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E-mail: comerford@tcon.com
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Indianapolis, IN 46237
February 21, 2006

Mr. James Riley, CEO

All Pro Temps, Inc.

600 North McClurg, Suite 304

Chicago, IL 60611

Dear James:
Congratulations on your desire to improve the writing and speaking skills of those in your organization. As we discussed, your goal to help All Pro employees write more effectively, efficiently, and correctly are commendable.
Comerford Consulting looks forward to helping you meet those needs. Since you want to achieve the highest-quality training for a price that meets your budget, I am including various training and coaching options. The two workshops I recommend you consider for your 100 employees are the following:
· “Professional Writing Skills at a Glance”

· “Taking the ‘Grr’ Out of Grammar”

TRAINING

Professional Writing Skills at a Glance

Class Size: Although we discussed a class size of 16 to 17 participants per session, you could save an additional day of training by breaking the participants into groups of 20 instead of 16.
	Option 1: 16 to 17 participants in 6 sessions 
	Option 2: 20 participants in 5 sessions


Taking the “Grr” Out of Grammar

Class Size: You proposed one day of grammar and punctuation training to help all 100 employees learn to write and edit more correctly. The larger the class, the more challenges involved to meet everyone’s needs in terms of course content and participant scheduling. An alternative for you to consider is offering two sessions of 50 each.

	 Option 3: 100 participants in 1 session
	Option 4: 50 participants in 2 sessions
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PRICING OPTIONS

Training Fee: $1800 per session (this represents 10 percent discount for a 100-person volume).
Training Manuals: The price per participant is $20 for Professional Writing Skills at a Glance and $20 for Taking the “Grr” out of Grammar; participants can receive both for $30 (a $10 discount). Should you wish to save even further, you may duplicate those manuals from a .pdf file for which you would pay a royalty fee of $15 per participant.

	Price per participant for both manuals: $30
	Price per participant for .pdf files: $15


Training Fee Totals for Both Workshops

	Option 1
	or
	Option 2
	+
	Option 3
	or
	Option 4

	Professional Writing Skills At a Glance
	
	Professional Writing Skills At a Glance
	
	Taking the “Grr” out of Grammar
	
	Taking the “Grr” out of Grammar

	16 Participants
 6 Sessions
	
	20 Participants
 5 Sessions
	
	100 Participants
1 Session
	
	50 Participants
2 Sessions

	$10,800
	
	$9,000
	
	$1,800
	
	$3,600


Training Manual Totals for Both Workshops

	
	Option 5
	or
	Option 6

	Training Materials for 
100 Participants
	Comerford Consulting Provides Manuals
	
	All-Pro Temporaries, Inc.
Copies Manuals

	Royalty
	$15 each
	
	$15 each

	Reproduction Fees
	$15 each
	
	$0.00

	Total For Materials
	$3,000
	
	$1,500
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Train the Trainer: For future employees, a “train-the-trainer” option could work; however, an easier alternative would be for you to purchase the video versions (tape or CD) of both workshops. Once you determine which options would work best, we can tabulate a price-per-person cost for your on-site workshops that meets the distance learning equivalent.

Your employees can receive additional assistance through coaching sessions. We can discuss this option as a follow-up to one or both of the trainings proposed. Please note that the pricing options in this proposal are designed with flexibility in mind to fit your budget requirements; these prices are valid for the remainder of this year.

Comerford Consulting prides itself on having the expertise and experience to meet the writing needs you described. We look forward to working with you toward a win-win situation by improving your employees' skills and, thus, the credibility of your corporation.

Sincerely,
Linda Comerford

President
Comerford Consulting: from the workshop to the workplace and beyond

