The Optimal Flow  /  learn	EDITABLE TEMPLATE
Training recommendation
Complete and adapt before use
Record the recommendation after speaking with the team. Separate observations, the proposal and unresolved questions. It does not replace a quote or confirm an edition.
	Field
	Complete

	Company and team
	[Organisation, department and roles; no unnecessary data]

	Conversation and sources
	[Date, contact and authorised examples reviewed]

	Prepared and reviewed by
	[Owners and version]



Need and starting point
[Describe the task, current experience, tool, difficulty and evidence. Separate the team’s statements from what was checked.]
Priority and recommended programme
[Priority, programme, link, why it fits and capability to check. If no course fits, say so and explain the missing information or alternative needed.]
Alternatives not selected for now
[Programme or approach, reason and condition for reconsidering it. Do not require a pathway when one course meets the need.]
The basic package includes a brief recommendation, communication kit and brief group report, together with a reference guide and downloadable, versioned practice materials for internal use. The authorised recipient and group report date are agreed for each edition.


Scope and next step
Proposed edition
	Field
	Complete

	Time
	[Live hours and session pattern; additional preparation if agreed]

	Group and language
	[Roles, number, language and delivery mode to confirm]

	Practice and evidence
	[Case, final task and individual evidence]

	Outside scope
	[Administration, implementation, integrations or other boundaries]



Preparation and open questions
[TOF prepares the checklist; the trainer tests the practice; the client checks accounts and permissions. Agree the date, result and fallback for blockers.]
[Trainer availability, schedule and commercial terms]
A brief group report is included. Authorised recipients and the delivery date are agreed; it summarises classroom capabilities and difficulties without rankings or job-performance assessment.
Participation needs are raised through the agreed private channel, without requesting diagnoses. Specific support arrangements are confirmed before the edition.
Budget and confirmation
[Quote reference, fee, taxes and licences. Write pending if no quote exists. Agree the brief recommendation’s delivery date and recipients.] FUNDAE: external administration remains to be arranged. TOF provides administrative training documentation; it does not process or guarantee subsidisation.
The client can retain an internal-use copy of the materials. The proposal records the inventory, version and the date until which TOF’s link will be available for the edition. Indefinite link access and future updates are not promised. Recordings require prior agreement. One calendar month of email support after the final session, covering the content taught: up to two hours in total for the whole group, with a response within two working days.
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