
Documentation – An E�ective 
Knowledge Management Approach



Who is the course for?

Course highlights

Subject
Understanding e�ective documentation approaches to enhance the reach and positioning of 
social sector organizations.

Context and relevance
This 2.5-hour self-paced course is designed for development sector professionals involved in 
project management and implementation work. It aims to:

Help understand the need for timely documentation of a project to  record project activities 
systematically and build organizational memory
Enhance knowledge on how documentation strengthens understanding of the project sta� when the 
project transitions from design to the implementation stage
Develop an organizational understanding of workable implementation approaches to feed into 
subsequent project design
Elaborate on how documentation of implementation approaches, challenges faced, lessons learned, 
redressal mechanisms, and results achieved is a valuable knowledge management approach
Explain how documentation can help in advocacy with the donors, government and other crucial 
stakeholders for scale-up/new projects. 

Documentation professionals
NGO professionals 
Development sector workers 
M&E professionals 

What is documentation?
Why is it an important part of knowledge management?
What are the various types of documentation products?
What are the key steps of documentation (including process documentation, best practices, 
case studies, case stories, photographic documentation and videography)?

The program would answer some key questions related to documentation of programs, projects, 
and interventions.
These include: 



The course is divided into �ve Modules: 

Total duration of the course: 2.5 Hours 

Mode: Pre-recorded, self-paced and virtual 

Key topics covered in the course Expected learning outcomes 
for students

The �rst module elaborates the de�nition of knowledge management, its purpose and the objectives it serves. 
The module takes a look at documentation as a form of knowledge management and explores how projects, 
programs and interventions are documented over their lifetime via various methods. Keeping in mind that the 
process documentation is the most elaborate of documentation forms, it further explores the key questions 
that a process document answers.

The second module of the course spells out the 
wide array of products that can be developed 
through the documentation of a project or 
program, to add to the repertoire of knowledge 
management e�orts. It explains their purpose and 
what they include. 

Module four discusses preparation before 
documentation on the �eld, the essential things to 
remember on �eld, and addressing the risks during 
�eldwork.

Module three will introduce the participants of the 
course to the steps prior to �eldwork in any 
documentation exercise, the key data collection 
tools, and how these tools need to be used on the 
�eld. 

The �fth and �nal module details the steps after 
�nishing �eldwork, leading us to write 
documentation products. It explains the essential 
steps prior to initiating the writing of products and 
also gives a brief introduction to writing a process 
document with all the collated information.

Importance of documenting a program or 
project
Critical aspects that should be documented
Frequency of documentation
Di�erent kinds of documentation
Key steps involved in documentation
A systematic step-by-step approach for 
documentation (steps before, during and 
after �eldwork)
A glimpse of how to write a process 
document

Be exposed to, and gain an introductory 
understanding of the concepts of 
documentation, especially process 
documentation 

Have a basic understanding of the steps 
involved in process documentation of a 
program/project/intervention

By the end of the course, the participants will:
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Fees

Online payment:

Please visit the link https://bit.ly/3ViaWty for the registration page and online payment.

NEFT/Bank Transfer:

Download the o�ine form from here https://bit.ly/3ecO4Lz and �ll in your details. Once completed 
please send the same along with the payment receipt to impact.academy@csrbox.org and mark a cc to 
lakshana@csrbox.org.

Bank Details for payment transfer:

Account Name: Renalysis Consultants Pvt Ltd. 
Bank Name: HDFC Bank Ltd 
Branch: Shikohpur (Haryana) 
Account Type: Current Account Bank 
Account Number: 50200008642388
IFSC CODE: HDFC0003526

Contact: 

Kanika 
kanika@csrbox.org
9310307249

For any immediate escalations or to know more about the Impact Academy, please feel free to write at 
lakshana@csrbox.org

Terms & Conditions: 

1. The registration fee is non-refundable; however, the nominee’s name can be changed. 

2. Once you submit the registration form along with the payment (online), you will receive the 
con�rmation email within 2 working days. You will receive the details to access the course as soon as you 
sign up as it is a pre-recorded course. 

Period 

Standard 850 INR + GST

Price 



Nirupa Rangaiah has a career spanning more than two decades with 
experience in communications, documentation and knowledge 
management. Her work stint includes work with implementation agencies, 
NGOs and charitable institutions, �lmmaking agencies, and as a freelance 
consultant. It has also included public relations and organizational image 
building, �lmmaking and scriptwriting, and interaction with funding 
agencies and people from diverse sectors, including corporate executives, 
politicians and social workers.

Currently, she is working as an independent  documentation and communication consultant, undertaking 
short and long-term assignments. She has also served as Manager Projects - Documentation with New 
Concept Information Systems Pvt. Ltd., an agency specializing in communication and 
documentation-related assignments.

Formerly, she has worked with Futures Group International India Pvt. Ltd. as a Communication Specialist 
with the USAID-funded Health Policy Project, India, and managed the knowledge management, 
communications, and documentation requirements for the project.  

Impact Academy is a learner-centered and social sector focussed platform addressing the gaps in 
developmental sector professionals’ knowledge, ground execution, and further enabling solutions. To 
complement the inspiring vision and strategy of high caliber small-medium sized social sector 
organizations and the skills of development sector professionals, Impact Academy o�ers a set of carefully 
curated capacity-building courses, masterclasses, workshops, seminars, and boot camps across multiple 
domains to equip professionals with essential skills to operate and successfully scale their work through 
the lessons from sector experts.

About the Facilitator

About Impact Academy by CSRBOX

CSRBOX is India’s leading CSR knowledge and impact intelligence-driven media platform for the 
development community. It serves as an enabler, encouraging collaboration and partnerships between 
CSR stakeholders. Here, we connect and inform over three million professionals through our online 
platform, and bridge information gaps by providing a range of services for Corporate, NGOs, and social 
enterprises, to enhance their capacities, aid collaboration, plan projects, publish knowledge resources, 
conduct research, amplify their reach and much more.

About CSRBOX


