TRAINING PROGRAMME

for

Westmeath County Enterprise Board

for the period Jan 2011 – Dec 2012

To Cover Periods:

Spring/Autumn 2011

Spring/Autumn 2012

Invitation to Quote for Delivery of Training Programmes 

August 2010

Invitation to Submit Quotations for Training

This document outlines the type of training courses Westmeath County Enterprise Board plans to run throughout Westmeath over the coming 24 months.  By receiving this document your training organisation is invited to submit a quotation for one or any number of courses outlined.  

I have provided a broad outline of our requirements, but please note we are interested in receiving what you the Trainer offers in current thinking, recent trends, new techniques etc or anything else you consider maybe appropriate. 
If your organisation has developed a unique training course significantly different to any outlined here for the micro-enterprise sector, please include a proposal for same in your submission.  Durations listed are suggestions only and not confirmed.
Westmeath County Enterprise Board reserves the right to run or not run any of the listed training courses, as demand and budget dictates.  

Training organisations submitting a quotation are requested to fix their prices for 24 months. 
Westmeath County Enterprise Board runs training courses either during week days (e.g. 9:30am – 5pm) or in the case of six week start your own business course, evenings (e.g. from 6pm – 9pm); we reserve the right to stipulate the specific dates and course times, at the time of scheduling the course.  Courses can take place either in our training room onsite in Mullingar or conference venues in Athlone.
Key Guidelines: 

1. Submission Date for Training courses is 12 noon on Friday 27th August 2010.

2. Please submit a fully completed course outline for each course you are quoting for (template document attached – please do not leave any section blank).

3. Please also ensure that tenders are not bound and that programmes are priced individually with a price listed per programme. 
4. Trainers maybe required to complete pre-course questionnaire via telephone or email with participants.

5. Contracts will be awarded based on consideration of the following:

a. The proposed content and delivery/methodology.
b. The background of the trainer and a mimimum of 3 years experience in delivering training to the micro-enterprise sector, as well as personal experience of self-employment or running a business themselves, training qualification.
We require all trainers to be listed on the FAS NRT approved register of trainers
c. Relevant references

d. Price
Completed course outlines will be made available to the public on www.westmeath-enterprise.ie
Please note that both an electronic version and paper version of your submission will be required no later than 12 noon on Friday 27th August 2010.  Please email your submission to ttallon@westmeath-enterprise.ie and post your proposal to: 

Westmeath County Enterprise Board

Church Avenue

Mullingar

Co Westmeath 

Please note that late submissions will not be accepted.
Summary
Section 1: Business Training Courses 

1. Start Your Own Business 
2. How to Investigate your Business Idea

3. Basic Law Requirements for Small Business 
4. Employment Law what you need to Know

5. Safety Statement for Your Business

6. HACCP Training for Primary Food Handlers
7. Primary Food Hygiene

8. Tax & VAT for Start-Up Businesses
9. Figuring out your Pricing Strategy

10. Bookkeeping for Small Business

11. Payroll – Understanding the Basics of calculating wages

12. Cashflow – Planning Financial Projections

13. How to Get Paid on Time

14. Sourcing Funding and Getting the Most from your Bank

15. How to Increase Sales in your Business

16. Marketing  - How to Market Your Business Effectively

17. How to Grow Your Own Business
18. Retail Merchandising

19. Driving Your Own PR Campaigns

20. eTendering – a Guide to Public & Private Sector Procurement

21. How to Start Exporting

Section 2: Computer Training Courses

1. SAGE Instant/SAGE Line 50

2. TAS Books

3. Quickbooks
4. Driving Traffic to your Website
5. Building an Online Shopping Cart (using Open Source Software)
6. Introduction to Buying & Selling Online (EBay, Etsy etc.)
7. Design your own Social Media Campaign- separate practical sessions Linked in, facebook profile etc.
8. Bookkeeping using Excel 

Most computer training courses take place Athlone Education Centre, Moydrum Road, Athlone, Co Westmeath.
Section 3: Management Development Programme
Section 1
Business Training Courses

1. Start Your Own Business 





The objective of the Start Your Own Business programme is to assist participants in assessing the viability of business ideas and in understanding the essential elements required to start up and run their own businesses. Please note that a 3-month follow-up with each participant is included in the delivery of this programme.  The follow-up is conducted via telephone, in order to establish how many businesses actually started up on completion of the programme.  
Topics covered: 

- Self-Assessment

- Legal Issues

- Preparing a Business Plan
- Marketing for the Small Business

- Researching the Market
- Finance

- Sources of Funding

- Basic Bookkeeping

- Sales



- Using IT in your Business

Please refer to attached full course brochure for further content information.  

Duration: 

6 evenings 6.00pm to 9.00pm or 3 Days, Fri, Sat and following Sat.
Places Available: 
14 Mullingar, 18 Athlone.
2. How to Investigate Your Business Idea

The aim of this Saturday morning workshop is to arm participants with tools required to take their new idea through various investigative stages of research, methods of evaluating and interpreting the results to determine the viability of the business should also be covered right through to commercialising their idea.  The morning will include guidelines on prototype development, protection of intellectual property and detailed market research, concentrating on the use of user-friendly technology such as internet search engines, the central statistics office website (www.cso.ie), online customer surveys, published market research and trend-tracking websites to yield valuable information on your industry at little or no cost.  
Estimate: 5 workshops per annum. 
Duration: 

One  morning 

Time: 


09:30am – 1:30pm 

Places Available: 
14
Suitable for:
Anyone with a new business idea they need to investigate – either in a new business or an existing one
3. Basic Law Requirements for Small Business

The essentials of company law would be covered in this condensed one-day workshop.  Topics covered should include contract law, company law, employment law and the responsibilities of company directors.  Each learning session throughout the day should include practical examples and advice on how to comply with various regulations from the Revenue Commissioners, Companies Registration Office and the National Employment Rights Authority.  

Time:


8 hours 

Places available: 
14
Suitable for: 
Owner-Managers of established businesses in Westmeath 

4. Employment Law what you need to know.
The Aim of the Programme is to address the workplace legal obligations of employers, implement 'best practice' human resource management and to educate employers on how to implement change in existing tough economy. Participants should receive helpful handouts and templates that they can use in their business immediately. As each small business has its own unique requirement, the training services and workshops are, therefore, customized to suit each situation and the most appropriate approach is worked out in detail at the outset.
Time:


16 hours 

Places available: 
14
Suitable for: 
Owner-Managers and/or staff responsible for HR in businesses in Westmeath 
5. Safety Statement for your Business
At the end of this programme participants should have a complete and up-to-date Safety Statement specifically for their business which can be updated and amended as the business changes. 
Duration: 

TBC
Places Available: 
14
Suitable for:
Owners and/or staff responsible for Safety in Westmeath based    businesses

6. HACCP Training for Primary Food Handlers
The aim of this training course is to ensure participants understand the importance of food hygiene.  It will include the development of effective food safety management systems and a guide on how to implement and manage appropriate procedures for their businesses, in accordance with current Irish and EU legislation.  FETAC Certificate of competence to be provided on completion
Duration: 

24 hours
Places Available: 
14
Suitable for:

Owners and/or primary food handling staff of Westmeath based businesses

7.Primary Food Handlers
The aim of this one-day training course is to ensure participants understand the importance of food hygiene. FETAC Certificate of competence to be provided on completion.

Duration: 

8 hours
Places Available: 
14
Suitable for:

Owners and/or primary food handling staff of Westmeath based businesses

8. Tax & VAT for Start Up Businesses 

The aim of this course is to provide each participant with a clear understanding of their responsibilities as a self-employed person, an understanding of how their business fits into the VAT system, and a better handle on the advantages & disadvantages of setting up as a limited company, sole trader or partnership.  Participants will learn how to make a VAT return and how to complete self-assessment as a self employed person.  This programme is designed to give the entrepreneur a firm understanding of the taxation system highlighting options to minimise tax liability for you and your company.

· How to register your business with  Revenue  Commissioners 

· The Self Assessment tax system 

· Introduction to VAT, and Employer’s taxes, 

A more detailed look at Income Tax, including:

When to file your tax returns and when to pay your taxes 

· Calculating Taxable profits and looking at allowable expenses 

· Capital Allowances – what are they and how are they calculated 

· Calculating your Income Tax liability 

· Social Security taxes (PRSI & Levies) 

· Practical examples of calculating your Income Tax liability. 

Duration: 

1.5 - 2 Days
Places Available: 
14
9. Figure Out your Pricing Strategy

Tackling your pricing strategy for either a product or a service incorporates two schools of thought.  In addition to ensuring that your prices cover your costs and include a margin for profit, the challenge is to tie that in with your competitors and market demand.  This one-day course should cover Pricing as a subject from both angles, ensuring that you are pricing yourself as competitively as possible while maximising profit potential.  

Duration: 

8 hours
Places Available: 
14
Suitable for:

Owners and/or key accounts staff of established businesses 
10. Bookkeeping for Small Businesses 

The aim of this course is to provide participants with an in-depth understanding of basic accounting principles as well as a comprehensive working knowledge of their obligations to Revenue.  Topics covered will include Debtors & Creditors, Bank Reconciliation, Expenses, Assets, Liabilities, Profit & Loss Accounts and Balance Sheets, amongst others 

Duration: 

8 hours
Places Available: 
14
Suitable for:

Accounts Staff and/or owners of businesses less than 2 years in existence

11. Payroll – Understanding the Basics of calculating wages






This workshop will give participants a good understanding of the basics of wage calculation and how our Tax Deduction system works.  Participants should be given information on options available such as Thesarus packages etc available on the market.

Duration:

½  Day TBC
Places available:
14
Suitable for: 
Owner-managers of start-up/established businesses which are based in Co. Westmeath & currently employ less than 10 people.
12. Cashflow – Planning Financial Projections for your business






This workshop will give participants a good understanding of the basics of good cashflow management. Variances between planned performance versus actual and the monitoring of same should be reviewed. The material should enable the owner/manager of an SME to learn techniques and systems that can be implemented in the workplace to improve cashflow.
Practical cashflow templates should be provided.

Duration:

½ - 1 Day TBC
Places available:
14
Suitable for: 
Owner-managers of start-up/established businesses which are based in Co. Westmeath & currently employ less than 10 people.
13. How to Get Paid on Time

This one-day course aims to change the way businesses currently collect debts.  Credit Management techniques will include: Handling new accounts, proper documentation, third party and legal options, draft credit applications forms, terms & conditions.  This programme will give participants the skills to help them get paid quicker, improve cash flow and reduce the likelihood of bad debts.
Duration: 

8 hours
Places Available: 
14
Suitable for:

Owners and/or key accounts staff of established businesses 
14. Sourcing Funding and Getting the Most from Your Bank

In the current economic climate, one of the most urgent requirements for small businesses is flexible credit facilities.  This course aims to describe the main methods of accessing cash for your growing business, including: bank lending, leasing, government grants, private investment and ‘business angels’.  Lending criteria, stress testing and financial projections will be explained, as well as practical advice on how to present a good case for extended credit facilities to your bank manager. 

Duration:

8 hours
Places Available:
14
Suitable for:

Owners and/or key business development or accounts staff of established businesses

15. How to Increase Sales in your Business

This course will provide participants with the knowledge, strategies and skills to drive their business forward. This practical course will also cover topics such as: accurate sales forecasting, creating a sales funnel, cold-calling, securing a meeting with buyers, making that all-important presentation and following up after the contract has been awarded.

Duration: 

8 hours
Places Available: 
14
Suitable for:

Sales Staff and/or owners of businesses 
16. How To Market Your Business Effectively
In this training course which runs over 1 Day, content will cover essentials of marketing a business using a tightly controlled budget.  As well as showing each participant what their overall strategy should be, effective techniques such as building an online presence and targeting your marketing message to get the best return for your money, should also be demonstrated, helping to strengthen and grow businesses in challenging times. 

Duration: 

1 Day
Places Available: 
14
Suitable for:
Key staff and owner-managers of businesses based in Westmeath 
17. How To Grow Your Business 

The aim of the How To Grow Your Business training course, is to work closely with participants as they develop an understanding of where their business is, where they want it to get to in the future, and how they are going to get there.  The course will include a guide on personal assessment, examination of each area of the business and one-to-one mentoring for each entrepreneur on the course (2 mentoring sessions per entrepreneur/business, one at the start and one at the end of the course)
Duration: 

24 hours
Places Available: 
14
18. Retail Merchandising

This one-day workshop will change the way you approach window dressing, shelf stacking and merchandising in your shop or retail unit.  Simple effects such as lighting, creatively displaying new products and matching complimentary goods can have a hugely positive effect on sales revenue.    
Duration: 

8 hours
Places Available: 
14
Suitable for:

Owners and/or key sales staff of retail businesses in Co. Westmeath
19. Driving your Own PR Campaigns

This one-day workshop should arm participants with the straightforward tools they need to create their own press releases, generate their own industry specific lists of editors and key public relations contacts, photography styling techniques for targeting the press, writing newsletters, locating sponsorship and making the most of competitions, exhibitions and conferences from a PR perspective.  

Duration: 

8 hours
Places Available: 
14
Suitable for:

Owners and/or key sales staff of businesses based in Co. Westmeath
20. eTendering – A Guide to Private & Public Sector Procurement 

Increasingly both private and public projects are awarded by using the competitive tendering process.The majority of public projects are awarded by using an online tendering process on www.etenders.gov.ie.  Tendering, correctly utilised, can have a significant impact on the growth of your business.  This course should be a practical programme, the aim of which is to significantly improve participants' abilities to prepare and submit winning tenders

Duration:

8 hours 
Places available: 
14
Suitable for: 
Owner-managers & business development staff of existing businesses who are ready to bid for public projects
21. How to Start Exporting

Before embarking on an export strategy, businesses need to ensure that every area of their existing internal infrastructure is ready for possible rapid growth.  This  day course aims to inform and prepare participant companies for exporting, including: how to approach market research in a new country, how to prepare for cultural differences, what the support network overseas is like for Irish businesses, what the best tools are for getting your business ready. (Participants should be able to compile a structured export plan on completion)
Duration:

8 hours
Places available: 
14
Suitable for: 
Owner-managers & business development staff of existing businesses who believe they are ready to commence exporting
Section 2
Computer Courses

1. SAGE Instant/SAGE Line 50







Using the very popular Sage Instant/Line 50 software, this course covers all aspects of setting up a computerised accounting system from scratch, including the production of sales & purchases ledgers, nominal ledgers, credit control and VAT management.  It is recommended that business owners or accounts staff attend.  A basic understanding of bookkeeping principles is required. Day 5 – Sage Payroll to be covered if required
Duration:

5 Days
Places available:
14
Suitable for: 
Owner-managers or accounts staff of established businesses which are based in Co. Westmeath & currently employ less than 10 people.
2. TAS Books










Cash flow management, which runs hand in hand with good bookkeeping practices, is one of the most important areas of business.  This IT course aims to furnish participants with a good understanding of TAS Books  accounting software, in order to utilise it in the day-to-day running of their business.  

Duration: 

32 hours
Capability Required: 
Good IT Knowledge, familiarity with bookkeeping terms 

Places Available:
14
Suitable for: 
Owner-managers or accounts staff of established businesses which are based in Co. Westmeath & currently employ less than 10 people.

3. Quickbooks










One of the most straightforward computerised accounts packages on the market, this course will introduce participants to the setup, installation and general use of the software.  This should include invoicing, tracking payments, purchase orders, integration with MS Office applications, VAT management and using the package as a tool in business planning.  
Duration: 

16 hours
Capability Required: 
Good IT Knowledge, familiarity with bookkeeping terms 

Places Available:
14
Suitable for: 
Owner-managers or accounts staff of established businesses which are based in Co. Westmeath & currently employ less than 10 people.

4. Driving Traffic to your Website

Having a website that ranks high on internet search engines is imperative for small businesses.  This course will demonstrate how to use search engine optimisation (SEO) to drive customers to your website.  Both free listing techniques and pay-per-click listings will be covered.  It is advisable that participants attending this course already have a business website set up.  Participants should set up a free Google account before attending this course, to enable them to use Google Adwords on the day.  

Duration: 

8 hours
Requirements: 

Participants should have a business website already set up, and wish to learn how to optimise it.  Basic IT Knowledge and familiarity with the internet is also required.

Places Available: 
14
Suitable for: 
Owner-managers or accounts staff of established businesses which are based in Co. Westmeath & currently employ less than 10 people.

5. Building an Online Shopping Cart – using Open Source software

Incorporating a shopping cart facility to your website is an excellent way to reach your market at a significantly low cost.  Many Open Source Software interfaces work well with different types of websites.  Participants will learn how to create an online store, add products, set up a payment gateway, and start selling to your customers direct.  Please note: candidates must already have a business website in order to attend this training course.  
Please feel free to suggest which low-cost tool you would suggest for users in your proposal.  

Please note that a 3-month follow-up with each participant is included in the delivery of this programme.  The follow-up is conducted via telephone, in order to establish how many businesses actually launched & maintained an online shop on completion of the training course.
Duration: 

24 hours
Requirements: 
Good computer skills, participants should be used to the internet, comfortable with uploading files and have familiarity with online transactions

Places Available:
14
Suitable for: 
Owner-managers or accounts staff of established businesses which are based in Co. Westmeath & currently employ less than 10 people.

6. Introduction to Buying & Selling Online – (Ebay, Etsy etc.)
A business does not have to go to the expense of setting up their own online shopping cart in order to sell online.  The internet is also an excellent source of low cost materials for frugal entrepreneurs.  The world of eBay, Etsy shopping and PayPal can be quite daunting; this course aims to demystify the online buying & selling environment and introduce participants to the best sources of shopping traffic for their products, before they invest in their own shopping portal.  

Please note: It is advisable that all participants should already have a business website to get the most out of this training course.  
Duration: 

8 hours
Requirements: 
Good computer skills, participants should be comfortable with the internet, and have familiarity with simple online shopping
Places Available:
14
7. Design your own Social Media Campaign 

Having a social media campaign is a highly cost effective way of promoting your brand and engaging with your target market online.  Through media such as Facebook, Twitter, LinkedIn and Blogs, businesses are developing stronger relationships with their customer base all over the world.  In this one-day workshop, the trainer should demonstrate the vast potential of developing an online strategy which will work in tandem with a business’ goals.  
This programme may require separate sessions on
i. how to build your own blog, 
ii. Linkedin and its features etc, 
iii. how to set up a facebook presence for your business.
Duration: 

16 hours (may need to be extended) ideas welcome.
Requirements: 
Good computer skills, participants should be comfortable with using the internet and ideally have a website presence to expand on with this course 

Places Available: 
14
Suitable for: 
Owner-managers or accounts staff of established businesses which are based in Co. Westmeath & currently employ less than 10 people.

8. How To Maintain a Set of Books (Using Excel spreadsheet)
This course is aimed at those who wish to learn Basic Bookeeping and how to keep a set of books using an Excel Spreadsheet will be covered. It would be imperative that participants have a basic knowledge of operating excel spreadsheet before undertaking this course.  

Duration: 

1 day

Capability Required: Familiarity with Excel and a basic knowledge of Bookkeeping principles

Places Available: 
14
Suitable for: 
Owner-managers or accounts staff of established businesses which are based in Co. Westmeath & currently employ less than 10 people.

Section 3
Management Development Programme
Westmeath County Enterprise Board

Management Development Training Programmes 2011/12
Course Title:

Management Development Programme 




The initial entry criteria proposed for participating businesses are:

· For businesses up and running 2 years+

· For businesses that want to improve profitability and grow

· For businesses with three or more employees

· For businesses with a committed management team wishing to improve their management skills

· Proposed Workshop Topics

· Management Techniques, Styles, Structure & Systems

· Delegation & Time Management

· Business Planning

· Performance Management

· Financial Management

· Analysis of Accounts

· Management Accounts

· HR Management & Development

· Operations & Process Improvement

· Sales & Marketing Management

Duration:

TBA

Places Available: 
The aim would be to have between 10/12 clients on the Programme.

Please send queries on any of the above listed training programmes via email to ttallon@westmeath-enterprise.ie 
