INDEPTH Network

Template for Reporting on INDEPTH Workshops

The following template is intended to guide rapporteurs / report writers of workshops on what the Secretariat expects in their reports.
	Workshop Title Page:
	a) Title
b) Dates

c) Venue – city/country

d) Host

e) Funded by INDEPTH. If co-funding was secured, the Secretariat will inform.

	Names of INDEPTH sites that participated
	On page 2, please list the names of all sites (site/country) that participated. Below the list of sites, provide the names of the facilitators and their institutions. 

Note: Don’t list the names of participants – provide the names as an appendix.

	Background
	Here provide:

a) The rationale/justification for the workshop. Why was it necessary?
b) How and when the workshop was announced? Two-three months before?
c) How were the sites selected? How was the application process? 

d) Provide and refer to an appendix the application emails or a summary of how they were received.

	Objectives:
	The workshop has the following objectives:
1. …

2. …

	Activities carried out:
	Provide a day-by-day summary of activities carried out. 
Were there plenary or working group sessions? Field visit? Presentations by whom on what? (Provide presentations as appendices)

	Workshop Achievements

	What were the overall achievements of the workshop?

	Conclusion / Recommendations
	Any advice for the Secretariat? Would you recommend this workshop for the future? 

	Appendices
	a) Workshop programme
b) List of participants

c) Presentations

d) Any other relevant information


