e-Learning Course Development RFP Template Instructions
To fill out personal information:

Click the content controlled highlighted area, and click the tab to select entire section. Begin typing.
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A. Introduction

[Your organization name] Background
* [E Include a short company overview. Include information such as a brief history, industry background, ]
company size, number of employees, web address, etc]’

Project Purpose

Outline for providers the business reasons for needing a custom e-Learning solution. After the
requested learning experience, what should the audience know? How should their performance
improve? What results will the improved performance produce?

Project Scope
Define, specify and quantify what the project will require from the providers. Consider solutions

To update table of contents:

Select table of contents. Click on tab “Update Table” and select “update page numbers only”
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To change header and footer:

Double click on the header/footer, the click the content controlled highlighted area and click the tab to
select the entire section. Begin typing.
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To remove content control:

Right click on selected text, and select “remove content control”

A.Introduction

[Your organization name] Background
Include a short company overview. Include information such as a brief history, industry background,
= T = * address, etc.
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To change/delete section:

Highlight and delete or change name of section, and change in table of contents accordingly.



To add section:

Select where you would like the new section, and type in desired text. Highlight the text and select
“heading 2” under the “styles” tab. Change table of contents accordingly, and update table of contents
page numbers.
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