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Tab 1 – Executive Summary and Required Documents 

EXECUTIVE SUMMARY 
1. Offeror should provide a two (2) page Executive Summary 

a RFP title and number and Issue 
Date 

Training for Procurement Professionals  E194-1922 
May 29, 2015 

b Firm’s legal name and address Calyptus Consulting Group, Inc  
222 Third Street, Suite 2242, Cambridge, MA 02142  

c Name, address, telephone number 
and email address of the person(s) 
authorized to act on behalf of the 
Offeror; 
 

Dr. George L Harris, President of Calyptus is authorized to 
make representations and commit the firm. His contact 
details are below: 

222 Third Street, Suite 2242, Cambridge, MA 02142 
Tel: (617) 577-0041  
Mobile: (781) 771-5559  
Web: www.calyptusgroup.com  
Email: gharris@calyptusgroup.com  

d Name, address, telephone number 
and email address of the person(s) 
responsible for providing the 
mandatory reports described in 
Section XIV entitled “Reporting 
and Payment Instructions” 

Dr. Harris will review and approve all reports. Ms. Shelly 
Harris, Administrative Manager at Calyptus will be 
responsible for submitting the logistics for all mandatory 
reports described in Section XIV of the RFP. Her contact 
details are below.  

222 Third Street, Suite 2242, Cambridge, MA 02142  Tel: 
(617) 577-0041  
Email: shellyh@calyptusgroup.com 

e Name, address, telephone number, 
email address and qualifications of 
the person (point-of-contact) 
managing the account and backup 
point-of-contact 

The account will be managed by Dr. George Harris. His 
contact details are provided in 1.c. The backup point of 
contact will be: Mr. Jameson Beekman, a Consultant at 
Calyptus. His contact details are: 

222 Third Street, Suite 2242, Cambridge, MA 02142 

Tel: (617) 577-0041  
Mobile: (401) 248.3865 
Email: jbeekman@calyptusgroup.com 

 
f. Briefly describe the: 

i. Reasons contracting with Offeror’s firm to provide goods and/or services would be in the 
best interest of the Commonwealth and Participating Entities 

Calyptus Consulting Group specializes in providing facilitation, consulting, and training solutions to 
clients to improve quality, procurement, supply chain management, core competencies and 
organizational performance. We assist Fortune 500 companies and government clients developing 
custom–made procurement and contracting strategies that focus on and improve client capabilities, 
performance and goals. 

Calyptus has designed and conducted procurement and general management training since 1992 for 
private and public sector clients. We have 132 unique off-the-shelf programs focusing on these areas 
that are available for on-site or eLearning conduct. 

mailto:shellyh@calyptusgroup.com
mailto:jbeekman@calyptusgroup.com
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Calyptus draws on experience across a wide range of industries and sectors, providing insight into 
shared challenges and innovative approaches.  Our experience providing consulting, audit and 
temporary resourcing informs our training approach. We equip staff to face real-life situations, using 
practical solutions that go beyond academic theory. 

We are widely respected in the supply chain and general management areas; and recognized by ISM 
(formerly National Association of Purchasing Management), NCMA (National Contract Management 
Association) and American Management Association (AMA), as a firm having unique acquisition and 
facilitation expertise. 

For more information on the company, please go to our website at www.calyptusgroup.com. 

ii. Highlights of the major features of the proposal 

The highlights of our proposal include: 

• Off the shelf proven training courses providing excellent return on investment in the areas of 
supply chain management and business skill development. 

• eLearning modules in the areas of supply chain management and business skills development 
that can be accessed by staff at any time. An example e-learning course can be viewed on our 
website through the following link: http://calyptusgroup.com/elearning.html 

• Tried and tested training development approach providing tailored training focused on the 
learning needs of individuals and teams. 

• A diverse delivery approach, including both self-paced and group learning, in-person and web-
based delivery. These delivery platforms can be blended to best fit the needs of participants. 

• Delivery by experienced procurement practitioners who understand the needs of procurement 
professionals in government agencies.  

• Ability to implement training for modules such as independent estimates and SOWs in to 5-8 
minute eLearning modules. 
 

iii. Requirements that cannot be met by the Offeror 

Calyptus is able to fulfill all the requirements outlined in the RFP, except for providing courses in project 
management.  

QUALITY STANDARD COMPLIANCE 
2. Documentation supporting the Offeror’s firm meets or exceeds the quality standards 

requirements described in Section I.B entitled “Purpose”.  

a) Purpose statement  

 
 
 
 
 
 
 

The mission of Calyptus Consulting Group is to provide best-in-class training 
and consulting services, resulting in long-term, successful and satisfied 

customers. 
 

http://www.calyptusgroup.com/
http://calyptusgroup.com/elearning.html
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b) Job Description of person responsible for compliance to quality assurance  

Job Description: President, Calyptus Consulting Group 

Position Description: 

The President of Calyptus manages and is accountable for all aspects of the company including business 
development, training and consulting activity, quality of deliverables and the development of Calyptus 
personnel.  

Primary Objective: 

Ensure Calyptus delivers its mission statement ‘to provide best-in-class training and consulting services, 
resulting in long-term, successful and satisfied customers’ 

Major Areas of Responsibility: 

Project Management and Quality Control 
• Manages the design and execution of client engagements including training, reviews and 

consulting projects.  
• Accountable for delivering projects on time, to budget and achieving the best outcomes for 

clients. 
• Reviews all project deliverables. Accountable for quality assurance/ quality control. 
• Implements productivity, quality, and customer-service standards. 

Training and Consulting Delivery 
• Lead trainer, designing and delivering training through webinars, e-learning and on-site classes. 

Design custom training courses ensuring the needs of individuals and participants are met. 
Develop additional off-the-shelf training as required.  

• Lead review teams in document and on-site reviews and audits. 
• Project lead delivering consulting engagements, including identifying issues through in-depth 

investigation, identifying opportunities for improvements and leading engagement with 
stakeholders. 

Business Development 
• Meeting financial objectives by forecasting requirements; preparing an annual budget; 

scheduling expenditures; analyzing variances; initiating corrective actions. 
• Identifying business opportunities and securing new project work. 
• Developing and maintaining client relationships. 

Human Resources 
• Accomplishes human resource objectives by recruiting, selecting, orienting, training, assigning, 

scheduling, coaching, counseling, and disciplining employees; communicating job expectations; 
planning, monitoring, appraising, and reviewing job contributions; planning and reviewing 
compensation actions; enforcing policies and procedures. 

• Employment and compliance to regulatory concerns. 
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Organizational chart showing the position in organization responsible for quality assurance 

 

 
Quality Assurance Program  

Calyptus plans on exceeding the expectations of all participating authorities for delivering off-the-shelf 
and tailored training under this contract. We will ensure world-class quality performance by applying a 
consistent quality assessment and review process to all work. The Quality Assurance Plan includes the 
following factors: 

• Staffing Quality 
• Consistent Processes 
• Corrective and Preventative Action 
• Metrics and Reporting 

Staffing Quality 

Quality starts with people. Calyptus prides itself on employing the best possible staff so that we can 
provide the most efficient and effective results for our clients.  Calyptus ensures access to on-the-job 
and additional training in order to continually develop its staff. Calyptus will ensure that all consultants 
can understand and develop personal action plans that address: 

• Client requirements 
• Organizational and process goals 
• Critical business requirements 
• Predefined high level acceptance criteria 
• Project deliverables 
• A project budget and timeframe. 

Consistent Processes 

Calyptus has developed training material that addresses all of the courses outlined in Tab 3 
Methodology, under Course List in this proposal and has a proven development methodology for 
delivering tailored training.  

The President of Calyptus will fill the Project Manager role and be responsible for Quality Assurance 
throughout this engagement. He will monitor conformance to the agreed processes as outlined in the 
RFP and this proposal. The project manager will review and quality assure all deliverables, including the 
use of tools, templates and procedures provided to training participants as examples of good practice. 

Corrective and Preventive Action 

Calyptus also has an effective corrective and preventive action process that follows the tenants of 
continuous improvement, ISO 9000, and Six Sigma (DMAIC). We primarily use the Six Sigma DMAIC 
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process to evaluate problems and implement solutions that remove the root cause of problems 
encountered.  

Metrics and Reporting 

Calyptus will follow the requirements of the RFP, which tracks all the key tasks and deliverables, along 
with metrics and targets for timeliness and performance.  We will work with you to develop further 
challenging metrics for our work and will set annual goals for improvement that will beat the current 
best practices. Our course material will be evaluated through participant feedback. We will provide 
Training Instructor Evaluation materials to the Participating Entity no later than thirty (3) calendar days 
after the training was held, and will complete quarterly NASPO ValuePoint Usage Reports as outlined in 
Attachment A Item 27 of the RFP. 

c) Instructional Design Model used for designing course offerings 

CCG follows a consistent method when designing, developing, conducting and evaluating training. We 
begin by indicating the outcomes desired by the training based on skills or competency assessments. We 
then develop a curriculum outline with both learning and behavioral objectives.  

Once the curriculum is approved by the customer, we develop the material and include interactive case 
studies and exercises. We may use subject-matter-experts from the customer to tailor the orientation to 
their industry and environment.  

Once approved by the customer, we conduct the program and ensure that data is collected and 
analyzed after every training offering to ensure that the materials and instruction are the best possible. 
We work with the customer to validate the ROI and survey the training participants about the value 
obtained. Over a series of courses, we will adapt our approach and content as necessary in response to 
feedback. 

Teaching Adults in a Short Course Environment – Our approach: 

In our experience, adult learning takes place when they apply new knowledge.  This application can take 
place alone, in a team, or as part of a group discussion/exercise.  In a training program, we would 
include a format wherein presentations of materials would occur, followed immediately by application. 
Lecturing to adults alone will not provide the payback. 

Our experience with adult learners can be briefly summarized as follows: 
• They prefer to focus on a single-concept to current problems.  These “problems” have to be 

highlighted and addressed during the program. 
• They must be able to integrate new ideas with what they already know.  This information must be 

developed early on in the program. 
• Program needs to be designed to solicit viewpoints from people in different lifestyles and 

development. 
• They prefer directed, learning-based projects during program. 

In presentations, we would elicit discussion on how the topic affects them, best practices, “war stories”, 
or problem areas.  After each exercise, we would be sure to summarize or debrief the discussions and 
team presentations, so the participants can see the material “come to life”. 

This format motivates participants to take back the knowledge and skills and apply it to their transit 
agency.  We often include an “action plan” to be completed by the participant.  This plan has specific 
action items, responsibilities, and due dates for implementation.  We have received feedback from 
participants that they use this list when they return to work. 

Creative multimodal approaches are used to ensure active involvement by all participants. These 
include: 
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• Participant presentations 
• Team/group exercises 
• Self-assessments 
• Case Studies 
• Simulations 
• Checklist / Format use 

Course Design and Facilitation Process 

In this section, we shall describe the approach to develop the courses, conduct and evaluate training 
sessions, and our methods to teach adults in a short course environment. 

There are four (4) tasks associated with course development: information gathering, course outline 
preparation, course materials development and integration, and evaluation and refinement.    

A: Information Gathering 

We propose to employ the following materials in developing the training programs: 

• Calyptus current course materials and related topics 
• Current events  
• Federal laws and regulations and updates to requirements 
• Case studies from the Commonwealth of Virginia Department of General Services 
• Research materials (from 200 electronic databases) 
• Best-in-class services (benchmarking information) 

We have already developed most of this information for the proposed coursework areas from previous 
leadership, negotiation, and procurement training for government clients such as the FTA, GSA, USAA, 
and the Bureau of Engraving & Printing / Dept. of Treasury.  

B: Course Outline/Curriculum Preparation  

 In advance of each course Calyptus will provide the client with the following general course outline for 
review and consideration.  

• Cover Sheet / Title Page 
• Table of Contents 
• Course Objectives and Agenda of Daily Activities for Each Workshop 
• Narrative discussion of each section including title, time allotment, objectives for the section 
• Glossary of Terms 
• Required and suggested readings 
• Appendices to include selected readings (copies with approvals from authors, if needed) 
• Bibliography (to support each section of program not covered in suggested or required readings) 

C: Course Material Development and Integration 

Upon receiving approval of the course outline, Calyptus will assemble the full training package including 
all PowerPoint Slides, Participant Workbooks, and Supplementary Materials. These materials, will be 
sent to the client for review and evaluation within five (5) business days of receipt of the attendance 
roster.  Revisions will be completed and incorporated 10 calendar days prior to the first workshop date.  

D: Evaluation and Refinement 

With respect to Evaluation Instruments, Calyptus uses a training evaluation form that can be easily 
employed as a measurement tool for the proposed courses training series.  
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Calyptus will provide a sign in sheet and will capture the frequently asked questions within each session. 
Along with analysis of the evaluation forms, these will be provided to the client within 30 days following 
each training course 

The instructors will use their experience of the workshop sessions, and the feedback of participants to 
shape future training courses. This will ensure continuous improvement of courses, and tailoring to 
participant needs over the entirety of the contract. Any proposed changes will be discussed and agreed 
with the client in advance of the course.  

d) Sample training instructor’s guide for a course offering 

Below is an example of a facilitator manual produced for a Developing Sourcing Strategies training 
course.  
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e) Job descriptions for instructional designers and training instructors 

Job Description: Analyst, Calyptus Consulting Group 

Position Description: 

The Analyst supports the design and delivery of consulting and training projects, and is active in 
supporting company business development.  

Primary Objective: 

To execute and support the delivery of best-in-class training and consulting services, resulting in long 
term, successful and satisfied customers. 

Major Areas of Responsibility: 

Project Management and Quality Control 
• Designs and delivers of client engagements including training, reviews and consulting projects.  
• Responsible for delivering project activities on time, to budget and achieving the best outcomes 

for clients. 
• Develops and reviews project deliverables, providing initial quality control review. 

Training and Consulting Delivery 
• Design and deliver training through webinars, e-learning and on-site classes. Design custom 

training courses ensuring the needs of individuals and participants are met. Develop additional 
off-the-shelf training as required.  

• Lead and deliver review teams in document and on-site reviews and audits. 
• Deliver consulting engagements, including identifying issues through in-depth investigation, 

identifying opportunities for improvements and supporting engagement with stakeholders. 

Business Development 
• Identifying business opportunities and supporting the development of proposals. 
• Developing and maintaining client relationships. 

Human Resources 
• Supports organizational development through drafting new approaches, policies, procedures. 
• Proactive personal development and learning. 
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Job Description: Consultant, Calyptus Consulting Group 

Position Description: 

The Consultant leads and is responsible for the design and delivery of consulting and training projects, 
and is active in supporting company business growth and the development of personnel. 

Primary Objective: 

To lead and execute best-in-class training and consulting services, resulting in long term, successful and 
satisfied customers. 

Major Areas of Responsibility: 

Project Management and Quality Control 
• Manages the design and execution of client engagements including training, reviews and 

consulting projects.  
• Responsible for delivering projects on time, to budget and achieving the best outcomes for 

clients. 
• Develops and reviews project deliverables, providing initial quality control review. 

Training and Consulting Delivery 
• Lead trainer, designing and delivering training through webinars, e-learning and on-site classes. 

Design custom training courses ensuring the needs of individuals and participants are met. 
Develop additional off-the-shelf training as required.  

• Lead review teams in document and on-site reviews and audits. 
• Project lead delivering consulting engagements, including identifying issues through in-depth 

investigation, identifying opportunities for improvements and leading engagement with 
stakeholders. 

Business Development 
• Identifying business opportunities and securing project work. 
• Developing and maintaining client relationships. 

Human Resources 
• Supports the personal development of analysts through coaching and feedback. 
• Supports organizational development through drafting new approaches, policies, procedure. 
• Proactive personal development and learning. 

 

f) Administrative and policy procedures for professional development of staff responsible for a 
learning event 

Calyptus’ professional development approach ensures that consultant and analysts possess the 
following: 

• Broad knowledge of project planning methodologies and tools 
• Detailed knowledge of tools and their use relating to task list and training provided,  
• Detailed knowledge of benchmarking methodologies for the development of training 

material  
• Detailed knowledge of quality processes 
• Detailed knowledge of how to formulate system development plans, for example when 

determining milestones and quality attributes with client, and for ensuring acceptance 
criteria as agreed to by client 

• Detailed knowledge of theory and purpose of metrics to inform training 
• Problem solving skills for a defined range of unpredictable problems  
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• Plain English literacy and communication skills in relation to dealing with clients and 
team members, both during training and auxiliary tasks 

• Group facilitation and presentation skills in relation to transferring and collecting 
information and gaining consensus on concepts,  

• Questioning and active listening skills, for example when gaining client users assistance 
in developing and tailoring training 

• Project planning skills in relation to scope, time, cost, quality, communications and risk 
management, for example when gaining client user’s assistance in specifying milestones 
and associated deliverables in specific measurable terms, and for confirming direction 
against overall project deliverables by higher authorities, and for communicating 
timeframe, cost implications, technical and logistical considerations clearly to the client. 

• Research skills for specifying, analyzing and evaluating broad features of a particular 
business domain and best practice in acquisition methodologies or other topic related to 
training provided 

• Estimating skills for use across a range of predictable project contexts in relation to 
either varied or highly specific functions, and for example when communicating 
timeframe, cost implications, technical and logistical considerations clearly to the client, 
and for ensuring delivery and implications for delivery as agreed to with client. 

• Function point analysis skills for use across a range of predictable project contexts in 
relation to either varied or highly specific functions, for example when defining the units 
of measurement in relation to the project milestones, timeframe and cost 
considerations, and for determining eh metrics process in line with client  

Calyptus Group specializes in procurement, providing both training and consulting services. This 
combination of practical delivery and advisory work ensures Calyptus Group provides relevant training 
materials and advice for procurement professionals.  The following crosswalk matrix indicating the 
previous experience, qualifications, and certifications of each member of the proposed training 
management and delivery team.  

Name GSA MOBIS 
Labor Category  

Degree / 
Certification 

Training 
Experience 

Past Training and 
Procurement Focused 
Consulting Experience  

George Harris Project 
Manager and 
Senior 
Instructor 

DBA, CPM, 
CPCM 

39 yrs • State of New York 
• FTA 
• Fulton County 
• PHA 
• QinetiQ NA 
• NICD 
• USPS 
• OPM 

Jameson Beekman Consultant 
and Senior 
Instructor 

MBA, CPM 10 yrs • FTA 
• PHA 
• Rio Tinto 
• Dept. of Education 
• FEMA 
• USPS 
• DLA 

Rachel Saint-Firmin Analyst MBA, MS 
Policy 

5 yrs • FTA 
• US DOE 
• OCTA 
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• FEMA  
Philippa Drew Analyst MA 3 yrs • FTA  

• OCTA 
• OPM 

Full resumes of staff involved with the training program can be found in Tab 2 on pages 42-44. 
 

g) Ethics policy  

All employees of Calyptus are required to sign a non-compete form before starting work. This includes a 
statement of confidentiality that staff will at no time use for personal benefit, divulge, disclose or 
communicate any information that is proprietary to Calyptus or any of its clients. All such information 
will be treated as strictly confidential. 

h) Measurement Sample for a course  

Calyptus has developed a variety of evaluation tools and approaches which can be used to assess 
whether learners have achieved the planned learning outcomes.  We use the Kirkpatrick’s Four Level 
Training Evaluation Model (Kirkpatrick, 1994, Evaluating Training Programs) to analyze the effectiveness 
and impact of our training, so that we can continually improve. Different tools can be used to evaluate 
the different levels.  

 
• A course evaluation form is given to all participants across all training delivery methods. More detail 

about this approach and an example of a course evaluation form can be found in Tab 1: Section 2.j  

• Knowledge review quizzes used during and at the end of the course will score the level of 
comprehension and learning of each participant.  
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• Trainer Observation: During instructor-led classroom courses trainers will observe participants and 
can provide a summary of feedback on completion. This will include comprehension of material, 
group working, leadership and decision making exercises, and presentation skills, as well as general 
engagement with the course. This feedback can cover both learning and behavior evaluation levels. 

• Behavior framework tools: During the first morning of a course participants will be asked to score 
themselves along a range of criteria. An example framework that Calyptus has previously used for 
procurement leadership and management training can be found below. Participants will be asked to 
score themselves at the end of the course using the same criteria, to indicate how their knowledge 
and confidence has changed over the training duration. If desired, this could then be replicated as a 
follow up 3 months after the course to depict the longer term impact on behavior. Frameworks are 
useful for self-evaluation as well as discussion tools for development discussions with managers.  In 
addition, Calyptus encourages participants to develop action plans at the end of each course, from 
which participants can measure their own behavior against their goals 

• The results of these different evaluation strands will be summarized and presented to supervisors 
within 1 month of the end of the course.  This, coupled with the internal feedback from managers 
will provide an indication of the wider results of the training course for the business as a whole. 

Behavioral Framework:  Descriptions of Success Requirements Performance Levels 

I. Analytical 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

A. Problem Solving 

- Has difficulty understanding 
that a problem exists.  

- Overlooks major aspects of 
the problem.  

- Explanations based on faulty 
logic.  

- Unable to develop solutions.  

- Able to define basic problem 
and relevant factors.  

- Develops reasonable 
explanations.  

- Develops one or more 
straight- forward solutions to 
problems.  

- Identifies and defines problem 
situations with unusual insight 
and capability.  

- Develops highly logical 
explanations.  

- Sees all parts of a problem and 
fits them together as w hole to 
achieve effective resolution.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

B. Decision-Making 

- Refrains from making needed 
decisions.  

- Frequently reverse his or her 
decisions.  

- Decisions exhibit unsound 
judgment.  

- Decisions made too quickly or 
abruptly.  

- Able to make decisions, but 
judgment is sometimes poor.  

- Judgement is good, but 
decision takes too long or 
involves excessive preparations 
or resources.  

- Needed decisions made in 
timely manner.  

- Decisions exhibit thoughtful 
and mature judgement.  

- When possible, all aspects of 
problem taken into account 
prior to decisions.  

- Decisions are sound logical, 
realistic.  
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II. Communication 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

C. Listening Skill 

- Other people have difficulty 
getting this person to listen.  

- Has difficulty with listening 
skills- frequently unable or 
unwilling to really hear and 
understand another person’s 
idea or point of view.  

- Attempts use of active 
listening skills at least 
occasionally.  

Uses only part of what is heard.  

- Ensures communication is 
two-way by using active 
listening skills; e.g., 
restatement, nonverbal 
reinforcements, etc.  

- The questions asked by this 
person evidence full use of 
prior relevant oral 
communication.  

 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

D. Oral Communication 

- Mumbles; speech is hard to 
understand; has difficulty in 
listening.  

- Has difficulty making self-
understood in oral 
communications.  

- Uses jargon or terms nor 
understood by audience.  

- Uses language that confuses 
or offends.  

 - Able to talk to individuals or 
groups and get his/her point 
across, but has difficulty with 
fluency, pronunciation, and 
speech habits.  

- Speaks well one-on-one, but 
not in groups (or vice versa). 

- Occasionally gets confused 
when presenting an idea, but 
recovers nicely.  

- Speaking voice is clear, with 
more-than-sufficient volume.  

- Content of oral 
communication readily 
understood by intended 
audience.  

- Easily able to secure and hold 
the attention of the audience.  

- Presents ideas in a way that 
compels the audience to accept 
them.  

 

 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

E. Written Communication 

- Unable to read this person’s 
handwriting.  

- Written work unclear or 
disorganized.  

- Choice of terms is 
inappropriate, too 
sophisticated, or too simplistic.  

- Sentence structure confuses 
reader- sentences hard to 
understand.  

- Written communications are 
mostly understandable.  

- Exhibits some problems with 
grammar, vocabulary, 
organization.  

- Amount of content is not 
appropriate (too much or too 
little).  

- Writes in orderly and coherent 
style.  

- Uses terms readily understood 
by reader.  

- Organizes written work 
through use of outline format, 
synopsis or summary, explicit 
statement of fact, conclusion 
and recommendation, etc.; 
facilitates understanding and 
compels acceptance on part of 
the reader.  
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III. Interpersonal 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

F. Leadership 

- Group repeatedly ignores or 
rejects this person’s ideas.  

- Has little or no influence on 
the direction taken by the 
group.  

- Has little or no impact on the 
group’s progress or 
achievement.  

- Encounters repeated difficulty 
in persuading or “selling” 
individuals or groups.  

- Exhibits habits or mannerism 
that cause other people to lose 
interest or enthusiasm.  

- Some of his or her ideas are 
accepted; some are not.  

- Contributes to the direction 
the group takes. 

- Has some influence on what 
the group achieves.  

- “Selling” or persuading efforts 
have mixed results- sometimes 
positive, sometimes negative. 

- Able to get people’s attention 
ad interest for a short time, but 
cannot sustain it.  

- Group extremely receptive to 
his or her ideas.  

- Has control of group; changes 
direction or moves to next 
point with east.  

- Strongly influences group 
achievement.  

- Has an obvious positive effect 
on the actions of other people.  

- Readily persuades other 
people to share in his or her 
point of view.  

- Presents ideas in a way that 
compels the audience to accept 
them.  

- Makes a very favorable 
impression on people.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

G. Builds Relationships 

- Demonstrates personal habits 
or mannerism that interfere 
with establishing or maintaining 
effective interpersonal 
relationship.  

- Demonstrates a lack of 
success in establishing and/or 
maintaining effective working 
relationships with people as a 
consequence or a lack of 
necessary understanding or a 
lack of necessary interpersonal 
skills.  

- His/her behavior detracts 
from or even “damages” 
previously established effective 
working relationships with 
individuals or groups.  

- He or she actively interferes 
with others who are in the 
process of building effective 
working relationships.  

- Is reasonably effective in 
working one-on-one with 
people, but has noticeable 
difficulties working effectively 
with a group.  

- Is reasonably effective in 
working with a group, but has 
noticeable difficulty working 
one-on-one with people.  

- His/her effectiveness in 
building relationships varies- 
sometimes effective, and 
sometimes not effective.  

- He or she is able to initially 
establish an effective working 
relationship but over the short 
term, the relationship 
deteriorates because of an 
apparent lack of necessary 
understanding of the other 
person’s needs, or a lack of 
required skills.  

- Extremely effective in 
establishing working 
relationships with individuals- 
able to “diagnose” what it will 
take to do it, and able to 
“deliver” it.  

- Readily understands what is 
needed to establish credibility 
and effective working 
relationships with a group; 
translates this understanding 
into effective action.  

- Demonstrates a powerful 
understanding of what is 
needed to establish and 
maintain effective working 
relationships with key 
constituencies in the business- 
employees, customers, 
suppliers, industry and 
community leaders, etc.  

- Quite successfully assists 
others in establishing and 
building effective working 
relationships with individuals 
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and groups.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

H. Conflict Resolution 

- Defines only his/her own 
interests.  

- Doesn’t attempt to find 
interests of conflicting parties.  

- Demonstrates only aggressive 
or cooperative behavior.  

- Accepts or recommends 
acceptance of win/lose” 
solutions. 

- Shows excessive emotion.  

- Advocates or accepts 
compromised results.  

- Can brainstorm solutions, but 
has difficulty in moving parties 
toward a common resolution.  

- Demonstrates cooperation, 
lacks aggressiveness to get 
parties to common ground.  

- Advocates collaborative 
approach.  

- Helps parties define mutually 
acceptable solutions.  

- Develops action plans to 
achieve satisfactory results.  

- Can help parties control 
emotions.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

I. Defines Direction 

- Defines goals or obstacles that 
are seriously deficient with 
respect to the standard of being 
“SMART,” i.e., significant, 
measurable, attainable, 
realistic, and time-bound. 

- Evidences considerable 
difficulty in defining a vision of 
needed results for the work 
group.  

- His/her efforts in defining a 
vision of this work and what is 
needed to accomplish it is 
noticeably lacking- confused, 
incomplete, illogical, etc.  

- Capably defines specific goals 
or objectives, but evidences 
difficulty in defining or 
describing an overall vision for 
the work group. 

- Able to define a general vision, 
but evidences difficulty in 
translating this vision into 
specific goals or objectives.  

- Able to define goals or 
objectives, but evidences 
difficulty in translating or 
explaining “how” these goals 
need to be accomplished. 

- His/her efforts in defining a 
work vision are in part 
incomplete or in part 
demonstrates inconsistencies 
evidences failure to completely 
think through the vision that is 
needed.  

- Work objectives he or she 
defines do not fully measure up 
to the standard of being 
“SMART, i.e., significant, 
measurable, attainable, 
realistic, and time-bound.  

 

 

 

- Develops and conveys a clear, 
thoughtful, and integrated 
vision of what the work is and 
how it will be accomplished. 
Demonstrates this capability in 
a wide range of work situations- 
from and hour-long or day-long 
work task to setting the vision 
and direction for a work group 
or plant for a year or more.  

- Demonstrates a high level of 
skill in defining and conveying 
work goals and objectives that 
directly address the “heart of 
the matter” and that leverage 
from available sources or 
competitive advantages.  

- Demonstrates the capability to 
define “SMART” objectives; i.e. 
significant, measurable, 
attainable, realistic, and time-
bound.  

- Develops and conveys in a 
vision of the work in a way that 
readily conveys the “why” of 
the vision.  
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 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

J. Resource Utilization 

- Evidences a solid lack of 
understanding of one or more 
major areas of resources (i.e., 
human, technical, capital).  

- Evidences a lack of 
understanding of a noticeable 
number of key facets of need 
resources. 

- Overlooks opportunities to 
use available and needed 
resources to get the work 
accomplished.  

- Is obviously wasteful with 
human, technical, and capital 
assets of the organization.  

- Evidences a sound 
understanding of some or many 
facets of needed resources, but 
is noticeably lacking in his/her 
understanding of one or more 
of the major facets of the 
human, technical, or capital 
assets of the business.  

- His/her estimates or definition 
f needed resources are 
generally correct and effective; 
however, at times, there are 
noticeable problems or short-
falls in the accuracy of validity 
of estimates or definitions.  

- Demonstrates an acceptable 
level of balance an efficiency in 
the utilization of resources; 
however there are noticeable 
opportunities to improve/ 
his/her effectiveness.  

- Demonstrates a sound and in-
depth understanding of all the 
key facets of the human, 
technical, and capital assets 
needed for success in the 
business.  

- Correctly and effectively 
estimates and defines the 
human, technical, and capital 
assets required to achieve 
needed results in the business.  

- Demonstrates a “world class” 
level of balance and efficiency 
in the utilization of 
organizational assets to achieve 
needed results.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

 

 

 

K. Developing People and 
Teams 

- He/she disregards or 
overlooks the need for 
development of individuals or 
groups.  

- Diagnoses of developmental 
needs prepared by this person 
are more erroneous than 
correct or valid.  

- He or she actively argues 
against providing needed 
development of people.  

- His/her efforts at providing 
feedback or coaching either fall 
far short of needed results, or 
worse, “Backfire’ and make the 
situation worse.  

- Takes explicit action to 
develop individuals, but 
overlooks opportunities to 
develop the entire team.  

- Takes explicit action to 
develop the team, but 
overlooks opportunities to 
develop individuals.  

- His/her efforts to develop 
individuals or work teams are 
mixed- sometimes they are 
effective and sometimes they 
are not.  

- His/her efforts to provide 
feedback and coaching to 
individuals or work teams are 
mixed- sometimes they are 
effective and sometimes they 
are not effective.  

- His/her diagnoses of 
developmental needs are 
acceptable, but at times they 
overlook key needs or are not 
valid or correct in the work 

- Defines approaches to getting 
the work done that “naturally” 
develop the capabilities of 
individuals and work teams.  

- Accurately diagnoses the 
developmental needs of 
individuals and work teams in 
the context of the needs of the 
business.  

- Prompts effective action to 
bring about needed 
improvement in the knowledge, 
skills, or capabilities of 
individuals and work teams.  

- Extremely adept at providing 
feedback and coaching to 
individuals and groups; as a 
result, their performance 
noticeably improves.  
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situation at hand.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

L. Disciplined Implementation 

- Either doesn’t develop 
strategies to achieve plan, or 
plan is unfocused toward goals.  

- Demonstrates lack of risk-
taking. 

- establishes plans that are 
naïve, lacks assigned resources, 
or includes unrealistic 
milestones.  

- Exhibits lack of commitment 
or steadfastness in actions 
toward implementation.  

- Develops strategy, but plan 
doesn’t achieve planned 
results.  

- Establishes conventional 
measures that only measure 
part of desired results.  

- Understands impact on 
manufacturing only, not overall 
business impact.  

- Has difficulty in defining or 
exhibiting adequate follow-
through actions.  

 

 

 

- Exhibits high degree of energy 
and enthusiasm for established 
plan.  

- Constructs plans that are 
realistic, include adequate 
resources, and provide needed 
results.  

- Takes the leadership role in 
implementing strategies; 
demonstrates ample follow 
through activities.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

M. Makes Business Case 

- Understands direct costs 
associated with business cast, 
but doesn’t develop indirect 
costs or costs associated with 
effects on other functional 
units.  

- Relies primarily on qualitative, 
subjective analysis when 
quantitative arguments are 
available an applicable.  

- Applies financial justification 
methodologies in an 
inappropriate or incomplete 
manner.  

- Fails to anticipate potential 
downside effects of 
recommend actions.  

- Understands and incorporates 
complete description of all 
expected costs and effects in 
business case analysis.  

- Able to develop key direct, 
tangible qualifiable benefits.  

- Limited ability to incorporate 
strategic rational into 
qualitative or quantitative 
analysis.  

- Applies straightforward, 
company-designated financial 
justification methodology in a 
credible and accurate manner.  

- Supplements quantitative 
cost/benefit analysis with 
strategic business rationale 
oriented toward achieving 
sustained competitive 
advantage.  

- Demonstrates understanding 
of how recommended actions 
will potentially impact internal 
performance measures as well 
as company’s marketplace 
position.  

- Innovatively applies financial 
justification methodologies to 
incorporate intangible and 
qualitative elements into the 
analysis.  

- Articulates recommended 
actions professionally and 
persuasively to technical and 
non-technical personnel across 
various levels of management.  

 

 

 

 Needs Improvement Average Very Good to Outstanding 
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 1 2 3 4 5 6 7 8 9 

N. Process Know-how 

- Still sees cost and quality at 
opposite ends of the same 
spectrum.  

- Reluctant to adopt integrated 
strategies for design 
automation, process 
technology, and planning 
systems.  

- Holds narrow view of the cost 
of quality.  

- Displays in-depth knowledge 
of current process technology 
and production capability.  

- Utilizes and provides 
widespread visibility to 
quantitative metrics that 
measure performance.  

- Understands strategic role of 
process technology, but makes 
decision and recommendations 
primarily on the basis of short- 
term results.  

- Actively embraces continuous 
improvement as an operating 
philosophy; sets measureable 
and achievable goals.  

- Plans and implements new 
technology and operating 
practices appropriate to meet 
current and projected 
requirements for cost, quality, 
service, and responsiveness. 

- Proactively seeks input from 
marketing and engineering 
functions in planning new 
process technologies and 
practices.  

- Utilizes knowledge of process 
technology to influence 
business strategy.   

 

 

 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

O. Information Know-How 

- Sees systems technology 
primarily as a means of 
capturing production data to 
monitor day-to-day operations 
using traditional measure of 
performance.  

- Fails to recognize how the 
technology can be utilized to 
enhance information transfer 
across functions.  

- Is personally reluctant to learn 
new computer-based skills or to 
explore the strategic use of 
information technology to 
improve operations.  

- Recognizes only a narrow, 
traditional cost/benefit analysis 
in justifying new information 
technology.  

- Recognizes the use of 
information technology to 
improve the efficiency of 
operations through, for 
instance, SPC, integration of 
design automation and process 
technologies.   

- Utilizes information systems 
to plan, control, and schedule 
production operations.  

- Collects, analyzes operating 
data and provides summary 
historical reports to business 
unit management.  

- Recognizes limitations of 
traditional financial justification 
approaches, but is unable to 
broaden thinking to strategic 
justification.   

- Recognizes the potential 
strategic use of information 
systems technology to provide 
marketplace advantage  

- Proactively seeks to leverage 
information technology for 
improved cross-functional 
communication and enhanced 
interaction with suppliers and 
customers. 

- Takes personal responsibility 
for being aware of what other 
companies do that might be 
applicable to company.  

- Takes leadership role in 
introducing information 
systems to manufacturing 
operations, justified on the 
basis of strategic competitive 
advantage.  

 

 

 Needs Improvement Average Very Good to Outstanding 
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 1 2 3 4 5 6 7 8 9 

P. Supplier Management 

- Appears to consider suppliers 
as a tactical resource.  

- Advocates a “low bid wins” 
philosophy 

- Exhibits disdain for and 
distrust of suppliers.  

- Doesn’t involve suppliers in 
decision making 

- Develops only short-term 
plans with supplier base.  

- Understands strategic role of 
supplier base, but typically 
makes short-term tactical 
decisions in “crunch” time. 

- Considers purchase price 
along with quality and delivery 
in purchase decisions.  

- Represents supplier 
viewpoints in some 
decisions/actions.  

- Occasionally visits and offers 
assistance to suppliers.  

- Exhibits long-term, strategic 
perspective on supplier 
management.  

- Uses “total cost” factors in 
supplier selection.  

- Continually provides 
assistance to suppliers in 
improvement activities.  

- Actually involve suppliers in all 
facets of logistics cycle.  

- Demonstrates commitment to 
develop competitive advantage 
through strategic supplier 
management.   

 
i) Example showing what the learner receives after the successful completion of learning event. 

Participants receive a certificate with the number of training hours that can be used for learning 
credits.  An example of our standard course certificate is provided below. This template can be 
amended if additional information is required, such as department name or location of course. 

 
Recordkeeping procedures of learners taking courses from the Offeror 

We will maintain a permanent file of attendees, contact information, dates of training, number of 
training hours, and course evaluations that would be available for future reporting. We will have a 
permanent record of all eLearning courses taken.  Participants are required to sign in at the start of each 
day of a course. These attendance records and any required course work, or exercises completed by the 
participant are used by Calyptus to determine if the participant has successfully completed a learning 
event.  
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j) Example of client satisfaction survey of instructor and content 

Review process for customer satisfaction results.  

The form below is an example of a brief course evaluation form that Calyptus provides to all training 
participants.  We understand performance measures within the RFP, and would amend the scale to 
fit the required definitions 1 (needs improvement) – 5 (Excellent).  

The process steps are outlined below: 

• Each participant will be given an evaluation form to fill in before the end of the training course. 
Written evaluation forms, either electronic or hard copy, are given out at all training courses, 
across all delivery platforms. 

• Evaluation forms are collected by Calyptus, and the data collated and analyzed. 
• A summary evaluation of each training course will be given to the Participating Entity no later 

than 30 calendar days after the training was held. Copies of the evaluation forms can be 
provided if requested. 

• If required, the summary will contain an action plan or suggestions for course changes so that 
the feedback received by participants can shape future delivery. These will be discussed and 
agreed with the Participating Entity as necessary. 

• The course evaluations will be collated on a quarterly basis and incorporated into the MASPO 
ValuePoint Usage Reports.  
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We recognize the performance measures outlined in the RFP: 

• Customer service surveys will be completed for all training courses, with the overall result of 3.5 
or above on a 1 (Needs Improvement) – 5 (Excellent) scale.  

• Success rate of 75% or higher on an appropriate course assessment, such as a test with the 
criteria based on learning outcomes for the learners completing the course.  

3. Statement verifying that the Offeror has read and understands all of the terms and conditions in 
Attachment A NASPO ValuePoint Master Agreement Terms and Conditions 

Calyptus Consulting Group Inc. has read and understands the terms and conditions in 
Attachment A NASPO ValuePoint Master Agreement Terms and Conditions.  

4. Statement verifying that the Offeror understands that negotiating additional terms and 
conditions may be required when executing a Participating Addendum 

Calyptus Consulting Group Inc. understands that negotiating additional terms and conditions 
may be required when executing a Participating Addendum. 

  



 
TECHNICAL PROPOSAL TO PROVIDE  

TRAINING FOR PROCUREMENT PROFESSIONALS 
 

This proposal is for evaluation purposes only, and shall not be duplicated or used in for any other purpose. P a g e  | 30 

5. Attachment D-1 Offeror Profile 
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6. Attachment D-2 Proprietary Information Identification form 

  



 
TECHNICAL PROPOSAL TO PROVIDE  

TRAINING FOR PROCUREMENT PROFESSIONALS 
 

This proposal is for evaluation purposes only, and shall not be duplicated or used in for any other purpose. P a g e  | 32 

7. Attachment D-3 Exceptions to RFP form 
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8. Attachment D-4 Vendor Data Sheet, completed and signed 
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9. Attachment D-5 State Corporation Commission Form, completed 
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10. Attachment D-6 Small Business Subcontracting Plan, completed and signed  
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COVER PAGE 
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AMENDMENT 1 
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Tab 2 – Experience and Qualifications 
1. Provide a detailed written narrative statement describing your firm’s qualifications and 

experience in providing the goods and/or services similar to those described herein including but 
not limited to the following: 

a) Firm’s primary business address and office locations 
222 Third Street, Suite 2242 
Cambridge MA 02142 

b) Days and hours of operation 
Monday-Friday: 8:30AM to 6PM 

c) Ownership structure 
Subchapter S corporation 

d) Organizational chart 

 
 

e) Website address  
www.Calyptusgroup.com 

f) Year firm was founded 
1992; Incorporated in 1995 

g) Mission statement and/or company goals 

 
h) Similar work with public or private entities 

Calyptus has performed training for Federal, State, County, and City procurement 
organizations. This has included the U.S. Department of Education, the State of New 
York, Fulton County and the City of Portland Oregon. 
 

i) Government client list and discounts provided over the past three (3) year 

U.S. DOE 10% discount 

U.S. GSA 30% 

j) Client retention rate over the past three (3) years 
100% retention rate 

The mission of Calyptus Consulting Group is to provide best-in-class training and 
consulting services, resulting in long-term, successful and satisfied customers. 
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k) Describe the firm’s growth over the past three (3) years 
Our sales have increased almost 80% since 2012. 

l) Describe the geographical limits by state name if submitting a proposal for a geographical area 
less than that of all Participating States (Refer to Section III entitled “Objective”) 

There is no geographical limits for the provision of the proposed training services. 

m) Describe the response procedure to customer complaints and service issues 

We will register all complaints and respond with corrective actions within 24 hours. The 
Project Manager will track all complaints and monitor the completion of successful 
actions to the customer’s satisfaction. Calyptus uses a Corrective/Preventive Action 
Report to document any customer complaints and service issues. This template is 
provided below. 
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n) Describe the customer satisfaction evaluation method 

Dr. Harris is the project manager. In addition to managing one or more of the States’ 
accounts (see response to Part o. below), he is responsible for managing quality for the 
entire contract. 

SMART goals will be put in place for each task assignment. These goals will include 
delivery quality, development of material quality, on time performance, budget 
compliance, and student satisfaction (as measured by surveys).  

Dr. Harris will monitor and track all SMART measures and performance and will report 
the attainment of goals every month. Whenever performance falls below expectations, 
he will develop a corrective action plan with the contract point of contact and the State 
sponsor. He will personally ensure that all of these actions are closed and will 
coordinate all activities with the staff member developing and/or conducting the 
training. 

Dr. Harris will also monitor payment processes, ability of users to access and track 
training opportunities, and the overall use of the contract by sponsoring State 
organizations. If necessary, he will implement marketing efforts to increase contract 
usage by State organizations. 

We will track and report the following customer satisfaction performance measures 
outlined in the RFP: 

 Customer service surveys will be completed for all training courses, with the 
overall result of 3.5 or above on a 1 (Needs Improvement) – 5 (Excellent) scale.  
An example class evaluation form given to all participants at the end of the 
training course is provided in Tab 3. Section 5. The course evaluations will be 
collated on a quarterly basis and incorporated into the MASPO ValuePoint 
Usage Reports.  

• Success rate of 75% or higher on an appropriate course assessment, such as a 
test with the criteria based on learning outcomes for the learners completing 
the course.  Learning outcomes will be evaluated through course appropriate 
assessments, and the learner assessment approach outlined in Tab 3: Section 6 

Dr. Harris will conduct, at a minimum, one annual meeting with the Lead State 
Contract Administrator to discuss performance and customer service related issues 
and other contract matters.  

o) Describe the methods and processes that would be used to manage multiple Participating State 
accounts and multiple Purchasing Entities within a Participating State 

We plan on assigning the responsibility for each State account and Purchasing Entity to a 
member of our staff. In this way, the staff member can: 

1) Be the point of contact for that State 
2) Know the organization structure and the buying entities 
3) Manage the invoicing process 
4) Responsible for order management, scheduling, and on-site training 

logistics 
5) Receive requests for customization and manage the value add 
6) Schedule webinars and eLearning as needed 

 

 



 
TECHNICAL PROPOSAL TO PROVIDE  

TRAINING FOR PROCUREMENT PROFESSIONALS 
 

This proposal is for evaluation purposes only, and shall not be duplicated or used in for any other purpose. P a g e  | 42 

p) Describe the invoicing process and the accepted methods of payment including the charge card 
acceptance policy 

We invoice on a monthly basis and accept Purchasing Cards. 

q) Total number of personnel employed by your firm by location 

Massachusetts: 10 

Texas: 2 

Full resumes of training staff are provided  below.  

GEORGE L. HARRIS, DBA, C.P.M., CPCM 
President 

Education 
Dr. Harris holds a DBA — NOVA Southeastern University (Management); a B.S. (Business Management) 
from Georgetown University; and an M.B.A. (Government Procurement and Materials Management) 
from George Washington University. 

General Experience 
Dr. Harris specializes in the areas of strategy development, change management, and leadership. He has 
established ways for companies to evaluate their overall effectiveness. He has developed tools to assist 
in the organizational evaluation of total cost of operations and to instruct how to attain competitive 
advantage through the use of organizational capabilities. He has performed management studies for 
Raytheon, United Technologies Corporation, Tyco, Invensys, and General Electric. Dr. Harris has 
developed organizational strategic plans at the corporate, business-unit, and unit levels. He had led 
change management efforts to implement strategies. 

Representative Training and Development Work 
Dr. Harris has conducted training for over 18,000 individuals over the last 25 years, and has directed or 
collaborated in the development and preparation of training materials for the following subject areas: 
 
• Making Decisions and Solving Problems • Structuring an Incentive System 
• Guiding, Directing and Motivating Others • Change Management 
• Communicating With Others In Writing • Hoshin Planning 
• Resolving Conflict, Negotiating With Others • Negotiations 
• Establishing and Maintaining Relationships • Conflict Resolution 
• Customer Service • Scenario Planning 
• Interpersonal Skills • Balanced Scorecard 
• Ensuring a Team Approach   

Professional Memberships 
Dr. Harris is a Certified Purchasing Manager (C.P.M.), Certified Professional Contracts Manager (CPCM), 
and has been named a Fellow by the National Contract Management Association. Dr. Harris has also 
been appointed to the panel of Arbitrators of the American Arbitration Association. He has also written 
a book on negotiations titled “Negotiations: Six Steps to Success,” published by Prentice-Hall in June 
1995 and is the author of two self-study courses for the American Management Association published in 
1999 and 2000. 
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JAMESON BEEKMAN, C.P.M. 
Consultant 

Education 

Mr. Beekman holds an MBA from Bryant University in Smithfield, RI with a concentration in Operations 
Management and a BA in Psychology from American University in Washington, DC. 

General Experience 

Mr. Beekman specializes in government operations and training.  He has 10 years of experience 
performing consulting and training services for a wide range of government clients on areas such as 
procurement, organizational structure, negotiations and communications.  

Representative Consulting and Training Experience 

Since 2006, Mr. Beekman has been involved in a wide variety of consulting and training projects for 
Calyptus Group, as represented below: 

• Served as the on-site point of contact for a consulting and training engagement in excess of 
$200,000. 

• Conducted over 15 training workshops for the FTA that specifically focus on negotiations and 
federal regulation 

• Development and presentation of trainings in vendor management, contract administration, 
strategic sourcing, negotiation, business case development, working with international vendors, 
category strategy and management, performance-based contracting, KPI development, and 
writing functional specifications for private industry. 

• Managed the strategic sourcing process from market analysis and supplier identification through 
to implementation for a large state agency. 

• Evaluated policies and procedures against governing regulations to highlight gaps and 
developed new policies and procedure documents as needed 

• Developed detailed value stream maps of client processes 
• Conducted a benchmarking study of non-emergent transportation services including question 

design, outreach to participants, and developing recommendation from the results. 
• Conducted organizational assessments of procurement and warehouse functions for multiple 

state, local, and quasi-government agencies. 
• Ran sourcing projects in temporary staffing, construction, transportation, office supplies, 

electrical and MRO, and maintenance/facilities. 
• Development and presentation of training in contract administration, performance-based 

contracting, negotiation and the use of fixed price contracts for public agencies.  

 
RACHEL SAINT FIRMIN 

Analyst 
Education: 

Ms. Saint-Firmin holds an MBA from Brandeis University, an M.S. in International Health Policy from 
Brandeis University, and a B.A. in Political Science from Brandeis University.  

General Experience: 

Ms. Saint-Firmin specializes in process improvement, Lean/Toyota Production management, data 
analysis and presentation, and project management.   
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Representative Consulting and Training Experience: 

For Calyptus, Ms. Saint-Firmin performs procurement and triennial review assessments, conducts 
organizational and operational analyses, and focuses on process improvement efforts. Highlights of her 
project work are provided below. 

• Participated in numerous procurement assessment activities with clients such as the FTA, NCTD, 
Minneapolis PHA, and OCTA  

• Conduct over 25 Procurement Reviews  
• Developed market analysis for the State of Michigan Strategic Sourcing Project 
• Specializes in process improvement, Lean/Toyota Production management, data analysis and 

presentation, and project management   
• Conducted a full-scale PSR for transit grantees. 
• Assisted in the development of a subrecipient monitoring program for a FTA grantee. 

Prior to Calyptus, Ms. Saint-Firmin spent two years working in quality improvement in the healthcare 
industry. She was responsible for facilitating and implementing continuous improvement projects for 
health center quality and compliance activities. Ms. Saint-Firmin focused benchmarking and data 
analysis for a broad range of stakeholders as tools for improvement. She worked on HRSA sponsored 
quality improvement grants and was an author of a related publication on improving cancer screening 
rates in community health centers. Ms. Saint-Firmin has also worked on various USAID funded 
international health and education consulting projects with a focus on budgeting, monitoring, and 
evaluation activities. 

Professional Memberships and Certifications: 

Certificate in Lean Management for Healthcare from Greater Boston Manufacturing Partnership. 
 

PHILIPPA DREW 
Analyst 

Education: 

Ms. Drew holds a Master’s Degree in Geography Studies from Cambridge University UK. 

General Experience: 

Ms. Drew possesses over seven (7) years of government consulting, performance improvement and 
training experience. 

Representative Consulting and Training Experience: 

For Calyptus, Ms. Drew contributes her expertise to procurement assessment activities with clients such 
as the FTA, OCTA, Wisconsin DOT, and the Office of Personnel Management. She is involved in revising 
processes and procedures to ensure efficient practice and regulatory compliance and conducting FTA 
Triennial Reviews. She assisted in the development of the subrecipient monitoring guide for a FTA 
transit grantee and trained staff on the new procedure.  

Prior to Calyptus, Ms. Drew managed and delivered a wide range of service transformation projects 
within county, municipal and regional authorities, including: 1) Performance reviews of Children’s and 
Adult’s Social Care Services, 2) Developing new service operating models to improve practice and 
control budget pressure, 3) Designing staff reorganization, and 4) implemented new performance 
management frameworks. She redesigned Social Care processes and procedures, including checklist 
tools, and delivered training on revised procedures and best practice techniques. She also has 
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appreciable experience managing the implementation of services within the Foster Care, Community 
Development, and Community Food Cooperative programs. 

Professional Memberships and Certifications: 

Ms. Drew holds certifications in Project Management (Prince 2 Practitioner and Foundation.) and in 
Program Management (Managing Successful Programs Foundation). 

r) Describe the criminal background check procedure for all training staff, if any. 

We conduct a customary background check of all employees prior to making an offer of 
employment. 

2. Litigation: Disclose any information about pending legal proceedings or business litigation 
against your firm, any officer, or principal, and indicate the current status or disposition not to 
exceed two (2) pages. 

There is no pending litigation 

3. Debarment: Statement verifying that neither the Offeror nor its principals are presently 
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from 
participation in this procurement by any government department or agency. If the Offeror 
cannot make this statement, disclose and provide information not to exceed two (2) pages. 

Neither Calyptus nor its principals are presently debarred, suspended, proposed for 
debarment, declared ineligible, or voluntarily excluded from participation in this 
procurement by any government department or agency. 

4. Technology and Data Security: 

a) Describe the online system to be used to place orders and receive assessment reports if not 
otherwise required by individual state e-Procurement systems 

We use a Moodle derived system for on-line registration. We will create a specific website 
for any registrations placed after award of a contract. 

b) Describe the measures used to protect sensitive customer information 

We don’t keep credit card information and any PII information such as social security 
information. 
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Tab 3 – Methodology – Specific Approach for Providing Services 

1. COURSE LIST  

Provide a list of all courses along with learning outcomes/description, number of days for each class or 
number of contact hours, and Continuing Education Units, if available. Courses should be organized by 
delivery platform. Courses shall relate to the optimization of knowledge and competencies in one or 
more of the following content categories: 

Our training catalog provides a wide range of individual courses that can stand alone, but can also be 
used as part of a program or curriculum of training. In addition to our current off-the-shelf training 
catalog, Calyptus offers customization services to ensure that training is tailored to the needs of the 
participating individuals and teams.   

A. Universal Public Procurement Certification Council UPPCC Body of Knowledge, (Latest 
Edition): Procurement Administration, Sourcing, Basic and Advanced Negotiations, 
Contract Administration, Supply Management, and Strategic Procurement Planning and 
Sourcing; 

Basic Negotiations Course (2 Days) 
This 2-day program provides the basic approaches to negotiations by buyers and sellers of goods 
and services. We will cover proven negotiation processes and techniques to ensure that the 
organization and its suppliers reach mutually acceptable terms. A six-step negotiation process 
will be described. The value of negotiation planning and preparation will be covered, and 
participants will plan for both one-on-one and team negotiations. Feedback on negotiating 
styles and tactics will also be provided. 

As a result of attending this course, participants will: 

 Learn elements of effective planning in negotiations 
 Understand the strategic and tactical roles and responsibilities of negotiators 
 Gain knowledge of various tools and techniques to be employed in negotiations 
 Understand the critical components of the negotiations process 
 Examine cross functional and cross cultural aspects of negotiations 
 Learn and apply cost/price analysis techniques 
 Avoid the key pitfalls people face in buyer-seller relationships 

Advanced Negotiations Workshop (1 Day) 
The purpose of this 1-day program is to enable increased productivity and effectiveness of 
procurement professionals through the sharing of best practice procurement methodologies, 
processes and tools, to create a stronger procurement community and network, and to provide 
consistent tools and processes for increased synergy of procurement efforts. 

As a result of participating in this seminar, participants will be able to: 

 Recalibrate on the key elements of the negotiation process 
 Understand proven tactics and techniques and tactics used to achieve negotiating 

success 
 Assess negotiations skills and develop plans for improvement 
 Learn how to deal with objections made by the other party(ies) 

World Class Negotiations (2 Days) 
This 2-day program provides best practices and advanced negotiations concepts for sourcing 
professionals. 
As a result of attending this course, participants will: 

 Develop a project plan to manage vendor projects 
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1.A Continued 
 Provide proven technologies and methods to supply chain 

management negotiating situations 
 Define how the optimal negotiation result can be obtained in light 

of market conditions 
 Develop participant skills and knowledge in managing the 

negotiating process 

“Negotiating for Success” Program (2 Days) 
This 2-day program provides the requirements for successful negotiations from planning to cost 
/ price analysis.  Participants will learn how to assess the financial capacity of suppliers.  A six-
step negotiation process is provided and is used for participant application. 

As a result of attending this program, participants will be able to: 
 Learn elements of effective planning in negotiations 
  Understand strategic and tactical roles and responsibilities of negotiators 
  Gain knowledge of various tools and techniques to be employed in negotiations 
  Understand the critical components of the negotiations process 
  Examine cross-functional and cross-cultural aspects of negotiations 
  Learn and apply cost/price analysis techniques 

Negotiation and Implementation of Contracts (1 ½ Days) 
This 1 ½ -day program provides guidelines on how to negotiate so that the purchase contract 
can be effectively implemented. 
As a result of attending this course, participants will: 

 Improve their ability to plan and execute negotiations  
 Shorten transition time for outgoing and new suppliers 
 Reduce problems associated with implementing new agreements  
 Minimize the anxiety associated with change 
 Increase compliance with new corporate supply agreements  

Procurement and the Law, Contracts, and Ethics (1 Day) 
This 1-day course examines in detail the legal and ethical issues surrounding procurement and 
gives participants an opportunity to assess how their contracts and their actions impact your 
organization and its bottom line.  Contracts are the basis for our relationships with vendors.  
Their enforceability depends on the laws that govern them and the terms we use.  Understand 
the laws of agency, find out what happens if you leave key terms out of your agreement, 
understand how to work with MS legal staff, and learn how to act ethically when performing 
procurement activities. 

As a result of attending this course, participants will: 

 Understand the importance of contracts 
 Learn the legal responsibilities of your company and its vendors 
 Understand the legal implications of actions taken by the company and vendors 
 How to ensure the contracting process is effective and efficient  
 Understand procurement ethics 

Procurement System Review (PSR) Training (2 Days) 
This 2-day program will describe how to conduct a comprehensive Procurement System Review 
(PSR).  Typical risk areas and guidelines for reporting and corrective action will be covered. 

As a result of attending this program, participants will: 
 To review procurement system requirements 
 To describe the procurement system review process 



 
TECHNICAL PROPOSAL TO PROVIDE  

TRAINING FOR PROCUREMENT PROFESSIONALS 
 

This proposal is for evaluation purposes only, and shall not be duplicated or used in for any other purpose. P a g e  | 48 

1.A Continued 
 To indicate best practices and lessons learned 
 To define risks in sub-grantee procurement systems 
 To review typical outputs of a procurement review (findings, recommendations) 

Procurement Team Training Program (1 Day) 
In this 1-day program, participants will learn how teams are managed in Subcontracting and 
Purchasing.  Team skills, team planning, and team conflict management are covered from a 
supply chain perspective.  

As a result of attending this course, participants will: 

 Participants will understand how effective team work will help achieve strategic 
acquisition objectives 

 Participants will learn roles and responsibilities of team members 
 Participants will assess their own team and conflict management styles 
 Participants will develop plans to improve team participation and management 

Procurement Training: Adding Value to the Company (2 Days) 
The 2-day program provides the essential ingredients of the interpersonal and professional skills 
needed by procurement professionals. 

As a result of attending this course, participants will be able to: 

 Develop an improvement plan 
 Improve negotiating results 
 Use their time more effectively 
 Write more succinctly and achieve desired results 

Contract Development and Administration (2 Days) 
This 2-day course describes the role of the buyer in the development of contracts and purchase 
order terms, and the internal interfaces required for creating effective terms. Key aspects of 
contracts are covered, an overview of the UCC is provided, and information on specification and 
statements of work. The participants will be able to apply the knowledge in setting realistic 
terms and conditions. 

As a result of attending this course, participants will: 
 Understand the importance of contracts; 
 Understand how the contract defines the responsibilities of your company and its 

suppliers; 
 Understand the implications of each party’s actions on the contract 
 Learn the principles of effective contract administration 

Strategic Sourcing for Team Leaders (2 ½ Days) 
This 2 ½ -day program provides strategic sourcing training for team leaders.  The program is 
concentrated on how project team leaders can ensure that team members work together to 
meet deadlines, achieve outcomes and ensure implementation success. 

As a result of attending this course, participants will: 
 Introduce participants to the skills needed to effectively lead a 

multi-discipline team 
 Review characteristics of effective teams  
 Review roles and responsibilities of team leaders and team 

members 
 Provide an understanding of how to plan and monitor commodity 

management and sourcing team activities 
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1.A Continued 
 Present tools and tactics that leaders can use to create a high 

performance team that delivers results 

8-Step Strategic Sourcing and Implementation Program (1 Day)  
This 1-day course describes the overall process to conduct strategic sourcing projects, and how 
to implement these projects in a successful manner. 

As a result of attending this course, participants will: 

 Understand an overview of the approach your company and other best-in-class 
companies are taking to manage external resources; 

 Be able to use the 8-Step Process to rationalize the supply base and develop 
partners; 

 Understand the implications of the effective supply management approach to work 
processes and business roles and responsibilities; 

 Be able to use a consistent process to manage suppliers on a cross-functional and a 
cross-divisional basis; and 

 Learn the processes needed to implement signed agreements and begin the 
supplier development process. 

8-Step Strategic Sourcing Training (2 Days) 
This 2-day program provides the specific tasks to be completed to conduct a strategic sourcing 
project.  Detailed information and templates are provided for each step. 

As a result of attending this course, participants will: 

 Learn the fundamental strategy your organization employs for supply management 
and strategic sourcing 

 Review the 8 step process and its value 
 Understand how the elements of the 8-step process contribute to joint supply 

management goals of Finance, Operations, Quality and Manufacturing at your 
organization 

 Learn how to get started in practice of the 8-step process and where to get more 
information 

8-Step Strategic Sourcing: 201 (1 Day) 
This 1-day program aims at those staff who have completed the 8-step Strategic Sourcing 
Training.  A more detailed focus is given to Market Analysis, Supplier Qualification, Cost and 
Price Analysis, and Establishing KPIs. 

As a result of attending this course, participants will: 

 Provide supplemental targeted training in aspects of the 8-step strategic sourcing 
process 

 Indicate your organization-wide supply management tools and initiatives 
 Describe best practices for strategic sourcing at your organization 
 Indicate additional steps necessary for selecting best suppliers 
 Define tools for transition standard work 

Supply Chain Management Program (2 Days) 
In this 2-day program, participants will review their individual supply chains and identify the 
costs, lead-times, and risks associated with them. Demand management, managing suppliers, 
the transformation and distribution processes and costs will also be assessed. Action plans will 
be developed to improve the efficiency and effectiveness of each supply chain. 
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1.A Continued 

As a result of attending this program, participants will be able to: 
 Understand the structure and costs of specific supply chains, 
 Be able to anticipate and establish programs/projects to counteract future 

problem/issues in specific supply chains, 
 More effectively deal with demand and schedule fluctuations, 
 Develop action plans to restructure supply chains to lower overall costs and to 

improve market responsiveness. 

Supply Chain Management: Increasing EPS through More Effective Spending (2 Days) 
In this 2-day program, participants will review their individual supply chains and identify the 
costs, lead-times, and risks associated with them. Demand management, managing suppliers, 
the transformation and distribution processes and costs, cycle time reduction and quality costs 
will also be assessed. Purchasing, materials, and logistics management will be examined. 
Techniques for acquiring, storing, processing and moving material inventory will be covered. 
Action plans will be developed to improve the efficiency and effectiveness of each supply chain. 

As a result of attending this course, participants will: 
 Understand the aspects of supply chain management 
 Learn the best practices in procurement 
 Develop plans for effective sourcing 
 Apply resources to supply chain management activities 

Contract Administration Training (3 Days) 
As a result of attending this 3-day program, participants will be able to prepare a delivery order; 
write a Contract Administration Plan; execute roles and responsibilities as the Contracting 
Officer’s representative; effectively manage contractor’s performance; review and approve 
appropriate contract changes; assess and approve contractor invoices; develop closeout files for 
task orders or contracts; and adequately complete and compile contract files. Topics include 
preparing a delivery order against and IDIQ contract; developing a contract administration plan; 
roles and responsibilities of the Contracting Officer’s representative; conducting a pre-
performance conference; managing contractor performance; managing contract changes; 
managing contract property; remedies accountable to the government; processing contractor 
invoices; contract appeals and disputes; ensuring effective contract closeout; ensuring proper 
contract files; and helpful hints for successful contract administration. 

As a result of attending this program, participants will be able to: 

 Prepare a delivery order 
 Write a Contract Administration Plan 
 Execute roles and responsibilities as the Contracting Officer’s Representative 
 Effectively manage contractor’s performance 
 Review and approve appropriate contract changes 
 Assess and approve contractor invoices 
 Develop closeout files for Task Orders or Contracts 
 Adequately complete and compile contract files 

B. Project Management Institute Body of Knowledge PMBOK: Project Management 
Framework, Project Integration Management, Project Scope Management, Project Time 
Management, Project Cost Management, Project Quality Management, Project Human 
Resource Management, Project Communications Management, Project Risk Management, 
and Project Procurement Management;  

Calyptus does not offer any courses under this category.   
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C. Supply Chain Management: Logistics, Warehousing, Distribution and Inventory Management 
and Controls; Strategic Sourcing, Training and Development, Category Management; 
Stakeholder Management Advocacy / Marketing / Outreach; We offer a significant number 
of training programs in this area, instructor-led and eLearning, as well as webinar offerings. 

Supplier Development (1 ½ Days) 
This 1 ½ -day workshop provides direction on world-class ways of working with suppliers to 
improve supply chain performance in all areas that will benefit the cross-functional interests of 
the organization. Resources, setting goals, performance review methods, and communication 
issues are covered. 

As a result of attending this course, participants will be able to: 
 Manage the performance of external suppliers to meet corporate objectives 
 Build long-term relationships with key suppliers 
 Assess supplier’s changing needs and capabilities 
 Create continuous improvement plans for supplier development 
 Work with suppliers to improve supply chain efficiency 

Supplier Diversity: 5-Year Strategic Planning Workshop (1 Day) 
The 1-day Supplier Diversity workshop describes how to develop a supplier diversity program, 
and how to integrate diverse suppliers into the organization's work. Examples of best practices 
will be provided for analysis. Participants will learn how to establish goals and action plans for 
supplier diversity programs. 

As a result of this training, participants will be able to: 
 Understand why Supplier Diversity is important 
 Define Supplier Diversity program goals and expectations 
 Articulate how to integrate supplier diversity into strategic sourcing process 
 Work through the analysis for a specific commodity to determine: 
 A realistic supplier diversity goal for the commodity 
 Where and how to position minority/women owned businesses in the supply chain 
 Identify available corporate resources 

Supplier Evaluation and Selection Workshop (1 ½ Days) * 
This 1 ½ workshop addresses the process of setting effective evaluation criteria to select the 
best suppliers and the methods of selecting suppliers using a cross-functional approach. 

As a result of participating in this seminar, participants will: 

 Evaluate the total costs of the technologies/products proposed by suppliers 
 Understand world-class manufacturing and service capabilities 
 Evaluate supplier assessment results and perform a risk assessment 
 Perform a complex cost/price analysis 
 Make a team-based supplier selection decision based on bona-fide evaluation 

criteria 
 Participate and manage a team-based supplier evaluation and selection process 

Supplier Identification Workshop (1 Day) 
In this 1-day program participants will learn to determine when supplier identification activities 
are required, define customer requirements and be able to take advantage of supplier 
capabilities to achieve the organization’s objectives. They will also gain an understanding of 
research methods and learn various sources to use to find and evaluate potential suppliers. 
Participants will learn to develop criteria to evaluate potential suppliers to be included on 
solicitation short list. Lastly, participants will learn to work in a team environment to establish 
the best suppliers for consideration. 
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1.C Continued 
As a result of participating in this seminar, participants will be able to: 

 Determine when supplier identification activities are required 
 Define customer requirements and be able to take advantage of supplier capabilities 

to achieve objectives 
 Understand research methods and learn various sources to use to find and evaluate 

potential suppliers that satisfy company’s needs 
 Develop criteria to evaluate potential suppliers to be included on solicitation short 

list 
 Work in a team environment to establish the best suppliers for consideration 

Supplier Implementation Workshop (1 ½ Days) 
This 1 ½ - day program will provide details how to implement new supplier contracts, creating 
communication plans, and ensuring supplier and user commitment. 

As a result of attending this course, participants will be able to: 
 Plan and execute transition of products to a newly selected supplier 
 Lead and manage change required when implementing new parts or suppliers 
 Deploy a set of tools to facilitate faster, more effective transition of products 
 Develop a focused action plan for use by the transition team in implementing the 

new supplier relationship 

Supplier Quality and Business Audit Training (2 Days) 
This 2-day program discusses how to develop supplier certification programs. It will distinguish 
among various inspection techniques drawing on Deming and Juran. ISO and Baldrige as well as 
other best-in-class supplier evaluation and audit programs will be considered. Supplier quality 
measures and management techniques will also be discussed. 

As a result of attending this course, participants will be able to: 
 Undertake an audit as a full team member 
 Understand the key elements of a quality and business system audit 
 Assist the supplier to identify and manage a continuous improvement program 
 Support the objectives to lower your organization’s total costs of supply 

management 
 Provide accurate feedback to suppliers on quality and business performance 

Supply Chain Cost Identification and Reduction (2 Days) 
This 2-day program focuses on the four key cost and price analysis techniques : price analysis, 
cost analysis, total cost analysis, and best/intrinsic value. Participants will learn various ways to 
evaluate costs and create plans to reduce total costs. Supplier proposals will be evaluated and 
participants will develop negotiation plans. 

As a result of attending this course, participants will: 
 Learn key cost and price analysis techniques 
 Be able to conduct financial analysis of supplier’s proposal 
 Understand how to evaluate total cost of ownership 
 Apply concepts to commodities and daily work 

Supply Chain Management Program (2 Days) 
In this 2-day program, participants will review their individual supply chains and identify the 
costs, lead-times, and risks associated with them. Demand management, managing suppliers, 
the transformation and distribution processes and costs will also be assessed. Action plans will 
be developed to improve the efficiency and effectiveness of each supply chain. 
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1.C Continued 

As a result of attending this program, participants will be able to: 
 Understand the structure and costs of specific supply chains, 
 Be able to anticipate and establish programs/projects to counteract future 

problem/issues in specific supply chains, 
 More effectively deal with demand and schedule fluctuations, 
 Develop action plans to restructure supply chains to lower overall costs and to 

improve market responsiveness. 

Supply Chain Management: Increasing EPS through More Effective Spending (2 Days) 
In this 2-day program, participants will review their individual supply chains and identify the 
costs, lead-times, and risks associated with them. Demand management, managing suppliers, 
the transformation and distribution processes and costs, cycle time reduction and quality costs 
will also be assessed. Purchasing, materials, and logistics management will be examined. 
Techniques for acquiring, storing, processing and moving material inventory will be covered. 
Action plans will be developed to improve the efficiency and effectiveness of each supply chain. 

As a result of attending this course, participants will: 
 Understand the aspects of supply chain management 
 Learn the best practices in procurement 
 Develop plans for effective sourcing 
 Apply resources to supply chain management activities 

8-Step Strategic Sourcing and Implementation Program (1 Day)  
This 1-day course describes the overall process to conduct strategic sourcing projects, and how 
to implement these projects in a successful manner. 

As a result of attending this course, participants will: 

 Understand an overview of the approach your company and other best-in-class 
companies are taking to manage external resources; 

 Be able to use the 8-Step Process to rationalize the supply base and develop 
partners; 

 Understand the implications of the effective supply management approach to work 
processes and business roles and responsibilities; 

 Be able to use a consistent process to manage suppliers on a cross-functional and a 
cross-divisional basis; and 

 Learn the processes needed to implement signed agreements and begin the 
supplier development process. 

8-Step Strategic Sourcing Training (2 Days) 
This 2-day program provides the specific tasks to be completed to conduct a strategic sourcing 
project.  Detailed information and templates are provided for each step. 

As a result of attending this course, participants will: 

 Learn the fundamental strategy your organization employs for supply management 
and strategic sourcing 

 Review the 8 step process and its value 
 Understand how the elements of the 8-step process contribute to joint supply 

management goals of Finance, Operations, Quality and Manufacturing at your 
organization 

 Learn how to get started in practice of the 8-step process and where to get more 
information 
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1.C Continued 

8-Step Strategic Sourcing: 201 (1 Day) 
This 1-day program aims at those staff who have completed the 8-step Strategic Sourcing 
Training.  A more detailed focus is given to Market Analysis, Supplier Qualification, Cost and 
Price Analysis, and Establishing KPIs. 

As a result of attending this course, participants will: 

 Provide supplemental targeted training in aspects of the 8-step strategic sourcing 
process 

 Indicate your organization-wide supply management tools and initiatives 
 Describe best practices for strategic sourcing at your organization 
 Indicate additional steps necessary for selecting best suppliers 
 Define tools for transition to standard work 

Commodity Planning and Strategic Sourcing Training Program (3 Days) 
This 3-day program provides debated knowledge on how to construct a spend analysis, develop 
a commodity plan, structure and manage sourcing projects, and manage implementation. 

As a result of attending this course, participants will: 

 Provide the framework for Supply Management activities 
 Review the fundamentals and structure of Commodity Management 
 Understand the key objectives, roles and responsibilities, tasks, and organizational 

implications of Commodity Management 
 Provide the basis for evaluating suppliers and establishing long-term contracts 
 Review of the Strategic Sourcing process, supplier development, supply 

management, and partnering 

D. Supplier Management: Supply Market Analysis, Supplier Qualification and Performance 
Metrics/Oversight and Balanced Scorecards; Supplier and Valued Partner Development, Supply 
Base Management; Vendor Managed Inventories; Socio-economic Factors in Procurement, 
Supplier Relationship Management; Calyptus has a series of proven programs in this area. 

Understanding Markets and Developing a Market Analysis (1 Day) 
This 1-day program provides detailed information on how to develop a thorough market 
analysis for sourcing projects and to provide the basics of establishing a market analysis 
pertaining to purchased goods and service categories. The process of conducting an intelligence 
gathering effort will be covered, and sources of important information will be indicated. 
Participants will develop a plan to improve specific category-specific market analysis and/or 
introduce world-class research techniques into Procurement. 

As a result of attending this course, participants will: 
 Understand the dynamics of supply markets and how to characterize your market. 
 Apply a general tool box to identify cost structure and analyze price drivers in your 

market. 
 Know how to apply market analysis data to strategic sourcing projects. 

 Follow the steps to creating a sound, comprehensive market analysis for use 

Supplier Evaluation and Selection Workshop (1 ½ Days) * 
This 1 ½ workshop addresses the process of setting effective evaluation criteria to select the 
best suppliers and the methods of selecting suppliers using a cross-functional approach. 

As a result of participating in this seminar, participants will: 

 Evaluate the total costs of the technologies/products proposed by suppliers 
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 Understand world-class manufacturing and service capabilities 
 Evaluate supplier assessment results and perform a risk assessment 
 Perform a complex cost/price analysis 
 Make a team-based supplier selection decision based on bona-fide evaluation 

criteria 
 Participate and manage a team-based supplier evaluation and selection process 

Supplier Diversity: 5-Year Strategic Planning Workshop (1 Day) 
The 1-day Supplier Diversity workshop describes how to develop a supplier diversity program, 
and how to integrate diverse suppliers into the organization's work. Examples of best practices 
will be provided for analysis. Participants will learn how to establish goals and action plans for 
supplier diversity programs. 

As a result of this training, participants will be able to: 
 Understand why Supplier Diversity is important 
 Define Supplier Diversity program goals and expectations 
 Articulate how to integrate supplier diversity into strategic sourcing process 
 Work through the analysis for a specific commodity to determine: 
 A realistic supplier diversity goal for the commodity 
 Where and how to position minority/women owned businesses in the supply chain 
 Identify available corporate resources 

Supplier Identification Workshop (1 Day) 
In this 1-day program participants will learn to determine when supplier identification activities 
are required, define customer requirements and be able to take advantage of supplier 
capabilities to achieve the organization’s objectives. They will also gain an understanding of 
research methods and learn various sources to use to find and evaluate potential suppliers. 
Participants will learn to develop criteria to evaluate potential suppliers to be included on 
solicitation short list. Lastly, participants will learn to work in a team environment to establish 
the best suppliers for consideration. 

As a result of participating in this seminar, participants will be able to: 
 Determine when supplier identification activities are required 
 Define customer requirements and be able to take advantage of supplier capabilities 

to achieve objectives 
 Understand research methods and learn various sources to use to find and evaluate 

potential suppliers that satisfy company’s needs 
 Develop criteria to evaluate potential suppliers to be included on solicitation short 

list 
 Work in a team environment to establish the best suppliers for consideration 

Supplier Implementation Workshop (1 ½ Days) 
This 1 ½ - day program will provide details how to implement new supplier contracts, creating 
communication plans, and ensuring supplier and user commitment. 

As a result of attending this course, participants will be able to: 
 Plan and execute transition of products to a newly selected supplier 
 Lead and manage change required when implementing new parts or suppliers 
 Deploy a set of tools to facilitate faster, more effective transition of products 
 Develop a focused action plan for use by the transition team in implementing the 

new supplier relationship 
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Supplier Quality and Business Audit Training (2 Days) 
This 2-day program discusses how to develop supplier certification programs. It will distinguish 
among various inspection techniques drawing on Deming and Juran. ISO and Baldrige as well as 
other best-in-class supplier evaluation and audit programs will be considered. Supplier quality 
measures and management techniques will also be discussed. 

As a result of attending this course, participants will be able to: 
 Undertake an audit as a full team member 
 Understand the key elements of a quality and business system audit 
 Assist the supplier to identify and manage a continuous improvement program 
 Support the objectives to lower your organization’s total costs of supply 

management 
 Provide accurate feedback to suppliers on quality and business performance 

Vendor Selection Program (1 Day) 
How do you know which vendor is really the right one for the job? This 1-day course reviews 
savvy sourcing principles that will help you make sure the vendor you select has the capabilities 
and desire to perform. Learn how to use industry data to prepare questions for potential 
vendors and to identify strengths and weaknesses of specific vendors. This course examines the 
correlation between your RFP and the vendor’s expectations. We’ll look at the data you need to 
choose an appropriate pool of vendors, and illustrate how your choice of evaluation criteria 
affects your results. 

As a result of attending this course, participants will: 
 Define a broad pool of potential vendors 
 Develop Request for Proposals (RFPs) to yield more measurable results  
 Design an objective evaluation matrix   
 Detail the total cost of vendor proposals 
 Effectively differentiate vendor capabilities 
 Conduct vendor research results and perform a risk assessment 
 Make a vendor selection based on fact-based evaluation criteria 

Preparation of Statement of Work (SOW) and Effective Technical Evaluation Program (2 Days) 
This 2-day program provides an overview of technical evaluations, and how to prepare effective 
statements of work and specifications. 

As a result of attending this course, participants will: 

 Learn the aspects of a SOW 
 Learn how to write a SOW 
 Understand how to evaluate submitted SOWs 
 Understand how to assess the contractor’s cost proposal based on the response to 

the SOW 

Conducting a Supplier Audit (1 Day) 
This 1-day course focuses on how to select a supplier for an audit.  Also included is how to 
introduce self-assessments into the process.  The process of conducting desk-audits and on-site 
audits using a proprietary framework will be included. 

As a result of attending this course, participants will be able to: 

 Identify the key cost drivers of their respective product / service supply chain 
 Plan follow-up activities for managing those cost drivers 
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 Evaluate the profitability and market drivers for their respective products and / or 

services 
 Establishing and manage team negotiation plans 
 Develop objectives which are consistent with clients and other stakeholders 
 Leverage the perspective they bring to the negotiation table to add value during 

the negotiation process 
 Learn how to improve the way to work with suppliers 
 Develop key metrics to measure the quality of working relationships, and track 

performance improvement activities 
 Identify aspects of the supplier management process requiring improvement 
 Conduct more effective supplier reviews, with cross-functional participation 

Just-In-Time Purchasing (1 Day) 
While companies attempt to improve their cycle times, quality, cost performance, and supply 
chain, many are embracing the Just-In-Time (JIT) purchasing method to accomplish 
improvements in these key areas. JIT is not about suppliers holding inventory or only Kanban, it 
is the embodiment of the philosophy of reducing non-value activities. A complex area, JIT 
involves the assessment of complex computer systems, the order release process, total costs, 
and establishing real, close working relationships with suppliers and sub-suppliers. A self-test 
will be administered which measures their division's performance in establishing or 
implementing JIT. 

The objectives of this 1-day program are to: 

 Learn the application of JIT to Purchasing 
 Understand how to work with suppliers to implement JIT solutions 
 Develop internal processes to interact with supplier JIT programs 

Statement of Objectives Program (SOO) (4 Days) 
This 4-day program describes how to write Performance Based Contracting and Statement of 
Objectives under Government Acquisitions. 

As a result of attending this course, participants will: 

 Provide an overview of how the Statement of Objectives (SOO) fits within the 
context of a Statement of Work 

 Define the critical elements of the SOO 
 Indicate how each element of the SOO is properly developed 
 Introduce best practice for SOOs for use and evaluation by participants 
 Develop core competency of writing and reviewing Statements of Objectives 

 E-Sourcing (1/2 Day) 
This program focuses on the e-business landscape and the use of reverse auctions for 
procurement and supply management staff. Current trends, concepts, and applications are 
provided to participants. The outcome will be more informed decision-making in this area. 
As a result of attending this course, participants will: 

 Understand the basic concepts of E-Business 
 Know how to assess different E-Business offerings 
 Be able to apply E-Business initiatives to improve supply chain management 
 Understand how to prepare an E-Business strategy 
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IT Contracting (2 Days) 
This 2-day program provides knowledge and skills in the negotiation of IT contracts. 
The objectives of this program are to: 

 To provide information on the role of the sourcing process in establishing and 
managing IT contracts 

 To provide knowledge on the meaning of IT contract terms and conditions 
 To provide direction on the types and forms of content to use when purchasing 

software licenses, IT hardware, as well as IT consulting, training, and development 
 To provide working knowledge of process for IT contracting 

E. Legal Aspects of Procurement: Practical Applications; Contract Types, Contract Development 
and Drafting; Provisions and Terms/Conditions; Requirements and Specifications 
Development; Contract Disputes and Alternative Dispute Resolution; Model Procurement 
Code; Legal Aspects of e-Procurement; FOIA; 

Advanced Procurement Law (1 Day) 
This 1-day program focuses on legal rights, liabilities and responsibilities. As a result of attending 
this program, participants will understand the key aspects of the Uniform Commercial Code, and 
other laws and regulations governing purchases. This course will enable participants to evaluate 
the standard terms and conditions of contracts and purchase orders; identify the critical aspects 
that ensure validity, completeness and legal sufficiency; identify actions that should be taken in 
order to protect the interests of the company in the event a supplier encounters financial and 
performance difficulties; and assess proposals and counter-proposals from suppliers on 
company terms and conditions. 

As a result of attending this seminar, participants will be able to: 

 Be aware of their legal rights, liabilities and responsibilities. 
 Understand the key aspects of the Uniform Commercial Code, as well as indicate the 

other various laws and regulations governing purchases. 
 Evaluate the standard terms and conditions of contracts and purchase orders, to 

identify the critical aspects that ensure validity, completeness, and legal sufficiency. 
 Identify actions that should be taken in order to protect the interests of the 

company in the event a supplier encounters financial and performance difficulties. 
 Assess proposals and counter-proposals from suppliers on terms and conditions 

Contract Development and Administration (2 Days) 
This 2-day course describes the role of the buyer in the development of contracts and purchase 
order terms, and the internal interfaces required for creating effective terms. Key aspects of 
contracts are covered, an overview of the UCC is provided, and information on specification and 
statements of work. The participants will be able to apply the knowledge in setting realistic 
terms and conditions. 

As a result of attending this course, participants will: 
 Understand the importance of contracts; 
 Understand how the contract defines the responsibilities of your company and its 

suppliers; 
 Understand the implications of each party’s actions on the contract 
 Learn the principles of effective contract administration 
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F. Business Competencies: Economics, Budgeting, Accounting and Financial Skills and Reports 
for Procurement; Change Management; Human Resource Skills, Management Theories, 
Decision-making; Critical, Creative and Complete Thinking, Organizational Behavior, Group 
Dynamics, Business Ethics, Business Law, Public Administration, Presentation Skills, Business 
Communications, Adult Learning, Coaching and Team Building, Strategic Thinking and 
Leadership; 

Train-The-Trainer (2 Days) 
This 2-day program covers trainer techniques and requirements; provides detailed notes to 
potential instructors on how to manage a training program; describes the management 
techniques for instructors to keep programs running smoothly. Topics covered include 
qualifications and skills for trainers; the 25 common mistakes in training; role of the trainer; 
teaching adults; preparing for the program; opening the program; giving presentations; flip-
charting techniques; facilitating exercises and conducting case discussions; asking questions in 
training environments; transitioning from one module to another; and closing the program. 
Participants will have an opportunity to apply learning. 

As a result of attending this course, participants will: 
 Learn trainer techniques and requirements 
 Have detailed notes on how to manage a training offering 
 Acquire management techniques to keep training programs running smoothly 
 Establish a core of qualified instructors  

TQM/Continuous Improvement: Team Training Program (2 ½ Days) 
This 2 ½ -day program provides information for teams and team members on how to complete 
TQM and construct continuous improvement projects. 

As a result of attending this course, participants will:  
 Learn key TQM concepts 
 Apply a CI model 
 Learn Six Sigma Concepts 
 Understand team power and continuous improvement 

Leading Change Training (1 Day) 
This 1-day training is designed to be a practical, hands-on road map to help participants to 
quickly develop strategies for assessing the change readiness within the organization.  This 
training offers exercises, handouts, assessments, and structured experiences as applications to 
be used on the job.  As a result of the training, participants should be able to identify the key 
internal and external forces causing change in organization, develop an integrative model for 
leading people through emotional and environmental changes to lead a more effective 
leadership role. 

As a result of attending this course, participants should be able to: 

 Understand the perceptions of change and the forces causing change 
 Experience personal change 
 Study a model for understanding the human responses to change 
 Understand change resistance 
 Identify the perceived losses and opportunities from change 
 Develop change resilience in yourself and others 
 Learn the actions for introducing/leading change 

Getting Innovation into Daily Supply Management Thinking (1/2 Day) 
This ½ -day course provides the basis for defining and placing for innovation from suppliers.  The 
course will cover how to organize for innovation and how to assess opportunities. 
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1.F Continued 
As a result of attending this training, participants will be able to: 

 Recognize innovation 
 Improve the number of innovative ideas implemented 
 Monitored suppliers to innovation 
 Create opportunities for supplier innovation 

Purchasing Simplification (1 Day) 
This 1-day program provides and applies proven ideas to simplify the full cycle of the 
procurement process.  Streamline operations and more efficient procurement methodologies 
are covered with case studies. 

As a result of attending this course, participants will: 

 Participants will learn about EDI, barcoding, the purchasing card and how each can 
reduce time spent on non-value added activities; both within and outside the 
Purchasing Department 

 Participants will learn the concept of activity based costing (ABC) and, working in 
groups, will complete exercises  designed to illustrate the principles of strategic 
cost management tools 

 Participants will explore techniques such as flow charting and JIT to improve the 
quality of performance and reduce cycle times in key purchasing responsibilities 

Value Analysis (1 Day) 
This 1-day program provides an overview of the opportunities found when using value analysis 
techniques. These opportunities pertain to both products and services and require cross-
functional company involvement and supplier cooperation. The techniques can also be applied 
to improve supply chain processes and internal processes. Participants will use a proven tool 
and apply the tool to a case study provided by CCG and then to their own commodities. 

As a result of attending this course, participants will: 

 To describe the use of value analysis in streamlining supply chain operations and 
reducing costs 

 To train participants in the fundamentals of value analysis and value management 
 To provide an overview of the steps of the value analysis process  
 To allow participants an opportunity to develop plans on applying the tool to their 

respective commodity categories 

Improving Communication in Procurement (1 Day) 
This 1-day program provides the necessary skills and knowledge for supply management staff to 
improve written communications. Examples from standard supply management 
communications are provided and evaluated. 

As a result of attending this course, participants will be able to: 

 Organize more effectively for written communications 
 Receive feedback on their communications skills and develop an improvement 

action plan 
 Develop more succinct and accurate written communications and reduce ambiguity 
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Using Demand Management to Reduce Total Cost of Ownership (1/2 Day) 
This ½ -day course addresses how a company can increase its cost savings and productivity 
improvement opportunities with suppliers in the areas of usage control, budget reduction, and 
product/service substitution. Specific ideas will be presented that will aid your business unit to 
reduce the total costs of working with suppliers by reducing the amount and extent of services 
and products from vendors. Value analysis techniques will be used to explain how to improve 
value while reducing costs. 

As a result of attending this course, participants will: 

 Distinguish between price and non-price cost reduction 
 Develop plans to reduce usage and budgets for vendor management 
 Implement different methods of reducing costs through product and service 

substitution 
 Review internal processes and procurement procedures to streamline and 

consolidate costs 
 

Business Case Development (1 Day) 
This 1-day program provides guidance on how to build and sell a business case to peers, 
management, and third parties. 

As a result of attending this course, participants will: 

 Identify and communicate performance issues to key stakeholders 
 Use business case compilation as an audit for project assumptions, data, and 

conclusion 
 Obtain conceptual buy-in and support from the organization 
 Calculate and prioritize project costs and benefits 
 Fulfill information needs to obtain project approval 

Applying Benchmarking Principles to Purchasing (1 Day) 
This 1-day course applies the process of benchmarking to purchasing. It includes purchasing-
oriented case studies and exercises.  This program will trace the process of benchmarking using 
a purchasing example, and includes a section on purchasing data research and analysis. A major 
portion of the program is devoted to creation and implementation of a supply management 
strategy. 

As a result of attending this course, participants will: 

 Learn the basic steps in the benchmarking process 
 Understand how to apply the process to Purchasing 
 Be able to employ benchmarking in their normal course of work 
 Apply the benchmarking process to commodities purchased by their company 
 Develop a plan for personal use of benchmarking 

Creating Value for the Organization (1 Day)  
This program provides guidance on how Supply Management activities can ensure greater value 
to organizations.  Strategies, staff capability, and maturity models are used to allow participants 
a way to craft value-based strategies and implementation plans to increase supply 
management’s contribution to the bottom line. 

As a result of attending this course, participants will: 
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 To describe how to develop a supply management strategy 
1.F Continued 

 To indicate the specific ways supply management can add value to an organization 
 To provide information on how to improve professionalism 
 To specify how to diagnose an effective sourcing strategy 

Customer Service Excellence Program (2 Days) 
The purpose of this 2-day program is to provide the basic tenets of customer service 
management.  Participants will learn how to establish a service orientation and be able to 
develop measures to improve internal and external satisfaction. 

As a result of attending this course, participants will be able to: 

 Better manage Customers Expectations – Your Organization will evaluate 
Customers, with a focus on understanding their needs and expectations, and how 
to meet these needs 

 Improve Time Management – Participants will focus on multitasking, prioritization 
and consolidation techniques to allow them to keep pace with high volumes while 
improving the quality of their work 

 Enhance Personal Communication – Techniques for effective communication will 
be examined so that participants can learn how to avoid common communication 
barriers and improve active listening skills 

 Resolve Conflicts Effectively – Participants will learn to recognize and diffuse 
potential conflict situations.  They will also receive feedback on their conflict 
resolution styles 

Advanced Cost and Price Analysis (1/2 Day) 
This 1/2-day program provides coverage of advanced CAPA topics such as total cost, total cost of 
ownership, target costs, fully loaded labor rates, and profit analysis. 

As a result of attending this course, participants will: 

 Understand the elements of Cost and Price Analysis 
 Learn to apply CAPA techniques to both products and services 
 Better understand when to apply the various potential techniques in more complex 

procurements 
 Grasp the impact of target costs, cost curves, and other leading edge concepts 
 Develop a plan to implement CAPA in their activities 

Financial Analysis Program (1 Day) 
The 1-day program focuses on financial decision making in engineering. Participants will learn 
how to make choices among a multitude of potentially rewarding projects, considering risks, 
return, and customer satisfaction. 

As a result of taking this course, participants will gain an understanding of: 

 To set forth the reasons to accomplish effective cost and price analysis. 
 To train participants in recognizing, evaluating, and negotiating elements of 

suppliers’ costs and prices. 
 To provide information on how to further investigate price trends and the impact 

of industry/market developments. 
 To allow participants the opportunity to apply knowledge through a series of your 

organization’s-specific cases and exercises. 
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Pricing Techniques (1/2 Day) 
Nine (9) specific techniques used by suppliers will be discussed in this ½-day program.  
Negotiation strategies to counteract and techniques will be presented. 

As a result of attending this program, participants will be able to: 

 Determine whether price is fair and reasonable 
 Ensure your company receives the best possible prices 
 Assess whether reduction of price is possible 

Total Cost Management (2 Days) 
This 2-day program includes coverage of financial analysis, cost and price analysis, target pricing, 
supplier pricing techniques, and total costs. 

As a result of attending this course, participants will be able to: 

 Conduct price, cost, margin, target cost, and should cost analyses 
 Analyze learning curve and experience curve factors 
 Consider various cost considerations for New Product Introductions 
 Reduce total cost of ownership 
 Use templates to make business decisions based on Total Cost 
 Use Value Analysis and its benefits 

FULL CATALOG AVAILABILITY 

Customers can select courses from our published catalog, some of which are included and described in 
this proposal. The full list is provided in Tab 4. 

2. CUSTOMIZATION:  

Describe the processes of aligning services to meet the needs of a Participating Entity through either 
customization of the current courses/programs and/or assisting in the development of a training 
program, such as rearranging modules from different courses to set up a unique curriculum that may 
meet a Participating Entity’s needs; 

Training Development Process 

Calyptus can customize off-the-shelf and eLearning programs at the request of customers, adding case 
studies, exercises, presentations, and other customer specific information required. Minor 
customization can be completed without additional charges to the off-the-shelf instructor-led training. 
Customization of eLearning modules would result in additional development costs. 

CCG follows a consistent method when designing, developing, conducting and evaluating training. We 
begin by indicating the outcomes desired by the training based on skills or competency assessments. We 
then develop a curriculum outline with both learning and behavioral objectives.  

Once the curriculum is approved by the customer, we develop the material and include interactive case 
studies and exercises. We may use subject-matter-experts from the customer to tailor the orientation to 
their industry and environment. Once approved by the customer, we conduct the program and ensure 
that data is collected and analyzed after every training offering to ensure that the materials and 
instruction are the best possible. We work with the customer to validate the ROI and survey the training 
participants about the value obtained. 

Creative multimodal approaches are used to ensure active involvement by all participants. These 
include: 
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• Participant presentations 
• Team/group exercises 

2. Continued 
• Self-assessments 
• Case Studies 
• Simulations 
• Checklist / Format use 

This education initiative will involve several key steps to complete. Each proposed step in the course 
design and facilitation process is described in Section 3 below. 

3. COURSE DESIGN:  

Describe the firm’s knowledge and experience to design/tailor course content to meet the unique 
professional development of the various needs of procurement and contract management professionals; 

Development Methodology 

In this section, we shall describe the approach to develop the courses, conduct and evaluate training 
sessions, and our methods to teach adults in a short course environment 

There are three (3) tasks associated with course development: information gathering, course outline 
preparation, and course materials development and integration. 

Task 1: Information Gathering 

We propose to employ the following materials in developing the training programs: 

• Calyptus current course materials and related topics 
• Current events  
• Federal laws and regulations and updates to requirements 
• Case studies from the Commonwealth of Virginia Department of General Services 
• Research materials (from 200 electronic databases) 
• Best-in-class services (benchmarking information) 

We have already developed most of this information for the proposed courses.  

Task 2: Course Outline/Curriculum Preparation  

We have provided our basic proposed agenda for the course segments in more detail in the section of 
our proposal entitled “Course List.” However, Calyptus proposes the following general course outline 
format for review and consideration.  

• Cover Sheet / Title Page 
• Table of Contents 
• Course Objectives and Agenda of Daily Activities 
• Narrative discussion of each section including title, time allotment, objectives for the section 
• Glossary of Terms 
• Required and suggested readings 
• Appendices to include selected readings (copies with approvals from authors, if needed) 
• Bibliography (to support each section of program not covered in suggested or required readings) 

Task 3: Course Material Development and Integration 

Upon receiving approval of the course outline, Calyptus will assemble the full training package including 
all PowerPoint Slides, Participant Workbooks, and Supplementary Materials.  
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With respect to Evaluation Instruments, Calyptus uses two separate training evaluation forms: one for 
the pilot (if any) and another for ongoing sessions.  More detail about the learner assessment and 
course evaluation forms can be found in Sections 5 and 6. 

4. SERVICE DELIVERY 

Describe the types of delivery platforms available for a curriculum. Specify whether courses are self-
paced online with printable materials, instructor-led classroom, self-paced online with rich media (e.g., 
video, audio), blended learning (i.e., traditional classroom methods and e-learning), virtual instructor-led 
(online), video tutorials (e.g., YouTube), Podcasts, Immersive learning (e.g., simulations, gamification), 
mobile learning (e.g., access via tablets, smart phones), etc.; 

The following chart indicates the courses offered and how training services will be delivered. Where a 
course is relevant for more than one content area, it has been listed in each applicable section.  

Course material will be provided to all participants for their future reference and continued learning. 
ELearning courses are available on line, and can be accessed through personal mobile learning devises 
such as tablets and smart phones.   

Course Delivery Method(s) 

Universal Public Procurement Certification Council UPPCC Body of Knowledge:  

Basic Negotiations Course (2 Days) eLearning & Instructor Led 

Advanced Negotiations Workshop (1 Day) eLearning & Instructor Led 

World Class Negotiations (2 Days) 
eLearning &instructor-led 

classroom 

“Negotiating for Success” Program (2 Days) instructor-led classroom 

Negotiation and Implementation of Contracts (1 ½ Days) instructor-led classroom 

Procurement and the Law, Contracts, and Ethics (1 Day) instructor-led classroom 

Procurement System Review (PSR) Training (2 Days) instructor-led classroom 

Procurement Team Training Program (1 Day) instructor-led classroom 

Procurement Training: Adding Value to the Company (2 Days) instructor-led classroom 

Contract Development and Administration (2 Days) instructor-led classroom 

Strategic Sourcing for Team Leaders (2 ½ Days) instructor-led classroom 

8-Step Strategic Sourcing and Implementation Program (1 Day)  instructor-led classroom 

8-Step Strategic Sourcing Training (2 Days) instructor-led classroom 

8-Step Strategic Sourcing: 201 (1 Day) 
eLearning &instructor-led 

classroom  

Supply Chain Management Program (2 Days) 
eLearning & instructor-led 

classroom 

Supply Chain Management: Increasing EPS through More Effective 
Spending (2 Days) 

instructor-led classroom 

Contact Administration Training (3 days) instructor-led classroom 

Supply Chain Management  

Supplier Development (1 ½ Days) instructor-led classroom 
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Supplier Diversity: 5-Year Strategic Planning Workshop (1 Day) instructor-led classroom 

Supplier Evaluation and Selection Workshop (1 ½ Days)  eLearning & Instructor Led 

Supplier Identification Workshop (1 Day) instructor-led classroom 
4. Service Delivery Continued  

Supplier Identification Workshop (1 Day) instructor-led classroom 

Supplier Quality and Business Audit Training (2 Days) instructor-led classroom 

Supply Chain Cost Identification and Reduction (2 Days) instructor-led classroom 

Supply Chain Management Program (2 Days) 
eLearning & instructor-led 

classroom 

Supply Chain Management: Increasing EPS through More Effective 
Spending (2 Days) 

instructor-led classroom 

8-Step Strategic Sourcing and Implementation Program (1 Day)  instructor-led classroom 

8-Step Strategic Sourcing Training (2 Days) instructor-led classroom 

8-Step Strategic Sourcing: 201 (1 Day) 
eLearning &instructor-led 

classroom  

Commodity Planning and Strategic Sourcing Training Program (3 Days) instructor-led classroom 

Supplier Management   

Understanding Markets and Developing a Market Analysis (1 Day) instructor-led classroom 

Supplier Evaluation and Selection Workshop (1 ½ Days)  
eLearning &instructor-led 

classroom 

Supplier Diversity: 5-Year Strategic Planning Workshop (1 Day) instructor-led classroom 

Supplier Identification Workshop (1 Day) instructor-led classroom 

Supplier Identification Workshop (1 Day) instructor-led classroom 

Supplier Quality and Business Audit Training (2 Days) instructor-led classroom 

Vendor Selection Program (1 Day) instructor-led classroom 

Preparation of Statement of Work (SOW) and Effective Technical 
Evaluation Program (2 Days) 

instructor-led classroom 

Conducting a Supplier Audit (1 Day) instructor-led classroom 

Just-In-Time Purchasing (1 Day) instructor-led classroom 

Statement of Objectives Program (SOO) (4 Days) instructor-led classroom 

E-Sourcing (1/2 Day)  instructor-led classroom 

IT Contracting (2 Days) instructor-led classroom 

Legal Aspects of Procurement   

Advanced Procurement Law (1 Day) instructor-led classroom 

Contract Development and Administration (2 Days) 
eLearning &instructor-led 

classroom  

Business Competencies  
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Train-The-Trainer (2 Days) instructor-led classroom 

TQM/Continuous Improvement: Team Training Program (2 ½ Days) instructor-led classroom 

Leading Change (1 Day)  instructor-led classroom 

4. Service Delivery Continued  

Getting Innovation into Daily Supply Management Thinking (½Day)  
eLearning &instructor-led 

classroom 

Purchasing Simplification (1 Day) instructor-led classroom 

Value Analysis (1 Day) 
eLearning &instructor-led 

classroom 

Improving Communication in Procurement (1 Day) instructor-led classroom 

Using Demand Management to Reduce Total Cost of Ownership (½Day)  instructor-led classroom 

Business Case Development (1 Day) instructor-led classroom 

Applying Benchmarking Principles to Purchasing (1 Day) instructor-led classroom 

Creating Value for the Organization ( 1 Day)  instructor-led classroom 

Customer Service Excellence Program (2 Days) instructor-led classroom 

Advanced Cost and Price Analysis  (½ Day)  
eLearning &instructor-led 

classroom 

Financial Analysis Program (1 Day) instructor-led classroom 

Pricing Techniques (½ Day) instructor-led classroom 

Total Cost Management (2 Days) instructor-led classroom 

Webinars 

Calyptus can provide webinars on any topic covered by an on-site training program or eLearning 
module. These can be developed very easily in house at the customer’s request and expense. We do not 
offer ongoing webinars for public participation so the specific subject matter and content would be 
arranged to meet the specific needs of the customer.  

We are able to provide these webinars with current internal resources and available software. 

Approach  

The President of Calyptus, Dr. George Harris, will be the Account Manager and the point of contact 
responsible for customer service, available to respond to Participating Entities inquiries within one (1) 
business day.  

We will provide a website dedicated to the Participating Entities and learners that includes summaries of 
the training courses, online ordering and payment information. 

5. FORMS:  

Provide samples of class evaluation forms 

The form below is an example of a brief course evaluation form that Calyptus provides to all training 
participants at the end of the course.  We understand the performance measures listed within the RFP, 
and would amend the scale to fit the required definitions 1 (needs improvement) – 5 (Excellent).  

The process steps are outlined below: 
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• Each participant will be given an evaluation form to fill in before the end of the training course. 
Written evaluation forms, either electronic or hard copy, are given out at all training courses, 
across all delivery platforms. 

• Evaluation forms are collected by Calyptus, and the data collated and analyzed. 

5. Forms Continued 

• A summary evaluation of each training course will be given to the Participating Entity no later 
than 30 calendar days after the training was held. Copies of the evaluation forms can be 
provided if requested. 

• If required, the summary will contain an action plan or suggestions for course changes so that 
the feedback received by participants can shape future delivery. These will be discussed and 
agreed with the Participating Entity as necessary. 

• The course evaluations will be collated on a quarterly basis and incorporated into the MASPO 
ValuePoint Usage Reports.  

 

In addition, Calyptus uses the following evaluation form as a more in-depth self-assessment of our 
delivery of training courses. This is used to explore and document our own performance to ensure high 
standards are maintained across all trainers and courses.  We use the feedback from these two 
evaluation forms to modify future course provision through a continuous improvement approach. 
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5. Forms Continued 

 

6. LEARNER ASSESSMENT:  

Briefly describe the performance assessment tools that are used to determine whether learners have 
achieved planned learning outcomes (i.e., customer satisfaction, quality, performance, financial, activity 
and/or learning outcomes aligned with business goals, etc.) 

The performance assessment tool that we will use is based on the Kirkpatrick system: Measurement 
sample for a course 

Calyptus has developed a variety of evaluation tools and approaches which can be used to assess 
student performance.  We use the Kirkpatrick’s Four Level Training Evaluation Model (Kirkpatrick, 1994, 
Evaluating Training Programs) in order to analyze the effectiveness and impact of our training, so that 
we can continually improve. Different tools can be used to evaluate the different levels.  
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6. Learner Assessment Continued 

 
• A course evaluation form is given to all participants across all training delivery methods. More detail 

about this approach and an example of a course evaluation form can be found below. 

• Knowledge review quizzes during and at the end of the course will score the level of comprehension 
and learning of each participant.  

• Trainer Observation: During instructor-led classroom courses trainers will observe participants and 
can provide a summary of feedback on completion. This will include comprehension of material, 
group working, leadership and decision making exercises, and presentation skills, as well as general 
engagement with the course. This feedback can cover both learning and behavior evaluation levels. 

• Behavior framework tools: During the first morning of a course participants will be asked to score 
themselves along a range of criteria. An example framework that Calyptus has previously used for 
procurement leadership and management training can be found below. Participants will be asked to 
score themselves at the end of the course using the same criteria, to indicate how their knowledge 
and confidence has changed over the training duration. If desired, this could then be replicated as a 
follow up 3 months after the course to depict the longer term impact on behavior. Frameworks are 
useful for self-evaluation as well as discussion tools for development discussions with managers.  In 
addition, Calyptus encourages participants to develop action plans at the end of each course, from 
which participants can measure their own behavior against their goals 
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• The results of these different evaluation strands will be summarized and presented to supervisors 
within 1 month of the end of the course.  This, coupled with the internal feedback from managers 
will provide an indication of the wider results of the training course for the business as a whole. 

 

6. Learner Assessment Continued 

Behavioral Framework:  Descriptions of Success Requirements Performance Levels 

I. Analytical 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

A. Problem Solving 

- Has difficulty understanding 
that a problem exists.  

- Overlooks major aspects of 
the problem.  

- Explanations based on faulty 
logic.  

- Unable to develop solutions.  

- Able to define basic problem 
and relevant factors.  

- Develops reasonable 
explanations.  

- Develops one or more 
straight- forward solutions to 
problems.  

- Identifies and defines problem 
situations with unusual insight 
and capability.  

- Develops highly logical 
explanations.  

- Sees all parts of a problem and 
fits them together as w hole to 
achieve effective resolution.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

B. Decision-Making 

- Refrains from making needed 
decisions.  

- Frequently reverse his or her 
decisions.  

- Decisions exhibit unsound 
judgment.  

- Decisions made too quickly or 
abruptly.  

- Able to make decisions, but 
judgment is sometimes poor.  

- Judgement is good, but 
decision takes too long or 
involves excessive preparations 
or resources.  

- Needed decisions made in 
timely manner.  

- Decisions exhibit thoughtful 
and mature judgement.  

- When possible, all aspects of 
problem taken into account 
prior to decisions.  

- Decisions are sound logical, 
realistic.  

II. Communication 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

C. Listening Skill 

- Other people have difficulty 
getting this person to listen.  

- Has difficulty with listening 
skills- frequently unable or 
unwilling to really hear and 
understand another person’s 
idea or point of view.  

- Attempts use of active 
listening skills at least 
occasionally.  

Uses only part of what is heard.  

- Ensures communication is 
two-way by using active 
listening skills; e.g., 
restatement, nonverbal 
reinforcements, etc.  

- The questions asked by this 
person evidence full use of 
prior relevant oral 
communication.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 
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D. Oral Communication 

- Mumbles; speech is hard to 
understand; has difficulty in 
listening.  

- Has difficulty making self-
understood in oral 
communications.  

- Uses jargon or terms nor 
understood by audience.  

- Uses language that confuses 
or offends.  

 - Able to talk to individuals or 
groups and get his/her point 
across, but has difficulty with 
fluency, pronunciation, and 
speech habits.  

- Speaks well one-on-one, but 
not in groups (or vice versa). 

- Occasionally gets confused 
when presenting an idea, but 
recovers nicely.  

- Speaking voice is clear, with 
more-than-sufficient volume.  

- Content of oral 
communication readily 
understood by intended 
audience.  

- Easily able to secure and hold 
the attention of the audience.  

- Presents ideas in a way that 
compels the audience to accept 
them.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

E. Written Communication 

- Unable to read this person’s 
handwriting.  

- Written work unclear or 
disorganized.  

- Choice of terms is 
inappropriate, too 
sophisticated, or too simplistic.  

- Sentence structure confuses 
reader- sentences hard to 
understand.  

- Written communications are 
mostly understandable.  

- Exhibits some problems with 
grammar, vocabulary, 
organization.  

- Amount of content is not 
appropriate (too much or too 
little).  

- Writes in orderly and coherent 
style.  

- Uses terms readily understood 
by reader.  

- Organizes written work 
through use of outline format, 
synopsis or summary, explicit 
statement of fact, conclusion 
and recommendation, etc.; 
facilitates understanding and 
compels acceptance on part of 
the reader.  

 

III. Interpersonal 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

F. Leadership 

- Group repeatedly ignores or 
rejects this person’s ideas.  

- Has little or no influence on 
the direction taken by the 
group.  

- Has little or no impact on the 
group’s progress or 
achievement.  

- Encounters repeated difficulty 
in persuading or “selling” 
individuals or groups.  

- Exhibits habits or mannerism 
that cause other people to lose 
interest or enthusiasm.  

- Some of his or her ideas are 
accepted; some are not.  

- Contributes to the direction 
the group takes. 

- Has some influence on what 
the group achieves.  

- “Selling” or persuading efforts 
have mixed results- sometimes 
positive, sometimes negative. 

- Able to get people’s attention 
ad interest for a short time, but 
cannot sustain it.  

- Group extremely receptive to 
his or her ideas.  

- Has control of group; changes 
direction or moves to next 
point with east.  

- Strongly influences group 
achievement.  

- Has an obvious positive effect 
on the actions of other people.  

- Readily persuades other 
people to share in his or her 
point of view.  

- Presents ideas in a way that 
compels the audience to accept 
them.  

- Makes a very favorable 
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impression on people.  

 

 

 

 

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

G. Builds Relationships 

- Demonstrates personal habits 
or mannerism that interfere 
with establishing or maintaining 
effective interpersonal 
relationship.  

- Demonstrates a lack of 
success in establishing and/or 
maintaining effective working 
relationships with people as a 
consequence or a lack of 
necessary understanding or a 
lack of necessary interpersonal 
skills.  

- His/her behavior detracts 
from or even “damages” 
previously established effective 
working relationships with 
individuals or groups.  

- He or she actively interferes 
with others who are in the 
process of building effective 
working relationships.  

- Is reasonably effective in 
working one-on-one with 
people, but has noticeable 
difficulties working effectively 
with a group.  

- Is reasonably effective in 
working with a group, but has 
noticeable difficulty working 
one-on-one with people.  

- His/her effectiveness in 
building relationships varies- 
sometimes effective, and 
sometimes not effective.  

- He or she is able to initially 
establish an effective working 
relationship but over the short 
term, the relationship 
deteriorates because of an 
apparent lack of necessary 
understanding of the other 
person’s needs, or a lack of 
required skills.  

- Extremely effective in 
establishing working 
relationships with individuals- 
able to “diagnose” what it will 
take to do it, and able to 
“deliver” it.  

- Readily understands what is 
needed to establish credibility 
and effective working 
relationships with a group; 
translates this understanding 
into effective action.  

- Demonstrates a powerful 
understanding of what is 
needed to establish and 
maintain effective working 
relationships with key 
constituencies in the business- 
employees, customers, 
suppliers, industry and 
community leaders, etc.  

- Quite successfully assists 
others in establishing and 
building effective working 
relationships with individuals 
and groups.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 
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H. Conflict Resolution 

- Defines only his/her own 
interests.  

- Doesn’t attempt to find 
interests of conflicting parties.  

- Demonstrates only aggressive 
or cooperative behavior.  

- Accepts or recommends 
acceptance of win/lose” 
solutions. 

- Shows excessive emotion.  

- Advocates or accepts 
compromised results.  

- Can brainstorm solutions, but 
has difficulty in moving parties 
toward a common resolution.  

- Demonstrates cooperation, 
lacks aggressiveness to get 
parties to common ground.  

- Advocates collaborative 
approach.  

- Helps parties define mutually 
acceptable solutions.  

- Develops action plans to 
achieve satisfactory results.  

- Can help parties control 
emotions.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

I. Defines Direction 

- Defines goals or obstacles that 
are seriously deficient with 
respect to the standard of being 
“SMART,” i.e., significant, 
measurable, attainable, 
realistic, and time-bound. 

- Evidences considerable 
difficulty in defining a vision of 
needed results for the work 
group.  

- His/her efforts in defining a 
vision of this work and what is 
needed to accomplish it is 
noticeably lacking- confused, 
incomplete, illogical, etc.  

- Capably defines specific goals 
or objectives, but evidences 
difficulty in defining or 
describing an overall vision for 
the work group. 

- Able to define a general vision, 
but evidences difficulty in 
translating this vision into 
specific goals or objectives.  

- Able to define goals or 
objectives, but evidences 
difficulty in translating or 
explaining “how” these goals 
need to be accomplished. 

- His/her efforts in defining a 
work vision are in part 
incomplete or in part 
demonstrates inconsistencies 
evidences failure to completely 
think through the vision that is 
needed.  

- Work objectives he or she 
defines do not fully measure up 
to the standard of being 
“SMART, i.e., significant, 
measurable, attainable, 
realistic, and time-bound.  

- Develops and conveys a clear, 
thoughtful, and integrated 
vision of what the work is and 
how it will be accomplished. 
Demonstrates this capability in 
a wide range of work situations- 
from and hour-long or day-long 
work task to setting the vision 
and direction for a work group 
or plant for a year or more.  

- Demonstrates a high level of 
skill in defining and conveying 
work goals and objectives that 
directly address the “heart of 
the matter” and that leverage 
from available sources or 
competitive advantages.  

- Demonstrates the capability to 
define “SMART” objectives; i.e. 
significant, measurable, 
attainable, realistic, and time-
bound.  

- Develops and conveys in a 
vision of the work in a way that 
readily conveys the “why” of 
the vision.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 
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J. Resource Utilization 

- Evidences a solid lack of 
understanding of one or more 
major areas of resources (i.e., 
human, technical, capital).  

- Evidences a lack of 
understanding of a noticeable 
number of key facets of need 
resources. 

- Overlooks opportunities to 
use available and needed 
resources to get the work 
accomplished.  

- Is obviously wasteful with 
human, technical, and capital 
assets of the organization.  

- Evidences a sound 
understanding of some or many 
facets of needed resources, but 
is noticeably lacking in his/her 
understanding of one or more 
of the major facets of the 
human, technical, or capital 
assets of the business.  

- His/her estimates or definition 
f needed resources are 
generally correct and effective; 
however, at times, there are 
noticeable problems or short-
falls in the accuracy of validity 
of estimates or definitions.  

- Demonstrates an acceptable 
level of balance an efficiency in 
the utilization of resources; 
however there are noticeable 
opportunities to improve/ 
his/her effectiveness.  

- Demonstrates a sound and in-
depth understanding of all the 
key facets of the human, 
technical, and capital assets 
needed for success in the 
business.  

- Correctly and effectively 
estimates and defines the 
human, technical, and capital 
assets required to achieve 
needed results in the business.  

- Demonstrates a “world class” 
level of balance and efficiency 
in the utilization of 
organizational assets to achieve 
needed results.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

 

 

 

K. Developing People and 
Teams 

- He/she disregards or 
overlooks the need for 
development of individuals or 
groups.  

- Diagnoses of developmental 
needs prepared by this person 
are more erroneous than 
correct or valid.  

- He or she actively argues 
against providing needed 
development of people.  

- His/her efforts at providing 
feedback or coaching either fall 
far short of needed results, or 
worse, “Backfire’ and make the 
situation worse.  

- Takes explicit action to 
develop individuals, but 
overlooks opportunities to 
develop the entire team.  

- Takes explicit action to 
develop the team, but 
overlooks opportunities to 
develop individuals.  

- His/her efforts to develop 
individuals or work teams are 
mixed- sometimes they are 
effective and sometimes they 
are not.  

- His/her efforts to provide 
feedback and coaching to 
individuals or work teams are 
mixed- sometimes they are 
effective and sometimes they 
are not effective.  

- His/her diagnoses of 
developmental needs are 
acceptable, but at times they 
overlook key needs or are not 
valid or correct in the work 
situation at hand.  

- Defines approaches to getting 
the work done that “naturally” 
develop the capabilities of 
individuals and work teams.  

- Accurately diagnoses the 
developmental needs of 
individuals and work teams in 
the context of the needs of the 
business.  

- Prompts effective action to 
bring about needed 
improvement in the knowledge, 
skills, or capabilities of 
individuals and work teams.  

- Extremely adept at providing 
feedback and coaching to 
individuals and groups; as a 
result, their performance 
noticeably improves.  

 Needs Improvement Average Very Good to Outstanding 
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 1 2 3 4 5 6 7 8 9 

L. Disciplined Implementation 

- Either doesn’t develop 
strategies to achieve plan, or 
plan is unfocused toward goals.  

- Demonstrates lack of risk-
taking. 

- establishes plans that are 
naïve, lacks assigned resources, 
or includes unrealistic 
milestones.  

- Exhibits lack of commitment 
or steadfastness in actions 
toward implementation.  

- Develops strategy, but plan 
doesn’t achieve planned 
results.  

- Establishes conventional 
measures that only measure 
part of desired results.  

- Understands impact on 
manufacturing only, not overall 
business impact.  

- Has difficulty in defining or 
exhibiting adequate follow-
through actions.  

- Exhibits high degree of energy 
and enthusiasm for established 
plan.  

- Constructs plans that are 
realistic, include adequate 
resources, and provide needed 
results.  

- Takes the leadership role in 
implementing strategies; 
demonstrates ample follow 
through activities.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

M. Makes Business Case 

- Understands direct costs 
associated with business cast, 
but doesn’t develop indirect 
costs or costs associated with 
effects on other functional 
units.  

- Relies primarily on qualitative, 
subjective analysis when 
quantitative arguments are 
available an applicable.  

- Applies financial justification 
methodologies in an 
inappropriate or incomplete 
manner.  

- Fails to anticipate potential 
downside effects of 
recommend actions.  

- Understands and incorporates 
complete description of all 
expected costs and effects in 
business case analysis.  

- Able to develop key direct, 
tangible qualifiable benefits.  

- Limited ability to incorporate 
strategic rational into 
qualitative or quantitative 
analysis.  

- Applies straightforward, 
company-designated financial 
justification methodology in a 
credible and accurate manner.  

- Supplements quantitative 
cost/benefit analysis with 
strategic business rationale 
oriented toward achieving 
sustained competitive 
advantage.  

- Demonstrates understanding 
of how recommended actions 
will potentially impact internal 
performance measures as well 
as company’s marketplace 
position.  

- Innovatively applies financial 
justification methodologies to 
incorporate intangible and 
qualitative elements into the 
analysis.  

- Articulates recommended 
actions professionally and 
persuasively to technical and 
non-technical personnel across 
various levels of management.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 
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N. Process Know-how 

- Still sees cost and quality at 
opposite ends of the same 
spectrum.  

- Reluctant to adopt integrated 
strategies for design 
automation, process 
technology, and planning 
systems.  

- Holds narrow view of the cost 
of quality.  

- Displays in-depth knowledge 
of current process technology 
and production capability.  

- Utilizes and provides 
widespread visibility to 
quantitative metrics that 
measure performance.  

- Understands strategic role of 
process technology, but makes 
decision and recommendations 
primarily on the basis of short- 
term results.  

- Actively embraces continuous 
improvement as an operating 
philosophy; sets measureable 
and achievable goals.  

- Plans and implements new 
technology and operating 
practices appropriate to meet 
current and projected 
requirements for cost, quality, 
service, and responsiveness. 

- Proactively seeks input from 
marketing and engineering 
functions in planning new 
process technologies and 
practices.  

- Utilizes knowledge of process 
technology to influence 
business strategy.   

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

O. Information Know-How 

- Sees systems technology 
primarily as a means of 
capturing production data to 
monitor day-to-day operations 
using traditional measure of 
performance.  

- Fails to recognize how the 
technology can be utilized to 
enhance information transfer 
across functions.  

- Is personally reluctant to learn 
new computer-based skills or to 
explore the strategic use of 
information technology to 
improve operations.  

- Recognizes only a narrow, 
traditional cost/benefit analysis 
in justifying new information 
technology.  

- Recognizes the use of 
information technology to 
improve the efficiency of 
operations through, for 
instance, SPC, integration of 
design automation and process 
technologies.   

- Utilizes information systems 
to plan, control, and schedule 
production operations.  

- Collects, analyzes operating 
data and provides summary 
historical reports to business 
unit management.  

- Recognizes limitations of 
traditional financial justification 
approaches, but is unable to 
broaden thinking to strategic 
justification.   

- Recognizes the potential 
strategic use of information 
systems technology to provide 
marketplace advantage  

- Proactively seeks to leverage 
information technology for 
improved cross-functional 
communication and enhanced 
interaction with suppliers and 
customers. 

- Takes personal responsibility 
for being aware of what other 
companies do that might be 
applicable to company.  

- Takes leadership role in 
introducing information 
systems to manufacturing 
operations, justified on the 
basis of strategic competitive 
advantage.  

 Needs Improvement Average Very Good to Outstanding 

 1 2 3 4 5 6 7 8 9 

P. Supplier Management 

- Appears to consider suppliers 
as a tactical resource.  

- Advocates a “low bid wins” 
philosophy 

- Exhibits disdain for and 
distrust of suppliers.  

- Understands strategic role of 
supplier base, but typically 
makes short-term tactical 
decisions in “crunch” time. 

- Considers purchase price 
along with quality and delivery 

- Exhibits long-term, strategic 
perspective on supplier 
management.  

- Uses “total cost” factors in 
supplier selection.  

- Continually provides 
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- Doesn’t involve suppliers in 
decision making 

- Develops only short-term 
plans with supplier base.  

in purchase decisions.  

- Represents supplier 
viewpoints in some 
decisions/actions.  

- Occasionally visits and offers 
assistance to suppliers.  

assistance to suppliers in 
improvement activities.  

- Actually involve suppliers in all 
facets of logistics cycle.  

- Demonstrates commitment to 
develop competitive advantage 
through strategic supplier 
management.   

 

7. EXAMPLES:  

The Commonwealth and Sourcing Team may request offerors to provide samples of previous similar 
instructor-led training performed with similar state/local agencies or leading procurement-related 
commercial customers, particularly in the last three (3) years. Do not provide the examples with the 
proposal response. 

Calyptus Consulting Group is willing to provide samples of previous similar instructor-led training and 
elearning modules provided to similar state/local agencies or leading procurement-related commercial 
customers over the past three years when requested.  
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Tab 4 – Additional Information 
Provide any information not requested in this RFP that would bring additional value to an Agreement 
with the Commonwealth and Participating Entities, which may include: 

1. ADDED VALUE:  
Any services, programs, different catalogs, enhancements, etc., which were successful with other clients 
that may benefit the Commonwealth and Participating Entities  

8-Step Strategic Sourcing and Implementation Program (1 Day) 
8-Step Strategic Sourcing Training (2 Days) 
8-Step Strategic Sourcing: 201 (1 Day) 
Advanced IT Contracting (2 Days) 
Advanced Cost and Price Analysis (1/2 Day) 
Advanced Negotiations Workshop (1 Day) 
Advanced Procurement Law (1 Day) 
Advanced Vendor Account Management (2 Days) 
An Effective Contract Modification Process (2 Days) 
Applying Benchmarking Principles to Purchasing (1 Day) 
Applying Six Sigma Techniques to the Procurement Lifecycle (1 Day) 
Basic Market Research (1 Days) 
Basic Negotiations Course (2 Days) 
Best Practices: Shared Services for Indirect Procurement (2 ½ Days) 
Building a Subcontractor Relationship (1 Day) 
Business Case Development (1 Day) 
Category Strategy Development (2 Days) 
Commodity Planning and Strategic Sourcing Training Program (3 
Days) 
Conducting a Supplier Audit (1 Day) 
Continuous Cost Management (1 Day) 
Continuous Improvement in Purchasing (1/2 Day) 
Contract Administration Training (3 Days) 
Contract and Pricing Negotiating for Success (3 Days) 
Contract Development and Administration (2 Days) 
Contracting Effectively with the Federal Government (1 Day) 
Contracting Officer’s Technical Representative (COTR) (3 Days) 
Cost and Price Analysis Program (2 Days) * 
Creating Statements of Work (SOW) (2 Days) 
Creating Performance-Based Statements of Work (2 Days) 
Creating Value for the Organization * 
Customer Service Excellence Program (2 Days) 
Cycle Time Improvement Seminar (2 Days) 
Developing Supplier Partnerships (1/2 Day) 
Effective Managing External Resources (1 Day) 
Effective Marketing Program: Marketing to the Federal 
Government (2 Days) 
Effective Purchasing Program (1 Day) 
Effective Negotiation Program (2 Days) 
Effective Subcontract Management (3 Days) 
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1. Added Value Continued 
Engineering Financial Practices Program (1 Day) 
Environmental Procurement Training (1/2 Day) 
E-Sourcing (1/2 Day) 
Essentials of Contracts (2 Days) 
Essential Purchasing Practices Training (2 Days) 
Ethical and Legal Aspects of Purchasing Program (1 Day) 
Evaluating Your Suppliers (1 Day) 
Executive Supply Management Workshop (1 Day) 
Federal Appropriations (1 Day) * 
Financial Analysis Program (1 Days) 
Foundational Training for Global Procurement Excellence (1 Day) 
Fundamental of Purchasing for the New Buyers (2 Days) 
Fundamentals of Overhead (2 Days) * 
Fundamentals of Purchasing Focus on Construction and Installation 
Services (2 Days) 
Getting Innovation into Daily Supply Management Thinking (1/2 
Day) 
Global Procurement Leadership: Commodity Management and 
Strategic Sourcing (5 Days) 
Global Procurement Training: Teambuilding Summit (1 ½ Day) 
Global Sourcing (1 Day) 
Identification and Reduction Strategies (2 Days) 
Implementation Planning and Execution Program (1 Day) 
Improving Communication in Procurement (1 Day) 
Incentive Contracting (2 Days) * 
Independent Government Cost Estimating (2 Days) 
Intermediate Negotiations Workshop (1 Day) 
Inventory Management (2 Days) 
Involving Suppliers in Quality and Cost Objectives (1 Day) 
IT Contracting (2 Days) 
Just-In-Time Purchasing (1 Day) 
Leading Change Training (1 Day) 
Legal Aspects of Purchasing Program (1 Day) 
Life Cycle Cost Estimating (LCC) (1 Day) 
Logistics Commodity Management (1 Day) 
Managing and Improving Supplier Performance: Building A Better 
Supply Chain (2 Days) 
Managing Contractor Performance Training Program (3 Days) 
Managing Contracts with the Government (2 Days) 
Managing Supplier Performance: Measurement, Quality 
Improvement, and Certification (2 Days) 
Managing the Supply Chain (2 Days) 
Managing Vendor Performance with KPIs and Balanced Scorecards 
(1 Day) 
Managing Vendors Program (1 Day) 
Manufacturing Quality Awareness Program (1 Day) 
“Negotiating for Success” Program (2 Days) 
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1. Added Value Continued 
Negotiation and Implementation of Contracts (1 ½ Days) 
New Product Purchasing Program (1 Day) 
Outsourcing Program (1/2 Day) 
Performance-Based Contracting (2 Days) * 
Planning For and Conducting Negotiations (1 Day) 
Preparation of Statement of Work (SOW) and Effective Technical 
Evaluation Program (2 Days) 
Price Analysis and Negotiations Training (2 Days) 
Pricing Techniques (1/2 Day) 
Process Improvement Facilitator Training Seminar (1 Day) 
Procurement and the Law, Contracts, and Ethics (1 Day) 
Procurement System Review (PSR) Training (2 Days) 
Procurement Team Training Program (1 Day) 
Procurement Training: Adding Value to the Company (2 Days) 
Proposal Analysis Skills (4 Days) 
Purchasing Competitiveness Program (2 Days) 
Purchasing Negotiations Program (2 Days) 
Purchasing Simplification (1 Day) 
Purchasing Under Government Contracts (1 Day) 
Requirement Planning Workshop (1 Day) 
Sourcing Quality Awareness Program (1 Day) 
Statement of Objectives Program (SOO) (4 Days) 
Strategic Inventory Management Program (2 Days) 
Strategic Sales Thinking: Responding to Supply Chain Thinking (1 
Day) 
Strategic Sourcing for Team Leaders (2 ½ Days) 
Supplier Development (1 ½ Days) 
Supplier Diversity: 5-Year Strategic Planning Workshop (1 Day) 
Supplier Evaluation and Selection Workshop (1 ½ Days) * 
Supplier Identification Workshop (1 Day) 
Supplier Implementation Workshop (1 ½ Days) 
Supplier Quality and Business Audit Training (2 Days) 
Supply Chain Cost Identification and Reduction (2 Days) 
Supply Chain Management Program (2 Days) 
Supply Chain Management: Increasing EPS through More Effective 
Spending (2 Days) 
Team Performance (1 Day) 
Advanced Team Performance (1 Day) 
Telecommunications Purchasing Workshop (1 Day) 
Time Management for Purchasing Program (1/2 Day) 
Total Cost Management (2 Days) 
Total Quality Management (2 Days) 
TQM/Continuous Improvement: Team Training Program (2 ½ Days) 
Trade-off Analysis and Comparison of Alternatives Workshop (1 
Day) 
Train-The-Trainer (2 Days) 
Understanding Markets and Developing a Market Analysis (1 Day) 



 
TECHNICAL PROPOSAL TO PROVIDE  

TRAINING FOR PROCUREMENT PROFESSIONALS 
 

This proposal is for evaluation purposes only, and shall not be duplicated or used in for any other purpose. P a g e  | 82 

1. Added Value Continued 
Using Demand Management to Reduce Total Cost of Ownership 
(1/2 Day) 
Value Analysis (1 Day) 
Vendor Selection Program (1 Day) 
World Class Negotiations (2 Days) 
Writing Contracts, Specifications, and Statement of Work (1 Day) 
* Available as a web-based training program 

Our current e-learning courses include the following topics: 

 
Category Management 
Cost and Price Analysis 
Fundamentals of Purchasing 
Innovation  
Market Research 
Purchasing Card 
Strategic Sourcing 
Value Analysis 
Contract Administration 
Basic Negotiations 
Intermediate Negotiations 
Advanced Negotiations 
Supply Chain Management 

 
 

More information, including an example of our Intermediate 
Negotiation e-learning course can be viewed on our website 
http://www.calyptusgroup.com/elearning.html 

The descriptions of these eLearning courses are provided on the following pages. 

Category Management 

Description/Objectives:  

Category management is the process of grouping similar products and services and then managing how 
supply staff buy those products and services across the entire organization.  Business needs across the 
organization are consolidated to leverage the volumes of purchases available to suppliers.  These 
decisions affect how the supply base is defined and managed, and how suppliers are selected and 
monitored.  

Finally, category management provides a formal process for preparing for industry changes such as 
shifts in technology, supply base consolidation, and supply chain disruptions.  

After this course you will be able to: 
1.  Define the elements of a category strategy 
2.  Identify how a category strategy supports the business strategy 
3. Determine the trade-offs between risks and value to the organization 
4. Develop a category strategy based on business needs 
5. Develop a plan for the category 

http://www.calyptusgroup.com/elearning.html
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1. Added Value Continued 
6. Select individual sourcing projects to support specific strategic sourcing category goals 

You will be able to create, publish, and manage a plan to make purchases to support the business 
strategy.  

Modules: 
Module 1: Category Overview 
1. Category Management Process 
2. Category Strategies 

Module 2: Team Resources 
1. Defining the Category Team 
2. Roles and Responsibilities 

Module 3: Elements of the Category Strategy 
1. Scope and Industry Analysis 
2. Business Needs and Requirements 
3. Category Goals 
4. Category Sizing and Segmentation 
5. Category Cost Drivers 
6. Risk Identification and Mitigation 
7. Supplier Capabilities 
8. Category Benchmarking 
9. Sourcing Plans 
10. Implementation Outline 

Cost and Price Analysis 

Description/Objectives: 

Cost and price analysis is used to determine which supplier will provide the best value to your 
organization.  This information is essential to all negotiations and contract management.   

As a result of attending this program, participants will be able to: 
1. Identify the difference between cost, price, and should cost analyses 
2. Conduct price, cost, and should cost analyses 
3. Identify areas to reduce total costs of products and services 
4. Use templates to make business decisions based on Total Costs 
5. Use Value Analysis and apply its benefits 
6. Develop cost reduction strategies 
7. Understand and apply strategies regarding life cycle costs 

The course will provide detailed analysis of the elements of cost.  Participants will be able to define 
contract costs used in contract pricing; conduct price and cost analysis; and understand cost estimating 
and cost accounting.  

Modules: 

Module 1: Overview of Cost and Price Analysis 

Module 2: The Need for Total Cost Management 
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Module 3: The Elements of Cost 
1. Added Value Continued 

Module 4: Performing a Cost Analysis 

Module 5: Developing a Should Cost Analysis 

Module 6: Costs and the Product/Service Life-Cycle 

Module 7: Value Analysis 

Module 8: Preparing for Negotiations 

Fundamentals of Purchasing 

Description/Objectives: 

This course provides a comprehensive introduction to the purchasing process and the role of the buyer. 
The business and ethical sides of the procurement function will be discussed along with a review of the 
principles that define professionalism in purchasing.   You will be guided through key supply 
management activities such as sourcing, quote solicitation, supplier selection, supplier management and 
negotiation.  The course also covers the legal aspects of purchasing and contracts that every buyer must 
understand to properly represent their organization.  
 
After this course you will be able to: 

1. Understand the roles and responsibilities of a corporate buyer or purchasing agent 
2. Learn the legal and ethical principles governing the purchasing function 
3. Understand the basic purchasing process from supplier identification to acceptance of goods 
4. Be able to conduct negotiations with suppliers 
5. Comprehend the techniques of effective supplier management 

Modules: 

Module 1: Purchasing Overview  

Module 2: Ethics in Procurement 

Module 3: Purchasing Policies and Procedures 

Module 4: Needs Definition and Statements of Work and Specifications 

Module 5: Supplier Identification and Evaluation 

Module 6: Request for Quotations (RFQs) and Request for Proposals (RFPs) 

Module 7: Setting Evaluation Criteria and Selecting Suppliers; Performing an Evaluation of Price 

Module 8: Realizing the Power of Negotiations 

Module 9:  Value of Contracts and Purchase Order Terms and Conditions 

Module 10:  Managing Supplier Relationships and Contract / Purchase Order Closeout 

Innovation in Supply Management 

Description/Objectives: 

In this course you will learn how to develop a system of innovation sharing with your suppliers; be able 
to identify areas for innovation in your supply chain processes and your suppliers’ operations; learn how 
to put innovation into action; and learn how to access supplier capability for innovation. You will be able 
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to develop a plan to work with your suppliers to improve the number of innovative ideas that are 
generated and implemented.  
1. Added Value Continued 

After this course you will be able to: 
1. Create a channel to receive innovative ideas from suppliers  
2. Recognize areas requiring innovation in supply management 
3. Put innovative ideas into action 
4. Tap supplier capability more effectively 
5. Create an environment to receive and consider supplier and internally generated ideas. 

Modules: 

Module 1: Defining Innovation in Supply Management 

Module 2: Developing Innovation Strategies 

Module 3: Creating Culture and Relationships 

Module 4: Supply Chain Design: Innovation and Supplier Management 

Module 5: Managing Innovation Projects  

Module 6: Tools to Drive Innovation 

Module 7: Implementing Supplier Innovation 

Market Research 

Description/Objectives: 

Market research is about gathering the most important and relevant data and analysis to allow greater 
power in purchasing. It allows you to be more effective in developing supplier relationships, negotiating, 
and creating a category plan. 

After completing this training, participants will be able to: 
1. Understand the dynamics of supply markets and how to characterize the market 
2. Apply a general tool box to identify cost structure and analyze price drivers in the market 
3. Know how to apply market analysis data to strategic sourcing projects 
4. Follow the steps to create a sound, comprehensive market analysis for use in developing 

sourcing strategy 
5. Complete market analysis template 
6. Become aware of website, theories, concepts, and research questions in performing market 

analysis. 

Modules: 

Module 1: Market Research Definition, Purpose, and Process 

Module 2: Identify the Market and Describe its Key Characteristics 

Module 3: Classify the Cost Structure of the Market and Technology Influence 

Module 4: Analyze External Macro-Environment and Market Risk 

Module 5: Conduct a Competitor Analysis 

Module 6: Create a Market Analysis 
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1. Added Value Continued 

PCard 

Description/Objectives: 

A purchasing card, or PCard, is a charge card issued by a company or organization that allows employees 
to make small purchases without having to go through a set of formal procurement procedures. The 
PCard is attractive because it allows users to make purchases faster and with less documentation.   
Taking this course may enable your organization to authorize you as a designated card holder. 

After taking this course, the participant will be able to: 
1. Identify a PCard 
2. List the benefits of a PCard system 
3. Know the steps used to obtain a PCard 
4. Know how a PCard purchasing program works within an organization 
5. Identify and avoid inappropriate PCard use 
6. Identify best practices for PCard use 

Modules: 

Module 1: Definition and Use 

Module 2: Key Players 

Module 3: Obtaining a PCard  

Module 4: Using Your PCard  

Module 5: Misuse 

Module 6: Best Practices 

Strategic Sourcing 

Strategic sourcing is a collaborative team-based approach that is focused on completing sourcing 
projects while leveraging targeted expenditures with the best suppliers to maximize value received. 

The aim of strategic sourcing is to create value for your organization through your purchases of products 
and services by providing a standardized stepped methodology for all staff to follow.  Creating value is 
more than just cost savings.  You might also focus on quality, customer service, or operational 
efficiencies in addition to finding the most cost effective solution.  The Strategic Sourcing process is used 
by best practices organizations to save money and improve supplier performance. 

Description/Objectives: 

After completing this course, the student will be able to: 
1. Learn how to create a world-class strategies for sourcing projects. 
2. Evaluate options for sourcing strategies and type of supplier relationships desired for 

suppliers. 
3. Apply a 7-step process to use in completing sourcing projects to implement the category 

strategy. 
4. Identify and understand specific requirements of key stakeholders to include in sourcing 

plans. 
5. Develop team composition, roles and responsibilities, and a framework for working together 

to achieve strategic sourcing goals. 
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1. Added Value Continued 

Modules: 

Module 1: Introduction 

Module 2: Step 1 - Perform Spend and Market Analysis 

Module 3: Step 2 - Develop Sourcing Strategy 

Module 4: Step 3 - Evaluate Supplier Market Capabilities 

Module 5: Step 4 - Develop Solicitation 

Module 6: Step 5 - Evaluate Supplier Proposals: Select the Best Supplier 

Module 7: Step 6 - Negotiate Terms of Purchase 

Module 8: Step 7 - Implement the Signed Agreement 

Value Analysis Program 

Description/Objectives: 

Value Analysis is a systematic approach to evaluating the cost of a product or service in light of the 
expected function required by the customer. It is focused on identifying unnecessary processes, steps, 
and materials as a way to reduce total procurement costs without sacrificing quality.  Value Analysis can 
also be used to optimize organizational and supply chain costs. 

After completing this course, the student will be able to: 
1. Use value analysis to streamline supply chain operations and reduce costs 
2. Understand the fundamentals of value analysis and value management 
3. Complete projects using the value analysis process  
4. Demonstrate the skills to develop plans and apply value analysis to their respective 

purchasing categories and organizations 

Modules: 

Module 1: Definition of Value Analysis 
1.  Value analysis process 

Module 2: Value Management 
1.  What creates value? 
2.  Mapping the value stream 

Module 3: Value Engineering and Value Analysis 
1.  Functionality versus cost 
2.  Following the process 
3.  Determining solutions 

Module 4: Managing the Value Analysis Process 
1.  Implementing the process and solutions 
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1. Added Value Continued 

Managing the Supply Chain 

Description/Objectives: 

Supply chain management is a dynamic process that allows companies to track real customer need, 
adjust to demand fluctuations, manage supplier capability, evaluate information and communications 
systems in the supply chain, understand market trends and shifts, develop plans to ensure the 
Company’s interests are protected. 

After taking this course, students will be able to:  
2. Define supply chain diagnosis and evaluation 
3. Identify best practices of supply chain management 
4. Understand how to better manage the supply chain inputs, outputs, and measures 
5. Assess the cross-functional and cross-organizational aspects of supply chain 
6. Discern the cause and effect of supply chain behavior 
7. Make decisions based on supply chain implications 

Participants will be able to understand their roles and responsibilities for managing the supply chain and 
apply the knowledge to their daily work.  

Modules: 

Module 1: Introduction to Supply Chain Management 

Module 2: Supply Chain Costs 

Module 3: Forecasting, Demand Management, and Elements of Total Cycle Time  

Module 4: Strategic Sourcing: Diagnostic Process and Implementation Program  

Module 5: The Transformation Process 

Module 6: Managing Resources: Supply Chain Bottleneck Analysis, Distribution, and Inventory  

Negotiations - Basic 

Description/Objectives: 

Negotiating is a critical skill for every procurement professional, but not everyone feels comfortable 
negotiating or knows the strategies for success. This course will provide an introduction to negotiations 
styles and tactics, with a special emphasis on preparation steps, such as market research and price 
analysis. 

After completing this training, participants will be able to: 
1. Know the basics of the negotiation process as it pertains to procurement 
2. Know the elements of effective planning in procurement negotiations 
3. Understand negotiation styles and tactics 
4. Learn how to evaluate a supplier’s price 
5. Apply knowledge of the negotiation process to internal and external negotiations 
6. Develop basic negotiating skills and procurement issues 

Modules: 

Module 1: Introduction to Negotiations 
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Module 2: Negotiations Planning: the Key to Success 
 

1. Added Value Continued 

Module 3: Managing the Negotiations 

Module 4: Personality and Negotiations 

Module 5: Performing Evaluation of a Supplier’s Proposed Price 

Module 6: Conducting the Negotiation  

Module 7: Buyer Tactics 

Negotiations - Intermediate 

Description/Objectives: 

This course will provide the procurement professional who has some experience negotiating with the 
additional knowledge to take their skills to the next level. This course will focus on the development of 
the negotiator’s understanding of power dynamics, controlling the flow of negotiations, managing 
conflict, and choosing the appropriate style and behavior to exhibit at various points in negotiations. 

After completing this training, participants will be able to: 
1. Evaluate the negotiation environment in a procurement setting 
2. Understand the role of negotiator power, either from a buyer’s or a supplier’s perspective 
3. Determine the appropriate negotiating style 
4. Manage conflicts that arise during negotiations, either internally or with suppliers 
5. Understand strategic and tactical roles and responsibilities of negotiators representing the 

buyer and supplier 

Modules: 

Module 1: The Negotiating Environment 

Module 2: Negotiations: Use a Model That Works 

Module 3: Establishing Agendas and Control Points 

Module 4: Conflict Management 

Module 5: Cultural Approaches to Negotiations 

Module 6: Effective Habits of Intermediate Negotiators 

Negotiations - Advanced 

Description/Objectives: 

For the procurement professional with a firm grasp on negotiations, this master class will provide the 
final strategic insights necessary to cement an expert understanding of negotiation. Negotiation theories 
will be discussed, and a more in-depth coverage of negotiation styles and power dynamics will be 
provided. 

After completing this training, participants will be able to: 
1. Understand the unique negotiation dynamics present in buyer/seller interactions 
2. Understand new negotiation theories and apply them to upcoming negotiations 
3. Develop frameworks or goals for complex negotiations 
4. Identify negotiation styles and potential results 
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1. Added Value Continued 

Modules: 

Module 1: Using Frameworks to Set Negotiating Goals 

Module 2: Negotiation Modes and Styles 

Module 3: New Tactics and Techniques to Consider 

Module 4: Breakthrough Bargaining 

Module 5: Consensus Decision-Making 

Module 6: Packaging the Details of the Negotiation 

Module 7: How to Deal with Objections 

Module 8: Ensuring Success as an Advanced Negotiator 

Contract Administration 

Welcome to this eLearning module on Contract Development and Administration 

Description/Objectives: 

Participants will learn about all aspects of the contracting process from creation to closeout for 
contracts and purchase orders. 

At the end of this module, participants will be able to: 
• Understand the importance of contracts and purchase orders 
• Understand terms and conditions 
• Understand contract-defined responsibilities 
• Understand the implications of each party’s actions 
• Learn effective contract administration practices 

Modules: 

Module 1: The Value of Contracts  

Module 2: Types of Contracts  

Module 3: The Uniform Commercial Code (UCC) 

Module 4: Contract Writing 

Module 5: Contract Administration 

2. ANY ADDITIONAL COST SAVING PROGRAMS  
rebates, incentives or discounts (i.e., volume, payment, promotional, etc.) that are offered above and 
beyond the discounts in the Pricing Proposal. 

• We offer a 2% Net 10 payment schedule 
• When annual volumes for all purchases exceed $100,000 an additional 5% discount will apply 
• Should annual expenditures exceed $200,000, an additional 5% discount will apply. 
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