Documentation Course Overview

[To be finalised depending on the requirements of the participants]

· The courses are intensive with only 5—10 participants. 
· The courses will be finalised depending on the specific requirements of the participants, within the broad framework given below.

· Participants must be prepared to do a lot of writing.

· Preparatory material is sent out a week in advance to maximise course time efficiency.

· One month post course online support will be provided.

1: Intensive Introductory Course on Documentation

	Day
	Input session
	Skill
	Output
	Audience
	Evaluation

	1
	Introduction to communication and documentation

· Basics of documentation 

· The importance of communication.

· The Communication Planning Cycle 
· Non-Profit Organisation Strategic Planning for Advocacy and communication

· Strategy and systems
	Basics of documentation and presentation
	· Understanding reporting, skills and essential information systems. 

· Identify the organisational and information requirements
	Personal
	Accuracy

	2
	Documentation

· Values in, and ethics of, communication and advocacy

· Analysing the communication needs of a campaign or cause
· Ethics and Behaviour 
· Responsibilities, Roles and Representation.
· Credit, Costs and Control
	Case study
	Case study 
	Internal [Organisation]
	Brevity

	3
	Proposals and Reports

· Project Cycle
· How to prepare a budget for your proposals 
· Synchronising programmes, budgets and systems
· Human Rights based programming
· UN Standards 
	Indicators
	Proposal/ Report
	External
	Clarity

	4
	Writing for communication and fundraising

· Communicating to the corporate sector

· Setting up an Administrative System  

· Face to Face campaigns
· Capital Campaigns 

· Legacy Programmes 

· Payroll Giving and Non-Financial Gifts
· Branding, Marketing, Sponsorship, Cause-related Marketing, Self-Generated Income, Direct Mail
	Documentation for support 
	Brochure / appeal
	Corporate sector
	Desirable behaviour

	5
	Documentation for advocacy and campaigns

· Basic principles of Advocacy
· Communicating to ‘Civil Society’ groups and individuals

· Media Relations 
	· Documentation for policy change. solidarity and action.
	· Pamphlets
· 'bit notices'
· flyer
	General public
	Best practice 


2: Documenting Case Studies to International Human Rights Standards

	Day
	input session
	Skill
	Output
	Audience
	Evaluation

	1
	Communication and Human rights
	Case study
	Case study 1
	Organisation and Limited external [for annual report]
	Accuracy

	2
	Child rights
	Interviews
	Case study 2
	Donor [for fund raising]
	Brevity

	3
	Women and gender equity
	Editing
	Case study 3
	Public [for campaign and advocacy]
	Clarity


The human being and human well-being should be the centre of development. The case study brings out the impact of our work and the changes that we have made in the life of a single person or community. Case studies, like all documentation, are to record, reflect and act. In addition, it is also to ‘connect to the heart’.

At the end of this course, participants will take back three quality case studies, and an understanding of international human rights standards.
3: Documentation for local fundraising

	Day
	input
	Skill
	Output
	Evaluation

	1
	Introduction to communication and fundraising
	· Basics of documentation 

· The importance of local fundraising.

· The Fundraising Planning Cycle 
· Review of fundraising and the role of Civil Society 

· Basic principles of Resource Mobilisation and Fundraising 
	· Understanding reporting, skills and essential information systems. 
	Identify the organisational and information requirements.

	2
	Values in, and ethics of, communication and fundraising

Governance – Roles and Responsibilities 


	· Analysing the needs of a Programme or Project 
	Case study
	Ethics and Behaviour 

	3
	Skills and techniques

· Motivators for Giving and the Philanthropic Spirit  
	· Analysing the Donor Market
· Examining the Sources of Potential Income
	Brochure
	Appropriate message

	4
	Communicating to ‘Civil Society’ groups and individuals
	· How to Prepare a Budget for your Proposals 

· Fundraising Strategy Plan 

· Media Relations 

· Branding, Marketing, Sponsorship, Cause-related Marketing, Self-Generated Income, Direct Mail 
	Appeal
	Clarity and dignity

	5
	Communicating to corporate sector

· Face to Face Capital Campaigns 

· Legacy Programmes 

· Payroll Giving and Non-Financial Gifts 
	Setting up an Administrative System  
	An organisational information system integrating documentation, communication and fundraising.
	Best practice in communication and fundraising. 

	
	
	
	
	


Raising local funds from individuals and institutions based on work done is yet to reach its full potential. The prime need here—apart from a good programme!—is to effectively communicate the work done. This communication is an integral part of building public awareness of the organisation, which leads to fundraising.

Communicating the work done is a necessary part of building solidarity and raising funds. Documenting the work done for the purpose is vital to enhance credibility and demonstrate accountability. A strong programme of raising funds locally helps an organisation to diversify its sources of support and funding, leading to a greater degree of sustainability.
This course will enable participants to have a good grasp of techniques and skills to so that the work of the organisation is documented in a manner that ensures that it can be used for communicating the work done and raise funds.

Participants will have input sessions in the forenoon, which will be thematic. They will then translate this [for instance gender] into their organisational needs and make a document [for instance brochure] for communication and fundraising. It is designed so that each participant takes back at least one brochure and an appeal of high quality.
Other specialised courses

[on request only]

Notes:

1. The course details here are indicative. 
2. They will be customised 100% based on the requirements of the organisation(s) requesting the course. 
3. Minimum 10 participants; Maximum 25 participants for customised training.

4. In 2007, customised training can be arranged in mutually agreed dates in the months of June, July, September and November.
I Annual documentation summit [10 days]

Includes one day off/excursions
The course will cover
1. Documentation: Introduction
2. Organisational communication strategy.
3. Systems for institution development.
4. Case studies
5. Proposal writing
6. Report writing
7. Writing for communication and fund raising
8. Documentation for advocacy and campaigns
9. Presentations
10. Web documentation and website maintenance.

11. Publication

 Course fee: Rs 25,000 [Euro 500] Per person.

This is our most comprehensive course, as intensive as the rest, and more strenuous. It has everything in the other courses, and then some. In this we go from the basics, right up to publication—quite a journey for 10 days.

Join us in this course for a hectic 10 days with lots of fun, hard work and tight deadlines.

II Process reporting or how to write your organisation history in seven days [Online]
Date: Organisation specific
An online course that will help you document your organisation history, even if it has not been done before. Especially useful for organisations that want to record history before it is forgotten, or for organisations in transition. 
Recording your organisation history—even reconstructing it—is easier than you think. Writing, or reconstructing, your organisational history is simple. You need to follow a few simple guidelines. But you have to be systematic, disciplined and committed to it. If you are not serious about it, don’t start. The entire history of your organisation is in your head—and in the heads of the staff. The task is to put it down on paper. This is not a spectator sport. You need to do it.

The course uses simple techniques such as case studies and existing documentation. The history is reconstructed using tables and photographs to refresh memory. Different perspectives are incorporated using group work. Even ‘illiterate’ team members can contribute to the process.
At the end of this, you should have a written organisational history, whether your organisation is 2 or 20 years old.
III Proposal writing

A good proposal is a reflection of a good planning and implementation process, and a precursor to good fieldwork and a good report. This is a comprehensive, hands–on five–day course on proposal writing for small NGOs. The participants will be encouraged to learn by doing—in this case writing a proposal. The input sessions will be followed by practical sessions where the participants will build their proposal step–by–step.

The module will cover the basics of proposal writing, with a clear link between objectives, outcomes, activities and budgets. It will best benefit senior managers of small to medium NGOs, with a good command over English and a fair knowledge of mathematics and budgets.
The course will cover:
1. Linking proposals to outcomes and results

2. Proposal outline, Logical link between objectives, programmes and ‘SMART’ indicators.
3. Outputs and Indicators
4. Quantifying results 

5. Budget, Institutional Development and Sustainability.
IV Reporting

Reporting of the work done helps in self-reflection, fine-tuning intervention strategy and in building credibility. It is a mechanism of accountability to our focal community and to our supporters. It is a key instrument in organisational development. 
The course will enable participants to have a good grasp of reporting techniques and skills so that the report can feed into decision making at the organisation. The course will cover reporting to different audiences [internal, external] and different timeframes [daily, annual, programmatic]. 

The course will cover

1. Basics. 

2. Documentation: Introduction and skills
3. Reporting
· Case studies

· Minutes
· Seminar
· Workshop
· Programme
· Annual
4. Information and Reporting Systems.
V Strategic Planning and Management Information Systems [MIS]

	Day
	input session
	Skill
	Output
	Evaluation

	1
	Introduction to Strategic Planning and MIS
	Distinguishing vital, essential and desirable information
	Strategic objectives calendar
	Clarity of objectives

	2
	Project Cycle
	Logical link between objectives, programmes and indicators.
	Proposal outline
	‘SMART’

	3
	Information needs
	Developing indicators
	Outputs and Indicators
	Optimal Ignorance

	4
	Systems and budgeting
	Synchronising programmes, budgets and systems
	Budget, Institutional Development and Sustainability.
	Maximising Impact

	5
	Building information systems
	· Communication, basics and strategy 

· Developing people friendly information systems

· Communication, basics and strategy
	· Communication strategy

· Information system integrating programme requirements, documentation, communication and fundraising
	Clarity and response


VI: Electronic documentation, Web design and hosting

The internet has become an inseparable part of our life… and the digital divide makes poverty even more stark. After we have put up our website in two days flat—including learning time—we realised how easy it is. We have got the same experts who taught us to design this module.

In this course we will help you:

1. Put up your own website. [Drupal/Text pattern or another OpenSource software will be used]

2. Teach you to update it by yourself.

3. A little bit of HTML and the ‘net language’ for additional formatting.

4. Manage egroups.

Do remember:

1. You would need to bring your own lap-tops. 

2. We could arrange computers on request.

3. If you do not already have a website, you would need to let us know the desired name for your website, and we will register one for you. [annual hosting and registration charges will be about Rs 3,000 ~ Euro 60]. Alternately, you could register and get the domain passwords along.

VII Documentation for Advocacy and Campaigns

	Day
	Input
	skill
	output
	Evaluation

	1
	Introduction to communication and documentation
	Basics of documentation  
	Identify the campaign/ cause information requirements.
	Accuracy

	2
	Introduction to advocacy
	Basics of communication
	Pamphlets/ 'bit notices'
	Brevity

	3
	Power communication 1: Numbers: Documentation for policy change. 
	Data analysis
	Fact finding report
	Clarity

	4
	Power communication 2: Law and legal standards
	Action
	Case study
	Desired behaviour

	5
	Power communication 3: Mass Media
	Documentation for solidarity.
	Letter to editor and press note
	Best practice 
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