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Once the training vendor interviews are completed, the team should have detailed notes that describe the capabilities of all the companies. These notes are probably in a format that the members of the team can use to compare capabilities and costs. 

Once the analysis and interviewing is completed, the team should meet to evaluate the information gathered and make a recommendation of which vendor, or vendors, will be utilized in the future. The purpose of this document is to describe the overall findings of the assessment and how the overall conclusions were reached. The information in this document should lead the reader through the thought process that ultimately concludes with the recommendation at the end of this report. (Remove this comment section from final document.)

Overview

The Overview provides background of the entire initiative and why it is being executed. The Overview also provides context for the purpose of this vendor evaluation. Much of this information can be copied from prior documents (Remove this comment section from final document.)

 Approach

Describe how you performed the vendor assessment. Discuss who you talked to, who provided input, what historical documents were utilized, what techniques were used, etc. (Remove this comment section from final document.)

Company Backgrounds

Provide a high-level overview of each company. Similar companies can be grouped together. Point out areas that you consider strengths and weaknesses. (Remove this comment section from final document.)

Curriculum Summary

Describe the overall curriculum of the companies and note if it generally meets our needs. Also note if the vendors have a specific project management methodology, or if they support certain methodologies. (Remove this comment section from final document.)

Delivery Options

Provide information on the ways that each vendor can deliver the training content. This might be instructor-led classes, computer-based training, webinars, etc. (Remove this comment section from final document.)

High Level Training Costs

Provide some details on the overall costs for each vendor. The costs may be made up of many details, and the details are not important at this point. The vendors may have many pricing options. Note here the general costs you would expect to pay to meet your needs. (Remove this comment section from final document.)

Other Vendor Capabilities

If there are other areas that are important to your evaluation, they can be broken out into separate sections. The remaining factors that are not as important can be summarized here. This includes customization capabilities and costs (if applicable), certification options, language availability and other miscellaneous information. Typically this information would be of interest to the reader, but would not necessarily drive the final recommendation. (Remove this comment section from final document.)

What is Important to Us?

After describing the overall capabilities of the vendors, it is important to put some perspective on the evaluation. This is done in this section by describing what areas are most important to you. Describe the areas that were most important to least important, and why. (Remove this comment section from final document.)

Overall Recommendation

The high-level information on vendor capabilities, along with the context of knowing the overall priorities from the prior section, should lead to a recommendation here. Make the recommendation and then provide some final justification. This recommendation could involve one or more vendors, or it could involve none. (Remove this comment section from final document.)
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