Training Resources Checklist

Module Title ………………………………………………………………………………………
Date (from – to)…………………………………………….. Venue……………………………

	SL
	Done
	Particular
	Quantity
	Remarks

	1
	[image: ]
	Attendance Sheet
	
	

	2
	[image: ]
	Activity Sheets
	
	

	3
	[image: ]
	Training Room Reservation Information
	
	

	4
	[image: ]
	Plastic Tab for Markers Pen
	
	

	5
	[image: ]
	Fat Felt Tip Pen
	
	

	6
	[image: ]
	Tape Dispenser
	
	

	7
	[image: ]
	Paper Clips
	
	

	8
	[image: ]
	Wall Clock
	
	

	9
	[image: ]
	Menu Confirmation and Prints
	
	

	10
	[image: ]
	Photocopy of the Bills
	
	

	11
	[image: ]
	Table Preparation (Round Table 4 Seated and Six Seated)
	
	

	12
	[image: ]
	Water Arrangement for Participants and RPs
	
	

	13
	[image: ]
	Adequate Power Strips (Extension Cable)
	
	

	14
	[image: ]
	Flip Chart Board
	
	

	15
	[image: ]
	One Head Table
	
	

	16
	[image: ]
	Executive Table
	
	

	17
	[image: ]
	White Board
	
	

	18
	[image: ]
	Internet Connection
	
	

	19
	[image: ]
	Wireless Microphone (Per RP One)
	
	

	20
	[image: ]
	Air Freshener
	
	

	21
	[image: ]
	Punch Machine
	
	

	22
	[image: ]
	Stapler
	
	

	23
	[image: ]
	Stapler Pin
	
	

	24
	[image: ]
	Stick Tack
	
	

	25
	[image: ]
	Scissors
	
	

	26
	[image: ]
	Car Requisition
	
	

	27
	[image: ]
	Content Photocopy
	
	

	28
	[image: ]
	Permanent Marker
	
	

	29
	[image: ]
	Whiteboard Marker
	
	

	30
	[image: ]
	Gel Pen
	
	

	31
	[image: ]
	OHP Sheet Writer pen
	
	

	32
	[image: ]
	Folder
	
	

	33
	[image: ]
	Ruler
	
	

	34
	[image: ]
	Adhesive Tape
	
	

	35
	[image: ]
	Camera
	
	

	36
	[image: ]
	Printer
	
	

	37
	[image: ]
	Multimedia Projector
	
	

	38
	[image: ]
	Computer
	
	


*New Items can be added if required by inserting new row. 
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