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Example
Invitation

The Committed Community Centre
PO Box 5555

Commitment City

South Africa

10 January 2002

Dear Ms Lebeloe

RE: lnvitation to Workshop

The Department of Health would like to invite you to attend a three-day capacity building work-
shop called HIV/AIDS and You: Exploring the Connection, the Impact and Your Priorities to be
held at the Birchwood Hotel in Johannesburg from 7-9 March 20092.

The workshop will be facilitated by the USAID-funded the POLICY Project.

The objectives of the workshop are to familiarise
participants with:

* An update on HIV/AIDS including the latest trends and
statistics both nationally and globally.

* Basic facts about HIV/AIDS, transmission and prevention.

* The impact of HIV/AIDS with particular reference to health, welfare, education, families and
the economy.

* HIV/AIDS-related stisma and discrimination by examining the case studies of South African
HIV/AIDS activists.

* The AIDS Memorial Quilt which highlights the impact of the HIV/AIDS epidemic in
communities. It also introduces participants to projects they can initiate in their own
communities.

Criteria for Attending:

People nominated to attend the training should be those who:
1. Are committed to attending a further two capacity building workshops.

9. Are active members of the organisation and are integral to the future management of the
organisation.

3. Have an understanding of development issues and an interest in HIV/AIDS.

4. Have leadership qualities and good interpersonal and communication skills.
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Two persons per organisation may attend and those nominated must e
committed to attend all three days of the workshop. Those people
nominated to attend the workshop should complete the REPLY FORM
attached and fax this to The Travel Company (see contact details below)

The workshop will be conducted in English but participants may
communicate in a language in which they feel comfortable
conversing.

Logisﬁca\ Arrangements:

Dates:

6 March 2002 Arrival at Birchwood Hotel
7, 8, 9 March 2002 Workshop

10 March 2002 Departure

Venue:

The workshop will be held at the Birchwood
Hotel, Gauteng. Accommodation, meals and
conference costs will be covered by the
Department of Health. Participants will be
responsible for all incidental costs such as their
laundry, telephone and alcohol.

Travel Arrangements:
If it is necessary to fly, your flight arrangements will be coordinated by The Travel Company. A
travel form is attached and needs to be completed and faxed to The Travel Company.

Mary Smith

The Travel Company

PO Box 999, Sunvalley, 3333, Cape Town
Tel: (021) 788 9999

Fax: (021) 788 7777

E-mail: travelcompany@mweb.co.za

Should you travel to the workshop by road or rail (own car, taxi, bus or train), a travel claim
form will be provided at the workshop in order for you to be reimbursed for your travel.

Important: Please keep proof of your transport payments.
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‘ZBP‘Y Form (Please print clearly)

To be completed by the nominated person and faxed to
the POLICY Project

“HIV/AIDS and You: Exploring the Connection

The Impact and Your Priorities”
71-9 March 2002

Name of Organisation: ...........c.ccoevevevevrieieiiiieeee s
NAME OFf NOMINCE: ...
PrES@Nt POSIEION: ©..veveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e,

Key Performance Areas (describe your key functions in
your organisation/sector):

Describe what you expect to do after the training course to guide an HIV/AIDS response in your
organisation/sector:

Participant Selection

|, the undersigned, understand that nominees wishing to attend this training workshop will be
screened by a selection committee which will select 20 participants. Should | be selected
| undertake to attend the entire course and to participate fully in all aspects of the training.

Nominee’'s SISNAtUre: ............ccoccveveveveiiiiinnn, DALC: ..ot

PO Box 3580, Cape Town, 8000, South Africa
Tel: (+27 21) 462 0380 - Fax: (+27 21) 462 5313
E-mail: polproj@mweb.co.za



