Workshop on internal communication
Sari, 29 May 2007
Objectives

After this workshop, participants should be able to:

· Understand the need for improved internal communication within AILWMP 

· Know how to improve internal communication in AILWMP
· Know what information is available on the AILWMP website, and how to contribute information to the website

· Know how to use Outlook to manage emails

· Know how to archive documents and correspondence and retrieve them on their own computers

· Know how to use Google Desktop on their computers

Participants

Staff of MRWC and MJAO PIUs and Sari-based consultants
Curriculum

· Improving internal communication

· Managing and archiving documents and correspondence

· Managing emails using Outlook

· Contributing to and using the AILWMP website

· File management and security
· Finding information on your computer with Google Desktop

Timetable

	Time
	Topic
	Presentation

	08:30
	Improving internal communication
	050 en,/fa

	10:00
	Managing and archiving documents: hardcopies, softcopies  
	053 en

	11:20
	Contributing to and using the AILWMP website
	057 en

	11:50
	Managing and archiving correspondence: hardcopies
Managing and archiving emails using Outlook
	060 en
059 en/fa

	12:20
	File management and security
Finding information on your computer with Google Desktop 
	058 

	13:10
	Developing internal communication
	049, 056

	14:00
	Close
	


