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NAME OF ORGANIZATION: 	KRACHI WEST DISTRICT ASSEMBLY 			     DATE: 4th January, 2021	

2021 GENERIC CAPACITY BUILDING/TRAINING PLAN FOR KRACHI WEST DISTRICT ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	SOURCE OF FUNDING

	
1
	Training on Project Management 
	To sensitize staff on Project Management 

	District Works Engineer, District Planning Officer, District Budget Analyst, Internal Auditor, District Co-coordinating Director
	 
2 Days
	
OHLGS (Consultant)
	
DPAT, RFG

	
2
	Training on Contract Management
	To build the capacity of key staff in the management of contract in the Krachi West District
	
District Works Engineer, District Planning Officer, District Budget Analyst, Internal Auditor, District Co-coordinating Director
	2 Days
	OHLGS (Consultant)
	
DPAT, RFG

	3.
	Training on Report and Minute Writing 
	To equipped key staff with skills in Report and Minute Writing.
	All Heads of Departments, All Units Heads, Assistant Director IIB, All Typists, Executive Officers and Secretaries
	2 Days
	OHLGS (Consultant)
	
DPAT, RFG

	4
	Training on Proper Filing System
	To provides the Record Staff with skills on proper Filing System
	All Records Staff
	2 Days
	OHLGS (Consultant)
	
DPAT, RFG

	5
	Training on proper procurement procedures
	To provide officers with the knowledge and skills in proper procurement processes.
	All staff of the procurement unit
	2 Days
	Public Procurement Authority (PPA)
	DDF

	6
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	2 Days
	Local Government Accredited Consultant
	DACF-RFG


	MATERIAL CAPACITY NEEDS
	NO.
	MATERIAL NEEDS
	OBJECTIVE OF PURCHASE
	TARGET GROUP
	NO. OF DAYS.
	LEAD AGENCY
	SOURCE OF FUNDING

	1
	Procurement of five (5) No. laptops 
	To enhance the performance of the technical staff to be effective, efficient and improved their productivity.
	ADIIB, DS, SEO, IA, DCD, HRM
	NA
	Procurement Unit
	DACF

	2
	Procurement of one (1) No. Desktop
	To digitize the Records Unit and ultimately improve record keeping of the Assembly.
	Records Unit
	NA
	Procurement Unit
	DACF-RFG

	3
	Procurement of one (1) No. Photocopier.
	To facilitate the clerical duties of staff of the Assembly especially the records unit.
	Records Unit
	NA
	Procurement Unit
	DACF-RFG




PREPARED BY: BRIGHT AKOMPIM                                                                                                            CHECK BY: CLETUS CHEVURE
DESIGNATION: AG. HUMAN RESOURCE MANAGER                                                                            DESIGNATION: DIST. COORD. DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST DISTRICT ASSEMBLY 			     DATE: 12th April, 2021	

SUBMISSION OF 2021 FIRST QUARTER CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST DISTRICT ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training on Project Management 
	To sensitize staff on Project Management 

	District Works Engineer, District Planning Officer, District Budget Analyst, Internal Auditor, District Co-coordinating Director
	 
2 Days
	
OHLGS (Consultant)
	
	
	Plan not yet implemented

	
2
	Training on Contract Management
	To build the capacity of key staff in the management of contract in the Krachi West District
	
District Works Engineer, District Planning Officer, District Budget Analyst, Internal Auditor, District Co-coordinating Director
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet implemented

	3.
	Training on Report and Minute Writing 
	To equipped key staff with skills in Report and Minute Writing.
	All Heads of Departments, All Units Heads, Assistant Director IIB, All Typists, Executive Officers and Secretaries
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet implemented

	4
	Training on Proper Filing System
	To provides the Record Staff with skills on proper Filing System
	All Records Staff
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet implemented

	5
	Training on proper procurement procedures
	To provide officers with the knowledge and skills in proper procurement processes.
	All staff of the procurement unit
	2 Days
	Public Procurement Authority (PPA)
	
	
	Plan not yet Implemented

	6
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	2 Days
	Local Government Accredited Consultant
	32
	3
	Plan Implemented



MATERIAL CAPACITY NEEDS
	NO.
	MATERIAL NEEDS
	OBJECTIVE OF PURCHASE
	TARGET GROUP
	NO. OF DAYS.
	LEAD AGENCY
	REMARKS

	1
	Procurement of five (5) No. laptops 
	To enhance the performance of the technical staff to be effective, efficient and improved their productivity.
	ADIIB, DS, SEO, IA, DCD, HRM
	NA
	Procurement Unit
	Plan not yet implemented

	2
	Procurement of one (1) No. Desktop
	To digitize the Records Unit and ultimately improve record keeping of the Assembly.
	Records Unit
	NA
	Procurement Unit
	Plan not yet implemented

	3
	Procurement of one (1) No. Photocopier.
	To facilitate the clerical duties of staff of the Assembly especially the records unit.
	Records Unit
	NA
	Procurement Unit
	Plan not yet implemented
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DESIGNATION: AG. HUMAN RESOURCE MANAGER                                                                            DESIGNATION: DIST. COORD. DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST DISTRICT ASSEMBLY 			     DATE: 10th July, 2021	

SUBMISSION OF 2021 SECOND QUARTER CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST DISTRICT ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training on Project Management 
	To sensitize staff on Project Management 

	District Works Engineer, District Planning Officer, District Budget Analyst, Internal Auditor, District Co-coordinating Director
	 
2 Days
	
OHLGS (Consultant)
	0
	0
	Plan not yet implemented

	
2
	Training on Contract Management
	To build the capacity of key staff in the management of contract in the Krachi West District
	
District Works Engineer, District Planning Officer, District Budget Analyst, Internal Auditor, District Co-coordinating Director
	2 Days
	OHLGS (Consultant)
	0
	0
	Plan not yet implemented

	3.
	Training on Report and Minute Writing 
	To equipped key staff with skills in Report and Minute Writing.
	All Heads of Departments, All Units Heads, Assistant Director IIB, All Typists, Executive Officers and Secretaries
	2 Days
	OHLGS (Consultant)
	0
	0
	Plan not yet implemented

	4
	Training on Proper Filing System
	To provides the Record Staff with skills on proper Filing System
	All Records Staff
	2 Days
	OHLGS (Consultant)
	3
	2
	Plan  implemented

	5
	Training on proper procurement procedures
	To provide officers with the knowledge and skills in proper procurement processes.
	All staff of the procurement unit
	2 Days
	Public Procurement Authority (PPA)
	10
	2
	Plan Implemented

	6
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	2 Days
	Local Government Accredited Consultant
	32
	3
	Plan Implemented




MATERIAL CAPACITY NEEDS
	NO.
	MATERIAL NEEDS
	OBJECTIVE OF PURCHASE
	TARGET GROUP
	NO. OF DAYS.
	LEAD AGENCY
	REMARKS

	1
	Procurement of five (5) No. laptops 
	To enhance the performance of the technical staff to be effective, efficient and improved their productivity.
	ADIIB, DS, SEO, IA, DCD, HRM
	NA
	Procurement Unit
	Plan Implemented

	2
	Procurement of one (1) No. Desktop
	To digitize the Records Unit and ultimately improve record keeping of the Assembly.
	Records Unit
	NA
	Procurement Unit
	Plan Implemented

	3
	Procurement of one (1) No. Photocopier.
	To facilitate the clerical duties of staff of the Assembly especially the records unit.
	Records Unit
	NA
	Procurement Unit
	Plan Implemented







PREPARED BY: BRIGHT AKOMPIM                                                                                                            CHECK BY: CLETUS CHEVURE
DESIGNATION: AG. HUMAN RESOURCE MANAGER                                                                            DESIGNATION: DIST. COORD. DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 4th APRIL, 2022	

SUBMISSION OF 2022 FIRST QUARTER CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training in Proper Record Management/Keeping
	To train all Record Staff, Heads of Departments and Units Heads to enhance their skills in Record  Management
	All Record Unit Staff
All Heads od Departments
All Units Heads
	 
2 Days
	
OHLGS (Consultant)
	
	

	Plan not yet Implemented

	
2
	Training in Proper Filing and Documents Referencing.
	To enhance the skills of All Records Unit Staff, Heads of Departments and Units on Proper Filing and Documents Referencing
	All Records Staff 
All Heads of Departments
All Units Heads

	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet Implemented

	3.
	Training in Effective Report Writing and Management
	To enhance the skills of workers in Report Writing and Proper Management of Reports
	All Heads of Departments, All Units Heads, Assistant Director IIB, All Typists, Executive Officers and Secretaries
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet Implemented

	4
	Training in Performance Appraisal and Management
	To enable staff to acquire skills in Performance Appraisal and Management
	All Staff
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet implemented

	5
	Training in Revenue Mobilization Strategies
	To enable staff acquire skills in Revenue Mobilization
	All Revenue Collectors
All Heads of Departments
All Unit Heads
All Account Officers
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet implemented 

	6
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	2 Days
	Local Government Accredited Consultant
	
	
	Plan not yet implemented





MATERIAL CAPACITY NEEDS
	NO.
	MATERIAL NEEDS
	OBJECTIVE OF PURCHASE
	TARGET GROUP
	NO. OF DAYS.
	LEAD AGENCY
	REMARKS

	1
	Procurement of Two (3) No. laptops
	To enhance the performance of the technical staff to be effective, efficient and improved their productivity.
	ADIIB, DCD and Record Unit
	NA
	Procurement Unit
	Plan not yet implemented

	2
	Procurement of Three (3) No. Printer
	To ease printing of documents
	DEHO, DCD, Budget Unit
	NA
	Procurement Unit
	Plan not yet implemented

	3
	Procurement of Four (4) No. Stabilizers
	To facilitate the activities of staff of the Assembly especially the records unit.
	Registry, HRM, ADIIB and
	NA
	Procurement Unit
	Plan not yet Implemented

	4
	Procurement of Two No. Hard-Drive
	To facilitate the storage of information
	HRM and Finance
	NA
	Procurement Unit
	Plan not yet implemented

	5
	Procurement of Three (3) No. Rafter (Moderm)
	To facilitate research in the Assembly
	DCD, HRM and Town & Country Planning
	NA
	Procurement Unit
	Plan not yet implemented





           PREPARED BY: BRIGHT AKOMPIM                                                                           CHECK BY: HON. EMMANUEL KAJAL JALULAH
DESIGNATION: HUMAN RESOURCE MANAGER                                                                DESIGNATION: MUNICIPAL CHIEF EXECUTIVE
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 4th APRIL, 2024	

SUBMISSION OF 2024 FIRST QUARTER CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training in Performance Management/Appraisal  
	To provide staff with the skills in performance management and reporting
	All Heads od Departments
All Units Heads
	 
2 Days
	
OHLGS (Consultant)
	
	

	Plan not yet Implemented

	
2
	Training in effective Stress Management
	To equip workers with the skills in Stress Management
	All staff of the Assembly
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet Implemented

	3.
	Training in Microsoft Office Tools (Word, Excel, PowerPoint etc.)
	To enable staff to use basic MS Office Tools in the day to day administration of the office 
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet Implemented

	4
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	2 Days
	OHLGS (Consultant)
	
	
	Plan not yet implemented

	5
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	2 Days
	Local Government Accredited Consultant
	
	
	Plan not yet implemented











MATERIAL CAPACITY NEEDS
	NO.
	MATERIAL NEEDS
	OBJECTIVE OF PURCHASE
	TARGET GROUP
	NO. OF DAYS.
	LEAD AGENCY
	REMARKS

	6
	Procurement of Four (4) No. Stabilizers
	To facilitate the activities of staff of the Assembly especially the records unit.
	HRM/CLIENT SERVICE UNIT
	NA
	Procurement Unit
	Plan not yet implemented

	7
	Procurement of Two No. Hard-Drive
	To facilitate the storage of information
	HRM 
	NA
	Procurement Unit
	Plan not yet implemented





           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY:   ALHASSAN HAMZA
DESIGNATION: HUMAN RESOURCE MANAGER                                                                DESIGNATION: MUNICIPAL CHIEF EXECUTIVE
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 4th APRIL, 2024	

SUBMISSION OF 2024 CAPACITY BUILDING AREAS FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	1
	Sensitization and orientation workshop on temperament and professional work ethics
	To sensitized staff on Professional Work Ethics in the Local Government Service
	All Staff of the Krachi West Municipal Assembly
	
	
	
	
	Plan not yet Implemented

	2
	Training on District Development Data Platform (DDDP)
	To equip staff with knowledge in the District Development Data Platform (DDDP)
	All Heads of Departments and Units
	
	
	
	
	Plan not yet Implemented

	
3
	Training in Performance Management/Appraisal  
	To provide staff with the skills in performance management and reporting
	All Heads od Departments
All Units Heads
	 

	
ORCC
	
	

	Plan not yet Implemented

	
4
	Training in effective Stress Management
	To equip workers with the skills in Stress Management
	All staff of the Assembly
	
	
ORCC
	
	
	Plan not yet Implemented

	5
	Training in Microsoft Office Tools (Word, Excel, PowerPoint etc.)
	To enable staff to use basic MS Office Tools in the day to day administration of the office 
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	
	ORCC
	
	
	Plan not yet Implemented

	6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	
	ORCC
	
	
	Plan not yet implemented

	7
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	
	ORCC
	
	
	Plan not yet implemented
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DESIGNATION: HUMAN RESOURCE MANAGER                                                                DESIGNATION: MUNICIPAL CHIEF EXECUTIVE
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 02TH JULY, 2024	

SUBMISSION OF 2ND QUARTER, 2024 CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training in Performance Management/Appraisal  
	To provide staff with the skills in performance management and reporting
	All Heads od Departments
All Units Heads
	 
2 Days
	
ORCC
	
	

	Plan not yet Implemented

	
2
	Sensitization and orientation workshop on temperament and professional work ethics
	To sensitized staff on Professional Work Ethics in the Local Government Service
	All Staff of the Krachi West Municipal Assembly
	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
3
	Training on District Development Data Platform (DDDP)
	To equip staff with knowledge in the District Development Data Platform (DDDP)
	All Heads of Departments and Units
	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
4
	Training in effective Stress Management
	To equip workers with the skills in Stress Management
	All staff of the Assembly
	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
5
	Training in Microsoft Office Tools (Word, Excel, PowerPoint etc.)
	To enable staff to use basic MS Office Tools in the day to day administration of the office 
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	2 Days
	
ORCC
	
	
	Plan not yet implemented

	
7
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	2 Days
	
ORCC
	
	
	Plan not yet implemented








           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY:   ALHASSAN HAMZA
DESIGNATION: HUMAN RESOURCE MANAGER                                                          DESIGNATION: MUNICIPAL COORDINATING DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 04TH OCTOBER, 2024	

SUBMISSION OF 3RD QUARTER, 2024 CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training in Performance Management/Appraisal  
	To provide staff with the skills in performance management and reporting
	All Heads od Departments
All Units Heads
	 
2 Days
	
ORCC
	
	

	Plan not yet Implemented

	
2
	Sensitization and orientation workshop on temperament and professional work ethics
	To sensitized staff on Professional Work Ethics in the Local Government Service
	All Staff of the Krachi West Municipal Assembly
	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
3
	Training on District Development Data Platform (DDDP)
	To equip staff with knowledge in the District Development Data Platform (DDDP)
	All Heads of Departments and Units
	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
4
	Training in effective Stress Management
	To equip workers with the skills in Stress Management
	All staff of the Assembly
	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
5
	Training in Microsoft Office Tools (Word, Excel, PowerPoint etc.)
	To enable staff to use basic MS Office Tools in the day to day administration of the office 
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	2 Days
	
ORCC
	
	
	Plan not yet Implemented

	
6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	2 Days
	
ORCC
	
	
	Plan not yet implemented

	
7
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	2 Days
	
ORCC
	
	
	Plan not yet implemented






           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY:   ALHASSAN HAMZA
DESIGNATION: HUMAN RESOURCE MANAGER                                                          DESIGNATION: MUNICIPAL COORDINATING DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 02ND JANUARY, 2025	

SUBMISSION OF 4TH QUARTER, 2024 CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	
COST OF TRAINING
	DATE OF TRIG.
	NUMB. OF DAYS
	NAME OF TRAINING INSTITUTION
	PART.
	REMARKS

	
	
	
	
	
	
	
	
	M
	F
	

	
1
	Training in Performance Management/Appraisal  
	To provide staff with the skills in performance management and reporting
	All Heads od Departments
All Units Heads
	
Gh₵1,500.00
	
23/01/2025
	 
1 Day
	
Krachi West Mun. Assembly
	
32
	
5
	Plan Implemented

	
2
	Sensitization and orientation workshop on temperament and professional work ethics
	To sensitized staff on Professional Work Ethics in the Local Government Service
	All Staff of the Krachi West Municipal Assembly
	
Gh₵2,000.00
	
23/01/2025
	
1 Day
	
Krachi West Mun. Assembly
	
20
	
13
	Plan Implemented

	
3
	Training on District Development Data Platform (DDDP)
	To equip staff with knowledge in the District Development Data Platform (DDDP)
	All Heads of Departments and Units
	
Gh₵1,500.00
	
28/01/2025
	1 Day
	
Krachi West Mun. Assembly
	

10
	

2
	Plan  Implemented

	
4
	Training in effective Stress Management
	To equip workers with the skills in Stress Management
	All staff of the Assembly
	
Gh₵2,300.00
	
29/01/2025
	1 Day
	
Krachi West Mun. Assembly
	
23
	
7
	Plan Implemented

	
5
	Training in Microsoft Office Tools (Word, Excel, PowerPoint etc.)
	To enable staff to use basic MS Office Tools in the day to day administration of the office 
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	
Gh₵1,200.00
	
29/01/2025
	1 Day
	
Krachi West Mun. Assembly
	
7
	
7
	Plan  Implemented

	
6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	
Gh₵2,000.00
	
30/01/2025
	1 Day
	
Krachi West Mun. Assembly
	
11
	
2
	Plan  implemented

	
7
	Orientation of newly posted staff on the Local Government Protocols 
	To sensitize staff on the content of the Protocols of the Local Government Service and the Code of Conduct.
	All newly posted staff
	
Gh₵1,600.00
	
30/01/2025
	1 Days
	
Krachi West Mun. Assembly
	
12
	
1
	Plan 
implemented

	
Grand Total= Gh₵12,100.00
	






           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY:   ALHASSAN HAMZA
DESIGNATION: HUMAN RESOURCE MANAGER                                                   DESIGNATION: AG. MUNICIPAL COORDINATING DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 28TH MARCH, 2025	
	
SUBMISSION OF 1ST QUARTER, 2025 CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training on the Newly Developed LGS Client Service Operational Manual
	Improving the performance of the Client Service Unit (CSU) Staff in delivery quality services to clients.
	Client Service Supervisor, Client Service Officer, IT Officer, Records Staff & Executive Officers
	 
2 Days
	
Oti Regional Coordinating Council (ORCC), Dambai

	
	

	Plan not yet Implemented

	2
	Training on the SMART Workplace Platform

	Enhancing staff competencies, improving efficiency and ensuring seamless adaptation to modern system

	All Staff
	2 Days
	Local Government Accredited Consultant

	
	
	Plan not yet implemented

	
3
	Training in Microsoft Office Tools (Excel, PowerPoint and  Mail Merge) 
	To enable staff to use basic MS Office Tools in the day to day administration of the office
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	
2 Days
	
Oti Regional Coordinating Council (ORCC), Dambai

	
	
	Plan not yet Implemented

	
4
	Sensitization professional work ethics
	Recognizing and fostering the synergy between work ethics and personality traits leading to a more productive, innovative and harmonious workplace
	All Staff of the Krachi West Municipal Assembly
	2 Days
	Krachi West Municipal Assembly
	
	
	Plan not yet Implemented

	
5
	Orientation of Newly Posted Staff on the Local Government Protocols 

	To equip newly posted staff with knowledge in Local Governance

	All newly posted staff
	2 Days
	Krachi West Municipal Assembly
	
	
	Plan not yet Implemented

	
6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	2 Days
	Krachi West Municipal Assembly
	
	
	Plan not yet implemented






           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY:   ALHASSAN HAMZA
DESIGNATION: HUMAN RESOURCE MANAGER                                                          DESIGNATION: MUNICIPAL COORDINATING DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 07TH JULY, 2025	
	
SUBMISSION OF SECOND (02ND) QUARTER, 2025 CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training on the Newly Developed LGS Client Service Operational Manual
	Improving the performance of the Client Service Unit (CSU) Staff in delivery quality services to clients.
	Client Service Supervisor, Client Service Officer, IT Officer, Records Staff & Executive Officers
	 
2 Days
	
Oti Regional Coordinating Council (ORCC), Dambai

	
	

	Plan not yet Implemented

	2
	Training on the SMART Workplace Platform

	Enhancing staff competencies, improving efficiency and ensuring seamless adaptation to modern system

	All Staff
	2 Days
	Local Government Accredited Consultant

	
	
	Plan not yet implemented

	
3
	Training in Microsoft Office Tools (Excel, PowerPoint and  Mail Merge) 
	To enable staff to use basic MS Office Tools in the day to day administration of the office
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	
1 Day 
(14th July, 2025)
	
Krachi West Mun. Assembly

	

7
	

7
	Plan Implemented and report available on file 

	
4
	Sensitization on professional work ethics
	Recognizing and fostering the synergy between work ethics and personality traits leading to a more productive, innovative and harmonious workplace
	All Staff of the Krachi West Municipal Assembly
	1 Day
(11th July, 2025)
	Krachi West Municipal Assembly
	

14
	

9
	Plan Implemented and report available on file

	
5
	Orientation of Newly Posted Staff on the Local Government Protocols 

	To equip newly posted staff with knowledge in Local Governance

	All newly posted staff
	1 Day 
(09th July, 2025)
	Krachi West Municipal Assembly
	

7
	

2


	Plan Implemented and report available on file

	
6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	1 Day
(30th June, 2025)
	Krachi West Municipal Assembly
	

13
	

0
	Plan not yet implemented






           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY:   ALHASSAN HAMZA
DESIGNATION: HUMAN RESOURCE MANAGER                                                          DESIGNATION: MUNICIPAL COORDINATING DIRECTOR
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ANNUAL CAPACITY BUILDING PLAN TEMPLATE
FOR LGSS, RCCs AND MMDAs
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 30TH SEPTEMBER, 2025	
	
SUBMISSION OF THIRD (03RD) QUARTER, 2025 CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TcARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training on the Newly Developed LGS Client Service Operational Manual
	Improving the performance of the Client Service Unit (CSU) Staff in delivery quality services to clients.
	Client Service Supervisor, Client Service Officer, IT Officer, Records Staff & Executive Officers
	 
2 Days
	
Oti Regional Coordinating Council (ORCC), Dambai

	
	

	Plan not yet Implemented

	2
	Training on the SMART Workplace Platform

	Enhancing staff competencies, improving efficiency and ensuring seamless adaptation to modern system

	All Staff
	1 Days
24/09/2025
	Local Government Accredited Consultant

	

38
	

6
	Plan  implemented
And Report Available on File

	
3
	Training in Microsoft Office Tools (Excel, PowerPoint and  Mail Merge) 
	To enable staff to use basic MS Office Tools in the day to day administration of the office
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	
1 Day 
(14th July, 2025)
	
Krachi West Mun. Assembly

	

7
	

7
	Plan Implemented and report available on file 

	
4
	Sensitization on professional work ethics
	Recognizing and fostering the synergy between work ethics and personality traits leading to a more productive, innovative and harmonious workplace
	All Staff of the Krachi West Municipal Assembly
	1 Day
(11th July, 2025)
	Krachi West Municipal Assembly
	

14
	

9
	Plan Implemented and report available on file

	
5
	Orientation of Newly Posted Staff on the Local Government Protocols 

	To equip newly posted staff with knowledge in Local Governance

	All newly posted staff
	1 Day 
(09th July, 2025)
	Krachi West Municipal Assembly
	

7
	

2


	Plan Implemented and report available on file

	
6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	1 Day
(30th June, 2025)
	Krachi West Municipal Assembly
	

13
	

0
	Plan  implemented and Report available on file






           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY:   ALHASSAN HAMZA
DESIGNATION: HUMAN RESOURCE MANAGER                                                          DESIGNATION: MUNICIPAL COORDINATING DIRECTOR
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NAME OF ORGANIZATION: 	KRACHI WEST MUNICIPAL ASSEMBLY 			     DATE: 05TH JANUARY, 2026
	
SUBMISSION OF FOURTH (04TH ) QUARTER, 2025 CAPACITY BUILDING IMPLEMENTATION REPORT FOR KRACHI WEST MUNICIPAL ASSEMBLY
	NO
	TITLE OF TRAINING
	TRAINING OBJECTIVE (S)
	TARGET GROUP
	NUMBER OF DAYS
	NAME OF TRAINING INSTITUTION
	PARTICIPANTS
	REMARKS

	
	
	
	
	
	
	M
	F
	

	
1
	Training on the Newly Developed LGS Client Service Operational Manual
	Improving the performance of the Client Service Unit (CSU) Staff in delivery quality services to clients.
	Client Service Supervisor, Client Service Officer, IT Officer, Records Staff & Executive Officers
	 
1 Day

(07/11/2025)
	
Krachi West Municipal Assembly (Human Resource Dev’t)

	

5
	

2

	Plan  Implemented and report available on file

	2
	Training on the SMART Workplace Platform

	[bookmark: _GoBack]Enhancing staff competencies, improving efficiency and ensuring seamless adaptation to modern system
	All Staff
	1 Day
24/09/2025
	Local Government Accredited Consultant

	

38
	

6
	Plan  implemented
And Report Available on File

	
3
	Training in Microsoft Office Tools (Excel, PowerPoint and  Mail Merge) 
	To enable staff to use basic MS Office Tools in the day to day administration of the office
	All Heads of Departments/Units, All Secretaries/Frontline Staff, Client Service Officers/Supervisors, MIS Officers

	
1 Day 
(14th July, 2025)
	
Krachi West Mun. Assembly

	

7
	

7
	Plan Implemented and report available on file 

	
4
	Sensitization on professional work ethics
	Recognizing and fostering the synergy between work ethics and personality traits leading to a more productive, innovative and harmonious workplace
	All Staff of the Krachi West Municipal Assembly
	1 Day
(11th July, 2025)
	Krachi West Municipal Assembly
	

14
	

9
	Plan Implemented and report available on file

	
5
	Orientation of Newly Posted Staff on the Local Government Protocols 

	To equip newly posted staff with knowledge in Local Governance

	All newly posted staff
	1 Day 
(09th July, 2025)
	Krachi West Municipal Assembly
	

7
	

2


	Plan Implemented and report available on file

	
6
	Leadership Management, Organizational Effectiveness and Efficiency 
	Provide Heads of Departments and Units with knowledge and skills in the management of staff 
	All Heads of Departments and Units
	1 Day
(30th June, 2025)
	Krachi West Municipal Assembly
	

13
	

0
	Plan  implemented and Report available on file




           PREPARED BY: BRIGHT AKOMPIM                                                                                    CHECK BY: NSIAH KWAKU BLANKSON
DESIGNATION: HUMAN RESOURCE MANAGER                                                          DESIGNATION: MUNICIPAL COORDINATING DIRECTOR
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  bhu    LEARNING, TRAINING AND DEVELOPMENT    ANNUAL CAPACITY BUILDING PLAN TEMPLATE   FOR LGSS, RCCs AND MMDAs   

                      NAME OF ORGANIZATION:    KRACHI WEST DISTRICT ASSEMBLY              DATE:  4 th   January, 2021       2021   GENERIC   CAPACITY BUILDING/TRAINING PLAN FOR   KRACHI WEST DISTRICT ASSEMBLY  

NO  TITLE OF TRAINING  TRAINING OBJECTIVE (S)  TARGET GROUP  NUMBER  OF DAYS  NAME OF  TRAINING  INSTITUTION  SOURC E OF  FUNDI NG  

  1  Training on Project  Management   To sensitize staff on Project  Management     District Works  Engineer, Di strict  Planning Officer,  District Budget  Analyst, Internal  Auditor, District Co - coordinating Director      2 Days    OHLGS  (Consultant)    DPAT,  RFG  

  2  Training on Contract  Management  To build the capacity of key staff  in the management of contract in  the Krachi   West District    District Works  Engineer, District  Planning Officer,  District Budget 2 Days  OHLGS  (Consultant)    DPAT,  RFG  

