To

The Chief Functionary,

 

Sub:  Training course to Voluntary Organizations on “Development documentation and Report Writing” at Bala Vikasa People Development Training Centre, from 11 - 13th Ocotber, 2010 and one day seminar on “Digital Social Networking” on 14th October,

 

Greetings from Bala Vikasa – Warangal, A.P.

 

Bala Vikasa People Development Training Center (BVPDTC) is pleased to announce a three-day training program on “Development documentation and Report writing” at organizational level on 11-13th  June, 2010 and seminar on “Social Networking” o 14th at its premises. 

 

Course Introduction: 

‘Documentation’ plays an important role for effective functioning of an organization. The role of stakeholders, the organizational model, social, political, economic and environment situation, trends emerging, structures created, obstacles encountered, participation synthesis, indigenous knowledge, innovative experiments, perspective changes, expectation changes etc have to be documented in a professional way so that the documented resources are used for varied purposes like, training, advocacy, public relations, publications, review and for sharpening the goal and vision of the organization. 

 

Bala Vikasa has designed a two day program exclusively to help the members of Non-Governmental Organization to understand the systematic documentation processes and to have a clear understanding about effective management information system (MIS). 

 

Course Objective:  

· To enable the participants understand the nature and importance of systematic documentation processes 

· To equip them with skills and knowledge to plan for effective Management Information System (MIS). 

 

Course Contents

· Documentation:  Types, process, stages, content, advantages and skill required 

· How to maintain the quality of a document 

· Types of Reports and what makes a good report? 

· Need and scope of MIS, How and Where to start? 

· Manual and Electronic documentation 

· Monitoring MIS 

· Report generation through MIS 

Course Language: English 

 

Training Methodology:

The emphasis would be on participatory learning methods. The training will be imparted through lecture-cum-discussion, simulation exercises, demonstration, brain storming exercises, group discussion as well as audiovisual films.

 

Award of Certificate: 

The participants will be awarded a certificate of participation on conclusion of the course

 

Other details: 

Number of seats: The maximum intake for the training program is only 25. 

 

Course Fee: Rs.1500/  (includes registration Fee). 

 

Sponsorship:

To encourage the participation of NGOs from India  in capacity building programs, Bala Vikasa PDTC provides boarding and lodging (food and accommodation - Non A/C rooms on shared basis) within the premises of PDTC,at its own cost.

 

Travel: 

Actual travel expenses incurred by the participants (second class fare only), subject to a ceiling of Rs. 600/- (Rupees Six hunderd only) will be reimbursed on submission of original tickets.

 

Registration Fee: The participants need to pay Rs.500 in advance towards Registration fee (which is non-refundable) after their confirmation of participation.

 

The Registration fee has to be sent by DD drawn in favor of “Bala Vikasa People Development Training Center”, Warangal, by courier/post. Details of dispatched DD should be intimated to BV PDTC through e-mail.

 

Nomination Form :  Please find attached nomination form to be filled and send to Bala Vikasa by 10th October, 2010. You can also download from our website www.balavikasa.org.

 

For further details, please refer to the attached prospectus or contact Ms. Sunitha Reddy on 91-9849844868 or 91-870-2453255.

 

Note:  Please disseminate this information to other NGOs in your region or networks. 

We appreciate your cooperation in this regard. 

With best wishes

Mr. S. Shoury Reddy

Executive Director

