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EXCEUTIVE SUMMARY 
This is a report of a graduate internship program instituted by BRAC University with the aim of 

exposing Masters Students of employment world to gain experience and sharpen their employability 

skills before the completion of their studies. 
 

This internship was undertaken at the Samaj Kalyan O Unnayan Shangstha (SKUS), a national 

Non-Governmental Organization  (NGO) registered with the NGO Affairs Bureau of Bangladesh 

(Registration no-2061), working since 1995 to improve socio-economic condition of the poor and 

marginalized people to remove discrimination and all kinds of exploitations.  
 

During the last 3 (three) months intern at SKUS, I worked on day to day official work. Moreover, I 

was assigned in the project namely “Emergency shelter assistance for the most vulnerable 

households affected by cyclone Roanu in Bangladesh at Kutubdia Upazilla in Cox’s Bazar” 

which aims to protect people in need of shelter support on an emergency basis, through provision of 

shelter materials and guidance for construction as well as the alleviation of post disaster psychosocial 

impacts.  

During Internship, I performed various duties like project implementation; day to day office work, 

resource mobilization; communication & documentation, involve in emergency shelter support 

project through managing, monitoring and supervision. Through these performances I gained crucial 

experience that has resulted in immeasurable impact in my aptitude in various fields.  
 

The internship helped me to acquire knowledge in depth on professional communication, time 

management, team building, report writing, work in grassroots level with poor and vulnerable 

disaster people, critical thinking and managerial works.  
 

This internship has highly broadened my knowledge base through performance of various office tasks 

and field activities and through trainings attended. 
 

I recommend more organizations especially NGOs, national and international donor agencies to open 

up their doors to young people and especially students who are studding development studies to help 

build their capacity and expose them to various job challenges.   
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1.0. INTRODUCTION 

This report is a short description of my 3 (three) months internship carried out as compulsory 

component of the Master in Development Management and Practice (MDMP) Program. The 

internship is carried out within the organization name Samaj Kalayan O Unnayan Shangstha 

(SKUS), a national NGOs working since 1995.  

At the very outset of this internship, I formulated several learning goals which I hunted to achieve,  

1. to understand the functioning and working conditions of a non-government organization; 

2. to see how can I adjust in the professional environment  

3. to oversee the  prospect of working in NGO for my future career; 

4. to use my achieved skills and knowledge; 

5. to oversee what skills and knowledge I still needed to work in a professional environment; 

6. to manage a project in the field level with disaster affected people ; 

7. to enhance my communication skills; 

8. to build a network . 

This internship report contains my activities that have contributed to achieve a number of my stated 

goals. In the following chapters, a description of the organization SKUS and the activities is given. 

After this a self evaluation, reflection on my functioning and the learning goals achieved during the 

internship are described. Finally I have given conclusion on the internship experience according to 

my learning goals. There are some limitations in the report as for example it was not possible to 

describe any program in detail including field project namely “Emergency shelter assistance for the 

most vulnerable households affected by cyclone Roanu at Kutubdia” due to shortage of time.  
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2.0  SUMMARY  OF THE ORGANIZATION  

I am working at Samaj Kalyan O Unnayan Shangstha (SKUS) a national NGO situated at Dhaka 

as Program Officer from 2007 and as a Senior Program Officer since 2012. I am furnishing some 

brief information about the organization.  

2.1. Background: Samaj Kalyan O Unnayan Shangstha (SKUS) is a non-profit, non-political and 

non-governmental organization (NGO) committed to participate and promote national development 

through upgrading socio-economic conditions of the disadvantaged and underprivileged people in the 

society. The organization, as a national non-governmental organization (NGO), was formed in 1995, 

by a group of social worker having the humanitarian mentality. SKUS is legally registered with 

different registration authority of People’s Republic of Bangladesh  namely ; NGO affairs bureau , 

Department of Social Service, Directorate of Youth Development, Directorate of Youth 

Development, Department of Narcotics Control.  

Since 1995, SKUS has been working in the fields of health, nutrition and family planning ; Mother 

and Child health care;  Safeguarding of Childless Women; Safe Water, Sanitation and Hygiene;  

HIV/AIDS, Malaria and TB Control;  Non-formal education for child, adolescent  and  adult;  food 

security;  environment & natural resources and disaster management;  bio-diversity conservation;  

livelihood, early recovery and Shelter for disaster community, livelihood and life skill education, IGA 

and Vocational training for marginalized group; Women Development and Empowerment Program; 

Low cost Housing, Disabled rehabilitation, Rights, Justice and Good Governance Program;  Safe 

Migration Project  and Awareness raising on various social issues and advocacy.  

SKUS has been working with GOB, international development agencies and multilateral/bi-lateral 

donors as a development partner and services providers since 1995. SKUS has been implementing 

various project through financial and technical support of UNDP, UNICEF, Save the children, CIDA, 

Action Aid Bangladesh, USC Canada Bangladesh, BRAC, The Elizabeth Tailor AIDS Foundation as 

well as Different Ministry of Bangladesh.  

Over the couple of development work, SKUS have achieved special consultative status from the 

ECOSOC since 2010, UN. On the other hand SKUS has networking relationship with national and 

international arenas.   
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2.2. Vision : A happy, prosperous and poverty-free society where everyone’s basic needs and rights 

are ensured.   

2.3. Mission : To empower the poor and vulnerable people and create self-financed, self-employed 

and self-empowered communities with increased capabilities by providing need-based services and 

supports like agriculture, health, sanitation, education, HIV/AIDS prevention, gender,  environment, 

humanitarian support, social security, marketing, technology etc  

2.4.  Goal : To improve quality of life of the poor and the community people as a whole. 

2.5. Staff Strength: SKUS has a good number of skilled and efficient staffs (full time and part time) 

and volunteers to carry out its activities both in filed and office level. SKUS have 289 staffs out of 

them 157 are full staffs , 101 are part time staffs and 31 are volunteer.  

2.6. Project location: SKUS have been working in 112 upazilas/ thanas of 12 districts under Dhaka 
and Chittagong Division. Since 1995 SKUS has implemented 56 projects and organization has 6 
running projects. 

2.7. Department of organization 

There are eight department in SKUS  which are mentioned below;  

a) Disaster Management and emergency response  

b) Education  

c) Health , Nutrition and Family Planning, Water and Sanitation  

d) IGA, Livelihood and Food security  

e) Capacity development  

f) Women development and empowerment  

g) Monitoring and evaluation  

h) Accounts and administration 

I have been working in SKUS since 2004 in various position and now working as a Senior Program  

Officer (Documentation and Communication) since 2012 and responsible in office management, 

administration activities of SKUS.  In addition , during my intern period, I have assigned as Project 

Officer for the project   “Emergency Shelter Assistance for the Most Vulnerable Households at 

Kutubdia Upazila in Cox’s Bazar District” funded by UNDP Bangladesh under the department 

of disaster management sector. 

Value of Organization:  
1.  Mutual Respect and Trust 
2. Gender Equity 
3. Integrity & Solidarity 
4. Transparency & Accountability 
5.  Equal Opportunity for all 

Strategy:  
 Bottom up approach 
 Group approach in service delivery 
 Community involvement and participation 
 First  serve  for  the marginalize  and    Both 
rights  and  need  based  approaches  are 
followed in program  
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3.0. WHAT I DID AND I HAVE LEARNED  

I have performed the following activities during my internship period and some lesson learned from 

these activities which mentioned below;  

3.1. Duty and Responsibility :  

Part A : Perform day to day office work :  

 Regular email check and e-mail correspondence and discussion with chairperson   

 Internet browsing for donors fund and sharing with high officials  

 Day to day correspondence (Letter from NGO, Donor and other stakeholders)  

 Preparation of report for donors and other agencies   

 Keeping update of all the project activities going on  

 Prepare draft project proposal, concept note, letter of interest (LOI), Expression of interest(EOI)   

 Prepared important meeting minutes at the time of meeting  

 Assist to legal paper like registration certificate renewal,  Executive committee approval 

process and maintaining record  

 Assist to staff recruitment(in whole staff recruitment process) 

Part B : Involvement in managerial activities :  

 Provide feedback to Chairman and high authority  for the smooth running of any project   

 Prepare project reply report , quarterly report, inception report, project progress report as per 

demand of donor and organization  

 Join different meeting, seminar arranged by different organization as per instruction of chairman 

and high authority of SKUS  

 Designing monitoring format and monitor  ongoing project and provide feedback to chairperson  

Part C: Involvement in project activities in the field level for ensuring quality:  

Worked as Project Officer in the project  named “Emergency shelter assistance for the most 

vulnerable households affected by cyclone Roanu at Kutubdia Upazilla under Cox’s Bazar” funded 

by UNDP.  Major responsibility and task in the project was;  

 Project planning and implementation  with the assistance of Project Implementation Unit (PIU), 

ERF Field Coordinator and local GOB administration 

 Beneficiaries selection (survey form develop; provide orientation on survey form,  FGD; 

Monitoring Survey, conduct FGD;  Data Scanning; cross check/ validation of beneficiary;  

ensure endorsement beneficiary from UNO, PIO and respective UP chairman)  

 Project Monitoring and Staff supervision  
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 Conduct training,  inception meeting, monthly meeting and meeting with relevant stakeholders  

 Reporting 

 

3.2. Lesson learned 

The above activities which I have done during the internship period enhanced my knowledge and 

skill regarding project implementation and public relations. Some of the experiences are given below;  

i. Now a days,   effective executive committee, charismatic leadership role of chief executive and 

strong management is essential for NGOs development and its sustainability 

ii. NGOs should not depend on donor fund. NGOs should diversified their activities to  Micro 

finance, income generating activities, cost sharing for NGO sustainability    

iii. Effective communication within organization and communication out of organization e.g donor, 

government official, and local administration is very important for project management and fund 

raising for NGOs work 

iv. Staffs involvement in decision making process in organization and project encourage staffs to 

committed and ownership on organization  

v. Every stage of implementation of the project activities is the best field of learning by doing.  

vi. Develop survey form considering  beneficiary selection criteria and orientation on survey  as well 

as day to day monitoring on survey is crucial for appropriate beneficiary selection and 

advantageous  further effective project implementation  

vii. Community participation in whole project cycle, decentralization on project activities can helpful 

for effective , efficiency project implementation  

viii. For smooth project implementation and reaching estimate project target goals and activities,  

stakeholders assessment , SWOT analysis can play important role 

ix. Regular Supervision and monitoring ,  adequate assistance from different level can enhance the 

quality of activities and also ensure timely accomplishment especially in early recovery and 

emergency response project  

x. Beneficiaries, community people, Local Elected Body and Project Implementation Committee 

(PIC) of any upazila can take appropriate measures for reducing constraints and risk.   

xi. GO and NGO coordination is a crucial success factor for any project  

xii. Coordination with the local government representatives from the beginning of program design 

and planning is helpful to avoid future constraints and overcome influences. 
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4.0. SELF EVALUATION IN TERMS  OF KNOWLEDGE AND SKILLS  I  ACQUIRED  

Naturally one can acquire knowledge and skills at the end of any program. I have also acquired some 

knowledge and skills during MDMP program and 3 month internship program. In one sentence I can 

say this internship enriched my knowledge , skills which cannot be expressed in language. Still I am 

stating some knowledge and skills in brief.  

4.1 : Knowledge and Skills Gained : This internship has changed my professional level which will 

be helpful in my activities in side SKUS and outside my working station.  The knowledge I gained 

from the course and from internship period will enhance my personal skill. I have tried to 

coordinating the theory (which I have learned from the course) and practice (during internship). As a 

result I feel that my quality of work improved and contributing more in the organization for the 

development of SKUS. Some of these areas where I have developed myself are mentioned below:  

• Organizational/ Professional Communication and Correspondence skilled Developed: I 

learnt how to further improve my communication skills in an organizational setting and how 

vertical and horizontal communication can be maintained on the basis of the course of 

communication. During my internship I have gained more skill and knowledge in case of letter 

correspondence, due to proper guidance and suggestion of my supervisor and high officials of 

SKUS.  I have learned the technique of effective reply of letters through mail and hard copy 

addressing proper way. I myself involved in related stakeholders, donors and govt. high official.  

My study has contributed to my communication skills, but I would like to pay more attention to it 

in the future. To contribute more to projects and to progress faster, I want to learn to make a more 

confident impression and to express my ideas and opinion more certain. 

• Time management: I am now very much competent to proper time management and effective 

implementation of activities which will help me from the course of sustainable project 

management. Moreover, my supervisor oriented me to time management and encourages to 

attendee timely in office and completed all activities within time frame.  I was able to implement 

95% of the activities without delay.  Monthly and Weekly work plan, displayed board furnished 

with time line of activities in font of desk, day to day activities follow up helped me to 

successfully completion of activities within time. 

• Learn to work as a team member (Team building): On the basis of the methodology and 

techniques on teaching learning in the classroom of MDMP , I have learnt how to participate in 

teamwork, respecting other people’s opinions and giving out my opinions after careful thought. 

During the internship period I have successfully conducted two training session with the help of 
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team building among the participants. These skills were enhanced from the various joint activities 

carried together and I came to understand the importance of having consultation on areas where I 

lacked understanding as well as the importance of giving guidance to other staff with the aim of 

achieving a similar goal. Now I feel more comport to work within the team. 

• Report writing:  Report writing of every courses of MDMP has helped me to write any report 

more effectively and successfully.  During internship I have prepared some reports e.g inception 

report, monthly & quarterly progress report and project completion report which enhanced my 

report writing capacity. Moreover I have also developed myself in writing Expression of Interest 

(EOI), Concept Note, Letter of Interest (LOI), and Project Proposals as per RFP guideline.   

• Working experience in field (grassroots) level and community relationship skilled 

established : In MDMP program I have learned about concept of community, and their 

involvement in development project in various courses. The project “Emergency shelter support 

for Cyclone Roanu affected people”  has give me an opportunity to work at field level with 

vulnerable and marginalized most disaster cyclone Roanu affected people in the remotes area at 

Kutubdia upazila. I had a chance to exchange the views with the disaster affected people, to know 

their culture and life style, come across with the problems and sorrows of the victims through 

involving beneficiary selection, beneficiary validation, conduct inception meeting. The situation 

of that time I learned how to talk with them, how to behave with them cordially. The work in 

grassroots level improved my capacity to analyze beneficiary, stakeholders and skilled up to build 

relationship with local authority, local administration and community people.  

• Critical Thinking: The internship gave me an opportunity to interact, learn and share ideas with 

the national and international agencies specialists in different fields which broadened my thinking 

and practical skills on developmental activities. I can think a bit more critically on any issues 

raised in the office works, in projects and in my personal life. 

• Development of managerial capacity : The internship give me an opportunity to understand 

dynamics of my NGO. I would know the SKUS goal and objectives, management style, project 

management process and main source of fund. The understanding of dynamic of NGO helps me 

to further contribution in my organization development and its sustainability. Moreover, during 

my internship period, I have attended on some orientation, seminar, training, meeting which 

played important role to develop my managerial role and capacity.  Earlier I would involve in 

specific management activities but this MDMP program and internship has given me the 

strength to suggest higher authority and also to the colleague in the time of any crisis. Some 
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time my suggestion has been appreciated by authority. I am assisting SKUS management to 

develop a strategy plan for diversified its activities. It is of course the knowledge gain.  

• Helped to future Career Plan:   This internship will help me to choose my future career and 

buildup my confident in NGOs sector.  I have realized that in NGO it have huge field to work and 

have better career opportunity. I have enjoy to work with vulnerable group specially women and 

children in hard to reach remote areas. This influenced me to be a Disaster Risk Management 

Specialist with advanced knowledge in both theory and practice. I have been trying to give my 

best to my organization development. This MDMP program and internship have been planning 

important role to develop myself, my organization, development work and community as whole.  

I  have also planned to work for international development organizations such as; UNDP, BRAC, 

UNICEF, OXFAM, CARE, Concern Worldwide etc  in the fields of disaster management  

planning, financing, policy formulations and implementations.   

4.2. Major Achievements  

1. Development of Managerial Capacity :  Higher authority of SKUS now a day’s has been 

involving me in any project planning, smooth running of the project and management decision 

which are encouraging me.    

2. Working experience with the disaster people : During working in Kutubdia Upazilla in ERAF 

project, I had a chance to exchange to coordinate with the disaster affected people. I have got 

insight to work with the people at any disaster.  

3. Time management : One of the achievement in my internship duration was on proper time 

management which helped me for effective  implementation of any activities successfully.  

4. Development of project and fund mobilization: During  internship duration for 3 months, I 

have drafted project proposal namely “Emergency Shelter Assistance for the Most Vulnerable 

Households at Kutubdia Upazila in Cox’s Bazar District” funded by UNDP Bangladesh. This 

proposal was approved by UNDP.  I have done all the correspondence regarding fund 

mobilization. Now I am drafting another project proposal namely Basic Literacy Program (BLP) 

fund by Bureau of Non-formal education (BNFE) under Ministry of Non-formal Education. 

4.3 Reflection on Internship: Comparative Discussion  

Internship goal  After internship  Remarks  

to understand the functioning and working 

conditions of a NGO 

Improved knowledge 

satisfactorily     

More time and good 

working environment  

to see how can I adjust in the professional achieved satisfactorily    
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environment; 

to see if this kind of work is a possibility for 

my future career; 

I will be helpful positively in  

my future career   

 

to use my gained skills and knowledge in 

practical situation; 

Skill and knowledge I gained helping 

me   in my professional duty   

Required more time and 

field work  

to see what skills and knowledge I still need 

to work in a professional environment; 

I need more skill and 

knowledge in international level  

 

to get fieldwork experience through 

managing project ; 

Partly achieved  Need more field 

work  

to enhance my communication skills; Communication skills enhanced   Should developed  

to build a network. Partly achieved   More involving in 

projects  

4.4. CHALLENGES AND CONSTRAINTS  

During my internship in SKUS, I encountered some difficulties which include:  

1. Time constraints : NGOs and development work is huge field and require more time to touch all 

of the part of development works. During the intern period I have only cover some of areas of 

development work whereas most of the areas were untouchable due to time constant. In short 

period it is difficult to cover all the important topics of development field gained from course.  

2. Lack of availability of some colleagues to share their knowledge with interns: NGO is a 

centre for exchange of ideas and experiences among practitioners of development sectors.  

Internship program in a NGOs offers opportunity to young people to acquire knowledge and 

improve their skills in the development areas.   However, some staff members are not usually 

available; what prevents interns to approach them for requests for clarification.  

3. Lack of expertise in specific field: All staffs are not expert in all side. Some may expert in 

M&E, other are expert in project design. During the inter period I feel unavailability of expertise 

in the field of M&E, Project Design, Project management.    

4. Lack of profession environment: During my internship period I have feel that SKUS has some 

gap on profession environment, management & administration, executive committee. 

Organization is more centralized and lack of chain of command I observed those are essential for 

good professional environment and job satisfaction.  

5. Limited involvement in project and field work : SKUS has only 6 running project in the field 

of education, health, livelihood , capacity building and disaster management and emergency 
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recovery.  I was involved in 2 projects . The project I was involved is emergency project where 

all dimension of project i.e. complete life cycle of the project was absent and intervention of the 

project. Only 25 days I have worked at field which is  not sufficient to gain skill and knowledge.  

• Constraints facing in the field work : During my field work at Kutubdia I face some unseen 

constraints to implement the project properly e.g 1. Lack of past experience; 2. Communication in 

most remote/isolated area; 3. Smaller target beneficiary than demand; 4. Local political influence 

to enlist name of household 5. Tendency to hide real information for getting support; 6. Pressure 

of UP representative and community people to get the support being a non-target group and 

created problems,  7. Disrupted weather, 8. Unavailability of electricity and access to internet 

connection, 9. Absent of government official in their working station 10. Absent of UP 

representative in their respective union 11. Ensure spontaneous participation of the conservative 

community people in FGD, especially women etc.  

5.0.  CONCLUSION 

On the whole, this internship was a useful experience. I have gained new knowledge, skills and met 

many new people of various cultures. I achieved several of my learning goals; however, for some 

constraints I could not work as per schedule.  I got insight into professional practice. I learned the 

different facets of working within a NGO. It has also improved my thinking and analytical skills and 

strengthened my professional ability to work in a multicultural environment. The internship helped 

me to identify the strengths and weaknesses of mine. This helped me to define what skills and 

knowledge I have to improve in the coming time. I had an opportunity to work with disaster affected 

people in the field level in Cyclone Roanu affected area at Kutubdia upazila under Cox’s Bazar 

District. I have practically seen the crucial conditions of the people in that area where the people are 

living in the open space which are very inhumane. The people of Bangladesh, national and 

international donors, rich man and organization should come forward for reducing their vulnerability, 

poverty and adversity. Let God Bless Them.   
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APPENDICES : 
 

Appendix-01 : Project Proposal for Early Recovery Project (only 2 pages)  

TECHNICAL PROPOSAL 

For  

Emergency shelter assistance for the most vulnerable households affected by 
cyclone Roanu at Kutudia Upazila in Cox’s Bazar District in Bangladesh. 

Name of Proposing Organization /Firm  Samaj Kalyan O Unnayan Shangstha (SKUS)  

Country of Registration  Bangladesh 

Name of Contact Person for this Proposal  Ms. Jesmin Prema  

Address:  110, Shantinagar, Nilufar Building, 1st Floor,  

 Dhaka-1217 

Phone /Fax:  9338519/9351387 

Email:  skus.dhaka@gmail.com; skus.ctg@gmail.com  

 

A. EXPERTISE OF FIRM/ ORGANISATION : 
1.1 BRIEF DESCRIPTION OF PROPOSER AS AN ENTITY:  

I) INTRODUCTION AND BACKGROUND OF THE ORGANIZATION: 

Samaj Kalyan O Unnayan Shangstha (SKUS) is a non-profit and non-government voluntary organization 
registered by the NGO Affairs Bureau of Government of Bangladesh, and Department of Social Services. The 
organization was established in 1995 with some dedicated and socially committed people with vision to 
“Improved socio-economic condition of the poor people, competence them live a life free from illiteracy, ill 
health, malnutrition, starvation, deprivation, discrimination and all kinds of exploitations”  

SKUS has been working among the poor and the disadvantaged in the society i.e. the destitute 
women and children, people with disability, marginalized rural & urban occupational groups and 
poor, ethnic communities, transport workers, garments workers, Drug Users, sex workers, slum 
dweller with mission to “Empower the poor and vulnerable people, especially the poor women, by 
making them capable, self-sufficient and self-initiated through appropriate capacity building and 
harnessing of resources”  

To ensure rights & make them self-empower as well self reliance SKUS has been implementing 
diverse project like Non-formal Education, Women development, Human rights, HIV/AIDS 
awareness & Prevention, Environment, Good governance as well as on health, nutrition and Family 
planning, Emergency relief and rehabilitation, Safe water and sanitation, Malaria control program, 
Health, nutrition and family planning, Skill development and income generation of urban poor 
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women, Fisheries, Social Forestry, Micro credit etc. through Right based approach, Networking, 
collaboration partnership and community participation.   

SKUS has good track record working with GOB, national and international development agencies 
and multilateral/bi-lateral donors as a development partner and services providers since 1996. It has 
starts its journey as a volunteer organization and now turned into a potential rights and advocacy 
platform for the poor, marginal, ethnic and socially excluded people. It is also incorporating civil 
society and other social elements to work together in the battle against poverty. SKUS is always 
trying to perceive development from a rights view point and continue its working with the approach 
of participation within the light of ethnic, diversity, culture, practice and values of Bangladesh. Over 
the period working though the mission SKUS achieve Special Consultative Status with ECOSOC 
from 2010 which is ultimate acknowledgement of its good work, transparency and contribution to 
development arena. 

 

II) LEGAL CAPACITY TO OPERATE:  
Necessary information on the legal status of all organizations of the consortium is given in the following table: 

Registration Authority Registration 
Date Number 

NGO Affairs Bureau  25 January 2006 FDR-2061 

Department of Social Services (DSS) 9 March 1996 Dha-03526 

Ministry of Youth Development (MoYD)  14 January 1998. Dhaka-252-98 
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Appendix-02 : Survey form and beneficiary card  
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Project Inception Report 
OF  

Emergency shelter assistant for the most vulnerable 
households affected by Cyclone Roanu at Kutubdia Upazilla 

of Cox’s Bazar District  
 

 

 
 

 

Report submission date: October 15, 2016 
 

SUPPORTED BY:  
UNITED NATIONS DEVELOPMENT PROGRAMME (UNDP) 

 
 
 
 
 

IMPLEMENTED BY:  
Samaj Kalyan O Unnayan Shangstha (SKUS) 

       Nilufar Building (1st floor)110, Shantinagor,Dhaka-1217 
Phone : 9338519, 9351387 

 

Appendix‐03: Inception Report (ERAF) 
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Appendix-04 : Action Plan –ERAF project  
Emergency shelter assistance for the most vulnerable households affected by cyclone Roanu at Kutubdia 

Upazilla of Cox's Bazar District  

Name of Implement Organization : Samaj Kalyan O Unnayan Shangstha (SKUS)  

Work Plan (Revised) 

 Date : October 3, 2016              
              

S
L 

Project Activities   
Sep,16 Oct,16 Nov,16 

W-
1 

W
-2 

W
-
3 

W
-
4 

W
-
1 

W
-2 

W-
3 

W-4 W-1 W-2 W-3 W-4

1 Contract signing                          

2 Staff  Recruitment and Deployment / 
posting   

                      

3 Office setup / hiring                         

4 

Project Sharing with local level official 
including Upazilla administration, 
Union Parishad and others official 
(informal Sharing) 

                        

5 Benificiaries Selection                          

a Developed survey form, printing 
beneficiaries card and staff orientation  

  
  

  
  

                

b Conduct FGD                         

c Conduct Base Line survey following 
FGD output  

  
        

              

d Prepared draft list of the beneficiaries    
        

              

e Inception Meeting                          

f Sharing/validation with UP and ensure 
their counter sign in final list 

  
        

              

g Final list Endorse by UNO                           

h Spot Check by Bangladesh Scout -
random selection  

  
    

  
  

  
  

          

7 Project Monitoring & Evaluation 
Team Formation  

  
    

                  

a Formulation of Project Technical 
Advisory Group (TAG)  

  
        

              

b Formation of Union-wise monitoring 
team  

  
        

              

8 Psychosocial training beneficiaries 
selection  

  
    

                  

a 

Prepare draft potential participant list 
(40 persons) for psychosocial training 
ensuring participation from relevant 
stakeholders 4 
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b 

Arrange  meeting with Technical 
Advisory Group (TAG) for finalization 
of 30  participant list for Psychosocial 
training and list finalization  

  

    

    

  

            

c Arranging psychosocial training for 30 
participants  

  
    

      
  

          

d 

Roll out for psychosocial motiviation : 4 
session with a group of 15 persons (2 for 
men and 2 for women ) ( Half day in 
presence of T.O)  

  

    

                  

9 Cash Grant Distribution                          

a Provide Cash support to the target group 
(1st installment for shelter)  

  
    

                  

b Provide Cash support to the target group 
(2nd installment for NFI)  

  
    

                  

11 Inception Report                          
12 Final Reporting                         



Internship Report_Saleh Uddin_MDMP_BRACU    19 | P a g e  
 

 
Appendix-05 : Validation report (ERAF Project)  

ÒN~wY©So †ivqvby G ¶wZMÖ¯’ nZ`wi`ª cwiev‡i Riæix Avkªq mnvqZv cÖKí Ó  

DcKvi‡fvwM Rwic ZvwjKv hvPvBKiY 

ZvwiL : 20/10/2016  

hvPvBKvix `‡ji m`m¨ :  

1. ‡gvnv¤§` Qv‡jn DwÏb, †cÖvMÖvg Awdmvi , ¯‹vm  

hvPvB BDwbqb : DËi aiæs, IqvW©-3 

hvPvB‡qi gšÍe¨ :  

µwgK bs  cviv bvg I wcZvi bvg  AvBwW bs I K¨vUvMwi   gšÍe¨ 

68 DËi ayis Kwig Dj¨vn  

wcZv: g„Z Kwei 
Avn‡g`  

2214581903168, G - ÿwZMÖ¯Í wKš‘ Ae¯’v wKQzUv 
fvj  

- DcvR©b fvj 
- wb‡Ri Ni Ges wfUv Av‡Q 

(di‡g D‡jøL f~wgnxb)  

K¨vUvMwi we †Z 
ivLv hvq 

334 AvKevi ewji 
cvov  

Rvbyqviv †eMg  

wcZv- g„Z ew`Di 
ingvb  

2214581903327, G - Dcw¯’Z wQj bv
- ’̄vbxq‡`i mv‡_ K_v e‡j 

Rvbv †M‡Q Avm‡j Amnvq  
- ‡Q‡j-‡g‡q‡`i Ae‡njvi 

wkKvi 
- weaev 
  

wVK Av‡Q  

298 AvKevi ewji 
cvov  

‡bRvg DwÏb 

wcZv- gvneye 
Dj¨vn  

2214581903681, G - Dcw¯’Z wQj bv
- ’̄vbxq‡`i mv‡_ K_v e‡j 

Rvbv †M‡Q Avw_©K Ae¯’v fvj 
- K‡qKw`b Av‡M we‡`k †_‡K 

G‡m‡Q|  

ev` 

327 gbQi Avjx 
nvRxi cvov  

 †gv: †dviKvb 

wcZv-  

2214581902889, G - Dcw¯’Z wQj bv, PÆMÖvg 
wM‡q‡Q 

- KvPv Ni Z‡e N‡ii Ae¯’v 
Zzjbvg~jK fvj 

K¨vUvMwi we †Z 
ivLv hvq| Z‡e ev` 
w`‡j Av‡iv fvj nq 

287 gbQi Avjx 
nvRxi cvov  

Avwgi nvgRv  

wcZv- g„Z Qv‡ni 
wgqv   

2214581902801, G - Dcw¯’Z wQj bv
- ’̄vbxq‡`i mv‡_ K_v e‡j 

Rvbv †M‡Q †Q‡j‡`i mv‡_ 
_v‡K Z‡e wKQzUv Amnvq  

we‡ePbv Kiv hvq  

103 AvKevi ewji 
cvov  

byi ev`kv 

wcZv-mvwP wgqv  

2214581903429, G - Dcw¯’Z wQj bv
- ’̄vbxq‡`i mv‡_ K_v e‡j 

Rvbv †M‡Q †Q‡j‡`i mv‡_ 
_v‡K Z‡e wKQzUv Amnvq  

wVK Av‡Q 
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218 gbQi Avjx 
nvRxi cvov  

‡gvnv¤§` myRb 

wcZv-Ave`yj 
gwR`  

Õ199322145810000
98, G 

- Dcw¯’Z wQj bv, c‡i 
G‡m‡Q|  

- ÿwZMȪ Í wKš‘ Ae ’̄v wKQzUv 
fvj(je‡bi Pvl K‡i)   

- DcvR©b fvj 
- evev gv‡qi mv‡_ GKmv‡_ 

_v‡K  
- evev‡KI g‡bnq ZvwjKvfz³ 

Kiv n‡q‡Q|  
- cwiev‡ii m`m¨‡`i mv‡_ 

K_v e‡j di‡gi mv‡_ 
AmvÄm¨ g‡b n‡q‡Q  

K¨vUvMwi wm †Z 
ivLv hvq| Z‡e ev` 
w`‡j Av‡iv fvj 
nq|  

195 c~e©Pi ayis Ave ỳ Kvjvg  

wcZv-‡Mvjvg ivmyj 

2214581902838, we - emZwfUv Av‡Q (di‡g 
D‡jøL †bq)  

- Ni Av‡Q ‡gvUvgywU 

K¨vUvMwi we wVK 
Av‡Q  

27 gbQi Avjx 
nvRxi cvov  

‡iby &Aviv †eMg  

^̄vgx-gbœvb 

2214581903036, G - Ni Av‡Q Ges Ae¯’v wKQzUv 
fvj g‡b n‡q‡Q 

K¨vUvMwi we ivLv 
hvq ( di‡g 
K¨vUvMwi D‡jøL 
†bq)  

45 c~e©Pi ayis  †gv¯ÍvK Avn‡g` 

wcZv- g„Z Avwgi 
†nvmvBb  

2214581902704, we - Dcw¯’Z wQj bv, PÆMvg 
†M‡Q| Ni †gvUvgywU fvj 
Av‡Q  

ev` †`Iqv hvq  

26 gbQi Avjx 
nvRxi cvov  

Kvgvj †nvmvBb 

wcZv- ingZ 
Dj¨vn  

2214581902975, we - Ni wKQzUv †givgZ K‡i‡Q, 
N‡ii mv‡_ †`vKvb Av‡Q, 
wRwbmcÎ cÖ‡qvRb | S‡o 
cwiev‡ii 4 Rb gviv †M‡Q 

K¨vUvMwi we ‡_‡K 
G †Z ivLv hvq|  

27 gbQi Avjx 
nvRxi cvov  

Kvgvj †nvmvBb 

wcZv- g„Z †gv: 
Kvjy  

2214581903076, we - Ae ’̄v fvj, †g¤^v‡ii fvB ev` †`Iqv hvq 
Z‡e GjvKvq cÖfve 
Av‡Q ZvB cÖK‡íi 
^̄v‡_© we‡ePbv Kiv 

hvq wKbv Zv †`Lv 
hvq|    

 

 

‡gvnv¤§` Qv‡jn DwÏb 
†cÖvMÖvg Awdmvi  
¯‹vm  
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Appendix-06 : Module sample pages for RERMP-2 project  
 

 

 
 

cjøxKg©ms¯’vb I moK i¶Yv‡e¶Y Kg©m~Px (AviBAviGgwc-2) 
kxl©K cÖK‡íi Avq-ea©K Kv‡Ri `ÿZv I m‡PZbZv e„w× cÖwkÿY 

g¨vbyqvj(ms‡kvwaZ I ms‡hvwRZ Ask)  

A_©vq‡b t ¯’vbxq miKvi cÖ‡KŠkjx Awa`ßi (GjwRBwW) 

 
 
 
 
 
 
 
 
 

ev¯Íevq‡b t 
mgvR Kj¨vY I Dbœqb ms ’̄v (¯‹vm) 
110, kvwšÍbMi, XvKv-1217, †dvb t 9338315, 9351387 
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m~PxcÎ (ms‡kvaxZ)  
gwWDj bs cÖwkÿ‡Yi bvg c„ôv bs 

 
c„ôv bs 

(ms‡kvaxZ)  
m‡PZbZv e„w× cÖwkÿY  

gwWDj -1 , SAC Lv`¨ I cywó 2-8  
gwWDj -2 , SAC  beRvZK I evošÍwkïi Lv`¨ Ges 

gv‡qi cywó (Mf©eZx gv‡qi Lv`¨ I hZœ) 
9-16  

gwWDj-3 , SAC e¨w³MZ ¯^v¯’¨ I cwi®‹vi cwiPQbœZv Ges 
wK‡kvi-wK‡kvix‡`i cÖRbb ¯^v¯’¨ wkÿv   

17-24  

gwWDj-4, SAC wbivc` cvwb I ¯^v¯’¨ m¤§Z cvqLvbv Ges 
GBPAvBwf I GBW&m 

25-32  

gwWDj-5, SAC bvixi ÿgZvqb, bvix-cyiæl ˆelg¨   I 
bvix AwaKvi 

33-36  

gwWDj - 6, SAC evj¨ weevn I bvix wbh©vZb  37-40  
gwWDj -7, SAC g¨v‡jwiqv wbqš¿b I cÖwZ‡iva  Ges 

wbivc` ågb/PjvPj  
41-43 41-46 

gwWDj -8 , SAC wewfbœ cÖvK…wZK `y‡h©vM †gvKv‡ejvq 
m‡PZbZv Ges mvgvwRK we‡iva  

 47-59 

Avq-ea©K Kv‡Ri `ÿZv e„w×i cÖwkÿY  
gwWDj -1, IGA grm¨ Pvl I I‡q÷vi gvkiæ‡gi Pvl 

cÖYvjx 
45-54 61-70 

gwWDj-2 , IGA Miæ †gvUvZvRvKiY Ges  QvMj I gyiMx 
cvjb 

55-74 71-90 

gwWDj-3 , IGA euvk I †e‡Zi n¯Íwkí 75-85 91-101 
gwWDj -4, IGA Av`v I njy` Pvl 86-96 102-112 
gwWDj-5, IGA Avbvim I †cqviv Pvl 97-101 113-117 
gwWDj -6 , IGA evoxi cv‡k mewR Pvl  I e„ÿ‡ivcb 102-109 118-133 
gwWDj-7 , IGA wPov, gywo, wPZB wcVv, fuvcv wcVv ˆZix   134-140 
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Appendix-07 : Training plan for RERMP-2 project  

mgvR Kj¨vb I Dbœqb ms ’̄v (¯‹vm) GbwRI KZ…©K  
wba©vwiZ cÖwkÿY GjvKv-5 Z_v K·evRvi/ev›`ievb/LvMovQwo/iv½vgvwU cve©Z¨ †Rjv mg‡~ni 

e‡Kqv cÖwkÿY cwiKíbv| 
‡Rjvi 
bvg  

wbav©wiZ 
cÖwkÿ‡Yi msL¨v 

Ab~wôZ cÖwkÿ‡Yi 
msL¨v 

Abb~wôZ 
cÖwkÿ‡Yi  

msL¨v 

cÖwµqvq e‡Kqv cÖwkÿY mgvß  Kiv n‡e ( AvMó-
wW‡m¤^i,2016 ch©šÍ cÖwZgv‡m) 

gvP©/15‡_‡K 
RyjvB/16 ch©šÍ 

gvP©/15‡_‡K 
RyjvB/16 
ch©šÍ 

gv‡mi bvg wba©vwiZ 
Pjgvb  

e‡Kqv  ‡gvU 

‡gvU wi‡cvU 
wfwËK 

  

K·evRv
i 

560 344 344 216 AvMó-2016 18 36 54

    ‡m‡Þ¤^i-
2016 

35 70 105

    A‡±vei-
2016 

35 70 105

    b‡f¤^-2016 35 40 75

‡gvU 560 344 344 216 123 216 339
     

                                             e‡Kqv cÖwkÿ‡Yi Dc‡Rjv Iqvwi wnmve  

 gv‡mi bvg : AvMó/2016  
µwgK bs Dc‡Rjv mgy‡ni 

bvg 
÷vd 
bs 

BDwbq‡bi 
msL¨v 

‡gvU e¨vP Pjgvb †Uªwbs  e‡Kqv  †gvU  cÖwkÿ‡Yi 
ZvwiL mg~n     
(AvMó/2016)  

1 ‡UKbvd 1 6 3 2 4 6 16,17

2 DwLqv 5 2 2 4 6 21,22

3 ivgy 11 6 3 6 9 23,24,27

4  K·evRvi m`i 10 5 2 4 6 28,29

5 g‡nkLvwj  2 8 4 2 4 6 16,17

6 P‡Kvwiqv 18 9 4 8 12 18,21,22,23

7 ‡cKzqv 7 3 1 2 3 24,27

8 KZzew`qv 6 3 2 4 6 28, 29,30,31

‡gvU     71 18 36 54 
          

    gv‡mi bvg :‡m‡Þ¤^i/2016  
µwgK bs Dc‡Rjv mgy‡ni 

bvg 
÷vd 
bs 

BDwbq‡bi 
msL¨v 

‡gvU e¨vP Pjgvb †Uªwbs  e‡Kqv  †gvU  cÖwkÿ‡Yi 
ZvwiL mg~n 
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(‡m‡Þ¤^i/201
6)   

1 ‡UKbvd 1 6 3 3 6 9 1,3,5

2 DwLqv 5 2 2 4 6 7,8

3 ivgy 11 6 6 12 18 10,14,15,17,
18,19 

4  K·evRvi m`i 10 5 5 10 15 20,21,22,24 
,25 

5 g‡nkLvwj  2 8 4 4 8 12 1,3,4,5

6 P‡Kvwiqv 18 9 9 18 27 6,7,8,10,14,1
5, 17,18,19 

7 ‡cKzqv 7 3 3 6 9 20,21,22,24

8 KZzew`qv 6 3 3 6 9 26,27,28

‡gvU     71 35 35 70 105 
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Appendix : 8 : Risk Measure and Mitigation Plan for ERAF project  

SKUS 
110, Shantinagar, Dhaka 

Emergency shelter assistance for the most vulnerable households affected by cyclone 
Roanu in Bangladesh 

 
Risk Measure and Mitigation Plan  

The major risks that may hamper the project activities are mentioned below. The project implementing team 
will prepare a contingency plan to overcome the risks may be faced. Every issue is presented in the following 
matrix:  
SL #  Risk Mitigation Measure 
01 The project area is situated in one of the major 

disaster prone areas of the country and it is 
one of the regions which are still facing 
climate change challenges. So, it is expected, 
during its implementation period, some 
disaster events may occur. 

The project will overcome these risks through developing 
work plan which will be natural events avoiding. In between 
two tasks of the project an additional time will be remained 
that will help to implement all project activities keeping away 
from the disaster. The events of the project will be organized 
in such places, where no bad effects of disasters will be 
created. 

02 Assessing the existing political trend it is 
predicting that coming period of the country 
will be politically conflicting. It may have a 
negative impact on the project activities. 

SKUS has experience to work in conflicting political situation. 
It will prepare a flexible work plan that will assist it to perform 
the scheduled activities of the project keeping away from the 
politically conflicting days. The project will make the political 
activists friendly towards the project to smoothly operate the 
project within conflicting political situation. 

03 Bureaucratic culture within relevant public 
agencies like offices of UNO, DAE, DLS and 
DOF may create problems in objective 
oriented operation of the project. 

The implementers will meet all requirements of the relevant 
public agencies like offices of UNO, DAE, DLS and DOF. 
Related rules and regulations will strictly be followed to avoid 
the bureaucratic complexity. 

04 Drop out of staffs. Due to short time of the 
project SKUS anticipating it may hamper the 
completion of the project, sickness etc.   

SKUS will plan for alternative manpower to complete the 
assign task in time.  

05 Cooperation from the local government and 
community. As the project duration is short, 
and limitation of resources compare to their 
need  

SKUS will take appropriate measure considering the 
involvement of the community leaders and influential to the 
project.    

06 Fund flow from the donor Donor may consider timely fund disbursement as per the 
agreement and schedule  

07 Cash carry from bank to project site  SKUS will ensure safety carry of cash from bank to 
distribution point if needed it will haired car and will inform 
the law enforcing agency.    

08 Cash availability of local bank SKUS will inform local and regional bank in advance for 
ensure sufficient liquid money in the local bank.  

09 Local political influence in beneficiaries 
selection and project implementation  

Local political influence will be minimizing through 
motivation and discussion.  
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Appendix : 9 : Psychosocial Training  Completion Report (ERAF)   
 

 

Training Completion Report 
On 

Psychosocial training under under Emergency Shelter Assistance support for most Vulnerable 
Household affected by Cyclone Roanu at Kutubdia under Cox’s Bazar district,Bangladesh 

 
 

23‐24 November 2016 

Venue : Upazila Auditorium, Kutubdia Upazila  

 

Submitted to 

UNDP Bangladesh 

 

Submitted By 

Samaj Kalyan O Unnayan Shangstha(SKUS) 

110 Shantinagar, Dhaka‐1217 

Email: skus.daka@gmail.com, skus.ctg@gmail.com  

 

November ,2016  
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Training Report  

on  

Psycho-social training  under Emergency Shelter Assistance support for most Vulnerable 
Household affected by Cyclone Roanu at Kutubdia under Cox’s Bazar district,Bangladesh 

 
1. Introduction 
As a partner NGO of UNDP Bangladesh Samaj Kalyan O Unnayan Shangstha (SKUS) has been implementing  a 
project  namely  “Emergency  shelter  assistance  for  the most  vulnerable  households  affected  by  cyclone 
Roanu at Kutubdia Upazilla of Cox's Bazar District” since August 21, 2016. The project will be continued till 
December 31,2016.  

There are two component of the project, one is providing emergency shelter support (inclusive of NFI) for the 
most‐affected  people  and  other  is  arranging  psychosocial  training  for  30‐35  ground  staffs,  government 
officials, members of disaster management  committee,  teachers etc. So, psychosocial  training  component 
has been given due  importance  in  the work plan. Accordingly, SKUS has  taken necessary  steps  to arrange 
psychosocial training to fulfil estimated project goal and objectives.  

1. Activity‐2 of the project 
Psychosocial training for govt. officials and others selected participant under “Emergency shelter assistance 
for the most vulnerable households affected by cyclone Roanu at Kutubdia Upazilla of Cox's Bazar District”.  

2. Inauguration of the training  
Psychosocial  training  course  were  inaugurated  by  the 
Upazila  Nirbahi  Officer  of  Kutubdia  Upazila.  Mr. 
Rashadur  Rahman,  CAO  on  behalf  of  Jesmin  Prema, 
Chairman,  SKUS,  delivered  his  welcome  speech  on 
inauguration  training  session. All of  them  thank  to  the 
participants  for  their participation. The UNO has kindly 
declared for the inauguration of the training  

 

3. Objectives of the training  
The training objectives are;  

- To  reach project estimated output‐2  (Conduct  trainings  sessions  for 30‐35  response  team  staffs  in 
providing psychosocial training to beneficiaries)  

- To strengthen mental & psychological strength during disaster response activities  
- To understand techniques  for handling psychosocial trauma dealing with the affected people  


