DSO INTERNATIONAL REFRESHER COURSE

ICRAF HQ, Nairobi 7-23 November 2001

LOGISTICS CHECKLIST – status date

	ACTIVITY
	RESPONSIBLE
	BY WHEN/

COMMENTS

	PRE-COURSE ARRANGEMENTS

	· Nomination letter & package 
	EK
	done

	· Applications - filing
	EK
	ongoing

	· Budget & expenditure
	EK + JB
	continuous

	· Programme content & resource persons
	JB + JA
	ongoing

	· Field visits Rift Valley – Western Kenya
	JA
	End September

	· Selection
	JB + T&E
	End September

	· Confirmations + info package
	EK
	End September - October

	· International travel arrangements (TAs, bookings, follow-up)
	Travel Unit with EK/RM
	

	· Liaison with Protocol Office to facilitate arrivals
	EK
	

	· Liaison with DGs Office on opening & closing
	JB
	Course opening

	· Local transport (participants & resource persons)

· Airport

· Daily

· Field visit (car-air return)
	JA with John Bruce and/or Travel

ICRAF?

Tour company (?)

Tour company
	course

	· Hotel booking (B&B arrangement) – Nairobi

· Hotel booking (Kisumu) 14-15 November
	RM + Intercon

JA (field visit) + RM or EK
	asap

	· Catering:

· Water in training room(s)

· lunches

· coffee breaks

· 2 social functions (+invitations)
	RM with EK

RM

NAS

NAS

Caterer + Carnivore
	

	· Name tags
	EK
	

	· Conference bags & binder ordering
	EK + JB
	Logos + binders (25)

	· Stationery (usual set participants and training rooms)
	EK/RM
	course

	· Registration and claims form
	RM/EK
	course

	· Per diem payments
	FINAD + RM
	course

	· Medical insurance
	N/A
	N/a

	· Training materials

· Collect – collate

· Copying

· Binding (binders)

· Distribution (
	JB

EK + photocopying

EK + messenger(s)

RM + messenger(s)
	Ongoing

October

October

Course

	· Training rooms and facilities

· Bookings (conference hall + smaller rooms)

· Equipment

· Decoration
	RM + EK + J. Kiio + Sammy

RM
	Asap

Course

	· Certificates of participation
	JB + EK + CM
	Course

	· Welcome letter + practical info + identification letter
	JB + EK
	Pre-course

	DURING THE COURSE

	· Registration desk (bags, binders, forms, nametags,…)
	RM/EK
	

	· Secretarial services (communications, typing,…)
	EK + RM (JB + JA)
	(no phones/e-mail)

	· Handout reproduction and distribution (photocopying)
	EK/JB
	

	· Arrange for a group picture
	EK + A N
	

	· Messenger services (?)
	RM
	

	· Course & TM evaluation

· Form development

· Distribution & collection

· Analysis
	JB + PT
	

	
	
	


Comments:

1. JA to assist on field visits, impact assessment, backstopping 

2. A list of (social) options for the 2 Sundays needs to be developed. Participation at participant expense, ICRAF only facilitates.  (RM to propose)

3. DSA at 25 US$ pp/pd to cover meals and out of pocket expenses

4. Conference hall arrangement is 8 ‘round’ tables of 5 seats each plus 20 back row seats for observers. 3 or 4 smaller rooms needed during the last week to accommodate group work.

5. No medical insurance but assistance for specific cases

6. No special banking facilities required

7. No additional caterer for daily lunches while at ICRAF. NAS to prepare special menus.

8. Those responsible for specific activities to all relevant copy info to organizing committee (JB+JA+RM+EK)

