Z35584 Ladrilo Sreet
VWoodinnd Hils, CA
U3A 1357

Tl 818, 108 1488

Fimox 818,704 1485
I MBCT SO

T3 Caverna Drrve
Los Angales, CA
USA S0068

Tl Fv3.A81-8980
Fao 213 8516618
TR P




Table of Contents

Introduction
1. Scope of Work
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This budgel {not a part of the above budgel) outlines the necessary Bems neaded to execute The
Filel (Contrel) test. Because of the lming of sales, this may become one of the most important
fasks. 4 exparionced trainers will serve 25 sedenis in & much aceelzrated tesl of the principles
developed in the scripting of the course. This equipment is very necessary (o satisfacionly
complete this task, The budgel offers 2 Purchase and 3 Rental oplion for some equipment.

3c. Bela Test Course Budget

The Beta 1est will 1est all of our course prnciples in the real workd, We need an optimally supplied
dlassroom with the equipment listed. We hope this lest can 1ake place in the Los Angeles area for
ihe best communication - particulardy if this test tums oul o actually become the first launch of the
course. An estimate of the cost for a iravelng trainer for this course is also added beneath the
final numbers in the event traval is necassary,
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This document chars the flow of cash necessary 1o fund the Proposal and fofals # on @ monthly
basis. Milesiones ara highlighted. Critical izsks on the limealine are in bold,
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e.villages Training Course
Course Descripficn

“SKILLED INFORMATION WORKER" TRAINING

ScopE

The basic "Skilled Infermation Warkker" Multi-media training course will instruct students
in @ fundamental understanding of the current computing environment and finish with
strong concepis and skills in Ward Frocessing, Spreadsheet, Fresentation, Elecironic
Communication and Database managemsnt. The course is being constructed to
cancurrently train students in:

« computer operating and network aperating system environmants (Windows
95, Windaws 3.1 and Windows NT)

« software application concepts

= communications in networked environments, including electronic mail

« the internel and commercial an-ling sarvices.

A "themead” environment is being created to help students see the thess computer
application tacls as a means o perform masningful 1asks in a business environment.
This envirenment will glso help stwdenis pregare for the workplace by schnpting 1he
theme to develop the following skills and {2chnriques:

=  Tzam building

= |nter-personal skills

« Conflict resolution techniques
o [ress codes (rala-playing)

o Daily planning

»  Problem solving techniques

SCHEDULING

Tne course will 1ake place over an eleven waek training cenod (ncuding
cerlification testing), faur hours a day. five days a wesk. The schedule provides
fear:

« defined work perods with a final wesk of recap and testing

« 3 four hour a day schedula which begins 1o approsumata tha work waek
= up to three flights of students per clasarcom per day

= most cost effeciive use of full ime salaried trainers

Each of tha four hour daily training periods are comprised of twa, baa hour
training sessions divided by a 15 minuts break pened. Each instructer-lzd
training hour will introduze new concepts and use classroom demonstrations,
hands-on paricipation and exercizes to familianze students with these
concepts. Each training hour will ba followead by an hour of instractar-
supervised laboratory tasks dezigned 1o lal studenls implemeant concepls and
develap skills. At the end of each week, a defined review lask, following the
theme, will require the use of the previous weak's zkills For exampla:
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e.villages Training Course
Course Description

L3

setting up a computer wark station
installing a printer

preparalion of basic business letter
designing a rudimentary budget
entering a database of addresses
= preparng a presentation

At the end of each four week penod, a task will be preparad which will combine
the praceding four weeks concepts and skills, Goals will ba defined an a daily,
weekly, four week and completion basis to allow both students and instructors 1o
measure pragress. These racap points will provide feedback for the instructor
to judge evaluation of concepts and skills learmed. The final week will be used
to recap and complete a class project to prepare students for testing. This will:

« spread theory through the entire training process
+ give the student immediate gratification for tasks completed

» introduce the student to the wide world of computing as the default
environment

EVENT DRIVEN AND APPLICATION INTEGRATED TRAINING

This training will use a business simulation to take advantage of the bast
attributes of adult leaming, Events will be scripted during the course of
instruction which will motivate trainees to choose tools and learn specific skills to
respond to these events. Learning is compnrsed of hands-on problem solving
with theory, in most cases, following behind the task rather than before. This
type of training provides more and quicker gratification to adult leamers.

The use of an interesting theme should also pravide motivation and a sense of
drama to the leaming process. Students should enjoy the process of leaming.

The Computer Applications are integrated across the course horizontally rather
than taught as single stand alona tools. This integration technique constantly
reinfarces the similarities between programs. The goal is to create confidence
in the trainee’s ability to quickly l2arm and apply any computer program by giving
constant familiarity with the computer environment and technigues

The Studant Training Manual will be kept to a minimum and will provide an
explicit resource for studying and future reference. To avoid overwhelming
students, the Manual will be assembled during the training days as hand outs
from the instructor.

GRADIENT

We consider the first week the most important in establishing a framewaork for
the course. "De-mystifying” thea computer as a tool and astablishing a rapport
with tha instructor is the goal. Training exercises and tasks will allow the
student o actually set up and aszemble his own worksiation. Being able to
recognize the parts of the computer, internal and external, along with some very
basic theory will create a knowledge foundation 1o support the following =kill
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Course Descripton

training. This foundation will create reference points throughout the remainder
of the course to insure that the student inhersntly understands the mechanics
and logic behind the software tasks they will leam. This foundation is especially
impanant to insure that students are able to induce and deduce computing
solutions beyond the classroom as well as throughout the course.

Specific goals for the following weeks will be built on pravious knowladge. Thea
gradient must allow students to enjoy their training process with plenty of tmea
for questions and at the same ime, move guickly encugh to give traineas a
feeling of accomplishment and maintain their interest. Time is allowed o cover
dizciplines beyond the computer software training, i.e., students need to
understand not anly how to create a budget but what a budget is, why a
business letter musl be spalled corectly, how and why dalabazes are usad.

DEsicN CONSIDERATIONS

During training, the students will reqularly reference the software publisher's
manual and Help screens. Emphasis of the course will be geared toward data
input and manipulation rather than design.

& User Referance Guide will be prepared for each student covering the daily
waekly and monthly topics coveras. [t will be particulary designed for reference
both in the day to day classroom activities bul for review in the final week and
an-going trainee supporn beyond the classroom,
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