
Training proposal – guiding template

General Objective
Rationale and overall goal of the training workshop

Specific Objectives
What will the workshop more specifically focus on, what skills are meant to be taught (reference to the learning objectives); any relevant material the training refers to…

Target audience
What is the intended target audience’s profile and why is this audience chosen (reference to the skills gap identified, to prior training carried for the same audience); principles for developing the participants’ list…

Roles and responsibilities
Organization and distribution of responsibilities with respect to organizing (focal points), preparing the material, facilitating, M&E…

Venue and Dates
Budget and tentative list of participants
The following examples are offered as possible formats:

	
	Participants
	Duty Station
	Cost of ticket
	DSA + terminals

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	
	TOTAL
	
	
	


	Description
	Unit
	Nb units
	Amount (local currency)
	Amount (USD)

	Air Transport costs
	 
	 
	 
	 

	Other transport costs
	 
	 
	 
	 

	DSA 
	 
	 
	 
	 

	Consultancy
	 
	 
	 
	 

	Hotel accomodations
	 
	 
	 
	 

	Training room
	 
	 
	 
	 

	Lunch and breaks
	 
	 
	 
	 

	Equipment
	 
	 
	 
	 

	TOTAL
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