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                         Third Party Training & Presentation Questionnaire
This form will help your department, the IRC, and third party (outside) training entities better prepare for training in our environment and avoid last minute problems. It will also help reveal any limitations or restrictions in place.

How to use this form: 
Please work with the training entity to answer all of the questions. Following several of the questions is information that you may want to share with the trainer. E-Mail this form back to the IRC when competed.

Use the TAB key to move between the fields on this form. 

1. What is the name of the company, person or entity that will be providing the training?
      
2. Describe the type of training to be conducted in general terms (e.g. Learn to weave baskets, or How to use PeopleSoft).
     
3. How many people will be attending the training?
      

The IRC has 20 workstations and 1 instructor/presenter terminal. There are 4 additional workstations in the back of the room facing the back wall.

The IRC Satellite has 15 workstations and 1 instructor/presenter terminal.
4. Who is the Coast Guard point of contact (POC) for this training?
     
5. What are the dates the training will take place?
     
Scheduling of the computer lab should take place well in advance. The IRC schedule fills up fast and there are few alternatives if the training requires computer access. We suggest confirming dates as well in advance as possible.

6. Will there be civilian or non-Coast Guard employees attending this training?
     
6.1. Will the attendees of the training require access to computers or the Internet?
     
The IRC does have generic user accounts available. If civilian or non-coast guard employees need access to computers or the Internet, special arrangements will need to be made. Current Information Systems Security (ISS) regulations will not allow them access without attending an ISS briefing and signing a User Acknowledgement Form to qualify for access. Anyone who is listed in the Global Address List automatically qualifies unless otherwise directed. Other options are possible. Please contact the IRC for more information.

7. What are the minimum computer system requirements the training will need?
     
7.1. Is there a recommended system requirement that is different from the minimum requirement (e.g. the minimum requirement does not require speakers or a sound card; however the training would be much better or more effective if speakers are available)? If yes, please describe.
     
7.2. Is there a need for any specialized software or computer applications not already running on the Standard Workstation? If so what is required?
     
The Coast Guard Standard Workstation uses a “Standard Image” running Windows XP SP1 with MS Office 2003 SP1. To add or install software or hardware not already on the workstation requires special arrangements with the IRC and ESD Petaluma. These arrangements will have to be approved and set up in advance. The training entity is required to provide a contact person for help and troubleshooting purposes. The IRC will not address special software requirements the day before, or the day of the training!
8. Will the trainer need any special equipment (e.g. Overhead Projector, Laptop Computer, Microphone, Flip-Charts…)? If yes, please list the items.
     
The IRC has a large inventory of electronic presentation equipment and can meet most needs. Since much of our equipment is available for loan, it is important to reserve in advance, anything the trainer may need.
9. Will the trainer or presenter need any advance access to the training area, to set up or prepare? If so, when or how long?
     
We suggest for big projects the trainer arrive a day in advance. This is particularly necessary if there is specialized software or computer needs that were arranged. This step ensures everything is running according the trainers needs.
10. Are there any other special requirements or information we should know about this training?
     
Last minute surprises due to a lack of planning are not the fault of the IRC. We will do the best we can to accommodate our customers needs. Please do not assume we have everything needed to complete the training. Food is not permitted in the IRC, drinks in covered or spill-proof cups/mugs only.
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