKBOX 
 Instructor will bring projector

 FORMCHECKBOX 
 Computer

 FORMCHECKBOX 
 LCD Projector

 FORMCHECKBOX 
 Projection screen 

 FORMCHECKBOX 
 Overhead Projector

 FORMCHECKBOX 
 VCR and monitor

 FORMCHECKBOX 
 Newsprint Pads on Easels.  How Many?       
 FORMCHECKBOX 
 Whiteboards can be used in place of the Newsprints   FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO

 FORMCHECKBOX 
 Markers

 FORMCHECKBOX 
 Power strip and extension cord

 FORMCHECKBOX 
 Microphone   FORMCHECKBOX 
 Handheld  FORMCHECKBOX 
 Cordless  FORMCHECKBOX 
 Lectern

 FORMCHECKBOX 
 Ice Water and glass for vendor 

Ice Water and glass are provided if the training is held offsite

 FORMCHECKBOX 
 Other      

	INSTRUCTORS

List only the instructors who will conduct the training if the contract is awarded.

Presenter Name
     
Presenter Biography
     
Presenter Name

     
Presenter Biography

     

	1. Highlight any special features or “neat things” about the program 

a.      
b.      
2. Has the vendor provided the training your bidding on at other NASA Centers?

a.  FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 No 

b. If  yes, which Center, (Click in the Gray Box)
 FORMCHECKBOX 
 Headquarters – Washington, DC

 FORMCHECKBOX 
 Ames Research Center – Moffett Field, CA

 FORMCHECKBOX 
 Goddard Space Flight Center – Greenbelt MD

 FORMCHECKBOX 
 Jet Propulsion Laboratory – Pasadena, CA

 FORMCHECKBOX 
 Lyndon B. Johnson Space Center – Houston, TX

 FORMCHECKBOX 
 John F. Kennedy Space Center –FL

 FORMCHECKBOX 
 Langley Research Center – Hampton, VA

 FORMCHECKBOX 
 George C. Marshall Space Flight Center – AL

3. What, if any proprietary training materials are used for this training at various NASA Centers?
a.      
b.      



Request for New/Change Procurement KRED / Vendor Master Record
The following form is required for the creation of a new vendor or requesting a change to an existing vendor master record:
	Type of Industry – Hubzone?         FORMCHECKBOX 
 YES         FORMCHECKBOX 
 No
	

	Type of Business (Check only one)
	 FORMCHECKBOX 
 Education-HBCU, State/Local Government Controlled

	 FORMCHECKBOX 
 Business–not otherwise classified
	 FORMCHECKBOX 
 Education-Minority, Privately Controlled

	 FORMCHECKBOX 
 Business -Disadvantage
	 FORMCHECKBOX 
 Education-Minority, State/Local Government Controlled

	 FORMCHECKBOX 
 Business-Disadvantage, Veteran
	 FORMCHECKBOX 
 Education-Privately Controlled-not HBCU/Minority

	 FORMCHECKBOX 
 Business-Disadvantage, Veteran, Svc Disabled
	 FORMCHECKBOX 
 Education-State/Local Government Controlled – not HBCU/Minority

	 FORMCHECKBOX 
 Business-Disadvantage, Woman owned
	 FORMCHECKBOX 
 Federal Government

	 FORMCHECKBOX 
 Business-Disadvantage, Woman owned, Veteran
	 FORMCHECKBOX 
 Foreign Government

	 FORMCHECKBOX 
 Business-Disadvantage, Woman owned, Veteran, Svc Disabled
	 FORMCHECKBOX 
 Hospital-Privately Controlled

	 FORMCHECKBOX 
 Business-Veteran
	 FORMCHECKBOX 
 Hospital-State/Local Government Controlled

	 FORMCHECKBOX 
 Business-Veteran Svc Disabled
	 FORMCHECKBOX 
 Nonprofit-JWOD

	 FORMCHECKBOX 
 Business-Woman owned
	 FORMCHECKBOX 
 Nonprofit-Minority

	 FORMCHECKBOX 
 Business-Woman owned, Veteran
	 FORMCHECKBOX 
 Nonprofit-not Minority or JWOD

	 FORMCHECKBOX 
 Business-Woman owned, Veteran, Svc Disabled
	 FORMCHECKBOX 
 State/Local Government-Other

	
	Other:       


Seating Arrangements
Cabaret




Cafe





Cinema
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  [image: image2.png]Cabaret




   FORMCHECKBOX 
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   FORMCHECKBOX 
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    FORMCHECKBOX 





`

Classroom


`


Conference 



Forum
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   FORMCHECKBOX 
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  FORMCHECKBOX 
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   FORMCHECKBOX 


Other:       
NOTICE TO OUR VENDORS

Prior to or at the start of the scheduled course, please submit your invoice for payment.   

RESPONSIBILITY FOR COURSE MATERIALS

The vendor agrees, as a material term of this contract, that in presenting this course, no materials (including, without limitation, books, tapes, handouts, exercises, and vu graphs) will be exhibited or distributed that demean, or degrade any person or group of persons or that might be construed as unsuitable for use in a multicultural work environment. 

In order to assure a clear understanding of its responsibilities under this clause, as well as to maximize the responsiveness of the course to the Center’s needs, the vendor agrees that the presenter will discuss the course content with a contact person designated by the GRC Organization Development and Training Office, prior to the initial presentation of the course and prior to the initial introduction of any significantly different course materials in any subsequent presentation of the course.

The vendor also agrees to provide their GRC contact person a sample of the materials to be used in the course/class for review at least 3 weeks prior to the class.
ATTENDANCE

Instructors are required to record attendance sign-in at the beginning of each session and at 2:00 p.m. each day.  Attendance sheets will be provided by the Training Office for each morning and/or afternoon session.    

This is the usual lecture theatre arrangement, mimicking cinemas because the aim is effective one-way communication.





The large tables facilitate groups working together or re-arranging their seats to watch the front when required.





Cafés use this set-up because it optimizes interaction between 2-4 people at a table, while allowing staff to circulate.





Ideal for group work interchanging with all-group discussion or presentation with an instructor.   





Ideal for critical engagement between





Ideal for presentation to small groups where there mat be some interaction between staff and students. Collaboration between students is not encouraged.

















Proposal Template Developed for NASA Glenn Research Center
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