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	Orientation Meeting for Registration 
Committees (12.05.05)

Programme & Checklist 

07.05.05 AJ 


1.
Programme Orientation Meeting
	Time
	Programme
	Material required
	Remarks

	3:00 – 3:30
	1. Brief recapitulation: 

· rationale, 

· objectives, 

· main steps


	OHP No 1, handout*) (Tamil)

050507 Test Phase Orientation Registration Committee**) 


	*) see handout (Tamil) provided for meeting with GN on 06.04.05

**) time schedule to be updated 

	3:30 – 3:40
	2. Registration (eligibility criteria, identification documents, bank details/accounts)
	OHP No 2 (Tamil)

050507 Orientation Meeting for  Registration Committees (OHP eligibility, ident. doc, etc.)
	

	3:40 – 4:30
	3. How to fill the registration form

· Explain & show how to fill the form, provide specimen forms

· Distribute registration forms acc. to estimate
	· Guidelines/Instructions

0505……????
· Provide Registration forms (about 500 copies)

· Specimen forms filled in (75 copies)


	Use form 050325 Estimated Number of  Host Families Divisional Secretriat Nintavur & Registration May 05

	4:30 – 4:40
	4. Public announcement

· Briefly explain why? 
· Accountability, transparency and where to place posters

	Provide posters (300)
	

	4:40 – 5:00
	5. Questions & answers 

(invite participants to ask questions)


	· List all questions & answers
	Prepare list of FAQ (frequently asked questions) and answers for future meetings

	
	6. List of Registration Committee members & List of participants


	· Prepare list
	


2. 
Checklist for preparation 

	No.
	What?

(item/activity)
	Who?

(responsible)
	When?

(deadline)
	Status

	1
	List of Registration Committee members
	D/S Nintavur

CfHF-Project Mr. Arul
	10.05
	

	2
	Invitation for meeting 

	D/S Nintavur
	10.05
	

	3 
	Registration form (English)

	AJ
	18.04
	Done (17.04)

	4
	Registration form (Tamil)

	
	??
	??

	5
	Field test registration form

	Arul
	
	Done (14.04)

	6
	Specimen form filled in Tamil

(75 copies)

	Arul
	22.04
	

	7
	Photo copy registration forms (500 copies)

	Arul
	10.05
	

	8
	Poster Public Announcement

· English

· Translation Tamil

· Print 
	· AJ

· Arul

· Arul
	05.04

…?

…?
	Done (05.04)

…?

…?

	9
	Guidelines/Instructions for Registration

· English

· Tamil

	· Arul
	22.04
	

	10
	Programme Orientation Meeting & Checklist for Preparation

	AJ
	07.05
	Done (07.05)

	11
	OHP No. 1, handout 

· English (050507 Test Phase Orientation Registration Committee)
· Tamil
	AJ

Arul (update time schedule)

Arul 
	9.05

9.05

10.05
	Done partly (07.05)

	12
	OHP No. 1

· English 050507 Orientation Meeting for  Registration Committees (OHP eligibility, ident. doc, etc.)
· Tamil
	AJ

Arul
	9.05

10.05
	Done (07.05)
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