
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[Type Document Title]
[Text inside the square brackets [ ] guides you through completing this template. Before 
finalizing this document, ensure you've deleted all bracketed text and square brackets.]

[Heading 1 style]

[Normal style] [Italics style] [Bold style]

[Heading 2 style]

 [List Bulleted style]

[Normal Indent style. Aligns to lists, but without bullets or numbers.]

 [Heading 3 style]

1. [List Numbered style]

a) [List Numbered style (level 2). Press Tab key to adjust list level]

1 [Heading 1 section style]

[For quotations three lines or more, omit "quotation marks" and use Quoted Text style:]

[Mattis ultrices, nunc eos varius justo, ut pulvinar neque lectus et tellus. 

Proin lorem massa aci. Nullam ium eros varius. Duis, lacinia,risultrices, 

quis felis arcu eget elit. nisl Nunc metus sem, eleifen,odio Qusque nibh]

1.1 [Heading 2 section style]

1.1.1 [Heading 3 section style]

Note [Use Notes style for adding clarity to your content.]

[Type Heading; use Table Heading style]

Table normal style  Table List Bulleted style 1. Table List numbered style

Table 1 Caption

[Sample lined paper] [Table with Inside Borders (1/4 pt, R0 G117 B189)]

About Us

Air transport is one of the most dynamic 
industries in the world. 
The International Air Transport Association
(IATA) is its global trade organization.

For over 60 years, IATA has developed the 
commercial standards that built a global 
industry. Today, IATA's mission is to 
represent, lead, and serve the airline 
industry. Its members comprise 238 
airlines—the world's leading passenger and 
cargo airlines among them—representing 93 
percent of scheduled international air traffic. 

IATA trains over 35,000 professionals 
annually through the IATA Training and 
Development Institute (ITDI). 
ITDI’s mission: develop human capital for 
tomorrow's air transport industry.

Teamed with aviation experts and 
international instructors, ITDI offers 
professional development through practical 
training. ITDI training reaches globally with 
50+ locations, flexible learning options, and 
courses in other languages.

IATA Training
Proposal for

Prepared for [doc property: Subject > Type Company Name]

 04 December 2012

Branding and marketing for ITDI; templates for course materials

created by ivwells 2010-2012   |  for portfolio display only
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Certification

I, the undersigned, certify that to the best of my knowledge and belief, the information in this document correctly describes
my qualifications, experience, and me.

01-Jan-2000

Signature (if available, insert electronic signature) dd-MMM-yyyy

ITDI curriculum vitae ▪ 6 of 7

Languages

English Reading Native/Advanced Professional/Intermediate Elementary/Beginner

Writing Native/Advanced Professional/Intermediate Elementary/Beginner

Speaking Native/Advanced Professional/Intermediate Elementary/Beginner

French Reading Native/Advanced Professional/Intermediate Elementary/Beginner

Writing Native/Advanced Professional/Intermediate Elementary/Beginner

Speaking Native/Advanced Professional/Intermediate Elementary/Beginner

Spanish Reading Native/Advanced Professional/Intermediate Elementary/Beginner

Writing Native/Advanced Professional/Intermediate Elementary/Beginner

Speaking Native/Advanced Professional/Intermediate Elementary/Beginner

Specify your proficiency level for additional languages

[Type language] Reading Native/Advanced Professional/Intermediate Elementary/Beginner

Writing Native/Advanced Professional/Intermediate Elementary/Beginner

Speaking Native/Advanced Professional/Intermediate Elementary/Beginner

[Type language] Reading Native/Advanced Professional/Intermediate Elementary/Beginner

Writing Native/Advanced Professional/Intermediate Elementary/Beginner

Speaking Native/Advanced Professional/Intermediate Elementary/Beginner

[Type language] Reading Native/Advanced Professional/Intermediate Elementary/Beginner

Writing Native/Advanced Professional/Intermediate Elementary/Beginner

Speaking Native/Advanced Professional/Intermediate Elementary/Beginner

Technical skills

Microsoft Office Word Advanced Intermediate Beginner/Unfamiliar

PowerPoint Advanced Intermediate Beginner/Unfamiliar

Excel Advanced Intermediate Beginner/Unfamiliar

Outlook Advanced Intermediate Beginner/Unfamiliar

Project Advanced Intermediate Beginner/Unfamiliar

[Other MS program] Advanced Intermediate Beginner/Unfamiliar

Internet use: browsing and surfing Advanced Intermediate Beginner/Unfamiliar

Internet use: research and fact-finding Advanced Intermediate Beginner/Unfamiliar

[Specify additional technical skills] Advanced Intermediate Beginner/Unfamiliar

ITDI curriculum vitae ▪ 5 of 7

Employment and Projects record

Starting with your most recent work experience, list employment and projects where you significantly contributed

From Jan-00 To Jan-00 [Type the title of your most recent position]

Most recent employer Employer location [Type city, country]

Main duties

List references

From Jan-00 To Jan-00 [Type position title]

Employer Employer location [Type city, country]

Main duties

List references

From Jan-00 To Jan-00 [Type position title]

Employer Employer location [Type city, country]

Main duties

List references

From Jan-00 To Jan-00 [Type position title]

Employer Employer location [Type city, country]

Main duties

List references

From Jan-00 To Jan-00 [Type position title]

Employer Employer location [Type city, country]

Main duties

List references

From Jan-00 To Jan-00 [Type position title]

Employer Employer location [Type city, country]

Main duties

List references

ITDI curriculum vitae ▪ 4 of 7

Professional summary

[Outline your experience and training within one page]

ITDI curriculum vitae ▪ 3 of 7

Training and Consulting experience

Indicate if you have held the following roles:

Training Program Manager Yes No

Course Director Yes No

Facilitator, Instructor Yes No

Consulting Project Manager Yes No

Consultant Yes No

Other (please specify)

Indicate if you have performed the following training tasks:

Training needs assessment Yes No

Course design Yes No

Course preparation Yes No

Course delivery Yes No

Course evaluation Yes No

Training validation Yes No

Indicate the areas where you have delivered training or consulting:

Airlines Training Consulting

Airport Training Consulting

Aviation security Training Consulting

Cargo Training Consulting

Civil aviation Training Consulting

Travel and tourism Training Consulting

Other (please specify)

Specify the titles of courses and modules you have delivered:

1. 11.

2. 12.

3. 13.

4. 14.

5. 15.

6. 16.

7. 17.

8. 18.

9. 19.

10. 20.

ITDI curriculum vitae ▪ 2 of 7

Personal information

Mr. Miss First name and middle initial [Type first name]

Mrs. Ms. Last name [Type last/family name]

Civic number

Street Suite /P.O. box

City State/Province/County

Postal code Country

Home telephone Mobile telephone

Office telephone Fax

e-mail 1 e-mail 2

Profession

Date of birth (dd-MMM-yyyy) 01-Jan-2000 Nationality

Experience

Indicate your total years of

Work experience 10 Consulting experience 10 Instructional experience 10

Education

Years attended Name and location of college or university Type and year of degree

From Jan-00 To Jan-00 [Type school name and city, country] [Type degree type and title] Jan-00

From Jan-00 To Jan-00 [Type school name and city, country] [Type degree type and title] Jan-00

From Jan-00 To Jan-00 [Type school name and city, country] [Type degree type and title] Jan-00

From Jan-00 To Jan-00 [Type school name and city, country] [Type degree type and title] Jan-00

From Jan-00 To Jan-00 [Type school name and city, country] [Type degree type and title] Jan-00

Professional associations

1.

2.

3.

4.

5.

Indicate the type of assignments where you have experience Training Consulting Other

Fields of expertise Select up to five fields that describe your expertise

Airlines

Airline Benchmarking Analysis Airline Start-up Airline Strategic and Business Planning

Privatization Feasibility Study Route Network Optimization Technical Assistance in Airline Turnaround

Marketing and Sales Fares and Ticketing Revenue Accounting

Airline Finance Management Cost Management Management of Airline Maintenance

Yield Management Airline Operations Management of Fuel Supply 

Ground Handling Airside Safety Management of Airline Information Technology

Airline Scheduling Airline Law

Airports

Airport Benchmarking Analysis Evaluation of Airport Connectivity Airport Retailing and Commercial Development

Privatization Feasibility Study Air Traffic Forecasting Airport Public and Community Affairs

Airport Economic Impact Studies Airport Environmental Management Airport Strategic and Business Planning

Airport Marketing Air Service Development Airport Emergency Response Management

Airport Master Planning Airport Operations Airport Organizational Development

Aerodrome Safety Aerodrome Certification Management of Airport Information Technology

Management of Airport Finance Aerodrome Maintenance

Civil Aviation and Regulatory

ANS Benchmarking Analysis Civil Aviation Management Civil Aviation Authority Strategic Planning

ANS Privatization Feasibility Study Facilitation Institutional Strengthening and Restructuring

Aviation Law ANS Operations Review ANS Strategic and Business Planning

ANS Organizational Development ANS Fees and Charges Analysis Air Transport Economic Analyses and Studies

Aeropolitics Aviation Medicine Civil Aviation Technical and Economic Regulations

Human Factors Integrated Management Systems Safety Management Systems

Safety Oversight Accident Prevention Technical Assistance in Civil Aviation

Security

Security Oversight Airline Security Program Airport Security Program

Management of Aviation Security Aviation Security Operations Management of IT in Aviation Security

Aviation Security Regulations Security Financing

Cargo

Air Cargo Management Marketing and Sales Air Cargo Traffic Forecasting

Management of Cargo Finance Air Cargo Law & Regulations Air Cargo Operations

Dangerous Goods Regulations Infectious Substances Live Animals

Perishables Radioactive Substances Management of IT in Air Cargo

Human resources and others

HR Management Project Management Strategic Planning

Training of Trainers Change Management Management of Training

Checklist

Complete this checklist and return it with your application to the IATA Training & Development Institute.

Completed application form

Copy of government license or certificate

Copy of latest annual financial report

Business plan

Marketing plan

Organization’s brochure

Photos of training facilities

Send the items listed above with your completed application form

 By mail IATA Training & Development Institute

[Type your name]

[Type your title]

[Type street address]

P.O. Box [number]

[Type address]

[Type address]

 By email [type email@iata.org]

Subject line: Submitting RTP application

Tel +00 0 (000) 000 00 00 00

Fax +00 0 (000) 000 00 00 00

Note A company may not advertise that it conducts, or plans to conduct, IATA training programs before it has been
properly authorized and has signed an official Regional Training Agreement with IATA Training and Development 
Institute. Failing to comply can result in the withdrawal of the company’s application.

Administration and logistics

1. Will staff be appointed to manage inquiries, registrations, and logistics for IATA programs? Yes No

If yes, how many appointed staff?

2. How do participants register for IATA programs? Method available? Comments

Online through Web site Yes No 

Email Yes No 

Phone Yes No 

Fax Yes No 

3. What payment methods are available for IATA participants?

Bank transfer or bank draft Cash

Credit card Check

Other

4. Is there a financial infrastructure that supports administering IATA programs? Yes No

Please explain

5. Is a learning management system (LMS) available to manage registrations and records? Yes No

If yes, explain the LMS and its components

If no, describe how registrations will be processed and records kept

6. Are there hotel agreements with special rates and room blocks for IATA participants? Yes No

If yes, please specify agreements and hotels

If no, explain if and how hotel agreements can be arranged

7. Will the center or hotel provide transportation to and from course venue? Yes No

If no, state reason

8. What amenities are provided to participants? Comments

Water

Coffee and tea

Refreshments

Snacks

Lunch

9. Can the center organize graduation ceremonies at the end of each course? Yes No

If no, state reason

Training facilities

1. Describe the center’s location (e.g., airport, downtown; include photos)

2. Does the center provide round-trip transportation? Yes No

If no, list the public transportation available

3. Does the Center have suitable classrooms to deliver planned IATA programs? (include photos) Yes No

Note Classrooms may not be located in a hotel or residence.

4. How many available classrooms? Accommodate how many participants?

Select and describe available items Comments

Business center, participant work area

Lounge, relaxation area

Food and eating area

Toilets, bathrooms

Print and copy area

5. What equipment and teaching aids are available? Quantity Quality (good or poor)

Blackboard or whiteboard Good Poor 

Flipchart Good Poor 

Data or LCD projector Good Poor 

Projection screen Good Poor 

Overhead projector Good Poor 

Personal computer(s) Good Poor 

Internet access Good Poor 

Visualizer Good Poor 

Slide projector Good Poor 

Photocopier Good Poor 

Scanner Good Poor 

Color printer Good Poor 

DVD, video camera Good Poor 

Digital camera Good Poor 

TV Good Poor 

Airline reservation terminal(s) Good Poor 

Other (please specify) Good Poor 

Business plan

1. Does the center have a business plan regarding IATA programs? Yes No

If yes, attach business plan to this application

If no, please explain

Is the business plan approved and supported by the company’s senior management? Yes No

Comments

2. Is the center in good financial standing? (attach the latest financial report to this application) Yes No

If no report is available, please explain

3. Which IATA programs is the center planning to offer?

Airline Civil Aviation Security Travel & Tourism

Airport Air Navigation Cargo, DGR

4. How many participants are expected to take IATA courses per year?

5. Who will be in charge of promoting IATA programs at the center?

6. Does the center have a marketing budget? Yes No

7. Promos available (check all that apply) Comments

Web site

Email campaigns

Advertising in local media

Direct sales

Other (please specify)

8. Who is the target audience? Please list below.

Internal External

 

Note Please attach your marketing plan to this application 

Application Form ▪ IATA Regional Training Partner

Company

Street Suite/P.O. box

City State/Province/County

Postal code Country

Telephone Web site

Fax Email

Person responsible for administering IATA training programs:

Last name

First name

Job title

General information

1. Is the training center properly registered and holding all necessary government licenses and 
certificates as required by law?

Yes No

Registration or license 
number

Date of issue

If no, please explain reason

2. In what areas does the center offer training? (if available, provide brochure)

Airline Civil Aviation Travel & Tourism

Airport Air Navigation Hospitality

Security Cargo, DGR Specify other 

3. How many courses does the center deliver per year? 111 4. How many participants attend per year? 111

5. Who are the major clients?

Who are internal clients? Comments

Who are external clients? Comments

6. Are any programs recognized by another body or association? Yes No

If Yes, list bodies or associations

7. Does the Center have branch locations? Yes No

If Yes, list branch city, country

Note Programs delivered in more than one location require a site inspection at each location.

What You’ve Just Learned

Module Summary

 Review point 1

 Review point 2

 Review point 3

Copyright © 2011 IATA 16 

Type Content Title for Table

Type Column 1 Type Column 2 Type Column 3

Type details Type details Type details

Type details Type details Type details

Copyright © 2011 IATA 14 

Objectives You’ll Learn in this Course

Course-level learning objectives (for shorter bullet points)

 Objective 1

 Objective 2

 Objective 3

Copyright © 2011 IATA 2 

Click to add title

Location

00–31 Month YYYY

Exam for [To edit this title: File > Properties > Title]

Copyright © 2011 IATA. All rights reserved. 3

Multiple Choice

Circle the letter to the answer that best answers the question.

1. [Type multiple choice question] [Use style Exam questions]

a) [Type answer choice] [Use style Exam questions; press Tab key]

2. [Type multiple choice question]

a) [Type answer choice]

True or False

Read each question carefully; answer by circling True or False.

1. (True) or (False) [Type T/F question] [Use style List True/False questions]

2. (True) or (False) [Type T/F question]

Fill in the Blank

For each sentence below, choose a corresponding term from the word bank and 
write the term in the space following the sentence.

Word bank

[Type term] [Type term] [Type term]

[Type term] [Type term] [Type term]

[Type term] [Type term] [Type term]

[Type term] [Type term] [Type term]

1. [Type question with a missing word or phrase] [Use style List 
Word bank questions]

2. [Type question with a missing word or phrase]

3. [Type question with a missing word or phrase]

Short Answer

Write a short paragraph in response to the following questions.

1. [Type Short Answer question] [Use style List Short Answer questions]

Exam for [To edit this title: File > Properties > Title]

Copyright © 2011 IATA. All rights reserved. 2

Exam rules and notes

 Please complete the front page with the requested information.

 Check that your exam paper is complete. The number of pages is marked 
on the front of the paper. No separate documents (exhibits) are provided 
with this examination paper.

 NO books are allowed in the examination room. However, a language 
dictionary can be used.

 You may use a pencil or a ballpoint pen.

 Normal examination conditions will apply:

 No talking is permitted once the examination papers have been distributed;

 No food and/or drink are allowed in the examination room;

 Anyone suspected of cheating will have his/her examination papers 
cancelled.

 NO examination paper may be taken out of the examination room

 NO photocopy of the examination may be made.

 Once completed, the examination paper must be handed to the course 
Instructor.

 The time allowed for this paper is shown on the cover. You may leave the 
room beforehand, provided you have returned your paper to the course 
Instructor.

Course examination

[To edit this title: File > Properties > Title]

Exam rules on page 2

Time allowed 0 hour(s) Passing level 80%

Total printed pages 4 pages Distinction 90%

Please complete all boxes below

Last name

First name

Course city and country

Today's date

Signature

ITDI use only

F% P% D%

[To edit this title: File > 
Properties > Title]

[ABCD 01]

[Type date dd-dd MMMM yyyy]

[Type city]

Course schedule 

[To edit this title: File > Properties > Title <type course name/code>]

 [Type course location]

Monday Tuesday Wednesday Thursday Friday

01 December 01 December 01 December 01 December 01 December

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

Break/Lunch Break/Lunch Break/Lunch Break/Lunch Break/Lunch

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

Break/Lunch Break/Lunch Break/Lunch Break/Lunch Break/Lunch

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

Break/Lunch Break/Lunch Break/Lunch Break/Lunch Break/Lunch

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Type module #]

 [Type module 
title]

[Go to: File > Properties > Title <type course name/code>] Course date 1-Dec to 2-Dec-00
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Participant Final grade Qualification

1. <Use Table List numbered style> <Use Table 
normal style>

Certificate

2. <Type participant name> <Type grade> Certificate with Distinction

3. <Type participant name> <Type grade> Letter of attendance

4. <Type participant name> <Type grade>

5. <Type participant name> <Type grade>

6. <Type participant name> <Type grade>

7. <Type participant name> <Type grade>

8. <Type participant name> <Type grade>

9. <Type participant name> <Type grade>

10.<Type participant name> <Type grade>

11.<Type participant name> <Type grade>

12.<Type participant name> <Type grade>

13.<Type participant name> <Type grade>

14.<Type participant name> <Type grade>

15.<Type participant name> <Type grade>

8 Conclusion and recommendations

<Type your conclusion: relate the previous sections in your final assessment>

[Edit course title: File > Properties > Title]
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6 Integration exercise (where applicable)

Description

<Type description of exercise, or case study>

Review

<Type your review of the exercise and how participants executed the work>

<Type description of teams>

<Type team strengths and weaknesses>

7 Evaluation of participant performance

Grading scheme

Pass <Describe how the Pass grade is designated>

Distinction <Describe how the Distinction grade is designated>

Grade allocation

 [Type grading factor (e.g., Case Study)] [Use Heading 3 style]

<Describe grading factor and how it affects the final grade><Include % or points 
allocation to final grade>

 <Copy this and the next line for more content spaces; paste below>

<Use Normal style>

[Edit course title: File > Properties > Title]
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4 Administration and logistics

IATA training coordinator

<Type training coordinator name><Type additional comments about the training 
coordinator's performance>

Course location and training facilities

<Type course location><Type additional comments about the location and facilities>

Instructor’s accommodations and services

<Type hotel name, location><Type additional comments about accommodations and 
services>

Course schedule 

Find details on course modules and topics in Course Content (section 5).

Module Topics

1 <Use Table normal style>  <Use Table List bulleted style>

2 <Type Module title>  <Type module topic>

3 <Type Module title>  <Type module topic>

4 <Type Module title>  <Type module topic>

Course material

[Describe course materials] [Type feedback and comments about course materials]

Course conduct

[Describe course conduct (i.e., participant behavior)] [Type additional comments 
about course conduct]

5 Course objectives and content

Course objectives

 <Type course objectives>

Course content

 Module 1: <Type module title here>

<Type module content detail>

 Module 2: <Use Heading 3 style>

[Use Normal style] 
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2 Introduction

Course title <*Course title: Go to File> Properties> Title>

Course location <Type Location>

Training facilities <Type training facilities>

Course dates 1 Choose month to 31 Choose month Choose year

General course objective <Type course objective max two sentences>

Facilitator <Type facilitator name>

3 Participants

<State from where the participants came and the number attending>

Participant names

<Use Table List numbered style>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

<Type Participant name>

1 Executive summary

This report summarizes the following course(s) conducted for <Type company 
name> in <Type course location>, which lasted <Type number of days> days.

Course title

[Edit course title: File > Properties > Title]

Date

1 Choose month to

31 Choose month Choose year

Course size

0 participants

Facilitator

<Type facilitator name>
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Final Course Report

[Edit course title: File > 
Properties > Title]

In-Company—<Type Location>

00–00 Choose month Choose year

 Presented to <Type company name>

00–00 Choose month Choose year

Course outline

[To edit this title: File > Properties > Title <type course name>]

 [Type course location] 0–10 September 2000

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]

[Type Module title]

 [Optional: type topic or delete line]
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