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Formulation of an MoU
1. Identification of Parties

Clearly identify the parties involved, including their full legal names, addresses, and other 
relevant information.

2. Purpose and Scope
Define the purpose of the MoU and the specific goals or objectives it aims to achieve. Out-
line the scope of the collaboration or relationship.

3. Roles and Responsibilities
Describe the roles and responsibilities of each party. Outline any resources, services, or 
support each party will provide.

4. Timelines and Milestones
Include key dates, such as the start and end dates for the MoU, and any significant mile-
stones. Mention if the MoU has a defined term or if it will be ongoing until terminated.

5. Communication and Collaboration
Define the communication protocols between the parties. Outline how decisions will be 
made and any processes for resolving disputes.

6. Confidentiality
Include confidentiality clauses to protect sensitive information. Define what constitutes 
confidential information and any limitations on its use or disclosure.

7. Termination and Exit Clauses
Define the conditions under which the MoU can be terminated. Outline any obligations that 
continue after termination, such as confidentiality.

8. Legal Disclaimer
Acknowledge that the MoU is non-binding and does not create a formal contractual rela-
tionship, unless specified otherwise.

9. Signature and Date
The MoU should be signed and dated by authorized representatives from each party to 
indicate agreement and commitment to the terms.

MoUs are versatile and can be tailored to suit various contexts and relationships. They offer a way to 
establish common ground and build trust among parties before entering more formal and binding 
agreements.
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Topic 5 X-Y Game. 

 
MODULE IV – LEGAL AWARENESS
Policy Brief on Trade Organizations Act, 2013 
Policy Brief (TOA/TOR) developed my CGPA. (Annexure I)

Awareness Brochure on ‘How to Join Women’s Chamber?’. 
Awareness Brochure developed my CGPA. (Annexure II – A English)
(Annexure III – B Urdu)

 

BalancePay Off
Group’s pattern of 

Choice
Your Choice

(Circle)
Round

_X _YX Y1

_X _YX Y2

_X _YX Y3

_X _YX Y4

_X _YX Y5
Bonus Round
(Payoff X 3)

_X _YX Y6

_X _YX Y7

_X _YX Y8
Bonus Round
(Payoff X 5)

_X _YX Y9

_X _YX Y10
Bonus Round
(Payoff X 10)

4 X’s: Lose $ 1.00 each

3 X’s: Win $1.00 each
1 Y : Lose $3.00

2 X’s: Win $ 2.00 each
2 Y’s: Lose $ 2.00 each

1 X : Win $ 3.00
3 Y’s: Lose $ 1.00 each

4 Y’s: Win $ 1.00 each
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MODULE V – PROPOSAL WRITING 
How to write a grant proposal? A step-by-step guide 
A grant proposal is a request for funding that organizations submit to grant-making bodies. Generally, 
a grant proposal outlines a project idea, explains why the organization needs grant money. In grant 
proposals, organizations usually describe their mission, describe how they plan to use grant funds, 
provide program goals and objectives, a timeline for completion of the project, and an expected 
outcome. However, a grant proposal must also be written to convince potential funders of the value 
and impact of the proposed project.

Step 1. Write a strong cover letter
Your cover letter is the perfect opportunity to capture the funder’s attention. Unlike the rest of 
your grant application, the letter can be less formal and address the reader more directly. The key 
objective of your cover letter is to compel the reader to get to your proposal. They’ve likely received 
tens or even hundreds of grant applications and your letter should separate you from the crowd as 
much as possible.

Step 2. Start with an executive summary
Every winning grant should start with a brief executive summary. Also known as a proposal 
summary, an executive summary is essentially a brief synopsis of the entire proposal. It introduces 
your business, market segment, proposal, project goals — essentially, your grant request. It should 
have sufficient detail and specifics; get to the point quickly and be pragmatic and factual. 
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Step 3. Introduce your organization
Now that you’ve set the stage for the entire proposal, you can start with your business/organization. 
Share as much relevant information as you can about your infrastructure, history, mission, experience, 
etc. Here you include a biography of key staff, your business track record (success stories), company 
goals, and philosophy; essentially highlight your expertise. Client recommendations, letters of thanks, 
and feedback from customers and the public are must-have things to write in a grant proposal. Be 
sure to include all valid industry certifications (ISO or Quality Certifications), licenses, and business 
insurance details. You need to show that your company or organization has the capacity and ability to 
meet all deliverables from an execution perspective and all legal, safety, and quality obligations. You 
may need to provide solvency statements to prove that you can meet your financial commitments 
to your staff and contractors.

Step 4. Write a direct problem statement
One of the most important parts of the grant proposal structure is the problem statement. Also 
known as the “needs statement” or “statement of need “, this is the place where you explain why 
your community has a problem and how you can provide the solution. You may need to do extensive 
research on the history of the underlying problem, previous solutions that were implemented and 
potentially failed, and explain why your solution will make a difference. In a winning grant proposal, 
the problem statement will heavily rely on quantitative data and clearly display how your organization 
answers a need. 

Step 5. State your goals and objectives
Another important part of the grant proposal process is clearly stating your goals and objectives. 
In fact, many proposals fail because they forget or mishandle this step. Write details about the 
desired outcome and how success will be measured. This section is key to providing information on 
the benefits that the grantee, community, government, or client will see for their investment. And, 
although they sound similar, Goals and Objectives should be separated. Think of Goals as broad 
statements and Objectives as more specific statements of intention with measurable outcomes 
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and a time frame.

Step 6. Project design methods and strategies
Now that the funding agency or grantee knows your goals, it’s time to tell them how you plan on 
achieving them. List the new hires and skills, additional facilities, transport, and support services 
you need to deliver the project and achieve the defined measures for success. Good project 
management discipline and methodologies with detailed requirements specified and individual 
tasks articulated (project schedule) will keep a good focus on tasks, deliverables and results.

Step 7. The evaluation section tracking success
This section covers process evaluation — how will you track your program’s progress? It also 
includes the timeframe needed for evaluation and who will do it, including the specific skills or 
products needed and the cost of the project’s evaluation phase. This is one of the most important 
steps to writing a grant proposal, as all funders will look for evaluations. Whether we’re talking about 
government agencies or private foundations, they all need to know if the program they invested in 
made a difference. Evaluation can be quite expensive and needs to have entry and exit criteria and 
specifically focused in-scope activities. All out-of-scope evaluation activities need to be specified 
as this phase can easily blow out budget-wise. Once again, solid project management discipline 
and methodologies will keep a good focus on evaluation tasks and results.
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Step 8. Outline a project budget
Of course, one of the most important grant proposal topics is budgeting. This is the moment when 
you go into detail about exactly how you’ll be using the resources from an operational standpoint. 
Provide full justification for all expenses including a table of services (or service catalog) and product 
offered can be used to clearly and accurately specify the services. Remember that the project 
budget section is the true meat of your grant proposal. Overcharging or having a high quote can 
lose you the grant and even be seen as profiteering. Underquoting might win you the business, but 
you may not be able to deliver on your proposal which could adversely impact your standing with 
the grantee. Many grantors underquote in the hope of hooking the reader and then looking for more 
funding later. This is a dangerous game to play and could affect your individual or company’s brand, 
community standing, or industry reputation.
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MODULE VI – DIGITAL SKILLS UPGRADING
INTERNET DOST – INTERNET, EMAIL OPERATIONS AND YOUTUBE
Internet Dost – Pilot Project supported by Google.org and Implemented CGPA in Khyber Pakhtunkhwa. 
Below content is created under the “Internet Dost” Project. 

Topic 1: Connecting to Wi-Fi and Mobile Data. 
Connecting to Internet via Mobile Data  

Steps 
1. Go to Settings.
2. Click on Network and Internet.
3. Click on Mobile Network.
4. Click on “Mobile data” and turn it on blue

Connecting to Internet via Wi-Fi  
Steps 

1. Go to Settings.
2. Click on Network and Internet.
3. Click on Mobile Network.
4. Click on “Mobile data” and trun it on blue. 
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Topic 2: Operating Emails Making an account and sending emails . 
Gmail is an email service developed by Google, used for sending and receiving electronic messages. 
It is popular for both personal and professional communication, allowing users to connect with 
friends, family, and colleagues. With Gmail, you can send text-based emails, attachments, and 
even schedule meetings through integrated calendar features. The platform also offers tools for 
organizing and managing emails, such as labels, filters, and a robust search function. Additionally, 
Gmail’s security features, including spam filtering and two-factor authentication, help keep users’ 
communications safe.

How to Make a Gmail Account?
You can send and receive emails on your phone using Google’s Gmail app

Steps
Tap the Gmail app.
Tap ‘Create a new account’ to create a new email account.

1. Type your first and last name in the given space and tap ‘Next’.
2. Fill in the details of your date of birth and gender. Then tap ‘Next’.
3. Create a username to sign into your Google account. It should be a unique combination of 
your first and last name. After creating your username, tap ‘Next’. 
4. If your username is in use by someone else, Gmail will notify you and suggest alternative 
names. Choose any of the alternates suggested or modify your username on your own.
5. Choose a password and type it in the given space.
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How to Send an Email?
Sending emails does not cost any money but uses a small amount of your mobile data.
Steps

1. Tap the Gmail app. 
2. Enter your username and password to sign in. Tap ‘Next’.
3. Tap the ‘pencil’ icon to compose an email. 
4. Type the email address of the person you want to send the email to in the ‘To’ field. 
5. Type the subject of the email in the Subject field to indicate what the email is about.
6. Type the message you want to send in the Compose email field, after you complete typ-

ing the message, tap the ‘send’ icon.
7. In case your Gmail app closes for any reason, your message will be saved in the ‘Drafts’ 

folder. To access this folder, tap on the menu icon. 
8. Tap on ‘Drafts’ and tap on the email you wish to continue writing. 
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Topic 3: Using Google Maps and Navigation
Google Maps can show you the route to reach a specific address or location, tap map app and 
make sure you are connected to the Internet.
Steps

1. If you are using Google Maps for the first time, Google will ask to turn the location Ser-
vices on. Tap ‘Yes.’ 

2. Type the name of the place or the address in the search box. For example, ‘Faisal 
Mosque’. Tap the ‘search’ icon.

3. Google will find the address, zoom in on that part of the map and show it as a red pin. Tap 
the ‘direction’ icon and mode of transportation, driving, Public transportation or Walking 
icons to change how you will get there. You will see the time required to reach the loca-
tion and how far away it is (in kilometers). 

4. if there are any alternate routes they will be marked in grey. Tap the route you prefer.
5. Google Maps will also show you the amount of traffic on the route.
6. Tap the ‘start’ navigation icon to get audio directions.
7. Sometimes, Google Maps may make an error or take a route that is not available. Be a 

little careful when traveling. 
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Topic 4: Browsing YouTube – Searching Videos Online and Offline 
YouTube is a popular online platform where users can upload, share, and watch videos. It serves 
a wide range of purposes, from entertainment and education to marketing and social interaction. 
People use YouTube to watch music videos, tutorials, news updates, product reviews, and more. 
It’s a space where creators can build communities, engage with audiences, and even earn income 
through ad revenue and sponsorships. The platform’s interactive features, such as likes, comments, 
and subscriptions, allow users to connect with content creators and each other, making it a versatile 
tool for both entertainment and information.
Steps

1. Go to YouTube.
2. Click on the Search Bar.
3. Type the name of the video you want to watch and click “search” icon.
4. Click on “Download” option and download the video.
5. Choose the “Download Quality” for the video. 
6. Go to “library”. 
7. Click on “Downloads” to watch YouTube offline. 
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DIGITAL MARKETING – WHATSAPP, FACEBOOK, INSTAGRAM AND TIK-TOK
Social media platforms such as WhatsApp, Facebook, Instagram, and TikTok have become 
essential tools for digital marketing. To effectively utilize these platforms, you need a comprehensive 
understanding of several key topics, including account creation, content posting, hashtags, audience 
growth, and post sharing. Let’s dive into each topic for a more detailed look at how to use these 
platforms to grow your digital marketing presence.

Topic 1: Account Making
WhatsApp Business: Create a business account through the WhatsApp Business App. Fill in your 
business name, profile picture, and business description. Configure business hours, location, and 
contact details. Use Quick Replies and automated messages to enhance customer communication.

Facebook: To create a business page, log in to your personal account and click “Create” in the top 
right corner. Select “Page,” choose the type of business, and fill in the details. Add a profile picture, 
cover photo, and business information like address and contact info.

Instagram: Set up a business profile by converting your personal account or creating a new one. Link 
it to your Facebook page for additional benefits. Add a profile picture, bio, and contact information.

TikTok: Sign up for a TikTok business account by creating a new account or converting an existing 
one. Choose a username, profile picture, and bio. Consider linking other social media platforms for 
cross-promotion.

How to make Facebook Account ?
1. Go to facebook.com
2. Enter the name you go by in everyday life.
3. Enter your date of birth.
4. Enter your mobile phone number. To use email instead, tap Sign up with email.
5. Tap Female, Male or Custom to select your gender.
6. Choose a password and tap Sign Up.

How to make Facebook Page?
1. Log in to Facebook.
2. On the left side, click Pages.
3. Below Your Pages and profiles, click “Create New Page”.
4. Enter the Page name and Category.
5. Click Create Page.
6. If you want to customize your Page, you can add your Bio, a profile picture, and a
           cover photo.

Topic 2: Post Uploading
WhatsApp Business: Share content through WhatsApp Status or broadcast messages. You can 
upload images, videos, documents, or links. Use Status updates to promote products, services, or 
events.

Facebook: Create engaging posts with text, images, videos, or links. Use Facebook’s scheduling 
feature to plan posts ahead of time. Include call-to-action buttons like “Shop Now” or “Contact Us.”

Instagram: Post high-quality images or videos with relevant captions and hashtags. Use Stories 
for short-lived content and Highlights for longer-lasting stories. IGTV and Reels are great for video 
content.

TikTok: Upload short, engaging videos. Use trending sounds, effects, and filters. Experiment with 
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challenges and duets to increase engagement.

How to Upload Post to Facebook?
1. Tap in the top right of Facebook.
2. Search for the Page you’d like to post on, then select it from the dropdown menu.
3. Tap Posts, then tap Write something on the Page.
4. Write your post, then tap Publish.

Topic 3: Post Sharing.
WhatsApp Business: Share content with broadcast lists or individual contacts. Encourage customers 
to share your business updates with their networks.

Facebook: Use the “Share” feature to distribute content across different platforms. Encourage 
followers to share your posts with their networks.

Instagram: Utilize the “Share to Story” feature to share posts from your feed. Collaborate with 
influencers who can share your content with their followers.

TikTok: Share TikTok videos on other platforms. Encourage followers to duet with your videos and 
create content using your branded hashtags.

How to share Facebook Post to WhatsApp?
1. Open the Facebook app on your iPhone or Android. When you have found a video,              
           you want to share, tap on the “Share” button underneath the video. 
2. Underneath the pop-up window, swipe across the icon bar and tap on the icon la
           beled “More” on an Android. On an iPhone, tap “More Options” and “Copy” to copy 
           the URL for the post, since link sharing isn’t available. 
3. If you’re on an Android, tap on the icon labeled “Link Sharing.” 
4. Tap on the WhatsApp icon. 
5. Swipe down your list of contacts until you find the person(s) with whom you want to 
           share the video. On an iPhone, open WhatsApp and access your contacts.
6. Tap on the person(s) with whom you want to share the video. Then, tap the green 
           arrow button located in the bottom right corner of your screen on an Android. Or tap 
           “Next” on an iPhone.
7. Type a comment if you wish. When you are ready to send the video, tap the green 
           circle emblazoned with a white icon that resembles a triangle or a paper airplane on 
           an Android. On an iPhone, paste the link and tap “Send.”

 

Annexures
Annexure I Policy Brief 
Annexure II – A Awareness Brochure (English)
Annexure II – B Awareness Brochure (Urdu)
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