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1 Section A: Profile of the organisation
	The organisation
	

	Name (in full)
	

	Mission and goals
	

	Geographical mandate
	

	Type 
	Non-governmental organisation 
	 FORMCHECKBOX 


	
	Government agency 
	 FORMCHECKBOX 


	
	Research institution
	 FORMCHECKBOX 


	
	Farmers’ association
	 FORMCHECKBOX 


	
	Indigenous people’s organisation
	 FORMCHECKBOX 


	
	Other (describe): ………………………………….
	 FORMCHECKBOX 


	Contact details
	

	Name of contact person
	

	Postal address
	

	Phone 
	(incl. country code)

	Mobile phone  
	(incl. country code)

	Email
	

	Website 
	http://

	Organisation’s capacity for training
Provide a brief description of the experience of your organisation in conducting training in the last three years
	


2 Section B: Pointers for formulating The proposal
2.1 Background and Justification for the Proposed Training 
· Describe the context and rationale.
2.2 Problems / Constraints Identification and Description 

· What problems / constraints is the proposed training activity expected to address? 

· Describe the nature and scope of the problems / constraints and the method used to identify, describe and quantify them. 
· State whether your organisation or others have undertaken any earlier training needs assessments. 

2.3 Target Audience 

· Describe the target audience members and their minimum skills and knowledge requirements. Based on the proposed activities and other logistical elements (to be assessed), propose the number of participants. 

· Participants should be disaggregated by gender and geographical origin. 

2.4 Overall Objective of the Training Course

· Describe the ideal situation after addressing the listed problems / constraints.
2.5 Course Objective and Learning Outcomes
· Describe the course objective in terms of learning outcomes that would contribute to the desired condition, expressed from the point of view of the participants.

· What will the participants be able to do differently as a result of the training? 

· Example: After the training, the participants will be able to: 

· conceptualise projects having a participatory mapping component ensuring highest ethical standards;
· train PGIS practitioners based on building blocks offered by the Training Kit  and complementary resources;
· plan and organise an initiative having a participatory mapping component in collaboration with a community-based  organisation.
2.6 Proposed Activities 
· Describe the activities you propose will deliver the expected results. Include an implementation schedule and indicative dates.
2.7 Course Content

· Use information from the Training Kit. 

2.8 Methodology 
· Use information from the Training Kit to describe the training delivery methods (e.g. brainstorm sessions, practical sessions in the field or lab, lectures, group work).
2.9 Resources

· Describe and quantify the resources required to carry out the proposed project and indicate what your institution could provide.

· Physical and material assets: Do you have any facilities which could be used in the context of the training (e.g. conference hall, meeting rooms, canteen, accommodations)? If not, what are the alternatives?

· Equipment: Do you possess equipment which could be used in the delivery of the training (e.g. computers, projectors, GPS)?
· Human resources: Describe the resources needed to run the different modules / topics included in the proposed curriculum. Describe your internal capacity and external support needed.
· Financial resources: State your normal financial outlay for training in any given year. What resources do you have to support this training course?

2.10 Proposed Location

· Describe the location where the training would take place and provide a justification for the choice.

2.11 Follow-up plans
· Describe the plans you have in place for following up with the trainees to ensure the sustainability of the benefits of the training.
2.12 Budget
· Prepare and submit the budget in Excel format. An example is provided below. 

Appendix 1 
Sample Budget Format

	Code
	 Budget Item
	No.
	Days
	Rate
	[currency]
	Distribution

	
	
	
	
	
	
	Requested from …

[XXX]
	Provided by  Requester
[XXX]

	1
	Participants
	
	
	
	
	
	

	1.1
	International Travel
	
	
	
	
	
	

	
	Country 1 to/from venue
	
	
	
	
	
	

	
	Country 2 to/from venue
	
	
	
	
	
	

	
	Country 3 to/from venue
	
	
	
	
	
	

	
	Country 4 to/from venue
	
	
	
	
	
	

	
	Country 5 to/from venue
	
	
	
	
	
	

	
	Country 6 to/from venue
	
	
	
	
	
	

	
	Total participants
	
	
	
	
	
	 

	1.2
	Ancillary Air Travel Costs
	
	
	
	
	
	 

	
	 
	
	
	
	
	
	

	1.3
	Local Travel
	
	
	
	
	
	

	
	Field trip
	
	
	
	
	
	

	1.4
	Accommodations and Meals
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	1.5
	Stipends / Allowances / Per Diems
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Sub-total 1
	
	
	
	
	
	

	2
	Resource Persons
	
	
	
	
	
	

	2.1
	 Travel
	
	
	
	
	
	

	2.2
	 Professional fees/honorariums
	
	
	
	
	
	

	2.3
	 Accommodations
	
	
	
	
	
	

	2.4
	 Per diem allowances
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Sub-total 2
	
	
	
	
	
	

	3
	Training Facilities / Materials 
	
	
	
	
	
	

	3.1
	 Stationery
	
	
	
	
	
	

	3.2
	 Photocopies
	
	
	
	
	
	

	
	 
	
	
	
	
	
	

	
	Sub-total 3
	
	
	
	
	
	

	4
	Logistics
	
	
	
	
	
	

	4.1
	 Hire of conference hall
	
	
	
	
	
	

	4.2
	 Secretariat
	
	
	
	
	
	

	
	 
	
	
	
	
	
	

	
	Sub-total 4
	
	
	
	
	
	

	
	Total Budget [currency]
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Total budget requested from …
	
	
	
	
	
	

	
	Total budget provided by Requester
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