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 Module1: Record keeping & Management 
Introduction 
In today's dynamic and regulated business environment, the effective management of 

records is essential for organizational success. Whether you work in healthcare, finance, 

education, or any other sector, records serve as the backbone of operations, providing 

critical documentation of transactions, decisions, and activities. 

This module is designed to equip you with the knowledge and skills necessary to 

understand the importance of records, adhere to best practices in record keeping, and 

leverage modern technologies to streamline record management processes. By the end of 

this training, you will be empowered to maintain accurate, secure, and accessible records 

that comply with legal and regulatory requirements. 

Record keeping is the systematic process of collecting, organizing, and maintaining 

documented information. It serves as a critical function across industries and 

organizations by preserving valuable data that supports decision-making, ensures 

accountability, and facilitates regulatory compliance. 

Effective record keeping involves not only the meticulous capture and storage of 

information but also adherence to principles such as accuracy, completeness, and 

security. It spans various types of records, including financial transactions, personnel 

files, operational logs, and legal documents, each requiring specific management 

strategies throughout their lifecycle—from creation to disposal. 

In today's digital era, advancements in technology have transformed record keeping 

practices, offering diverse systems and tools for storage, retrieval, and analysis. However, 

amidst these advancements, the importance of maintaining confidentiality, data integrity, 

and compliance with legal requirements remains paramount. 

By mastering record keeping and management principles, organizations can enhance 

operational efficiency, mitigate risks, and foster transparency. This introduction sets the 

stage for exploring the intricacies of record keeping and management in greater depth, 

emphasizing its foundational role in organizational success and regulatory adherence. 

We encourage active participation and engagement throughout this module to maximize 

your learning experience. Let's embark on this journey together to master the art and 

science of record keeping and management. 

Learning Objectives: 

1. Understand the Importance of Records: 



o Define what constitutes a record. 

o Explain the significance of records for legal, operational, and historical 

purposes. 

2. Principles of Effective Record Keeping: 

o Identify key principles such as accuracy, completeness, consistency, and 

security. 

o Discuss the importance of timely recording and classification of records. 

3. Types of Records and Their Management: 

o Explore different types of records (e.g., financial, personnel, operational). 

o Understand the lifecycle of records from creation to disposition. 

4. Legal and Regulatory Requirements: 

o Outline relevant laws, regulations, and standards governing record keeping 

(e.g., GDPR, HIPAA). 

o Discuss the implications of non-compliance and the importance of 

confidentiality. 

5. Record Keeping Systems and Technologies: 

o Introduce various record keeping systems (e.g., electronic databases, paper-

based systems). 

o Evaluate the advantages and disadvantages of different technologies. 

6. Retention and Disposal Policies: 

o Develop guidelines for determining retention periods based on legal, 

operational, and historical requirements. 

o Discuss secure disposal methods and the importance of data protection 

during disposal. 

7. Access and Security Measures: 

o Implement protocols for controlling access to records. 

o Address security measures to protect records from unauthorized access, 

alteration, or destruction. 

8. Training and Awareness: 

o Establish training programs for employees on record keeping policies and 

procedures. 

o Promote awareness of the importance of record keeping across the 

organization. 

The documentation process generally involves several key steps to ensure that 



information is captured, organized, and communicated effectively. Here’s a structured 

approach to the documentation process: 

1. Planning and Preparation: 

o Define Objectives: Determine the purpose of the documentation (e.g., user 

guides, technical specifications, API documentation). 

o Identify Audience: Understand who will be using the documentation and 

their knowledge level. 

o Establish Scope: Define what topics or areas will be covered and any 

limitations. 

o Set Standards: Establish formatting guidelines, writing style, and templates 

if applicable. 

2. Gathering Information: 

o Research: Collect information from subject matter experts (SMEs), existing 

documentation, or other relevant sources. 

o Interviews: Conduct interviews with stakeholders or users to gather insights 

and clarify requirements. 

3. Organizing Content: 

o Outline Creation: Develop a hierarchical structure or outline for the 

documentation. 

o Content Chunking: Break down information into manageable sections or 

topics. 

o Storyboarding (for multimedia): Plan the sequence and flow of 

multimedia content if applicable. 

4. Creating Drafts: 

o Writing: Write initial drafts based on gathered information and the defined 

outline. 

o Review and Iteration: Revise drafts based on feedback from SMEs or 

stakeholders. 

o Visual Aids: Include diagrams, screenshots, or illustrations to enhance 

understanding. 

5. Editing and Formatting: 

o Editing: Ensure clarity, accuracy, and consistency in language and 

terminology. 

o Formatting: Apply consistent formatting, headings, fonts, and styles for 

visual consistency. 

o Accessibility: Ensure the documentation is accessible to all users, including 

those with disabilities. 

6. Review and Approval: 



o Peer Review: Have colleagues or other team members review the 

documentation for accuracy and completeness. 

o SME Review: Obtain final approval from SMEs or stakeholders to ensure 

accuracy and alignment with requirements. 

7. Publishing and Distribution: 

o Version Control: Manage versions of the documentation to track changes 

and updates. 

o Publishing: Make the documentation available through appropriate channels 

(e.g., online platforms, internal repositories). 

o Distribution: Notify users or stakeholders about the availability of the 

documentation and provide access instructions if necessary. 

8. Maintenance and Updates: 

o Feedback Mechanism: Establish a process for users to provide feedback or 

report issues with the documentation. 

o Regular Updates: Review and update the documentation periodically to 

reflect changes in software, processes, or user feedback. 

9. Archiving and Retrieval: 

o Storage: Store documentation in a secure location with appropriate backup 

measures. 

o Search ability: Ensure documentation is easily searchable and retrievable 

for users. 

10. Training and Support: 

o Training Materials: Develop supplementary materials or training guides 

based on the documentation. 

o Support: Provide ongoing support to users who have questions or need 

assistance with the documentation. 

 

 

 

 

 

 



    Record keeping & management Objectives 

By the end of the module participants will: 

 Documentation and Evidence 

 Compliance and Legal Requirements 

 Operational Efficiency 

 Business Continuity and Risk Management 

 Accountability and Transparency 

 Resource Optimization 

 Protection of Intellectual Property 

 
 
 
 



Module Overview 

This training module aims to equip participants with the essential skills and knowledge 

necessary for effective record keeping and management within organizational settings. 

Records are crucial for documenting transactions, decisions, and activities, ensuring 

compliance with regulations, supporting organizational memory, and facilitating 

informed decision-making. This module will cover the principles, best practices, and 

tools required to maintain accurate, secure, and accessible records. 

 

Activity Time 

Session1: Introduction to Record Keeping 1hr 30min 
1: Introductory Activity & Importance of Record Keeping 10 min 

2: Definition of Records   40 min 

3: Key Principles of Record Keeping (Accuracy, Completeness, etc.)   40 min 

Session2: Types of Records and Their Management 1hr 30min 
4: Overview of Different Types of Records (Financial, Personnel, 
Operational, etc.) 

25min 

5: Lifecycle of Records: Creation, Storage, Retention, Disposal 40min 

6: Case Study: Managing Records in Different Scenarios 25min 

Session3: Record Keeping Systems and Technologies 1hr 30min 
7: Types of Record Keeping Systems (Electronic vs. Paper-based) 30min 

8: Advantages and Disadvantages of Each System 40min 

9: Choosing the Right Technology: Factors to Consider 20 min 

Session4: Best Practices in Record Retention and Disposal 1hr 30min 
10: Developing Retention Policies: Legal, Operational, and Historical 

Considerations 

30 min 

11: Secure Disposal Methods: Shredding, Digital Wiping, etc. 20 min 

12: Practical Tips for Effective Record Management 40 min 

 Total Time: 6 hr 

  

 

 

 

 

 



Training Methodology: 

Flow -Steps Methodology/ 
Process 

Description Duration Require 
resources 

Step – 1 Mind Jog Ice breaking, 
Introduction 
sharing 

An energizer  15 Minutes  

Step – 2 Personal 
connection 

Storytelling, Guest 
speaker 

Experience from 
personal life 

30 Minutes  

Step – 3 
Information 
Exchange 

Audio Visual, Role 
play, Case study 

Storytelling, 
Knowledge 
sharing 

30 Minutes  

Step – 4 
 Real World 
Connection & 
Feedback 

Lecture, 
storytelling & 
Interactive 

Connect with 
own life and plan 
for further 

15 Minutes  



 
                         Module1Materials and Preparations 

 Basic training materials: Chart paper, markers, tape, A4paper.
 Make sure participants have their Participant’s Handbook available.

                                      Session1: 

 1paperball

 Learners ‘Reflection

 Prepare a paper with the pro verb(below) to discuss with learners

 Review objectives of the module

 1rope(or a chalk to draw on the floor)

 Handout1: Introduce participants to the fundamentals of record keeping.

 Presentation on the significance of record keeping 

 Discussion on types of records and their importance 

 Q&A session to clarify concepts 

Session2: 

 1paperball

 Review materials for the session

 Collect3-4 long sticks beforehand (approx.3meterslongeach)(one 

for each group of 8-10 learners)

 🖑Handout 2: Explore types of records & strategies for their management. 

 Types of Records (Financial, Personnel, Operational, etc.) 

 Lifecycle of Records: Creation, Storage, Retention, Disposal 

 Case Study: Managing Records in Different Scenarios 

Session3: 

 1paperball

 Review the instructions to give to participants and the debriefing questions

 Handout 3: record keeping systems and technologies, and their 

implementation.

 Record Keeping Systems (Electronic vs. Paper-based) 

 Advantages and Disadvantages of Each System 

 Choosing the Right Technology: Factors to Consider 

Session4: 

 Prepare a whistle or a bell (if available) to use for the activities.

 Handout 4: guidelines for record retention periods and secure disposal 

methods.

 Developing Retention Policies: Legal, Operational, and Historical 

Considerations 

 Secure Disposal Methods: Shredding, Digital Wiping, etc. 

 Practical Tips for Effective Record Management 



Chapter - 2 
Session: 1- 

About session:-. This session designed for provide an overview of introduce participants 

to the fundamental concepts and importance of record keeping. 15-20minutes) 

Objectives: (5-7 Minutes) 

a) Welcome and introductions 

b)  Icebreaker activity 

c) Lecture on Importance of Record Keeping 

d) Group discussion on the Definition of Records.  

e) Key Principles of Record Keeping. 

 

Importance of Record Keeping: 

Record keeping is essential for several reasons: 

1. Accountability: It provides a clear trail of transactions and decisions, helping organizations and 

individuals hold themselves accountable. 

2. Legal Compliance: Many industries require specific records to be maintained for regulatory 

compliance. Proper documentation can protect against legal issues. 

3. Financial Management: Accurate records help track income and expenses, facilitating 

budgeting and financial planning. 

4. Decision Making: Access to reliable data enables better strategic decisions and helps identify 

trends over time. 

5. Operational Efficiency: Organized records streamline operations, reduce redundancy, and 

improve workflow. 

6. Historical Reference: They serve as a valuable resource for understanding past activities and 

making informed future plans. 

7. Risk Management: Good record keeping helps identify potential risks and implement 

appropriate mitigation strategies. 

8. Enhanced Communication: Well-maintained records improve communication among team 

members, ensuring everyone is on the same page. 

Definition of Records 

Records are documented pieces of information or evidence that capture activities, transactions, or 

events. They can take various forms, including: 

1. Written Documents: Reports, memos, and contracts. 
2. Digital Files: Emails, databases, and spreadsheets. 
3. Images: Photographs, scanned documents, and videos. 
4. Audio: Voice recordings or interviews. 
5. Physical Objects: Artifacts or items that hold historical significance. 



Records serve as a formal way to retain and convey information for reference, compliance, 

accountability, and decision-making. They are essential for organizations, governments, and individuals 

to maintain an accurate history of actions and communications. 

Key Principles of Record Keeping: 

The key principles of record keeping include: 

1. Accuracy: Records should be precise and free from errors to ensure reliable information. 

2. Completeness: All relevant information must be captured to provide a comprehensive view of 

transactions or events. 

3. Consistency: Records should be maintained in a uniform manner over time to ensure 

comparability and reliability. 

4. Timeliness: Records should be created and updated promptly to reflect current information and 

support timely decision-making. 

5. Accessibility: Records must be organized and stored in a way that allows easy retrieval by 

authorized individuals. 

6. Security: Proper measures should be in place to protect records from unauthorized access, loss, 

or damage. 

7. Retention: Records should be kept for a specified duration according to legal, regulatory, or 

organizational requirements, after which they can be safely disposed of or archived. 

8. Integrity: Records should be maintained without alteration or tampering, ensuring their 

authenticity over time. 

These principles help ensure that record keeping is effective, reliable, and meets legal and organizational 

standards. 

 

 

Flow -Steps Methodology/ 

Process 

Description Duration Require 

resources 

Step – 1 Mind Jog Ice breaking, 

Introduction sharing 

An energizer  15 

Minutes 

 

Step – 2 Personal 

connection 

Storytelling, Guest 

speaker 

Experience 

from personal 

life 

30 

Minutes 

 

Step – 3 Information 

Exchange 

Audio Visual, Role 

play, Case study 

Storytelling, 

Knowledge 

sharing 

30 

Minutes 

 

Step – 4 

 Real World 

Connection & 

Feedback 

Lecture, storytelling 

& Interactive 

Connect with 

own life and 

plan for further 

15 

Minutes 

 



 

Details Session:  

Step – 1 Mind Jog 

1. Brainstorming Session: 

a) Categorization Challenge: Take a random stack of documents or digital files related 

to a project or task. Without looking deeply into each one, categorize them into broad 

groups such as financial records, correspondence, project plans, and miscellaneous. This 

exercise helps in understanding the importance of initial categorization and its impact on 

efficient retrieval. 

b) Document Retrieval Race: Set a timer for 5 minutes and challenge yourself or your 

team to locate a specific document related to a recent project or client. This exercise 

simulates the urgency of real-world scenarios where quick access to accurate information 

is crucial. Note any difficulties faced during the search to identify potential 

improvements in organization or indexing. 

 

Step – 2 Personal connection 

 

Creating personal connections to exercises aimed at enhancing your relationship with 

record keeping and documentation: 

1. Documentary Reflection Journaling: Set aside times each week to reflect on 

your experiences with record keeping and documentation. Write about any 

challenges you faced, successes you achieved, or insights you gained. Consider 

how effective record keeping impacted your productivity or decision-making. This 

exercise encourages self-awareness and helps you identify personal strengths and 

areas for growth in managing documents. 

 

Step – 3 Information Exchange 

Objective: Information exchange exercises can be valuable for sharing knowledge, 

experiences, and insights among participants interested in collective farming. Here are 

four types of exercises for facilitating information exchange: 

Documentation Best Practice Sharing Session: 

 Organize a group discussion or workshop where team members share their best 

practices for record keeping and documentation. 



 Each participant can present a specific method, tool, or approach they find 

effective. 

 Encourage open dialogue to discuss the pros and cons of different practices and 

identify common challenges. 

 Facilitate brainstorming on how to integrate the best practices into a unified 

approach that benefits the entire team or organization. 

 

Step – 4 Real World Connection  

 

 Exercises on collective farming can help participants understand the practical 

implications and applications of collective farming principles in everyday contexts.  

Document Review and Improvement Session: 

 Select a recent project or process within your organization that involved extensive 

documentation. 

 Gather a cross-functional team involved in the project (e.g., project managers, 

analysts, administrators). 

 Conduct a structured review session where team members analyze the existing 

documentation, focusing on clarity, completeness, and relevance. 

 Identify areas for improvement, such as updating outdated information, enhancing 

formatting for readability, or adding supplementary documentation where 

necessary. 

 Develop an action plan to implement the suggested improvements and establish 

follow-up procedures to monitor progress. 

 

Session: 2- 

About session: This session will focus on explore various types of records encountered 

in organizational settings and strategies for their effective management. (15-20minutes) 

Objectives: (5-7 Minutes) 

a) Lecture on different types of records 

b) Understanding the stages from creation, classification, storage, retrieval, retention, to 

disposal. 

c) Visualize case studies and success stories to analyzing scenarios to identify appropriate 

management practices for different types of records. 



 

Flow -Steps Methodology/ 

Process 

Description Duration Require 

resources 

Step – 1 Mind Jog Ice breaking An energizer  15 Minutes  

Step – 2 Personal 

connection 

Storytelling, 

Video 

testimonials 

Experience 

from personal 

life 

20 Minutes  

Step – 3 Information 

Exchange 

Audio Visual, 

Case study 

Storytelling, 

Role play 

35 Minutes  

Step – 4Real World 

Connection & 

Feedback 

Lecture, Role 

playing & 

Interactive 

Connect with 

own life and 

plan for 

further 

20 Minutes  

 

Details Session:  

 

Step – 1 Mind Jog 

 

a) Retention Policy Quiz: Create a quiz for yourself or your team about how long certain 

types of records should be kept based on legal and operational requirements. For 

example, ask how long customer invoices should be retained versus internal meeting 

notes. This exercise enhances awareness of compliance and governance aspects of record 

keeping. 

b) Documentation Gap Analysis: Select a recent project or process and systematically 

review its documentation. Identify any gaps where information is missing or unclear, 

potentially leading to misunderstandings or inefficiencies. This exercise helps in 

recognizing the importance of thorough documentation and highlights areas that require 

additional attention. 

 

Step – 2 Personal connection 

 

Document Organization Mind Mapping: Use a mind mapping tool or pen and paper to 

visually map out the categories and subcategories of documents you handle regularly. 

Reflect on why certain documents are grouped together and how this organization helps 

or hinders your workflow. This exercise promotes a deeper understanding of your 

personal document management preferences and can inspire improvements in your 

organizational system. 

 



Step – 3 Information Exchange 

Regulatory Compliance Simulation: 

 Research and identify relevant regulatory requirements or industry standards 

applicable to your organization's operations (e.g., GDPR for data protection, ISO 

standards for quality management). 

 Create a simulation exercise where participants role-play as compliance officers or 

auditors tasked with reviewing the organization's documentation. 

 Provide scenarios that challenge participants to locate specific documents, 

demonstrate adherence to regulatory guidelines, and explain how documentation 

supports compliance efforts. 

 Facilitate discussions on lessons learned, gaps identified, and strategies for 

enhancing compliance through improved documentation practices.  

Session: 3- 

About session: This session will focus on explore different types of record keeping 

systems and technologies available to organizations. (15-20minutes) 

Objectives: (5-7 Minutes) 

a) Group exercise to developing types of Record Keeping Systems 

b) Lecture on process of Choosing the Right Technology 

c) Develop strategies for Implementation Challenges and Solutions. 

 

Flow -Steps Methodology/ 

Process 

Description Duration Require 

resources 

Step – 1 Mind 

Jog 

Ice breaking, 

Introduction 

sharing 

An energizer  15 

Minutes 

 

Step – 2 

Personal 

connection 

Storytelling, Case 

study 

Experience from 

personal life 

25 

Minutes 

 

Step – 3 

Information 

Exchange 

Audio Visual, 

Role play, Case 

study 

Story, Role play, 

Film Screening 

20 

Minutes 

 

Step – 4 

 Real World 

Connection & 

Feedback 

Lecture, Case 

study & 

Interactive 

Connect with 

own life and 

plan for further 

30 

Minutes 

 

 



Details Session:  

 

Step – 1 Mind Jog 

 

a) Documentation Audit: Pick a recent project or task you've completed and review the 

documentation associated with it. Identify any gaps or inconsistencies in the 

documentation that could potentially cause confusion or hinder future understanding of 

the project. This exercise helps in recognizing the importance of thorough and consistent 

documentation practices. 

b) Version Control Simulation: Create a scenario where multiple team members 

simultaneously update a shared document or file. Practice managing version control by 

tracking changes, consolidating edits, and ensuring everyone has access to the most 

recent version. This exercise emphasizes the importance of version control protocols in 

preventing errors and maintaining document accuracy. 

 

Step – 2 Personal connection 

Document Archiving Journey: Select a meaningful document from your personal or 

professional life, such as a project report, achievement certificate, or personal journal 

entry. Write a short narrative describing its significance, how it was initially documented, 

and why you chose to keep it. Reflect on how preserving this document has benefited you 

over time. This exercise encourages appreciation for the value of record keeping in 

capturing memories, tracking progress, and preserving achievements. 

 

Step – 3 Information Exchange 

 

Documentation Tool Demo and Comparison: 

 Identify and research different tools or software platforms used for document 

management, such as cloud storage solutions, version control systems, or 

collaboration platforms. 

 Have participants individually or in small groups explore and familiarize 

themselves with one or more tools. 

 Organize a demo session where each group presents their findings, demonstrating 

the features, usability, and advantages of the tools they researched. 

 Facilitate a discussion comparing the strengths and weaknesses of each tool and 

how they could potentially enhance current document management practices. 



 

Step – 4 Real World Connection  

Session: 4- 

 

About session: In this session will focus on discuss guidelines and best practices for 

retaining and securely disposing of records.  (15-20minutes) 

Objectives: (5-7 Minutes) 

a) Establishing guidelines based on legal, operational, and historical requirements for 

retaining records. 

b) Exploring methods such as shredding, digital wiping, and recycling to ensure secure 

disposal of records. 

c) Summarizing best practices to optimize record management processes and improve 

organizational efficiency. 

d) Closing remarks and course evaluation. 

 

Flow -Steps Methodology/ 

Process 

Description Duration Require 

resources 

Step – 1 Mind 

Jog 

Open discussion An energizer  5 

Minutes 

 

Step – 2 Personal 

connection 

 Creative writing 

& story telling 

Experience from 

personal life 

10 

Minutes 

 

Step – 3 

Information 

Exchange 

Audio Visual, 

Role play, Case 

study 

Story, Role play, 

Film Screening 

20 

Minutes 

 

Step – 4 Real 

World 

Connection  

Field Visit & 

Interactive 

Connect with own 

life and plan for 

further 

30 

Minutes 

 

Step – 5 

Feedback 

Review of 

learning 

objectives 

Addressing 

question   & 

answer 

30 

Minutes 

 

 

Details Session:  

 

Step – 1 Mind Jog 

Step – 2 Personal connection 

Personal Action Planning: 



1. Document Retrospective Dialogue: Imagine having a conversation with your 

future self about your current document management practices. What advice would 

your future self give regarding organization, retrieval, or preservation of 

documents? Write a letter or create a dialogue where you discuss lessons learned, 

improvements made, and challenges overcome in managing documents effectively. 

This exercise fosters introspection and encourages proactive thinking about long-

term document management strategies. 

The exercise designed to help participant develop a personal connection to record 

keeping and documentation by encouraging reflection, exploration, and thoughtful 

consideration of how these practices impact their life and work. 

 

Step – 3 Information Exchange 

 

Documentation Skills Workshops: 

 Offer workshops focused on specific skills related to document management, such 

as digital archiving, version control, metadata tagging, or document retention 

policies. 

 Invite subject matter experts or knowledgeable team members to lead the 

workshops, providing practical demonstrations and hands-on exercises. 

 Allow participants to practice the skills learned during the workshop sessions, ask 

questions, and receive feedback from peers and facilitators. 

 

Step – 4 Real World Connection  

 

1. Document Management in Crisis Response: 

o Develop a tabletop exercise simulating a crisis scenario (e.g., natural 

disaster, cyber security breach, legal dispute) where quick access to accurate 

documentation is critical. 

o Formulate scenarios that challenge participants to retrieve essential 

documents, communicate effectively with stakeholders, and maintain 

document integrity under pressure. 

o Facilitate discussions on strategies for maintaining a centralized document 

repository, implementing emergency access protocols, and ensuring business 

continuity through robust document management practices. 



o Debrief the exercise to identify strengths, areas for improvement, and 

lessons learned in preparing for and responding to crisis situations through 

effective documentation. 

The exercise integrate real-world challenges and scenarios with record keeping and 

documentation practices, fostering practical learning, collaboration, and readiness to 

address diverse operational and regulatory demands. 

 

Step – 5 Feedback 

Feedback Collection 

 Individual Input: Ask each participant to share their thoughts individually. 

o What did they find most valuable about the training? 

o Which concepts were clear, and which ones need further clarification? 

o Any suggestions for improving the training format or content? 

 Group Discussion: Facilitate a discussion among the participants. 

o Encourage them to discuss common challenges faced during the training. 

o Seek consensus on areas where more practice or guidance is needed. 

Addressing concern & Questions 

 Respond to specific concerns raised by participants. 

 Clarify any misunderstandings or confusion about collective farming principles. 

 Provide additional examples or resources where necessary. 

Review of learning Objectives 

 Recap the main learning points covered during the training. 

 Ask participants to reflect on how they plan to apply these learning’s in their 

record keeping and documentation practices. 

Action Planning 

 Collaboratively decide on action steps for improvement based on the feedback 

received. 



 Assign responsibilities for implementing changes or further training sessions, if 

needed. 

 Set deadlines for reviewing progress on implementing feedback suggestions. 

Thorough feedback session structured around these points, Trainer can ensure that the 

training on record keeping and Documentation not only meets its objectives but also 

continuously evolves to meet the needs of participants and improve their knowledge. 

 

At the end of the training the trainer de brief the entire session and get the feedback 

related to content, logistic, trainer, ambience, etc. offer vote of thanks and close. 

 

 

 

 

 

 

 

 

      

Disclaimer: 

This training manual is developed by SHAKTI organization to cater to the training need 

of the Primary stake holders under REWARD project. This manual is intended for private 

circulation only and not meant for commercial circulation. 
 

THANK YOU
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