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STEPS IN ORGANIZING PROJECT LAUNCHING WORKSHOPS 
 

STEP 1: DESIGN YOUR PROJECT LAUNCHING WORKSHOP 
 

OK, this step has a lot built into it.  It is important to get together with your team that wants to 
organize the Launching workshop with you right at the beginning to answer the following 
important questions to guide the vision and organizing of the workshop: 

• What are our goals of the workshop? 
• Who do we want our workshop to reach?  How will we get them there?  How many 

people? 
• What skills and sessions are most important to our participants? 
• How long of a workshop do we want to/can we organize? 
• What is our budget for the workshop? 

Once you have the answers to these key questions in place and a basic vision, it’s time to start 
reaching out and nailing down the details. 
 

STEP 2: CHOOSE A VENUE 
The primary factor in selecting a venue is likely going to be where you have free access or 
affordable price. If you do have some flexibility or choice in the matter, we have a few 
recommendations to consider: 

• Look for venues that provide all the services (refreshment, lunch, and meeting hall with 
the necessary materials) are available at the same compound. 

• If there is an available and affordable venue, being away from the city in a natural setting 
can go a long way in providing focus, quiet for reflection, and inspiration to the group. 
Don’t forget the costs associated! The further you go the greater is your expense. 

• If you’re organizing a multi-day workshop, we recommend trying to have people stay 
overnight in the same place together (if your budget allows you!), as evening free time 
often becomes important bonding time. 

• Finally, most workshops benefit from having slideshows or power points or videos 
displayed during the workshop, so having an LCD projector, sound system, and 
microphone is pretty important. 

• Ideally, the following conditions should be met in respect to the location for a training 
workshop: 

o The workshop should be held in a location away from the normal place of work of 
the participants 

o The room used should be large enough to hold all participants comfortably 
o Seating facilities should be comfortable 
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It is advisable to check the training venue in advance for the availability of relevant resources. 
Check for: 
 
AC Does it exist and who is responsible for turning it on / off?  
Lighting Is this adequate and are there blackout facilities if you need to show a film?  
Electricity Where are the electrical outlets, will you need an extension cord and an adapter?  
Furniture Are there enough chairs and tables and is it possible to move them around?  
Walls Is it possible to post materials on the walls or will you have to bring flip chart 

stands/use blackboard? 
Equipment What equipment is available, is it working, are there Flip Chart Stands, LCD 

projector? TV antenna (if needed)?  
Kitchen Can food be prepared at the venue (are there cups, etc.) or will it have to be 

brought in (i.e.  Tea/coffee/water/lunch…)?  
Toilets Do they exist, are they clean, will they be open? Is there a toilet paper? 
Access Is it easy to find or will participants need a map? Car parking? Disabled access? 
 
After you decided on which venue, get confirmation, in writing, from the venue providers that 
they have agreed on the terms and conditions (See Appendix VIII for Venue Confirmation Sample). 
Letter if there is a prepayment schedule, make sure that you have covered it.  
 

STEP 3: CHOOSE WORKSHOP DATES  
 

We often find workshops have some of the best results when there is a clear, short-term trajectory 
for the group’s work following the workshop. By timing the workshop shall be organized 2 - 4 
weeks prior to the major project activities, just in case the participants might want to change the 
types of the project activities or their duration or the extent of the activities, so that you will have 
time to adjust the activities and the budget with the major partners (Initiative Africa or the 
signatories).  You can provide a powerful opportunity for collaboration following the workshop 
that will help cement the bonds formed by participants.   
The only other major thing to consider is to choose dates that work for your target audience, to 
make sure you get the people there that you want to reach. 
 

STEP 4:  SELECT APPROPRIATE PARTICIPANTS 
 

Ensuring highly motivated participants in your target audience is possibly the most important step 
in organizing your workshop – here are our recommendations for making sure you get great 
participants: 

• In our experience for workshops, anywhere from 20 – 25 participants can be a good size. 
It’s enough people to have a diversity of perspectives and quality discussions, but still 
small enough to have more intimate experiences and develop real, lasting relationships 
and bonds in the group. 

• In case of events, the size is determined by the theme and exclusivity of the program. 
(Always note that amount of participants present may vary from paper so always have a 
contingency ready). 

• We recommend using the answers to the following questions 
o Which government offices are the signatories to this project? 
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o Who has stake in this project? 
o Who can influence the implementation of the project activities? 
o Who can be representatives of beneficiaries? 

• Seek to get a diverse set of perspectives into the room – it will make for a richer and more 
educational experience for everyone! 

 

Sending Invitations  
Invitation letters to the selected workshop participants shall be sent a week earlier to the workshop 
date (See Appendix I for sample invitation letter). It shall be sent in writing to be handed personally or 
via postal service or via email. Invitations through telephone calls or SMS messages are also possible. 
In any case, what is important is the selected participants have clear messages on the following: 

• the workshop date(s) 
• workshop objectives 
• what is expected of them 

 

Your letter must clearly state the number of representatives and the qualifiers if you are requesting 
an office to delegate concerned participants. You may send the agenda along with the invitation letter 
if you want your participants to come prepared to the workshop on the topics planned for discussion. 
Remember! You need to request for their confirmation of attendance. 

 

STEP 5: DESIGNATE THE FACILITATORS/ SPEAKERS 
 

Having effective, energizing facilitators are keys for running a successful workshop. Here are some 
recommendations for considering your facilitation team: 

• You’ll want more than one facilitator, so you don’t get totally exhausted. For small groups (15-
20 participants) 2-3 facilitators is sufficient. A couple more is also usually fine especially for 
large groups, though you want to be sure that facilitators don’t overwhelm the group dynamic. 

• It can be helpful to make sure facilitators don’t have logistical considerations on their plate as 
well - this will distract from their ability to be able to prepare sessions appropriately. 

• It can be important to have at least one facilitator with workshop facilitation experience. 
• Make sure your facilitators know they are responsible for keeping the workshop on time, for 

preparing and covering all the material and group exercises and making sure everyone 
participates.  Be sure to design how to present the project objectives, results, and activities as 
well as how each participant can get his/her role in the implementation of the project. Also 
check out how to answer possible questions as well. 

Facilitators are not teachers in the traditional sense; their role is rather to facilitate the process of 
learning by the participants, to be an intermediary between new knowledge, fresh ideas, and the 
group.  The responsibility of a facilitator is to build a relationship with the group participants. In most 
cases, facilitators work in pairs – as a training team. 

Facilitators can either be from outside or inside of the organization requesting the training/workshop. 
Combining inside and outside facilitators as a team creates can especially be effective in the 
training/workshop, as each facilitator brings different skills and knowledge to the sessions. For 
example, an outside consultant facilitator can bring the overall knowledge and skills for facilitating a 
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training workshop on a particular issue, while the internal facilitators bring knowledge of the 
organization and the country specifics in relation to the training issue.  

It is important that the selection of facilitators be based on the following criteria:  

The facilitator(s) must have: 

• expertise in the subject matter. 
• ability to use interactive presentation methods. 
• professional credibility and appropriate reputation. 
• awareness of their own values, biases, and comfort with diversity. 
• understanding of group learning processes. 
• flexibility while conducting exercises and the unanticipated situations that arise in them. 
• ability to establish an informal, warm, and supportive atmosphere using a relaxed approach. 
• ability to handle participant resistance and denial and to deal with highly-charged emotional 

issues. 
• ability to remain open to the feedback of participants. 

 

STEP 6: PREPARE THE BUDGET AND ORGANIZE THE LOGISTICS 
 

DETAILED BUDGET PLAN 
Securing the venue, knowing the dates, having the number of participants, and referring the budget 
line you agreed with the lead partner/donor (Initiative Africa) and the procurement policy, leads you 
to have a detailed budget plan. (See Appendix II for Sample Budget Template)  

Alongside, the budget plan you shall make ready the payment sheets (Per Diem Sheet, Transport 
Reimbursement Sheet …) (sample formats are attached in Appendix VII)  

LOGISTICS 
Making sure things run smoothly is an important part in setting participants up to focus on learning 
and bonding with their fellow organizers. 

• Food: Providing food on site will enable participants to focus and keep them from getting 
hungry and distracted.  Mealtimes are also a valuable, informal team-building time and it is 
usually best to have group meals together.  Providing tea and coffee to keep people awake, 
and for breaks is very helpful as well.  Make sure to ask people about food allergies! 

• Travel: Make sure you know when people are arriving and communicate to them about what 
support you can provide, and where to go when they arrive. 

• Lodging: Let participants know what type of lodging they’ll be staying in, whether they need 
to bring bedding, if there will be showers, etc. 

The necessary materials and equipment will depend on the training methods that are used.  Some 
might be needed for preparation (e.g. computer, printer & photocopiers) and others during the 
workshop itself. No list of materials would ever be complete but here are some ideas to begin with - 
you can brainstorm and create your own checklist!  

Materials  

• large papers/flip chart papers 
• small sheets of paper/ notebooks  
• pens, markers of different colors 
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• scotch tape 
• chalk 
• overhead transparencies/videos/cassettes/slides 

 

Equipment  

• adequate number of chairs and tables (including extras) 
• video equipment (if necessary), overhead projector, etc. 
• board, tripod or stand, or somewhere to put large sheets of paper on the walls. An option is a 

flip chart by the wall where there is open access (flip-charts are the large white writing pads 
with holes that allow them to be fixed to the special stand) (see Picture 1). 

 

In case some resources are unavailable, make necessary arrangements ahead of time, or use your 
creativity to find substitutes to support the workshop/ training exercises. 

After identifying the type of costs your project covers and based on the budget line you agreed with 
the donor, you need to prepare a budget and secure it to cover the costs. 

PRINTED MATERIALS 
Prepare adequate time with your facilitators to decide on the type of printed materials workshop 
participants should be offered (could be project summary, excerpts from related research papers, 
power point presentations…).   We recommend printing out all necessary materials per participant so 
that people can follow along, make notes, and refer to the agenda throughout the workshop sessions. 

 

STEP 7: CRAFT THE AGENDA 
 

Once you have the logistics together and your participants selected, it’s time to map out exactly how 
you’ll use your time together. Look at the sessions on this site for ideas.  Here are some things to 
consider: 

• Less is more: the more you pack in, the more you’ll need to rush, and the fewer participants 
will actually learn.  Cut back as much as you can so you can learn things in greater depth. 

• Ask your participants:  survey your participants to see what they most want to prioritize 
learning 

• Build in breaks: Free time, breaks, and informal socializing is key for bonding and to keep up 
motivation and focus.  If you don’t give your participants breaks, they will rebel! 

• Plan an open session: Let your participants plan their own session, whether it’s a skill share, a 
chance to share their work, or a discussion they’d like to have as a group. 

• Know that you’ll go overtime: It just happens – plan to be flexible. 
 

STEP 8: MEDIA COVERAGE 
 

Once the venue and participants are confirmed, the organizing team must contact the media house 
by phone or either a formal invitation letter to attend and cover the event.  
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STEP 9: RUN YOUR WORKSHOP/ EVENT 
 

Have a great time, remember to breathe, and spend time getting to know the people who come – 
they’re who you’re building this movement with!  A few other reminders: 

• Stay energized - make sure to play plenty of games and energizers throughout the training to 
keep people’s spirits up 

• Document - make sure to take photos and videos to remember the workshop – and send them 
to us too! 

 

DURING THE WORKSHOP: 
1. Deliver brief presentations; adhere to time limits and to the assigned topic. 
2. Make practical recommendations. 
3. Use examples. Newspaper articles and hypothetical examples to help illustrate your point 

more clearly. 
4. Use visual aids, such as handouts, flipchart with textual graphics, charts, maps, films, 

videotapes, posters, photographs, audio-visual equipment, etc. 
5. Encourage active group participation withholding your judgments.   
6. Build on the Ideas Put Forward by Others 
7. Encourage participants to bring out their ideas with emphasis made on the quantity of 

suggestions, not quality 
 

SUGGESTIONS FOR SET-UP 
Certain ways of arranging a room facilitate an open and equal learning environment for all the 
participants of the training session (including the training team).  

It is advisable to arrange the furniture so that the participants are able to face one another.  This kind 
of set-up promotes open communication and the sharing of ideas. One common way to facilitate this 
is to organize the table and chairs in a U-shape, with the facilitator and visuals located in the front, as 
seen below in Picture 1. 

Another effective arrangement for smaller groups is a circle, as seen in Picture 2.  Chairs should be 
easily moveable around the room, depending on the conditions and types of training activities (for 
example, to conduct smaller working groups).  

Facilitators should use their own judgment for whether or not tables are necessary in the set-ups 
presented in setup 1 and setup 2.  A traditional classroom set-up with tables in rows, however, is 
generally not effective.  A more relaxed set-up is better for encouraging open communication. Two of 
the most common schemes for arranging tables and participants are illustrated below: 
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CONDUCTING GROUP EXERCISES  

The purpose of the group exercises and activities is to facilitate the learning process. For the 
group exercises to be successful they should meet the following requirements: 

The exercises should: 

• have an objective. 
• a topic to discuss with and share ideas or strategies. 
• be strategically placed within the training. 
• occur within a specific time frame. 

Therefore, besides a general workshop facilitation plan, it is necessary to develop a more 
detailed plan of how each exercise will be conducted. 

While planning a group exercise, it is advisable to take in account priorities, i.e. all important 
issues should be addressed at the beginning of the session, and secondary issues may be 
combined and summarized for the remainder of the time. 
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Each exercise is divided into specific consistent logical steps: 

1. Facilitator’s introduction leads the participants to form groups and into the main 
topic of the exercise (could be approaches to the project activities implementation).  

2. Then, through various techniques, the facilitators gradually facilitate reaching the 
goal of the exercise.  

3. The exercise concludes with the Facilitator’s commentary or debriefing, which allows 
the training team to summarize the results of the discussion, briefly review the 
group’s accomplishments and emphasize the most important points regarding the 
subject of the exercise. The facilitator’s commentary is a response to the objectives 
set forth for the exercise. 

Some flexibility is necessary, however, to ensure active participation, otherwise the group’s 
grasp of the subject matter may be insufficient, and they will not master any new 
information. 

STEP 10: EVALUATE THE WORKSHOP  

At the end of the workshop thank participants for their participation and time. Then, ask 
them to reflect on the overall proceeding of the workshop and get some feedback orally. 
But it is better to use a questionnaire to get all participants’ feedback in detail (See 
Appendix III for Sample Evaluation Sheet). The aim of the evaluation is to learn from the 
current workshop and improve the coming ones. The following three are the areas that 
need evaluation: 

1. Quality of the Workshop  
2. Facilitators’ Skill 
3. Services Provided 

The responses from the evaluation questions can be summarized in the form of tables or 
charts and can be included with the workshop report or be developed as a separate 
document. 

 

STEP 11: MINUTES/REPORT OF THE WORKSHOP  

Within two days of the workshop you must have either the minutes or the report of the 
workshop. As time goes on, notes might be lost, and ideas proceedings of the workshop 
might disappear from our mind. Thus, consulting the notes you have taken and the video 
recordings (if any) you should produce the report immediately with the flavor of the 
incidences of the workshop (See Appendix IV for Sample Workshop Report Format). 
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1. Minutes of the Workshop 

The minutes should be organized according to the following structure. The minutes should 
be included in one single document. 

Section Contents 
Programme Please provide the list of contents of the programme of the workshop together 

with the information about the experts delivering the contents 
List of Experts Please provide the list of experts delivering the workshop programme together 

with their affiliations 
List of Participants Please provide the list of participants together with their affiliations.  

Minutes For EVERY item listed in the programme please report what happened during the 
workshop in terms of: 

- Contents delivered 
- Feedbacks 
- Conclusions 

 

2. Template for the production of the Report of the Workshop 

The report should be organized according to the following structure. Please provide a 
separate folder for each section indicated below 

Section Contents 

Introduction Please provide an introduction document with the following information: 

 Description of the strategy used to involve the participants (e.g., direct 
telephone contacts, mailing, publication of newsletter etc) 

 Type of target groups addressed (e.g., experts in the field, directors of 
prisons, etc) 

 Geographical areas where the information about the workshops was 
promoted 

 What material did you use for informing the potential participants? 
(E.g. power point presentations ; Leaflet ; brochures etc.) 

External Experts involved For every expert in charge of delivering the workshops please provide a 
short CV (about 8 lines each) detailing their expertise and experience as 
well as their affiliation.  

Participants involved Please provide the list of participants involved and their affiliations  

Proof of Participation Please provide a scanned document collecting the signatures of each of the 
participants  
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Materials Please provide materials used and delivered during the workshop (e.g. PPT 
used, documents distributed etc.) 

Photos Please provide pictures taken during the workshop (6-10 pictures) 

Conclusions Please describe the overall conclusions and final decisions adopted  

Evaluation Please write one page describing the results of the evaluation. In order to 
do so, at the end of every workshop please deliver the evaluation form 
attached at the end of this document. The form may be changed and 
adapted. 

 

STEP 12: PRESS-RELEASE 
 

After the workshop, press release is mostly recommended. Draft the main highlights of the event and 
send to the respected media to compile and rewrite them for their programs and print media’s.  

STEP 13: FOLLOW UP 
 

After the workshop, aside from providing time for people travel home, rest, and digest the material, 
it’s good to build off the positive energy and momentum created in the workshop experience to 
continue engaging everyone, and ideally transitioning into real action. This requires creating clear and 
efficient communications channels - email list serves, face book groups, Google groups etc. - and it 
requires modeling constructive use of those tools. When a workshop ends, no matter how tired you 
are, try not to disappear. Take a deserved rest but capitalize on the moment and both model 
continued leadership by initiating more work, and also continue in your role as a facilitator, attempting 
to draw out and support other’s leadership, not simply falling back to the same organizing team you 
began with when you started. 

Go through the report, the feedbacks and your notes and see if there is anything that changes your 
project activities, schedule, or budget. If there is, prepare a justified revision plan and discuss with IA’s 
PMT.  If there is no major change that brings a change of plan or budget submit your report and move 
on for your project implementation capitalize on the success report. 
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APPENDIX II: Workshop Budget Sample 
*
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APPENDIX III: Workshop Evaluation Sheet Sample (English Version) 
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Workshop Evaluation Sheet Sample (Amharic Version) 
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Workshop Report Sample (English Version) 
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