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Dear Mr Bhave,

128 T V Industnal Estate
Worh Bombay 400 025

Telephone 4946630 4963599
Fax (91 22) 4963555

Re HRD Internal Trammg Procedures Manual for NatIOnal SeCUritIes
Depository LImited (NSDL)

At your request and as part of our contract With the USAID, the Pnce
Waterhouse FIRE Project consultants, Dr TessIe San Martm and Ms Susan
Hertel have completed the next part of our actIvIty towards assIstmg the NSDL
m developmg the deposItory's Human Resources Department (HRD)

Purpose of ACtIVity

One ofPW-FIRE's recommendatIon m ItS preVIOUS report to NSDL m
November 1997, under the tItle of "EstablIshment ofa Contmuous Tralmng
Program Wlthm the Human Resources Department ofNSDL" was for NSDL to
develop a documented procedures manual for HRD's mternal trammg program
PW- FIRE offered to create such a manual for NSDL Tms report formally
delIvers the completed procedures

RecommendatIOns

A Internal Trammg CommIttee

The NSDL needs to finalIze polICIes on mternal trammg programs The tools
proVIded by the PW-FIRE consultants are a resource for the establIshment of
such polICIes
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•
B Procedure Mamtenance

NSDL should use the completed procedures to begm to implement the functlOns
descnbed Adjustments to the steps inItially outhned will need to be made as
the HRD begms to work on definmg mternal trmnIng needs
We would hke to thank you and your colleagues at NSDL for the time, courtesy
and cooperation extended to us dunng the course oftms project

Please get m touch With us at FIRE project for any clanficatlOns or further
mformatlOn you may reqmre

Thankmg you,

Smcerely yours,

W DENNIS GRUBB
PRINCIPAL CONSULTANT CAPITAL MARKETS
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HRD InrLrnal 1rarmn'x;. ProLWll"'U for N")DI
U~41D - FIRl' ProjecJ

I EXECUTIVE SUMMARY

hUlL IYYX

Over the l~st year the Pnce Waterhouse-FIRE project consultants, Dr Te~sle San Martm and
Sue Hertel, have been workmg wIth NSDL to develop the depository's Human Resources
Department (HRD) department The pnmary focus has been on the trammg respon-abl1ltles of
a typical HRD Under this assistance the followmg work was done

*

*

'I<

An ImtIaI presentatIOn to NSDL on general HRD responsibilities that Included
deslgmng and Implementmg a contInUOllS mternal trammg program

A report on recommendatIOns speCIfically for NSDl mcludmg a trammg
syllabus deSigned for the depOSitory, needs assessment and trammg evaluatIOn
methodologIes ThiS was produced m November 1997 under the title of
"Establishment of a Contmuous TraInmg Program WithIn the Human
Resources Department of NatIOnal SecuntIes Depository Limited"

J\ "Tram the Tramer Workshop" held 10 May 1998 to educate NSDL
management and other potential tramers wlthm the orgam7dtlon m how to
carry out trall1ll1g

Note Tim work\hop liIa.\ al\o attended by memben ofthe marketmg team
to help them \trengthen theIr \klll\ for ~terml! tral11l11g

One other recommendation mcluded m the above noted report Wei') fOI N4;;jDl to de\ elop a
documented procedures manual for HRD's Internal tramll1g program PW-flRr ofIcrcd to
create "uch ei mdnual for N4;;jDL Thl\ report tormeilly dehver<, the completed procldule"
Copies of the procedures may be found In Appendl\. A

The documentatIOn of the trall1mg program procedures IS consistent With other procedures
manuals produced by PW-FlRE under an earlier project The only difference IS that the
trammg procedures were developed by the consultants rather than based on mtervlews of staft
on functIOnal steps The November, 1997 report to NSDL was used as the baSIS for the
procedures

The NSDL now needs to finalize Internal poliCies on Il1ternal trall1mg programs Such pohcles
should mclude the establishment of an Internal Trammg Committee ThiS committee would
review trammg needs, make recommendations, and approve certam trammg programs The
HRD manager would Implement the process coordmate trammg needs assessment and
Interpret assessment results All of the tools prOVided by PW-FIRE under thiS project
(workshops, report on recommendations, and documented procedures) can assist 1I1 thiS
process

PrICL Watuh01ilL IJ P Poe,e 3



HRD Internal TraIning Proc-.!dure'l for NSDL
USAID - FIRE Project

II BACKGROUND

June 1998

Over the last year, the Pnce Waterhouse-FIRE project consultants, Dr TessIe San MartIn and
Sue Hertel, have been workIng wIth NSDL to develop the deposItory's Human Resources
Department (HRD) department The pnmary focus has been on the traInmg responslbllttles of
a typIcal HRD Under thIs assIstance, the followmg work was done

*

*

*

An mltmJ presentatiOn to NSDL on general HRD responslblltttes ThIs
Included dIscussIon on the desIgn and ImplementatiOn of a contInUOUS
educatiOn program for the entIre staff

A report on recommendattons specIfically for NSDL, IncludIng a traInIng
syllabus designed for the deposItory, needs assessment, and traInIng evaluatlOn
methodologIes ThIs was produced In November, 1997, under the tItle of
"Estabhshment of a ContInuous TraInIng Program WIthIn the Humdn
Resources Department ofNatlOnal Secuntles DeposItory LimIted"

A "TraIn the TraIner Workshop" held In May 1998 The workshop was
desIgned to educate NSDL management and other potentIal traIners wIthIn the
orgamzatlon m how to carry out traInIng The objectIve of the workshop was
to develop skills In these IndIvIduals In plannmg, carryIng out, and evaluatIng
mtemal trammg

Note TIm worhllOf wa.~ also attended by memhen ofthe marketmg team
to help them \trengthen their ~klll~ for externlll trammg

One other recommendatIon Included In the above noted report was tor NSDL to develop a
documented procedures manual for HRD's Internal traInIng program PW-FIRE offered to
create such a manual for NSDL ThIS report formally dehvers the completed procedures
CopIes of the procedures may be found In AppendIX A

Price Watel hou~e I LP Page ./



HRD Internal Trarmng Procedure .. for N'SDI
USAID - FIRE Project

III APPROACH

June 1998

The HRD Internal Trammg Procedures Manual was developed by PW-FIRE to complIment all
of the other work done With NSDL 10 this area The subject of each procedure was Idled from
the earlier report on establishment ofan Internal contmuous trammg program at NSDL The
examples used 10 the report became some of the procedure exhibits Other exhibits offorms,
reports etc were developed by PW-FIRE as templates for NSDL

The procedures were documented 10 the same style as all of the procedures produced for
NSDL by PW-FIRE

Note Under an earlier proJect, PW-FlRE documented the current operatmg
proceduresfor the depository ~ busmess operatIOns areas and administrative
functwm for the IT areas

The style used 10 outhnmg steps for each function accommodates both trammg of staff 10 the
HRD functIOns and day-to-day operations as a reference tool

Smce these procedures are new to the depOSitory and most are yet to be Implemented, only
bmlted mtervlews ofNSDL management were necessary NSDL general staff did not need to
be mtervlewed as PW-FlRE deSigned and wrote the procedures to provide the HRD With a
framework on which to proceed The mtervlews With management pnmanly revolved around
current pohcles and procedures at NSDL 10 the areas of staff evaluations, record109 of hours
worked and trammg already 10 place at the depo"ltory A draft of the procedures was
proVided to the HRD manager for review and comment pnor to final pubbc<'ttlon

As with all of the other procedures, both hard and soft copies were proVided to NSDL The
soft copy will accommodate the ongomg mamtenance of these procedures

Pna WcterhOUSL LLP Page'i



HRD Imernal FraInIng Procedures for N';DI
VSAID - FIRE Project

IV RECOMMENDATIONS

A Internal Trammg Commzttee

Jun!., /998

The NSDL needs to finalIze pohcles on mternal trammg programs The tools provided by the
PW-FIRE consultants are a resource for the estabhshment of such policIes

The IdentificatIOn oftrammg needs IS pnmanly the responslblhty of supervIsors and semor
management The HRD manager helps to Implement the process, coordmate trammg needs
assessment and mterpret assessment results NSDL should establIsh a corporate-WIde trammg
commIttee that supports the overall mternal trammg process ThIS committee can also use the
procedures as documented by PW-FIRE to support their efforts

B Procedure Mamtcnanu

NSDL should use the completed procedures to begm to Implement the functIOns descnbed
Adjustments to the steps mltIally outhned wIll need to be made as the HRD begms to 'Work on
definmg mternal trammg needs The depository will also need to begm to establish polICIes m
the area oftrammg These poliCIes must also then be mcorporated mto the procedures

The templates for reports, forms, memos, etc that have been mcluded wIth the procedures as
exhIbIts are m very basIc formats These were created by PW-FIRE to give NSDL startmg
pomts on whIch the HRD department can now buIld It may be found that new forms Will be
needed It may be possIble to combme other forms The Important thmg here IS that the HRD
mamtams good documentatIon on all trammg performed ThIS IS cntlcal m as~essmg trammg
needs and evaluatmg trammg results

Note Smu form!> may (hange frequently, speual wre .. /wuld be taken to
ensure that all procedure exhzbzts are current

Approval, penodiC reVIew, and mamtenance of the procedures should be done under the same
process preViously defined for the other procedures documented by PW-FlRE for NSDL At
least two levels of management should approve the procedures All procedures should be
reviewed for contmued accuracy at least once a year Updates should be made under the
annual reVIew process as well as throughout the year as needed

Price Waterhouse Ill) Page 6



HRD Internal Trammg Procedure'i for NSDL
USAID - TIRE Project

V SUMMARY

June 1998

The NSDL has been provided with a number of tools by PW-FIRE that should assist the
deposItory m defimng and Implementmg a contmuous mternal trammg program The
assistance by PW-FlRE h~s mcluded

*

*

*

An mltIal presentatIOn to NSDL on general HRD responslblhtles that mcluded
desIgmng and Implementmg a contmuous mternal trammg program

A report entItled "EstablIshment of a Contmuous Trammg Program Withm the
Human Resources Department ofNatIOnal Secuntles Depository LImIted",
publIshed m November, ]997, that proVided recommendatIOns specIfically for
NSDL on a trammg syllabus, needs assessment, and trammg evaluation
methodologIes

A "Tram the Tramer Workshop" held 10 May, 1998 to educate NSDL
management and other potenttal tramers withm the organizatIon m how to
carry out trammg

A procedure" manual to support day-to-day functions for an mternal trammg
program

The procedures as wntten by PW-FIRE prOVide a framework for Implementmg an mternal
trammg program As WIth all other procedures changes WIll occur wlthm the depOSitory that
necessitate change~ m the trammg program HRD needs to ensUi e that the documented
procedures are mamtamed gomg forward and always reflect the current poliCIes and
procedures of the deposItory

Note A soft copy ofthe pr()(edure~was proVided to N.\DL by PW-FlRE winch wn
be used to update the manual as needed

NSDL now needs to finalize mternal trammg polICIes and begm to de"elop trammg programs
An Internal Trammg Committee should be formed that would address trammg needs on an
ongomg baSIS Committee members should represent a cross-section of the depOSItory
management team The HRD manager would then carry out the mternal trammg program as
deCided upon by the committee The tools prOVIded by PW-FIRE can support thIS process
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NATIONAL SECURITIES DEPOSITORY LIMITED

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRTOOI

APPROVALS Jaye~h Sule Gagan Rm

TITLE DevelopIng the General Internal Trammg Curnculum

PURPOSE To assess traInIng needs and Identify mdlvldual courses that meet the needs of
both the partIcIpants and NSDL

HRD Manager Reviews annual ~taff appraisals (ExhibIt I)
for notatIons on IndIvIdual trammg need...

a I L(,hmcJI ~klils

b 'Soft skIll ...

NOTE SuperVisors ~hould discuss w;flt
their staffthrour:'w.1t the rear their
performance alld Aev sA"I'i wllf're trmnlllg
1\ needed The\e dl\UIHIOIl\ are
documented throut:1t tlte anl1ual apprm\al
pro(e~~ to wl"d, tIm 'itep rejen

2 Consult:; penodlcally \\ Ith departmental
management to Identlh staff development
needs/problems

3 Determll1es If problems IdentIfied 111 step ~

can be corrected through tramll1g

4 Performs diagnostic exercIses to determll1e
tl3Imng needs

a By department
b Across the orgamzatlOn

Refers to related procedure



5 Develupu prelimmary rewmmendatlons on
areas nf t.3Jflmg needed brt<;ed on result<; of
steps t through 4

6 Revlew~ recommendatIOn'> \\ lth TI ammg
CommIttee

Note Tile member~ oftlte Tral11l11g
Committee lIIclude a cross-seC/lOll of
NSDL manageme111 as JVell a~
representatives ofthe HRD

7 FmalIzes areas of trammg to be developed
based on results of Step 5

8 Develops wurse obJectives tOI each of the
trammg arCd') Refers ,0 related ploledure

9 Detenmm.s who should eonducttlall1l11g
baseo on dvmlabk rc"ourcLS

a Interndl trallKr
b VLndor

10 Work.s wIth mterndl tramer to dL \ dop
<lppropnak (.oUl<,e<,

11 Dlred" pH.pdr.l(lon 01 tLndu dOUlll1Lnt
(l \.hlblt II) (0 bL dt,>IIlbutLd to \Lndol'> 1l1d
partlllp.ltL,> 111 ,>LkLllOn pnKL,>,> RLll.r,> 10

leldted procedure

12 Direct,; evaluation ot tl aJl1lng WUl <;e <;
Refers to related procedure

13 DIrects documentatIOn ot frall1l11g Need..,
Assessment form ([\.hlbn Ill) lI1clUomg

a DescnptlOn ot the process u<;ed (0

accomplIsh the tramll1g need,>
assessment/dlagnosl~

b LIst of learnmg needs that resul,cJ
from assessment (b\
departmentJdl\ ISlOn)



Trammg Officer 14

c De~cnptlOn of objectIves and content
for eal,h course that wIll be used to
address IdentIfied needs

d DescnptlOn of other methods that
may be used to address IdentIfied
needs, I e mentonng self-taught
courses, dIfferent recrUItment
approaches etc

Proceeds as dIrected by HRD Manager m

a Developmg and conductmg trammg
sessIOns

b Preparmg tender documents for
vendors

c Analyzmg cvaluatlons of twmmg

Refers to related procedures

15 Assl<;ts HRD Manager 111 prepanng
documentatIon undcr Step 12

16 Mamtams all rCLOt d", related to tra111111g
programs for future Iden..ncc



PROCEDURE NUMBER HRTOOI
TITLE Developll1g the General Internal Trall1l11g Curnculum

ExhIbIt I
Annual Staff AppraIsal Form

(To Be In'lerted by NSDL)



PROCEDURE NUMBER HRTOOI
TITLE Developmg the Generallntemal Trammg Curnculum

ExhIbIt II
Tender Document
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TEMPLATE TENDER OFFER DOCUMENT (REQUEST FOR PROPOSALS-RFP)

Backgroulld
The National Secuntles Depository LImited (NSDL), a premier capital markets instItutIOn 10
India believes that the key to any successful orgamzation IS the qualItv of ItS human resources
Accordll1gly, the NSDL IS makll1g a major II1vestment 111 upgradmg staff sk1lls m a broad range
of areas As part of this Illitlative the NSDL IS seeklllg offers to lInplement trall1l1lg programs 111

the followlllg categones (NOTE select which ones)

• General management Improvement, mcludll1g

• General mterpersonal skills

• CommUnication skills

• MotivatIOn of staff
• Subordmate development
• Team bUlldmg/teamwork
• Stress management
• IntroductIOn to supervlsmg/managll1g
• Tune management
• Delegatton

• Manpower planmng - mclud10g projectmg staffing needs for budgetmg
support1Og ne," or changmg services and so on

• Other (?)

OIJjecllve\ oJllte IrawlIIg program
These courses are part ofNSDL's contmumg education program tor managers and staff The
course(s) t,uget NOTE hele vou need to provide detatl\ on the target audIence at the \ery /emt

pI ovule 'iOlIIe mdlGatlOll ofthe backgl ound ofthe prospeUive tl al11ee\-- l'ell1 \ ofwork
e\per/ellLe aGademiG back~n)l{lld etc A total of'( (number) of partlclpant~are expeckd to
1dke the course

1 he objective ot the cour~e(~) Is(are) to develop/hone ~kllls tlMt will enabk NSDL employees to
be more effectIve In their IIlternal and externallllteracttons In partlcullr \OTE hell' plOvide
addItIOllal detQ[/~ as nqul1u! about the specific Ob)ectIve~ of/he (oune (( i; to hone eXI.'.tl11g
~kI!l\ develop new ~klll\ Ulham.e general effectivene~s etc)

The trallllllg program/course must be dehvered bv (here provIde dale\ In (/i;am m specific G\

po~slble)

The courses should be deSigned to mInU111Ze disruptions on the normal \\orl-.. schedule The
programs should be no more than (x) days III length whenever possible The NSDL expects the
courses to be taIlored somewhat to fit the ulllque needs and staff requirements of the
orgal1lzatlOn

ReqUirements ofthe tender offer
InstitutIons and mdlvlduals mterested 10 blddmg on thiS work. Will need to submIt a techmcal
propo~a/that mcludes the follO\" mg

(\



I
I
I
r

• Your understandmg ofthe course objectIves and the umque needs of the audlence(s)
bemg targeted for tramIng

=> The reason why this tOPiC IS of relevance to thIs audience
=> Expected practical applIcatIOns for the results ofthe trammg program

• A draft agenda of the course, Includmg proposed tOpICS, type ofmatenals that wIll
be provIded and used In the plogram, etxt books, etc

• An overview of the proposed methodology for tallormg the course (mcludmg a
descnptlOn of the mformatlOn/data sources that wIll be used, such as mtrvlews WIth
prospectIve partIcIpants and other stakeholders)

• The key personnel, mcludmg project admInIstratIOn, support staff and Instructors
The proposal should provIde informatIOn on relevant past expenences and
publtcatlOlls, emphaSIZing In partIcular expenence m trammg other capItal markets

mstltutlOns
• An overvIew of your methodology for evaluatmg the course and controlhng quahty
• A workplan for completmg the work, mcludmg the course evaluatIon

Techmcal Propo::.a!s should be no more than 10 pages m length, mc1udmg resumes for key
personnel, tramers/mstructQrs and support staff

Please submit one (1) ongmal and two (2) copIes of the techmcal proposal

Preparation of the cost propo<;al BIdders should submIt a budget WIth esttmates of what It
WIll cost to perform the rcscarch project that IS bemg proposed The budget should mclude

• Level of eff011 (111 eIther person days or hours) for each personnel bemg propoc;ed
• Salary (eIther per day or ner hour) for each staff members proposed for the project
• All expected out of pod,ct L\.penses travel, per dIem, photocopIes, etc related to the

Implemeitatlon of th IS projcct

Plc1<;c dllocatl- costs to hoth dL<;lgn/tatlonng and to deltvery For purposes of pncIng thIS bId
1""Ul1K th It the COur<'L WIll b( ddl\ercd two tnnes 111 one year

11m WIll be a fi\.ed pnLL conti act S0 that the bIdder IS expected to bear the risks of any cost
O\er-runs Payment WIll be made upon deltvery of the first course

Please submIt one (1) ongmal and 1\\ 0 (2) copIes of the cost proposal, In a separate sealed
envelope

The cost and techl1lcal proposals should be submItted to the follOWIng address no later than
(provIde date and tIme) to the follo\\mg

Mr J Sule
NatIonal Secuntles DepOSitory LIl11lted

address etc
Fax (22) 496-3555

2



PROCEDURE NUMBER HRTOOI
TITLE Developmg the General Internal Trammg Cumculum

ExhIbIt III

TRAINING NEEDS ASSESSMENT



PROCEDURE NUMBER HRTOOI
[ [ [[ r Dc\ cloplIlg the General InteInal Trall1l11g CUrrIculum

I \hlbIl [II

TRAINI'VG \EED5J -4SSESS UEVT

DA TE PREPARED , _

~

PIOCf!H(e'ij U!)ed
FOf Assessment

Department (InterViews, test!), etc j

Prepared By

Leartlmg Needs
Identified

Objectlves/Colltellt
For Related Coursers)

ReViewed By

Other Methods
To Address Need(s)
(Mentormg, recrllltmellt, self
taught course, etc)



NATIONAL SECURITIES DEPOSITORY LIMITED

INTERNAL TRAINING PROGRAM PROCEDURE

PROClDURL NUMBER HRT002

APPROVALS la) esh Sule Gagan Ral

TI fLE Dc, elopmg and Conductmg an Internal Trammg SessIOn

Pl JRPO",r To pllpJle thl trall1ll1g o;;e,>slon syllabuo;; matenals and other teachll1g aIds set up
10cJtlon and pre~ent the sessIon

1 rammg 01 liter

2

Recelve~ directIOn from HRD
Managcr to dcvelop a trall1ll1g
St. <;slon on a ~pecdic tOpIC

Idlnllftl<; audIcnce

a Who WIll attend
h BJckground/expd lence 01

<lltcndLL '>

l 110\\ '>L'>'>IOI1 ,>hould hLndit
thLm

d Numhu of P<lItIUP mh

3 Idlntl1iL~ management ohJectlve'> for
tl dll1l11g

a Teach new procc'>"
b Inform staff on new/changed

polIcv
c MotIvate staft/behavIOral

change
d Develop/enhance skll\s

4 Researches tOpIC through

a Background matenals
b Rev lewmg leadmg



5 Estabh~he,> IldmewOlJ.. tOl
presentatlm.

a S} lidbus/agenda
b Length of pre.;;entatlOn
c LocatIOn
d Room set up
e EqUIpment needed (overhead

flip chali VC R blackboard
etc

6 Creates/arrJnges for matenals to be
dl.;;tnbuted to attendees ..1..,
appropnak pnor to trmnIng '>l"''''lon

NOTE Such lIlateTta"; would be
an)' preparatum work that the
attendees I1Ull' need to complete

7 Notdic., attlndcL''l 01 tlmc <H1d
10l..1t1011 01 "l..,.,1011 ba<;cd on

d A ';;<;Igned by manager
b OpUll.l1I0lhm,nt

X PIL"Ll1h tldll1l11g "1..""'1011

9 <)ccure<; course evaluatIon form"
(["hlblt II) 1rom attendee,>

10 Includes evaluatIOn forms 111

analyses oftlammg progldm<;
RcfLrs to related procedure

11 Mall1tams database of Il1fOrmatlon on
traIl1l11g sessIons

a Attendees
b TopICS
C Length ot sessIOns
d EvaluatIOn results



I2 Ma1l1ta1l1~ manual Iccords at t1.1111111g

SC<.,">IOI1S a<., dppropnate tor future
le1clCI1Ce

a "nul (l. documents
a COUlse matenals
h E\aluutlOl1 form">



PROCEDURE NUMBER HRT002
TITLE Developmg and Conductmg and Internal Trammg SessIOn

E",J1IbIt IA
NotIficatIon of Trammg SessIOn - IndIvidual AssIgnment

DATE
TO
FROM
SUBJECT

Name of Emplovee, Department
Human Resources Department
Internal Trammg SessIOn

Please be advised that you have been regIstered for the followmg mternal trammg seSSIOn

TOpIC

Date

TIme

Please conta<-t (Name. ofHRD Trammg Person) at (telephone number) by (Deadlme. Date) to
confirm your attendance <1t this <;eSSlOn



PROCEDURE NUMBFR HRT002
TITLE Developmg and Conductmg and Internal Trammg SessIOn

E\.hlblt IB
NotIficJtlOn of Trammg SessIon - GeneJaI Offenng

DATE
TO
FROM
SUBJECT

All Staff Members
Human Resources Department
Internal TraInmg Session

The Human Resource,; Department IS pleased to announce the follo~l11g Jnternal trammg session
aVaIlable to all employees

Ioplc

Date

Tune

Please contJctJName of llRD Ilal11l11g Person) at (telephone numbvl hy (DeadlIne Date) to
confirm yOlll attend.lI1ce at thl<' <,e<;<;lon Attendance IS limited to (numher of people) <,0 call
earh to re<,erve VOlll phLe'



NATIONAL SECURITIES DEPOSITORY LIMITED

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT003

APPROVALS Jayesh Sule Gagan Rat

TITLE Annual Review of Internal Trammg Program

PURP05E To re-assess the approprIateness of mternal tramIng praglam courses TIlls IS
done In collaboratIOn wIth semor management to ensuft.. that the content of
cour<;es IS stIli valId and the trammg needs beIng addres\cd are <;tIlI relevant to
operation,;

BACKGROUND

11K trammg need<; asses<;ment IS .1 lontmuous process TraInIng nl.l.ds are beIng
Identified and evaluated as part of the staff appral<;al proc<.~s In ad<.htlOn mJlor
change,> In mtunal company polIcy or the market dnd Icgulatory <;tructure ma"
rlqUIrl that a IKld" a<;sc,>sment bc conducted for ,>plcIfic department<, OJ oth<..r
parts 01 tilL orgum7atlOl1

I .1<.h 'vl.<1f mdlvldu<ll cour'>l'> nll.d to bll.hu.. hd to ll1'>U1l thul lonlLnt LOntmlll'>
to rl "pond to thl Llrmng nlld" Idllltllil.d II1 thl dhlgno'>I'> Ihl dllckmg ]1lOll. '>"
does not need to be l Xl.<.,>,>IVe!V time con~umIng but It doc~ nL.<.d to be Sy~tlll1JtlC

HRD Manager ReViews changes to Job descnptlOns
(E\.hlbIt I) mad", over the la~t year

DeteImIne<; 11 any orgamzatIOnal
changes affect contents and pnontles
of tramIng IncludIng the follOWIng
areas

d StrategIc plans
b Techmcal changes
c Corporate poliCies
d Industry regulatIOns



" Rev lew.., the vaflou~ types of course.)

evaluatIons (ExhIbit II) for
comments on relevance of content
omiSSIOns etc

4 Reviews cost/benefit analyses as
prepared for certam courses
(eXhIbIt III)

5 Develops recommendatIons for
adJustments to trammg
program/sessIOns based on Steps I
through 3

6 Reviews n"commendatIOns with
trammg commIttee

7 Makes adJu<;tment~ to trammg
program/Sl'....,IOn(~) .1\ dctcfl11I11t.d
nl.u.<;<;Jry

DOCUm1.11t~ annu.ll Icvlew proCl~<;

([xllIhlt IV) and rc..,ultmg dLl_l~lOns

for

.1 AppIOpnatc .Idlon by
I 1.1 111 II1g 01 fi l CI 111

dL\ llopll1gILondut.lmg
...L ...... lOn ...

b future.. retclcncc

9 In~truct~ TrJII1l11g Officer on changt. ...
to be made to

a Internal" presented traIl1I11g
sessIOns

b Vendor presentatIOns

Trammg Officer 10 Mak.es changes to trammg seSSIOns
as presented b) mteroal staff

I I Meets with vendor(s) to discuss
changes needed wIth theIr programs



12 Mamta1l1s all related lecords tOl
future refe! ence



PROCEDURE NUMBER HRT003
TITLE Annual Re'Ie\\ ot Internal Training Program

E\.hlblt I
Sample lob DescnptIOTl

NATIONAL SECURITIES DEPOSITORY LIMITED

JOB DESCRIPTION

Title CleaTing CorporatIon Interface RepresentatIve

BaSIC Purpose To as'iist the cleanng corporatIons that Interface wIth the depOSItory In
dav- to-day interactIOns wIth NSDL as well as detenmne actIOns that neld to be taken In
emergency situations TI11S Indudes acting as 1IaI~on between the cleanng LOrporattons and other
ared~ mternal to NSDL and aS~lstll1g In the trammg ofcleaTing corporations

Prmclpal Respomlbilltle~

Act<. <1<, the pnmdry wntaet lor dC.lnng corporatIOns dt the depP"ltorv Rc<,pond'i to
lI1qUIrlCS from deaTing corporatJon~ conccrmng dl POSltOry processes and thc rcldtlOn'illlp
between the two orgdl1l/Jtton<, RCdCt,> as neCCS'idly to resolve routll1e and emugcncy '>ltudtlOn<,
rdatu.: to the depOSItory proce\<,lI1g

') All<, <1<, 1I<1I<,on bctwLLn thL cLmng lOIpor<ltlon<, and the IIllorn1<ltlOI1 IuJmology
Ikp,lItmU1t \ .... <,1 ....1'> In LOflU.. tll1g tLrtlllIul ,KLe<,<, prohlLm<, at thl dL,mng lOIpor,ltlon.... I!LIp....
to LOlIlLt trdn<,ml~'>lOn dIllilultlL.... (OOH.llI1.ltL" till H..-tr,\I1<,mItlIng 01 d It,l hLt\\uI tlK lk \ling
lor pOi <ltlOn ,md the depo'>I!lHV <1 .... IKlL<,<,Jrv 10110\\ .... up wIth lLmng LOrporatlon<., md
InformatIOn Tlchnology to msure pIOhkm<, were lorrected m a tllneh I11dnnLf

') ASSists In tramIng the clcanns corporatIOn.... ReViews procedures \\ nh thl reglstral where
routml dIfficulties are mcuned Relers m-depth tlalllmg needs to the depo<.,nol\ s llaII1l11g
Department ASSists III developing \vork.,>hops and tfaI'1mg and procedure manuals for c1eallng
COl pOlatlons

4 Documents all proble'ns encountelcd bv/wlth cleanng corporations to the Cleanng
COIporatIOn Interface files Prepares perIodiC leports to management on problems lI1curred
b\ /wlth clearIng corporatIons and thur re"olutlon<.,

General InformatIOn

Incumbent should have 1 year m a customer "en Ice-related pOSItIOn E'\cellent communicatIOn
and negotlatmg skIlls are a reqUIrement as IS the ablllt\ to work 10 a hlgh-pre<.,sure enVIronment



wIth crItical oeadl1nes The mdlvldual must dlso be cU<;jtomer-onentcd al1d have an abIlity to
analyze mformatIOn thoroughly and accmatelv E....penence m a computenzed enVIronment and
termmal access to a computer system IS extremely helpful and wlllICducc the trammg pcnod

Educatwnal ReqUlre'1lent

(To be completed by NSDL)

The above statements are mtended to de~cnbe the general nature of work bemg performed by the
mcumbent assIgned to thIS classIficatIOn The responsIbIlItIes are not mtendf'd to be con"trued a~

an exhaustIve lIst of all responsIbIlItIes so clasSIfied

APPROVALS



PROCEDURE NUMBER HRT003
TITLE Annual RevIew ofInternal Trammg Program

ExhIbIt II
Course EvaluatIOn



Your answers to the followrng questionnaire will help us to Improve this and future
training programs Thank you for taking the time to fIll the questIonnaire out
Answers are ranked from Strongly Disagree (1) to Strongly Agree (5)

I
I
I
I
I
I
I
I
I
I
I

SAMPLE 1 Course Evaluation
Course Title

Course Location (City, Country)
Course Dates

Participant Background Information

Name of Organization
Department
Position
I~umberof years with organization

Course Evaluation

1 PresentatIon· Module 1 (PresentatIon TItle)

The presentation was rnformatlve
The presentation was relevant to my situatIOn
The presenter was knowledgeable and effective
Overall I would rate thiS session as

2 PresentatIon· Module 2 (PresentatIon TItle)

The presentation was mformatlve
The presentatIon was relevant to my Situation
The presenter was knOWledgeable and effective
Overall I would rate thiS sessIOn as

3 PresentatIon· Module 3 (PresentatIon TItle)

The presentation was mformatlve
The presentation was relevant to my SituatIon
The presenter was knowledgeable and effective
Overall I would rate thiS session as

4 PresentatIOn· Module 4 (PresentatIon TItle)

The presentation was mformatlve
The presentatIon was relevant to my Situation
The presenter was knowledgeable and effective
Overall I would rate thiS session as

5 PresentatIOn· Module 5 (PresentatIon TItle)

The presentation was mformatlve
The presentatIOn was relevant to my Situation
The presenter was ~nowledgeable and effective
Overall I would rate thiS session as

1 2 3 4 5
Disagree 0 0 0 0 0 Agree
DIsagree 0 0 0 0 0 Agree
Disagree 0 0 0 0 0 Agree

o Too Easy o Just Right o Too Hard

1 2 3 4 5
Disagree 0 0 0 0 0 Agree
Disagree 0 0 0 0 0 Agree
Disagree 0 0 0 0 0 Agree

o Too Easy o Just RIght o Too Hard

1 2 3 4 5
DIsagree 0 0 0 0 0 Agree
DIsagree 0 0 0 0 0 Agree
Disagree 0 0 0 0 0 Agree

o Too Easy o Just RIght o Too Hard

1 2 3 4 5
DIsagree 0 0 0 0 0 Agree
Disagree 0 0 0 0 0 Agree
Disagree 0 0 0 0 0 Agree

o Too Easy o Just Right o Too Hard

2 3 4 5
Disagree 0 0 0 0 0 Agree
D'sagree 0 0 0 0 0 Agree
Disagree 0 0 0 0 0 Agree

o Too Easy o Just Rlgf-tt o Too Hard



I C Case study - (Case study TItle)
1 2 3 4 5

I The case study was informatIVe Disagree 0 0 0 0 0 AgrE'e
The case study was relevant to my Situation Disagree 0 0 0 0 0 Agree
The break-out group was productive DIsagree 0 0 0 0 0 Agree

I The break-out group facthtator was effective Disagree 0 0 0 0 0 Agree
The plenary sessIon was Informat/ve DIsagree 0 0 0 0 0 Agree
The case study methodology was useful Disagree 0 0 0 0 0 Agree

I O"eran Course Evaluation
1 2 3 4 5

I 1 This workshop was relevant to my DIsagree 0 0 0 0 0 Agree
current role and responsibilities

I 2 This workshop win help me establish Disagree 0 0 0 0 0 Agree

pnontles m terms of the tasks ahead

I 3 The tOPiCS were covered m suftlclent depth Disagree 0 0 0 0 0 Agree

4 The speakers had strong presentation skills Disagree 0 0 0 0 0 Agree

I 5 The pre-course readmgs and Disagree 0 0 0 0 0 Agree

background mformatlon were useful

I b I \ ....:; saflsflPd With the conference facilltles Disagree 0 0 0 0 0 Agree

7 The staft was responsive to my needs Disagree 0 0 0 0 0 Agree

I S I would recommend this course to my colleagues

I
Yes DNa D

9 Which tOPiCS covered m the workshop were most useful to you?

1C Which tOpICS covered m the workshop were least useful to you?

11 Gene-al Comments on Course Matenals, Management, LOgIStICS



PROCbDURE NUMBER HRT003
TITLE Annual RevlCw of Internal Trammg Program

Exlublt IIb

Trazmng Benefit A ~sessment

Date Prepared

Course Subject Matter
AntlClpated PresertatlOn Date
ALlual PresentatlOll Date

~~

InterViews 011 COlli se ExpectatIOns
llrfeetmg
Daft;. A ftel1dee(s) Devartmell1.W

Concepts/Skills
To Be Obtamed

PotentIal
ApplicatlOlls



COUlse Sublett !Ifalter
An/tapateel PresentatIOl1 Da/e
Actual P, esentatlOll Date

Page 2

~
"

Results (Basf'd on feedback from partIcipants, sponsors, alld mallagel s soltclted 3-6 mOllths aftel course)
Date ofResults

Eva/uallOll ofcoUisc based olllesu!tr; vs e>.pectatlOns (Should cOlllse be changed, deleted, etc?)

Relaled costs (course pICsellfal101l and employee tlllle)



PROCEDURE NUMBER HRT003
TITLE Annual RevIew of Internal Trammg Program

ExhIbIt III
Cost Benefit AnalysIs



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Sample 4, Exa'11ple 1 Learning a New Job-Related Software Package
2 day training course

Other
Annual Hourly Total Total w/30 Ben/Costs Number Total
Salary Salary Hours Salary Multiplier Per Unit of Untts

Costs
Course Development
Course Developer $35,000 $18 24 $420 $1,260 $1260
Assistant $25 000 $13 16 $200 $600 $600
Subtotal $1,860

Course Delivery
Lead Instructor $35000 $18 16 $280 $840 $840
Assistant Instructor $25 000 $13 16 $200 $600 $600
LOgistiCS coordinator $15000 $8 24 $180 $540 $540
Participants (avg salary) $25000 $13 16 $200 $600 15 $9000
Subtotal $10,980

I

Evaluations
HRD Manager $40000 $20 16 $320 $960 $960
Assistant $15,000 $8 16 $120 $360 $360
Subtotal $1,320
Total Salary Costs (Direct and Indirect) $14,160

Other Direct Costs
Catenng I $15 12 $180
Course Malenals , $10 12 $120
Supplies / $5 10 $50
Total Other Direct Costs $350

TOTAL COSTS $14,510

Benefits
Reduced leamlng tIme $25 000 $13 32 $400 $1200 15 $18 000
Reduced correction time $25,000 $13 24 $300 $900 15 $13500

TOTAL BENEFITS $J1,500
BENEFITS - COSTS $16,990



I
I
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I
I
I

Sample 4, Example 2 Management Skills Training
5 day training course

Other
Annual Hourly Total Total w/30 Ben/Costs Number Total
Salary Salary Hours Salary MultIplier Per Unit of Units

Costs
Contract wI Outside
Provider (to develop 1 $80000
and deliver course)
Subtotal $80,000

Course Delivery
LOgiStiCS coordinator $15000 $8 56 $420 $1,260 $1260
Participants (avg salary) $35000 $18 40 $700 $2,100 30 :63 000
Subtotal 64,260

Evaluations
HRD Manager $40 000 $20 16 $320 $960 $960
Assistant $15000 $8 16 $120 $360 $360
Subtotal $1,320
Total Salary Costs (Dltect and Indirect) $145,580

Other Direct Costs
!

Hotel /' $50 30 $1 500
Per diem $20 30 $600
Coffee/tea breaks $10 30 $300
Conference rooms $100 5 $500
Course Matenals $10 30 $300
Supplies $5 30 $150
Total Other Direct Costs $3,350

TOTAL COSTS $148,930

BenefIts
,

Reduced turnover/emps $6000 30 $180 000
Reduced turnover/mgrs $10 000 5 $50 000

TOTAL BENEFITS $230,000
BENEFITS ....COSTS $81,070

"
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PROCEDURE NUMBER HRT003
TITLE Annual Review of Internal Trammg Program

Exhibit IV

ANNUAL REVIEWOF INTERNAL TRAINING PROGRAM



--------------------
PROCEDURE NUMDER HRT003
TITLE Annual RevIew of Internal TraInIng Program

Ehhibit IV

ANNUAL REVIEW OF INTERNAL fRAINING PROGRAM

Date Prepared
PerIOd Reviewed

~

CourselProgram
Assessment Documents
Reviewed

Assessment
Summmy

RecommendatIOns
(Changes, delete, etc)



PROCEDURE NUMBER HRT004

BACKGROUND

APPROVALS Jayesh Sule, Gagan Rai

TITLE Outsourcmg Trammg

RefeI" to related procedure

a DeSIgn a course
b DelIver a course
C Manage logIStICS of course
d Twm mtcrndl staff to delIver course

Idcnt'fies outsourcmg needs \\Ihen
developmg trammg cUITlculum as one or
more of the followmg

1

OutsourCIng should not be conSIdered when the tOpIC IS hIghly speCIfic to the
orgamzatlon

INTERNAL TRAINING PROGRAM PROCEDURE

NATIONAL SECURITIES DEPOSITORY LIMITED

OutsourcIng can also be a <;trategy for traInIng In-house traIners In thIS case, the
InItIal course deSIgn IS outsourced The vendors then tram the mternal staff to
contInue gIVIng the course m the future ThIS strategy makes sense when the tOpIC
reqUIres taIlorIng to make It relevant to the orgamzatlOn, the course WIll be offered
many tImes, or management belIeves that the delIvery of the message will be
more effectIve If delIvered by m-house staff

Vendors can be contracted to help desIgn a course, delIver a course or manage the
course lOgIStICS or to undertake all three phases OutsourCIng makes sense when
the COUIse reqUIred IS addressmg a relatIvely genenc skIlls set (e g effectIve
wntIng style, tIme management, stress management, etc)

HRJ) l'v1anager

PURPOSE To prepare and dIstnbute tender document, reVIew responses, and select vendor
for certam trainIng courses

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I 2 Consults wIth semor management m

preparmg the tender document to be sent to

I vendors

,.,
Dllects TraImng Officer m the preparatIOnoJ

I of the tender document

Trammg Officer 4 Drafts tender document (ExhIbit I),

I mcludmg

I
a Outlme of objectives of the desIred

course

I
b DeSCrIptIOn of mtended audience

c ExperIence reqUIred of mstructor

I d Vendor selectIOn CrIterIa (e g 60%
of the score WIll be based on

I mstructor expenence, 40% on costs)

e Deadlme for vendor response

I 5 IdentIfies potentIal vendors

I 6 ReVIews wIth HRD Manager

I
a Draft of tender document
b LIst of potential vendors

I 7 FmalIzes tender document as dIrected by
HRD Manager

I 8 DIstrIbutes tender document to final lIst of
potential vendors

I 9 ReceIves responses from vendors

I
10 RevIews responses based on selectIOn

CrIterIa

I
11 SummarIzes responses

a Based on score of each vendor

I b PrOVIOll1g observations made whIle

I
I

~1/
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reviewmg responses

12 Forwards results of Step 11 to HRD
Manager

HRD Manager 13 Reviews vendor responses and ~ummary as
receIved from Trammg Officer

14 Makes recommendatIOn to semor
management on NhiCh vendor should be
selected

15 Negotiates contract wIth selected vendor

16 NotIfies Trammg Officer of selected vendor

Trammg Officer 17 Coordmates delIvery of course wIth vendor

18 FacIhtates evaluation of the course after
completIOn Refers to related procedure

HRD Manager 19 RevIews evaluatIOn of course

20 Determmes If vendor wIll be retamed based
on evaluatIOn

Trammg Officer 21 Mamtams all pertment records on course
and vendor for future reference
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PROCEDURE NUMBER HRT004
TITLE Outsourcmg Trammg

ExhIbIt I
Tender Document
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TEMPLATE TENDER OFFER DOCUMENT (REQUEST FOR PROPOSALS-RFp)

Background
The National SecuritIes DeposItory LImIted (NSDL), a premier capItal markets mstltutlon 10
IndIa belIeves that the key to any successful organIzation IS the qualIty of Its human resources
Accordmgly, the NSDL IS nak10g a major mvestment m upgradmg staff skIlls It1 a broad range
ofareas As part of thIS 1OltlatlVe, the NSDL IS seekmg offers to Implement traInIng programs m
the followmg categories (NOTE select whIch ones)

• General management Improvement, IncludIng
• General mterpersonal skIlls
• CommJ..l1IcatlOn skills
• MotIvatIOn of staff
• SubordInate development
• Team buddIng/teamwork
• Stress management
• IntroductIOn to supervIsIng/managIng
• Tune management
• DelegatIOn

• Manpower plannIng - IncludIng projectIng staffing needs for budgetIng,
supportIng new or changIng servIces, and so on

• Other (?)

Objectives ofthe trammg program
These courses are part ofNSDL's contInuIng educatIOn program for managers and staff The
course(s) target NOTE here you need to provide detazls on the target audience at the very least
provide some mdlcatzon ofthe backglOund ofthe prospective tramees-- years ofwork
eypenence academic background etc A total of A (number) of partIcIpants are expected to
take the course

The objective of the course(s) Is(are) to develop/hone skIlls that wIll enable NSDL employees to
be more etfectlve In theIr Internal and external Interactions In partIcular NOTE here pro,Jlde
additIOnal detazls as reqUlred about the specific objectives ofthe course (e g to hone eXlstmg
skills develop new skills enhance general effectiveness, etc)

The traInIng program/course must be delIvered by (here provide dates be agam as specific as
possible)

rhe courses should be deSigned to mInImIze dlsruptlo'ls on the normal work schedule The
programs should be no more than (>.) days m length \/Ilenever possIble 1 he NSDL expects the
courses to be tdllored somewhat to fit the ul1lque needs and staff reqUIrements of the
organIzation

ReqUirements oftire tender offer
InstItutions a ld IndiVIduals 11lterested In bIddIng on thIS work WIll need to submIt a techmcal
proposal that mcludes the followmg
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• Your understandIng of the course objectives and the umque needs of the audlence(s)
bemg targeted for traInmg

=> The reason why thIs tOpiC IS of relevance to thIs audIence
=> bxpected practical applicatIons for the results of the t1ammg program

o A draft agenda of the course, Includmg proposed tOpICS, type ofmatenals that will
be provided and used m the program, etxt books, etc

• An overvIew of the proposed methodology for tallormg the course (including a
descnptlon of the mformatlOn/data sources that wIll be used, such as Intrvlews wIth
prospectIve participants and other stakeholders)

• The key personnel, including project admmlstratlon, support staff and Instructors
The proposal should provide mformatlOn on relevant past experiences and
publIcatIOns, emphasIzing In particular experience m trammg other capItal markets
mstltutlOns

• An overview of)our methodology for evaluatmg the course and controllmg qualtty
• A workplan for completmg the work, mcludmg the course evaluatIOn

Technrcal Proposals should be no more than 10 pages m length, mcludlng resumes for key
personnel, tramers/mstructors and support staff

Please submit one (1) onglnal and two (2) copies of the techmcal proposal

Preparation of the cost propo<;al Bidders should submit a budget with estImates of what It
will cost to perform the research project that IS bemg proposed The budget should mclude

• Level of effort (m either person days or hours) for each personnel bemg proposed
• Salary (either per day or per hour) for each staff members proposed for the project
• All expected out of pocket expenses travel, per diem, photocopies, etc related to the

ImplementatIOn of this project

Please allocate costs to both deslgn/tatlorlng and to dehvery For purposes of pnclng tillS bid
assume that the course Will be dehvered two times m one year

This Will be a fh.ed price contract, so that the bidder IS expected to bear the risks of any cost
over-runs Payment will be made upon dehvery of the first course

Please submit one (1) ongmal and two (2) copies of the cost proposal, m a separate sealed
envelope

The cost and techl1lcal proposals should be submitted to the followmg address no later than
(provide date and time) to the followmg

Mr J 5ule
NatIOnal Secunttes DepOSitory Limited

address etc
Fax (22) 496-3555

2



INTERNAL TRAINING PROGRAM PROCEDURE

NATIONAL SECURITIES DEPOSITORY LIMITED

PROCEDURE NUMBER HRT005

BACKGROUND

a Course content
b Trammg matenals
c Instructor abIlIty
d LOgIStICS
e Background of partIcIpants

Drafts course evaludtIOn form
(ExhIbIt I) for each course, mcludmg
evaluatIOns on

1

*Level 4 - Measures how trammg contnbutes to busmess results

*Level 3 - Measures behaVIoral change and on-the-Job applIcatIOns of concepts and skIlls
taught In the course

*Level 2 - Ascertams whether and what the partiCIpants learned from the program

*Level 1 - Measures the partICIpants' reactIOn to the course and If the course met certam
specIfic qualIty standards m tern1S of relevance of matenals, mstructor effectiveness,
program logIstIcal arrangements, etc

APPROVALS Jayesh Sule, Gagan Ral

PURPOSE To ensure that the trammg cUrrIculum of the mternal trammg program contmues
to meet the needs ofthe particIpants and the orgamzatIOn

\

TIus procedure addresses only Level 1 evaluatIOns Refer to related procedures for other levels

TraInIng Officer

TITLE Evaluatmg Trammg - Levell EvaluatIOn Forms

The evaluatIOn of an orgamzatIOn's trammg program takes place at the followmg levels

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I (if appropnate!desirable)

I Note EvaluatlOnforms may be
designed havmg a sectlOnfor each
ofthe above areas orformatted by

I quantifiable data (scores of1
through 5, ''yes/no'' questIOns, etc)
and qualttatlve comments that cover

I a cross-sectIOn ofmformatlOn bemg
gathered

I 2 Includes for course content
evaluatiOn measurement by attendees

I
of such charactenstics as

a Extent to which the course

I met itS stated goals!obJectives

b Most and least useful parts of

I the course

c Relevance for current and

I future Jobs

d Length of time for and depth

I of matenals covered

I
e Other tOpiCS that should be

covered m the course

I
f Whether attendee would

recommend course to
colleagues

I g Other related comments

I 3 Includes for traImng matenals
evaluations

I a ApproprIateness of pre-

I
course readmgs

b Appropnateness of

I
background matenab

I
I v(tz



I
I provIded

I
4 Includes for mstructor abIlIty

evaluatIOns

I a AbilIty to present mformatIOn
clearly and knowledgeably

I b AbilIty to lead diScussions
and answer questIOns

I 5 Includes for evaluatIOn of course
logistics

I a EffectIveness of eXlstmg
methods for announcmg

I
courses and reglstermg
partIcIpants

I b Appropnateness of
accommodatIons/conference
facIlItIes provIded

I c QualIty of catermg

I d Helpfulness of staff

6 Includes for background of

I partIcIpants as appropnate to
evaluatIOn objectives

I a Departments where they are
employed

I b Level ofexpenence/positIOn

I c Years of service With the
company

I Note It IS not 'itandard procedure
to ask the participants to Identify

I
themselves hy name on the
evaluatIOn Slllce tlus may
discourage themfrom hemg

I
truthful Tn theIr response'i

I
I

'{~



I
I

7 RevIews draft ofcourse evaluatIon

I form WIth HRD Manager

8 FmalIzes evaluatIon form based on

I results of Step 7

9 DIstnbutes form at trammg seSSIOn

I Note If the course IS more than

I
three days long, evaluatIOns should
be done every two days

I
10 Collects completed forms from

attendees at end of seSSIOn

I 11 Tabulates ratmgs for each evaluatIOn
pomt where grades of 1 through 5 are
provIded (total no 1's, total no 2's,

I etc)

12 Tabulates number of affirmatIve and

I negatIve responses to "yes/no"
questIons

I 13 Summanzes responses/comments to
dIrect questIOns

I 14 Prepares summary report to HRD
Manager (ExhIbIt II) on results of

I
Steps 11 through 13

15 Mamtams file ofcourse evaluatIOns

I for future reference

a EvaluatIOn forms

I b Summary report

I
I
I
I
I

I'lQ
"'?
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I
I
I
I
I
I
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I
I
I
I
I
I
I
I
I
I
I
I

PROCEDURE NUMBER HRT005
TITLE Evaluatmg Trammg - Level I EvaluatIon Forms

ExhIbIt I
Course EvaluatIon Form



Course EvaluatIon

SAMPLE 1 Course EvaluatIon

PartIcIpant Background InformatIon

Course TItle
Course Location (CIty, Country)

Course Dates

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard

2 3 4
000
000
o 0 0
o Just Right

2 3 4
o 0 0
000
000
o Just Right

2 3 4
o 0 0
000
o 0 0
o Just Right

2 3 4
o 0 0
000
000
o Just Right

2 3 4
000
000
000
o Just Right

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

The presentation was mformatlve
The presentation was relevant to my situation
The presenter was knowledgeable and effective
Overall I would rate this session as

1 PresentatIon - Module 1 (PresentatIon Title)

3 PresentatIon - Module 3 (PresentatIon TItle)

2 PresentatIon - Module 2 (PresentatIon TItle)

The presentation was mformatlve
The presentatIon was relevant to my situation
The presenter was knowledgeable and effective
Overall I would rate this session as

Your answers to the followmg questionnaire will help us to Improve this and future
trammg programs Thank you for takmg the time to fill the questionnaire out
Answers are ranked from Strongly Disagree (1) to Strongly Agree (5)

5 PresentatIon - Module 5 (PresentatIon Title)

4 PresentatIon - Module 4 (PresentatIOn Title)

The presentation was mformatlve
The presentation was relevant to my situation
The presenter was knowledgeable and effective
Overall I would rate this session as

The presentation was mformatlve
The presentation was relevant to my situation
The presenter was knowledgeable and effective
Overall I would rate this session as

The presentation was mformatlve
The presentation was relevant to my situatIOn
The prese'1ter was knowledgeable and effective
Overall I would rate this session as

Name of Orgamzatlon
Department
PosItIon
Number of years with orgamzatlon

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I





Course EvaluatIOn Summary

PROCEDURE NUMBER HRT005
TITLE Evaluatmg Trammg - Level 1 EvaluatIon Forms

ExhIbIt II

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Course Title
PresentatIOn Date
Presented By
No OfAttendees'
Related Departmellt(s)

Ratmgs TabulatlOlls

Category

1 PresentatIOn TItle
- InformatIve
- Relevant
- Presenter Knowledge
- Overall Ratmg

2 PiesentatIOn TItle
- InformatIve
- Relevant
- Presenter Knowledge
- Overall Ratmg

3 PresentatIOn TItle
- InformatIve
- Relevant
- Presenter Knowledge
- Overall Ratmg

4 PresentatIOn TItle
- InformatIve
- Relevant
- Presenter Knowledge
- Overall Ratmg

5 PresentatIOn TItle
- InformatIve
- Relevant
- Presenter Knowledge

1 2 3 4 5



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

- Overall Ratmg

6 Case Study
- Informative
- Relevant
- Break-out ProductIve
- Break-out FacJlItor
- Plenary SessIOn Informative
- Case Study Methodology

Useful

Overall EvaluatIOn
1 Relevant to current role

and responsIbilItIes
2 WIll help to estabhsh

pnontles
3 Depth of tOpiCS covered
4 Speakers presentatIOn SkIlls
5 Pre-course readmgs and

background mformatlon
6 Factlities
7 Staff responSIve to needs
8 Would recommend course

9 TOPICS most useful

10 TOPICS least useful

11 Generdl comments

Yes No



Il'.lTERNAL TRAINING PROGRAM PROCEDURE

NATIONAL SECURITIES DEPOSITORY LIMITED

PROCEDURE NUMBER HRT006

BACKGROUND

ReVIews course content/matenals tor
background mformatiOn

1

*Level2 - Ascertams whether and what the partIcIpants learned from the program

Note To mallltalll cOllfidentlallty, tlte participant lIltervlew evaluatIOn may be
conducted by a trallllllg officer, but sltould not be tlte person wlto conducted tlte
related trallllllg sessIOn Tlte lIltervlewer sltould be someone wlto IS familiar
Wltlt the obJec.tlves oftlte course, tlte trallllllg process In general, and tlte
metltodologyfor conductlllg participant diSCUSSIOns

*Level 4 - Measures how trammg contnbutes to busmess results

*Level3 - Measures behaViOral change and on-the-Job apphcatiOns of concepts and skIlls
taught m the course

*Level 1 - Measures the partIcIpants' reactiOn to the course and If the course met certam
speCIfic quahty standards m terms of relevance ofmatenals, mstructor effectiveness,
program logIstIcal arrangements, etc

Trammg Officer/Other Appropnate Person

ThIS procedure addresses only Level 1 evaluatiOns Refer to related procedures for other levels

PURPOSE To ensure that the trammg cUrrIculum of the mternal trammg program meets the
needs of the partIcipants and the organIzatiOn

The evaluatiOn of an orgamzatiOn's traInmg program takes place at the followmg levels

APPROVALS Jayesh Sule, Gagan RaI

TITLE Evaluatmg Trammg - Level 1 Participant Interviews

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

HRD Manager

2 Determmes If mtervIews should be
conducted

a WIth the group of
partIcIpants

b With a sub-group of
partIcIpants

C One-on-one WIth mdiVIdual
partIcIpants

3 IntervIews participant(s) for detaIled
feedback on course

4 Asks partIcIpants to explall1
reasomng for comments as
approprIate

5 Documents results of lI1terviews
(ExhIbIt I) 111 memo to HRD
Manager

6 Mall1tams documentatIOn 111 course
file for future reference

7 ConsIders memo on partIcIpant
lI1terviews m course evaluatIon

8 Retall1s memo as part of course
evaluatIon package for future
reference



A summary of the results of this/these Interview(s) follows

PROCEDURE NUMBER HRT006
TITLE Evaluatmg Trammg - Level 1 Participant Interviews

On (date), Interview(s) with the followmg Individual(s) was/were conducted for the purpose of
course evaluatiOn

Group of course participants
Sub-group ofcourse participants
Individual participant

Exhibit I
DocumentatiOn Memo

HRD Manager
Trammg Officer
EvaluatiOn of (name of traInIng sessiOn) - Interview(s) Conducted

(Trammg Officer should mclude all pertInent mformatiOn from mterviews as related to course
evaluatiOn, mcludmg comments and recommendatiOns)

DATE
TO
FROM
SUBJECT

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



PROCEDURE NUMBER HRT007

BACKGROUND

INTERNAL TRAINING PROGRAM PROCEDURE

*Level4 - Measures how trammg contnbutes to busll1ess results

'Vote Level J (..val.wtlOlls are only
approprlOtefO" eoursesltral1,u'g
that/oeus on a velY sppcifie skills
~et (e g [eallung l! Itew Tlroc..ecure
or holV to use (; new softwOl e
program)

Detemunes Ifcou. se should be
subjected to z. Le\ el 2 evaluatIOn

AdVIses Trd1l11'1g Office. on

1

*Level 3 - Measures behaVIOral change and on-the-Job apphcatlOns of concepts and skills
taught m the course

*Level 2 - Ascertall1s whether and what the partICIpants learned from the program

*Level I - Measures the partIcIpants' reactIOn to the course and If the course met certam
specIfic qualIty standards m terms of relevance of matenals, mstructor effectIveness
program logIstIcal arrangements, etc

APPROVALS Javesh Sule, Gagan Rm

PURPOSE To ensure that the trammg cUrrIculum of the mternal trammg program meets the
needs of the participants and the orgamzatlOn

TITLE Evaluatmg Trammg - Level 2

HRD Manager

The evaluatIOn ofan orgamzatlOn's trammg program takes place at the followmg levels

ThIS procedure addresses only Level 2 evaluatIOns Refer to related procedures for other Ie .'els

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I decIsion

I Trammg Officer 3 Designs/assists m deslgnmg testmg
of course participants to measure
effectiveness oftrammg

I a Pre-course test
b Post-course test

I Note Content oftests should be the

I
same Improvement oftest scores IS
an md,cator ofcourse effectIveness

I
4 Consults with related departmental

management on test content

I 5 Reviews draft of test with HRD
Manager

I 6 Fmahzes test based on results of Step
5

I 7 Conducts testmg of partIcIpants
before and after the related course

I 8 Scores both sets of tests

I
9 Compares results of Step 8

10 Documents/reports findmgs from

I
Step 9 to HRD Manager

11 Mamtams tests and documentatIOn of

I results as part of course evaluatIOn
package for future reference

I
I
I
I
I
I

\tJfO



ExhIbIt I

NOTE Scores may he reported by test sectIon If approprIate

PROCEDURE NUMBER HRT007
TITLE Evaluatmg Trammg - Level 2

Trammg EvaluatIOn
DocumentatIOn ofTest Results

Change
(+/-)

Post-Course
Score{s)

Post-Course
Test Date

Pre-Course
Score(s)

Pre-Course
Test Date

Summ::try Comments on Course Assessment

Attendee(s)

Course TItle
PresentatIon Date

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



BACKGROUND

PROCEDURE NUMBER HRT008

INTERNAL TRAINING PROGRAM PROCEDURE

*Level 4 - Measures how trammg contnbutes to busmess results

b How and when the ~kIlls and
concepts WIll be applIed after
the course

a DISCUSS expectatIons of
concepts and SkIlls that WIll
be gamed from the course

Meets WIth partICIpants and theIr
sponsors/managers to

1

*Level2 - Ascertams whether and what the partICIpants learned from the program

*Level 3 - Measures behaVIOral change and on-the-Job applIcatIOns of concepts and skIlls
taught In the course

*Level 1 - Measures the partICIpants' reactIOn to the course and If the course met certam
speCIfic qualIty standards In terms of relevance ofmatenals, mstructor effectIveness,
program logIstIcal arrangements, etc

PURPOSE To ensure that the trammg curnculum of the mternal trammg program meets the
needs of the partICIpants and the orgamzatIon

HRD Manager

APPROVALS Jayesh Sule, Gagan Rm

TITLE Evaluatmg Trammg - Level 3

ThIS procedure addresses only Level 3 evaluatIOns Refer to related procedures for other levels

The evaluatIOn ofan orgamzatIOn's traInIng program takes place at the followmg levels

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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I
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I

2

3

4

5

Documents results of Step I
(Exhibit I)

Sends letters to participants and their
sponsors/managers (Exhibit II)
approxImately 3-6 months after
completIOn ofcourse, askmg

a How and when new concepts
were applied

b Impact on overall
performance of participant
and department

Evaluates responses from Step 3

a Compared to course
expectatIOns found m Step 1

b Actual results realized
(perhaps beyond
expectatIOns)

Mamtams all documentatIOn as part
of course evaluatIOn file for future
reference



I
I
I
I
I
I
I
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I
I

PROCEDURE NUMBER HRT008
TITLE Evaluatmg Trammg - Level 3

ExhIbIt I

Trammg Benefit Assessment



---------------------
PROCEDURE NUMDER HRT008
~J JILI: I:valuatmg fr,unmg - Level 3

E",lllblt I

Trallll11g Benefit Assessment
Date PI epared _

Coune Subject l~l11tter

Anticipated PresentatlOll Date
Actual PlescntatlOl1 Date

€''''''

J'"

Interviews on Course E\.pectatlOns
il1eetmg
Date Attendee(s) Dcpartmel1t(s)

Concepts/Skills
To Be Obtamed

Potentwl
ApplzcatlOns



--------------------
Course Subject Matter
AnticIpated PresentatIOn Date
Actual Pre'lentatzon Date

Page 2

Results (Based onfeedbackfrol1l participants, sponsors, and managers soliCited 3-6 months after cOlllse)
Date ofResults

EvaluatlOll ofcourse based on results vs e).pectatzons (Should course be changed, deleted, etc?)

Related costs (course presentatIOn and employee time)

. ...,
< ~

>."
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PROCEDURE NUMBER HRT008
TITLE Evaluat10g Tra1010g - Level 3

Exlubit II
Letter to PartIcIpants on Results

DATE
TO (IndIvIdually addiessed to partIcIpants, sponsors, and managers)
rROM Human Resources Department
SUBJECT Cour"e EvaluatIon - (Name of Course)

On (Date course was held) you/one of your staff members attended the above course Prior to
tillS attendance expectatIOn~ of results from partIcIpat10g 10 the course were IdentIfied In the
space below, please provIde feedback on results from the course as compared to those
expectatIons (You may also attach addItIOnal pages as needed) ThIS feedback should 10clude
how and when new concepts were applIed, the Impact on your overall performance/the
performance ofyoUl department, and any other 1OformatIOn that you feel would be helpful to the
HRD 10 evaluat10g the success of thIS course

Thank you for your partICIpatIon 10 thIS evaluatIOn

******************************************************************************
My feedback on the above course IS as follows

Date
PartIcipant/Sponsor/Manager
l CIrcle Ope)



INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT009

BACKGROUND

*Level 4 - Measures how trammg contnbutes to busmess results

b Estabhsh mechal1lsms for
routmely collectmg
mformatlOn on key
component,; of trammg

Works with sel1lor management to

a Determme which trammg
courses should be subjected
to a cost/benefit analySiS

1

*Level 3 - Measures behavlOral change and on-the-Job apphcatlOns of concepts and skllls
taught m the course

*Level 2 - Ascertams whether and what the partICIpants learned from the program

*Level 1 - Measures the partIcIpants' reactlOn to the course and If the course met certam
specIfic quahty standards m terms of relevance of matenals, mstructor effectIveness,
program logIstIcal arrangements, etc

PURPOSE To ensure that the trammg cUITlculum of the mtemal trammg program meets the
needs of the participants and the organIZatlOn through performmg a cost/benefit
analysis

APPROVALS Jayesh Sule, Gagan Rat

TITLE Evaluatmg Trammg - Level 4 Cost/Benefit Assessment

HRD Manager

The evaluatIon of an orgal1lzatlOn's trammg program takes place at the followmg levels

ThIS procedure addresses only Level 4 evaluatlOns Refer to related procedures for other levels

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I program costs

I 2 Meets with appropnate department
heads when developIng a traInIng
course to

I a IdentIfy the problem to be
solved through traInIng

I b Define the operatIOnal results
to be tracked

I c Define benefit measures such

I
as steps to complete work,
tIme reqUired, who performs
work, salanes

I Note See Exlublt lfor
possible areas to track and

I data collectIOn metltods

d ObtaIn pre-course data for

I Step 2c

..,
Completes pre-course data sectIOn of.)

I "TraInmg Benefit Assessment" form
(ExhIbIt II)

I 4 Retams form from Step 3 In related
course file for future reference dnd

I
completlon

5 Works wIth Accountmg Department

I to determme salary multIplIer to be
used m calculatmg total salary costs

I Note Tlte multIplier accounts for
costs to tlte COroOi atlOn such a~

I
frlllge benefits and overhead t/tat
are I elated to staffing costs but not
reflected In salanes

I 6 DIrect... TraInmg Officer m the
IdentIficatIOn of traInmg costs

I
I
I

k1,



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Trammg Officer 7 ReceIves dIrectIOn for HRD Manager
on determining out-of-pocket costs
for certain training courses

8 Determines the following costs for
training course

a Rental of training rooms and
eqUipment

b Catering for coffee breaks
and/or meals

c ProductIon and reproductIon
ofmatenals

d SupplIes such as flip chart
pads, wntmg tablets and pens
for partIcIpants, name tags
etc

e Hotel rooms, per dIems
and/or transportatIOn to off-
SIte locatIOns

f Contract amount for outsIde
tramIng provIders

9 ObtainS tIme spent on training from
tIme sheets (ExhIbIt III) or other
appropnate informatIOn database for

a Course developers
b Course attendees

10 Calculates total salary costs based on
fonnula (E>...hIbit IV) for

a Course developers
b COUIse attendees

Note Training Officers are
expected to mamtam the stnct
confldentwl:ty ofstaffsalaries



I
I 11 Completes cost section of"Trammg

CostlBenefit Asses~ment" form

I
(Exhibit V) usmg results of Steps 5
and 6

I
Note Out-of-pocket costs + total
salary costs = full cost

I
12 Forwards "Trammg Cost/Benefit

Assessment" form to HRD Manager
fOl review and further work

I HRDManager 13 Reviews course cost mformatIOn as
provided by Trammg Officer for

I accuracy and completeness

14 Obtams post-course data as related

I to Step 2d WIthm 3-6 months after
completion of course

I 15 Completes post-course data section
of"Trammg Benefit Assessment"

I
form (Exhibit II) for related course

16 Enters resultmg monetary data from

I
Step 15 to "Trammg CostlBenefit
Assessment" form from Step 12

I
17 Includes final results of"Trmmng

CostlBenefit Assessment"

I a In penodlc reports to senIor
management and department
heads

I b In annual evaluauon of
trammg programs Refers to

I related procedure

Trammg OfficeI 18 Mm'ltams copies of all related

I costlbenefit documents m respecllve
COUIse file

I
I
I
I '\'



SUGGESTIONS FOR TRACKING TRAINING BENEFITS

PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 Cost/Benefit Assessment

Consider Trackmg

RejectIOn rates
Amount of waste
Accuracy of orders and mformatIOn
Number of customer complamts
Number of lost customers
Adherence to procedures

Level ofabsenteeism, tardmess
Level of turnover
Number of gnevances
Cost ofnew hires

Size of average sale
Sales volume
Increased output
Amount of repeat busmess

Call-to-close ratIon
Amount of overtIme
Time to reach proficiency
Supervisory tIme needed

Personnel

Better QualIty

Participant Interviews - One-on-one mtervIews of partIcIpants can provide mformatIOn on how
they conduct theIr Jobs, steps taken, time spent on mdividual tasks, etc AttItudes towards jobs,
supervisOls, semor management, firm's strategIes, etc can also be determmed

Better QuantIty

SuperVlsorlMallagerlCoach InterViews - Broader perspectIves of a speCIfic department's
performance may be obtamed These mterviews can also proVIde mformatIOn on number of
rejects, amount of waste, average length and number of cU5tomer servIce calls, etc

Time Savmgs

TRACKING METHODS

To Measure Benefits In

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Focus Groups - DIscussIOns ("mtervlews") may be held wIth groups of employees The
trammg officer acts as the facIlItator ThIS method IS useful, for example, m Identlfymg step" of
process flows

Targeted Surveys - Surveys can be dlstnbuted to trammg course partIcIpants before dnd after a
course Such surveys may ask partIcIpants for mformatIOn related to performance mdicators that
are tied to benefit measures Other questIons WIll IdentIfy partICIpants' knowledge about a
specIfic area and/or changes m behaVIOr/attItude It may be benefiCIal for participant~ to
complete the surveys wIth theIr supervIsor A "control group" of employees that do not attend
the course may also be requested to complete the survey All group of re"ponses are then
compared

Ralldom Surveys - WrItten questIOnnaIres or surveys can be dlstnbuted randomly to selected
groups of employees, managers, etc

HR IllformatlOll - Personnel data such as absenteeIsm, turnover, gnt:vances, mformatlOn
collected through e\.lt mtervlews, etc may be tracked from other mternal records of the Human
Resources Department
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PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 Cost/Benefit Assessment

ExhIbIt II

Trammg Benefits Assessment Form



--------------------
PROCEDURE NUMBLR HRT009
TITLL Evalu:hlllg Tlal111ng - Level 4 Cost/Benefit A"sessment

Exlllbit II

fJ allllllg Benefit Assessment
Date PI epm ed _

Cou-se Su''/ect llfr.ttcr

Alltlcl/)(l!cd PI eSef la1)o,1 Date
Act'tal PresentatIOn Date

~"

Interviews on COlli se Er:pectatlOns
Meeting
Date Aftclldee(~) Departmcnt(sJ

Concepts/Skills
To Be Obtained

Potential
AppltcatlOllS



--------------------
Course Subject Afatter
Anticipated PresentatlOll Date
Actual PI eselltatlOn Date

Page 2

Results (Based 011 feedback from pat tlclpants, sponsors, and managers solicited 3-6 months after course)
Date ofResults

EvaluatlOll ofcourse based 011 result!} vs e'CpectatlOns (Should course be changed, deleted, etc?)

Related costs (course plcselltatlOll and employee tlllle)

~
~
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PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 Cost/Benefit Assessment

ExhIbIt III
Sample TIme Sheet



--------------------
SAMPLE 3 Time Sheet

TIME SHEET

PERIOD ENDING
tTAFFNAME I ISTAFF 10# I

M o y

DISTRIBUTION OF HOURS BY DAY TOTAL
NAME OF PROJECT PROJECT CODE 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

I-

CURRENT
PERIOD HOURS

STAFF SIGNATURE _

SUPERVISOR
APPROVAL

'
"..-").
c:j<?
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PROCEDURE NUMBER HRT009

TITLE Evaluatmg Trammg - Level 4 Cost/Benefit Assessment

ExhIbIt IV

Salary Cost Formula
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DIRECT SALARY COSTS X MULTIllLIER =TOTAL SALARY COSTS

Direct Salary Cost =

d) Prorated salary costs for all m-house trammg providers, mcludmg those
1m olved m COUI se design, course development 'lud management, and
mstructors

plus

b) Trammg partIcipants

MultIplier = costs to firm such as

a) Frmge benefits
b) Overhead such as rent, utIlitIes, office eqUIpment, etc
c) Other services such as legal, accountmg, admmlstratIve, etc

The multtplier IS a firm-wide calculatIOn that encompasses all of the mdlrect costs
and .s applied to the salary of dny employee of the firm when calculatmg the cost of
a project or activity The HRD Manager should work with the accountmg
department to determme what IS the appropnate factor to use
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PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 CostlBenefit Assessment

ExhIbIt V

Trammg CostlBenefit Assessment Form
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Sample 2

Example 1 Learmng a New Job-Related Software Package
2 day traming course

Other
Annual Hourly Total Total w/30 Ben/Costs Number Total
Salary Salary Hours Salary MUltiplier Per Unit of Units

Costs
Course Development
Course Developer $35 000 $18 24 $420 $1260 $1260
Assistant $25 000 $13 16 $200 $600 $600
Subtotal $1,860

Course Delivery
Lead Instructor $35000 $18 16 $280 $840 $840
Assistant Instructor $25 000 $13 16 $200 $600 $600
LOgIStiCS coordinator $15000 $8 24 $180 $540 $540
Participants (avg salary) $25000 $13 16 $200 $600 15 $9000
Subtotal $10,980

Evaluations
HRD Manager $40000 $20 16 $320 $960 $960
AssIstant $15000 $8 16 $120 $360 $360
Subtotal $1320
Total Salary Costs (Direct and Indirect) $14,160

Other Direct Costs
Catenng $15 12 $180
Course Matenals $10 12 $120
Supplies $5 10 $50
Total Other Direct Costs $350

TOTAL COSTS $14,510

Benefits
Reduced learning time $25000 $13 32 $400 $1200 15 $18 000
Reduced correction time $25000 $13 24 $300 $900 15 $13500

TOTAL BENEFITS $31,500
BENEFITS· COSTS $16,990
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Sample 4, Example 2 Management Skills Training
5 day trammg course

Other
Annual Hourly Total Total w/3 a Ben/Costs Number Total
Salary Salary Hours Salary Multiplier Per Unit of Units

Costs
Contract wI Outside
Provider (to develop 1 $80 000
and deliver course)
Subtotal $80,000

Course Delivery
LOgiStiCS coordinator $15 000 $8 56 $420 $1260 $1260
Participants (avg salary) $35000 $18 40 $700 $2100 30 $63,000
Subtotal $64,260

Evaluations
HRD Manager $40 000 $20 16 $320 $960 $960
Assistant $15000 $8 16 $120 $360 $360
Subtotal $1,320
Total Salary Costs (DIrect and lndtrectj $145,580

Other Direct Costs
Hotel $50 30 $1500
Per diem $20 30 $600
Coffee/tea brears $10 30 $300
Conference rooms $100 5 $500
Course Matenals $10 30 $300
Supplies $5 30 $150
Total Other DIrect Costs $3,350

TOTAL COSTS $148,930

Benefits
Reduced turnover/emps $6000 30 $180 000
Reduced turnover/mgrs $10 000 5 $50,000

TOTAL BENEFI rs $230,000
BENEFITS - COSTS $81,070



PROCEDURE NUMBER HRTOOlO

APPROVALS Jayesh Sule, Gagan Ral

TITLE Captunng Trammg Time Data

PURPOSE To record the time expended by both trammg developers and participants for use
m costlbenefit analyses

Note Separate codes may be deSired
to track different aspects ofmternal
tralllmg See Step 2 An mdlcator
wltllln the codes for each course
can t!zen be used to summarize all
tramlllg, I e a prefIX tltat denotes
trallllllgfollowed by the cOUlse
number

Develops project code(s) for mternal
trainIng courses

a Developmg mternal trammg

2 Notifies department heads and
trammg staff of trammg code to be
used on time sheets (Exhibit I) for
tIme spent

1

INTERNAL TRAINING PROGRAM PROCEDURE

Note The followlllg procedure refers to the use ofa time sheet to facllttate the
collectIOn oftIllS data TIllS IS the easiest, most efficient way to accompltsh tIllS
tash as employees must record time worked anyway The data can be entered to
a central databaseftom the time sheet The database then calculates salary and
reports how work hours were spent based on codes used, IIlcludmg those hours
and the related salary cost allocated to tramlllg

If the system described above and used wlthm tillS procedure IS not used, then
the data may need to be captured and salary costs calculated usmg manual logs
and calculatIOns

HRD Manager
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Trammg Officer

3

4

5

6

7

programs/courses

b Attendmg mternal trammg

c l\ssessmg trammg

E>..hIblt II

AdvIses HRD mternal trammg staff
of code(s) to be used fOl eac.h course

ReceIves penodiC reports from tIme
sheet database of tnne spent on
mternal trammg and related costs

Uses summary reports from Step 4

a In proJectmg annualIzed costs
at any tIme durmg the fiscal
year

b As a basIs for preparmg the
annual trammg budget

DIrects Trammg Officer m the use of
data on hours e>..pended and salary
costs as produced m reports from
Step 4

Uses mternal trammg salary and
hours from tIme sheet database
reports to

a Prepare course cost
asses~ments Refers to
related procedure

b Record In mdividuais'
persolmel files tho~e trammg
~eSSlOns completed

Mamtalns file of tIme sheet database
reports tor future reference
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PROCEDURE NUMBER HRTOOlO

TITLE CapturIng Trammg TIme Data

E:\hIbIt I

Sample TIme Sheet



--------------------
SAMPLi: 3 .',(10 Sheet

TI:\1E SHEET

PERIOD ENDINGLTAFFNAME I ISTAFF 10 # 1
M o Y

~~

DISTRIBUTION OF HOURS BY DAY TOTAL
NAME OF PROJECT PROJECT CODE 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31--

CURRENT
PERIOD HOURS

STAFF SIGNf\TURE ------------------

SUPERVISOR
APPROVAL



Job Code

PROCEDURE NUMBER HRTOO 10

Related Date(s)

ExhIbIt II
NotIficatIOn of Job Code

All Departmental Management
Human Resources Department
AssIgnment of Trammg Job Code

QuestIOns concernmg the Job code program and the recordmg of tIme as It relates to trammg may
be dIrected to (HRD contact) at (telephone number)

Trammg SeSSIOn

Please be advIsed that the followmgJob code has been aSSIgned to the trammg sessIon(s) as
noted below

TITLE Captunng Trammg TIme Data

ThIS Job code code should be used to IdentIfy tIme recorded on employee tIme sheets that relates
to the above trammg Tills tIme mcludes hours spent m preparatIOn for the seSSIOn, the actual
seSSiOn, and any follow-up actIvItIes related to the sessIOn(s)

DATE
TO
FROM
SUBJECT
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