
[image: image1.png]I-TECH

ks

INTERNATIONAL
TRAINING &
EDUCATION
CENTER ON HIV




Training Logistics:

 A Worksheet

	What you need to know
	Where to find the answer
	How to find the answer (steps)
	Team notes

	Training Schedule/Structure


	
	
	

	· Optimal number of training days


	
	
	

	· Spread of training: over one week, month, etc.
	
	
	

	· Best day(s) of the week


	
	
	

	· Best time of day
	
	
	

	· Length of each session 


	
	
	

	· Time of year


	
	
	

	Training Location


	
	
	

	· Accessible by car?


	
	
	

	· Accessible by public transportation?


	
	
	

	· Handicap accessible?


	
	
	


	· Easy to locate?


	
	
	

	· Adequate parking?


	
	
	

	· Safe parking?


	
	
	

	· Comfortable for participants?


	
	
	

	· A large enough training room? 


	
	
	

	· Supplies on site?


	
	
	

	· Sources of other needed supplies


	
	
	

	· Food available (lunch, snacks, etc.)?


	
	
	

	Advertising


	
	
	

	· Lead time for advertising 


	
	
	

	· Information for enrollment forms


	
	
	

	· Will flyers be an effective marketing tool?


	
	
	


	· Will direct invitations be an effective marketing tool?


	
	
	

	· Would a newsletter be an effective marketing tool?


	
	
	

	· Other advertising ideas


	
	
	

	Registration
	
	
	

	· By fax?


	
	
	

	· By phone?


	
	
	

	· By e-mail?


	
	
	

	· By mail?


	
	
	

	· Through worksite?


	
	
	

	· Other ways to register


	
	
	


	· Other registration considerations
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