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Each training course needs a comprehensive report. The checklist below should be part of the contact with a training provider. 

The following aspects should be considered:
· It is the report delivered in time?
· Does it cover all the topics prescribed in the ToR?
· It is structured clearly?
· Is a complete list of participants, trainers, visits etc. is appended in the report?
· Are observations and comments realistic and suggestions for improvement made?
· Is GTZ and the programme mentioned with logo and address in the appropriate places?
· It is provided in hard and soft copy?
· Are the accounts correct and completed in time?
· Is an evaluation of the training and trainer by participants included and complete? (Correct Evaluation questionnaire as per the type of event is used)?
· Is all the training material and agenda included?

Checklist: Content of a Comprehensive Training Report
	
	In soft- and hardcopy

	Cover Page
	Title with AESM code, contract number, date, Authors (with address)
Clear reference to GIZ (if existing: other contributors, Donors)
Logo of the implementing institution and GIZ (and others)

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

	Executive summary
	The updated CCF (Course Characterisation Format) is be used as an Executive Summary)

	Objectives
	Objectives and expected outcome (with reference to the TOR)

	The programme
	Covered themes – incl. a description
· What was done and when (agenda)
· How was it done (description of the method)

	Outcome
	· Which results were produced (incl. group work results)
· What impact could be observed

	Discussion
	· Difficulties and obstacles encountered and the ways and means how these difficulties were resolved
· Conclusions and recommendations for the project and future activities - further steps to be taken and recommendations for follow-up course

	Evaluation
	· A brief evaluation of the workshop

	
	

	Annex

	· The TOR
· List of Participants (with designation, institutional address, email and telephone)
· List of trainers and resource persons (with designation, institutional address, email and telephone)
· List of all course material 
· The course material in soft and hardcopy
· Photo and media documentation (with date and newspaper/media specification)
· Course brochure or flyers - if done
· The workshop or course evaluation (if evaluation forms were used: in original and as softcopy in the provided Excel sheet)

	
	

	Accounts
	The necessary documents for settling the accounts – all bills and invoices in original
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	Date of reception of proposal


	Course provider
	
	Course code: 

	Course title
	



	Date of reception of report
	



	
	Training report form and contents
	yes
	no

	1
	Is the training report complete?
	
	

	
	
	yes
	no
	
	

	i
	Is the CCF updated with all necessary information?
	
	
	

	ii
	Are the objectives and the results described adequately
	
	
	

	
	Are the modules/content described and well structured?
	
	
	

	iii
	Are suggestions for further improvements and changes given?
	
	
	

	
	Was an evaluation done and is it included?
	
	
	

	
	Is there a summary of trainers observation?
	
	
	

	
	



	
	
	obligatory

	
	Formal criteria
	yes
	no

	1
	Report and course material in hardcopy
	
	

	2
	Report and course material in softcopy (labelled and identifiable)
	
	

	3
	Evaluations sheets of participants (in hard or softcopy)
	
	

	4
	List of participants with institution and professional addresses in soft and hardcopy
	
	

	5
	Expenditure details in order and complete
	
	

	
	



	Suggestions for improvement of the training report

	



	Suggestions for improvement of the training content for future courses

	





The observations of the report review were communicated and discussed with the responsible training officer of the course provider the >date> 


	Recommendations of the Report Evaluation

	The training course report, submitted by
	

	has been examined as above and it is recommended that the training course report:
	mark if true

	a
	May be approved as it is.
	

	b
	May be approved as soon as all formal requirements are met
	

	c
	May not be approved and the course provider be asked to resubmit incorporating observations given above
	



Date and signature of the Member of the Report Evaluation 


Expenditure Analysis

	Course provider
	
	Course code: 

	Course title
	



The following observations were made:
	


	



	Expenditure Analysis Results

	The proposed budget
	

	has been examined as per project budget norms and 
	mark if true

	a
	May be approved as it is.
	

	b
	May be approved as soon as all formal requirements are met
	

	c
	May not be approved and the curse provider be asked to resubmit incorporating observations given above
	



Date and signature
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