
Guidelines for Evaluating 
Vendors and Training Programs

API PUBLICATION 1220
SEPTEMBER 1998

American 
Petroleum 
Institute 

Helping You 
Get The Job 
Done Right!M 

Full document details: API Publ 1220-1998

http://www.avadocuments.com/doc/api-publ-1220-1998
http://www.avadocuments.com/doc/api-publ-1220-1998


Full document details: API Publ 1220-1998

http://www.avadocuments.com/doc/api-publ-1220-1998
http://www.avadocuments.com/doc/api-publ-1220-1998


Guidelines for Evaluating 
Vendors and Training Programs

Manufacturing, Distribution and Marketing Department

API PUBLICATION 1220
SEPTEMBER 1998

American 
Petroleum 
Institute 

Helping You 
Get The Job 
Done Right!M 

Full document details: API Publ 1220-1998

http://www.avadocuments.com/doc/api-publ-1220-1998
http://www.avadocuments.com/doc/api-publ-1220-1998


SPECIAL NOTES

API publications necessarily address problems of a general nature. With respect to partic-
ular circumstances, local, state, and federal laws and regulations should be reviewed.

API is not undertaking to meet the duties of employers, manufacturers, or suppliers to
warn and properly train and equip their employees, and others exposed, concerning health
and safety risks and precautions, nor undertaking their obligations under local, state, or fed-
eral laws.

Information concerning safety and health risks and proper precautions with respect to par-
ticular materials and conditions should be obtained from the employer, the manufacturer or
supplier of that material, or the material safety data sheet.

Nothing contained in any API publication is to be construed as granting any right, by
implication or otherwise, for the manufacture, sale, or use of any method, apparatus, or prod-
uct covered by letters patent. Neither should anything contained in the publication be con-
strued as insuring anyone against liability for infringement of letters patent.

Generally, API standards are reviewed and revised, reafÞrmed, or withdrawn at least every
Þve years. Sometimes a one-time extension of up to two years will be added to this review
cycle. This publication will no longer be in effect Þve years after its publication date as an
operative API standard or, where an extension has been granted, upon republication. Status
of the publication can be ascertained from the API Manufacturing, Distribution and Market-
ing Department [telephone (202) 682-8000]. A catalog of API publications and materials is
published annually and updated quarterly by API, 1220 L Street, N.W., Washington, D.C.
20005.

This document was produced under API standardization procedures that ensure appropri-
ate notiÞcation and participation in the developmental process and is designated as an API
standard. Questions concerning the interpretation of the content of this standard or com-
ments and questions concerning the procedures under which this standard was developed
should be directed in writing to the director of the Manufacturing, Distribution and Market-
ing Department (shown on the title page of this document), American Petroleum Institute,
1220 L Street, N.W., Washington, D.C. 20005. Requests for permission to reproduce or
translate all or any part of the material published herein should also be addressed to the
director.

API standards are published to facilitate the broad availability of proven, sound engineer-
ing and operating practices. These standards are not intended to obviate the need for apply-
ing sound engineering judgment regarding when and where these standards should be
utilized. The formulation and publication of API standards is not intended in any way to
inhibit anyone from using any other practices.

Any manufacturer marking equipment or materials in conformance with the marking
requirements of an API standard is solely responsible for complying with all the applicable
requirements of that standard. API does not represent, warrant, or guarantee that such prod-
ucts do in fact conform to the applicable API standard.

All rights reserved. No part of this work may be reproduced, stored in a retrieval system, or 
transmitted by any means, electronic, mechanical, photocopying, recording, or otherwise, 

without prior written permission from the publisher. Contact the Publisher, 
API Publishing Services, 1220 L Street, N.W., Washington, D.C. 20005.

Copyright © 1998 American Petroleum Institute
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FOREWORD

API publications may be used by anyone desiring to do so. Every effort has been made by
the Institute to assure the accuracy and reliability of the data contained in them; however, the
Institute makes no representation, warranty, or guarantee in connection with this publication
and hereby expressly disclaims any liability or responsibility for loss or damage resulting
from its use or for the violation of any federal, state, or municipal regulation with which this
publication may conßict.

Suggested revisions are invited and should be submitted to the director of the Manufactur-
ing, Distribution and Marketing Department, American Petroleum Institute, 1220 L Street,
N.W., Washington, D.C. 20005.

iii
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1

Guidelines for Evaluating Vendors and Training Programs

Whether you are purchasing one program, product, or service to meet a speciÞc need, or
are evaluating a number of training providers to develop a complete training and development
program for your facility, you will soon discover that there are a number of vendors that will
meet your needs. Multimedia companies, performance consultants, product developers, work-
shop presentersÑwhatever the titleÑthey all claim to have the answer to improving your
training and development outcomes and saving you time and money in the process.

Whether you are new to the training Þeld or are an experienced practitioner, choosing a
vendor that meets your needs can be a difÞcult and time-consuming process of evaluation
and re-evaluation. The trainer may consult other trainers from API districts or from their own
network of industry contacts. But that may not provide enough guidance, and even after you
have collected such information, you may still be unsure of whether you made the correct
decision.

The American Petroleum InstituteÕs Central Committee on Training and Development
recognized this difÞcult decision making process, and based on years of cumulative experi-
ence in the training Þeld procuring vendor products and services, they have developed a
guide to help you choose a vendor. 
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2 API  PUBLICATION 1220

Enclosed is a checklist and an explanation for each item. Use of the checklist and evaluation tools can help you evaluate and
choose the vendor that is best for you.  As the trainer goes through the checklist, he should consider the following guidelines:

1. Each criterion does not carry equal weight. Realize that some questions will be more relevant than others.
2. Not all questions will apply. The trainer should decide which are more important based on their own needs.
3. The questions are guidelines and should not be construed as requirements by the API Central Committee on Training and
Development, or any other group.
4. The criteria have been divided into modules so the trainer can use all or part of the checklist.
5. There is no correct amount of ÒYesÓ or ÒNoÓ answers required to accept or reject a program.
6. Extra space has been included on the checklist to add questions speciÞc to individual sites.
7. One or more criteria may not be relevant for the trainerÕs particular needs or circumstances.

Disclaimer: This document is intended to serve only as a guide; it does not reßect APIÕs endorsement of any particular vendor
or training program.  

CHECKLIST FOR EVALUATING VENDORS AND TRAINING PROGRAMS
EVALUATION CRITERIA Y N N/A

1. PROGRAM DESIGN AND FUNCTIONALITY
1.1 Program matches the company’s learning objectives and company’s strategic direc-

tion. 

1.2 Deliverable media is compatible with learning and organizational style

1.2.1 The program content matches the culture and style of the organization.

1.2.2 The learning design and approach will be effective with the target audience.

1.2.3 Examples are relevant to the industry. 

1.3 Programs come with a leader’s guide. 

1.4 Company has a train-the-trainer program.
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