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Minutes 

Train the Trainer Seminar "Service for small and  
medium-sized enterprises, implementation of trainin gs, 
consultations, etc." on September 20th and 21st, 20 11  

in Cottbus / Germany 

 

1. Dates and time  
 
20 September, 2011 
Start: 09.00  
End: 17.30 
Dinner for all participants and experience exchange: 18.00-22.00 
 
21 September, 2011  
Start:  08.30  
End: 16.00 
 
2. Seminar venues 
 
1) Chamber of Skilled Crafts in Cottbus, Meistersaal 
Altmarkt 17, 03046 Cottbus  
 
2) Vocational Training and Technology Center  
of the Chamber of Skilled Crafts in Cottbus,  
Schorbuser Weg 2, 03058 Cottbus-Gallinchen 
                                               
3. Programme 
 
A) Targets and learning objectives 

�  Improvement of SMEs support 
�  Widening of the range of services offered, image strengthening and 

realisation of profits for the own organisation  
�  Determination of needs and special conditions of SMEs 
�  Sale of services, customer attraction and optimal organisation of 

consultations and further education courses  
�  Extension of  the clientele, determination of target groups and targeted  

customer acquisition and information  
�  Development of strategic cooperations 

B) Implementation 
�  The training will be held by a moderator and experienced German 

coaches. 
�  The training contains both theoretical parts with best practice examples 

and practical exercises. 
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�  The training will be held in an interactive form with group works, practical 
tasks and experience exchange. 

�  The whole training will be translated into German, English, Russian and 
Polish. 

  
C) Schedule 
20 September, 2011 
09.00 Welcome and Opening (Venue: Chamber of Skilled Crafts in Cottbus, 
Meistersaal) 
09.15 History and structure of the German Crafts 

·  Legal Basis 
·  Guilds and Guild of Craftsmen 
·  Processes of the chambers development after 1989 
·  Role and tasks of Chambers of Crafts at the example of the Chamber of 

Crafts in Cottbus 
·  Structure and organization of companies consulting 
·  Consulting services and support for business start-ups 
·  Selected aspects of business consultancy 
·  Business Succession 

Lecturer: Chamber of Skilled Crafts in Cottbus 
 
10.30 Coffee break 
 
10.45 The system of vocational training in Germany: 
• Legal Basis 
• The dual education system 
• The role of training centers for handicraft companies 
• Aspects of further education and training 
Lecturer: Chamber of Skilled Crafts in Cottbus 
 
11.30 Special features and needs of SMEs 
Customer groups and expansion of the clientele  
Lecturer: Wolfgang Reich, Hamburg Chamber of Skilled Crafts and Small 
Busineses 
 
12.45 Lunch 
 
13.30 Information, marketing, participants acquisition and sales 
Lecturer: Wolfgang Reich, Hamburg Chamber of Skilled Crafts and Small 
Busineses 
 
14.30 Bus transfer to the Vocational Training and Technology Center of the 
Chamber of Skilled Crafts in Cottbus 
 
15.00 Guided tour and visit to the Vocational Training and Technology Center, 
afterwords discussions (Dietmar Schmidt - Head of the Center) 
 
17.30 Dinner and experiences exchange  
 
21 September, 2011  
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08.30 Second part of the seminar 
    

Preparation, implementation and postprocessing of a seminar 
Lecturer: Wolfgang Reich, Hamburg Chamber of Skilled Crafts and Small 
Busineses 

 
10.30 Coffee break 
 
10.45 Implementation of events and strategic cooperations; Optimal customer 

consultations 
Lecturer: Wolfgang Reich, Hamburg Chamber of Skilled Crafts and Small 
Busineses 

 
12.30 Lunch 
 
13.30 Bus transfer to the automobile sales and service centre Mercedes in 

Cottbus 
 
13.45 Visit to the automobile sales and service centre Mercedes in Cottbus, with 

practical examples of vocational training for skilled crafts 
 
15.30 Final discussion and summary of the seminar 
 
16.00 End of the seminar 
 
4. Invitation and Participants 

�  Invitation in German, Polish, English, Russian  
�  44 participants from Project Partners 

 
5. Evaluation 

�  Service and Organization: predominantly very satisfied and satisfied 
�  Quality of Education: predominantly very satisfied and satisfied; one 

dissatisfied 
�  Lecturers: predominantly very good and good; two bad and very bad 

 
 
 
Hamburg, 23. September 2011   For the minutes: J. Hogeforster  
 
 
 
 
 
 
 
 
 

Part-financed by the European Union (European Regional 
Development Fund and European Neighbourhood and 
Partnership Instrument)    
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