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	TRAINING CHECKLIST

	
	NAMRIA-LD-Form05 Rev00

	
	



	Title of the Learning and Development Intervention

	

	Date
	

	Venue
	



	Documents
	Person/s Responsible
	Remarks

	Pre Training
	
	

	· Invitation Letter to Resource Person (RP)
	
	

	· Training Documents 
· Staff Cover Memo (SCM)
· Special Order (SO)
· Budgetary Requirement (BR)
· Project Fund Monitoring (PFM)
· DV:ADA
	
	

	· Training Design/Module
	
	

	· Pre-Test (if needed)
	
	

	· Memorandum of Agreement (MOA)
 (if needed)
	
	

	· Coordination with RP/Lecturer
· Curriculum Vitae (CV)
· Food Restriction/s
· Transportation arrangement
	
	

	· Token for RP
	
	

	· Payment for RP 
	
	

	· Power point Presentation
 (if needed)
	
	

	· Certificates of Appreciation and Participation
	
	

	· Pre-test (if needed)
	
	

	· Programme:
· Preparation of the Programme
	
	

	· Invocation
	
	

	· Coordination with Opening Remarks
	
	

	· Introduction of the RP
	
	

	· Coordination with Closing Remarks (if needed)
	
	

	· Ice Breakers 
	
	

	· Inspirational Videos
 (if needed)
	
	

	· Emcee
	
	

	· Distribution of the programme
	
	

	· Marketing
	
	

	· Training Materials
	
	

	· Prizes (if needed)
	
	

	· Logistics:
	
	

	· Vehicle Request 
	
	

	· Sound System Request
	
	

	· Venue Arrangement 
	
	

	· Food Arrangement
	
	

	During the Training
	
	

	· Venue
	
	

	· Distribution of Pre-test 
	
	

	· Attendance Sheet
	
	

	· Training Materials
	
	

	· Power point Presentation of the RP
	
	

	· Training Effectiveness and Evaluation Form
	
	

	· Documentor
	
	

	· Training Facilitator
	
	

	Post Training
	
	

	· Training Report
	
	

	· Training Manual to include:
· Approved SCM, SO, BR, and PFM
· Attendance Sheet
· Training Design/Module
· CV of RP
· Handouts and Printed PPT Presentation
· Training Output if available
· Training Effectiveness and Evaluation Summary
	
	

	· Pre and Post Competency Enhancement Assessment Distribution (after 3-4 months)
	
	

	· Pre and Post Competency Enhancement Assessment Result and Summary
	
	

	· Distribution of Certificates
	
	

	· Liquidation Report
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