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Goddard Space Flight Center

Office of Human Resources

Checklist for Selecting Training Providers

The following items are those to be considered when interviewing vendors and evaluating their materials.  The list is not meant to be all-inclusive, nor will it be appropriate in its entirety for all types of training or development events.  It is intended to provide a framework for determining the quality of contractor services in terms of the effectiveness of the vendor organization, training design, instruction, and evaluation.  This form needs to be used when selecting any training providers and should also be used in conjunction with a Statement of Work (SOW).  This document must also be maintained in the Resources Folder.
	Title of Event
	     

	Company Information
	     

	Name
	     

	Address
	     

	Phone
	     

	Fax
	     


I. Organizational Considerations

a. Type

i.  FORMCHECKBOX 
 Minority
ii.  FORMCHECKBOX 
 Woman-owned

iii.  FORMCHECKBOX 
 Small and disadvantaged business

iv.  FORMCHECKBOX 
 Other (explain)

b. Competitive status

i.  FORMCHECKBOX 
 GSA schedule

ii.  FORMCHECKBOX 
 8(a)

iii.  FORMCHECKBOX 
 Other (explain)

c. Flexibility

i. Cancellation/Rescheduling:  2 weeks        Other      
ii. Number of participants:  minimum     ; maximum     
d. Reasonable Accommodations

How does your company support participants who may require reasonable accommodations (e.g., visually impaired, hearing impaired, etc.)?      
e. Costs
	i.
Instructor:
	     

	ii.
Travel:
	     

	iii.
Materials:
	     

	iv.
Facilities and equipment:
	     

	v.
Other (explain):
	     

	vi.
Total cost:
	     


f. References (metrics/past performance)
     
II. Design

a. Explain the design model used in the design of your product or service, including:

i. Methods
     
ii. Media (Section 508 compliant, for example)
     
iii. Incorporation of learning theory and styles
     
iv. Content validation (meets objectives, accuracy, supports job performance, etc.)
     
III. Instruction

Instructional techniques      
a. Materials available

 FORMCHECKBOX 
  yes

 FORMCHECKBOX 
  no

b. Ratio of lecture to participant activities     
c. Documentation of participant activities (e.g., case studies, scenarios, etc.)

 FORMCHECKBOX 
  yes

 FORMCHECKBOX 
  no

IV. Evaluation (only use Goddard evaluation form)
a. Types of evaluation used

i. Reaction (participant perception)

1.  FORMCHECKBOX 
  Objective-based

2.  FORMCHECKBOX 
  Quality of instruction

3.  FORMCHECKBOX 
  Facilities

4.  FORMCHECKBOX 
  Other (identify)
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