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Training Support Material

Deliverables as part of a Sanction Order
Tasks to be performed (deliverables)
1. Develop a course or a workshop as per course content described in the “Course Characterisation Form (CCF)”
2. Organise and conduct training 

3. Obtain feedback from the participants at the end of the training programme, and suggest further training measures and training modules to be developed based on the feedback.

4. Submit a training report according to the specifications given in “Checklist 1” within 15 days from the date of completion of the training 

Checklist 1: Content of the required report

	(Not in every case all the topics are needed!)

· Title, date 

· Executive summary (fit for internet publishing in provided template *)
· Objectives and expected outcome (with reference to the TOR) 

· The programme and covered themes – incl. a description

· What was done and when (agenda)
· How was it done (description of the method)
· Which results were produced (incl. group work results)
· What impact could be observed

· Difficulties encountered and the ways and means how these difficulties were resolved

· Observations and experience, conclusions and recommendations for the project and future activities - further steps to be taken and recommendations for follow-up course
· A brief evaluation of the work

· Annex (all in soft and hardcopy - softcopy have to be properly labelled)
· List of Participants according to the format provided **)
· List of trainers and resource persons (format provided ***)
· List of all course material and the course material in soft and hardcopy
· Photo and media documentation (with date and newspaper/media specification)
· Course brochure or flyers

· The Workshop or course evaluation forms in original and as softcopy in the provided Excel sheet ****)
· The necessary documents for settling the accounts

The report without annex should not have more than 20 pages and has to give substantial information as a stand alone document. 


Provided Templates to download from 

http://www.hrdp-net.in/e199/index_eng.html
*): 
Combined Course Announcement and Completion Form (= executive summary of report)
**): 
Template for list of participants.doc
***): 
Template for list of trainers and resource persons.doc
****): 
Download from www.hrdp-net.in (download section under: “Material for the HRDP Quality Assurance Process: 
Download Table and analysis template for a fast evaluation of events or
Download evaluation format for skills training courses or
Download evaluation format for workshops
Download the guidelines
(Contact TMU for explanation of the requirements)

*): Course Characterisation Form (CCF) 
(Amended and updated the CCF – is the executive summary of the event report)

	Only to fill when completed 
	Only to fill when completed for non public Information: participants lists, trainers material etc. Access will only be given through intranet 


	Code
	If no code given by ASEM, leave open

	Title
	

	Short title
	Give a short name to the event

	Training type
	Refer to the list under http://www.hrdp-net.in/e95/e3239/index_eng.html


	ASEM thrust area
	

	ASEM project
	

	Training provider
	Your Institution

	Institutions involved
	Others involved (sponsors, donors, other secondary training institutions, authorities)

	Target group
	

	Course objectives 
	In terms of “Awareness”, “Knowledge” and “Skills”

	Expected or achieved results/impacts
	

	Indicators for success/impact
	

	Description of contents /agenda
	

	Participants numbers
	Total ____                  male ____                            female ____

	Start dd/mm/yy
	

	End dd/mm/yy
	

	Duration
	

	Venue
	

	Pictures
	“give file names in JPG format”

	Press clippings
	“give file names in JPG format”

	Event report and material
	“give files in MS office formats and/or pdf”

	Contact for more information
	

	More information with access code (give list of filenames of training material, Schedules, participant lists, evaluations etc.)
	Give filename and deliver softcopy


**): Template for list of participants.doc

Please no paragraph return inside the textboxes!
	Title and code

Time and Venue


	Name/sex
	Dept./Org.
	Designation
	Address
	Ph. No.
	Mob.
	E-Mail

	
	
	
	
	
	
	

	
	
	
	
	
	
	


or
	Participant List
	Serial No:

	Training Name:

Code:

Date:

Location:



	Name
	
	Sex
	

	Dept. /Org
	
	Designation
	

	Address (es)
	
	
	

	Ph. No. (office)
	
	Res.-Phone No.
	

	E-mail
	
	Mobile
	

	Specialization
	
	
	

	
	
	
	

	Name
	
	Sex
	

	
	Etc,
	
	


***): Template for list of trainers and resource persons.doc

	Resource person List

	Training Name:

Date:

Code:

Location: 


	Sex
	Name
	Area covered, specialisation
	Educational qualification
	Designation, organization and address of work
	Ph. No. (office)
	Mobile
	E-mail 
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