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Training & OJT Preparation Phase 
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1-Training and OJTs Preparation

• Always use the standard  Templates shared by the CSP (such as PPP, guidelines, tip sheets, pre and pos test etc..)

• Branding & Visibility: For all documents please make sure to include the USAID logo on the upper left of the 
document and the proper USAID disclaimer 

• Kindly submit the technical assistance material for review one week in advance or in a minimum of 4 days

• For integrity, include citations and reference, whenever applicable 

• While preparing for a session or a training, please always refer to the signed PO as a guidance. The PO provides all 
details related to the activities’ deliverables required 
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PO Deliverables’Table

• Deliverables and Supporting Documents

• Timelines 

• Payment Schedules
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Type of Technical Assistance Material
• Standard Training

• Deliverables: PPP, Agenda, Syllabus, Pictures, Pre and Post Test , Consent Form (CSP: Training Evaluation)

• On the Job Training
• Deliverables:  Session’s Objectives, material (if applicable) , pictures 

• Guidelines: This document should be detailed and comprehensive. It should include all the necessary information 
and templates needed by the trainees to properly implement the information that they have been trained on. It is 
used as reference after the training delivery. It should be printed with spiral binding and delivered to the trainees.

• Tip Sheets: This is a short publication containing special information or tips relating to the particular topic that 
we are training on. It includes only major important points. Should be printed as a laminated copy and hanged up 
in a visible place 

• Plans: Includes business plans, marketing plans, strategic plans. Plans should be should be printed with spiral 
binding and delivered to the trainees
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Type of Technical Assistance Material

• Infographics: This document is used to send specific warning message. It should be printed on a foam board and 
hanged up in a visible place

• Notes: 
• We ask for three copies from each printed deliverables (Guidelines, Tip Sheets, Plans) 
• Please make sure to collect a proof of material’s delivery 
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Guidelines

Cover Page Index Details Templates
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Tip Sheets

Brief

Main Key Points



TO3 Notes and Feedback

Infographics

Warning Message



Training & OJT Implementation Phase 
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1I-Training and OJTs – Implementation

• The Capacity Building Officer (CBO)  is our focal point with the community 

CSP and Service Providers communicate with the community only through the CBO. 

All field visits and meetings should be booked through the CBO.  

The CBO attends all field visits.  

• Always take pictures including USAID visibility 

• Make sure to have a signed Consent Form for people attending for the first time 

• Make sure that attendance sheet is properly filled 
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Attendance Sheet
This form is an important
data collection tool.
It helps us collect all the
needed information to
report against our
indicators.
Please fill all the boxes
and make sure that
handwriting is readable



Training & OJT Reporting Phase 
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1II-Training and OJTs – Reporting

• Hard Copies: Please deliver the hard copies of the forms to the CSP office as soon as you finish the 
trainings/sessions (signed attendance, corrected pre and post tests, signed consent form etc.)

• Reports: A synthetic summary report should be submitted at the end of the delivery of each component. This 
should not only list the description of the deliverables. It should list:

• The challenges faced
• The results achieved
• Recommendations 
• Comparison of the situation before and after TO3 intervention
• Proof of Adaptation (Whenever required ) 
This is an important tool that we use to improve our technical assistance delivery and to show to USAID 
improvements in the community 
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Reporting Phase

• Invoice Submission:
• Please submit the invoice to the CSP for review and processing directly after completion of all the deliverables. 
• To submit an invoice, please send an email including:

• The invoice 

• The deliverables as per the signed PO

• A copy of the signed PO

Invoices are to be submitted before the 23rd of each month. 



Questions & Answers 



THANK YOU

STAY CONNECTED!

CSP LEBANON.ORG | @CSPLEBANONINFO@CSPLEBANON   |

https://csplebanon.org/
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