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Terms of Reference
Development of online self-paced training courses (e-learning)

1. General information
	Services
	☐ Instructional design and technical development of self-paced e-learning course:
☐ conversion of existing content, e.g. manual(s), presentation(s) deck, training materials, set of guidelines or policies, lecture notes, ITU publications and other knowledge products
 ☐ production-only services based on already-developed e-learning storyboards

☐ Other (please specify): 


	Project title
	

	Description / Background
	

	Multilanguage requirements: 
	☐ Arabic; ☐ Chinese; ☐ French; ☐ Russian; ☐ Spanish; ☐ Other: _______
☐ Not Applicable

	ITU sector, department and division
	

	ITU project manager (name, contacts) 
	



*Note: yellow highlighted text fields in this document should be addressed by the ITU project manager. Please create a copy of this document before working on it.

2. Activities and Deliverables:
· Creation of a course structure blueprint based on agreed, SMART learning objectives
· Development of storyboards based on the source material or on content-mapping sessions with the ITU Subject Matter Experts
· Provision of an instructional design approach to create an interactive[footnoteRef:2], engaging, and efficient learning experience (recommendations below): [2:  Minimum level 2 interactivity level desired (visit this link for explanation of self-paced e-learning course interactivity levels and samples).] 

· Effective branching scenarios (e.g. 3C model: challenge-choice-consequence)
· Creation and use of relevant case studies, real-life examples
· Incorporated elements of gamification
· Use of video and animations (stock or bespoke) 
· Exercises, interactions, as well as activities to encourage learner reflection
· Downloadable module- or course-specific checklists, takeaways (optimized for print)
· Include knowledge check(s) considering the following guidelines:
· Passing threshold set to 70%-80%
· Final test should cover all modules (minimum 2Qs per each course learning objective)
· Provision of feedback (indicating “correct” and “incorrect” results) 
· Use of a question database and randomization is preferred
· Reference to related additional resource for furthering learning 
· Develop custom graphics, use both stock and ITU’s photos, corporate icon set. Set the overall look & feel of the course to be aligned with ITU’s branding guidelines. Ensure also that the following requirements are met for these assets: 
· Characters, graphics and imagery use represents diversity and inclusion
· Non-defamatory representation of ITU
· Thorough Quality Assurance / testing process before materials are shared with ITU. 
· Compliance with the latest W3C Web Content Accessibility Guidelines, such as:
· Text size optimization, proper use of colour and contrasts, clear navigation 
· “Skip to content” links, progress tracker
· Voice-over narration (as applicable)
· Use of alternative text for all non-text content
· Text description of the content, for screen readers
· Optimization for various device formats
· Provision of testing prototypes (Alpha and Beta, as applicable) prior to Gold/final deliverable
· Compliance with the ITU technical requirements for e-learning course development:
· Preferred authoring environment is Articulate 360. Alternatively, other industry standard tools can be considered (e.g. H5P), subject to prior agreement with ITU. The development of the course should not be making use of a vendor-specific/proprietary tool.
· Output should be mobile device compliant (both Apple and Android devices)
· Ensure that course is exported in the standard SCORM package and well tested on the ITU Academy platform (based on Moodle 3.5)
· Detailed project plan (including key milestones as well as ITU review and approval cycles), project management activities
· Incorporation of ITU comments (i.e. project owner(s), ITU Academy team) following the review cycles and testing results
· Transfer of all project (source) files and ownership to ITU (i.e. project owner(s), ITU Academy team) upon full and final completion of the project
· Other:
 
3. Attachments
(ITU project manager: Please attach the finalized  ITU Academy Training Outline document. Additionally, include any relevant materials/existing content for the vendor’s attention – e.g. existing manuals, guides, example of storyboards, sample content).

1. Finalized  ITU Academy Training Outline
2.  
3.  
4. Critical milestones 
(ITU project manager to clarify, use (DD) MM-YYYY format)
	
	Date
	Remarks

	Proposal submission deadline
	(DD) MM-YYYY
	

	Proposal results
	
	

	Tentative project kick-off
	
	

	Delivery by
	
	


 
Other remarks:

4. Vendor proposals (maximum 10 pages) should provide:
· An outline of the proposed instructional design concept/approach to ensure an interactive learning experience
· Relevant example(s) from similar projects (preferable) OR sample visualizations, screenshots, mock-ups (providing a prototype is considered an advantage)
· Brief overview of the project team key members (roles and experience)
· Vendor-specific requirements for ensuring deliverables (if applicable)
· Project plan (including key milestones as well as ITU review times for: graphics/mockups, storyboards, Alpha/Beta versions)
· Cost breakdown per deliverable - in line with the cost line items in the LTA (if applicable, localization costs should be specified separately)
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The ITU Academy is the International Telecommunication Union leading platform for capacity development initiatives. 
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