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Start

1
New or Pre-

approved 
training?

2
Perform research

3
Summarize and 

Reccomend

4
Review

5
Approved?

6
Over $5000?

7
Develop RFS

8
Review 

(sometimes Sr. 
Manager Reviews)

9
Approved?

10
Create Evaluation 

Team

11
Evaluate 

Submissions 

12
Complete ratings 

spreadsheet

13
Evaluate Cost and 

Select Vendor 
(instigate 

consensus 
meeting with eval 
team if required)

14
Review with 
procurement

15
Advise Vendor

16
Schedule Dates

17
Develop 

Communications 
to Staff

20
Create and 

distribute Survey 
monkey

21
Monitor and Track 

registrations

22
Evaluate course 

feedback

23
Ongoing: Quarterly update, monitor 
and report on registrations,, email 

meeting requests to confirm 
attendees, determine who isn’t 

registered for mandatory sessions 
and follow-up 

YES

YES

NO

Go to 
Advise 
Vendor

NO

NO

End18
Review 

Communications

19
Approve?

NO

Issue RFS

YES

Vendor 
& Mgr 
sign 
SOW

YES

Effectiveness/
Client Service

Approvals Role Clarity Communication Efficiency
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