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Vendor Training Request Form

CVU has established a Vendor Training program to assist CACI Employees with purchasing training from outside vendors. Whenever possible, CVU negotiates discounts with vendors from the cost for public seat classes and has a purchasing card which can be used to charge the training. The fees associated with the course(s) need to be covered by the funds of the organization requesting/approving the training or to a direct charge code. These charges are then billed back by the Purchasing Department to the project string/org code provided by the approving manager.   
To request registration in vendor training, please complete this form and forward to the approving manager. The approving manager should include their approval in an email and send to CVUadmin@caci.com. Once we receive the approval and the project string/org code, the CVU Training Administrator will work with the vendor and the employee/POC to coordinate training dates and locations.

	Vendor and Course Information


Has a Vendor been selected for the training?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

If No, please complete the following: 


Course topic or specific title:      
Location:       
# of Students:       
Budgeted Price:       
Preferred Dates:       
Additional information or requirements:       
If Yes, please complete the following: 

Vendor:      
Vendor Website:        
Vendor POC:       
Vendor POC phone number:       
Course Title:       
Course ID or #:       
Course Dates:       
Course Location:       
Course Cost*:       
Is there a discount offered for this course?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

If Yes, please list any registration deadlines or Association Member IDs needed to receive this discount:      
	Student Information


Requestor/POC:       
Student(s) Name:       
Student(s) Phone Number (best number to reach student):       

Student(s) Job Title:      
Address to send course materials:      




	Approval Information 


Org # to charge training to:       
Manager to approve the training:       
* Due to Purchasing requirements, if the cost of the training is over $3000 a justification must be written for using the vendor. The manager will need to provide more details explaining why it is necessary to purchase the training from this vendor.  Use one of the templates listed below or a combination of templates and include the statement in the approval email.
· __________ (list vendor name) is the only vendor that we can use for this training purchase because they offer the training locally in ______________ (city, state) and we do not have to pay additional costs for the employee (s) travel.

· __________ (list vendor name) is the only vendor that we can use for this training purchase because the training is offered on the only dates that fit into our employees’ schedule.

· __________ (list vendor name) is the only vendor that we can use for this training purchase because the dates of the class are the only time our employee(s) can attend, and a ______ discount (list the discount in % or dollars). The parameters of this discount were __________ (example: buy 1 get one half off, vendor agreement or partnership, etc…).

· __________ (list vendor name) is the only vendor that we can use for this training purchase because they have ______________ credentials that make them unquestionably predominant experts in the area of ___________ (list the field/industry/technical skill).


Please email this completed form with manager’s approval to CVU Admin (� HYPERLINK "mailto:cvuadmin@caci.com" �cvuadmin@caci.com�)











