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To:

National Peer to Peer Training and Certification 
Program -- Classroom Training Hosts  
From:

Barbara Mooney, Project Director
Subject:
Classroom Training Expenses
Applicants for the National Peer to Peer Training and Certification Program will be advised that they will be responsible to cover their own travel expenses for the Classroom Training, unless other arrangements are made with the Hosting or Sponsoring agency(ies).   They will be invoiced for the $995.00 application fee which is due prior to the Classroom Session, unless other arrangements are made with the Hosting or other Sponsoring agencies to pay this fee.  
Classroom Training Hosts and/or Sponsors agree to cover the following costs in Phase II:
· Meeting space for the three days of training (8:30 to 5 each day) – including one room large enough for 30 participants for each day, and a smaller second room for the second and third days if there are more than 8 participants.  
· Flip Chart stands (1 for each room), flip chart pads (1 per day per room),  markers and copies of a few handouts (sign in sheets, evaluation sheets, participant list, agenda) 
· Food for participants (lunch for three days – note: breakfast and afternoon snacks are optional;  many hosts use lodging that has breakfast included or get "package" deals)

The Host will also provide the following services: 

· Assist in recruiting participants (a minimum of 8 candidates, a maximum of 20 candidates)
· For Phase II, arrange for lodging for candidates and trainers (which will be paid by the individual candidate or trainer not the host) that is near the training site (if the training and lodging are in different locations)

· Support candidates through Phases III and IV by helping to arrange and/or coordinate training sessions
Other Training information: 

Candidates, Mentors and Master Trainers will provide their own Trainer Manuals which they will download from the website and print.
The NPtP project will provide Five Most Important Questions and Introduction to ROMA Participant Manual to all Candidates; Phase I on-line instructor support, Phase II Master Trainers (all of the expenses for an appropriate number of MTs) and Phase IV observation and evaluation.  Travel expenses for Master Trainer for Phase IV are not included.  Phase IV may be done via video tape. 

Poster kits may be provided by local NCRTs, by MTs or by host.

Classroom training dates/location have been established for: __________________________
This is to acknowledge understanding of the responsibilities identified above: 

________________________________________________________________

    Host/Sponsoring Agency
                



Date

_________________________________________________________________

    NPtP Training Program                         
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