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INTRODUCTION 
Course Outline 
 
Day 1 
Morning 
Introduction to Course        9:00 to 9:45 
  Break          9:45 to 10:00 
Finding Appropriate Sources of Funding      10:00 to 11:00 
Application Instructions – how to interpret and understand requirements  11:00 to Noon 
  Lunch          Noon to 1:00 
 
Afternoon 
Program guide – how to interpret and understand requirements   1:00 to 2:15 
  Break          2:15 to 2:30 
Understanding submission requirements      2:30 to 3:45 
Day Wrap Up          3:45 to 4:00 
 
Day 2 
Morning 
Review of Previous Day’s Activities       9:00 to 9:15 
Ensuring “your project” fits the funding criteria     9:15 to 10:15 
  Break          10:15 to 10:30 
How to develop a budget        10:30 to Noon 
  Lunch           Noon to 1:00 
  
Afternoon 
Completing the Application Form       1:00 to 2:15 
  Break          2:15 to 2:30  
Continuation of Completing the Application Form     2:30 to 3:45 
Day Wrap Up          3:45 to 4:00 
 
Day 3 
 
Morning 
Review of Previous Days’ Activities       9:00 to 9:15 
Administration and Record Keeping       9:15 to 10:15 
  Break          10:15 to 10:30 
Continuation of Administration and Record Keeping     10:30 to Noon 
  Lunch          Noon to 1:00 
 
Afternoon  
Reporting          1:00 to 2:00 
  Break          2:00 to 2:15 
Continuation of Reporting        2:15 to 3:15 
Course Wrap Up         3:15 to 4:00 
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Chapter 2 – Application Instructions:  How to Interpret & Understand 
Requirements  
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Chapter 3 – Program Guide:  How to Interpret & Understand 
Requirements  
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Chapter 4 – Understanding Submission Requirements 
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Chapter 5 - Ensuring “Your Project” Fits Funding Criteria 
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Chapter 6 – How to Develop A Budget 
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Chapter 7 – Completing BC Rural Dividend Program Application form 
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 Chapter 8 – Administration and Record Keeping 
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Project Progress Report 
 
Project: 
 
Project No: 
 
Project Manager: 
 
Reporting Period: Month to Month, Year 
 
 
Overall Status1 

 
Project Overview: 

  
 
 
Scope: 

  
 
 
Schedule: 

  
 
 
Budget Status 
Account Budget Total Spend to 

Date 
% of Work 
Completed 

Comments 

     
     
 
 
Significant Issues 

  
 
 
Completed Steps 

  
 
 
Next Steps 

  
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Project Progress Report Page 2 
 
 

Colour Coding Guide 
No significant issues Possible significant issues Significant issues exist 

 
 
Risk Mitigation 
Risks Status Issues & Impacts/Mitigation Strategy 
Risk 1 
 
 

Colour Issue: 
 
Impact: 
 
Mitigation Strategy: 
 

 
 
Performance Measures 

Performance 
Measure 

Targeted 
Measure 

Actual Result Status Description 

Performance 
Measure A 

  Colour  

Performance 
Measure B 

  Colour  

Performance 
Measure C 

  Colour  

   Colour  
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Executive Summary Report 
 
Date: 
 
Project: 
 
Project Manager: 
 
Reporting Period: Month to Month, Year 
 
 
Overall Status1 

 
Project Description: 

  
 
 
Project Deliverables: 

  
 
 
Budget Status 
 Budget Total Spend to 

Date 
% of Work 
Completed 

Comments 

Staff Costs     
Professional Fees     
Contractors     
Capital Costs     
     
 
 
Achievements 

  
 
 
Challenges 

  
 
 
Decisions Required 
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Course Wrap Up 
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Feedback form 

We want Participant’s input so that we may better understand your needs and wants and identify potential 
areas we can improve the course.  Pleas share your feelings and thoughts about how the course has been for 
you.  Your input is greatly appreciated. 

1. The materials and instruction were: 
(Please circle the number which best represents your opinion of each of the pairs of words below) 
 
Clear    5 4 3 2 1 Unclear 
Logical in sequence  5 4 3 2 1 Illogical in sequence 
Well paced   5 4 3 2 1 Poorly paced 
 

2. The Instructor was: 
(Please circle the number which best represents your opinion of each of the pairs of words below) 
 
Organized    5 4 3 2 1 Disorganized 
Knowledgeable   5 4 3 2 1 Not knowledgeable 
Prepared    5 4 3 2 1 Unprepared 
 

3. Please provide comments on the following: 
 
I would like more information on the following: ________________________________________________ 

_____________________________________________________________________________________ 

 

I would like additional training on the following:  _______________________________________________ 

_____________________________________________________________________________________ 

 

My suggestions for improving the course are:  ________________________________________________ 

_____________________________________________________________________________________ 

My suggestions for the Instructor are:  ______________________________________________________ 

_____________________________________________________________________________________ 

General Comments:  ____________________________________________________________________ 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 
 
________________________________    August 2016 
Name* (optional):   


