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Executive Summary

This proposal has been prepared for Ye Olde Sandwich Shoppe, Inc. in response to a Training Request for Proposal dated 12 February 2005. This proposal contains an overview of Performance Max Consultancy’s recommended training solutions, and will detail the products and services that will be designed and delivered, the proposed project schedule, the costs and resources needed to complete the project, and members of the project team.
Ye Olde Sandwich Shoppe, Inc. is dedicated to providing fresh, fast and wholesome food to its customers in an unusual yet relaxing environment. During the first quarter of the financial year, four newly opened shops suffered significant losses. A study revealed that food costs had outstripped average historical food costs and an analysis attributed the rising materials costs to rework of sandwiches. Complaints about inaccurate sandwich orders being delivered to customers in those four new stores were also three times higher than any of the other stores. In order to keep reworks to the minimum and ensure customer satisfaction, every Ye Olde sandwich must be made to order and meet the high standards of the shop. Therefore, all sandwich makers must be trained to prepare great sandwiches according to the customers’ specifications, from the freshest and highest-quality ingredients, whilst providing fast and friendly service. 

Performance Max Consultancy (PMC) has been a provider of training solutions for government agencies and prominent corporate companies for almost a decade. Located in Half Moon Bay, California, past clients include IBM, 3M, General Motors, Subway, Cheesecake Factory, Bank of America, U.S. Coast Guards, and the California Department of Education. Performance Max Consultancy is dedicated to providing our clients with training solutions of the highest quality at competitive prices.
Between 31 March and 18 July 2005 Performance Max Consultancy will design, develop, implement, and evaluate a two-hour Sandwich-Making Workshop for 72 sandwich makers, a two-hour Train-the-Trainer Workshop for 2-3 full-time staff of the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. to prepare them to conduct subsequent Sandwich-Making Workshops for future new stores of Ye Olde Sandwich Shoppe, Inc. Other project deliverables include:
· A Self Study Sandwich-Making Handbook for newly hired sandwich makers. 

· A Trainer Guide for the trainers (includes maintenance of training program).
· A Quick Reference Guide as job performance support to sandwich makers.
The project will begin no later than 31 March 2005, and end on 18 July 2005 after Performance Max Consultancy evaluates the effectiveness of the training and makes recommendations for improvement. Delivery of the Training Materials will be completed by 22 June 2005. Delivery of the Train-the-Trainer Workshop will be completed by 24 June 2005. Delivery of the two-hour Sandwich-Making Workshop will be completed by 26 June 2005. Evaluation of the Sandwich-Making Workshop and recommendations for improvement will be submitted to Ye Olde Sandwich Shoppe, Inc. by 18 July 2005.
The total cost of the design, development, implementation, and evaluation of the training program is US $69,731.83.
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Project Proposal for Ye Olde Sandwich Shoppe, Inc.

Project Overview and Rationale

This proposal has been prepared for Ye Olde Sandwich Shoppe, Inc. It contains an overview of the training solutions recommended by Performance Max Consultancy. The proposal will include a detailed description of the products and services to be designed and delivered in close consultation with Ye Olde Sandwich Shoppe, Inc., the proposed project schedule, the costs and resources required for project completion, and details of the project team members that have been selected to undertake the project.
Ye Olde Sandwich Shoppe, Inc. is dedicated to providing fresh, fast and wholesome food to its customers in an unusual yet relaxing environment. Founded five years ago, Ye Olde Sandwich Shoppe, Inc. has grown into a Bay Area favorite, and has stores in San Francisco, Daly City, Oakland, Half Moon Bay, and San Jose. 
Six months ago, four new stores were opened in San Francisco, Oakland Hills, Emeryville and Palo Alto at a cost of over $30 million dollars. These four stores were on the average 37 miles or a 46-minutes drive from the Headquarters of Ye Olde Sandwich Shoppe, Inc. in Half Moon Bay. During the first quarter of the financial year, these four shops suffered significant losses. A study revealed that food costs had outstripped average historical food costs by nearly 15%, payroll for overtime pay was up by 5%, and material costs for serving equipment was up by 7%. A further analysis attributed the rising materials costs to rework of sandwiches, which had cost the company $158,900 in the last quarter. Complaints about inaccurate sandwich orders being delivered to customers in those four new stores were also three times higher than any of the other stores; and a total of $10,850 worth of direct refunds and complimentary sandwich cards had been offered to reestablish goodwill in the past quarter. If left unchecked, the potential annual losses from reworks and customer dissatisfaction at these four new stores could amount to $679,000.
Sandwich makers at the four new stores were wasting food in the preparation process of sandwiches as well as the preparation of inaccurate orders for customers. It was also revealed in the study that the rapid growth of the company had resulted in inadequate time for training before the new hires were put on the production line. This was further affirmed from exit interviews with sandwich makers where they felt inadequately prepared to deal with the orders that they were being asked to complete. They had only been shown a few basic things about Ye Olde’s process prior to being scheduled to work on the production line. 
In order to keep reworks to the minimum and ensure customer satisfaction, every Ye Olde sandwich must be made to order and meet the high standards of the shop. Therefore, all sandwich makers must be trained to prepare great sandwiches according to the customers’ specifications, from the freshest and highest-quality ingredients, whilst providing fast and friendly service. 
Project Goals and Objectives

Project Goal
Between 31 March 2005 and 18 July 2005 Performance Max Consultancy will design, develop, implement, and evaluate a two-hour Sandwich-Making Workshop for 72 new sandwich makers consisting of a self-instructional Sandwich-Making Handbook and a Quick Reference Guide, and a two-hour Train-the-Trainer Workshop for 2-3 full-time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. Included in the Train-the-Trainer package would be a comprehensive Trainer Guide that encompasses all the lessons to be covered in the Sandwich-Making Workshop as well as the processes and procedures required to maintain and update the training program. 
Project Purpose

The purpose of the two-hour Sandwich-Making Workshop is to afford all sandwich makers the opportunity to practice their sandwich-making and customer service skills under the supervision of an expert sandwich maker and their respective store managers.  This workshop is meant to supplement the basic training that they would have received initially upon hire. The current basic training provided by Ye Olde Sandwich Shoppe, Inc. consisted of an explanation of the store policies and procedures by the store managers, followed by a brief description of the ingredients of each sandwich and demonstration of the sequence of putting the key ingredients on several of the shop’s classic sandwiches by an experienced sandwich maker. Following which, each new hire got to prepare one of the shop’s classic sandwiches with feedback from the experienced sandwich maker. During the first couple of days on the job, each store manager would keep an eye on the new hires but there was nothing formal about the process. To enhance the basic training that they would have gotten, the Sandwich-Making Workshop would be designed to provide sandwich makers with sufficient guided practices on sandwich-making and role-plays of customer service situations so as to facilitate their development of the necessary skills to prepare sandwiches according to Ye Olde’s winning recipes or the customization of sandwiches to satisfy customers’ requests, all in a timely fashion.  
The purpose of the Self Study Sandwich-Making Handbook is for sandwich makers to study the recipes and preparation of the ten classic Ye Olde sandwiches and five salads in preparation for the Sandwich-Making Workshop. Topics covered in the Self Study Sandwich-Making Handbook would focus on the ordering process at Ye Olde Sandwich Shoppe, food preparation process, recipe for all the ten classic sandwiches and five salads, and the sandwich and salad assembly processes.  
The purpose of the Quick Reference Guide is to be a job performance aid for sandwich makers in the preparation of sandwiches and salads made to Ye Olde’s unique recipes or customers’ personal specifications. The job performance aid would consist of pictures and recipes of the ten classic sandwiches and five salads, with special emphasis on the presentation style. The Quick Reference Guide would be presented on durable laminated post-card sized binders that could be carried in the pockets of the users, and utilized on the production line without fear of damage or stains during the preparation process. This could also serve as an On-The-Job training aid for new hires in the absence of formal training for whatever circumstances. It could also serve to refresh existing sandwich makers on the standards and presentation style expected of every Ye Olde sandwich and salad that would ensure full customer satisfaction.
The purpose of the Train-the-Trainer Workshop is to prepare 2-3 full-time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc., to conduct subsequent Sandwich-Making Workshops for the sandwich-making staff of any new stores in future. The comprehensive Trainer Guide would include all the content currently found in the Store Manager’s Instructor Guide such as store policies and procedures, as well as the inclusion of the topics to be covered in the Self Study Sandwich-Making Handbook. In addition, processes and procedure required to maintain and update the training program in future would be included in the workshop and appended in the Trainer Guide.
Target Population
The target population for the two-hour Sandwich-Making Workshop, Self Study Sandwich-Making Handbook and Quick Reference Guide is the 72 sandwich makers from the 4 newly opened Ye Olde Sandwich Shoppes in the Bay Area, California. The shops are located in San Francisco, Oakland hills, Emeryville, and Palo Alto; all of which are on the average 37 miles or a 46-minutes drive from the Headquarters of Ye Olde Sandwich Shoppe, Inc. in Half Moon Bay. There are between 9-18 sandwich makers in each store spread over three shifts to cater to the breakfast, lunch and dinner services. These sandwich makers are responsible for the preparation of the sandwiches and salads according to the high standards of Ye Olde’s unique recipes, as well as be responsive to the special requests of the customers, all in a timely fashion. They would have received some basic training initially upon hire which consisted of an explanation of the store policies and procedures by the store managers, followed by a brief description of the ingredients of each sandwich and demonstration of the sequence of putting the key ingredients on several of the shop’s classic sandwiches by an experienced sandwich maker. Following which, each new hire would get an opportunity to prepare one of the shop’s classic sandwiches with feedback from an experienced sandwich maker. As such, the Sandwich-Making Workshop was meant to complement this basic training that they received as explained in our project purpose. Most of the sandwich makers are also full-time students at the local colleges residing in close proximity to the respective stores.
Another target population for the Quick Reference Guide is the existing sandwich makers in the rest of the Ye Olde Sandwich Shoppes spread around San Francisco, Daly City, Oakland, Half Moon Bay, and San Jose. The Quick Reference Guide was meant as a job performance aid for sandwich makers in the preparation of sandwiches and salads made to Ye Olde’s unique recipes or customers’ personal specifications. Experienced as they might be, it would still serve as a handy job aid for these sandwich makers to have with them in case of a need to show the ropes to a new hire, or a memory slip from time to time.

The target population for the two-hour Train-The-Trainer Workshop and the Trainer Handbook is the 2-3 full-time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. in Half Moon Bay. This would prepare them to conduct Sandwich-Making Workshops for the sandwich-making staff of any new stores of Ye Olde Sandwich Shoppe, Inc. in the future. These trainers should have an in-depth understanding of the company and store policies and procedures, and have attended the Disney Institute’s “Be Our Guest” program in Orlando, Florida. They would be responsible for the conduct of future Sandwich-Making Workshops, aided by the Store Managers and experienced Sandwich Makers during the session.
Terminal Performance Objective

As a result of the training, the new sandwich makers will be able to:
1. Make the sandwiches and salads according to Ye Olde Sandwich Shoppe recipes correctly and timely, all the time. Topics to be covered include:
· Ordering process at Ye Olde Sandwich Shoppe 

· Food preparation process

· Recipe for all the ten classic sandwiches and five salads 

· Sandwich and salad assembly processes

2. Make the sandwiches and salads according to customer’s request correctly and timely, all the time. Topics to be covered include:

· Ordering process at Ye Olde Sandwich Shoppe 

· Food preparation process

· Sandwich and salad assembly processes

· Customer Care and Services Techniques

After attending the Train-the-Trainer Workshop, the 2-3 full-time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc., will subsequently be in charge of the Sandwich-Making Workshop for the staff of any new Ye Olde Sandwich Shoppe, Inc. shops. They will be able to train and assess the newly hired sandwich makers in the performance of the objectives listed above, and maintain and update the training program in the future.

After reviewing the Quick Reference Guides, all sandwich makers regardless of experience will know the types of sandwiches and salads offered in Ye Olde Sandwich Shoppes, Inc. and the recipes and style of presentation required of the sandwiches to ensure full customer satisfaction.

Deliverables

The outcomes of this project as agreed upon by representatives of Ye Olde Sandwich Shoppe, Inc. and Performance Max Consultancy are as follows:
1. A two-hour Sandwich-Making Workshop incorporated with role plays and hands-on practice sessions, complemented with a Self Study Sandwich-Making Handbook.  The following topics will be covered:

· Ordering process at Ye Olde Sandwich Shoppe, Inc. 

· Food preparation process

· Recipe for all the ten classic sandwiches and five salads 

· Sandwich and salad assembly processes

· Customer Care and Services Techniques

2. 85 copies of a Self Study Sandwich-Making Handbook for newly hired sandwich makers to partake in self-study and to accompany the two-hour Sandwich-Making Workshop. 

3. A two-hour Train-the-Trainer Workshop that will prepare 2-3 full-time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. to conduct the two-hour Sandwich-Making Workshop to newly hired sandwich makers of new Ye Olde Sandwich Shoppe, Inc. stores in future, and highlight the processes and procedures required for them to maintain and update the training program in the future.

4. 5 copies of a Trainer Guide for the trainers to accompany the two-hour Sandwich-Making Workshop. The Trainer Guide will encompass all the lessons to be covered in the Sandwich-Making Workshop as well as the processes and procedures required to maintain and update the training program in future.
5. 350 copies of a Quick Reference Guide to be used as a job performance aid for sandwich makers in the preparation of sandwiches and salads made to Ye Olde’s unique recipes or customers’ personal specifications. This would also act as an On-The-Job training aid for new hires in the absence of formal training for whatever circumstances and also serve to refresh existing sandwich makers on the standards and presentation style expected of every Ye Olde sandwich and salad that would ensure full customer satisfaction.

Project Activities and Timeline

To ensure that Ye Olde Sandwich Shoppe, Inc. receives the best training available, Performance Max Consultancy will adopt a systematic approach in designing, developing and delivering the most appropriate training to achieve your objectives. The project will be implemented in five phases over a four months period.
Phase I: Organize the Project Team, Data Collection and Analysis

Organize the Project Team

Upon winning the bid for the contract, a project team from Performance Max Consultancy consisting of a senior consultant, a highly experienced instructional designer, and an in-house media specialist will be formed to undertake the project. The senior consultant will be the project manager of the project team.
Data Collection and Analysis

To ensure accuracy and currency of the content to be taught, interviews would be conducted with subject-matter-experts, as identified by Ye Olde Sandwich Shoppe, Inc., in the fields of sandwich-making, store policies and procedures, and customer care and services as it is practiced at Ye Olde Sandwich Shoppe, Inc. Interviews with some store managers, experienced as well as inexperienced sandwich makers, would also be conducted to identify the types of knowledge and skills required of newly hired sandwich makers. 
Phase II: Design

Instructional designers and media specialists from Performance Max Consultancy will be working closely with Ye Olde Sandwich Shoppe, Inc. to identify the most appropriate media and delivery system to implement the training program. Based on the selected media and delivery mode, a blueprint for the Sandwich-Making Handbook, Trainer Guide and Quick Reference Guide will be developed. Assessment instruments will be developed to provide an objective evaluation of the learners’ performance.
Phase III: Development

Development of Draft Materials

Five copies of the draft Sandwich-Making Handbook and draft Quick Reference Guide, and a copy of the draft Trainer Guide will be prepared and delivered prior to 9 May 2005 for pilot testing to ensure that the materials are user-friendly. Based on the feedback obtained, the instructional materials will be revised prior to the production of the final products.
Testing of Draft Material

Performance Max Consultancy will conduct pilot tests on all our instructional materials with the full-time staff and some inexperienced sandwich makers provided by Ye Olde Sandwich Shoppe, Inc. The pilot testing will be carried out in two stages. The first stage will focus primarily on improving the instructional handbook. The second stage will involve two simulated workshops for the Sandwich-Making Workshop. The first simulated workshop will be led by trainers from Performance Max Consultancy to test the structure of the Sandwich-Making Workshop. The second simulated workshop will focus on the improvement of the Trainer Guide by utilizing a full-time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. to conduct the Sandwich-Making Workshop. This comprehensive pilot testing procedure will ensure that Ye Olde Sandwich Shoppe, Inc. receives effective and high quality instructional materials.
Revision of Draft Materials

Based on the types of feedback and results obtained from the pilot testing, the instructional materials will be revised prior to production of the final products.
Production of Master Copies of Instructional Materials

Once revision and updating of the Sandwich-Making Handbook, Trainer Guide, and Quick Reference Guide have been completed, Performance Max Consultancy will be working closely with various reputable vendors to develop the master copies of the instructional materials by 3 June 2005.
Production of Instructional Materials

To ensure that Ye Olde Sandwich Shoppe, Inc. receives the highest quality of instructional materials, production of the Sandwich-Making Handbook, Trainer Guide and Quick Reference Guide will be outsourced to a specialized printing company. Having established very good partner relationships with reputable printing and production companies, the savings from the highly discounted rates afforded to us will be passed on to our valuable clients.
Delivery of Instructional Materials

As requested by Ye Olde Sandwich Shoppe, Inc., 85 copies of the Self Study Sandwich-Making Handbook, 5 copies of Trainer Guide, and 350 copies of the Quick Reference Guide will be delivered to Ye Olde Sandwich Shoppe, Inc. by 22 June 2005.
Phase IV: Implementation

Deliver Sandwich-Making Workshop
As requested by Ye Olde Sandwich Shoppe, Inc., a two-hour Sandwich-Making Workshop will be conducted for the 72 inexperienced sandwich makers who will begin the self-study phase prior to 26 June 2005 so as to prepare them with sufficient knowledge and skills to meet the training objectives of being able to make the sandwiches and salads according to Ye Olde Sandwich Shoppe recipes or customers’ requests correctly and timely, all the time. 
Deliver Train-the-Trainer Course

A Train-the Trainer Workshop will be conducted on 24 June 2005 for 2-3 full-time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. This two-hour Train-the-Trainer Workshop will prepare them to conduct the two-hour Sandwich-Making Workshop to newly hired sandwich makers, and be familiar with the processes and procedures required for them to maintain and update the training program in the future.

Phase V: Evaluation

Performance Max Consultancy will conduct a post-implementation evaluation on the effectiveness of the Sandwich-Making Workshop as perceived by the participating sandwich makers within two weeks of them completing the course. The project will be officially closed by the submission of the final evaluation report by 18 July 2005. Any areas requiring improvement will be highlighted and possible solutions will be proposed in the final evaluation report.
Project Timeline
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Assumptions

The following section has been broken down into the five major phases to describe the key assumptions which Performance Max Consultancy deems are important to the success of this project.

Phase I

· Ye Olde Sandwich Shoppe, Inc. will provide three subject-matter-experts in the fields of sandwich-making, store policies and processes, and customer service respectively for Performance Max Consultancy to conduct a two-hour interview to obtain accurate and current content for the instructional materials for the Sandwich-Making Workshop.
· In addition, Ye Olde Sandwich Shoppe, Inc. will provide two store managers, two newly hired sandwich makers, and two experienced sandwich makers for a one-hour focus group on the needs and performance standards expected of the newly hired sandwich makers.

· Ye Olde Sandwich Shoppe, Inc. will provide a conference room for the interviews and focus group sessions when requested.

· The Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. will provide 2-3 full-time staff to be trained as Sandwich-Making Workshop Trainers for future 'new shops'.
· The Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. will provide three subject-matter-experts comprising of two experienced store managers, and an experienced sandwich maker for consultation with regards to store policies and processes, customer service techniques and the skills of sandwich-making the Ye Olde way.
· Customer dissatisfaction arose because of inaccurate orders, and not poor customer service of the store in general. Thus only training is required for Sandwich-Makers and not the rest of the staff in the store. 
· There was no mistake in the 'taking of orders' by the cashiers, as they would repeat the orders to customers prior to payment (as shown in the workflow diagram), thus fault lies in the sandwich-makers who prepared the sandwich inaccurately, for whatever reasons.
· The orders transmitted from Cashier to Sandwich-Makers' monitors is technically competent (nothing wrong with machine and process), thus errors are human in nature, by the sandwich-makers.
· The Headquarters of Ye Olde Sandwich Shoppe, Inc. in Half Moon Bay is central to all the four newly opened stores.. Distance of the 4 stores with respect to Half Moon Bay:
· San Francisco
- 37 mins, 30 miles
Palo Alto

- 34 mins, 27 miles
Emeryville

- 47 mins, 38 miles
Oakland hills

- 66 mins, 54 miles
· Average distance from HQ (Half Moon Bay) is 37 miles or 46 mins.
· The store opening hours are as such:
· Mon-Fri
: 0630-2100 hrs
· Sat 

: 0700-2100 hrs
· Sun 

: 0800-1800 hrs

· Sandwich-Making Workshop is on Sunday 1800-2000hrs.
Phase II

· There are 12 different types of bread that are neatly placed in labeled baskets in the sandwich production area, therefore we do not need to include pictures of them in the Quick Reference Guide.
· Representatives from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. will stick to the timelines scheduled for the review and revision of the project blueprints and draft instructional materials.
Phase III

· Ye Olde Sandwich Shoppe, Inc. will provide three inexperienced sandwich makers, three experienced sandwich makers, a store manager and a full time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. for the pilot test of the instructional materials. The pilot testing will be carried out in two stages. The first stage will focus primarily on improving the instructional handbook. The second stage will involve two simulated workshops for the Sandwich-Making Workshop. The first simulated Sandwich-Making Workshop will be led by trainers from Performance Max Consultancy to test the structure of the workshop. The second simulated workshop will focus on the improvement of the Trainer Guide by utilizing a full time staff from the Office of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. to conduct the Sandwich-Making Workshop.

· The pilot tests will be conducted in a conference room provided by Ye Olde Sandwich Shoppe, Inc. and would take two days. 

· Snacks and light beverage refreshment for participants in the workshops will be provided by Ye Olde Sandwich Shoppe, Inc.
· Ye Olde Sandwich Shoppe, Inc. will also provide all food materials and equipment for the conduct of the practical hand-on sandwich-making session during the workshops. 
Phase IV
· The sandwich makers would be provided overtime pay to attend the Sandwich-Making Workshop outside of working hours.
· The Sandwich-Making Workshops will be conducted on-site at the respective company stores.

· Snacks and light beverage refreshment for participants in the workshops will be provided by Ye Olde Sandwich Shoppe, Inc.
· Ye Olde Sandwich Shoppe, Inc. will also provide all food materials and equipment for the conduct of the practical hand-on sandwich-making session during the workshops. 

· 2 trainers from the of Human Resource and Training, Ye Olde Sandwich Shoppe, Inc. will conduct the workshops for 2 new company stores, while the workshops for the other 2 stores will be conducted by trainers from the project team of Performance Max Consultancy.
Phase V

· Evaluation of the effectiveness of the Sandwich-Making Workshop will be conducted 2 weeks after completion of the course on a sample size of half the trainees as facilitated by Ye Olde Sandwich Shoppe, Inc. The evaluation will take a week as trainees and their immediate supervisors would be sent electronic questionnaires in addition to observation of the sandwich makers at work. A final evaluation report would be the product at this stage to propose improvements to the Sandwich-Making Workshop if the need arises. 
Project Priority Matrix

The Project Priority Matrix is a tool for determining and managing the project priorities. There are three major components to any project: time (timeframe for the completion of the project), scope (the amount of content to be taught), and resources (funds, equipment, and people to achieve the project objectives). The constraint aspect must be met, as it is the client’s highest priority. The optimized aspect is considered less important, and the Performance Max Consultancy project team will do its utmost on this aspect, but will not compromise the constraint aspect to achieve it. Accept means Ye Olde Sandwich Shoppe, Inc. will accept Performance Max Consultancy‘ best performance on this aspect of the project, but understands that the constrained and optimized aspects take priority. It is not permissible to constrain all three aspects. The table below represents the project priorities as described by representatives of Ye Olde Sandwich Shoppe, Inc.
	PROJECT PRIORITY MATRIX

	
	Time
	Scope
	Resource

	Constrain
	X
	
	

	Optimize
	
	
	X

	Accept
	
	X
	


According to Ye Olde Sandwich Shoppe, Inc., time is constrained, resources are optimized, and scope is accepted. Performance Max Consultancy will conduct this project under the aforementioned priorities. Time will not be compromised, and all datelines must be met. If compromises need to be made, the Performance Max Consultancy project team will first look at the scope of the project, and make changes only upon clarification of the priorities and approval from Ye Olde Sandwich Shoppe, Inc.
Personnel

Performance Max Consultancy (PMC) is located in the Half Moon Bay, California. Started by three instructional designers in 1995, PMC became a leading human performance consulting company in the USA with five senior consultants, nine instructional designers, four media specialists, four graphics artists, and an array of administrative support staff. PMC has expertise in providing highly customized learning resources based on thorough analysis of performance problems clients confront. PMC has served a variety of clients in small businesses, food industries, government agencies, non-profit organizations; and has amassed an impressive list of satisfied customers such as IBM, 3M, General Motors, Subway, Cheesecake Factory, Bank of America, U.S. Coast Guards, and the California Department of Education. In addition, PMC has provided the learning resources for nation-wide franchise restaurants to train newly-hired employees, such as Long Horn, Golden Corral, Red Lobster, and Boston Market; and has recently provided consultancy to the Human Resources Department of Denny’s with regards to customer service and quality improvement. Equipped with the vast array of experience garnered from creating learning programs, particularly for big franchise restaurants, we are confident of providing YE OLDE SANDWICH SHOPPE, INC. with the best and most cost-effective training solutions.

Upon receiving the contract from YE OLDE SANDWICH SHOPPE, INC., three of our highly qualified staff will be assigned to the project on a full-time basis: Bryan Tan, Jing Wang and Sohee Moon. Their resumes can be seen in Appendix A.

Senior Consultant: Tan, Bryan

Mr. Tan will be responsible for the overall management of this project. He will be the primary point of contact for YE OLDE SANDWICH SHOPPE, INC. In addition, he will be responsible for the planning of the project, and ensuring that the project is completed within the allocated timeframe and resources.

Instructor Designer: Wang, Jing

Ms. Wang will be the primary Instructional Designer assigned on a full-time basis to this project. She is responsible for designing and creating all the training materials with the media specialist. She will also deliver the one-day Train-the-Trainer Workshop and participate in the evaluation phase with the project manager.

Media Specialist: Moon, Sohee 

Ms. Moon will be responsible for designing the quick reference guide as job aids and layout of the training materials. She will also take charge of all the photo shoots necessary for the inclusion of relevant photographs in the reference guide. 

Project Budget
Performance Max Consultancy will strive to provide Ye Olde Sandwich Shoppe, Inc. with the most cost effective training solutions by leveraging on our very own in-house specialists without compromising on the high quality expected of our services. We are pleased to provide an estimated quotation of US $69,731.83 for the design, development, delivery and evaluation of the training program requested. The breakdown of the projected cost estimate is as shown in Table 1. In addition, a detailed breakdown of the costs according to the project phases, supplemented with supporting documents of the time and materials estimates can be found in Appendix B.
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Print Masters-Role play instructor guideline

$

144

(12 pages at $12 per page, typeset)

Print Copies-Role play instructor guideline

$

70

(7 copies at $10 per copy)

Print Masters-Quick Ref Guide 

$

500

(20 pages at $25 per page, typeset)

Print Copies-Quick Ref Guide

$

6300

(350 copies at $18 per copy)

Editorial Service

$

550

Graphics artwork 

$

500

(20 graphics at $25 per graphic)

Spine and Cover Art Master

$

90

Spine and Cover Art Copies

$

440

Packaging & Assembly Service

$

100

Binders

$

90

$

13400

Travel cost

$

134.1

($44.7/round trip x 3 trips)

Catering for project team during on site visit

$

165

Shipping of Instructional Materials

$

250

Duplication

(5 copies of blueprint for review at $3 per copy)

$

15

(5 copies of draft for review at $10 per copy)

$

50

(for pilot test)

$

100

$

714.1

Total Direct Cost

$

41839.1

Indirect Cost (Overheads at 30% of total cost)

$

20919.55

Contingency Cost (at 10% of total cost)

$

6973.183

$

69731.83

OVERALL ESTIMATED PROJECT COST

(To YOS HQ and the four new stores)

Total Administrative Cost

TOTAL COST

Total Personnel Cost

PRODUCTION 

Total Production Cost

ADMINISTRATION

PERSONNEL 

(24 days @ $400/day)

(42.5 days @ $350/day)

(13 days at $250/day)


Table 1: Overall Estimated Project Cost 
Summary
Performance Max Consultancy is honored to have this opportunity to present this proposal to Ye Olde Sandwich Shoppe, Inc. Your satisfaction with the services rendered is our topmost priority, and we will work closely with Ye Olde Sandwich Shoppe, Inc. to develop the highest quality training solutions at the lowest price. We are confident that our proposed training program will help Ye Olde Sandwich Shoppe, Inc. reverse the trend of high turnover rates of sandwich makers; allowing the company to continue to provide high quality food and customer services; and prosper and grow. 
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Abridged Vita

BRYAN TAN

Performance Max Consultancy
900 Half Moon Bay, California 94019

1-800-325-9000

EDUCATION

Ph.D. (Instructional Systems), Florida State University


2000

M.A. (Public Administrative Policy), Harvard University

1992

B.A. (Educational Technology), Harvard University


1984

EMPLOYMENT

Senior Consultant, 

Performance Max Consultancy
Associate Consultant, Human Performance Office,


2000-2002

Panacea Training and Consultancy Services

Program Director, Department of Business Re-engineering,

1992-1996 

Boston Consulting

Project Manager, Training Development Branch, Walt Disney
1987-1990

Instructional Designer, Division of Business Solutions, IBM

1984-1986

SELECTED PROJECTS AND ACTIVITIES 

Managed the development of learning resources for General Motors and 3M (2004).  

Provided consulting services for Human Resources personnel in Denny’s, California (2004).

Managed the development of learning resources for Subway and Boston Market (2003).  

Managed the development of web-based learning program for Cheesecake Factory and IBM (2003). 
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Abridged Vita

Jing Wang

Performance Max Consultancy
900 Half Moon Bay, California 94019

1-800-325-9000

EDUCATION

M.S. (Instructional Systems), Florida State University


2002

B.S.  (Economics), Nankai University, Tianjin, China


1998

EMPLOYMENT

Instructional Designer, Performance Max Consultancy                         

Business analyst, Beishan Tourist Co., Jinlin, China.


1998-2000


SELECTED PROJECTS AND ACTIVITIES 

Designed and developed an instructional program for Red Lobster (2004).

Designed and conducted a 6-work workshop for Subway (2003).

Co-designed and developed trainer guide and job aids for Boston Market (2003)

Conducted a one-month workshop for new hired tellers in Bank of America in California (2003)

Co-designed and developed a web-based learning program for new hires in Cheesecake Factory (2002)

Designed and supervised the first market survey in Beishan Tourist Co.; analyzed the survey data and wrote the analysis report (1999).
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Abridged Vita

Sohee Moon

Performance Max Consultancy
900 Half Moon Bay, California 94019

1-800-325-9000

EDUCATION

M.S. (Instructional Systems), Florida State University


2000

M.S. (Computer Technology), University of Michigan


1995

B.A. (Computer Technology), University of Michigan


1993

EMPLOYMENT

Media Specialist, Performance Max Consultancy                         

Graphics Designer, Media Department, Leo Burnett


1996-1998

SELECTED PROJECTS AND ACTIVITIES 

Developed the videos on the procedure of seafood handling for Red Lobster (2004).

Participated in developing a web-based collaborative training program for General Motors and 3M (2004).  

Co-designed and developed trainer guide and job aids for Boston Market (2003)

Created the training videos on the proper customer service for new hired tellers in Bank of America in California (2003)

MULTIMEDIA ABILITY

All Microsoft tools (Windows XP Office Suite, Word, Excel, Publisher, Project, Front Page), all Adobe applications (Photoshop, Premiere, After Effects), Visio 2003, Macromedia Dream weaver and Fireworks, HTML, and JAVA. 
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READING MATERIALS: 

1

HRS x 20 PAGES=

20

Self Study Sandwich Making Handbook

INSTRUCTOR ORIENTATION NOTES (10-15 PAGES)

20

10 for each of the two workshops

ROLE PLAYS:

(3 role plays for each workshop)

INSTRUCTOR GUIDELINES: 

(2 pages per role play)

12

DESCRIBE SITUATIONS: 

(1 page per role play)

6

DESCRIBE ROLES: 

(1 page per role play)

6

GIVE SOLUTIONS/FEEDBACK:

(1 page per role play)

6

OTHER MATERIALS

QUICK REFERENCE GUIDE

(job aides for sandwich makers)

20

TRAINER GUIDE

(for train the trainer session)

20

TOTAL PAGES OF INSTRUCTION:

110

BLUEPRINT:

BLUEPRINT (NORMAL MATERIALS):

36.7

Round up to 

37

WORKSHEET:  ESTIMATING MATERIALS REQUIRED


Notes to Materials Estimation: 
1. The two-hour Sandwich-Making Workshop will consist of hands-on practice sessions and three role plays.


2. The Self Study Sandwich-Making Handbook for newly hired sandwich makers will consist of one-hour reading. 


3. The two-hour Train-the-Trainer Workshop will include three role plays to prepare 2-3 full-time staff from the Office of Human Resource and Training with necessary skills to conduct Sandwich-Making workshops in the future. 


4. A Trainer Guide for the trainers will be used to accompany the two-hour Train-the-Trainer Workshop. The Trainer Guide will encompass all the lessons to be covered in the Sandwich-Making Workshop as well as the processes and procedures required to maintain and update the training program in future. 


5. A Quick Reference Guide will be developed as a on the job-training-aid for sandwich makers. It will consist of pictures and simple instruction on preparation of Ye Olde’s sandwiches and salads.


6. The content of all the materials is non-controversial and straightforward.  
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[image: image6.wmf]MGR days

ID Days

MS days

Schedule Duration

I

Organize the Project

Confirm Preliminary specifications:

1

1

Hire or acquire project team members:

0.5

0.5

Set up project diary; plan kickoff:

0.5

0.5

Conduct Kickoff Meeting:

0.5

0.5

0.5

0.5

Subtotal Steps I

2.5

0.5

0.5

2.5

II

Gather Information

Plan information gathering strategy:

1

1

1

1

Gather Information:

1

3

2

3

Subtotal Step II

2

4

3

4

III

Develop the Blueprint

Get designers started:

0.5

0.5

0.5

1

Write blueprint:

0

2

1

2

Review, discuss, revise prior to 

SME/sponsor review

1

1

0

1

Sponsor Review

0

0

0

3

Meet with sponsor; feedback and 

approval:

1

1

0

1

Subtotal Step III

2.5

4.5

1.5

8

IV

Create Draft Materials

Get designers started:

0.5

0.5

0.5

0.5

Write materials:

0

5.5

4

5.5

Review, discuss, revise prior to 

SME/sponsor review:

1

2

0

2

Sponsor review privately:

0

0

0

3

Meet with sponsor; feedback and 

approval:

1

1

0

1

Revise drafts after sponsor review:

0

2

1

2

Subtotal Step IV

2.5

11

5.5

14

V

Test Draft Materials

Make copies, plan test, set up test site, 

rehearse:

1

1

0

1

Run course:

2

2

0

2

Debrief students, instructors, and 

observers:

1

1

0

1

Revise drafts based upon test results:

1

2

1

2

Subtotal Step V

5

6

1

6

ESTIMATING PROJECT TIME

A thorough analysis with SMEs, store managers, experienced sandwich makers and 

inexperienced sandwich makers will take some time, plus travel time

Half a day for  brainstorming about possible design strateies and clarifying requirement and format 

of the blueprint since the content of the blueprint is fairly simple; half day for individual preparation.

The blueprint will be 37 pages long. The designer is experienced and the materials are 

noncontroversial and straightforward. Therefore, plan on 12 pages a day. 37 devided by 12 rounds 

to 3 days, to be split between ID and MS.

Planning the task analysis, interview questions, etc. 

Considering the content and length of the blueprint, one day would be adequate.Only PM and ID 

will be involved.

Noncontroversial and straightforward content. PM and ID will meet with sponsor

Our experienced designers would require little time to get started on the draft. 

The draft will be 110 pages long. At 12 pages per day, that will be 9.16 or 9.5 days. To be split 

between MS and ID 

Straightforward materials would require a minimum review time

Assuming that only minor revisions will be needed

Confirm with participants, make copies of instructional materials, set up conference room, etc

Pilot test will consist of two stages: the first will focus on handbooks and the second on workshops. 

Each will take one day.

8 students will be involved. One day would be adequate.

Assuming that only minor revisions will be needed.
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Produce the Masters

Have materials copy edited and revised:

0.5

2

0

2

Meet with production people, review 

specifications:

0.5

1

1

1

Time needed to produce masters:

0

0

0

3

Prepare for review of materials:

0.5

1

0

1

Review finished master materials with 

sponsor:

0

1

0

1

Review masters and specify revisions to 

producers:

0

1

0

1

Have producers revise masters:

0.5

1.5

0

3

Subtotal Step VI

2

7.5

1

12

VII

Reproduce

Plan reproduction:

0

0.5

0

0.5

Meet with reproduction people and 

review specifications:

0

0.5

0

0.5

Reproduce materials:

0

0

0

10

Spot check samples:

0

0.5

0.5

1

Subtotal Step VII

0

1.5

0.5

12

VIII

Distribute

Distribute Materials:

0.5

0

0

1

Subtotal Step VIII

0.5

0

0

1

IX

Deliver

Self study:

0

0

0

1

Deliver Train-the-Trainer Workshop:

0.5

0.5

0

1

Deliver Sandwich-making Workshop:

1

1

0

1

Will be delivered on Sunday 6/26.

Subtotal Step IX

1.5

1.5

0

3

X

Evaluate

Wait for 14 days (10 working days):

0

0

0

10

Plan evaluation strategy:

1

1

0

during waiting time

Conduct evaluation:

2

3

0

3

Write up results/make 

recommendations:

2

2

0

2

Present results and recommendations:

0.5

0

0

0.5

PM will meet with the sponsor.

Subtotal Step X

5.5

6

0

15.5

Totals:

24

42.5

13

78

Mgr. Days

ID Days

MS Days

Schedule Duration

Summary Time Estimate

Total Steps 1. Organize the project

2.5

0.5

0.5

2.5

Total Step 

2.  Gather Information

2

4

3

4

Total Step 

3.  Develop the Blueprint

2.5

4.5

1.5

8

Total Step 

4.  Create Draft Materials

2.5

11

5.5

14

Total Step 

5.  Test Draft Materials

5

6

1

6

Total Step

 6.  Produce the Masters

2

7.5

1

12

Total Step 

7.  Reproduce

0

1.5

0.5

12

Total Step 

8.  Distribute

0.5

0

0

1

Total Step 

9. Deliver

1.5

1.5

0

3

Total Step 

10.  Evaluate

5.5

6

0

15.5

Total

24

42.5

13

78

Duration is estimated according to our vendor's standard operating process.

There will be only print materials so 1 day will be adequate to organize them

On 6/24. ID will be the instructor and PM will be available for necessary support.

Contact stores, interviewees; on-site interviews and observation; travel time.

One day for exchange of information and discussion; one day for writing up the report.

Assuming that only minor revisions will be needed.

We will have two print producers to do the printing concurrently. One produer will print the 350 

quick reference guide and the other will do the rest. Duration is estimated according to our 

vendor's standard operating process.

ID and Ms will spend half a day with each of the producers respectively.

Use the first-day delivery for the materials to the four new stores. 
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Organize the Project

Mgr:

2.5

days X  $

400

daily rate=

$

1000

ID:

0.5

days X  $

350

daily rate=

$

175

MS:

0.5

days X  $

250

daily rate=

$

125

Subtotal:

$

1300

2

Gather Information

Mgr:

2

days X  $

400

daily rate=

$

800

ID:

4

days X  $

350

daily rate=

$

1400

MS:

3

days X  $

250

daily rate=

$

750

Travel(298 miles at $0.15 per mile):    

$

44.7

Catering(on site visit-ID 3 days, MS 2 days at $15 per person per day):

$

75

Subtotal:

$

3069.7

3

Develop the Blueprint

Mgr:

2.5

days X  $

400

daily rate=

$

1000

ID:

4.5

days X  $

350

daily rate=

$

1575

MS:

1.5

days X  $

250

daily rate=

$

375

Duplication(5 copies of blueprint for review at $3 per copy):

$

15

Subtotal:

$

2965

4

Create Draft Materials

Mgr:

2.5

days X  $

400

daily rate=

$

1000

ID:

11

days X  $

350

daily rate=

$

3850

MS:

5.5

days X  $

250

daily rate=

$

1375

Duplication(5 copies of draft for review at $10 per copy):

$

50

Subtotal:

$

6275

5

Test Draft Materials

Mgr:

5

days X  $

400

daily rate=

$

2000

ID:

6

days X  $

350

daily rate=

$

2100

MS:

1

days X  $

250

daily rate=

$

250

$

100

Subtotal:

$

4450

6

Produce Master Materials

Mgr:

2

days X  $

400

daily rate=

$

800

ID:

7.5

days X  $

350

daily rate=

$

2625

MS:

1

days X  $

250

daily rate=

$

250

Graphics artwork (20 graphics at $25 per graphic):

$

500

Print Masters-Self study handbook (20 pages at $25 per page, typeset):

$

500

Print Masters-Instructor guide (20 pages at $25 per page, typeset):

$

500

Print Masters-Trainer guide (20 pages at $25 per page, typeset):

$

500

Print Masters-Role play handout (18 pages at $12 per page, typeset):

$

216

Print Masters-Role play instructor guideline (12 pages at $12 per page, typeset):

144

Print Masters-Quick Ref Guide (20 pages at $25 per page, typeset):

$

500

Editorial services(110 pages at $5 per page):

$

550

Spine and cover art

-Masters (for self study 

handbook, trainer guide and quick ref book at 

$30 per Master):

$

90

Subtotal: 

$

7175

7

Reproduce

ID:

1.5

days X  $

350

daily rate=

$

525

MS:

0.5

days X  $

250

daily rate=

$

125

Print Copies-Self study handbook (85 at $20 per copy):

$

1700

Print Copies-Instructor guide (10 copies at $20 per copy):

$

200

Print Copies-Trainer guide (5 copies at $20 per copy):

$

100

Print Copies-Role play handout (90 copies at $10 per copy):

$

900

Print Copies-Role play instructor guideline (7 copies at $10 per copy):

70

Print Copies-Quick Ref Guide (350 at $18 per copy):

$

6300

Editorial/packaging/assembly services:

$

100

Binders:

$

90

$

440

Subtotal:

$

10550

ESTIMATING PROJECT COSTS

Duplication 

(7 copies of self-study handbook, quick ref 

guide, and other materials for Sandwich making 

workshop; 3 copies of Trainer guide and materials for 

Train the trainer workshop; at $10 per copy):

Spine and cover art

-Copies (for 85 self study handbooks, 

5 trainer guides and 350 quick ref books at $1 per copy):
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Distribute

Mgr:

0.5

days X  $

400

daily rate=

$

200

First-day Delivery cost(for materials to HQ and the four new stores  at $50 per pakage)

$

250

Subtotal:

$

450

9

Deliver Training

Mgr:

1.5

days X  $

400

daily rate=

$

600

ID:

1.5

days X  $

350

daily rate=

$

525

Travel(298 miles at $0.

15 per mile):    

$

44.7

C

atering (on site visit-ID 1 day; PM 1 day at $15 per person per day):

30

Subtotal:

$

1199.7

10

Evaluate

Mgr:

5.5

days X  $

400

daily rate=

$

2200

ID:

6

days X  $

350

daily rate=

$

2100

Travel(298 miles at $0.

15 per mile):    

$

44.7

C

atering (on site visit-ID 2 days, PM 2days at $15 per person per day):

$

60

Subtotal:

$

4404.7

Total Direct Cost

$

41839.1

Total Indirect Cost (Overheads at 30% of total cost) 

$

20919.55

10% Contingencies (Overall estimated cost / 90 * 10)

$

6973.183

Overall Estimated Project Cost

$

69731.83


Notes:

1. The daily rates for the project team members are as follows:
Senior Consultant 

-$400 
Instructional Designer

-$350
Media Specialist

- $250

2. The travel cost for on site visit is mainly gas cost, which is $0.15 per mile. A round trip to the four new stores is 298 miles, which will take 184 minutes’ nonstop driving. 


3. Distance of the 4 stores with respect to Half-Moon Bay:
San Francisco

-30 miles, 37 mins
Palo Alto

-27 miles, 34 mins
Emeryville

-38 miles, 47 mins
Oakland Hills

-54 miles, 66 mins


4. Catering for lunch during on site visit is $15 per person per day.


5. Cost per copy for blueprint duplication: $3. 
Cost per copy for draft materials duplication: $10.  


6. Costs for print masters, print copies, graphic art, editorial service, etc are based upon our vendor’s standard prices as shown in the worksheets. 

7. Most of the communications for the project will be via email and local phone call between PMC and YOS and the communication would be lumped within the indirect costs. 
_1202757432.doc
Appendix M. Project Proposal


Artifact Title


Project Proposal Prepared For YE OLDE SANDWICH SHOPPE, INC.


Description


Spring 2005 in partial fulfillment of the requirements for EME6631 (Managing Instructional Development Project --Dr. Zane Olina)


Conditions of Completion


The guidelines were to prepare a project proposal for Ye Olde Sandwich Shoppe. The restaurant was faced with increase in food cost and number of customer complaints. I was assigned to work two other students in the class to complete the project. 


Scope


This proposal has been prepared for Ye Olde Sandwich Shoppe, Inc. in response to a Training Request for Proposal. The proposal includes an overview of Performance Max Consultancy’s recommended training solutions, and details the products and services that will be designed and delivered, the proposed project schedule, the costs and resources needed to complete the project, and members of the project team.


 My Role 


The project was completed through collaboration with two classmates, Bryan Tan and Sohee Moon. 



