-TABLE OF CONTENTS

FOREWORD 9
PREFACE 10
SYLLABI 11
|. Contents of Lectures 11
II. Tutorials 12
|. PROJECT FORMULATION AND IMPLEMENTATION 13
1.1 Definitions 13
1.1.1 Projects, Programmes, Plans, Technical Co-operation Projects and Investment Project 13
1.1.1.1 Project 13
1.1.1.2 Programme 14
1.1.1.3 Plan 14

1.2 The Concept of a Project 14
1.2.1 Generally about Projects 14
1.2.2 Characteristics of Projects 14
1.2.3 Other Project Characteristics 15
1.2.3.1 Resources and Their Alternative Uses 15
1.2.3.2 Project Benefits 15
1.2.3.3 Need for Careful Planning and Design 15
1.2.3.4 Building up Indigenous Capacities 15
1.2.3.5 Public and Private Sector Projects 15
1.2.3.6 The Project Format 16

1.3 Purpose and Nature of Technical Co-operation Projects (TCP) 16
1.3.1 Basic Purpose 16
1.3.2 Design of Results 16
1.3.3 Form of Technical Assistance.... 1.
1.3.4 Project Activities 18

1.4 The Project Process 18
1.4.1 Basic Model 18
1.4.1.1 Identification and Selection. 19
1.4.1.2 Preparation/Formulation...... 19
1.4.1.3 Appraisal 19
1.4.1.4 Negotiation and Approval 20
1.4.1.5 Implementation 20
1.4.1.6 Supervision 20
1.4.1.7 Evaluation 21
1.4.1.8 Termination 21
1.4.1.9 Ex-Post Evaluation 21

1.4.2 Modification of the Basic Model . 21
id2eloTiongofey st o sns bttt imndn it it o b s o e I, L 21

1.5 Process of Activities for the Project Formulator 23
1.6 Project Design, a Logical Approach: Means Ends Analysis 23
1.6.1 Objectives 24
1.6.1.1 Development Objective 24
1.6.1.2 Immediate Objectives 24
1.6.1.3 Intermediate Objectives...... 29
1.6.1.4 Multiple Objectives 25
1.6.1.5 Writing Project Objectives .. 25

1.6.2 Inputs 26
1.6.2.1 Inputs Specification 26

1.6.3 Project Activities 26
1.6.4 Project Outputs 27
1.6.5 Targets 27
1.6.6 Project Termination 28
7 Prole et E e n e B R e B ettt e 28
1.7.1 Importance of Project Financial Plan 28
1.7.2 System of Financial Plan Monitoring 29
1.8 Linkages Among Various Elements 29
1.8.1 Means-ends Relationship Hierarchy 29




1.8.2 Example of an Hierarchy.

1.9 The Formulation of Immediate Objectives

1.9.1 Different Routes to the Achievement of Inmediate Objectives

1.9.2 Alternative Means of Achieving the Same Immediate Objective
1.9.2.1 Irrigation Example

1.9.2.2 Marketing Example

1.10 Least Cost Comparisons/Cost Effectiveness Analysis

1.11 Writing Project Objectives
1.11.1 Examples

1.11.1.1 Institution Building .........

1.11.1.2 Direct Technical Support, e.g. Feasibility Study

11.1.3 Research

o
1.11.1.4 Direct Training of Personnel
1.11.1.5 Policy and Managerial Advice

1.11.1.6 Pilot Project

1.11.1.7 Interchange of Knowledge and Experience Amongst Developing Countries
1.11.2 Notes

1.11.3 Conclusions

Il. PREREQUISITES AND ASSUMPTIONS

O Prerpqn lisites
2.1.1 Definition

2.1.2 Examples

2.2 Assumptions

2.2.1 Types of Assumptions
2.2.2 Verification of External Factors

2.3 How Assumptions and Prerequisites Fit into the Project Hierarchy

2.4 Why is the Identification of Assumptions and Prerequisites Important

2.5 Articulation of Assumptions and Prerequisites
2.6 Applications of the Information Concerning Assumptions

2.7 The Project Logic

2.7.1 Summary of the Project Logic
2.7.1.1 "Aid to Thinking"

2.7.1.2 "Stepping Stone"

IIl. PROJECT REPORTING AND FIELD DOCUMENTS

3.1 Inception Report and Project Management Plan
3.1.1 Purpose

3.1.2 Procedures

3.1.3 Format

3.2. Technical Progress Reports
3.2.1 Purpose

3.2.2 Procedures:

3.2.3 Format and Content

3.3 Project Progress Reports
3.3.1 Purpose

3.3.2 Reporting Schedule and Format

3.3.2.1 Project Performance Evaluation Report

3.3.2.2 Interim Progress Report ...
3.3.3 Projects Requiring Inter-Agency Agreements

3.3.4 Responsibility for Preparation and Distribution of Progress Reports

3.4 Field Documents

3.4.1 Purpose
3.4.2 Procedures.

3.4.3 Format and Content

3.4.3.1 General Guidelines...........

3.4.3.2 Guidelines for Consultants’ and Assignment Reports
3.5 Technical Reports

3.5.1 Purpose

3.5.2 Procedures

3.5.3 Format
3.5.3.1 Formal Elements

3.5.3.2 Technical Elements...........




3.5.3.3 Reference Elements

3.6 Terminal Report
3.6.1 Purpose

3.6.2 Procedures

3.6.3 Format and Content

3.6.3.1 Introduction

3.6.3.2 Results and Conclusions & Recommendations

3.6.3.3 Appendices to the Matter

3.6.3.4 Outline of a Termination Report
3.7 Project Formulation and A nent

3.7.1 Project Formulation Practice

3.7.2 Weaknesses in Project Formulation

3.7.2.1 Generally
3.7.2.2 Persistent Problems............

3.7.2.3 Some of Commonest Weaknesses

3.7.3 Good Project Design

3.7.3.1 Information to be Delivered
3.7.3.2 Main Features of a Well-Designed Project

3.8 Alternative Approaches to a Given Development Problem

3.8.1 Approaches to Project Identification and Selection

3.8.2 Other Suggestions
3.8.3 Project Formulation

3.9 Spin-offs

3.9.1 What is Spin-off

3.9.2 Profitable Considering Spin-offs
3.9.3 Summary on Spin-offs

3.10 Alternatives to Technical Co-operation

3.11 Resources for Project Formulation...
3.11.1 Need in Resources

3.11.2 Resources for Project Preparation

3.11.3 Another Way of Evaluating

3.12 Conflicting Objectives in Projects
3.12.1 Basic Conflict

3.12.2 Practical Aspects

3.13 Glossary to Terms

3.13.1 Glossary to Terms
IV. THE PLANNING JOB LINKED TO PROJECT FORMULATION AND IMPLEMENTATION
4.1 Abstract

4.2 What is Planning

4.3 Nature of Planning and Information Sources
4.3.1 Nature of Planning

4.3.2 Information Sources in Planning

4.4 Plans: Definition and Needs

4.4.1 Definition of Plans

4.4.2 Importance of Plans

4.4.3 Functions of Planning

4.5 Strategy as Framework for Planning ..
4.5.1 What is Strategy

4.5.2 Strategy Establishment

4.5.3 Elements of Strategy

4.5.4 Sorts of Strategy
4.5.4.1 Formal and Informal Strategies

4.5.4.2 Permanent and Fixed Strategies

4.5.5 Strategy and Plan

4.6 Levels of Planning
4.6.1 Strategic Planning

4.6.1.1 Strategic Planning Generally

4.6.1.2 Strategic Plans

4.6.2 Tactical Planning
4.6.2.1 Tactical Planning Generally

4.6.2.2 Tactical Plans

w



4.6.3 Operational Planning

4.6.3.1 Tactical Planning Generally

4.6.3.2 Operational Plans
4.6.4 Other Classification of Planning

4.6.4.1 Planning at Government Level

4.6.4.2 Corporate Level

4.7 Budgets
4.7.1 Planning and Control

4.7.2 Role of the Annual Budget

4.7.2.1 Main Features of the Budget

4.7.2.2 People as Support Agent for the Budget
4.8 Plans and Performance

4.8.1 Plan as Measuring Tool

4.8.2 Plan or Budget Reports

4.9 Exceptions, Problems and Adjustments
4.9.1 Internal or External Exceptions and Problems

4.9.1.1 External Sources

4.9.1.2 Internal Sources

4.9.2 Checkpoints
4.10 Alternative Courses

4.10.1 Identification of the Problem

4.10.2 Selections and Decisions......

4.10.2.1 Selection Criteria............

4.10.2.2 Weighted Criteria for Decisions

4.10.2.3 Decision-Making Hierarchies

4.11 Topics and Areas of Planning

4.11.1 Major Topics and Areas........
4.11.1.1 Planning Activities

4.11.1.2 Cost-Centre Approach........

4.11.1.3 Funding Methods and Resources

4.12 Planning Process
4.12.1 Faces of Planning

4.12.1.1 Evolutionary and Cyclical Character of Planning

4.12.1.2 Evolutionary Nature of Planning

4.12.1.3 Advantages of Planning.
4.12.1.4 Potential Planning Pitfalls

4.13 Planning Functions

4.13.1 Formal Planning

4.13.2 Informal Planning
4.13.3 Informal Data Collection

4.13.3.1 Planning as a Team Effort

4.13.3.2 Manager’s Role

4.13.3.3 Business-driven Function of Planning
4.14 Planning Responsibilities

4.14.1 Centralised Planning

4.14.2 Decentralised Planning

4.15 Discussion Topics
V. PLANNING CYCLE AND BUDGET

5.1 Abstract

5.2 Planning Cycle

5.2.1 Top-Down Model
5.2.2 Bottom-Up Model

5.2.3 Presentation and Communication

5.2.4 Decision and/or Adoption

5.2.5 Review
5.3 Case Scenario: Professional Conference

5.3.1 Description of Requirements

5.3.2 Tactical Requirements

5.3.3 Operational Specifications
5.3.3.1 The Technical Program

5.3.3.2 The Keynote




5.3.3.3 Special Activities

5.3.3.4 Professional Development Tutorials 96
5.3.3.5 Local Promotion 96
5.3.3.6 Identification of Local Staff Volunteers 96
5.3.3.7 Conference Operations 96
5.3.3.8 Operational Plan 97

5.3.4 Case Discussion/ Assignment 97
5.4 Plans and Budgets 97
5.4.1. Review of Plans 97
5.4.2 Financial Plan 98
5.4.2.1 Generally 98
5.4.2.2 Financial Plan Composition 98
5.4.2.3 Short-term Financial Plan 98
5.4.2.4 Position of Profit 99

5.4.3 Budget 99
5.4.3.1 Budget Development 100
5.4.3.2 Time of Budget Production 100
5.4.3.3 Way of Budget Costs Determination 100
5.4.3.4 Allocation of Responsibility for the Budget 100
5.4.3.5 Capital Versus Expense Considerations 100

5.4.4 Data Requirements for Budgets 101
5.4.4.1 Projected Number of Employees Needed 102
5.4.4.2 Technical Management Costs 102
5.4.4.3 Distribution of Administrative Support 102
5.4.4.4 Overhead Expense Distribution 102
5.4.4.5 Estimated Travel Needs 103
5.4.4.6 Training Needs 103
5.4.4.7 Per-diem for Days Associated with Travel and Training 103
5.4.4.8 Software Projects and Packages 103
5.4.4.9 Software Maintenance Needs 103
5.4.4.10 New Hardware and Hardware Upgrades 103
5.4.4.11 Hardware Maintenance Needs 104
5.4.4.12 Supplies 104
5.4.2.13 Space Needs 104

5.4.5 Discussion Topics 104

VI. STAFFING 105
6.1 Abstract 105
6.2 Assessing Requirements 105
6.2.1 Assessment of Staff Requirements 105
6.2.2 Difficulties in Finding Qualified Staff 105
6.2.3 Personnel Skill Matrix 105
6.3 Personal Organization........... 106
6.3.1 Organizational Structure Description 106
6.3.1.1 Functional Organizational Structure 106
6.3.1.2 Project Organization Structure 107
6.3.1.3 Matrix Organizational Structure 107

6.3.2 Informal Project Organization .... 107
6.3.3 Human Resources 108
6.3.3.1 Human Resource Recruitment 108
6.3.3.2 Setting Up Support Team 108
6.3.3.3 Project Manager 108

6.4 Recruiting 109
6.4 10ob DasErplion: il Sl b i e e 109
6.4.2 Recruiting Plan 109
6.4.3 Employment Application 110
6.4.4 Application Analysis and Interviews 110
6.5 EXHIBIT VI.1: JOB DESCRIPTION FOR COMPUTER INFORMATION SYSTEMS DEPARTMENT 110
6.5.1 Overview 110

6.5.2 General Responsibilities (Tab. VI.1)

6.5.3 Qualifications

6.5.3.1 Education




6.5.3.2 Skills

6.5.4 Experience

6.5.5 Personal Attributes
VII. BUSINESS PLAN

7.1 Introduction

7.2 Fundaments of Business Plan

7.2.1 Financial Accounting
7.2.2 Planning and Control

7.2.3 Budget and Performance Reports

7.3 Contents of this Business Plan Concept

7.4 Executive Summary
7.4.1 Check-list for the Executive Summary

7.4.1.1 Business

7.4.1.2 Product(s)

7.4.1.3 Market.

7.4.1.4 Management & Staff

7.4.1.5 Finance

7.5 First Part of the Business Plan. The Business and its Overall Strategy

7.5.1 Check-list for: The business and its Overall Strategy
7.6 Market Analysis and Marketing Strategy

7.6.1 Market Analysis

7.6.2 Check-list for: The Market Analysis

7.6.3 Marketing Strategy
7.6.4 Check-list for: The Market Strategy

7.7 Production and Operations

7.7.1 Design and Development Plans

7.7.2 Purchase of Production Plant and Equipment
7.7.3 Check-list for: Production and Operations

7.8 Management and Decision-Making Process

7.8.1 Main Issues

7.8.2 Check-list for: Management and Decision-making Process
7.9 Finance

7.9.1 Inflation and Interest Rates......

7.9.2 Financial Business Section......

7.9.3 Preparatory Issues
7.9.4 The Elements Needed Before Establishing the Statements

7.9.4.1 Costing of a Sample Product or Service

7.9.4.2 Sales Assumptions

7.9.4.3 Overhead Assumptions
7.9.4.4 Cash Flow Assumptions

7.9.4.5 Proposed Methods for Financing the Plan

7.9.5 The Financial Statements

7.9.5.1 The Profit and Loss Account

7.9.5.2 The Balance Sheet

7.9.5.3 The Cash Flow Forecast

7.9.6 The Feasibility of the Project

7.9.6.1 Specific Comments
7.9.6.2 Overall Profitability.

7.10 Risk Factors

7.10.1 Technical Risks

7.10.2 Financial Risks (Break-even Point and Sensitivity Analysis)
7.11 Examples of Ratios

7.11.1 Liquidity Ratios

7.11.2 Leverage/Capital Structure Ratios

7.11.3 Profitability Ratios
7.11.4 Turnover Ratios

7.11.5 Shareholders” Ratios

7.11.6 Glossary

REFERENCES

111

112
113
113
113
114
114
115
115
115
115
115
116
116
116
116
116
116
1l
117

120
120
122
122

123
125
125
126
126
126
126
127
128
128
128
128
128
128
129
129
129
130
130
130
130
130
131
131
132
132
132

..133

133
134
134
138



