

Road Map for the Organization of a Project Analysis and Training on Climate and Disaster Risk Reduction in Your Country
	Deadline
	What
	Who 
	Status/Remarks

	XX.XX.20XX
	Clarify travel program for international experts
	
	Done

	XX.XX.20XX
	Book flights for international experts
	
	Done

	XX.XX.20XX
	Adapt 1st week program
	
	Done

	XX.XX.20XX
	Draft budget
	
	In Progress 

	XX.XX.20XX
	Draft invitation list
	
	Done 

	XX.XX.20XX
	Draft invitation
	
	Done

	XX.XX.20XX (Skype meeting)
	Agreement on MoU (financial and organizational contribution) 
	
	In Progress 

	XX.XX.20XX
	Send invitations and pre-questionnaire to participants
	
	Done

	XX.XX.20XX
	Organize training location and hotel
	
	In progress 

	XX.XX.20XX
	Identify local experts
	
	Done

	XX.XX.20XX (Skype meeting)
	Identify possible location of field visit for training
	
	In progress

	XX.XX.20XX
	Draft climate guide for your country
	
	In progress

	XX.XX.20XX
	Contracts/Agreements with local experts/resource persons
	
	In progress

	XX.XX.20XX or later
	Prepare exercises, presentations, Draft evaluation form, certificates etc. for training
	
	In progress

	XX.XX.20XX
	Obligate translator for project analysis
	
	Done

	XX.XX.20XX
	Obligate training moderator
	
	Done

	XX.XX.20XX or later
	Evaluate pre-questionnaires
	
	Done

	XX.XX.20XX
	Organize project (project visit, meetings with women, men and project coordinator, hotel and transportation) for the first week
	
	In progress – ask at next skype meeting

	XX.XX.20XX
	Send PACDR tool and CC guide to participants for pre-studying
	
	

	XX.XX.20XX 
	Speakers' deadline for delivering presentations for quality control
	
	

	XX.XX.20XX
	Final training program
	
	

	XX.XX.20XX
	Inform and prepare material needed during the training (e.g. projector, LCD projector, printer, flip charts, laptops etc.)
	
	

	XX.XX.20XX
	Print program, exercises and field visit program, evaluation form for participants, certificates
	
	

	XX.XX.20XX
	Print climate change guide and PACDR for participants
	
	

	XX.XX.20XX
	Swap contact information with all facilitators and participants 
	
	

	XX.XX.20XX
	Organise a cultural evening
	Local organization
	

	Dates
	Project analysis of Project


	Responsible (field officer, programme manager etc.) of analysed project

+ translator
	

	Dates
	Climate training in City, Country
	
	

	
	Burn DVD/ memory stick with training material
	
	

	
	Final Report of project analysis
	
	

	
	Report on climate training 
	
	

	
	Evaluation of feedback of training and monitoring
	
	

	
	Final budget
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