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1. PURPOSE OF THE APPLICATION

The ICT Capacity Building Programme (ICBP) intends, in this strategy, to develop a labour force supportive of foreign/local investment in business process outsourcing by supporting training initiatives.
This programme will provide financial assistance for imparting 
1. the initial training to new recruits. 

2. the follow-up training for those new recruits already trained and claimed from this grant, subject to a maximum of 7 months from the day of recruitment. 
A payment of upto a maximum US$225/trainee will be made as follows:
· Costs that can be covered under this grant include, trainer costs, venue / space costs, course materials, stationary costs, train the trainer costs including airfare (in the event the internal trainer is trained for the specific training program), allowance / stipend paid to new recruits during training, e-learning training and lab costs, certification costs relevant for the training, royalty / licensing fees relevant for the training and any other reasonable logistics costs. 

· For all third party costs, actual amounts claimed have to be supported by relevant invoices. If internal resources and/or infrastructure are used for the training, a reasonable value can be claimed for the same. The reasonableness of the cost components will be decided by ICTA prior to the grant disbursement.
· All the above costs should be incurred after the date of signing the Memorandum of Understanding (MoU) with ICTA.
· The follow-up training costs can be claimed, only if the first claim for those new recruits has been less than US$225 per trainee. The second claim would be up to the remaining amount of the US$ 225. This would depend on the availability of funds prior to 31st May 2011.
BPO companies are invited to apply for this grant through this application form. After an evaluation process, the awardees will be registered for the grant under the ICBP BPO Training Scheme. After signing a Memorandum of Understanding (MoU), the awardees will then be able to claim the grant as and when required on a first-come-first-serve (FCFS) basis (up to a limit of USD 50,000 per company) depending on the availability of funds prior to 31st May 2011. The documentation / information required when claiming grants is listed in Annexure 1 of this application. The implementation process is shown in diagrammatic form in Annexure 2.
2. GENERAL INFORMATION

1. Applications should be submitted by email to icbp.st09@icta.lk on or before 30th November 2010. 
2. The applications will be evaluation at the end of each month. After a detailed evaluation of the application, the applications above a cut off mark in pre-determined evaluation criteria (shown below) will be awarded grants. Final approval will be given by the ICBP Grants Board.
	Selection Criteria
	Weightage

	Company’s Standing in the BPO Industry in Sri Lanka
	40%

	Trainers Credentials / Quality of Training
	30%

	Commitment of the Company towards training and Justification
	30%


3. The training programme must be of at least 40 hours duration.
4. Grantee can only start the training program for employee (those they hope to claim for) after the signing of the MoU between ICTA and the grantee. 
5. The maximum amount of funds per company will be USD 50,000. The grants will be awarded on a first-come-first serve basis depending on the availability of funds.
6. Please attach the following information about the trainer to the emailed application

i. Name, Company, Contact Information

ii. Credentials

iii. Curriculum Vitae (of all relevant trainers)

7. Prior to the award of any grant, the applicant may have to provide the following if the Grants Board or ICTA so requires.

a. hard copies of the application signed by an authorized signatory from the applicant

b. a letter from its auditor certifying that the answers in Section 6 onwards of this application are true and correct 

8. Disbursements on a reimbursement basis will be made on the completion of the training programs. 
9. Disbursements will be made only up to 31st May 2011.
10. For the purpose of this application, a BPO, Business Process Outsourcing, is defined as outsourcing of processes that can be enabled with information technology and covers diverse areas like finance, HR, administration, health care, telecommunication, manufacturing etc.
11. ICTA reserves the right to audit the information provided and/or request any other information required from the applicant. In the event that the information provided are found to be incorrect or false, ICTA reserves the right to cancel the grant and recover the amounts disbursed so far from the company.
3. ELIGIBILITY CRITERIA

The applying company 

1. should be a domestic BPO company
4. CLARIFICATIONS

For more information on the ICBP, please visit us at http://www.icta.lk/icbp. Alternatively, please contact:

Sachindra Samararatne

Project Officer

Telephone: 94-011-2369099 ext 296

E-mail: sachindras@icta.lk 
5. ORGANISATION DETAILS 

The information requested below is mandatory. 

	1. Name of organisation:



	2. ICBP Registration ID (Provided on registration of organisation at the ICBP website)



	3. The organisation’s area of specialisation in BPO


	4. Contact Details :

Name

Address


Phone Number


Mobile Number


Fax


Email



	5. Check the number of employees in the organisation: (X)
Less than 40

Between 40 and 100

More than 100



	6. Last EPF Number allocated and Name of the Staff Member

EPF Number - 




Name of Staff Member - 




{ Marks are allocated for all questions from section 6 onwards. Hence, detailed / complete answers are expected. } 

6. COMPANY STANDING IN THE SRI LANKAN BPO INDUSTRY
	1. Revenue, Rate of revenue growth per annum and export revenue percentages 
Revenue (USD)
Revenue growth percentage (year on year)
Percentage of revenue from exports
2007/08

2008/09

2009/10
2010/11 (1Q)


	2. Number of employees and  net-growth in the number of employees 
Number of Employees
At the beginning of the year
a.
Total departures/exits within the year
b.
Total Recruitment
within the year
Net- growth percentage (year on year)
d. = a - (b + c)%
Internal
External

c.
2007/08

2008/09 

2009/10
2010/11 (1Q)


	3. Please attach the monthly recruitment forecast of the organisation up to May 2011 using the following guideline
Month

Forecasted attrition

Forecasted Recruitment

Net Employee Growth


	4. Years of operation by the company in the local market


	5. Years of operation by the company in international markets


	6. International marketing efforts

Describe the domestic and international marketing efforts made by the company in the last fiscal year and the new initiatives planned for the coming year. For example

· number of overseas branches

· country visits, trade fairs (individual or group), 

· networking (for example, liaising with chambers of commerce or trade associations or other groups)

· sales representatives that act on behalf of the company

· marketing (e.g. web site improvements, web marketing, brochures, multimedia presentations)



	7. Awards received by the company (specify the award name, awardees’ name and the year)

	8. Quality certifications currently owned by the company (Specify type of certification and period of obtaining the certification)



	9. Are you a member of a Trade Association? 
Yes

Pls. Specify : __________________
No




7. TRAINER CREDENTIALS / QUALITY OF TRAINING
	1. Training Programme: Describe (provide supporting documents where applicable)

· the training programme including course materials
· the cost breakdown of the training program
1.1 If this training program has been conducted before
· its success in terms of sales/results for the client
· trainee feedback on trainings conducted (if external trainer)


	2. How can this training help the career development of the trainee (not limiting to the progress of career within the organisation)


	3. Give details of the trainer
· Name, Designation of trainer

· Trainers’ Organisation (if third party trainer)
· Justification for selection (if third party trainer)
 

	4. Trainer Credentials (pls. attach detailed CV’s of trainers which include the following information)
· Qualifications of the trainer

· Years of experience as a trainer

· Number of years and/or training sessions held for similar training during the past

· Number of trainees trained by the trainer in the past (for similar kinds of training programs)




Note - Repeat the above details if more than one training program or trainer

8. COMMITMENT OF THE COMPANY TOWARDS TRAINING AND JUSTIFICATION
	1. Training record: 

Please list down the following details on minimum 40 hour training programs conducted for a. New recruits b. Executives c. Managerial separately
· Number of staff trained during the past year 
· Number of training programmes held in the previous year
· Average number of employees per training session 
· Company training plan for the current year 



	2. Staff costs for the last 4 years

Year 2010 (YTD) 
Amount (SLR)

Percentage (%)

Salaries

Other Direct Staff Costs

Cost of Training

TOTAL

100%

Year 2009
Amount (SLR)

Percentage (%)

Salaries

Other Direct Staff Costs

Cost of Training

TOTAL

100%

Year 2008
Amount (SLR)

Percentage (%)

Salaries

Other Direct Staff Costs

Cost of Training

TOTAL

100%

Year 2007
Amount (SLR)

Percentage (%)

Salaries

Other Direct Staff Costs

Cost of Training

TOTAL

100%



	3. Describe in detail the reason why the training programme applied for was identified as a need for the company (including the relevance of the training to the company strategy). 



	4. Check the average salary scale of the new recruits trained 
SLR 0 - SLR 10,000

SLR 10,001 - SLR 15,000

SLR 15,001 - SLR 20,000

SLR 20,001 - SLR 25,000

More than SLR 25,000



	5. Details of infrastructure/ equipment or other support provided by the company for the purpose of carrying out the training. (please tick)
In-house

External

Trainer

Venue / Space

Projector

AV Equipment

List others -



9. PREVIOUS ICBP SUPPORT RECEIVED
	1. List of grants obtained through ICBP 

ICBP Strategy / Program

ICBP Total Grant Value (USD) awarded
Value contributed by the company (USD)

Value claimed so far (USD) from ICBP


	2. Seminars / courses attended which were funded through ICBP 

Seminar / Course

Number of participants from the company




10. ANY OTHER DETAILS
	Please provide any other information that you think is necessary to highlight.



ANNEXURE 1 - documentation / information required when claiming grants
1. Letter of request for payments on Grantee letterhead verifying that:

a. The individuals are new employees

b. The individuals have started and successfully completed the training within the contract period

2. Date and Venue of the training

3. Brief description of course conducted including any reasons for deviation from the course detailed in the application, if any (certified by the authorised officer)
4. Course timetable certified by the trainer

5. Name and contact details of trainer, stating whether internal or external trainer

6. Name, NIC #, EPF #( B-Cards) and contact details of the individuals for whom grants are being claimed on Grantee letterhead
7. Signed attendance list of participants

8. Trainer/course evaluation forms (as per the format provided by the PC) filled out by each participant.

9. Certified copies of the invoices obtained from third parties (for training provided by external trainers)

10. Cost Break down

	Cost Description
	Amount (SLR)

	Trainer Cost
	

	Venue / Space costs
	

	Course materials
	

	Stationary
	

	Train the Trainer cost

· Course Fee

· Airfare
	

	Allowance / Stipend paid to new recruits during training
	

	e-learning training and lab costs
	

	Certification costs (relevant for the training) *
	

	Royalty / licensing fees (relevant for the training)
	

	Other Costs (specify)
	

	
	

	
	

	
	

	TOTAL
	


* Copy of certifications should be attached.

ANNEXURE 2 - GRANT IMPLEMENTATION PROCESS








· For all third party costs, actual amounts claimed have to be supported by relevant invoices. If internal resources and/or infrastructure are used for the training, a reasonable value can be stated and claimed for the same. The reasonableness of the cost components will be decided by ICTA prior to the grant disbursement.

· All the above costs should be incurred after the date of signing the Memorandum of Understanding (MoU) with ICTA.

· ICTA reserves the right to audit the information provided and/or request any other information required from the applicant. In the event that the information provided are found to be incorrect or false, ICTA reserves the right to cancel the grant and recover the amounts disbursed so far from the company.
Launch of the Strategy





Within MOU period





Close Strategy – May 2011





Processing of payments (ICTA)





Submission of Request for payment (Grantee)





GB approval of eligible companies





Evaluation of applications





Submission of applications (BPO Companies)





Application Form checking Company Eligibility (Company)  





MoU with eligible companies (ICTA/ Grantee)  





Letter of request supporting documentation (Grantee)  









