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	Language Training Proposal



	Client:
	Deutsche Bank

	
	

	Delegate:
	

	
	

	Language:
	

	
	

	Background:
	

	
	

	Language background:
	

	
	

	Short-term training objectives:

(Level: )
	

	
	

	Long-term training objectives:

(Level: )
	

	
	

	Course proposal:
	


	Initial Assessment of Language Skills

	Communicaid Level
	0
	0.5
	1
	2
	3
	4
	Comments

	Deutsche Bank Level
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	

	Telephone
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Meetings/Presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Negotiations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Writing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Routine situations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Social interaction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Additional comments (including typical errors)

	     


Training Plan for First Module** (**subject to adjustment following start of training)

	Target Skills for this Training Module (      hours)

	Communicaid Level
	0
	0.5
	1
	2
	3
	4
	Comments

	Deutsche Bank Level
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	

	Telephone
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Meetings/Presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Negotiations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Writing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Routine situations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Social interaction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Focus Areas for this Training Module

	Grammar and Structures
	     

	Functions
	 FORMCHECKBOX 
 Reading signs
	 FORMCHECKBOX 
 Telephoning
	 FORMCHECKBOX 
 Socialising
	 FORMCHECKBOX 
 Small talk

	
	 FORMCHECKBOX 
 Business correspondence
	 FORMCHECKBOX 
 Meetings
	 FORMCHECKBOX 
 Presentations
	 FORMCHECKBOX 
 Negotiations

	
	 FORMCHECKBOX 
      
	 FORMCHECKBOX 
      
	 FORMCHECKBOX 
      
	 FORMCHECKBOX 
      

	
	Other functions:
	     

	Vocabulary and Topics
	     


	Course management:
	

	
	

	Venue:
	

	
	

	Scheduling:


	Once a timetable is established, it is asked that these times be kept wherever possible. However, sessions can be rearranged either in advance by discussing direct with the trainer at the previous session, or by contacting Communicaid.  This is particularly necessary where lessons are cancelled with less than 24 hours notice, as these lessons will be charged.  Please note that weekends are excluded and changes to a Monday session will need to be communicated before 6 p.m. on the preceding Friday.  For cancellation of intensive programmes, please refer to the attached Terms & Conditions.

	
	

	Costs:
	

	
	

	The above price includes the following:


	Training needs analysis and language assessments

Course preparation

Programme management and administration

Evaluation reports

Published materials
Please note that payment is required prior to course commencement.

	
	

	Communicaid Contact:


	XXX

Communicaid

5th Floor Holland House

1-4 Bury Street

London

EC3A 5AW

Tel: +44 (0) 207 648 21XX

Fax: +44 (0) 207 648 2178

E: xxx@communicaid.com
W: www.communicaid.com


	1 Complete

beginner
	2  Beginner
	3   Advanced beginner
	4  Elementary business 
	5  Business efficiency 
	6 Operational
	7 Advanced operational 
	8 Professional 
	9  Advanced professional
	10 Almost native 

	Telephone
	
	
	
	
	
	
	
	
	

	has had minimum exposure
	can make contact and ask for required person but must then ask to talk in native language
	can give previously prepared information over the ‘phone and take simple messages
	can carry out a simple conversation but has difficulty dealing with problems
	can discuss simple problems on the ‘phone and offer solutions

can obtain and clarify detailed information
	can hold a detailed ‘phone conversation

can express own ideas and arguments but may have difficulty in fully understanding clients’ position
	can hold a detailed ‘phone conversation and give advice, but has difficulties in dealing with complaints and following rapid speech
	can hold a detailed ‘phone conversation

can deal with complaints effectively 
	can negotiate the basic terms and conditions of a contract on the ‘phone

can carry out elementary negotiations on the ‘phone
	almost native speaker

	Meetings / Presentations
	
	
	
	
	
	
	

	has had little experience
	can greet other participants and make limited polite conversation

can politely enquire as to wishes of participants

can present arrangements and time schedule simply
	can understand the gist of a presentation if given by clear, non-verbal graphics

can give basic information about his/her responsibilities and those of his/her department
	can follow the main points and issues in a meeting and make limited contributions

can understand the main parts of a presentation
	can express opinions in a meeting

can agree and disagree with other participants but feels inhibited about interrupting

can present facts and figures but has difficulty answering questions
	can interrupt and make suggestions with confidence but not always tactfully

can present facts and figures and answer questions relating to the contents of a presentation but has difficulty with unprepared topics
	can interrupt tactfully and present solutions

can fluently deliver a prepared presentation and answer most questions

can speak relatively confidently on a wide range of topics
	can chair a discussion and prevent unwanted interruptions

can give a well structured presentation and respond to unexpected questions

can speak fluently and confidently on a wide range of topics
	can chair a meeting tactfully bringing in participants, controlling the discussions and providing summaries where necessary

can deliver off-the-cuff presentation with little difficulty

can handle difficult questions with ease
	almost native speaker

	Negotiations
	
	
	
	
	
	
	
	

	has had little experience
	can greet other participants and make limited polite conversation

can politely enquire as to the wishes of other participants
	can give basic information about his/her responsibilities and those of his/her department
	can follow the main points and issues in a negotiation but only make limited contributions
	can describe his/her negotiating position but has difficulty in probing into his/her counterpart’s position
	can ask probing questions in order to fully define the client’s needs
	can put forward a number of alternatives as a basis for compromise

can negotiate the basic points of a contract
	can lead the negotiations in a flexible manner as the situation demands
	can effectively steer negotiations to a successful conclusion
	almost native speaker

	Writing
	
	
	
	
	
	
	
	
	

	has had little experience
	can complete basic forms and accompanying letters
	can write standard letters using set phrases
	can write simple letters requesting information  
	can reply to simple requests in writing
	can write business letters with specific content

can write the minutes of a meeting
	can tactfully describe a tense situation but still has problems replying to a complaint in writing
	can confront a complaint, apologise and present relevant situations

can write a clear, detailed report 
	can write persuasive, tactful letters which achieve the required response
	almost native speaker

	Routine work place situations
	
	
	
	
	
	

	has had little experience
	can describe steps in his/her career history

can describe basic tasks at work simply
	can make appointments

can greet visitors

can manage basic transactions 
	can describe his/her department’s structure

can interview a client at a basic level and establish his/her needs


	can describe the main features of products and match them with a client’s needs
	can effectively build up a good rapport with clients

can make good presentations

can express conclusions drawn from figures
	can fully establish a client’s needs and make recommendations

can present and analyse figures
	can maintain a good relationship with clients

can react immediately to unexpected client requests

can explain and negotiate  contract details
	can carry out a client interview in a controlled manner

can sell a complex product to a client by giving sound advice
	almost native speaker

	Social interaction (building relationships)
	
	
	
	
	
	
	

	has had little experience
	can initiate two way interaction using familiar phrases

can exchange basic pleasantries
	can converse in a limited manner on routine topics e.g.   the weather or travel arrangements
	can make limited conversation on a range of topics of general interest (with inaccuracies)
	can sustain a conversation and give an opinion on a range of topics
	can hold a detailed conversation but may not always use the correct register

has limited command of idiomatic language
	can communicate with ease in most social situations 

has some usage of familiar expressions used in  “small talk”
	can interact confidently and fluently in most social situations

has a wide lexical range and can maintain  “small talk”
	can interact in all social situations confidently in the correct register

can appreciate different aspects of the language including humour and different accents
	almost native speaker
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Conditions of Service

 

 

1. Definitions

 

‘The Company

’

 means The Communicaid Group. 

‘

Service

’

 means any service 

supplied by the Company. ‘Client’ means any person, firm or company to 

whom the Company supplies Services.

 

 

2. Application

 

No conditions other tha

n those set out herein nor any variation thereof shall 

be binding on the Company, unless otherwise specifically agreed in writing by 

a Director of the Company. These Conditions shall be incorporated in every 

offer, acceptance and contract for Services by t

he Company subject to the 

foregoing any conditions proposed by the Client are hereby excluded.

 

 

3. Acceptance

 

Any written quotation for services will remain open for acceptance for 90 days 

unless otherwise specified from the date of despatch and thereafter

 will lapse 

unless otherwise stated in writing. The Company will not be bound by any 

oral quotation.

 

 

4. Prices and Payment

 

Prices quoted are exclusive of VAT. An additional charge may be made for all 

expenses incurred by the Company at the request of or b

y agreement with the 

Client which are not included in the quotation. 

 

 

Payments for services shall be made prior to commencement of any tuition on 

presentation of invoices unless otherwise specifically agreed in writing by a 

Director of the Company.

 

 

The C

ompany reserves the right to discontinue any tuition should invoices 

remain unpaid. No refund for unconsumed tuition will be considered, and the 

outstanding invoices will be due for payment in full.

 

 

We are a fast

-

growing company and would be grateful if y

ou could ensure 

that payments are made on time in accordance with these conditions of 

service. Late payments will be subject to a surcharge of 1% per month 

overdue.

 

 

5. Confidentiality

 

All documentation made available by the Client during the course of pro

vision 

of the services shall remain the property of the Client and shall be treated as 

confidential, and shall not be disclosed to any third party.

 

 

6. Cancellations

 

 

6.1

 Group sessions will continue to take place even if some of the participants 

are absen

t unless otherwise agreed. If supplements are quoted per hour for 

additional participants in a group, the hourly charge will remain at that 

quoted for the duration of the course, even if a participant drops out 

subsequently.

 

 

6.2

 In all cases, individual s

essions of tuition cancelled with less than 24 

working hours notice will be charged to the Client

’

s account as taken.

 

 

6.3 Ad Hoc and regular tuition

 

Courses of regular tuition should be completed within six months of 

enrolment unless previously arranged. 

No refund of fees shall be considered 

for tuition not consumed during the six month period.

 

 

If Courses are discontinued after commencement, the unconsumed balance 

will be subject to a 50% cancellation fee, unless the course has extended past 

six months, w

hen no reimbursement will be available.

 

 

Notice of cancellation or discontinuation of courses after commencement must 

be received by The Company in writing within six months of the date of the 

initial commencement of the training. Proof of sending will not

 be accepted as 

proof of receipt.

 

 

Subject to the Company

’

s agreement, an unconsumed value of tuition may be 

transferred to another course.

 

 

 

Courses postponed after confirmation may be rearranged subject to the 

Company

’

s agreement.

 

 

6.4 Intensive Courses

 

Courses cancelled with between 4 and 2 working weeks

’

 notice prior to the 

scheduled start date of the course are subject to a 50% cancellation fee, and 

courses cancelled with less than 2 working weeks

’

 notice are subject to a 100% 

cancellation fee.

 

 

The co

mpany will seek to postpone courses on agreement given at least two 

weeks

’

 notice, but reserves the right to impose a 10% postponement fee, or to 

treat the postponement as a cancellation should the course not go ahead within 

a three month period from the i

nitial scheduled start date. Courses postponed 

at less than two weeks

’

 notice will be treated as cancelled.

 

 

Once the timetable for an intensive course has been confirmed, the Client will 

be charged for the full number of hours during the agreed period. No

 refund 

will be considered for hours that the student is unable to attend. 

 

 

In all cases, the completion of an enrolment form or written acceptance of a 

quotation is deemed to constitute confirmation of a course and will be 

contractually binding.

 

 

7. Cond

itions of Enrolment

 

 

7.1 

Members of group classes are expected to attend their courses at the 

scheduled times.

 

 

7.2

 The Company reserves the right to make changes of tutors whenever it 

considers this necessary

 

 

7.3

 In all cases the completion of an enrolme

nt form or written acceptance of a 

quotation is deemed to constitute confirmation of a course.

 

 

7.4

 Corporate Programmes may be subject to terms and conditions laid down 

in a separate contract between the Client and the Company. Should no such 

contract exi

st, the terms and conditions of service described herein shall apply.

 

 

8. Sub

-

Contractors

 

The Client recognises and agrees that the Company may use sub

-

contractors 

for some or all of the work. Notwithstanding the fact that the Company may 

use sub

-

contracto

rs for services to be performed under this agreement, the 

Company shall remain completely responsible for all actions of such sub 

contractors relative to the Services which are the subject of this agreement.

 

 

9. Use of Company Personnel

 

On acceptance of a 

quotation, the Client contracts that he will not use the 

services of any Relevant Person directly and other than via the Company. In 

the event that any Client or associate uses the services of a Relevant Person 

other than pursuant to a contract with the Co

mpany, the Client shall 

forthwith pay to the Company:

 

 

A)

 

Where the Relevant Person becomes an employee of such Client or 

associate, a sum equal to 17.5% of the gross annual remuneration of 

such Relevant Person or a sum of £6,000, whichever shall be the highe

r 

and

 

 

B)

 

In any other case, the sum of £6,000 (exclusive of VAT).

 

 

For the purposes of this clause, 

‘

Relevant Person

’

 means any tutor or manager 

or other person who shall have been engaged either as an employee or 

independent contractor by the Company and wh

o shall have provided services 

for such Client directly or indirectly through the Company within 12 months 

preceding the use of their services by the Client or an associate as aforesaid.

 

 

10. Jurisdiction

 

These conditions shall be interpreted in accordance

 with English law and the 

Company and the Client irrevocably submit to the non

-

exclusive jurisdiction 

of the English Courts.

 

 

The Communicaid Group Limited

 

