Internal Consultancy Requester Form
	Part B: To be completed by ECRI Teaching Lead(s), Kelly Hayes, ECRI Coordinator (Consultancy) in Consultation with the Departmental Contact

	Agreed course/programme description
 [insert text]


	Where applicable, agreed wording for the advert (if different to course/programme description)
[insert text]

	Agreed Learning outcomes:
· [x]
· [x]

	Agreed delivery date(s)
	[insert]

	Agreed mode of delivery (Live Online, MS Teams or Zoom, Live In-Person)
	[insert]

	If in person, location of delivery
	[insert]

	Confirmed max participant capacity
	[insert]

	Name(s) of ECRI staff who will deliver the provision
	[insert]

	Fee for delivery (if applicable)
	£


	Development fee (if applicable)
	£

	If applicable, details of agreed expenses and how these will be managed
	

	Resources to be provided by the department for the delivery of the agreed course/programme
Example:  each participant to be provided with a hard copy of the course materials, flip chart to be made available and room set-up theatre style
[insert]

	For train the trainer provision, details of any further particulars
[insert]

	Any further relevant information
[insert]

	For billing purposes, please provide Cost Centre and Account Code 
	[insert]

	Part A: Approved by the Associate Director (ECR Development):  Dr Liz Elvidge
	
Signed:

	Approved by the Departmental Contact:
	Signed:


	Approved by the Associate Director (Strategy and Operations)
	Signed:


	
ECRI reserves the right to deny requests under any circumstances, including and not limited to: lack of resources, low booking registrations etc. Request(s) can be cancelled at any stage if it is felt the criteria listed, or otherwise, haven’t been met [LINK TO WEBSITE].

ECRI reserves the right to review our ‘Internal Consultancy’ Process and Fee Scale on an annual basis.  If you would like your request to be ‘rolled over annually’, Kelly Hayes, ECRI Coordinator (Consultancy), will provide you with details of any changes occurring, as the ‘Requester’ you reserve the right to approve or deny.




