Vendor/Facility Selection

(Matrix)

Selection of training sources where training expenditures exceed $2,000 but does not surpass $25,000 must be documented in writing and attached to DD Form 1556.  Every effort should be made to identify at least three sources of training or training facilities that can be reasonably expected to meet the particular training need.  Availability, quality, timeliness, and experience in presenting subject matter must be weighed when considering the use of sources.
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Name, address, and telephone number of vendor/facility recommended for selection and dates of training.  ______________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

Reason for selection. _______________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

Name, title, organization, address and telephone of the person making the recommendation.

_____________________________________________________________________________

(Instructions for using this format are printed on the following page.) 
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VENDOR/FACILITY SELECTION INSTRUCTION

(Matrix)

1. List all vendors and/or facilities and locations in Column A.


2. Assign a numerical rating for each factor in Columns B, C, D, and E.


Use the following scale:





4 - Excellent





3 - Good





2 - Fair





1 - Poor

3. Enter the total numerical rating for all factors in column F.  Obtain this total by adding the rating of columns B, C, D, and E.


4. Enter the total price of training for each vendor and/or facility in column G.


5. Put any special comments in Column H.


6. Identify the vendor and or facility recommended for selection and the dates of training.

Complete the remainder of the form.
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