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Statement of Work Instructor Led Training Exhibit – HR Training


PURPOSE OF THIS STATEMENT OF WORK:

This statement of work (SOW) covers the Supplier’s engagement to provide Services to ES-CSC pursuant to the

terms and conditions of the certain agreement between [image: image1] [ES-CSC entity, such as ES-CSC Company] (“ES-

CSC”) and [image: image2] (“Supplier”), dated [image: image3], Contract Number [image: image4] (“Agreement”). All defined terms used in this SOW and not otherwise defined will have the same meaning as in the Agreement.

1. GENERAL Description/Purpose
2. DELIVERABLES

A.  Specification for Deliverables

· Delivery of training will take place during regular business hours and instructor should be available up to one hour before class start time for pre-class preparation and up to one hour after normal class completion time for answering questions from participants. “Normal business hours” vary from location to location, but are usually approximate to the 8:30 to 5:00 pm timeframe. Exact starting and ending times are to be determined event-by event. Deliveries may take place at ES-CSC’s facilities, or at an offsite location such as a hotel or conference center. Classes will be scheduled based on ES-CSC’s needs. There are no guarantees that ES-CSC will use any of this time, but we agree to provide sufficient notice to Supplier.

· After Class Support. After completing a training session, an ES-CSC learner can phone or e-mail instructors during normal business hours at no charge for assistance on any function covered in that training session. Instructors will respond within 24 hours of the call. There will be no additional charge to ES-CSC for this service.

· Alternate Delivery Methodologies. The courses are currently designed as classroom based training. However, ES-CSC has the prerogative to require their conversion to delivery through alternate methods (e.g. virtual classroom, web-based instruction) as feasible, or to take advantage of new training methods and tools that the Supplier develops.

· Illness of Instructor. An instructor acceptable to ES-CSC will be available to deliver training in the event of an unplanned absence, at no additional cost to ES-CSC. Supplier will inform ES-CSC immediately and confirm whether or not a qualified replacement instructor is available.

Replacement Instructor Available

o Instructor is available and session date and time is unchanged, Supplier will invoice for session. Cost of additional flight (s), accommodation, transport, etc. of the replacement instructor will be borne by Supplier.
o If the session date is unchanged, but the start time must change, Supplier will invoice ES-CSC for 50% of the course fees. The remaining 50% will be used to offset direct costs incurred by ES-CSC
Replacement Instructor NOT Available

o Work with ES-CSC to inform delegates, organizers of the cancellation.
o If direct cost (to attend the session) is incurred and is unrecoverable, Supplier will be liable for a maximum amount of the course fee as compensation for session specific non-
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recoverable costs.

o Suppliers incurred travel costs will not be charged to ES-CSC.
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B.
Deliverable Pricing
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	(Add additional lines as necessary)
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C.  Known Pre-Approved Expenses.

The following expenses are hereby pre-approved, subject to compliance with the additional requirements of this Section. Supplier acknowledges that reimbursement shall be limited to expenses actually incurred. Additional expenses may be approved during the course of this statement of work subject to the requirements of this Section 3.0
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Add additional lines as necessary

3. LOCATION OF WORK

It is difficult to state in advance where deliveries may be required, because they may be needed anywhere within ES-CSC. To the best of ES-CSC’s knowledge, deliveries are likely to take place in the following country locations:

•

Supplier must take into account country laws (e.g. register to pay VAT/GST taxes) when forming agreements with ES-CSC.

4. QUALITY OF WORK

ES-CSC will measure the quality of the supplier delivery using the feedback from participants collected in the Global Evaluation Process with the MTM tool.

The measure used is the number of” Overall Satisfaction Instructor” ratings on level 5 and 4 divided by the number of responses, expressed as a percentage. The following ratings will apply:

· 100% - 85%: Satisfactory performance

· 84.9% - 70%: Average performance – improvement is required
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· 69.9% and lower: Does not meet requirements, immediate action is required

· For training that is delivered to individual contributors, materials should be available in the following languages: TBD

· Instructors should be available to deliver classroom courses in these languages as well.

· Supplier to take into account diversity issues where appropriate.

Supplier understands cultural implications for those countries where they deliver solutions.

5. ES-CSC’S PROJECT MANAGER & CONTACT FOR NOTICES:

ES-CSC’s Project Manager will be the person authorized to act as the primary point of contact for ES-CSC, who will be responsible for acceptance/rejection of project Deliverables, and for questions concerning purchase orders. Notice(s) from Supplier under this statement of work should be sent to L & D and GP.

Name:


Phone Number:


Fax Number:


E-mail Address:


Address:


ES-CSC Global Procurement contact:

Name:


Phone Number:


Fax Number:


E-mail Address:


Address:


6. SUPPLIER’S PROJECT MANAGER:

Supplier’s Project Manager will be the person authorized to act as the primary point of contact for Supplier and will be responsible for Supplier’s performance under this statement of work, and to receive Notice(s) from ES-CSC under this statement of work.

Name:


Phone Number:


Fax Number:


E-mail Address:


Address:


7. PERSONNEL:

Supplier is responsible for ensuring that:


ES-CSC Confidential

Page – 2

· A process for certification of instructors is in place

· Class auditing is in place to assess and ensure the quality of instruction

All personnel or Subcontractors have security clearance to instruct on an ES-CSC site.

8. ADMINISTRATIVE/BILLING REQUIREMENTS

· ES-CSC uses a standard on-line survey instrument for Level 1 evaluations. Supplier should remind learners that they will be receiving an email with a direct link to the survey instrument. Suppliers should encourage the learners to complete the survey. Suppliers will have ability to review submitted feedback within one week after course completion.

· Supplier invoices must be sent directly to ES-CSC finance (location specified on the Purchase Order) following delivery, not to exceed 60 days after delivery.

· Supplier will fax/email a copy of all invoices to the Project Manager.

o  Upon notification by ES-CSC Finance, Supplier is expected to transition from submission of paper invoices to submission via the Open Business Exchange (ob10) electronic invoice delivery network.

o   Invoices must include the following fields in order for it to be approved for payments.

· Invoice Number
· Date
· Purchase Order Number
· Discreet Project Number (DPN), if applicable
· Remit to Address
· Bill to Address
· Ensure the following descriptive text fields are completed

o ES-CSC Class Title, Class Date, Location (physical location or virtual) o Number of Students

o   Instruction Fees

o ES-CSC discount (if applicable) - if tiered volume discount is used, must include information on the number of classes and the price range: (example: class #7 of 10 @ $2000 per day)

o   Class Materials Fee (If separate from Instruction fee)

o   Reimbursable Travel Expenses – MUST BE ITEMIZED BY CATEGORY

· Airfare
· Lodging
· Food (sum, not individual meals)
· Rental Car Expenses
· Miscellaneous (if any)
o VAT/GST invoicing;
· Net amount, VAT and gross amount
· VAT percentage
· Other commercial terms
· Reason for exemption, if no VAT is charged
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· VAT identification number
[The fee for Supplier’s work should include any VAT costs expected. For ease of determining the appropriate price, ES-CSC will accept the use of average VAT rates per major region. The average rates that are currently accepted by ES-CSC are EMEA 20%, LAR 18% and AP 12%.]

· A list of participants will be sent to Supplier for use in registering and scheduling participants into specific workshops.

· Local instructors must be used to reduce travel costs whenever possible.

· ES-CSC to review and approve interim work products within ____ business days.

· ES-CSC to review and approve final Deliverables within ____ business days.

· Supplier must ship classroom materials, handouts, etc. directly to the delivery location.

· Supplier is responsible for return shipment of unused materials.

9. EQUIPMENT REQUIREMENTS

· Supplier will update master copy of training course materials and provide to ES-CSC.

· The Supplier will provide overhead slides for each training event and pens, tape, and other small items needed by trainers.

· ES-CSC will provide an overhead projector, proxima, flip charts, and arrange for the booking, set up and cleanup of training rooms at the prospective sites.

· ES-CSC will be responsible for payment of itemized catering expenses provided at ES-CSC sites.

· ES-CSC will be responsible for payment of fees to rent equipment necessary to conduct the program at ES-CSC sites.

10. INFORMATION REQUIREMENTS

All Information provided to the Supplier prior to course delivery as well as any confidential ES-CSC information that the Supplier may learn during the course of training development and/or delivery will be considered ES-CSC private, both hardcopy and electronic.

11. TRAVEL

In accordance with ES-CSC standard business practices, ES-CSC agrees to pay Coach (economy) class travel costs booked as far ahead of the departure date as possible to ensure the lowest possible fare. Higher priced tickets for direct flights will not be allowed unless a business need is present and the change is pre-approved by ES-CSC. ES-CSC will also pay for the following expenses:

· Reasonable hotel accommodations.

· Reasonable meals for the instructor.

· Rental car fees for a standard mid-size vehicle & gas.

· Reimburse for mileage at the current mileage rate if using personal car versus a rental car. (These are the only expenses related to travel that will be reimbursed.)

Note: It is expected that the Supplier utilize similar hotel accommodations as are expected from ES-CSC employees.

· When necessary, Supplier is expected to fly to and from training venues at night and on weekends. Supplier will not be compensated for travel days, only for instruction days.

Note: ES-CSC would like prior discussions with Supplier if using an out of town instructor requiring airfare for a locally delivered course. In these cases, a written estimate for all travel, food and lodging expenses may be necessary.
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(If applicable)

In accordance with ES-CSC’s Standard Business Practices, invoices should itemize travel costs into the following categories, with receipts numbered and matched to the relevant travel category:

•
Airfare



•  Hotel



• Car rental/gas/



• Food



•
Misc.

parking fees

Receipts for expenses under $75 are encouraged. Receipts for expenses over $75 are required. The total amount of expenses without receipts may not exceed $75 per trip. Itemized hotel bills should be submitted.

12.  SIGNATURES

This SOW may be executed in counterparts and by electronic signature and may be delivered by facsimile and/or electronic transmission. Each counterpart will be deemed an original but all counterparts together will constitute one and the same instrument.

AGREED TO:


	Supplier Entity Name
	ES-CSC Entity Name


	Authorized Representative
	
	Authorized Global Procurement Representative

	
	
	

	Date
	
	Date

	
	
	

	Printed name
	
	Printed name

	
	
	

	Title
	
	Title
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