
Request for Quotation on Training Services 

 

The [insert name] Municipality requests information on the following 

training, which it is considering providing to municipal employees.  Note 

that this is a request for a quotation only, and does not constitute any 

agreement to purchase any training. 

Training Area:  

Generic profile of 

participants: 

 

Total no. of 

employees requiring 

training 

 

Specific learning 

outcomes: 

 

In-house or external:  

The training provider must provide at least the following information to 

allow you to make an assessment of their capacity to offer the training 

programme you require. However, further information is required by 

procurement regulations. Please talk to your supply chain/ procurement/ 

finance dept to ensure that you request all the information necessary in 

terms of procurement regulations and policies: 

Name of Provider:  

Telephone No:  

eMail Address:  

Accreditation No:  

ETQA with which 

accredited: 

 

Details of proposed 

course: 

 

Will the course be 

customised? Please 

 



give details: 

What is the course 

duration? 

 

How many separate 

programmes will be 

run to 

accommodate the 

trainee numbers? 

 

Is the course aligned 

to unit standard(s)? 

 

If yes, please give 

unit standard 

number(s): 

 

Will successful 

completion of the 

course result in a 

qualification? 

 

If yes, please give 

qualification name: 

 

What assessment 

activities are 

included in the 

course? 

 

Total cost (inc. VAT)   

 


