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TRAVEL REPORT
The Travel Report should be submitted to the HRDS within sixty (60) days upon completion and must contain the following:

Program/Course

 It is the title of the program/course of the training.

Write the complete title of the program/course

Duration

It is the timeframe of the program/course.

Place

It is the venue/place of the training. Write the complete details of the place. 

Sponsor

It is the organization/agency that provides funds for a program/training.

Write the complete name of the organization/agency

a. Evaluation of the course and content delivery

This includes the scholar’s ideas and expectations on the course in both technical and administrative matters. Technically, the impression must indicate the manner that the course design was prepared, the effectiveness of the lectures and programming lectures. The impression must also indicate the efficiency of the overall administrative and logistic support, the allowances, social workers, student advisers, accommodations.
The evaluation should mention: (a) the importance of the course in relation to the priorities of the program and the agency’s training needs; (b) the need for modification in the coverage of the training which matches the agency’s training needs/expectations; and (c) other agencies or institutions relevant to participate in the training. 

b. Problems Encountered

This portion should indicate the difficulties experienced during the training: e.g. school facilities, lodging, training staff, language, schedules; etc. It must also indicate, the donor’s agency’s reporting to the institutes, and rapport with the adviser.

c. Re- Entry Plan Title and Objective
This must explain how the technology gained will be transferred/applied to the nominating agency. The title must provide description that will give readers idea what the REAP will accomplish and the objective must be  SMART - Specific, Measurable, Attainable, Result-oriented with Time frame

d. Recommendations

This includes suggestions and comments that may be considered as learning application plan, way forward, or next steps that will help for the improvements of the agency
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