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BACK DATING
	
A Logical system used to plan an event, utilizing the management elements of planning, implementing and evaluating by working backwards from the date of event. Activity was conceived. It is different from scheduling which is planning from date when the idea is conceived until date of event and final “wrap-up”.

ESSENTIAL ELEMENTS IN BACKDATING

1. Dates – Starting and dates for different tasks of action to be taken.
2. Brief description of steps or sub-activity.
3. Names of persons responsible for such steps or Sub-activity or task entrusted.
4. Other pertinent information.

EFFECTIVE WAY OF BACKDATING

1. Backdating tasks according to priority of task demanding early action.
2. Work at controlled pace.
3. Start task / action strictly during the period fixed.
4. Watch your time and response our result obtained on each task or action.
5. Accomplish all that needs to be done.
6. Finish what you start.

ADVANTAGES OF BACKDATING

1. Disciplining – there are definite deadlines.
2. Visualizing activity / event or activity takes place.

Backdate a Training Conference of the State Association to introduce the new directions in our Training Scheme.

· It is now 21st June, 2011.
· The event is planned to take place on 17th October, 2011
· Submit the complete backdating exercise after you groups has agreed upon it.

D -  CHART OF N.T.C. EVENTS

	120
	---------
	Get in touch with NHQ for circulars.

	90
	---------
	Issue circulars.

	80
	---------
	Inform NHQ about Staff.

	75
	---------
	Frame Syllabus if necessary.

	60
	---------
	Write for Staff.

	30
	---------
	Reminder for Staff.

	29
	---------
	Reminders for States to send candidates.

	25
	---------
	Send final information to applicant.

	20
	---------
	Ask NHQ for money.

	15
	---------
	Check equipment, Stationery, Flip-Charts, Handouts etc.

	13
	---------
	Cleaning areas.

	10
	---------
	Set Bases.

	9
	---------
	Check Sanitation arrangements.

	8
	---------
	Prepare list of provisions and place orders.

	7
	---------
	Fix NTC Staff.

	6
	---------
	Pitch Tents.

	5
	---------
	Water Supply.

	4
	---------
	Electrification.

	3
	---------
	Get Provisions and Clean.

	2
	---------
	Final Check up – Start kitchen for Staff.

	1
	---------
	Issue gear, library and aids etc.

	0
	---------
	Start.

	01
	---------
	Final check-up – Receive gear – library etc.

	
	
	Give gifts and notes to Staff members .

	
	
	Close kitchen.

	
	
	Return Store – Remove electrification stop Water supply.

	
	
	Declare compensation holiday – Thank out side Staff.

	
	
	Send Certificates, Camp reports and Accounts.
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