DRAFT TERMS OF REFERENCE 

Training session small internal 2Value 

April 2012

1. Introduction/Background 

2Value trains associate using available knowledge in the group. 

2. Objectives of the Assignment 

(a) Find people that want the training XXXXXXXXXX

(b) Organise XXXXXXXXXX and assign trainer

(c) Guide the event

Intended Assignment Results

For objective (a)

a.1 Preselect 20 associates and other interested experts, find 8 participants willing to pay the fee. The Fee is cost of trainer, cost of location / coffee and the cost of the organiser (this ToR) divided by number of participants.

a.2 Manage expectations of the participants and brief the trainer.


For objective (b) 

b.1
See [[URL wiki Small Session]].

For objective (c) 

c.1
See [[URL wiki Small Session]].

3. Task and Activities 

For Result (a)

1. Abstract from [[URL wiki Small Session]].

2. …

3. ...

4. Follow up questions from participants visited and reconfirm their presence. 

5. Billing and Pre-Payment of bills

For result (b) 

6. Meeting / training

7. Report on findings (pre-selection audit form) per participant visited (form)

Time schedule training

Expert Team 

Max Verloop – Organiser 

YYYYYYYYYY - trainer

Reporting 

A report following each training will be submitted to 2Value's servicetool within 2 weeks after completion of the training. A proposed reporting structure is provided below. 

Reporting Structure:

1. General report with: 

· Participants in CRM

· Schedule of training

· General remarks, comments and observations 

· Invoices (link to Moneybird)

· Specific remarks, comments, observations on individual basis.

· Results Achieved and Conclusions (Including information on deviations from the intended results as per the ToR, if any)

2. Follow up suggestions of this training and / or this ToR

