

KFM In-house Training   

Client Information Sheet
Thank you for inquiring about our in-house training option. The following information will give you an outline of how this service works as well as the information which is required from you in order to set up the training. 
	Training Options

In-house training can either be for our standard courses or for specially formulated courses as requested. This option is more cost effective and better suited when the number of people in need of training is more than 10. 

1. Location of the Training Workshops

· KFM’s in-house courses can be held anywhere in the world. All courses are in English hence it is important that participants be able to speak and understand English.
2. KFM’s Role 

For every 14 participants, KFM will provide one experienced trainer. All training documents which will be used in the workshops will be printed by KFM. In addition, the following will  be supplied:-

· Training handouts and course material which will be used by participants throughout the course.  
· Complimentary pens and certificates
· A report of the workshop with action points to be implemented
· A follow up review to check on the progress made by the organisation  
3. The Client’s Role and Responsibility 

It is important that the client sends suitable participants to the workshops. Each course is aimed at specific people and to verify the suitability of participants, the organisation can go through the course outline and read the section on the target audience. The client is also responsible for the following:- 

· Booking and payment of the venue

· Hiring training equipment, (you can find out the required information by sending an email to information@kfm.co.zw )

· Accommodation and transport arrangements for the trainer

· Transport expenses of the trainer, (plane ticket, visa fees, transport to and fro the airport,  airport taxes)

· Accommodation  and  meals for workshop participants throughout the course’s duration 

· Lunch and refreshments for  participants including the trainer 

      The client is also responsible for the following costs:-

· Cost of transporting the trainer

· Course materials  and equipment hire

· Trainer’s per diem and transport costs

· Venue hire 




