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An Introduction to the Strategic Plan
by: Dr. Larry Kirkhart, Chief.of.Party

The strategic plan in this notebook is a product of the efforts of the management team in
the AED DSTP field office' and key members of their staff. Participation in the develop
ment of the plan was widespread and involved everyone in the field office to a greater or
lesser degree. The intent of the plan is to have a single unified document guiding the
direction of the field office for the duration of the project. Unlike the typica~ report. the
strategic plan will be employed continuously by the staff and updated as circumstances
and needs change.

Background Considerations

With the end date of the project 2 1/2 years ahead, the implementation of a major reduc
tion in force due to the Pressler amendment and the near certainty of periodic, unpre
dictable periods of high demand on various units of the field office that would require
more [lexible relationships between the units and greater depth of understanding across
the units of each others endeavors. a decision was made to engage in strategic planning.
What was involved in strategic planning, how to do it and when to do it were periodic
topics of discussion durin~ Section Heads meetings for a number of weeks prior to the
Strategic Planning Workshop (SPW) that was held on August 23-25, 1991.

During the period prior to the SPW, articles that addressed different aspects of planning
and the exercise of leadership were distributed to the Section Heads-- with the under
standing everyone was to read and consider how the material did or did not apply to the
AED DSTP field office. While there was never time to give the material the depth of
discussion the articles deserved, some of the ideas in these sources did receive attention
and were revisited during the SPW.2

In an effort to accelerate what could be accomplished in the up-coming SPW. a prelimi
nary effort was mounted to sketch out the major events and requirements thm would he

I Dr. Larry Kirkhart. Chief-of-Party: Ms. Cindy Brown. Manager or Participant Training:
Ms. Patrida Johnson, Manager of CIELS: Mr. Kazim Ali Khan, Deputy Chief-of-Party;
Mr. Kanwar Nas.'iir. Manager of Management Information Services: and. Dr. Tom Rogers. Manager of
Follow-Up.

2 Richard Beckhard. "Managing Change in Organi/Alu\lns," (Addison-Wesley. 11)1)0). 47pp.:
Ril:hanJ Beckhard. "A Model for the Executive Manag:.'ment of TransformationaJ Change." in The ICj}slJ
Annual: Del't:'!ofJin..: HUn/an Re.\'ourc('J (La Jolla. CA: L"niwrsity Associates. 11)1<9). pp. 255-16;:
John Koltcr and Lconard Schlsinger. "Choosing Strategies for Change." Harvard BUJ;neJ.\' Rt'Vit'I\' (March
April. IIJ7!)). pr. 106-1 n.
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faced during each six month block of time from June. 1991 to December. 1993. This
material was posted on the wall of the meeting room for several weeks. Incremental
additions and updates were made to the various lists as time passed.

Semi-structured interviews.1 were conducted with each of the six Section Heads4 The
interviews were done to insure, through a relatively open-ended process. the incorpora
tion of the full spectrum of the managers' views abou~ the functioning of the AED
organization in the SPW. Finally a questionnaire. "Ind.ividual-Team-Organiz3tional
Survcy"~ was administered to everyone in each unit of the field office. the data compiled
and resulls prepared in a format that made maximum use of simple graphics.

The Strategic Planning Workshop

On August 23-25. fourteen (14) of the senior managers panicipated in a three-day,off
site meeting. The meeting was held in a hotel in Islamabad. l ' The workshop design and
the supporting materials? were developed by the Chief-of-Pany. The general features of
the design were discussed and approved by the senior managers at the weekly meeting
immediately prior to the workshop. The Chief-of-Pany served as workshop leader and
facilitator. Each day of the SPW began at 8:00 AM and concluded around 7 PM. The
general design of the program was:

3 The semi-structured interviews were centered on three questions: I) In your opinion, what enables the
AED field office to be as effective as it is? 2) What prevenLo; the field office from being more effective'!
.~) If you had the power tn change anylhing you wanted tn chang~ III make lhe organi/.ation more cffe~'livc

(within the limits of existing resources) • what would you do'!
Each interviewee was guaranteed suhscquent anonymily and a~ked to he a" frank as pnssihk.

During lhe interview. the material tlcing recorded was periodically verified for iL'i accuracy with the
interviewee. After the interview, the material was compiled and provided to the interviewee with
encoura~emenllll make corrections til any errors in the lext. change whatever needed to be changed. etc. 10
insun' lhe Conlenl.o; represcmed the interviewee's views. All inlcrvkw~ were handled the same way. The
Chief-of-Pany conducted all inlervicws and produced the written teXt of each interview. After the
intcrviews had heen reviewed and edited. each inl~rview was Ji-.:J;grcgated to ils I.·onstiluenl ideas. Each
idea wa... transfern:d verhatim to 3 x 5" cards. In every ca.o;c, inr, 'ml;jlion on each card wa.~ anonymously
pre.\iCnled.

4 Leadership of the Management Training Unit was being shared tly two people. Both were interviewed.

5 University Associates, Jl)H7 Annual for Group Fudlitator.v (La Jolla. California: 19H7), pp. 135-/45.

t, As a geslure of appn:cialilln for previous tlusiness provided III thl.' hIllel. a large meeling room was
madl.' availahll.' at nil charge III AED.

7 A nlllehllok of selected readings (approximately ~lJO pag~s) wali gi\cn 1III.'ach panicipant of lhe SPW.
Secrelarial staff were availahle during lhe SPW 10 reproduce material prnduced during the workshllp and
distrihule illn the participanl.'i Wilh a minim(lm amount of lUm-aTl1unJ lime.
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W k h D ior S op eSI~n

Time Fridav Saturday Sundav
8~10:30 Overview; Setting Review and Discussion Fonnulation of Results
AM Expectations for Work- of Survey Results; Oriented Goals and

shop Outcomes Identification of Key Objectives for Each
Areas for Organiza- Unit
tional Effectiveness

11-1:00 Expectations contin- Prioritization of Key Goals and Objectives
PM ued; Identification and Relationships with Continued: Action

Prioritization of Core Environment; Specifi- Planning
Organizational Values cation of What Envi-

ronment Expects
2-4:30 Finalize Core Organiz- Specification of What Action Planning Using
PM ational Values; Begin the Environment Ex- Beckhard Model of

Review and Discussion peets, if AED is to be Managing Organiza-
of Survey Data Regarded as Highly tional Transitions

Effective by It.
5-7:00 Review and Discussion Formulation of Mission Action Planning via
PM of Interview Data Statement for the Field Beckhard continued;

Office and Mission Planning for Next Steps
Statements for Each in Development of the
Unit in the Field Office Stratej!ic Plan

The opening part of the workshop addressed the question of what the participants wanted
to get out of the workshop and what would make the workshop a valuable and
worthwhile investment of t.heir time. This resulted in a summary statement of both
hopes and concerns held by the participants about the workshop. In addition, a set of
norms were constructed to define what kinds of behavior would enable people to work
together effectively and what kinds of behavior would block or prevent effectiveness.
And. some rules of thumb were built to suggest how to get back to effective behavior
should internctions fall into the ineffective area.1!

A graphical representation') of the relationship between organizational value~. mission,
goals and action plans was discussed and used to frame the overall strategic phnning
effort. The point of the graphic was to show an interdependent and supportive relation~

ship between organizational values, mission, goals, objectivesand action plans.

Given that organizational values provide the desired baseline for organizational actions,
this was the first substantive area addressed in the workshop. From the variety of values
available in the strategic planning field, a set of twenty-two (22) values developed by

II This material is available in Appendices 1-111.
I) cr.. Pg. I Ill' Slralegic Plan

, ~'
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Marilyn Ferguson 10 was used to construct the small set of values that were to underpin
the strategic plan and the operations of the field office. After considerable discussion
and controversy in the format of small groups and in the group as a whole. the values
were prioritized, reworded and a ranking acceptable to all was finally arrived at. These
values and their definitions are presented in the first page of the Strategic: Plan. In brief,
the values are:

I. Power with olher.'l.

3. Potemi,,/

2. tlljonnmio1l

4. Freedom in c"oice

•
5. Aspiratio/l

The 3x5" verbatim interview cards were posfed on the wall beneath each of the three rel
evant interview questions. SUb-groups were fonned to review '.he data, identify com
monalities and organize it in common themes. The data was the subject of heated dis
cussion because it revealed that some of the people interviewed held mistaken assump
tions about other individuals or units in the organization. Some of the data was less than
charitable. Deliberations about the interview data lead to spending about an hour during
whiCh various individuals made presentations to infonn and correct misconceptions. At
that point. it was decided that the utility of the interview data was over and that it was to
be discarded.

The "Individual-Team-Organizational Survey" was the next order of business. The
actual result~ were disappointing because a significant number of the respondents only
completed the instrument from the point of view of the Current State. Many did not
provide the provide about what they wanted, the Desired State. However, the delibera
tions about the data and the topics discussed during the deliberations did lead to a height
ened awareness of the circumstances needed to be effective at the individual, team and
organizational levels.

To set a perspective on the development of mission statements, goals and objectives.
considerable time was spent identifying and discussing the large number of relationships
mat me field office has with the environment in Pakistan and in the United States. The
first step of this inquiry was to identify all of the reilltionships that influence the
effectiveness of the field office. This produced a quite lengthy list. Having grouped the
list in nine distinct areas, each believed to be critical to effectiveness I I , sub-groups of
participants (the individuals most knowledgeable of the specific areas) were fonned.
Each group examined one or two areas, prioritized the items and reported their
recommendations to the rest of the participants about the top four or five relationships

IOMarilyn Ferguson. "Old Paradigm of Pmtcctinn Values (and) Emerging Paradigm ufGrowth Values."
(19IW. pre-puhlicalilln version). Tulle puhlishcd in Millennium: Glimp.~t·.~ into the 21st Century. edited hy
Ken Dydlwah.l and Alhcnll Villoldo.

II Ap~ndix IV

\0
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that could be con~idered--in the time available in the workshop. Having prioritized the
importance of the relationships. ('llel, was explored allli di.\'cUSSt'd-·in small groups and in
the large group--j" tt'mls (!lwhat !11t' otht'l' "arlit's, 'be pe(mlt' (}(((,)'jd(' Ibe AEDJldd
f.!.!tirL expected, ifthe field office was to be regarded at!' highly effectiJ'e,

One byproduct of this effort was that all of the senior members saw the entire set of rela
tionships that influence the effectiveness of the organization. Although the specifics
varied from individual to individual, the discussion shed light on many things about the
organization and its operations that had not been understood before. The product of this
effort is available in Appendix V.

With the core values in place and having specified the relationships with the environment
that are key to the effectiveness of the field office, mission statements for the field office
as a whole and for each of the units within it were formulated and agreed to. These are
avaifable on the Page 3 of the strategic plan.

The overall structure of the strategic plan involved articulating goals which would be
year long in duration l2, objectives that could be from three months to six months in
duration and building detailed action plans to support the accomplishment of each objec
tive. The plan itself was divided into three major sections. 1991. 1992 and 1993. Both
1992 and 1993 were to be divided into six month planning periods--Jan-June and July
December,

Finally, a draft Action Planning Fonn l3 was constructed and used to start fonnulating the
various procedural outcomes that had to be achieved to complete specific objectives.

Part of the: third and last day of the workshop was devoted to learning some of Richard
Beckhard's techniques for planning social change. These included Desired State, Current
State and Transitional State Analysis, Critical Mass Analysis and Responsibility
Charting. The point of these techniques was to approach changes that involve human
systems in a way that would be respectful of the people involved and insure an effective
transition the the desired organizational state.

The workshop closed after setting agreements about when the final drafts of each unit's
strategic plan would be completed. As they proceeded toward the final fonn of their
particular document. each unit agreed that they would circulate drafts for comments from
the Chief-of-Party and members of other units

12 This unusually short lime period for goals (ralher lhan lhe usual .~-5 year convention) was adopted
tlI:cauS\;' of the shorttirne remaining in the project. Similarly. the time pcrilld for Ilbie~:tivcs. whkh is
conventionally I year. was reduced 10 ]-6 months.

L1 The fom) was suoscqucnlly mOdilied scvcrallimcs hefore heing Iinalilcd.
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Subsequent Events

After the workshop. the process of developing the Strategic Plan proceeded more or less
as anticipated. Some unexpected circumstances arose. in particular. the need to plan a
move to a new building, which reduced the time available to work on the Strategic Plan.
Nevertheless. the final drafts were completed by October 17th. approximately one week
later than was agreed to in the August workshop. Along the way. the strategic plan wa!\
the subject of discussion at several of the weekly Section Heads meetings and at one of
the monthly Senior Staff meetings.

Next Steps

At this point. the Section Heads are building a full-blown strategy for keeping the
strategic plan an integrnl and dynamic part of how the field office is managed. In this
vein, some preliminary "Operating Rules" for how to use the plan have been built. They
include:

Preliminary RlIles for Implementing tile Strategic Plan

I. UsinG the Plan

A. Keep track ofthe projections in the plan and ofactual experience in
relation to goals, objectives and other pan.f ofthe plan. V.te an)'
discrepancies to learn from and to devise strategiesfor being more
effective.

B. Review the projected and actual individually and then meet as Sectioll
Heads to compare estimates and eu:tuals/or the purpose of
leaminR with each other and incorporatinR the leamillR in the
planninR for the next six numth.f.

C. The m'o items above are expected to lead 10 doser worki,,~

relatiollJhips between the "nifs,

II. Revisioa the Plan

A. A new strategic plan is to be produced routinely every' six months with
all revisions made since the last versioll incorporated in it.

B. The plalls will he kept in ri,,~ hinders to I1wke it easy 10 update.

C. The e-G-p'.\' execurive .\'ecrewry will keep Cl masterjilt! and he
re.\1wllsible for sending up-datt!,\' to AID elml AED WasllillRlOn.

. \'"



•

vii

D. AllY proposed rt'\'iJio" 10 Ihe pia" will he dislrihuled, di,\'cw',\"c{d emd
ClI'I'I'O\'t'd hy tht' tt'emr al lire wf!ekly Sectio" Hi'ads me£'ti,,~ h",{ot'c'
il call ht' .!;Jnlll.llly illcorporel1c'd.

III. performance Benchmarks

Duri"R Novt~mher emel Decemher, lire leam will work wilh tire pia", share
lecmring.fI al wC'f!kly Seclion Head's meetings etnd !-fmdlllll/y detemri"e how
to create useful pe!fon1ulIlce bem:JlI1wrks 10 a.\'ses.\' acirievemelll,\',
df!temri"e wC're mod~fi('Cl1i(}"s need to he mac/e in e.!J;Jr1,\' etml C011linue to
improvc' lire O\'t'rall peifomram:e oftire fit'leI (~fflc:e.

(More To Come ]



WORKSHOP

Appendix I

viii

My Hopes My Concerns

o Learning from workshop o Group Energy • concerns
about outcome

o Emerging wit.h
achievable objectives o Will new Chief.of.Party

accept plan

o Workshop help plan 9ur

work to be more effective o Reduce "exceptional
cases" from USAID

o Meet time targets
o In initial stages people

will be apprehensive
o Set priorities vs. work to about giving their views

close-out

o Plans, Goals, Objectives
are followed through, not
forgotten

\"%



WORKSHOP NORMS

AppendlxD

ix
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Promotes Effectiveness BlocklPrevents Effectiveness

o Respect each other o Coming late

o Accept constructive criticism o Criticize ideas destructively

o Open to sharing information o Passive listening

o Cooperation/team spbit o Lack of interests

o Active listening o Lack of knowledge

o Clear communication o Repetition of same thing to
listener

o Recognize and accept
individual differences o No asking for clarification

o Courage to speak up o Fatigue

o Speak loud enough to be o Personal likes and dislikes
heard

o Non-specific language
o Environment - DO distur-

bances, good logistics o Irrelevant details

o Negotiations, positive
compromise

o Clear understanding of
subject

o Clear understanding of task

\~
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WAYS TO GET BACK ON
THE EFFECTIVE SIDE

o Observe behavior and try to further
the work/understanding in the team.

o If the group goes off track, call this to
others attention and get support to get
back on track.

o Self-observation and taking
responsibility for own behavior.

x
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EFFECTIVENESS AREAS

xi

o The Pakistan Public

o AED, Washington

o USAID ...

• o Embassy

o GOP

o Subcontractors

o Training Institutions

o Private Services in Pakistan and U.S•• Banks & Travel

o Other

.'



THE PAKISTAN PUBLIC

AppendlxV

•

EFFECTNENESS AREAS AEDUNITS
Participants PTU/CIELSIFOLLOW-

UP/ADMIN
Deoendents PTU/CIELS
Relatives/General Public PTU
Applicants ADMIN
News Media

AED, WASHINGTON

EFFECTNENESS AREAS AEDUNITS
AEDIDCIPPTP PTU
AEDID/Finance PTU/ADMINNP FINANCE
DSTP (PB.M:MC.MS) PTU&ADMIN
MIS (Kurt Moses) ADMIN
Winrock (DC) PTU

USAID

EFFECTNENESS AREAS AEDUNITS
Buy-in Projects PTUIFU
Officers PTUIFUlKanwar
David Esch PTU/ADMlNlKanwar
David Sorawe PTUlKanwar
HRD PTU/CIELSlKanwar
OIFM PTU/ADMINlKanwar
Procurement ADMINlKanwar
Liaison Offices ADMlN/CIELSlPTUIFU
Contract ADMIN
Travel PTU/CIELSIADMIN
BMS ADMIN
RLA PTU/ADMIN
Despatch PTU/ADMIN
Reception PTU/ADMIN
GSO ADMIN
OIT PTU/ADMIN
EXO ADMIN



EMBASSY

Appendix V (Continued)

EFFECTIVENESS AREAS AEDUNITS
Consulate (Visas) American PTU
CODS.
Administration PTU
mCards ADMIN
RSO PTU/ADMIN
PetroJIDlesel ADMIN

GOP

EFFECTWENESS AREAS AEDUNITS
EAD PTU
MOE PTU
MOST PTU
Federal & Provincial Ministries CIELSIPTU
and Departments
PARC PTU
State Bank PTU
Universities FU&PTU
InstitutioDBlResearch Centers FU
Police Denartment ADMIN
Pakistan Immj--ation Office ADMIN
Pakistan Embassy in USA PTU
P&D CIELS
T&T ADMIN.
CDA ADMIN
Grants Commission PTU

SUBCONTRACTORS TO AED

EFFECTIVENESS AREAS AEDUNITS
rnA ADMIN
CAMB ADMIN
Eauipment~mntenance ADMIN
Local consultants ADMIN
Coordinato~interD8 ADMIN
EIUDC ADMIN
Winrock PTU

I"



Appendix V (Continued)

SUBCONTRACTORS TO USAID WE DEAL WITH

EFFECTNENESS AREAS AEDUNITS
Winrock PTU

~

ForestrY PTU
DE PTU
P' Education P'l'1J
Education Development PTU
Prosrr8ID
Pritech ADMIN
FSM PTU

TRAINING INSTITOTIONS

§ EFFEC71VENESSAREAS
~NrdCountry
U.S. I~

AEDUNITS

PRWATESERWCESro~MO

EFFECTIVENESS AREAS AEDUNITS
Exvat Recruitment CIELS
U.S. Vendors ADMIN
Publishers {;IELS
Tem Staff ADMIN

PRIVATE SERVICES (BANK & TRAEL)

EFFECTIVENESS AREAS AEDUNITS
Bank ADMIN
Travel AsrentslAirlines ADMINIPTU/CIELS
Lantech ADl\lIN
Hotels ADMIN
ETS CIELS
Dhrltal Communications ADMIN
Doctors ADMINIPTU
Courier ADMIN
Printers/Stationers/Suppliers ADMIN
Buildinll Maintenance ADMIN
Hitech ADl\UN
ShinDin2 Comnanies ADMIN
Ali Traders <Photocopiers) ADMIN

.'·'f .. "·>O'·,,,' ._ .... ~ •.•.'r._.'_.- '.
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OTHER

EFFECTIVENESS AREAS
Other Embassies & Consulates PTU

Appendls V (Continued)

AEDUNITS
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0R<t\N1lAlIONAL MIfI)N
I I

FIELD OFFICE
A RESULTS-ORIENTED ORGANIZATION THAT
PROVIDES RESPONSIVE AND EFFECTIVE
SUPPORT TO USAIOIS PARTICIPANT TRAINING
EFFORTS TOWARDS THE DEVELOPMENT OF
PAKISTAN AND IS CHARACTERIZED BY HIGHLY·
COORDINATED RELATIONSHIPS WITH AED
WASHINGTON.

tI.)
ADMINISTRATION

PROVIDES ANANCIAL AND
LOGISTICS SUPPORT TO THE
UNITS OF AED, ISlAMABAD,
AND ACTS AS A LIAISON BETWEEN
AEDIDC AND USAID IN .
ADMINISTRATIVE AND FINANCIAL
MATTERS.

PARTICIPANT TRNe.
OUR MISSION IS TO SUPPORT USAID
AND GOP IN THE DEVELOPMENT
OF PAKISTAN THROUGH THE AELD
ADMINISTRATION OF ACADEMIC AND
TECHNICAL TRAINING PROGAMS.

FOLLOW-UP
THE MISSION OF THE FOllOW-
UP UNIT IS TO PROVIDE INFOR
MATION AND SUPPORT TO USAlD'S
PARTICIPANT TRAINING PROGRAM
AND HElP ASSESS ITS CONTRI
BUTION TO PAKISTAN'S DEVElOP
MENT.

~

EN8LISH LAN8UA8E
SERVICES

THE SUCCESSFUL PREPARATION OF
CANDIDATES NOMINATED BY USAID
FOR TRAINIf-JG PROGRAMS IN THE
U.S. THROUGH A RESULTS-ORIENTED
ACADEMIC ENGLISH PROGRAM,
ORIENTATION TO U.S. ACADEMIC
AND SOCIETAl VALUES AND A COUNTRY
WIDE TOEFL TESTING PROGRAM.

MANA8EMENT INFO.
SERVICES

PROVIDING AND CREATING
COMPUTER TECHNOLOGY THAT
AUTOMATES TASKS AND SUPPORTS
THE WORK OF THE AELD OFFICE.

':C
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Year 1991: Goal 1: Objective 1:

GOAL (1): Optimum efficiency achieved in the control and management ojfinances.

Time Period: July 1, 1991 tl,," December 31, 1991

Objective (1):

Target Date:

Measurement:

Action Plan:

Revolving Fund Reports ready for despatch to ABO/DC by the 5th of
each month.

5th working day of each month

Instructions and formats of reports received from AEO/DC.

- On the July 1, 1991 thru December 31, 1991:

- Checked thoroughly all bills payable with the relevant supporting
documents before payment.

- Prepared a Master Pay Roll for all Pakistan Staff with their names,
grades and the monthly salaries they were drawing. Made an entry in
the Master Pay Ron as soon as a letter of appointment, increase or
promotion was received.

• Entered the checks in the Revolving Fund Reports immediately after
payment.

- All paid bills photocopied immediately after they were paid by the
bank.

- Collected the Bank statements from the bank on the lst working day
of each month and reconciled the bank balances with our record.

- Prepared the monthly Revolving Fund Reports latest by the 3rd
working day of each month and passed on to COP for signature.

• Despatched the Revolving Fund Report to AED/DC by the 5th
working day of each month.

Rev: Nov 1991: Administration Unit: 1-1



Objective (2)l

Taraet Date:

Measurement:

Action Plan:

Year 1991: Goal I: Objective 2:

Termination' dues paid to the departing staff

August 31, 1991 and December 31, 1991

Statement of accounts prepared per USAID guidelines duly approved
by COP.

- July 1,1991, and Oct. 1, 1991. Issued termination letters to the
departing staff three months in advance (done by KAK under UK's
signature.)

• July 1 & Dec. 1 1991: Issued letters to the concerned staff who
departed September 30, and December 31, 1991 (thru their Unit
Heads) requesting them to inform the Admin. of the dates proposed
for handing over the inventory to Admin. and the office record to the
person designated by the respective Unit Head. Copies of inventories
signed by the departing staff members were attached with the said
letter. (Letters were issued by KAK)

- Sep 22-30, & Dec 1991: Arshad Mahmood has checked and received
the inventory, etc. from the departing staff and stored it.

- Sep 15, & Dec 15 1991: Tanveer/Mahmood have prepared statement
of accounts for settlement of termination dues of departing staff. KAK
has reviewed and passed them on to COP for his approval. After
approval by the COP, one copy filed in staff member's personnel file
and two copies given to Tanveer/Mahmood who retained one copy for
record and gave the other to the staff member along with the check.

- Sep 20, & Dec 20 1991: Checked the Statements of outstanding
advances and the bills receivable to make sure that all outstanding
dues of the departing staff stood settled.

- Sep 24, & Dec 24 1991: Prepared checks for settlement of
termination dues of departing staff. The checks were given to the
departing staff only after Mahmood gave his clearance of having
received the inventory and office record, etc. from the respective staff
members.

Rev: Nov 1991: Administration Unit: 1-2



Objective (3):

Taraet Date:

Measurement:

Action Plan:

Year 1991: Goal 1: Objective 3:

All outstanding advances settled and bills receivable collected.

September 30, 1991 and December 31, 1991

Receipts of advances signed by the staff member and the bills
receivable due from them•

.. Aug '91: Updated the Advances Register by checking the Imprest
Fund Reports to make sure that no advances were left unregistered (in
the Advances Register).

• Aug '91: Updated the Bills Receivable Register by checking the
Imprest Fund reports beginning April 90 to make sure that bills were
issued for all personal telephone calls, faxes, telexes, cables, postage
and the use of automobiles etc.

- Aug '91: Compared the Bills Receivable Register with the Receipt
Book to confirm that all payments were noted in the aills Receivable
Register.

- Sept 1, 91: Prepared statements of outstanding bills and advances for
each staff and issued reminders for their ~tt1ement.

Made notations in the statements of outstanding bills and advances of
the payment as soon as received from each staff member.

Rev: Nov 1991: Administration Unit: 1-3



Objective (4):

Tar&et Date:

Measurement:

Action Plan:

Year 1991: Goal 1: Objective 4:

Updated, monitored and reported the PIOITs balances to the relevant
personslproject managers.

Every week

Fresh PIO/Ps and the contract amendments

• Entered in data base all fresh PIO/Ps and the amendments received
from PTU on daily basis.

• Entered in data base all contract amendments obligating/deobligating
funds in the various PIOITs as and when received from contracts
office of USAID.

• Issued PIOIT balance summary to all concerned including Project
officers by the 4th of every month.

• Advised PTU Program Manager of the P10lTs with balance around
$20,000.00 so that the concerned Project officer could be informed
accordingly.

Rev: Nov 1991: Administration Unit: 1-4



Year 1991: Goal 2: Objective 1:

GOAL (2): Stqfl accommodaJed in tile new olfice premises in the most efftcienl way

Thne Period: July 1, '91 Ihru Dec. 31, 1991

•

Objective (1):

Target Date:

Measurement:

Action Plan:

Floor plan prepared for the new third floor office

November 7, 1991

Consensus of all Unit Heads on space requirements

- Oct 8,91: Preliminary idea of our requirement provided to Scott
Covert, Contractors Support Office, USAID for onward transmission
to the engineer to design the new office

- Oct. 20,91: First draft of the floor plan received from the engineer
and distributed among the Unit Heads.

- Oct. 23, 91: Unit Heads have submitted their proposals for
improvement in the floor plan and indicated who is going to occupy
which room.

- Oct. 24,91: Unit Heads and the COP have discussed the proposals
and arrived at a consensus. The revised floor plan given to the
engineer.

- Oct. 27, 91: The engineer has incorporated the proposed changes in
the floor plan.

- Oct. 30, 91: 2nd draft of the floor plan circulated among the Unit
Heads.

- Nov. 3,91: Unit Heads have returned the revised plan with additional
changes.

- Nov. 4, 91: Unit Heads and the COP have finalized the plan and
passed on to the engineer.

Rev: Nov 1991: Administration Unit: 1-5
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Year 1991: Goal 2: Objective 1:

- Nov. 6. 91: The Engineer has submitted the final plan.

- Nov. 7. 91: The final plan of office space forwarded to the USAID
to make the offices.

Rev: Nov 1991: Administration Unit: 1-6



Objective (2):

Tarlet Date:

Measurement:

Action Plan:

Year 15»5»1: Goal 2: Objective 2:

The configuration of the new office space. Storage and reception areas
have been created I through collaboration with the COP and the Unit
Heads.

December 31, 1991

Consensus of all Unit Heads on space requirements.

- Nov 15,91: USAID requested to have arrangements firm up with the
Telephone Department for transferring one telephone line for CIELS
by December 31, 1991.

- Dec 12,91: Unit Heads have checked with their staff on the exact
location in their rooms where they will place their desks so that the
wiring for the computer and telephones be done accordingly

- Dec 19,91: Electrical wiring for lights, ceiling and wall fans, and air
conditioners done on the ground floor for CIELS by December 31,
1991. Used the correct load-bearing wire.

- Dec 19,91: Requested USAID to provide split-unit air conditioners
to cool the middle area occupied by secretaries and other support statT.

- Dec 31,91: Arrangements completed with USAID to provide labour
and the appropriate vehicle to move the furniture, etc. of CIELS to the
new office premises.

- Dec 31, 91: The staff were provided cardboard boxes to pack their
files and records.

- Dec 31,91: Ample shelves were provided in the kitchen.

•

''1l,

1 See Appendix I (Pg 1-15 & 1-16) for the set of desired conditions which
were circulated to the Unit Heads and the COP for additional ideas and input.
New ideas and suggestions were incorporated.
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Year 1991: Goal 2: Objective 2:

• Dec 31, 91: Water pump was properly repaired and covered with
noise absorbing material.

• Dec 31, 91: The walls of the large meeting room in the basement
were covered with full length curtains to absorb sound echo.
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Year 1991: Goal 3: Objective 11

GOAL (3): Aproperly functioning library available to BuppOI1 Bocio-economic developm,nI

Time Period: July 1, 1991 Ihru December 31, 1991

Objective (1):

Target Date:

Measurement:

Action Plan:

An updated and accurate inventory of resources reflected in the
Resource Center database and remedial steps taken to correct any
discrepancies.

September 1, 1991 thru December 31, 1991

Data base of books, reports, video/audio cassettes, software and
manuals, etc.

- Sept 15, 91: Arranged the books in chronological order and put them
properly in the shelves.

- Sept 22, 91: Prepared a fresh list of available books and compared
the available books with the data base.

- Sept 25, 91: Books issued to different persons included in the fresh
list of available books.

- Sept 29,91: Fresh numbers were given to the un-numbered books to
include them in the data base.

- Oct 2, 91: Updated the data base by entering the new books and
identified the missing ones by noting the word "Missing" against such
books.

- Oct 3, 91: Updated the data base of consultants reports and
compared it with the available reports to determine the missing ones.
Database of video and audio cassettes also updated likewise.

Rev: Nov 1991: Administration Unit: 1-9
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Year 1991: Goal 3: Objective 1:

• Oct 6, 91: Consultants Report separated and placed in the shelves
according to the different Management Training Units they pertained
to•

• Oct 31, 91: AED/DC requested to send copies of the missing
consultants reports

Rev: Nov 1991: Administration Unit: 1·10
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Year 1991: Goal 4: Objective 1:

GOAL (4):, Inventories updated

Tbne Period: July 1, 1991 thru December 31, 1991

Objective (1):

Target Date:

Measurement:

Action Plan:

Took back the inventory items from the departing staff and updated
the inventory list

September 30, 1991 and December 31, 1991

Inventory lists signed by the departing staff

- Sep & Dec 91: Checked the inventory items with the inventory lists
of the departing staff in their presence. Made notes of any missing
items and reported them to Kazim who investigated the matter and
appropriately settled it as per the instructions of the COP.

- Oct 1& Dec 31, 91: If any of the remaining staff members wished to
use the items of inventory received from a departing staff, it was given
to him/her after checking with KAK. Such items entered in the data
base and acknowledged by the staff members receiving them.
(Mahmood done this).

- Oct 10,91: All the inventory items and the office record received
from the departing staff stored on the 4th floor and kept under lock
and key. Mahmood responsible for the safe keeping of the entire
inventory until its final disposal.

- As and when requested: Handed over the inventory and the office
record to the person identified by USAID and got a receipt signed by
him/her.

- Within a week after handing over the inventory: Copies of the above
acknowledged inventory sent to HRD/USAID and AED/DC

- Dec 31, 91: The data base updated and copies sent to AED/DC
(Mahmood sent).

Rev: Nov 1991: Administration Unit: 1·11



Year 1991: Goal 5: ObJectlve 1:

GOAL (5): Files and record 01 depanlng stofl kept safely

Time Period: July 1, 1991 Ihru December 31, 1991

Objective (1):

Target Date:

Measurement:

Action Plan:

Toole back files and other records from departing staff

5 working days before the permanent departure of any staff member.

List of files and reports available with the departing employee.

- Mahmood has provided cardboard boxes to the departing staff 2
weeks prior to their last working day.

- A list of contents with dates covered pasted on each box by the
departing staff

- Mahmood stored the boxes safely in a way that they can be easily
located when needed.
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Year 1991: Goal 6: Objective 1:

GOAL (6): Efficiency ofAdmin. Stqf/ maintained

Time Period: July 1, 1991 thTU December 31, 1991

Objective (I):

Taraet Date:

Measurement:

Action Plan:

Work of departing staff re-assigned

September 30, and December 31, 1991

Scope of work of departing staff

~ Two staff members, namely Abdullah and Ansar, departed during this
period.

~ Sept 29,91: Abdullah left September 30, 1991. His duties distributed
between Rafaz and Ansar.

.. Dec 29,91: Ansar departed December 31, 1991. His driving duties
were given to Rafaz with Hassan supporting him in case of need.
Ansar's other clerical duties were distributed between Irene and
Hassan.
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Year 1991: Goal 1: Objective 1:

GOAL (1): Apprised tile /I,W COP 01 til, working 01 Admin. Unit

Time PerIod: July 1, '91 thru Dec. 31, 1991

Objective (1):

Target Date:

Measurement:

Action Plan:

Prepared brief of the activities of Admin. Unit

November 14, 1991

High quality document with facts, graphs and wen written text.

- Nov IS, 1991: Prepared a brief of activities of Admin Unit broken
into segments of major functions with name of staff who carried out
the different activities.

- Nov IS, 1991: Provided to the new COP copies of Scopes of Work of
each staff member of Admin. unit.
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Year 1991: Appendlx.l:

Desired state for the new offlce:

People are satisfied with
Offices - size and location
Ventilation and lighting
Visitors space .
Space provided for tiles and record keeping
Location of computer/equipment.

Good communication linkages (Telephone and Computer)
CIELS
Generally within and between each AED Unit
Direct phone lines appropriately allocated.

Airconditioners moved, installed and central areas effectively cooled.

One room each (or Section Heads including Kanwar with a back room.

Follow up Unit to be in vicinity of PTU tiles

One room each for admin. supplies, Partie Training files, Part Tmg Cabinets

MTU Library set-up and operational. PTU and CIELS libraries also included

Issue of disposal of extra furniture and equipment is resolved with USAID

Wiring for computer network installed and working effectively.

File Server in appropriate and protected area.

Designated an effective area for receptionist and receiving of guests.

Area for staff to eat lunch

Storage space for supplies - Secure and accessible

Case officers have private offices with space for 2-3 filing cabinets at a minimum

Appropriately sized and located meeting room.

Adequate space for secretaries
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Year 19911 Appendlx.11

Barbara also to have an office next to Program Manager

Storage room for Participant Training files
Well lit
Appropriate size
Ample shelving
A separate room for PTU in training file cabinets

Photocopying equipment in locations to support workflow

Fax with Mirza and adequate space provided to accommodate

Telex in Participant Training wing

Bathrooms

Mens 2 Stools
2 Sinks/Wash Basins

Women
2 Stools
2 SinkslWash Basins

Storage space for Janitors equipment

COP office located within Partie. Training Unit

Layout of office space minimizing noise disturbance

CIELS (Ground floor)

Following separate rooms to be' provided:

4 Class rooms, one room each for Thea ,Dr. laffar, Teachers, Admin. Coordinator
with lock up store room in the back, library, space for Secretary

Large well lit meeting room (basement) curtains on the walls and carpet on floor for
sound absorption.

Spacious kitchen

Rev: Nov 1991: Administration Unit:
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Year 1991: Goal 1: Objective 1:

GOAL (1): Vp to 100 GOP employllG nominatedlor academic and or teclmlcal training In
th' V.S. havI completed a 10-week IntenslvI English lor Acadlmlc PurpOSll
program which Included threl Tests oJ Bnglish as a Foreign IAnguag,
(TOEFL) and 11,1" cultural awaflness training moduZ".

Time Period: lsi Year (July 1 - December 31, 1991)

Objective (1):

Target Date:

Measurement:

Action Plan:

CIELS has available curriculum, faculty and materials for lo-week
intensive English for Academic Purposes program, including 8different
culture modules.

7/1191 and 9/1191

Materials in faculty binders, master files and on shelves

- By 7/1191 and by 9/1191, CIELS management completes curriculum
modifications and updates teacher binders for sessions which bcSin
two weeks after the target date.

- By 7/1191 and 9/1/91 CIELS management assembles qualified
faculty for sessions which begin two weeks after the target date•

• By 7/1191 and 9/1191 eIELS management orders supplies locally
and has confirmed that sufficient texts are on hand for sessions which
begin two weeks after the target date.
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Objective (2):

TarSf,t Date:

l\feasurement:

Action Plan:

Year 1991: Goal I: Objective 2:

Each CIELS student will have taken 3 TOEFLs (entry, mid-term and
exit) for a total of up to 300 TOEFLS &iven.

9/30/91; 12/31/91

Number of TOEFLS given

• By 8/1/91 and 11/1/91 ESL Specialist confirms numbers ofTOEFLs
on hand and, if necessary, orders sufficient TOEFLS for CIELS.

- By 911191 and 12/31/91 CIELS Coordinator meets with Dr. 1atar
and TOEFL Team Coordinator and sets dates for CIELS TOEFLS for
sessions beginning in September and January.

Rev: Nov 1991: English Language Services Unit: 2-2



Year 1991: GDal 2: ObJectlye 1:

GOAL (2): 17" qualiJy 01 all asplcts 01 CIELS' instructional progrom II consist,,., with,
or better than, historical mlasurements.

Time Period: July 1, 19'1 • December 31, 1'91

, . 1"~·,, .d

Objective (1):

Target Date:

Measurement:

Action Plan:

At least two-thirds of CIELS participants gain an average of three
points per week on the TOEFL.

End of sessions: 9/16/91; 12112/91

TOEFL results compared to previous sessions

• By 9/18/91 and 12/15/91 CIELS management compares entry and
exit TOEFL scores and number of weeks of instruction in each
sesssion to determine point gain and compares this against extant
statistics.

- By 9/25/91 and 12/23/91 CIELS management and senior faculty
review gains in each skin area on the TOEFL and modify syllabus to
address lagging areas, if necessary.
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Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1991: Goal 2: Objective 2:

On an -end-of-session evaluation of curriculum, faculty and materials,
8096 of CIELS students will indicate satisfaction with the proaram to
at least an averaae of 3 on a 1-' Likert scal~.

End of each session: 9/16/91; 12/12/91

Tabulation of results of Program Evaluation Questionnaire

- By 9/10/91 and 12/1/91 ESL Specialist will modify evaluation
instrument with input from CIELS faculty.

- On 9/14/91 and 12/10/91 CIELS students will complete
questionnaire in last writing class at end of each session.

- By 9/18/91 and by 12/15/91 CIELS Coordinator will tabulate results
and prepare summary report.

- On 7/2/92 and 9/13/91 CIELS Coordinator will call curriculum
review meeting to discuss any program modifications for ensuing
session as necessary as indicated by evaluation results.
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Objective (3):

Taraet Date:

Measurement:

Year 1991: Goal 2: Objective 3:

At least 75% of all participants will rank the usefulness of the Cultural
Awareness Trainin, proaram at or above 80" on a 4-point scale on
the end-of-session evaluation instrument.

End of each session: 9/14/91 and 12/10/91

Tabulation of results from CAT Evaluation Survey of eiaht cultural
awareness modules presented and of student preferences for
presentation mode.

~-

=================,,,"'.,'lll::=Hla::========= =-

Action Plan: - By 7/1191 and 9/30/91 CAT \~oo"dill~i;o,; and CIELS Coordinator
will schedule CAT for each en~.j;;';f' ~'t!);:lt, including inviting guest
speakers.

- From 7/9/91 to 9/13/91 and ;;';i'i'.:n 1:';~;J191 to 12/13/91, CAT
Coordinator will deliver or 8.rtanp,e ,.J~. C1\ '(' llodules.

- By 9/10/91 and 12/1191 C/:T C~:':'ih!iator will modify CAT
Evaluation survey instrJment, usi't;;; ~~~r~t·.i~ lirom CIELS faculty.

- On 9/14/91 and 12/10/91 CAT, at the end of each session,
Coordinator will administer survey instn~ment, tabulate results and
prepare report for CIELS Coordinator.
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Year 1991: Goal 3: Objective 1:

GOAL (3): CIBLS lacuiJy afl lully vlSted in ils policies, procedure, and pro,rrun.

Time Period: Continuously, July 1, 1991- December 31, 1991

Objective (1):

Taraet Date:

Measurement:

Action Plan:

All CIELS staff included in planning for CIELS ever-changing future.

Continuous

Informal discussionj feedback to CIELS Coordinator and ESL
Specialist

• From 7/1/91 to 9/16/91 and from 1017/91 to 12/12/ 91, at
regularly scheduled bi-weekly staff meetings, CIELS management
conveys all news relating to CIEI.S/AED/USAID, such as state of
contract negotiations, AID determinations about participant training,
staff changes throughout AID and ABO, etc.

- CIELS management shows staff new building, conveys their thinking
to date regarding classrooms and other facilities and invites input. (By
October IS, 1991)

• On 10/22/91 CIELS management makes move and settling-in
arrangements focus of staff meeting, including Liaison Officer and
CIELS Admin Officer.

- By 10122/91 ESL Specialist obtains concurrence of Contract
Management Support Office that CIELS can move into new building
by 12/31/91.

• Continuously, between 1017191 and 12/13/91 CIELS management
discusses progress of moveoutlin arrangements at staff meetings.
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Objective (2):

Taraet Date:

Measurement:

Action Plan:

Ycar 1991: Goal 3: ObJectlv" 2:

Two-way communication regarding changes affectins CIELS staftina
and reassignment of responsibilities is maintained.

Continuously

Stafr meeting minutes

• By 10/24/91 ESL Specialist and CIELS Coordinator will discuss
possible ways to divide CIELS and other ELSU responsibilities post
December 1991.

• By October 31, 1991, ESL Specialist and CIELS Coordinator will
suggest to CIELS faculty possible ways to divide CIELS and other
English Language Unit responsibilities, invite continuing discussion and
call a planning meeting focused on this issue for November 12, 1991.

• On 11/12/91 and 11/19/91 planning meeetings for division of ESLU
responsibilities will be held.
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Objective (3):

Taraet Date:

Measurement:

Action Plan:

Year 1991: Goal 3: Objective 3:

CIELS faculty has received a salary increase.

October 8, 1991

New salary scale printed which reflects increase.

• By 9/30191 ESL Specialist queries Business Office of International
School of Islamabad regarding amount of cost of living increase for
expatriate teachers•

• By 10/1/91 ESL Specialist writes memo to HRD Project Officer
through Chief of Party justifying increase.
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Year 1991: Goal 4: ObJeetlve 11

GOAL (4): TOEFL testing Is provided to GOP ,mployees nominated by their department'
In tlsl sllll til $ mqJor cities.

Time PerIod: July 1, 1991 • Decemb" 31, 1991

Objective (1):

Target Date:

Measurement:

Action PJan:

All GOP candidates nominated by their departments to take the
TOEFL, and who have done so not more than twice previously, have
been tested in Karachi, Islamabad, Quetta, Peshawar and Lahore.

December 31, 1991

Number of candidates tested/tests given/locations served.

- By 7/1191 and 12/1191 ESL Specialist consults with DSTP Project
Officer to determine the extent of field TOEFL testing USAID
requires for ensuing 6-month periods.

- By 8/1/91 and 12/15/91 ESL Specialist, TOEFL Coordinator and
Liaison Officer draw up test schedule.

- By 7/15/91 and 12115/91 ESL Specialist orders sufficient tests from
ETS.

- TOEFL team travels to Quetta, Peshawar, Lahore and Karachi and
administers TOEFLs, according to schedule as set in (2)

- Within one week after each test administration, TOEFL team
Coordinator provides handscored reports to Liaison Officer for entry
into database.

- Within ten days after each test administration, Liaison Officer
secretary enters scores into database and mails scores to each
candidate.

- Within one week after each test administration, TOEFL Team
Coordinator sends unused TOEFL tests from each administration and
answer sheets to ETS, Princeton for refund on tests and for official
scores.

- Within eight weeks after each test administration, official score
'reports have been checked against handscored scores for accuracy,
database corrected as required and sent to each candidate.
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Year 1991: Goal 51 Objective 11

GOAL (5): ELSU "localed to netv localion andlully functioning be/off Ihl blglnnlng of
CIELS Sill/on XXVIII, January 14, 1991.

Time Period: July 1 - D,c 31, 1991

Objective (1):

Tarlet Date:

Measurement:

Action Plan:

Space allocation for ELSU, including Dr.lafar, the TOEFL Team, and
CIELS' classrooms and office space finalized through negotiations with
AED/AID.

10/17/91

Floor plan of new location blocked off by unit and signed by
appropriate AED/AID personnel.

- By 9/26191 PJ,TS, Dr. Jafar, and Javed Iqbal identify space
available.

- By 10/3/91, same group has reviewed floor plans made available by
KAKhan.

- By 10/3/91, LK and PJ have negotiated space with AFID/AID

- By 10/20/, PI has guarantee of space for CIELS, TOEFL, and
Liaison Office.
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ObjectIve (2):

Taraet Date:

Measurement:

Action Plan:

Year 1991: Goal 5: ObJectlve 2:

ELSU staff have conferred and designed space has been allocated
allocated.

10/17/91

Floor plan/design revi~wed and signed by ELSU Director, Dr. Jafar,
CIELS and TOEFL Team Coordinators, and CIELS faculty and staff.

- By 10/10/91 CIELS Coordinator and ESL Specialist have set up
times to show natural groups (ie: TOEFL Team Coordinator, Dr.
Jafar, Javed Iqbal in 0-1: CIELS faculty in 0-2) the space available
(under consideration or allocated).

• By 10/14191,PJ, TS and JI have worked have devised and presented
floor plans of space agreed to by KAKhan and USAID, Scot Covert•

• By 10/20, PJ. TS and 11 have revised plans as required and presented
plas to LK for approval.
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Objective (3):

Taraet Date:

Measurement:

Action Plan;

Year 1991. Goal S. Objective 3.
I II

Renovation and engineering details (ie: wiring. computer requirements,
plumbing, kitchen, phones, walls, lights, and AC/heaters) completed in
allocated space.

11/14/91

Checklist completed by appropriate personnel.

• By 10/24/91 LK,PK,Dr.J. TS,JI have worked with lIexpert- provided
by AEOIAID to plan for the requirements of the unit.

• By 10127/91 PJ and TS have compiled a checklist of details from this
plan.

• By 10131191, 1117191 and 11/14/91, PJ and TS have reviewed
checklist on site three times per week to monitor progress on task and
resolve issues as they arise.
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Objective (4):

Target Date:

Measurementl

-
Action Plan:

Year 19912 Goal 51 Objective 4:

Materials required for move (ie: boxes, tape, etc.) are purchased and
available to begin preparations.

11114/91

Materials ora hand in the AEO building.

• By 10/31/91 DE, LK, PI, and TS have identified movers and
questioned the regarding l'acki:1'; materials needed by ELSUIAED.

• By 10/31/91 TS and 11 have ordered the necessary materials.

• By 1117/91 ad 11/14/91, JI has checked on the status of the order
twice per week.

• By 11/14/91, JI and TS have received the materials as requested.
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Objective (5):

Target Date:

Measurement:

Action Plan:

Year 1991: Goal 5: Objective 5:

"Interior Decoration" (ie: painting, rugs, fixtures, window coverina etc.)
completed•

11/21/91

Checklist reviewed by ELSU Director, Dr. Jatar, and the TOEFL
Team and CIELS Coordinators.

- By 10/31/91, DE, LK, PI and T5 have identified group responsible
for completing the task.

- By 11/10/91 PI and T5 have made choices from colors and materials
available.

- By 11/11/91, PJ and T5 have devised a checklist of progress.

• By 11113/91, T5 and 11 have ordered materia1s required.

• By 11/27/91 11 has checked on status of order twice weekly.

- By 11/31, 11 has received and placed materials according to pIan and
checked them off on list.

• By 12/5/91, PI and T5 have inspected new site and followed up as
necessary.
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Objective (6):

Target Date:

Measurement:

Action Plan:

Year 1991: Goal 5: ObJeetlve 6:

ELSU inventories sorted for move or store.

11/28/91

Clearly specified lists of items to move/store submitted and approved
by ELSU Director, Dr. Jafar, and the TOEFL Team and CIELS
Coordinators.

- By 10/31/91 incharge of each unit - CIELS, TOEFL, Liaison Office,
Admin Office and ESL Specialist has submitted Inventory list of
his/her units.

• By 1117/91 PI, TS, CW, Dr.1 and CW confer and decide which items
can be placed in storage, and which need to be moved.

- By 11/14/91, 11/21/91 and 11/28/91 PI, TS, CW, Dr. 1 and 11 have
been overseeing Asef laved, laved Iqbal and Durshan in boxing
materials and reported Ju(.'gress ot TS on a twice weekly basis.

- By 11/28/91 each section of the unit completes task.
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Objective (7):

Tarlet Date:

Measurement:

Year 1991: Goal 5: Objective 7:

Dr. Iafar and the TOEFL Team moved into ne-\v office space and able
to function normally.

12/7/91

Test of physical presence.=============_===zI:==__========_================ lI::;I~~.__

ActIon Plan: - From Dec. 1 thru 5, Ndesignated mover will have moved the offices
of Dr. I, Asef and TOEFL team and they will be set up (or full
functioning, including computers, phones, lights, files and furniture.
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Ycur 1991: Goal 5: Objective 8•

• FlU ElSE .

ObJectlve (8): Office equipment and furniture moved and fully functioning (ie:
computers, copiers, typewritera9 files, and furniture).------------------,--_..,.._------- ---

Taraet Date:

Measurement:

Action Plan:

12/19/91

ELSU Director, and CIELS Coordinator check physical presence,
condition, ability to function properly and placement of all items
moved.

¥

- From Sunday, Dec. 15 through Thursday December 19, th~

designated mover, under the direction of TS, assisted by n from
Sunday, Dec. 15 through Thursday, Dec. 19, the CIELS facility n,
TS,Faculty Room, Meeting Room, contents of PJ office as required,
classrooms,kitchen) is moved on a daily incremental basis so that by
Thursday of that week, facility is completely physicaUy moved.

- By Dec. 19,1991,11 has checked that all electrical, lighting, plumbing
and machinery related issues have been attended to and are in perfect
working order.

- From Sunday, Dec.22 onward, TS, II, AJ and Faculty are able to re •
organize work-space available to them and begin preparation work for
next session.
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Year 1991: Goal 6: Objective 1:

COAL (6): Public and prival' £11,11,,, language training ,nllll'$ In I$/anulbad I,av, b""
,valuat,d as potential recipient' 01 CII1LS functio", and lIUJI,rIah.

Time Period: October 1, 1991 • Dec,mb,rl, 1991

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Develop instrument for evaluating Pakistani English language teaching
institutions.

October 31, 1991

ESL Specialist and CIELS Coordinator have finalized. with review by
the Chief of Party, the evaluating instrument to use in evaluating
English language training sites in Islamabad and elsewhere. as possible.

- By October 15, 1991 have reviewed literature in the Specialist's
library on evaluating language training programs.

• By October: 22,ESL Specialist and CIELS Coordinator develop a first
draft of evaluation instrument.

- By October 31, ESL Specialist and CIELS Coordinator agree on fmal
form for instrument.
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Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1991: Goal 6: Objective 2:

All English training institutions in Islamabad have been evaluated.

December IS, 1991

Completed evaluation surveys on each.

~ By October 31, ESL Specialist draws up list of English language
teaching institutions, including university programs, to be evaluated.

• ESL Specialist and CIELS Coordinator visit and evaluate three
programs together by November 30, 1991.
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Objective (3):

Taraet Date:

Measurement:

Action Plan:

Year 1991: Goal 6: Objective 3:

ESL Specialist have completed initial, exploratory discussion with USIS
on possible linkage of elELS with USIS as a facility.

November 30, 1991

Memorandum of conversation of meeting(s)

- By October 15, ESL Specialist has informed USJSI English Teaching
Officer and USIS Cultural Affairs Officer of closure of CIELS and
initiated discussion of possible linkage along the lines of a binational
center or of the Yemen American Language Institute.

- By November IS, ESL Specialist has held a meeting, elELS
Coordinator, USAID/HRD Project Officer, AED COP and USIS
Officers to learn the constraints of a linkage between USIAD/CIELS
and USIS.
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Year 19911 Goal 1: Objective 1:

GOAL (1): Follow-Up data base devls,d.

Time Period: July 25 to D,c,mb" 31, 1991.

I Objective (1):

Target Date:

Measurement:

Action Plan:

Follow-up needs determined with systems analyst.

October 31, 1991. Data-base is in place.

Data-base is operational and capable of generating information from
returned surveys.

July 30, 1991. Fields for follow-up data-base are determined.

August 8, 1991. Director of Follow-Up and ABO's systems analyst
meet to determine follow-up needs and pros~tive data-base.

August 12, 1991. Needs are determined and a proposal is written
including the interface of the FU data-base with the PTU data-base,
indicating the replication of fields for updating PTD and the logistics
of devising a new data-base for Follow-Up.

August 15, 1991. Proposal on the data-base is prepared indicating
methods for interfacing Follow-Up data-base with Participant Training
data-base. Proposal is presented to COP for approval.

Rev: Nov 1991: Follow-Up: 3-1



Year 1991: Goal 2: ObJettlve 1:

GOAL (2): Improv, qua/il, 0/ work /41' to promot, a product/v, organlwlonol culJUrI
through Inc,ntlvII provld,d In th' unll/or11" "enla" and Ih, asslSl4nl. 77UlJ
will contribut, 10 their pro/llsional d,v,lopm'nI and ,nhanc, moral,.

Time Period: S,pt,mb" 1, 1991 to D,cemb" 31, 1991.

Objective (1):

Target Dote:

Measurement:

Action Plan:

In consultation with the secretary and assistant, areas of professional
development are determined.

December 31, 1991.

Regular weekly and monthly meetings held whh the staff.

December 31, 1991. Determine the fer.sibility of the areas requested
by the staff to promote professional development and moral.

December 31, 1991. Determine means for addressing the areas while
at the same time contributing to the unit's productivity.

December 31, 1991. Regular meetings are held to inform the staff of
organizational developments and to seek feedback from staff.

Rev: Nov 1991: Follow-Up: 3-2



Year 1991z Goal 31 Objective 11

GOAL (3): In-country contacts

Time Period: SIptlmb" 2, 1991 to D,c,mb" 31, 1991.-
Objective (1):

Tarlet Date:

Measurement:

ActioD Plan:

Organizations and institutions are identified that have generated
participants, are in contact with (ormer participants, or may provide
support for former US-educated Pakistanis. This task concentrates on
the identification of agriculture-related organizations or institutions in
the Punjab.

December, 1991

Organizations are identified in major urban areas concentrating
initially on the Punjab and eventually expanding country-wide.
Organizations are identified that are able to host seminars or lectures
by visiting experts for USAID participants.

December 31, 1991. Organizations and institutions employing fonner
USAID participants are contacted and requested to write testimonials
on their institution and the achievements of former USAID
participants.

January 30, 1992. Testimonials and articles are reviewed and
submitted to USAID (or publication and appropria~ publicity.

Rev: Nov 1991: Follow-Up: 3-3
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Objective (2):

Taraet Date:

Measurement:

Year 1991: Goal 31 Objective 21

Oraanlzations and institutions are visited to Intervigw (ormer USAID
participants and encourage instltulional heads or participants to write
articles on their successful experiences.

December, 1991.

The Director or his Assistant travel to the field to interview
participants and establish conlae(! with appropriate institutions and
organizations three to (our times per month.===__========__-=======-:=======__'_IP====== _

Action Plan: August 7 to December, 1991. Ami.Ogements are made for a (allow-up
representative to visit organizations and institutions. This includes
preliminary contacts, appointments etc.

October 20, 1991. Contacts at institutions are encouraged to discuss
their work and submit a testimonial of their institutions achievements
and the achievements of former USAiD participants.

Rev: Nov 1991: Follow-Up: 3-4



Objective (3):

Target Date:

1\feasurement:

Action Plan:

Year 1991. Goal 3. ObJectl,e 31

Former USAID participants are contacted and seminars, discuSiions
or lectures are planned with visiting experts as lues~, 'mi. is
accompllshed within the structure of existina organizations or
institutions.

December, 1991.

At least one possibly two seminars or lectures is held by December
1991. These will be held quarterly.

November 14, 1991. Using existing institutions, former participants
(perhaps no more than 10 initially) are contacted to meet for a round
table discussion or with visiting experts.

November 28, 1991. The location of meetings is determined at existing
institutions, using their facilities but offering to contact participants and
provide what limited support USAID deems appropriate.

November 14, 1991. Letter generated to acquaint former participants
with USAID's interest in follow-up and continued professional
development.

December 12, 1991. USAID provided with briefs of seminars,
discussions or lectures. Briefs are no longer than four pages and
include participants' names, occupation, time and place of training, and
other data commonly accumulated by surveys. Content of discussions,
name of expert(s) and concluding observations are also included.

Rev: Nov 1991: Follow-Up: 3-5 -'\ \
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Year 1991: Goal 4: Objective 1:

GOAL (4): Field Intervl,wI will, /onn" lISAJD panlc/pantl.---------_._--------------------
Thne Period: Sept,mb" 9 If) ]Jecemb" 31, 1991.IIIIIII -.r~:"~~ .... ..

Objective (I):

Tarlet Date:

Measurement:

Action Plan:

Participants arc identified (rom the PTU data-base, contacted, a time
is established for a meeting and a member of the Follow-Up staff
meets with participant. The objective of the meeting is to determine
the applicability of training in Pakistan.

Interviews are conducted weekly outside of Islamabad and within the
national capital.

A member of the Follow-Up staff is in the field conducting interviews
approximately four days a week.

December 31, 1991. The Follow-Up staff will interview former USAID
participants to determine the impact of their overseas training in
Pakistan. For each interview, a report of no longer than one page will
be written for use by USAID.

Rev: Nov 1991: Follow-Up: 3-6



Year 1991: Goal 5: Objective 11

GOAL (.5): Surve, qUlStlonnal" distributed to lonner USAJD participants.

Time Period: September 15 to December 31. 1991.
=

•

Objective (1):

Target Date:

~IJrement:

Action Plan:

Devise three surveys required by Hand-Book 10.

July 30, 1991.

Three surveys ready for initial approval by COP and distribution to
focus group.

July 30, 1991. All questionnaires demonstrate continuity and measure
similar areas over a period of time from predeparture expectations to
return and post-training.

July 30, 1991. Areas of measurement determined.

August 30, 1991. Survey questionnaires interfaced with the Jaffer
survey by assigning corresponding values as the present survey.



Objective (2):

Target Date:

Measurement:

Action Plan:

Year 1991: Goal 5: Objective 2:

Surveys submitted to focus group and USAID Project Officers (or
feedback.

September 12, 1991.

Results of focus study reported to Chief of Party for final approval.

August 15, 1991. Random number generator devised and programmed
for identifying the focus groups and the eventual distribution of
questionnaires.

August 15, 1991. Focus group of approximately 20 participants
identified and contacted.

August 30, 1991. Cover-letter designed and generated to introduce
follow-up and inform participants that they are a control group
requested to complete and comment on the survey and cover-letter.

August IS, 1991. Random sample determined, contact and mail
survey.

August 30, 1991. Interviews scheduled and conducted with random
sample in groups and individually.

Rev: Nov 1991: Follow-Up: 3-8



Objective (3):

Taraet Date:

Measurement:

Action Plan:

Year 19911 Goal 5: Objective 3.

Surveys revised according to feedback.

September S, 1991. Questionnaire is revised.

Revised questionnaire is approved by COP and HRD with the advise
of PDM.

Continuity established between questionnaires

September 10, 1991. HRD approves revised questionnaJre.

September 10, 1991. Office of Program Design and Monitoring
(PDM) approves questionnaire.

Rev: Nov 1991: Follow-Up: 3-,



Objective (4):

Taraet Date:

Measurement:

Action Plan:

Yeor 1991: Goal 5: Objective 4:

Cover-letter is devised and generated to accompany participant surveys.

September 12, 1991. Letters are completed.

Letters submitted to HRD for approval.

September IS, 1991. Cover letter revised according to HRD
recommendations.

September 15, 1991. Cover letters for each of three questionnaires are
dcvis~ and generated.

September 15, 1991. Cover letter submitted with each random sample
survey.

Rev: Nov 1991: Follow-Up: 3-10



Objective ($):

Taraet Date:

~feasurement:

Action Plan:

=

Year 1991: Goal 51 Objective $:

Surveys mailed to participants generated by random sample program.

Questionnaires mailed by September 12th.

Initial mailing of approximately 100 surveys the second week in
September then routinely ~ to 10 surveys mailed per day until
approximately 300 surveys are distributed. This process repeated
quarterly or every three months.

September 27, 1991. Departure survey distributed with call·forward
letter mailed by PTU.

September 27, 1991. Procedures determined for systematic mailing
and recording mailed surveys.

Rev: Nov 1991: Follow-Up: 3-11



Year 1991: Goal 6: Objective 1.

GOAL (6): Fol/ow-up assistant hired to assist tl" Director of thl unit.

Tbn,;) Period: September 15 to Oeteber 1, 1991.

Objective (1):

Tarlet Date:

Measurement:

Action Plan:

In consultation with AED's contract officer and the Chief of Party,
determine the position's responsibilities and grade.

August I, 1991.

The position is advertised, interviews are conducted and the position
filled.

September 30, 1991. Applicants interviewed and notified of decision.

October 1, 1991. Th~ new Assistant is in place and briefed on the
goals and objc:ctives of th~ Follow-Up effort.

Rev: Nov 1991: Follow-Up: 3-12



Year 1991: Goal 7: Objective 1:

GOAL (7): Staff development.

Tlme Period: October 1 to December 31, 1991.

Objective (I):

Taraet Dat~:

Action Plan:

The assistant and secretary learn the goals and objectives of the
Follow-Up unit.

December 3i, 199.

December 31, 1991. Meetings with the assistant and secrcta~ to
inform them of the purpose of (ollow-up, the "public face" of tb~ unit
and follow-up activities. The assistant is also briefed on ~:"ld

interviews, the focus study which has been conducted and th,. SUrvl'Y
questionnaire.

November 30, 1991. The assistant and secretary are conversant in the
use of the participant training data-base and word processing.

October 31, 1991. The Director understands the secretary's and
assistant's professional aspirations and attempts to meet these.

December 31 , 1991. To develop staff, the secretary assumes
responsibilities for the survey, the assistant assumes responsibilities for
field interviews and soliciting articles and the director is responsible for
arranging events and soliciting and editing articles.

Rev: Nov 1991: Follow-Up: 3-13
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Year 1991: Goal 8: Objective h

GOAL (8): Use 01 visll/II, expel11.

Time Period: Octob" 31 to D,cemb", 1991.

Objective (1):

Tareet Date:

l\feasurement:

Action Plan:

USAID Projects, USIS and Participant Training are contacted to
determine if and when experts will be visiting Pakistan.

December, 1991. One possibly two visitina experts addresses former
participants by December.

One possibly two visiting experts addresses former participants by
December. This exercise will continue throughout the follow-up effort.

October 31, 1991. Experts are identified and suitable fields of
expertise are determined for addressing returned participants.

November 15, 1991. Concentrations of participants are identified as
an audience for visiting experts.

December IS, 1991. Expert(s) address former USAID participants.
suitable publicity is arranged for the event.

December 31, 1991. USAID is provided with briefs of seminars,
discussions, lectures or informal meetings with participants.

Rev: Noy 1991: Follow-Up: 3-14



Year 1991: Ooal 9: ObJect,lve 1:

GOAL (9): G,n,raI' 100 ,.,tum,d sun,ys/rom R'turn,d and Post-Tmlnln, participant'
,v,,, th'II montl" or quan,"y.

Tune Period: Nov,mb" 15, to December 31, 1991.

Objective (1):

Target Date:

Measurement:

Action Plan:

Prepare and mail appropriate surveys accordina to return status.

December 31, 1991.

It is estimated that approximately 300 surveys are mailed quarterly to
generate 100 random surveys every three months or quarterly.

December 31, 1991. Participants are identified using the random
number generator. Return dates, addresses and phone numbers are
used to distribute and follow-up on the distribution of survey
questionnaires.

Rev: Nov 1991: Follow-Up: 3-15



Year 1991: Goal 10: Objective I:

.
GOAL (10): G,n,,,", tlStlmonilllllrom Paklstanllnstllutlon$ thal host or ,mploy, /onnlr

USAJD participants. 77" pUrpOIl ollh, t,stlmonlaU II to hl,hU,h1 Ih,
achl,v,m,nll ollonnlt participants and Ih' Inttllutlon' th,m"l.,,,.

Time Period: Nov,mb,,. 30 10 D,c,mblf, 1991.-
Objective (1):

Target Date:

Measurement:

Action Plan:

Appropriate institutions are identified and contacted through their
directors. Directors are informed of the desired content of the
testimonials.

December 30, 1991.

Articles or statements will be generated at the rate of one every three
months or quarterly.

October 31, 1991. Identify appropriate institutions and their heads.
Arrange meetings with them and introduce the follow-up effon.
Request that they provide an article or repon on the achievements of
their employees that have been former participants and the
achievements of the institutions.

Rev: Nov 1991: Follow-Up: 3-16



Year 1991: Goal liz Objective 11
•
GOAL (11)1 Ev,ntl ar, 1"ld to support tl" prol"slona' d,v,'opm,nt ollonn,r lJSAJD

partlclpantl.

Time Period: Nov,mb,r 30 to D,c,mb,r 31, 1991.-,----------------------------
Objective (1):

Taraet Date:

l\1easurement:

Action Plan:

Coordinate with USAID and USIS an event such as a Worldnet
program, Fulbright lectures or lectures by visiting scholars to Pakistan.

December 31. 1991.

An event will be held every three months or quarterly.

October 6, 1991. Meet with USIS and USAID to determine the types
of events USAID would like to have as a part of follow-up. Discuss
with USIS their capabilities and resources that can be used to promote
events.

December 31. 1991. Visiting experts to Pakil:an through Fulbright,
USIS or USAID projects arc identified and arrangements are made for
them to meet (ormer USAID participants in appropriate professional
fields.

Rev: Nov 1991: Follow-Up: 3-17 ".2-
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Year 19911 Goal 12: Objective Is
£I

GOAL (12): DalD/rom "t"m,d NUrv", ,m,rcu,d.

Time Periods Nov,mb" 30 to ;),c,mb" 31, 1991.

..

Objective (1):

Taraet Date:

Measurement:

Action Plan:

As surveys are returned, information is put into the data-ba.tlJ

October 31, 1991. Survey data is entered into data-base as surveys ate
returned.

It is estimated that approximately 300 surveys will be distributed to
generate 100 returned and completed surveys required by USAID.

October 15, 1991. After 10 to 20 returns, a meeting with the staff is
scheduled and held to determine if logistics are adequate for data
entry and if additional fields are necessary.

September 30, 1991. Hard file system for returns is established and
functioning.

October 15, 1991. Separate computer file established for notes on
narrative portion of surveys.

December 31, 1991. Various types of analysis and cross-analysis
provided for USAID.

Rev: Nov 1991: Follow-Up: 3-18



Objective (%) :

Target Date:

Measurement:

Action Plin:

Year 1991: Goal 12: Objective 21

Briefs produced for USAJD as data is accumulated.

OCtober 30, 1991, Sufficient data exists to beain producing briefs.

One brief of approximately 'to 10 pages per month is produced for
USAID.

December 31, 1991. Information aenerated by surveys is presented in
graphs and tables. A narrative summarizing or analyzing the
information is gellerated.

Rev: Nov 1991: lroIl9w-Up: 3-ii
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Year 1991: Goal 1: Objective 11

GOAL (I): PattlclpatU TraJnln, Dalaball (PTD) I,as b"n mod(fl,dlnvts,d.

Time Perlod:lst r,ar Uu/yl • D,c,mlJ,r 31, 1991)
L

ObJedlve (1):

Measurement:

Taraet Date:

Action Plan:

The PrO has been modified. All the new data fields have been added
and unnecessary fields have been removed. The correspondence data
has been rest('red.

A short I'eport on the chanaes made to PTD on completion of
database modification that is sianed off by the Unit Head.

An operational database system with all the changes.

December 31, 1991

- By Sep 10: Kanwar will complete discussions with Cindy, Larry,
Kazim, and Tanveer to revise the list o( database fields and additional
requirements, in terms of data outputs, of the two units of ABO.

- By Oct 31: Kanwar analyzes the data to create the database structure
and submits to the unit heads for their final review.

- By Nov 7: System design, program structure developed by Kanwar.

- By Dec 10: Kanwar will complete the program coding of the system.

• By Dec 31: Testing, debugging of the program and instaUation should
be completed by Kanwar.

Rev: Nov 1991: Management Inronnation System: 4-1
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Objective (2)1

Measurement:

Target Date:

Action Plan:

Year 1991: Goal h Objective 2:

The PTD has been modified to hold a11 the PIO/P and its amendments
related financial data and field access control system i. developed.
The financial reporting option has been added. Data has been
restored.

A short report on the changes made to PTO on completion of
database modification that is signed off by the Unit Head.

An operational database system with all the changes.

D~ember 1S,1991

• By Sep 12: Kanwar will complete his discussions with Cindy, Larry,
Kazim, and Tanveer how financial fields should be dealt and what are
the additional requirements, in terms of data outputs, of the two units
of ABD.

• By Oct 10: Ka."1war analyzes the data to create the database structure
and submits to the unit heads for their final review.

• By OCt 21: System design, program structure developed by Kanwar.

• By Nov 30: Kanwar will complete the program coding of the system.

• By Dec 15: Testing, debugging of the program and installation should
be completed by Kanwar.

Rev: Nov 1991: Management Infonnation S,1Stem: 4-2



Objective (3):

Measuremellt:

Target Date:

Action Plan:

Year 19'11 Goal I: Objective 3.

Computer aeneratcd Form Letters and New database reports have
been created as per Field Office needs.

A short report on the changes made to PTD on completion of
database modification that is signed off by the Unit Head.

An operational database system with all the changes.

December IS, 1991

- By Sep 17: Kanwar will complete discussions with Cindy, Larry,
Kazim, and Tanveer to develop a list of new form letters, reports
andlor any additional format of data outputs.

- By Oct 10: Kanwar analyzes the data to create the structure and
submits to the unit heads for their final review.

- By Oct 23: System design, program structure developed by Kanwar.

- By Nov 27: Kanwar will complete the program coding of the system.

- By Dec IS: Testing, debugging of the program and installation should
be completed by Kanwar.

Rev: Nov 1991: Manaaement Intonnation System: 4-3
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ObJectlv~ (4):

Measurement:

Tarael Date:

Action Plan:

Year 19911 Goal 11 Objectlv. 4.
7

All the PTD data input and output screens have been rcdesianed and
program is modified to reflect the changes made to databue structure.
The computer functions checking the ac(:uracy of data and uniform
data entries has been implement~.

A short report on the changes made to PTD on completion of
database modification that is signed off by the Unit Head.

An operational database system with all the changes.

December 31, 1991

• By Nov 7: Kanwar will complete designing all PTD input and output
screens, and creates program structure. The designs are discussed with
other stafr members of AED when necessary.

• By Dec 18: Kanwar will complete the program coding of the system.

• By Dec 31: Testing, debugging of the program and installation should
be completed by Kanwar.

Rev: Nov 1991: Manaaement Intonnation System: 4-4



ObJectlve (5):

Measurement:

Target Date:

Action Plan:

Year 1991: Goal I: Objective 5:

All the users of Participant Training Database have been trained on
the new PTD system.

All the staff of Participant Training Unit are fully trained to operate
the Participant Training Database.

December 31, 1991

.. By Dec 24: Kanwar will train Cindy, Barbara and accounts officer on
new PTD system to explain all new features, screens, input and output
formats of the system.

.. By Dec 31: Barbara will further train 1111 of the participant training
unit staff as soon as she learns the new system (Dec 18).

7 III

Rev: Nov 1991: Management Information System: 4-.5



Year 1991: Goal 2: ObJectl,o 1:

GOAL (2): 711, N,w DaJaball Modu/" hav, b",. add'd to PTD.

Time Period: lit r,ar (July 1 • D,c,mb,r 31, 1991)

Objective (1):

Measurement:

Tarlet Date:

Action Plan:

A database module for Follow-up Unit to hold follow-up data and to
generate reports in conjunction with PTD has been developed.

A short report on completion of database module that is sianed off by
the Unit Head.

An operational database system with added module.

November 7, 1991

- Kanwar and Tom will meet on Aug 19" 20 to discuss the setup of
follow-up database and will submit a proposal by August 22 to Larry.

- By Sep 29: Kanwar will meet with Tom to discuss all the unit's
database needs and will design the database structure. The follow-up
unit stafr will start input data into the database fLle while Kanwar will
complete the programming part of the module.

- By Oct 3: Kanwar will complete his system analysis of the data to
create the structure and will submit his report to the unit heads (or
their final review.

- By Oct IS: System design, program structure completed by Kanwar.

- By Nov 7: Program coding, testing, debugging of the program and
installation should be completed by Kanwar.

Rev: Nov 1991: l\Ianaaement InI'onnation System: 4-Ci
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ObJectl,e (2)1

Measurement:

Taraet Date:

Year 191U. O~a121 ObJectl,.2.
!

Afinancial module (or participant trainina PIOlTs hu been dev~loped

to monitor PIO/T. balances and its correapondence PIO/Ps and their
amendmenu. Financial repoJU to submit to AID project otftcea and
ABO Wuhinaton D.C. have been developed.

A short report on completion of database module that is alaned off by
the Unit Head.

An operational database sY$tem with added module.

December lS, 1991======= .1/. _

ActIon Plan: • By Sep 10: Kanwar will complete discussions with Cindy, Larry,
Kazim, and Tanveer to develop a list of AED's needs in terms of
participant training PIOlTs and its financial reporting.

• By Oct 10: Kanwar analyzes the data to create the structure and
submits his report to the unit heads for their final review.

• By Oct 17: System design, pfOIram structure developed by Kanwar.

• By Nov 21: Kanwar will complete the first phase of the system
development (Program coding) and will test it before starting the 2nd
phase.

• By Dec IS: 2nd phase of program coding, testing, debugging of the
program and instalJation should be completerl by Kanwar.

Rev: Nov 1991: Manaaement lnf'ormatJon System: 4-7



Objec:tlve (3)1

Measurement:

Taraet Date:

Action Plan:

Year IPPll Ooal 21 ObJectl,.31

A database module to hold participants' travel Information hu been
developed. The module 11 developed to monitor travel expenle.
bllJina/paymenu and fOt financial reportina to ABD Home Oftlce.

A short report on completion of database module that is slaned off by
the Unit Head.

An operational database system with added module.

December 20, 1991

• On September 4,',8& 9 Kanwar will meet to discuss the system with
Larry, Kazim, and Tanveer to develop a list of ABO's needs in tenns
of participants' travel data for reporting and accounting purpose.

• By Oct 24: Kanwar analyzes the data to create the structure and
submits his report to the unit heads for their final review.

• By Oct 31: System design, program structure developed by Kanwar.

• By Nov 21: Kanwar will complete the first phase of the system
development (program coding) and will test it before starting the 2nd
phase;.

• By Dec 20: Program coding, testing, debugging of the program and
installation should be completed by Kanwar.

Rev: Nov 1991: Manqement lnIonnation System:
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Objective (4)1

Meuuremeni.

Taraet Date:

Action Plan:

Vear 1991: 001121 ObJaetl". 4•
•

A database module to hold participants' medica! related information
hu been developed. The module i& developed to monitor medical &elt
expenM, bi111ng/paymentl and lot reportina purpose.

A shon repon on completion of database module that i. sianed off by
the Unit Head.

An operational database system with added module.

December 24, 1991

• Kanwar will have discussions on September 8" 9 with Kazim. and
Tanveer to develop a list of AED's needs in terms of participants'
medical data for reporting and accounting purpose.

.. By Oct 24: Kanwar analyzes the data to create the structure and
submits his report to the unit heads for their fanal review.

• By Nov 4: System desi,n, program structure developed by Kanwar.

• By Nov 21: Kanwar will complete the first phase of the system
development (program codin,) and will test it before starlinl the 2nd
phase.

• By Dec 24: 2nd phase of pro,ram coding, testing, debugginJ of the
program and installation should be completed by Kanwar.

Rev: Nov 1991: Manqement b!onnatlon System: 4-,



ObJec:th'e (5).

Meuurem.nt.

Taraet Date:

Adlon Plan:

Y.... I991. Goal 21 Objectl•• II

A Document Monitorina Database module hu been developed to
monitor and observe work load of inc:omlna and outaoin. t41cx. tu "
DHL in(ormadon ot parUclpant trainina unit.

A shon repon on completion of database module chat ia sianed off by
the Chief of :>any.

An operational database system.

September 19. 1991

• Last week of AUlust: Kanwar Discussed the system with Larry to
develop a database structure to be used on trial buis.

• By Sep S: Kanwar analyzed the system and submittC'd a proposal to
Larry. Kazim and Cindy for their final review.

• By Sep 17: Kanwar desilned and developed the system. nl"
pr"lram has been installed and Irene Bowen has been shown how ~

use the system to input the data.

The database has been developed (September 17) on trial basis to
observe the productivity of bavins this system before we link the
system to PTD on permanent basis.

Rev: Nov 1;;1: Manaaement Intonnation System: 4-10



v., I"" 0011 3. ObJectlv. 11
.I

GOAL (3). n., N,w LAN SitUP lind R,..,lIoClUllm 0/ CQmpu'If SYlt,m II compl",d.

TIm. Period: III rid' Uuly 1 .. Dlelm"" 31, 1991)

*' .•..

I

Objective (1).

Measurement:

Tarlet Date:

Action Plan:

The new setup of LAN system with hard disk mirrorinl and upatade
operating .y~tem is installed on File Server.

An operational LAN system with physically installed hard drive.

September 30, 1991

- Completed: Kanwar worked with LANTECH people durin. the tint
week of September and installed the uPlrade Netware Operadn.
System and another hard disk of 300 MB in the File Server t(J do the
Mirrorin3 of the oriainal hard disk.
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•

Objective (2):

Measurement:

Target Date:

Action Plan:

Year 1991: Goal 3: Objective 2:

The computer resources have been re-allocated ,after reduction in staff
on September 30, 1991.

A revised Inventory list and physically re-Iocated equipment.

October 31, 1991

- After the reduction in staff of AED Field Office, Administration will
re-allocate the office space in the building and most of the r.'~maining

staff will be shifting from one place to another during the month of
October. During the same period Kanwar will work with LANTECH
people and move the computers and their peripherals to the new
locations of the staff. The equipment shifting will involve the re
cabling and re-distribution of power sLpply•

Rev: Nov 1991: l\fanagement Information System: 4-12
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Year 1991: Goal 4: Objective 1:

GOAL (4): All) Project Office;,' and Home Office systems are updated with PTD.

Time Period: 1st Year (July 1 • December 31, 1991)

Objective (1):

Measurement:

Target Dates:

Action Plan:

Four Project Offices (ARD, ENR, HPN, HRD) and ABO Home office
were provided with update of PTD system.

Update Installed PTD Systems at various offices.

September 12, 1991
September 26, 1991
October 10, 1991
October 24, 1991
November 7, 1991
November 21, 1991
December .5, 1991
December 19, 1991
December 31, 1991

- Masood from HRD will make backup of PTD from AED's network
system after every two weeks and will restore it to the Project Offices
of USAID Islamabad.

- Barbara from AED will backup the Participant Training Database for
PPTP and will DHL every two weeks during this period.

- Kanwar will support the two persons when necessary.

Rev: Nov 1991: Management Infonnation System: 4-13
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Year 1991: Goal 5: Objective 1:

GOAL (5): AED Filed Office has been provided witll computer suppon.

Time Period: 1st Year (July 1 - December 31, 1991)

Objective (1):

Measurement:

Target Date:

Action Plan:

The Field Office was provided with all the computer support and help
on time to time basis such as, Trouble Shooting, Training, Solutions to
the computer problems, Management, Maintenance etc.

95% UP and Running System, Trained computer operators.

December 31, 1991

- Kanwar will train Barbara and Tahir to fix the daily computer
software problems, on time to time basis, so that they C&Il solve
common computer software problems themselves and can further train
the other staff members of AED Field Office.

- The problems and things which could not be dealt by Barbara or
Tahir will be communicated to Kanwar by either of the two. Kanwar
will try to resolve the problem and will explain/train both the
operators for future solutions.
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GOAL (6):

Year 1991: Goal 6: Objective 1:
•

936 PIO/Ps and/or PIO/P Amendments have been checked and signed.

Tune Period: 1st Year (July 1 - December 31, 1991)

•

Objective (1):

Measurement:

Target Date:

ActiOl! rian:

192 original un-funded PIO/Ps for participants were reviewed for
accuracy of data and were signed. Printouts of database records were
reviewed before signature.

Database Record and hard copies of signed PIO/Ps.

December 31, 1991

- 8 PIO/Ps per case officer per month (counting 4 case officers) shall
be prepared and forwarded by participant training unit. Kanwar will
review the file, PIO/P and database record print-out and verify the
accuracy of financial and computer data before signing off the
document.

..
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Objective (2):

~{easuremeDt:

Target Date:

Action Plan:

Year 1991: Goal 6: Objective 2:

264 un-funded PIO/P amendments for participants were reviewed for
accuracy of data and were signed. Printouts of database records were
reviewed before signature.

Database Record and hard copies of signed PIO/P amendments.

December 31, 1991

- 11 PIO/P amendments (for active PIO/Ps) per case officer per
month (counting 4 case officers) shall be prepared and forwarded by
participant training unit. Kanwar will review the file, PIO/P and
database record print-out and verify the accuracy of financial and
computer data before signing off the document.
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Objective (3):

Measurement:

Target Date:

Action Plan:

Year 1991: Goal 6: Objective 3:

480 un-funded close-out PIO/P amendments for participants were
reviewed for accuracy of data and were signed. Printouts of database
records were reviewed before signature.

Database Record and hard copies of signed close-out PIO/P
amendments.

December 31, 1991

20 PIO/P amendments (close-out) per case officer per month
(counting 4 case officers) shall be prepared and forwarded by
participant training unit. Kanwar will review the me, PIO/P and
database record print-out and verify the accuracy of financial and
computer data before signing off the document.
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Year 1991: Goal 7: Objective 1:

GOAL (7): Office oflnternatUma/ Training (011) pro11ided through HRDIUSAJD with
Quarterly Reports on Return Participants.

Time Period: 1st Year (July 1 - December 31, 1991)

Objective (1):

Measurement:

Target Dates:

Action Plan:

Office of International Training (OIT) has been provided the two
report, through HRD/USAID, of Returned Participants on a quarterly
basis.

Hard copies of reports and memorandums.

October 15, 1991
December 31, 1991

- By Oct 10 and December 20: Kanwar will prepare the draft reports
on return participants using Participant Training Database and will
circulate to Cindy, Chief of Party, and DST Project officer for their
review.

- The report should be circulated to the case officers by Cindy, if
corrections are to be made, before draft report move on to Chief of
Party.

- The corrections will be made, if necessary, and the final reports will
be prepared by Kanwar on October 15 and December 31 and will be
sent to 01T through DST Project Officer.
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Year 1991: Goal 8: Objective 1:

GOAl, (8): Home Office provided with Progress Reports.

Time Period: 1st Year (July 1 • December 31, 1991)

•

•

Objective (1):

Measurement:

Target Dates:

Action Plan:

Home office was provided with Monthly Progress Report on monthly
basis (6 reports).

Hard copies of monthly progress reports.

July 31, 1991
August 31, 1991
September 30, 1991
October 31, 1991
November 30, 1991
December 31, 1991

- Kanwar will prepare his draft report for M.I.S.on 28th of each month
for chief of party review. Chief of party will make corrections if
necessary.

- The final draft will be given to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce the final monthly progress report.
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Objective (2):

Measurement:

Target Date:

Action Plan:

Year 1991: Goal 8: Objective 2:

Six-Monthly Progress Report was prepared and provided to the Home
Office.

Hard copy of six-month report.

December 31, 1991

- By Dec 23: Kanwar will prepare his draft report for M.I.S. (during
the 2nd last week of the month of December 91) for chief of party
review. Chief of party will make correction if necessary.

- By Dec 31: The final draft will be given to the executive secretary
(Mirza) who will combine all the portions of the report from different
unit to produce the final six-monthly progress report.
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Year 1991: Goal 9: Objective 1:

GOAL (9): The Local Area Network (LAN) and Computer Systems have been installed III
the new office building ofAED.

Time Period: 1st Year (July 1 • December 31, 1991)

Objective (1):

Measurement:

Target Date:

Action Plan:

The locations of the computer systems have been decided. Power and
Network cabling have been completed.

A of map showing locations of computer equipment signed off by the
Chief of Party and Section Heads.

A complete installation of cables both for Electric Power and Network
connections.

December 31, 1991

• By the last week of November, Kanwar will work with Unit Heads
and Kazim Ali Khan to plan the computer system setup at the new
building of AEO field office.

• When plan has been approved by Chief of Party, Kanwar will work
with LANTECH (contractor for Field Office's computer system)
people to plan the dates and install the cables for Network connections
at the site. The cabling should be completed on December 31, 1991.

• Arshad Mahmood will work with BMS office) USAID to plan the
dates and install the power cables for computer systems at the new
building. The cabling should be completed on December 31, 1991.
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Objective (2):

Measurement:

Target Date:

Action Plan:

Year 1991: Goal 9: Objective 2:

The computer equipment have been properly shifted/moved, installed
at the new locations and tested before implem"nt.9tion.

An installed Network System at the new locations.

A job completion report from LANTECH signed off by Kanwar.

Invoice and Payment voucher of Installation charges from LANTECH.

January 15, 1992

• By Dec 5: Two computers with 40 MB hard drive and one Laserjet
III printer will be shifted to the new location for CIELS use.

• During the first week of January 1992, Kanwar and Admin staff will
make sure that all the remaining computer equipment have been
detached from the Network, packed properly and shifted to the new
building.

- The equtpment will be unpacked at their installation place and will
be installed by LANTECH engineers during the same week of shifting.

- After installation is completed, the systems will be tested by
LANTECH engineers before users are authorized to use.
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Year 1991: Goal 1: Objective 1:

GOAL (1): Pending Participants Case Load Administered

Time Period: 1/1/91 • 12/31/91

Objective (1):

Measurement:

Target Date:

Action Plan:

Project requirements addressed in the administration of the pending
case load

325 academic and 449 technical participants actioned by target date

December 31 t 1991

- On the 15th of each month Program Manager reviews database
printout of pending case load to m~mitor actions of Case Officers•

• By August 31 Program Manager conducts a review of projects PACD
and advise six Case Officers to recommend cancellation for those
participants not able to complete training within the remaining time
frame.

- By deadline of September 15 all PlOPs for winter placement
forwarded to PPTP. After deadline, all participants advised by Case
Officers to self-admit.

- By September 4 a case load analysis is completed by Program
Manager to determine the reallocation of case load for two departing
Case Officers. A meeting is held with Case Officers to include them
in the planning process.

- During October and November PTU Case Officers Shahana Javed
and Abdul Hameed are under extreme pressure from Project Officers
to assist participants in obtaining self-placements for the winter term,
due to the PACD date of 0492 (6/30/94) and 0467 (6/4/93).

- During October discussions are held between Program Manager, ISM
Project Officers and HRD Project Officer to discuss need for OIT
waiver to the rule that participants must return 6 month prior to
PACD date, in order to place pending ISM participants in 18 month
MS programs beginning January, 1991 and ending no later than May,
1991. HRD staff send cable requesting waiver from OIT.
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continued... Year 1991: Goal I: Objective 1:

- In November a PlOT for approximately $1 million is received. This
enables Case Officers Ashfaq Hussain and Saleem Razaque to fund
many of the DSTP participants who had been pending fundin, and
Case Officers have a large number of PlOPs to prepare. This activity
is coordinated with HRD to ensure that priority cases are funded.

- During October, November and December Case Officer Saleem
Razaque receives 15-20 last-minute nominations and places all pending
BALAD participants, due to the PACD date of 12/31/91. All BALAD
participants must return from training by this date. The Program
Manager holds series of meeting with BALAO staff (Karim Nayani
and Asif Bhatti) to discuss training programs and time constraints.
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Year 1991: Goal 2: Objective 1:

GOAL (2): Participants Depart lor Training

Time Period: 7/1/91 • 12/31/91

Objective (1):

Measurement:

Target Date:

Action Plan:

Ensure USAID project goals for participant departures are met

115 academic and 200 technical participants departed by target date

December 31, 1991

- During August and September approximately 100 academic
participants depart for training. This large volume of departures
requires a high level of effort from the 6 Case Officers and their
respective support staff.

- During December approximately 40 academic participants depart for
training, primarily under the Projects 0492, 0467 and 0474.

- In November a PlOT for DSTP of approximately $1 million is
received. This enables Case Officers Ashfaq Hussain and Saleem
Razaque to fund many of the DSTP participants who had been
pending funding and increases the number of self-placements to be
administered for the December/January period.
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Year 1991: Goal 3: Objective 1:

GOAL (3): Project Requirements lor In-training Academic Participants Fu(fUled

Time Period: 7/1/91 • 12/31/91

Objective (1):

Measurement:

Target Date:

Action Plan:

All decisions that are required for in-training academic participants are
carried out

469 academic participants in-training during time period

December, 1991

- During the month of August over one dozen requests for program
extensions are received. All requests are processed on an urgent basis
for decision prior to the beginning of the Fall term•

• During the month of July and August approximately 20 request for
dependent visas are received, for participant that began training
programs in Spring 1991. Case Officers process these requests and
obtain GOP and USAID approval.

-During the month ofDecember approximately one dozen requests for
program extensions are received. All requests are processed on an
urgent basis for decision prior to the beginning of the winter term.

Rev: Nov 1991: Participant Training Unit:



Year 1991: Goal 4: Objective 1:

GOAL (4): Return 01All Completed Participants Conjinned

Time Period: 7/1/91 -12/31/91

Objective (1):

Measurement:

Target Date:

Action Plan:

All necessary actions required to verify return of participants
successfully completed. Any non-returnees leported to USAID and
OIT.

228 academic participants and 240 technical participants confmned as
returning during period

December, 1991

- One the first of each month Program Manager directs Administrative
Assistant to print a database generated report of all participants who
have returned during the previous month. Based on this report Case
Officers send out confirmation of return letters.

- On a quarterly basis Program Manager conducted a random check
of completed files to ensure that hard copies of conflJ'JIlation of return
letters are on file. (3/31/91, 6/30/91, 9/30/91, 12/31/91)

- On a case by case basis, HRD Project Officer is notified by Program
Manager of participants who failed to return from training.
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Year 1991: Goal S: Objective 1: t-

GOAL (5): GOP Ministry Requirements Fu(filled

Time Period: 1/1/91 • 12/31/91

Objective (1):

Measurement:

Target Date:

Action Plan:

Based on USAID's agreement with the Government of Pakistan for the
placement and monitoring of MOST participants, all requirements
specific to Ministry participants fulfilled. .

GOP Participants Depart for Training and Complete Programs during
time period

December, 1991

- Within two days of receipt of PPTP's weekly courier, Case Officer
Saleem Razaque submits all requests for MOST consideration to the
Ministry.

- By October 6 ABO receives a PIOf for $828,000 which provides
additional funding for pending MOST PlOPs as well as funding in
training participants.

- During July, August and September 1991 discussion are held between
Program Manager and DSTP Project Officer regarding the level of
MOST funding. Due to AED concerns, HRD drafts a letter to MOST
in October advising the ministry of the need for additional funds.

- By October, 1991 HRD holds a meeting with MOST to discuss the
tum-over of MOST participants to the Pakistan Embassy for
monitoring at the end of ABOs contract.
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Year 1991: Goal 6: Objective 1:

GOAL (6): Final PlOP Close Out Amendments Completed

Tbne Period: 7/1/91 • 12/31/91

Objective (I):

Measurement:

Target Date:

Action Plan:

The target of IS PlOP amendments per week per case officer from
September 1 through December 31 underway.

960 close out amendments processed during time period

December, 1991

• During October an employee from the PDM roster begins working
with the Program Manager on close out amendments to help sort out
the problem of training vs. travel expenditures.

• Beginning September 1, 1991 Case Officers Shahana Javed, Saleem
Razaque, Ashfaq Hussain and Abdul Hameed completes IS close out
amendments per week each.
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Year 1991: Goal 7: Objective 1:

GOAL (7): Participant Training Staff Reduced

Time Period: 7/1/91 • 12/31/91

Objective (1):

Measurement:

Target Date:

Action Plan:

In compliance with phase out, three Case Officer and one secretary
position eliminated. The case loads of the departing Case Officers
efficiently redistributed

Three Case Officers and one Secretary complete services by September
30, 1991

September 30, 1991

• By September 4 a case load analysis is completed by Program
Manager to determine the reallocation of case load for the two
departing Case Officers. A meeting is held with Case Officers to
include them in the planning process.
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Year 1991: GoalS: Objective 1:

GOAL (8): Case Olflcers Trained to Hold Pre-Departure Orientations

TIme Period: 01/01/91 • 12/.U/91

Objective (1):

Measurement:

Target Date:

Action Plan:

Case Officers successfully trained to perform orientations and
orientations held on a regular basis

Case Officers trained and pre-departure orientations held on a regular
basis

December, 1991

- By October 15 Program Manager designs an outline for use in
conducting orientations.

• Program Manager conducts orientations, as needed, and Case
Officers participated. Pre-departure orientations are held in
Islamabad, Lahore and Karachi during the NovemberlDecember time
period based on the number of participants departing from each
location on a given dates. Tentative dates are November 28 - Lahore;
December 5 - Karachi; December 12 - Islamabad.

- Case Officers used, as needed, to conduct orientations.
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Year 1991: Goal 9: Objective 1:

GOAL (9): Maintained Strong Communication between the Participant Training Unit and
other AED/ls/amabad Units, PPTP, AED/Washington, and USAJD/IslamalJad

Time Period: 07/01191 • 12/31/91

-.w,

Objective (1):

Measurement:

Target Date:

Action Plan:

A high level of communication maintained between the Participant
Training Unit and PPTP/Washington DC

Memos. faxes and telex on file

On-going

- Every Thursday memos are sent from Program Manager
AEDlIslamabad to Program Manager/PPTP. Every Friday memos are
sent from Program Manager/PPTP to Program ManagerlABO

• Every other Wednesday Program Manager PTU/Islamabad has a
phone conversation with Program ManagerlPPTP to discuss issues
related to both parties

• On a daily basis, Case OfficerslPTU and Program SpecialistslPPTP
exchange faxes
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Objective (2):

Measurement:

Tsraet Date:

Action Plan:

Year 1991: Goal 9: Objective 2:

Maintained Strong Communication between the Participant Training
Unit and ABO/Washington DC

Memos, faxes and telex on file

On-going

- Memos exchanged regularly between offices, particularly in relation
to finances.

- Phone conversation between Office Managers and AEDlWashington
as requested by COP
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Objective (3):

Measurement:

Target Date:

Action Plan:

Year 1991: Goal 9: Objective 3:

Maintained Strong Communication between the Participant Training
Unit and USAID

Regular meetings held, corrt1spondence between offices on file

On-going

- Every Wednesday PrU Program Manager attends meetings with
DSTP Project Officer and HRT staff

- Memos exchanged regularly between offices

- Phone conversation between PTU staff and Project Officer on a
frequent basis

- PTU Program Manager and concerned Case Officer holds frequent
meetings held with Project Officers to resolve pending issues.

•
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Objective (4):

Measurement:

Target Date:

Action Plan:

Year 1991: Goal 9: Objective 4:

Maintained strong communication between the Part!cipant Training
Unit and other units of ABD/lslamabad

Memos circulated on regular basis
Minutes of monthly senior staff meetings distributed

On-going

- Memos exchanged regularly between units

- Every Monday meetings held with Unit Heads

- The first Monday of every month meetings held with Senior Staff

Rev: Nov 1991: Participant Training Unit:
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Year 1991: Goal 10: Objective 1:

GOAL (10): Stoll Development

Time Period: 7/1191 • 12/31/91

Objective (1):

Measurement:

Target Date:

Action Plan:

Enhance the condition of work life and th~ development of Participant
Training staff, to promote professional development, high morale, and
a productive work climate

Informal meeting held on a daily basis with Case Officers and on a
weekly basis with support staff

On-going throughout time period

• On adaily basis Program Manager and Administrative Assistant meet
with Case Officers to discuss the priorities of the day. Information is
shared and exchanged, policy issues are discussed and problem solving
occurs.

• By July Case Officers and Administrative Assistant included for the
first time in Monthly Senior Staff meetings.

• By November 15 stralegy for providing professional developmental
support to Case Officers compJ~ted.

- Continual effort to address concerns of PTU staff in order to
maintain high morale.
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Year 1991: Goal 11. Objective 1:

GOAL (11): Plan for moving olflce to new location

Time Period: 1/1/91· 12/31/91

•

Objective (1):

Measurement:

Target Date:

Action Plan:

Preliminary plan for new office space devised.

Plan completed

November 7, 1991

• Meetings held to develop floor plan and to design a strategy for the
move to new location.
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Year 1992: Goal 1: Objective 1:

GOAL (1): Optimum efficiency achieved in the control and management 01finances.

Time Period: January 1, 1992 t1,ru Jun, 30, 1992

•

Objective (1):

Tar&et Date:

Measurement:

Action Plan:

Revolving Fund Reports ready for despatch to AED/DC by the 5th of
each month.

5th working day of each month

Instructions and formats of reports received from AED/DC.

On the January 1, 1992 thru June 30, 1992:

.. Checked thoroughly all bills payable with the relevant supporting
documents before payment.

.. Prepared the monthly Pay Roll after thoroughly checking the staff
salaries, annual increases and promotions,. etc.

- Entered the checks in the Revolving Fund Reports immediately after
payment.

.. Got all paid bills photocopied immediately after they were paid by
the bank.

.. Collected the Bank statements from the bank on the 1st working day
of each month and reconciled the bank balances with our record.

.. Prepared the monthly Revolving Fund Reports latest by the 3rd
working day of each month and passed on to COP for signature.

.. Despatched the Revolving Fund Report to AEO/DC by the 5th
working day of each month.
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Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1992: Goal 1: Objective 2:

Termination dues paid to the departing staff

One week before the last working day of the employee

Statement of accounts prepared per USAID guidelines
duly approved by COP.

- Apr 1, 1992: Issued termination letters to the departing staff three
months in advance (done by KAK under UK's signature.)

- May 20, 1992: Issued letters to the departing staff (thru their Unit
Heads) requesting them to inform the Admin. of the date proposed for
handing over the inventory to Admin. and the office record to the
person designated by the respective Unit Head. Copies of inventories
signed by the departing staff members attached with the said letter.
(Letters issued by KAK)

-Iun 1992: Arshad Mahmood has checked and received the inventory
etc. from the departing staff and stored it.

- Iun 1992: Athar/Mahmood prepared statement of accounts for
settlement of termination dues of departing staff one week in advance.
KAK reviewed and passed them on to the COP for his approval. After
approval by the COP, one copy filed in staff member's personnel file
and two copies given to Athar/Mahmood who retained one copy for
record and gave the other to the staff member along with the check.

-Jun 1992: Statements of outstanding advances and the bills receivable
checked to make sure that all outstanding dues of the departing staff
stood settled.

• Iun 1992: Prepared checks for settlement of termination dues of
departing staff. The checks were given to the departing staff only after
Mahmood gave his clearance of having received the inventory and
office record, etc. from the respective staff members.
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Objective (3):

Taraet Date:

Measurement:

Action Plan:

Year 1992: Goal 1: Objective 3:

All outstanding advances settled and bills receivable collected.

15th of each month

Receipts of advances signed by the staff member and the bills
receivable due from the staff member.

• 10th of each month: Updated the Advances Register by checking the
Imprest Fund Reports to make sure that no advances were left
unregistered (in the Advances Register).

• 10th of each month: Updated the Bills Receivable Register by
checking the Imprest Fund reports to make sure that bills were issued
for all personal telephone calls, faxes, telexes, cables, postage and the
use of automobiles etc.

• 10th of each month: Compared the Bins Receivable Register with the
Receipt Book to confirm that all payments were noted in the Bills
Receivable Register.

- 15th of each month: Prepared statements of outstanding bills and
advances for each staff and issued reminders for their settlement.

- 15th of each month: Checked the notations made in the statements
of outstanding bills and advances of the payment received from each
staff member.
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Objective (4):

Target Date:

Measurement:

Action Plan:

Year 1992: Goal I: Objective 4:

Updated, monitored and reported the PIO/Ts balances to the relevant
persons/project managers.

Every week

Fresh PIO/Ps and the contrnct amendments

- Entered in data base all fresh PIO/Ps and the amendments received
from PTU on daily basis.

-Entered in data base all contract amendments obligating/deobligating
funds in the various PIOITs as and when received from contracts
office of USAID.

• Issued PIOIT balance summary to all concerned including Project
officers by the 4th of every month.

- Advised PTU Program Manager of the PIOlTs with balance around
$20,000.00 so that the concerned Project officer could be informed
accordingly.
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Year 1992: Goal 2: Objective 1:

GOAL (2): Staff accommodated in the new office premises in tlte most efficient WQY

Time Period: JanuQry 1, 19921hru June 30, 1992

e
'.... ",

Objective (1):

Target Date:

Measurement:

Action Plan:

The configuration of the new office space. Storage and reception areas
have been created through collaboration with COP and the Unit
Heads.

January 15, 1992

Consensus of all Unit Heads on space requirements

- Jan 2, 1992: Followed up closely with USAID to make sure that all
offices are ready for occupancy by January 15, 1992

-Jan 2, 1992: Requested USAID to have arrangements reaffirmed with
the telephone department for transferring the telephone lines on the
day the actual move took place.

- Jan 9, 1992: Wiring for the computers and telephone completed.

- Jan 9, 1992: Electrical wiring for lights, ceiling and wall fans and air
conditioners done. Used the correct load-bearing wire•

• Jan 12, 1992: Arrangements completed with USAID to provide
labour and the appropriate vehicle to move f~rniture etc to the new
office premises.
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Year 1992: Goal 3: Objective 1:

GOAL (3): A properly/unclioning library avaiklble to suppon soclo-economic development

Time Period: }a,,,uary 1, 1992 thru June 30, 1992

•

Ob.Jectlve (1):

Target Date:

Measurement:

Action Plan:

An updated and accurate inventory of resources reflected in the
Resource Center database and remedial steps taken to correct any
discrepancies.

15th of each month

Data base of books, reports, video/audio cassettes, software and
manuals, etc.

- Maintained the books in chronological order and put them properly
in the shelves.

- Prepared a fresh Jist of available books and compared that with the
data base.

- Updated the database and entered the new books and identified the
missing ones by noting the word "Missing" against such books.

• Kept updated the data base of consultants reports. Database of
video and audio cassettes also updated likewise.

- Kept Consultants Report separated and placed in the shelves
according to the different Management Training Units they pertained
to.
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Year 1992: Goal 4: Objective 1:

GOAL (4): Inventories updated

Time Period: January 1, 1992 thro June 30, 1992

Objective (1):

Target Date:

Measurement:

Action Plan:

Took back the inventory from the departing staff and updated the
inventory list

One week before the departure of the employee

Inventory lists signed by the departing staff

• June 1992: Checked the inventory items with the inventory lists of the
departing staff in their presence. Made notes of any missing items and
reported them to Kazim who investigated the matter and appropriately
settled it per the instructions of the COP.

- June 1992: If any of the remaining staff members wished to use the
items of inventory received from a departing staff, it was given to
him/her after checking with KAX. Such items entered in the data
base and acknowledged by the staff members receiving them.
(Mahmood done this).

- June 1992: All the inventory items and the office record received
from the departing staff stored and kept under lock and key.
Mahmood responsible for the safe keeping of the entire inventory until
its final disposal.

• As and when required: Handed over the inventory and the office
record to the person identified by USAID and got a receipt signed by
him/her.

• Within a week after handing over the inventory: Copies of the above
acknowledged inventory sent to HRD/USAID and AED/DC

-June 30, 1992: The data base updated and copies sent to AED/DC
(Mahmood sent).
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Year 1992: Goal 5: Objective 1:
;

GOAL (5): Files and record 01 depaning staff kept sqfely

Time Period: January 1, 1992 thm June 30, 1992

Objective (1):

Target Date:

Measurement:

Action Plan:

Took back files and other records from departing staff

S working days before the departure of any staff member for good.

List of files and reports available with the departing employee.

-June 1992: Mahmood provided cardboard boxes to the departing staff
2 weeks prior to their last working day.

- A list of contents with dates covered pasted on each box by the
departing staff

-June 1992: Mahmood stored the boxes safely and in a way that these
can be located without problem when they are needed.
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Year 1992: Goal 6: Objective 1:

GOAL (6): E;fflclency 01 Admin. StciflmalntaJned

Time PerIod: January 1, 1992 tl1ru June 30, 1992

•

•

Objective (1):

Target Date:

Measurement:

Action Plan:

Work of departing staff re-assigned

June 19, 1992

Scope of work of departing staff

- Asif Barlas departed June 30, 1992. His duties distributed between
the Accountant and Mahmood.

Rev: Nov 1991: Administntion Unit: 6-9



•
English Language Services Unit

STRATEGIC PLAN (January-June 1992) ..

November S, 1991



I. Table of Contents ~_____I

English Language Services Unit:
Strategic Plan (Year 1992)

GOAL (1): Up to 100 GOP employees nominated for technical training in
the 11.S. have completed a lo-week intensive EnSlish (or
Academic Purposes program which included three Tests of
English as a Foreign Language (TOEFL) and eight cultural
awareness training modules. •...•••.•••••••.••••••••• 7-1

GOAL (2): The quality of all aspects of CIELS' instructional program is
consistent with, or better than, historical measurements. 7-3

GOAL (3): CIELS faculty are fully vested in its policies, procedures and
program. . •..••••.•. "............................ 7-6

GOAL (4): TOEFL testing is provided to GOP employees nominated by
their departments in test sites at 5 major cities. ••••..•.•.• 7-9

GOAL (5): Alternative scenarios for the continuation of English language
training opportunities have been presented to USAID. ••••• 7-11

GOAL (6): All closeout procedures as defined by USAID and ABO are
completed. .............................•...•.•. '-13

Table or Contents:



Year 1992r Goal 1: Objective 1:

GOAL (1): Vp to 100 GOP ,mployees nomlnfJl,dlor t,chnlcal training In th, U.S. MV'
complet,d a ID-wllk Int,nsiv, Bngllsh/or Acad,mlc PurpOSIS program which
Included thre' Tests 0/ English as II Foreign Langua" (TOEFL) and ,Ighl
cultural awareness training modul,,,,

TIme PerIod: January 1, 1992 • June 30, 1992

•
Objective (1):

Taraet Date:

Measurement:

Action Plan:

CIELS has available curriculum, faculty and materials for lo-week
intensive English for Academic Purposes program, including 8different
culture modules.

117/92 and 4/1/92

Materials in faculty binders, master files and on shelves.

- By 117/92 and 417/92 CIELS management completes curriculum
modifications and updates teacher binders for sessions which begin
one week after the target date.

- By 117/92 and 417/92 CIELS management assembles qualified
faculty for sessions which begin one week after the target date.

- By 117/92 and 417/92 CIELS management orders supplies locally
and has confirmed that sufficient texts are on hand for sessions which
begin one week after the target date.
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Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1992, Goal I. Objective 2.

Each CIELS student will have taken 3 TOP.FLs (entry, midooterm and
exit) fot a total of up to 300rOEFLS liven.

3/15/92; 6/1S/92

Number of TOEFLS given
LL

.. By 2/28/92 ESL Specialist confirms numbers of TOEFLs on hand
and, if necessary, orders, through the ABO Home Office, sufficient
TOEFLS for CIELS•

• By 3/15/92 CIELS Coordinator meets with Dr. 1atar and TOEFL
Team Coordinator and sets elates for CIELS TOEFLS for session
beginning in April.
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Year 1992: Goal 2: Objective I.

GOAL (2): 11" qualJly 0/ aU aspect, 01 CIELS' InstructlolUll pro,ram Is consistent with,
or bItter than, historical measurement,.

Time Period: January 1, 1992 • June 30, 1992

Objective (1):

Taraet Date:

Measurement:

Action Plan:

At least two-thirds of CIELS participants aain an averaae of three
points per week on the TOEFL.

End of sessions: 3/21/92; 6/18/92

TOEFL results compared to previous sessions

• By 3/21/92 CIELS management compares entry and exit TOEFL
scores and number of weeks of instruction in each session to determine
point gain and compares this against extand statistics•

• By 3/31/91 CIELS management and senior faculty review lains in
each skill area on the TOEFL and modify syllabus to address lagging
areas, if necessary. ~.
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Objective (2):

Taraet Date:

Measurement:

ActIon Plan:

Year 1992: Goal 2: Objective 2:

On an -end-ot-session evaluation of curriculum. taculty and material••
801 ot CIELS students wil1indieate satisfaction with the proaram to
at least an averaae of 3 on a 1-5 Likert scale.

End of each session: 3/18/92; 6/15/92

Tabulation of results of Program Evaluation Questionnaire

- By 417/92 ESL Specialist will modify evaluation instrument with
input from CIELS faculty•

• On 3/17/92 and 6/14/92 CIELS students will complete questionnaire
in last writing class at end of each session:

• By 3/21/92 and 6/18/92 CIELS Coordinator will tabulate results and
prepare summary report.

- By 4/1192 CIELS Coordinator will call curriculum review meeting to
discuss any program modifications for ensuing session as necessary as
indicated by evaluation results.
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Objective (3):

Target Date:

Measurement:

Action Plan:

Year 1992: Goal 21 Objective 31

At least 75 % of all participants will rank the usefulness of the Cultural
Awareness Training program at or above 80~ on a 4-point actie on
the end-ot-session evaluation instrument.

End of each session: 3/17/92 and 6/15192

Tabulation of results from CAT Evaluation Survey of eight cultural
awareness modules presented and of student preferences for
presentation mode.

- By 4/7/92 CAT Coordinator and CIELS Coordinator will schedule
CAT for ensuing session, including inviting guest speakers.

• From 1/14/92 to 3/18/92 and from 4/13/92 to 6/1S192, CAT
Coordinator will deliver or arrange all CAT modules.

- By 3/10/92 and 6/10/92 CAT Coordinator will modify CAT
Evaluation survey instrument, using input from CIELS faculty.

- On 3/17/92 and 12/14/92, at the end of each session, CAT
Coordinator will administer survey instrument, tabulate results and
prepare report to CIELS Coordinator.
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Year 1992: Goal 3: ObJeetJve I:

GOAL (3): CIELS lacully are lully vested In Us policies, procedures and prognun.

Time Period: Continuously, January 1, 1992 • June 30~ 1992

Objective (1):

Target Date:

Measurement:

Action Plan:

All CIELS staff included in planning (or CIELS ever-changing future.

Continuous

Informal discussion; feedback to CIELS Coordinator.

- From 1/14/92 to 3/19/92 and from 4/13/92 to 6/16/92, at regularly
scheduled bi·weekly staff meetings, CIELS management conveys all
news relating to CIELS/AED/USAID, such as state of contract
negotiations, AID determinations about participant training, staff
changes throughout AID and AED, etc.

- By 117/92 CIELS Faculty has been moved into new building and
listed changes needed in physical environment.

- By 1/8/92 CIELS COORDINATOR has reported changes required
to appropriate person(s).)

- By 1/13/92 CIELS Coordinator has worked with appropriate
person(s) to ensure that all changes required by CIELS have been
attended to.
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Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1992: Goal 3: Objective 2:

Two-way communication regarding changes affecting CIELS stafrlJ1g
and reassignment of responsibilities is maintained.

Continuously, January 1, 1992 -June 30, 1992

Staff meeting minutes

- By 1/7/92 CIELS Coordinator and appropriate faculty will have
written description of their responsibilities for skill area coordination
will discuss possible ways to divide CIELS and other ELSU
responsibilities post-December 1992.

- On March 22, CIELS COORDINATOR and faculty will meet to
discuss effectiveness of skill area coordination and make any changes
necessary.

- By April 1, CIELS Coordinator will issue a memo to faculty
incorporating any new decisions make regarding skill area
coordination.
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Objective (3):

Taraet Date:

Measurement:

Year 1992: Goal 3: ObJec:tlve 3:

Resumes of CIELS faculty letters have been forwarded, with cover
letters of recommendation to English lanlU81e talChlnl institutions in
Islamabad, U.S. Embassy Personnel Office, USAJD Trainin, Office,
British Council, Quaid-i-Awn and Allama Iqbal universities.

June 30, 1992

Copies of resumes and cover letters in persoMel individu~J personnel
files.

==============================>I·.~':"'·~·-.==lI

AcHon Plan: - By 4/15/92 CIELS Coordinator has made resume Wri.Uij·.~ ~·.\~k:4 ('(ltd
models of resumes available to CIELS faculty.

- By 4/30/92 CIELS Coordinator has held an ()nw~\'0 f·hc.:(lrr~,:;.,l,:

workshop in which CIELS faculty critiqued their resumes a':~";~ lli.Ull:.:'~;~

ideas for other aspects of the job search.

- By 5/15/92 CIELS faculty have finalized their rr~ume.),

- By 6/15/92, CIELS Coordinator has sent resumes U) abo'iO lilt~

places.

=========================1
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Year 1992: Goal 4: Objective 11

GOAL (4): TOBFL teltlng II provided to GOP ,mployees nomlnaJ,d b1 th,lr d,partm'nl'
I" til' lit" at S mcUor eld".

Time Pelrlod: Januory1, 1992 • Jun, 30, 1992

Objective (1):

Taraet Date:

Measurement:

Action Plan:

All GOP candidates nominated by their departments to take the
TOEFL, and who have done so not more than twice previously, have
been tested in Karachi, Islamabad, Quetta, Peshawar and Lahore.

June 30, 1992

Number of candidates tested/tests givenllocations served.

~ By 4/15/92 Liaison Officer consults with DSTP Project Officer to
determine the extent of field TOEFL testing USAID requires for
ensuing 6-month periods.

- By 4/30/92 TOEFL Coordinator and Liaison Officer draw up test
schedule.

• By 4/20/92 TOEFL Coordinator orders sufficient tests from ETS.

• TOEFL team travels to Quetta, Peshawar, Lahore and Karachi and
administers TOEFLs, according to schedule as set in (2).

- Within one week after each test administration, TOEFL Coordinator
provides handscored reports to Liaison Officer for entry into database.

• Within ten days after each test administration, Liaison Officer
secretary enters scores into database and mails score to each
candidate.

• Within one week after each test administration, TOEFL team
Coordinator sends unused TOEFL tests from each administration and
answer sheets to ETS, Princeton for refund on tests and for official
scores.

• Within eight weeks after each test administration, official score
reports have been checked against hllJldscored scores for accuracy,
database corrected as requires and sent to each candidate.
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Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 19t2: 00a14: Objective 2:

A system is in place for continuing country-wide TOEFL testing after
the closing of CIE13.

6/1192

Detailed memorandum of personnel and procedures for continuina the
TOEFL testing program is available in the Chief of Party's office and
in HRD Project Officer's files.

- By 4/1/92 Liaison Officer has met with Mr. Iftikar and Mr. Amjad
of USAID/HRD to determine extent of countrywide TOEFL Testing
which USAID will require through the end of the Project.

• By 4/8/92 Liaison Officer has presented a proposed schedule of
testing through 12/31/92 to USAID/HRD, including number of tests
required per administration.

• By 4/30/92 CIELS Coordi,aator, Liaison Officer and HRD Project
Officer have agreed on TOEFL testing schedule through 12/31/92 and
have discussed the need for TOEFL testing beyond that date.

• By 5/15/92 Liaison Officer and TOEFL Coordinator will have
ensured that there is sufficient TOEFL team staff available and
sufficient tests on hand for schedule through 12/31/92 and will have
1) ordered more tests if necessary and 2) advertised for staff if
necessary.

- By 5/15/92, Liaison Officer and TOEFL Coordinator will have
updated/revised the TOEFL team manual as needed and presented it
to CIELS Coordinator for review.

• By 5/20/92 CIELS Coordinator will have reviewed manual and
indicated changes needed.

• By 5/31/92 CIELS Coordinator will have presented revised TOEFL
manual and schedule of testing to HRD.

• By 5/31/92 CIELS Coordinator, Liaison Officer and TOEFL
Coordinator will have set in place procedures for TOEFL team to
arrange travel, ordering of tests, shipment of tests being retumed,ete.
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Follow-up lTnit:
Strategic Plan (Year 1992)

GOAL (1):

GOAL (2):

GOAL (3):
GOAL (4):

GOAL (5):

GOAL (6):
GOAL (7):
GOAL (8):
GOAL (9):

Generate 100 returned surveys from Returned and Post
Training part1cipanlJ every three months or quarterly. • •••••
Generate testimonials from Pakistani institutions that host or
employe former USAID participants. '!be purpose of the
testimonials is to highlight the achievements of fonner
participants and the institutions themselves. • •••••••••••••
Field interviews with former participants. .•• •••••••••.•••
Events are held to support the professional development of
former USAID participants. •..••••• • . • • •.•••••••••.•
Improve the quality of work life to promote a productive
organizational culture through incentives provided in the unit
for the secretary and the assistant. This is anticipated to
contribute to their professional development, enhance morale
and improve productivity. • ..••.•••••••...•••.•.•••••
U f ···se 0 VIsiting experts. ..•.•.•••.••.••••••••••••••••
In-country contacts. .•...•.•.••..•••••••••••• •••.•••
Data from returned surveys generated. ....•.••••••••••
Use returned participants to address former participants in the
same field. • •••.••••.••••.••••••••••••••••••••••

8·1

8·2
8·3

8-4

8-5
8-6
8-7

8·10

8-U

'e
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Year 1m: Goal I: Objeetlve I:

GOAL (1)& G,n,rat, 100 ,.,tum,d lurv",/rom R,'um,d Qnd POII-Tmlnln6 IHUtlclpalll'
,v,,., 'h,." molllh, or quart'''"

Time Perlod: January 1 10 March 14, 1992.

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Prepare and mail appropriate surveys according to return status.

March, 1992.

It is estimated that approximately 300 surveys are mailed quarterly to
generate 100 random surveys every three months or quarterly.

March, 1992. Participants are identified using the random number
generator. Return dates, addresses and phone numbers are used to
distribute and follow-up on the distribution of survey questionnaires.
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Year 1992: Goal 2: Objectlv.1I
7

GOAL (2): O,n,l'QI, ,",Imonial, from Paldnanllnstllutlon, IhaJ holl or ,mploy, /onnlf
VSAlD participant'. 7'1" pU"OIl oflh, ',"lmonlall II 10 hlghU,,,, th,
achl,v,m,nl' oJ/onnlf participant' and th, Inltllutlon, th,m"l,".

Tbne Period: Januaf11 to Jun' 30, 1992.

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Appropriate institutions are identified and contacted throu.h their
directors. Ditectors are informed of the desired content of the
testimonials.

1une, 1992.

Articles or statements will be generated at the rate of one or more
every three months or quarterly.

June, 1992. Identify appropriate institutions and their heads. Arranae
meetings with them and introduce the follow-up effort. Request that
they provide an article or report on the achievements of their
employees that have been former participants and the achievements of
the institutions.
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Year 1992: Goal 3. ObJectlve 11

GOAL (3)& Fi'ld Int,nl,wl with /onnlf participant'.

TIme Period: JanuGI11lo Jun, 30, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

Participants are identified from the PTU data base, contacted, a time
is established for a meeting and a member of the follow-up staff meet
with participant. The objective of the meetina is to determine the
applicability of training in Pakistan.

June, 1992.

A member of the follow-Up staff is in the field eonductina interviews
approximately four days a week and preparing briefs on the meetings.

June, 1992. The Follow-Up staff will interview former USAID
participants to determine the impact of their overseas training in
Pakistan. For each interview, a report of no longer than one Ne will
be written for use by USAID.
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Year 1992s Goal4s Objective 1.

GOAL (4h Bv,nt' afl hlld 10 'Uppo/f 11" pro/lls/oMI d,v,ltJpm'ni 0/ form" USAlD
pattie/pant'.

Time Period: January lt~ Jun, 30, 1992.

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Coordinate an event with USAID, USIS or other qencies. Thee may
include Worldnet. FUlbright lectures or lectures by visitinlscholarl to
Pakistan. This may also include recently-returned USAm participants.

June, 1992.

An event will be held every three months or quarterly.

June, 1992. Arrangements are made for visitina experts to Pakistan to
meet former USAID participants.
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Year 1m. Goa••• ObJectI.. I.
m

GOAL fj)s Improv, th' "uallty 01 work IV' to promot' aproductlv, ol'lanlt.atU"uJI cullu,.,
'hrou,h Inc,n"vII provld,d In 'h' unit/orth, IIeNla" Qulh, tullllanl. Thil
II anllclpal,d to eontribut' to th"r prqfllsiotUll dlv,'opm,nI, ,nlume, ,,",rall
and Improv, productivity.

Time Period: Janua,., 1 to Jun' 30, 1992.

•
Objective (1):

Taraet Date:

Measurement:

Action Plan:

In consultation with the secretary and assistant. areas of professional
development and satisfaction are determined•

June, 1992.

Regular weekly and monthly meetings held with the staff, encouraaing
feedback.

June, 1992. Determine the feasibility of the areas requested by the
staff to promote professional development and moral.

June, 1992. Determine means for addressing the areas while at the
same time contributing to the unit's productivity.

June, 1992. Regular meetings are held to inform the staff of
organizational developments and to seek feedback.

Rev: Nov 1991: FoUow-Up: 1-5



Year 1992. Goal 6. Objectlv. I.

GOAL (CD. V" 0/ vlsllln, UPllt,.

TIme Period: }anuat11Io Jun' 30, 1992.

•

Objective (1)1

Taraet Date:

Measurement:

Action Plan:

USAID projects, USIS and other agencies are contacted to determine
availability of visiting experts to Pakistan.

June, 1992.

One possibly two visiting experts addresses fonner oarticipants byJune,
1992.

June, 1992. USAID is provided with briefs of seminars, discussions,
lectures or informal meetings with participants.

Rev: Nov 1991: Follow-Up: 8-6
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Year 1992& Goal'. Objective I.

GOAL (7)1 In-count" conlacts.

Time Period: January 1 to Jun, 30, 1992.

I
I." I
!

I

Objective (1):

Target Date:

Measurement:

Action Plan:

Organizations and institutions are identified that have aenerated
participants, are in contact with former participants, or may provide
support for former US-educated Pakistanis.

June, 1992.

In major urban areas organizations are identified that host former
participants.

June, 1992. Organizations and institutions employing former USAID
participants arc contacted and requested to write testimonials on their
institutions and the achievements of former USAID participants.

June, 1992. Testimonials and articles are reviewed and submitted to
USAID for publication and appropriate publicity.

Rev: Nov 1991: FoUow-Vp: 8-7



Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1992: Goal 7: Objective 2:

Oraanizations and institutions are visited to interview former USAID
participants and encouraae institutional heads or participants to write
articles on their successful experiences.

June, 1992.

The Director or his assistant travel to the field to interview participants
and establish contacts with appropriate institutions and organizations
three to four times per month.

January, 1992. Arrangements are made for a follow-up representative
to visit organizations and institutions. This includes preliminary
contacts, appointments etc.

January, 1992. Contacts at institutions are ~ncouraged to discuss their
work and submit a testimonial of their institutions achievements and
the achievements of former USAID participants.

Rov: Nov 1991: Follow-Up: 8-8



ObjectIve (3)1

Taraet Date:

Measurement:

Action Plan:

Year 1992: Goal 71 Objective 31

Former USAID participants are contacted and seminars, discussions
or lectures are planned with visiting experts as guests. This is
accomplished within the structure of existing organizations or
institutions.

1une, 1992.

At least one possibly two seminars or lectures is held by June, 1992.

January, 1992. Former participants are contacted to meet for a round
table discussion or with visiting experts.

June, 1992. USAID is provided with briefs of seminars, discussions or
lectures. Briefs are no longer than four pages.

Rev: Nov 1991: Follow..Up: 8-'



Year 1992: Goal 8: Objective 1:

GOAL (8): Data from "turn,d sun"s gen'raJld.

Time Period: January 1 to Jun, 30, 1992.

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Data from returned surveys is put into data-base.

April I, 1992.

Two briefs are prepared for USAID every six months summarizing
data from surveys.

April 1, 1992. Data is analyzed in terms of averages, and means o(
responses to surveys. Information is presented in narratives, charts and
graphs (or USAID.

Rev: Nov 1991: Follow-Up: 8-10



Year 1992: Goal 9: Objective 1:

GOAL (9): USB retuflled parlle/pants 10 address !onnlf panic/pants In Ih, sam' /I'ld.

Time Period: January 1 to Deeemb" 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

A recently returned participant is identified to deliver a lecture on his
latest research to an audience of former participants in the :W11e or
similar field.

January 30, 1992. The first lecture or seminar will be conducted by
December 30th.

A lecture or seminar is conducted.

December 31, 1991. Recently returned participants are identified and
contacted. Former participants in the same or similar field are
identified and contacted to attend a lecture or seminar.

January 30,1992. A seminar or lecture will be delivered by a returned
participant having recently earned an advanced degree.

Rev: Nov 1991: Follow-Up: 8-11



Year 1992: Ooal 10: Objective 1:-
GOAL (10): General' 100 "tumed surveys from Returned and PosJ-Trainlng participants

,v,ry threl mont", or quarterly.

Time Period: April 1 to June 30, 1992.
,

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Prepare and mail appropriate surveys according to return status.

June, 1992.

It is estimated that approximately 300 surveys are mailed quarterly to
generate 100 random surveys every three months or quarterly.

June, 1992. Participants are identified using the random number
generator. Return dates, addresses and phone numbers are used to
distribute and follow-up on the distribution of survey 'tuestiilnnair~s.

Rev: Nov 1991: Follow-Up: 8-12
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Year 199%: Goal 11 Objective 11

GOAL (1): D,v,lop,d SlraJ,1Y lor ACfjulsiJion of ABD', dDlabas, by USAlD.

Time Period: 2nd r,ar (January 1 • D,c,mb" 31, 1992)

Objective #1:

Measurement:

Target Date:

Action Plan:

Strategy is developed and approved that specifies how HRD wan~ te,
involve concerned AID staff (ADP and/or HRT) to work with ABO
on participant training database & learn.

A written, approved strategic plan for AED's database acquisition by
AID.

April 30, 1992

• During the month of January Ray Cruze, ADP/USAID will visit
ABO office to learn out database system and MIS setup.

• On return of David Esch (end of March) a meeting will be arranged
between AED, ADP and HRT computer staff to decide who should be
using PTD system after December 1993 and to set dates when and how
AID will acquire the database system.

• Once transition procedures are set (mid-April, 1992), a report will be
prepared by AED to use as a reference at the time of actual transition.

Rev: Nov 1991: Management InIonnation System: 9-J



Year 1992. Goal 2: ObJectl"l:

GOAL (2)1 D,v,iop,d n"anc, DaJabas, S,'t,m lor FIlM O/JIc, Account' S,ctlolt.

TIme Period: 2nd f,u ()anua111 • D,c,mb,,. 31, 1992)

Objective (1):

Measurement:

Taraet Date:

Action PJan:

A Financial System has been developed (or ABO Field Orfice which
uses all the financial codes developed by AED Washinaton D.C. office.

A report on completion o( system development allned off by the Unit
Head.

An operational Finance Database System

March 31, 1992

• By Ian IS, 1992: Kanwar will complete system discussions with
Accounts officer, Chief and Deputy Chief of party and will develop a
list of ABO's needs to create data structure.

• By Ian 20: Accounts people will work with ABO Home office and
will prepare a final list of all Financial Codes to be used in Islamabad
office.

• By Ian 31: Kanwar will design and create a preliminary data
structure, input! output screen and report formats for final review by
accounts people.

• System design, development of the program structure will take place
during the month of February 1992 and should be completed on Feb
20 by Kanwar.

• March 31, 1992: Program coding, testing, debugging of the program
and installation will be completed by Kanwar.

Rev: Nov 1991: Manaaement Infonnation System: 9-2
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Year 1m. Goal 3. Objectl,.1.

GOAL (3)1 An lnv,ntory Dalab"" SyII,m hal b"n d,v,lop,dlor M,ld O/lft,.

Tim. Period. 2nd Y,ar (January 1 • D,e,mb" 31, 1992)

of·

Measurement:

Taraet Date:

Actloo Plao:

An Inventory Database System has been developed for ABO', Field
Office to monitor &11 the Field Orfice equipment, reportina and
counting purposes.

A report on completion of system development signed or( by the Unit
Head.

An operational Inventory Database System

Aprii 30, 1992

• By Apr S: Kanwar will compl_ system discussions with
Administrative officer atld Deputy Chief ofparty and will develop a list
of AED's needs to create data structure or the database system.

• By Apr 10: Kanwar will design and create a preliminary data
structure, input/output screen and report formats for rmal review by
admin staff.

- By Apr 16: System design, development of the program structure will
be completed by Kanwar.

- By Apr 30: Program coding, testing. debugging of the program and
installation will be completed by Kanwar.

Rev: Nov 1991: Manaaement Infonnation System: 9-3



Year 1992: Goal 4: Objectl.. l:
'f

GOAL (4): ABD m,d Olllc, hal b"" provld,d wllh compul',. 'UppOTt.

Time Perl"dz 2nd Y,a,. (January 1 • D,c,mb,,. 31, 1992)

•

Objective (1):

Measurement:

Taraet Dates:

The Field Office was provided with all the computer support and help
on time to time basis such as, Trouble ShooUn., Tt~ninl, Solutions to
the computer problems, Management, Maintenance etc.

95 % UP and Running System, Trained computer operators.

June 30, 1992
===============--============-==========---===---=====----:-
Action Plan: • Kanwar will train Barbara and Tahir on How to solve the computer

software problems such as printing, formatting etc., on time to time
basis, so that they can solve computer problems themselves and can
further train the other staff members of ABO Field Office•

• 'The problems and thing! which could not be dealt by Barbara or
Tahir will be communicated to Kanwar by either of two. Kanwar will
try to resolve the problem and will explain/train both the operators for
future solutions.

Rev: Nov 1991: I\fAnagement Wonnation System:



Objective (2):

Year 19921 Goal 4: Objective 2:

The database systems are modified to meet the Field Office and AID
needs. Additional reports have betn added to the system.----------------_._----------

Measurement:

Taraet Dates:

Action Plan:

Modified Database Systems

1une 30, 1992

• All the changes requested from the database users shall be discussed
with the unit head and will be tested for its feasibility.

• For necessary changes, the database system will be redesianedl
reprograrnme:d by Kanwar. The repro&rammina will include: Proaram
coding, testing, debugging of the program and installation.

Rev: Nov 1991: Manqement lnIonnation System: 9-5



Year Ul92: Goal 51 ObJectl,e 11

GOAL (5): 2,640 PIO/Ps and/or PIOIP Ammdm,nts hav, b"n ch,ck,d and slgnld.

Time Period: 2nd Year (January 1 • December 31, 1992)

Objective (1):

Measurement:

Target Dates:

Action Plan:

192 original un-funded PIOIPs for participants were reviewed for
accuracy of data and were signed. Printouts of database records were
rf\\'iewed before signature.

Database Record and hard copies of signed PIO/Ps.

1une 30, 1992

8 PIOIPs per case officer per month (counting 4 case officers) shall be
prepared and forwarded by participant training unit. Kanwar will
review the file, PIO/P and database record print-out and verify the
accuracy of financial and computer data before signin. off the
document.

=:=4================================

Rev: Nov 1991: Management Intonnation System: 9-6



Objective (2):

Measurement:

Taraet Date:

Action PIan:

Year 19921 Goal 51 Objective 21

240 un-funded PIO/P amendments for participants were reviewed for
accuracy of data and were sianed. Printouts of database record. were
reviewed before sianature.

Database Record and hard copieJ of signed PIO/P amendments.

June 30, 1992

10 PIO/P amendments (for active PIO/Ps) per case officer per month
(counting 4 case officen • for 6 months i.e. Ian ·Iun 1992) shall be
prepared and forwarded by participant training unit. Kanwar will
review the file, PIO/P and database record print-out and verify the
accuracy of financial and computer data before signina off the
document.

Rev: Nov 1991: Manaaernent Inronnation System: 9-7



Objective (3)1

Measurement:

Taraet Dates:

Action Plan:

Year 1992. Goal!. Objective 3.
II

960 un-funded close-out PIOIP amendments for participants were
reviewed for accuracy of data and were sianed. Printouts 01 database
records were reviewed befote silnature.

Database Record and hard copies of silned close-out PIO/P
amendments.

June 30, 1992

40 PIOIP amendments (close-out) pet case officer per month
(counting 4 case officers) shall be prepared and forwarded by
participant training unit. Kanwar will review the file, PIO/P and
database record print-out and verify the accuracy of financial and
computer data before signing off the document.

Rev: Nov 1991: Management Intonnation System: !J..8
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Year 199ZI Goal 61 Objective 11

GOAL (6)1 Ol/lc, 0/ IntlfnaJlonal Training (017) provld,d II,rou6h HRD/C/SAlD wllh
Quort,rly R,pon, on R,'um Participant'.

Time Period1 2nd r,ar (}anUfl111 • D,c,mb" 31, 1992)

Objective (1):

Measurement:

Tarlet Dates:

Office of International Training (OIT) has been provided with four
reports, through HRD/USAID, on Return Participants on quarterly
basis.

Hard copies of reports and copies of covering memorandums.

March 31, 1992
June 30, 1992

===========================---====-===--_:-

I
.. J

Action Plan: • 10 days earlier than above target dates, Kanwar will prepare the draft
reports on return participants using Participant Traininl Database and
will circulate to Cindy, Chief of Party, and DST Project officer for their
review.

• The report should be circulated to the case officers by Cindyt if
corrections are to be made, before draft report move on to Chief of
Party.

• The corrections will be made, if necessary, and the fmal reports will
be prepared by Kanwar on above target dates and will be sent to orr
through DST Project Officer.

Rev: Nov 1991: Management Inronnation System: 9-9



Year 1992. Goal'. Objective 11

GOAL (7): Hom' O/ftc' provld,d with Pro,,,,, Reports.

Time Period: 2nd Y,ar (January 1- D,clmb,r 31, 1992)

Objective (1):

Measurement:

Taraet Dates:

Actlou PIau:

Home office was provided with Monthly Proiress Report on monthly
basis (12 reports).

Hard copies of monthly progress reports.

January 31, 1991
February 28, 1992
March 31, 1992
April 30, 1992
May 31, 1992
June 30, 1992

• Kanwar will prepare his draft report for M.I.S. two days earlier than
the above target dates of each month for chief of party review. Chief
of party will make correction if necessary•

• The final draft will be given to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce tb~ final monthly progress report.

Rov: Nov 1991: Management Intonnation System: 9-10
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Objective (2):

Measurement:

Tarlet Dates:

Action Plan:

Year 1992: Goal 7: ObJectl". 2:

Six-Monthly Prolress Reports were prepared and provided to the
Home Office. (2 reports)

Hard copy of six-month report.

June 30, 1992

• Kanwar will prepare his draft report for M.I.S. five days earlier than
the above taraet dates for chief of party review. Chief of party will
make correction if necessary.

- The final draft will be given to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce the final six-monthly progress report.

Rev: Nov 1991: Management In/fonnalion System: 9-11
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Year 1992s Goalla ObJeetl" Is

GOAL (1): P,ndln, Panic/pant' Ctu, Load Admlnllt,,.,1

TIme Period: 1/1/92 • 06/30/92

Objective (1):

Measurement:

Tarlet Date:

Action Plan:

Project requirements addressed in the administration of the pendln.
case load

285 academic and 457 technical participants actioned by tarlet date

June 30, 1992

.. On the 15th of each month Program Manager reviews database
printout of pending case load to monitor actions of Case Officers•

.. By January 31 Program Manager conducts a review ofprojects PACD
and advise six Case Officers to recommend cancellation for those
participants not able to complete training within the remaining time
frame•

.. By deadline of April 30 all PlOPs for winter placement forwarded to
PPTP. After deadline, all participants advised by Case Officers to self
admit.

- During January PTU Case Officers Shahana Javed and Abdul
Hameed are under extreme pressure from Project Officers to process
participants departing during the month due to the PACD date of0492
(6/30/94) and 0467 (6/4/93) participants will not be able to defer.

Rev: Nov 1991: Parttclpant Trainilll Unit: 16-1



Year 19921 Goal 21 Objective 11

GOAL (2): Panlclpan's D,pan/or Tra/nln,

Time Period: 1/1/92 • 6/30/92

..

Objective (1):

Measurement:

Taraet Date:

Action Plan:

Ensure USAID project loals for participant departures are met

65 academic and 190 ~hnical participants departed by tarlet date

June 30. 1992

• During January approximately 40 acad~~mic participants depart for
training. This large volume of departures requires a high level of
effort from the 6 Case Officers and their respective support staff•

• June is deadline for all 0492 ASSP participants to depart for
academic training programs of 18 months duration. due to the PACD
date.

- On the first of each monthly a report of all participants departina is
prepared and pre-departure orientations are scheduled, accordingly.

Rev: Noy 1991: Participant Trainina Unit: 10-2



Year lml Goal 31 Objectl,. 11

GOAL (3)1 J'roj,ct R'tJI4Iflm,nt, lor In.lrtJlnln, ltelUl,mle Paflldpantl FulfUJ,4

TIme Period: 1/1192· 06130192
. .

Objective (1):

Measurement:

Tarlet Date:

Action Plan:

AU decisions that are required for in-trainini academic particlpantl are
carried out

463 academic participants in-trainina durina time period

June 30, 1992

- During the months of December and January approximately 20
request for dependent visas are received, (or participant that beaan
training programs in Fall 1992. Case Officers process these requests
and obtain OOP and USAJD approval.

- On a weekly basis requests for extension and/or research received in
courier. Requests are submitted to USAID and/or GOP for
consideration.

Rev; Nov 1991: Partidpam Tninina Unit: 16-3



Year 1192. Goal 41 Objectlv,ll
•

GOAL (4). R,'um oJAll Compl",d Partlclpanl' Con/lnn,d

Tim. Period. 1/1/92· 06/30/92

Objective (1).

Measurement:

Target Date.

Action Plan:

All Q~11ItY action. required to verify retum of part1cipanu
luccel.(ully completed. Any non-return_ reported to USAm and
OIT.

71 academic participants and 210 technical participants confirmed ..
returning during period

June, 1992

- One the first of each month Proaram Manqer directs Administrative
Assistant to print a database aenerated report of all participants who
have returned during the previous month. Based on this report Cue
Officers send out confirmation of return Jetten.

• On a quarterly basis Program Manager conducted a random check
of completed files to ensure that hard copies ofconfirmation of return
letters are on file. (3/31/91, 6/30/91, 9/30/91, 12/31/91)

• On a case by case basis, HRD Project Officer is notified by Propam
Manager of participants who failed to return from trainin••

Rev: Nov 1991: PartJdpant Trainina Unit: 10-4



Yetir 1m: Goal': Objectl,el:

GOAL (5): OOP Mlnlltry R,qull'lm,nt' Fulflll'd

Time Perlod~ 1/1/92 • 06130192-
Objective Clh

Measurem,ot:

Taraet Date:

Action Plan:

Bued on USAID's agreement with the Oovemment ofPald.tan (or the
placement and monitorlna of MOST partlcipantJ, all requirements
specific to Ministry participants fulfilled.

GOP Participants Depart (or Traininl and Complete Programs durinr
time period

On-going

- Within two d~ys o( receipt of PPTP's weekly courier, case Officer
Saleem Razaque submits all requests (or MOST consideration to the
Ministry.

- During the month of January approximately 15 MOST participants
depart for training.



Yar 1"2, Goal', ObJectlVlll

GOAL (6)s Final PlOP C/OII OUI Am,ndm,nll Compl",d

TIm. Periods 111191 • 06130/92

Objective (1)s

Measurement:

Taraet Date:

Action Plan:

The taraet of 15 PlOP amendments per week per cue ottlcer from
January I to June 30, 1992

1,560 (,11010 out amendments processed durina time period

June 30, 1992

- On a weekly basis Case Ofticers Shahana Javed, Saleem Razaque,
Ashfaq Hussain and Abdul Hameed completes 15 close out
amendments per week each.

Rev: Nov 1991: Participant Traini... Unit: 10-6



Year 1m: Goal ,. ObJectlv. 11

GOAL (7): Malnlaln,d Stft)n, Communication b,twfln 'hI Pattlelpanl Tralnln, Vnll and
oth"ABDll.lamabad VnU" PPTP, ABDIWalhln"on, and VSMDll,14nuJIHJd

TIme Periods 61101192 • 06130192

Objective (1):

Measurement:

Tar.et Date:

Action Plan:

A hiah level ot communication maintained between the PartIcipant
Traininl Unit and PPTP/Washinlton DC

Memos, faxe,s and telex on tile

On-goinl

• Every Thursday memos are sent from Progra:n Manager
AED/lslamabad to Program Manager/PPTP. Every Friday memos are
sent from Program Manager/PPTP to Program Manaaer/ABO

- Every other Wednesday Program Manager PTU/lslamabad bas a
phone conversation with Pro&ram Manqer/PPrP to discuss issues
related to both parties

- On a daily basis, Case OfficerslPTU and Program Specialists/PPI'P
exchange faxes

Rev: Nov 1991: Participant Traini..Unit: 1()"7



Objective (2).

Measurement.

Taraet Dates

Action Plan:

Year 1M2. Goa. ,. Objectlv. 2.

Maintained Stronl Communication between the Participant Trainin.
Unit and ABD/Wuhlnlton DC

Memol, (axe. and telex on file

On-,oinl

• Memos exchanged regularly between offices, panicularly in relation
to finances.

•Phone conversation between Office Managers and ABDlWashinaton
as requested by COP

Rev: Nov 1991: Participant Trainl... Unit: 10-8



Objective (3).

Meuurem.nt.

T.I1't Date.

Action Plan:

Year 1m. Goal'. ObJective 3.

Maintained Strona Communication between the Participant TraJnlna
Unit and USAID

Re,ular meetlnal held, correspondence between otftcos on tuo

On-loin,

- Every Wednesday PTU Program Manaaer attends meetinas with
DSTP Project Officer and HRT staff

• Memos exchanged reaularly between offices

• Phone conversation between PTlJ staff and Project Officer on a
frequent basis

• PTU Program Manager and concemed Case Officer holds frequent
meetings held with Project Officers to resolve pendina issues.

Rev: Nov 1991: Participant TrainiDl Unit: 10-'



ObJectlv. (4).

Measurement.

Taraet Date.

Action Plana

Year 1m. Goal'. Objective 4.

Maintained strona communication between the Participant Tralnlna
Unit and other units of ABD/lslamabad

Memos circulated on reaular basis
Minutes of monthly senior staff meetings cUstributed

On-aoinl

• Memos exchanged regularly between units

• Every Monday meetings held with Unit Heads

• The first Monday of every month meetings held with Senior Staff

Rev: Nov 1991: Partidpant Trainina Unit: 10-10



Year 1m. Goal 8, ObJectlv.l.

GOAL (8). Stall D,v,lo,m,nt

TIme Period' 1/1/92 • 6130/92

Objective (1).

Measurement:

Tareet Date:

Action Plan:

Enhance the condition at work life and the development of Participant
Trainina staff, to promote professional development, hiah morale, and
a productive work climate

Informal meeting held on a daily basis with Case Officers and on a
weekly basis with support staff

On-going throughout time period

• On a daily basis Program Manager and Administrative Assistant meet
with Case Officers to discuss the priorities of the day. Information is
shared and exchanged, policy issues are discussed and problem salvina
occurs.

• By July Case Officers and Administrative Assistant included for the
first time in Monthly Senior Staff meetings.

• Continual effort to address concerns of PTU staff in order to
maintain high morale.

Rev: Nov 1991: Participant Trainilll Unit: 10-11
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STRATEGIC PLAN (July-December 1992)
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Year 1992: Goal 7: ObJectlv. 1:
E

GOA.L ('7): Optlmultl "/lei,nc1 tlchl,v,d In II" control and mana"mlnl oJjfnancII.

Time Period: July I, 19921hru D,c,mb" 31, 1992

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Revolvlna Fund Reports ready for despatch to ABO/DC by the 5th of
each month.

5th working day of each month

Instructions and formats of repons received from ABO/DC.

On the July 1, 1992 thru December 31, 1992:

• Checked thoroughly all bills payable with the relevant supporting
documents before payment.

• Prepared the monthly Pay Roll after thoroughly checking the staff
salaries, annual ?ncreases and promotions, etc.

•Entered the checks in the Revolving Fund Repons immediately after
payment.

• Got all paid bills photocopied immediately after they were pald by
the bank.

• Collected the Bank statements from the bank on the 15t working day
of the each month and reconciled the bank balances with our record.

• Prepared the monthly Revolving Fund Reports latest by the 3rd
working day of each month and passed on to COP for signature.

• Despatched the Revolving Fund Report to ABO/DC by the Sth
working day of each month.
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Year 19921 Goal 7: ObJectl" 2.________.. 111
1

..

Objective (2)r,

Tal1et Date:

Measurement:

Action Plan:

Termination dues paid to the departina sUlrf

One week before the last workinl day of the employee

Statement of accounts prepared per USAID guidelines duly approved
by COP.

- Oct 1, 1992: Issued termination letters to the departing staff three
months in advance (done by KAK under UK's signature.)

- Nov 1992: Issued Ie'" ~rs one month in advance to the departina staff
(thru their Unit Head,,) requesting them to inform the Admin. of the
date proposed for handing over the inventory to Admin. and the office
record to the person designated by the respective Unit Head. Copics
of inventories signed by the departing staff members attached with the
said letter. (Letters issued by KAK)

-D~ 1992: Arshad Mahmood has checked and received the inventory
etc. from the departing staff and stored it.

- Dec 1992: Athar/Mahmood prepared statement of accounts for
settlement of termination dues of departing staff one week in advance.
KAK reviewed and passed them on to the COP for his approval. After
approval by the COP, one copy filed in staff member's persoMe1 file
and two copies given to Athar/Mahmood who retained one copy for
record and gave the other to the staff member along with the check.

- Dec 1992: Statements of outstanding advances and the bills
receivable checked to make sure that all outstanding dues of the
departing staff stood settled.

- Dec 1992: Prepared checks for settlement of termination dues of
departing staff. The checks were given to the departing staff only after
Mahmood gave his clearance of having received the inventory and
office record, etc. from the respective staff me'1':~~rs.

Rev: Nov 1991: Administration Unit: 6-11
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Objective (3):

Taraet Date:

Measurement:

Actlon Plan:

Year 1992: Goal 7: Objective 3.

All outstandlna advances settled and bll1s receivable collected.

15th or each month

Receipts of advances signed by the staff member and the bills
receivable due from the staff member.

tttf

• 10th of each month: Updated the Advances Resister by checking the
Revolving Fund Reports to make sure that no advances were left
unregistered <in the Advances Register).

• 10th of each month: Updated the Bills Receivable Register by
checking the Revolving Fund reports to make sure that bUls were
issued for all personal telephone calls, faxes, telexes, cables, postage
and the use of automobiles etc.

• 10th ofeach month: Compared the Bills Receivable Register with the
Receipt Book to confirm that all payments were noted in the BiUs
Receivable Register.

• 15th of each month: Prepared statements of outstanding bills and
advances for each staff and issued reminders for their settlement.

• 15th of each month: Checked the notations made in the statements
of outstanding bills and advances of the payment received from each
staff member.

Rev: Nov 1991: Administration Unit: 6-12



HI

ObJectiv. (4)1

Taraet Dates

Measurement:

Action Plan:

Yur 1992. Coal ,. ObJectl". 4.

Updated, monitored and reported tht= PIOlTs balances to the relevant
persons/project manaaer•.

Bvery week

Fresh PIOIPs and the contract amendments

.. Entered in data base all fresh PIO/Ps and the amendments received
from PTU on daily basis.

.. Entered in data base all contract amendments obligatina/deobligatina
funds in the various PlOlTs as and when rw;eived from eon~ts

office of USAID.

.. Issued PIOIT balance summary to aU concerned includina Project
officers by the 4th of every month.

.. Advised PTU Program Manager of the PlOtTs with balance around
520,000.00 so that the concerned Project officer could be informed
accordingly.

:=1:1:":.=t=========================================================-===== _

Rev: Nov 1991: Adrninistration Unit: 6-13



Year 1992r Goal 8. ObJtt'tlvI 11" . . .
GOAL (8). Aprop,'"/unc'lonln, Ubrary a)/alhJbl, '0 IUPIO" ,oclo-,conomlc d,)/,lopm,nI

Time Period: Jujy 1, 1992 ,hi'll Dlc,mb" 31, 1992

Objective (1)1

Taraet Date:

Measurement:

Action Plan:

An updated and accurate inventC'ry of resources reflected in tho
Resource Center database and remedial step. taken to correct any
discrepancies.

lSth of each month

Data base of books, reports, video/audio cassettes, software and
manuals, etc.

- Maintained the books in chronological order and kept them properly
shelved.

- Prepared a fresh list of available books and compared that with the
data base.

- Updated the data base and entered the new books and identified the
missing ones by noting the word -Missina- against such boob.

- Kept updated the data base and of consultants repons. Database of
video and audio cassettes also updated.

- Kept Consultants Report separated and placed in the shelves
according to the different Management Training 'n·~·~ they pertained
to.

Rev: Nov 1991: Admln11.!."'atlon Unit: 6-14
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Vut 1"21 Goa. ,. Objectlv. 11

GOAL (9). /"v,ntorl" updQJ,d

time Periods July I. 1992thru Ihc,mb,,. 31. 1992 -
Objective (1).

Taraet Date:

Measun=ment:

Action Plan:

Took back the inventory (rom the departJna stall and updated the
Inventory list

One week before the departure or the employee

Inventory lists signed by the departing staff
=

.. Dec 1992: Checked the inventory items with the inventory USb of the
departing starf in their presence. Made notes of any rnissina items and
reported them to Kazim who investigated the matter and appropriately
settled i£ per the h1Structions of COP.

.. Dec 1992: If any of the remaining staff members wished to use the
items of inventory received from a departinl staff, it was aiven to
him/her after checkina with KAK. Such items entered in the data
base and acknowledged by the staff members rec:eivina them.
(Mahmood done this).

• Dec 1992: All the inventory items and the office record received from
th~ departing staff stored and kept under lock and key. Mahmood
responsible for the safe keeping of the entire inventory until its fmal
disposal.

.. As and when required: Handed over the inventory and the offic:e
record to the person identified by USAU) and got a receipt sianed by
him/her

.. Within a week after handing over the inventory: Copies of the above
acknow]ed~ed inventory sent to HRD/USAID and AED/DC

- Dec 31, 1992: The data base updated and copies sent to AEDIDC
(Mahmood sent).

Rev: Nov 1991: AdmlnistntiOD Unit: 6-15



Year 1992: Goal to: Objective 1:

GOAL (10): Files and record 01 deparling stqfJ kept sqfe/y

Time Period: July 1, 1992 thru December 31, 1992

e

Objective (1):

Target Date:

Measurement:

Actien Plan;

Took back files and other records from departing staff

S working days before the dep:U1ure of any staff member for good.

List of files and reports available with the departing employee.

• Dec 1992: Mahmood provided cardboard boxes to the departing staff
2 weeks prior to their last working day.

• A list of contents with dates covered pasted on ~ch box by the
departing staff

• Dec 1992: Mahmood stored the boxes safely and in a way that these
can be located without problem when they are needed.

Rev: Nov 1991: Administration Unit: 6-16



English Language Services Unit

STRATEGIC PLAN (July-December 1992)

November S, 1991



Year 1992: GoalS: Objective 1:

GOAL (5): AltemaJive scenarios lor the continuation 01 English language training
opportunities have been presented to USAJD.

TIme Period: July 31, 1992

Objective (1):

Target Date:

Measurement:

Action Plan:

A report has been written summarizing fmdings of the evaluations of
English language training institutions in Islamabad, including Quaid-i
Azam and Allama Iqbal Open University.

June 1, 1992

Report available

- By March 1, 1992 CIELS Coordinator prepares summary report of
findings of evaluation survey of English teaching institutions in
Islamabad and sends copies to USAID/HRD; the USIS Cultural
Affairs Officer, the Asia Foundation representative, the Peace Corps
Director and the Director of English Training of the British Council
and the Director of the U.S. Educational Foundation. She has
requested that they digest the fmdings and Prepl'.Ie to discuss
alternatives at the March ELT Roundtable meeting.

- By April 1, the CIELS Coordinator has received input from above
listed persons regarding continuation of U.S. ·sponsored· English
language teaching in Islambad.

- By April 15, CIELS Coordinator has formed a small committee of
herself and one CIELS faculty member and two persons from above
listed group to devise scenarios.

- By May 10, group, under direction of CIELS Coordinator has rough
draft of at least two alternatives for continuing English language
training in Islamabad post-CIELS.

- By June 1, CIELS Coordinator has finalized report and presented it
to USAID.

Rev: Nov 1991: English Language Services Unit: 7-11 All
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Objective (2):

Target Date:

Measurement:

Action Plan:

...... ,;..!.•. ,.,....

Year 1992: GoalS: Objective 2:

Make recommendations to USAID for disposition of English Language
program materials and equipment and obtain USAID's decision.

By May 30, 1992

Proposal to USAID

- By 5/15 CIELS Coordinator prepares recommendations for disposal
of CIELS equipment with pros and cons of each and submits to
USAID/HRD Project Officer.

- By 5/31192 CIELS Coordinator and AEO COP meet with USAID
to reach decision about disposition of program equipment and
materials.

Rev: Nov 1991: EngliSh Language Services Unit: '·12 1fJfj



Year 1992: Goal 6: Objective 1:

GOAL (6): All closeout procedures as defined by USAJD and AED are completed.

Time Period: 1/1/92 • 9/30/92

Objective (1):

Target Date:

Measurement:

Action Plan:

Write historical, chronological report of program, highlighting
achievements.

9/30/92

Completed report

- By 1/1/92 CIELS Coordinator has assembled all historical documents
( program evaluations, Six Month Reports, Workplans, program
statistics printouts, special program (such as Makran and Baluchistan
Scholarship Programs) in one place.

- By 5/30/92, Coordinator has reviewed all the above and prepared
an outline for the Final Report.

- Coordinator completes one-third of report by 6/30/92; one-third by
7/31/92 and has finalized it by 8/31/92.

- Coordinator has report bound by 917/92 and sent to Washington by
9/16/92.

Rev: Nov 1991: English Lanauage Services Unit: 7·13
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Objective (2):

Target Date:

Measurement:

Action Plan:

Year 1992: Goal 6: Objective 2:

All CIELS program statistics for years 1983-1992 are compiled and
accessible.

7/30/92

Printout of all program statistics commonly used: average entry and
exit scores; point gains per wkand hrj numbers/percentages ofpersons
meeting goal; etc.

- By 11/15/91 ESL Specialist prepares memo for CIELS Coordinator
on what statistics should be included in Final Report. .

- By 1/31/92 CIELS Coordinator meets with MIS Specialist and
Liaison Office secretary to determine what statistics can be generated
with present program and what new programming will have to be
installed to generate other required statistics.

- By 2/28/92 MIS Specialist installs program required.

- By 3/15/92 MIS Specialist instructs Liaison Office secretary on how
to use program.

- By 3/31/92 L.O. secretary generates report to date to indicate ability
to operate program.

- By 6/30/92 Liaison Office secretary generates Final Report statistics
and submits to Coordinator.

1-

Rev: Nov 1991: English Language Senices Unit: 7·14
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Objective (3):

Target Date:

Measurement:

Action Plan:

Year 1992: Goal 6: Objective 3:

Report on all CIELS students, their departments and provinces and
whether or not they went for U.S. training is available.

7/31/92

Report exists

- By 1/1/92 MIS Specialist has created a program on the CIElS
database to generate a report giving the information required.

- By 2/1/92 Program secretary has generated a report of students to
date.

• By 2/15/92 Program secretary and CIELS Coordinator have noted
bug~ in program and reported to MIS Specialist.

- By 2/28/92, the MIS Specialist has debugged the program.

- By 6/21/92, the Program Secretary has compiled complete report and
submitted to CIELS Coordinator.

Rev: Nov 1991: English LanguageServiteS Unit: 7-15
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Objective (4):

Target Date:

Measurement:

Action Plan:

Year 1992: Goal 6: Objective 4:

Report listing all CIELS instructors and their period of employment is
available.

7/3119~

Report

- Admin Coordinator compliles above report from program records
and submits to CIELS Coordinator.

Rev: Nov 1991: English Language Services Unit: 7-16
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Objective (5):

Target Date:

Measurement:

Action Plan:

Year 1992: Goal 6: Objective 5:

Report is available of all field TOEFL testing by province, department
and number of candidates tested.

8/31/92

Report

- Liaison Officer prepares from records and submits.

Rev: Nov 1991: English Language Services Unit: 7·17
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Year 1992: Goal 6: Objective 6:

Objective (6): All ELSU materials and equipment have been accounted
for and disposed of per USAIO/ABO requirements.

,- ,

Target Date:

Measurement:

Action Plan:

8/15/92

Signed receipts accounting for all.

• By 5/31192 CIELS Coordinator and Admin Officer consult with
HRD Project Officer and AED Deputy COP as to requirements for
disposition of goods.

" By 6/10/92 Admin Officer has obtained necessary packing
materials.

• By 6/30/92 all CIELS books, tapes and tape recorders have been
packed with labels designating destination and inventory list prepared
for each box.

• By 7/15/92 materials have been transferred to destination.

• By 7/15/92 CIELS televisions and VCRs have been transferred per
USAID directive.

- By 8/15/92 CIELS Coordinator has packed all CIELS archive
materials and transferred to destination directed by USAID.

- By 8/15/92 CIELS Coordinator has shipped all pertinent arachive
materials to AED/DC.

Rev: Nov 1991: English LanguageServic:es Unit: 7·18 # '
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STRATEGIC PLAN (July-December: 1992)

November S, 1991
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Year 1992: Goal 11: Objective 1:

GOAL (11): GeneraJe 100 returned surveys from fonner panicipants.

Time Period: July 1 to September 30, 1992.

..

Objective (1):

Target Date:

Measurement:

Action Plan:

Surveys mailed to former participants.

July 30, 1992.

Apprmdmately 300 surveys mailed.

July 30, 1992. Surveys and cover-letters are prepared by the Unit
Secretary, information is entered in the data-base and arrangements
are made for posting.

Rev: Nov 1991: Follow-Up: 8·13



Year 1992: Goal 12: Objective 1:

GOAL (12): Field interviews wit" fonner USAlD panicipants.

Thne Period: July 1 to December 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

Participants are identified from the PTU data-base, contacted, a time
is established for a meeting and a member of the Follow-Up staff
meets with the participant. The objective of the meting is to
determine the applicability of training in Pakistan.

December, 1992.

A member of the Follow-Up staff is in the field conducting interviews
approximately four days a week.

October, 1992. The Follow-Up staff will interview former USAID
participants to determine the impact of their overseas training n
Pakistan. For each interview, a report of no longer than one page will
be written for use by USAID.

Rev: Nov 1991: Follow-Up: 8-14
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Year 1992: Goal 13: Objective 1:

GOAL (13): Generate testimonials from Pakistani institutions thal host or employe fonner
USAlD pal1icipants. The purpose of the testimonials is to hlghllglU the
achievements ollonner parllclpanlS and the instllutions themselves.

Time Period: July 1 to December 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

Appropriate institutions are identified and contacted through their
directors. Directors are informed of the desired content of the
testimonials.

December, 1992.

Articles or statements will be generated at the rate of one every three
months or quarterly.

December, 1992. Identify appropriate institutions and their heads.
Arrange meetings with them and introduce the follow-u effort.
Request that they provide an article or report on the achievements of
their employees that have been former participants and the
achievements of the institutions.

Rev: Nov 1991: Follow-Up: 8-15



Year 1992: Goal 14: Objective 1:

GOAL (14): Events are /leld to supporl tlae professional development 01 fonner USAJD
panicipants.

Time Period: July 1 to December 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

Coordinate an event with USAID, USIS or other agencies. These may
include Worldnet, Fulbright lectures or lectures by visiting scholars to
Pakistan. This may also include recently-returned USAID participants.

November, 1992.

An event will be held every three months or quarterly.

November, 1992. Arrangements are made for visiting experts to
Pakistan to meet former USAID participants.

Rev: Nov 1991: Follow-Up: 8-16



Year 1992: Goal I!: Objective 1:

GOAL (15): Improve quality 01 work li/e to promote a productive organi:.ational culture
through Incelltives provided In the unillor the secretary and Ihe assistant. II
is antlripated that this ellort will contribute to their professional development,
enhance morale and improve productivlly.

Time PerIod: July 1 to December 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

In consultation with the secretary and assistant, areas of professional
development are determined.

December, 1992.

Regular weekly and monthly meetings held with the staff to elicit
feedback.

December, 1992. Determine the feasibility of the areas requested by
the staff to promote professional development and morale.

December, 1992. Determine means for addressing the areas while at
the same time contributing to the unit's productivity.

December, 1992. Regular meetings. are held to inform the staff of
organizational developments and to seek feedback from staff.

Rev: Nov 1991: Follow.Up: 8-17
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Year 1992: Goal 16: Objective 1:

GOAL (16)~. Use 01 visiting experts.

Time Period: July 1 to December 31, 1992.

e

Objective (1):

Target Date:

Measurement:

Actlon Plan:

USAID projects, USIS and other agencies are contacted to determine
availability of visiting experts to Pakistan.

September, 1992.

One possibly two visiting experts addresses former participants by
Novembe.r, 1992.

December, 1992. USAID is provided with briefs of seminars,
discussions, lectures or informal meetings with participants.

Rev: Nov 1991: Follow-Up: 8-18
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Year 1992: Goal 17: Objective 1:

GOAL (17): Data/rom relurIled surveys ge"erated.

Tbne Period: 1uly1 to December 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

Data from returned surveys is put into data-base.

October 1, 1992.

Two briefs are prepared for USAID every six months summarizing
data from surveys.

October 1, 1992. Data is analyzed in terms of responses to surveys.
Information is presented in narratives, charts and graphs for USAID.

Rev: Nov 1991: Follow-Up: 8-19



Year 1992: Goal 18: ObJecth'e 1:

GOAL (18): In~country contacts.

Time Period: July 1 to December 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

Organizations and institutions are identified that have generated
participants, are in contact with former participants, or may provide
support for former US~ucated Pakistanis.

December, 1992.

Organizations are identified in major urban areas.

December, 1992. Organizations and institutions employing former
USAID participants are contacted and requested to write testimonials
on their institution and the achievements of former USAID
participants.

December, 1992. Testimonials and articles are reviewed and submitted
to USAID for publication and appropriate publicity.

Rev: Nov 1991: Follow-Up: 8-20 ~
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Objective (2):

Target Dates:

Measurement:

Action Plan:

Year 1992: Goal 18: Objective 2:

Organizations and institutions are visited to interview former USAID
participants and encourage institutional heads or participants to write
articles on their successful experiences.

December 1992.

The Director or his Assistant travel to the field to interview
participants and establish contacts with appropriate institutions and
organizations three to four times per month.

July to December, 1992. Contacts at institutions are encouraged to
discuss their work and submit a testimonial of their institution's
achievements and the achievements of former USAID participants.

Rev: Nov 1991: Follow-Up: 8-21
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Objective (3):

Target Date:

Measurement:

Action Plan:

Year 1992: Goal!8: Objective 3:

Former USAID participants are contacted and seminars, discussions
or lectures are planned with visiting experts as guests.

December, 1992.

At least one possibly two seminars or lectures is held between July and
December, 1992.

October 31, 1992. Former participants are contacted to meet for a
round-table discussion or with visiting experts.

October 31, 1992. The location of meetings is determined at existing
institutions, using their facilities.

December, 1992. USAID provided with briefs of seminars, discussions
or lectures. Briefs are no longer than four pages.

Rev: Nov 1991: Follow-Up:



Year 1992: Go&l19: Objective 1:

GOAL (19): Gellerate 100 retumed suneys from fonner pame/pants.

Tbne Period: October 1 tu December 31, 1992.

•

Objective (1):

Target Date:

Measurement:

Action Plan:

Surveys mailed to former participants.

October 30, 1992.

Approximately 300 surveys mailed.

October 30, 1992. Surveys and cover-letters are prepared by the Unit
Secretary, information is entered in the data-base to document that
surveys have been sent and arrangements are made for posting•

Rev: Nov 1991: Follow-Up: 8-23 :eC
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Year 1992: Goal 20: Objective 1:

GOAL (20): Along will, tlze entire organizaJion, move the Follow-Up Unit to the new
premises.

Time Period: October 31 to January 31, 1992.

I

~.
-.I

Objective (1):

Target Date:

Measurement:

Action Plan:

New premises are assessed for space and structure, and the needs of
Follow-Up are determined.

November 30, 1991.

Follow-Up Unit is moved to the new premises, is in place and
functioning.

October 31, 1991. Administration Unit is informed of Follow-Up
needs in terms of space and proximity.

October 31, 1991. The needs of the Unit are discussed with the staff.

November 31, 1991. The new premises are visited with the staff.

January I, 1992. Review administrative decisions on the placement of
the Follow-Up unit.

January 30, 1992. The Unit is moved to the new premises.

Rev: Nov 1991: Follow-Up: 8-24



Year 1992: Goal 21: Objective 1:

GOAL (21): Fol/ow-up staff trained to assume responsibilities after the Director leaves the
unit.

Time Period: November 1 to December 31, 1992.

Objective (1):

Target Date:

Measurement:

Action Plan:

The unit secretary is in place and operative, able to fulfill functions
needed to meet the requirements of follow-up.

September 30, 1991.

The secretary is capable of generating information necessary to fulfill
the requirements of follow-up.

October 31, 1991. The secretary fully understands the goals of follow
up.

October 1, 1991. The secretary is able to produce graphs and charts
demonstrating the contours of DSTP and survey responses. He is also
capable of establishing contacts with former participants and
understands participant training sufficiently to research files and add
follow-up information to the participant training data-base.

Rev: Nov 1991: Follow-Up: 8-25



Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1992: Goal 21: Objective 2:

The Unit Assistant is in place and operative, able to fulfill functions
needed to meet the requirements of Follow-Up.

September 30, 1991.

The Assistant is capable of generating information necessary to fulfill
Follow-Up requirements, conduct interviews, arrange events and solicit
articles on development training as needed by USAID.

October 31, 1991. The Follow-Up Assistant is able to perform all
functions of the Director's position.

Rev: Nov 1991: Follow·Up: 8-26



Management Information Systems

STRATEGIC PLAN (July-December 1992)

November S, 1991



Year 1992: Goal 8: Objective 1:

GOAL (8): AED Filed Office "as been provided wil" computer support.

Tbne Period: 2nd Year (January 1· December 31, 1992)

Objective (1):

Measurement:

Target Dates:

Action Plan:

The Field Office was provided with all the computer support and help
on time to time basis such as, Trouble Shooting, Training, Solutions to
the computer problems, Management, Maintenance etc.

95% UP and Running System, Trained computer operators.

December 31, 1992

- Kanwar will train Barbara and Tahir on How to solve the computer
software problems such as printing, formatting etc., on time to time
basis, so that they can solve computer problems themselves and can
further train the other staff members of ABO Field Office.

- The problems and things which could not be dealt by Barbara or
Tahir will be communicated to Kanwar by either of two. Kanwar will
try to resolve the problem and will explain/train both the operators for
future solutions.

Rev: Nov 1991: Management Inronnation System:



Objective (2):

Measurement:

Target Dates:

Action Plan:

Year 1992: Goal 8: Objective 2:

The databa.llC systems are modified to meet the Field Officc and AID
needs. Additional reports have been added to the system.

Modified Database Systems

December 31, 1992

- All the changes requested from the database users shall be discussed
with the unit head and will be tested for its feasibility.

- For necessary changes, the database system will be redesianed/
reprogrammed by Kanwar. The reprogramming will include: Program
coding, testing, debugging of the program and installation.

Rev: Nov 1991: Management Inf'onnation System:



Year 1992: Goal 9: Objective 1:

GOAL (9): 2,640 PIO/P, alld/or PIO/P Am,ndm,nll hav, been ch,cked and slgn,d.

Time Period: 2nd f,ar (January 1 • D,c,mber 31, 1992)

Objective (1):

Measurement:

Target Dates:

Action Plan:

192 original un-funded PIO/Ps for participants were reviewed for
accuracy of data and were signed. Printouts of database records were
reviewed before signature.

Database Record and hard copies of signed PIO/Ps.

December 31, 1992

8 PIO/Ps per case officer per month (counting 4 case officers) shall be
prepared and forwarded by participant training unit. Kanwar will
review the file, PIO/P and database record print-out and verify the
accuracy of financial and computer data before signing off the
document.

Rev: Nov 1991: Management Inronnation System: 9-14



Objective (2):

Measurement:

Target Date:

Action Plan:

Year 1992: Goal 9: Objective 2:

192 un-funded PIO/P amendments for participants were reviewed for
accuracy of data and were signed. Printouts of database records were
reviewed before signature.

Database Record and hard copies of signed PIO/P amendments.

December 31, 1992

8 PIO/P amendments (for active PIO/Ps) per case officer per month
(counting 4 case officers - for 6 months i.e. lui - Dec. 1992) shall be
prepared and forwarded by participant training unit. Kanwar will
review the file, PIO/P and database record print-out and verify the
accuracy of financial and computer data before signing off the
document.

Rev: Nov 1991: Manqement InronnatioD System: 9-15
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Objectlve (3):

Measurement:

Taraet Dates:

Action Plan:

Year 1992: Goal 9: Objective 3:

960 un-funded close-out PIOIP amendments for participants were
reviewed for accuracy of data and were signed. Printouts of database
records were reviewed before signature.

Database Record and hard copies of signed close-out PIOIP
amendments.

December 31, 1992

40 PIOIP amendments (close-out) per case officer per month
(counting 4 case officers) shall be prepared and forwarded by
participant training unit. Kanwar will review the file, PIOIP and
database record print-out and verify the accuracy of financial and
computer data before signing off the document.

Rev: Nov 1991: Management Intonnation System: 9·16
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Year 1992: Goal 10: Objective 1:

GOAL (10): Office 0/ International Training (011) provided through HRDIUSAJD with
Quarterly Reports on Retum Participants.

Tbne Period: 2nd Year (January 1 • December 31, 1992)

Objective (1):

Measurement:

Target Dates:

Action Plan:

Office of International Training (OIT) has been provided with four
reports, through HRD/USAID, on Return Participants on quarterly
basis.

Hard copies of reports and copies of covering memorandums.

September 30, 1992
December 31, 1992

- 10 days earlier than above target dates, Kanwar will prepare the draft
reports on return participants using Participant Training Database and
will circulate to Cindy, Chief of Party, and DST Project officer for their
review.

- The report should be circulated to the case officers by Cindy, if
corrections are to be made, before draft report move on to Chief of
Party. .

- The corrections will be made, if necessary, and the final reports will
be prepared by Kanwar on above target dates and will be sent to orr
through DST Project Officer.

I

Rev: Nov 1991: Management Infonnation System: 9-17 ",



Year 1992: Goal 11: Objective 1:

GOAL (11): Home Offlce provided with Progress Reports.

Time Period: 2nd Year (January 1 • December 31, 1992)

Objective (1):

Measurement:

Target Dates:

Action Plan:

Home office was provided with Monthly Progress Report on monthly
basis (12 reports).

Hard copies of monthly progress reports.

July 31, 1992
August 31, 1992
September 30, 1992
October 31, 1992
November 30, 1992
December 31, 1992

• Kanwar will prepare his draft report for M.I.S. two days earlier than
the above target dates of each month for chief of party review. Chief
of party will make correction if necessary.

- The final draft will be given to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce the final monthly progress report.

Rev: Nov 1991: Management Infonnation System: 9-18



Objective (2):

Measurement:

Tar&et Dates:

Action Plan:

Year 1992: Goal 11: Objective 2:

Six-Monthly Progress Reports were prepared and provided to the
Home Office. (2 reports)

Hard copy of six-month report.

December 31, 1992

- Kanwar will prepare his draft report for M.I.S. five days earlier than
the above target dates for chief of party review. Chief of party will
make correction if necessary.

- The final draft will be given to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce the final six-monthly progress report.

Rev: Nov 1991: Management Inronnation System: 9·19
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Year 1992: Goal 9: Objective 1:

GOAL (9): Move 01 Participant Training Unil to new location

Time Period: 7/1/91 -12/J1I91

Objective (1):

Measurement:

Target Date:

Action Plan:

Efficiently move the offices of PTU to new location.

Occupy new offices

January 31. 1992

- Systematically box all files into project/status category and move to
new location.

- PTU library boxes and moved to new locations and incorporated to
central library, to include Management Training Library.

- Ensure that all PTU staff are satisfied with the new accommodations.

Rev: Nov 1991: Participant Training Unit: 10-12



Year 1992: Goal 10: Objective 1:

GOAll (10): Pending Pal1icipants Case Load Administered

Time Period: 1/1/92 -12/31/92

..
I
j

Objective (1):

Measurement:

Target Date:

Action Plan:

Project requirements addressed in the administration of the pending
case load

246 academic and 380 technical participants actioned by target date

Dec 31, 1992

- On the 15th of each month Program Manager reviews database
printout of pending case load to monitor actions of Case Officers.

- By Sept. 30 Program Manager conducts a review of projects PACD
and advise six Case Officers to recommend cancellation for those
participants not able to complete training within the remaining time
frame.

Rev: Nov 1991: Participant Training Unit: 16-13
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Year 1992: Goal 11: Objective 1:

GOAL (11): Participants Depart lor Training

Time Period: 7/1/92 -12/31/92

Objective (1):

Measurement:

Target Date:

Action Plan:

Ensure USAID project goals for participant departures are met

42 academic and 180 technical participants departed by target date

Dec 31, 1992

- During August and September approximately 40 academic
participants depart for training. This large volume of departures
requires a high level of effort from the 6 Case Officers and their
respective support staff.

- On the first of each monthly a report of all participants departing is
prepared and pre-departure orientations are scheduled, accordingly.

Rev: Nov 1991: Participant Trainilll Unit: 10-14~~
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Year 1992: Goal 12: Objective 1:

GOAL (12): Project Requirements lor In-training Academic Participants Ful/Ul'd

TIme Period: 7/1192·12/31/92

..

ObJectlve (1):

Measurement:

Target Date:

Actlo,n Plan:

All decisions that are required for in-training academic participants are
carried out

347 academic participants in-training during time period

December 31, 1992

• During the month of January and February approximately 10 request
for dependent visas are received, for participant that began training
programs in Fall 1992. Case Officers process these requests and
obtain GOP and USAID approval.

- On a weekly basis requests for extension and/or research received in
courier. Requests are submitted to USAID andlor GOP for
consideration.

Rev: Nov 1991: Participant Trainina Unit: 16-15~



Year 1992: Goal 13: Objective 1:

GOAL (13): Return 01 All Completed Participants COII/lnned

Time Period: 1/1/92·12/31/92

Objective (1):

Measurement:

Target Date:

Action Plan:

All necessary actions required to verify return of participants
successfully completed. Any non-returnees reported to USAID and
OIT.

158 academic participants and 18S technical participants confirmed as
returning during period

December 31, 1992

- One the first of each month Program Manager directs Administrative
Assistant to print a database generated report of all participants who
have returned during the previous month. Based on this report Case
Officers send out confirmation of return letters.

- On a quarterly basis Program Manager conducted a random check
of completed files to ensure that hard copies of confirmation of return
letters are on file. (3/31/91, 6/30/91, 9/30/91, 12/31/91)

- On a case by case basis, HRD Project Officer is notified by Program
Manager of participants who faUed to return from training.

Rev: Nov 1991: Participant Training Unit: 10-16



Year 1992: Goal 14: Objective 1:

GOAL (14): GOP Ministry Requirements Fu(Jilled

Time Period: 1/1192 ·12/31192

•
Objective (1):

Measurement:

Target Date:

Action Plan:

Based on USAID's agreement with the Government ofPakistan for the
placement and monitoring of MOST participants, all requirements
specific to Ministry participants fulfl11ed.

GOP Participants Depart for Training and Complete Programs during
time period

On-going

- Within two days of receipt of PPTP's weekly courier, Case Officer
Saleem Razaque submits all requests for MOST consideration to the
Ministry.

-During the months of August and September approximately SMOST
participants depart for training.

Rev: Nov 1991: Participant Training Unit: 16-17



Year 1992: Goal 1St Objective 1:

GOAL (I!): Final PlOP C/os' Out Amendments Completed

Time Period: 7/1192 .. 12/31/92

Objective (1):

Measurement:

Target Date:

Action Plan:

The target of IS PlOP amendments per week per case officer from
June 1 to Dec. 31, 1992

1,560 close out amendments processed during time period

December 31, 1992

- On a weekly basis Case Officers Shahana laved, Saleem Razaque,
Ashfaq Hussain and Abdul Hameed completes 15 close out
amendments per week each.

Rev: Nov 1991: Partidpant Training Unit: 10-18



Year 1992: Goal 162 Objective 1:

GOAL (16): JUalnlain,d Siron, Communication b'lwlln Ih, Paniclpant Trainin, Unit and
olher ABD/Islamabad t/nUs, PPTP, AEDIWashlnllon, and USAlDII,1ImuJbad

Tlme Period: 07101192 ·12131192

Objective (1):

Measurement:

Taraet Date:

Action Plan:

A high level of communication maintained between the Participant
Training Unit and PPTP/Washington DC

Memos, faxes and telex on file

On-going

- Every Thursday memos are sent from Program Manager
ABD/Islamabad to Program Manager/PPTP. Every Friday memos are
sent from Program Manager/PPTP to Program ManagerlAED

- Every other Wednesday Program Manager PI'U/lslamabad has a
phone conversation with Program ManagerlPPTP to discuss issues
related to both parties

- On a daily basis, Case Officers/PTU and Program Specialists/PPTP
exchange faxes

Rev: Nov 1991: Participant Training Unit: 10-19
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Objective (2):

Measurement:

Taraet Date:

Action Plao:

Year 1992: Goal lei: Objective 2:

Maintained Strona Communication between the Participant Trainina
Unit and AEO/Washington DC

Memos, faxes and telex on file

On-going

- Memos exchanged regularly between offices, particularly in relation
to finances.

- Phone conversation between Office Managers and ABD/Washington
as requested by COP

Rev: Nov 1991: Participant Tralnina Unit: 10-20
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Objective (3):

Measurement:

Taraet Date:

Action Plan:

Year 1992: Goal 16: ObJ~tlve 3:

Maintained Strong Communication between the Participant Training
Unit and USAID

Regular meetings held, correspondence between offices on file

• Every Wednesday PTU Program Manager attends meetings with
DSTP Project Officer and HRT staff

• Memos exchanged regularly between offices

• Phone conversation between PTU staff and Project Officer on a
frequent basis

• PTU Program Manager and concerned Case Officer holds frequent
meetings held with Project Officers to resolve pending issues.

Rev: Nov 1991: Participant Tralnlna Uait: 10-21 .1
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Objective (4):

Measurement:

Target Date:

Action Plan:

Year 1m: Goal 16: Objective 4:

Maintained strong communication between the Participant Training
Unit and other units of AED/Islamabad

Memos circulated on regular basis
Minutes of monthly senior staff meetings distributed

On-going

• Memos exchanged regularly between units

- Every Monday meetings held with Unit Heads

- The first Monday of every month meetings held with Senior Staff

Rev: Nov 1991: Participant Training Unit:



Year 1992: Goal 17: Objective 1:

GOAL (17): Staff Development

Thne Period: 7/1I9Z ·lZ/3119Z

Objective (1):

Measurement:

Target Date:

Action Plan:

Enhance the condition of work life and the development of Participant
Training staff, to promote professional development, high morale, and
a productive work climate

Informal meeting held on a daily basis with Case Officers and on a
weekly basis with support staff

On-going throughout time period

- On a daily basis Program Manager and Administrative Assistant meet
with Case Officers to discuss the priorities of the day. Information is
shared and exchanged, policy issues are discussed and problem solving
occurs.

- Continual effort to address concerns of PTU staff in order to
maintain high morale.

Rev: Nov 1991: Participant Training Unit: 10-23
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Year 1992: Goal 18: Objective I:

GOAL (18): Participant Training Stafl Reduced

Thne Period: 7/1192 ·12/31192

Objective (1):

Measurement:

Target Date:

Action Plan:

In compliance with phase out, two Case Officers and two secretary
positions eliminated. The case loads of the departing Case Officers
redistributed

Two Case Officers and two Secretary complete services December,
1992

December 31, 1992

• Notification of termination of services distributed

• Accounts of departing staff members settled by AEDIAdministration

• Analysis of Case Load completed in order to efficiently redistribute
case load to remaining Case Officers

Rev: Nov 1991: Participant Training Unit: 10-2~~



Year 1992: Goal 19: Objective 1:

GOAL (19): Strategy Developed lor Transfer 01 Paniclpant Training ResponsiblllJi" to
HRTIUSAJD and by December, 1993

Time Period: Oi/fJ1/92 • 12/31/92
=

--------------------_.~ ..•_ .. _------•
Objective (1):

Measurement:

Target Date:

Establish plan to archive and transfer all completed files by target date

Meetings with HRD held and action plan i~'ompleted and agreed upon

I

D\:Cember 31, 1992
=================="'?"-''''~('':';:.-.'======

Action Plan: • During the first week of September ml;;e', :,¥hh H,.i;UUSAID officials
to discuss plans to transfer all compiete<i ,m~~~ w\ •.h action plan for
implementation.

===================.'I.~'l·:,·;,..:;... ..-=",::..~""JQ;====== r-

Rev: Nov 1991: Participant Training Unit: 16-25
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Objective (2):

Measurement:

Taraet Date:

Action Plan:

Year 1992: Goal 19: Objective 21

Established plan to transfer all active files of in-training or pendina
participants

Meetings with HRD held during time period and action plan
completed and agreed upon

December 31, 1992

• During the first week of September meet with HRT/USAID officials
to discuss plans to transfer all active flIes, with plan for
implementation.

Rev: Nov 1991: Participant Training Unit: 10-26
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Objective (3):

Measurement:

Target Date:

Action Plan:

Year 1992: Goal 19: Objective 3:

Established plan to transfer all active flies of in-trainina or pending
GOP/Ministry participant files

During the first week of September meetings with HRD and GOP held
and action plan completed and agreed upon

December 31, 1992

- Meet with HRT/USAID and GOP/Ministry officials to discuss plans
to transfer all active files, with plan for implementation

Rev: Nov 1991: Participant Training Unit: 10-27



Year 1992: Goal 20: Objective 1:

GOAL (20): Panic/pant Training Sttifl Reduced

Time Period: 1/1/92 ·12/31192

Objective (1):

Measurement:

Target Date:

Action Plan:

In compliance with phase out, two Case Officers and two secretary
positions eliminated. The case loads of the departina Case Officers
redistributed

Two Case Officers and two Secretary complete services December,
1992

December 31, 1992

- Notification of termination of services distributed

- Accounts of departing staff members settled by AmiAdministration

- Analysis of Case Load completed in order to efficiently redistribute
case load to remaining Case Officers

Rev: Nov 1991: Participant Training Unit: 16-28



Year 1992: Goal 21: Objective Is

GOAL (21): StfGI,gy D,vdop,d lor Trans/If 0/ Participant Trrnnlnl RlSponslbllill" to
HRTIVSAlD and by Dec,mlllf, 1993

Time Period: 01101192·12131192

..

Objective (1):

Measurement:

Tar&et Date:

Action Plan:

Establish plan to archive and transfer all completed files by tarlet date

Meetings with HRD held and action plan completed and agreed upon

December 31, 1992

• During the first week of September meet with HRT/USAID officials
to discuss plans to transfer all completed files, with action plan for
implementation.

Rev: Nov 1991: Participant Trainilll Unit: 10-29



Objective (2):

Measurement:

Target Date:

Action Plan:

Year 1992: Goal 21: Objective 2.

Established plan to transfer all active fl1es of in-trainina or pendin.
participants

Meetinas with HRD held during time period and ac:tion plan
completed and agreed upon

December 31, 1992

• During the first week of September meet with HRT/USAID officials
to discuss plans to transfer all active files, with plan for
implementation.

Rev: Nov 1991: Participant Trainina Unit: 10-30



Objective (3):

Measurement:

Taraet Date:

Action Plan:

Year 19921 Goal 21: Objective 3.

Established plan to transfer all active files of in-trainina or pendina
OOP/Ministry participant files

During the first week of September meetings with HRD and OOP held
and action plan completed and agreed upon

December 31, 1992

- Meet with HRT/USAID and OOP/Ministry officials to discuss pians
to transfer all active tiles. with plan for implementation

Rev: Nov 1991: Participant Trainil1lUnit: 10-31
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Year 1993: Goal Is Objective 11

GOAL (1): Opllmum tljiclency acIJi,v,d In II" conlrol and mana"m,nt 0//Inane".

Tbne Period: January 1, 19931hru Jun' 30, 1993

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Revolving Fund Reports ready (or despatch to AED/DC by the 5th of
each month.

5th working day of each month.

Instructions and formats of reports received from AED/DC.

On the Jan~ary 1, 1993 thru June 30, 1993:

• Checked thoroughly all bills payable with the relevant supporting
documents before payment.

• Prepared the monthly Pay Roll after thoroughly checking the staff
salaries, annual increases and promotions, etc.

• Entered the checks in the Revolving Fund Reports immediately after
payment.

• Got all paid bills photocopied immediately they were paid by the
bank.

• Collected the Bank statements from the bank on the 1st working day
of each month and reconciled the bank balances with our record.

• Prepared the monthly Revolving Fund Reports latest by the 3rd
working day of each month and passed on to COP for signature.

• Despatched the Revolving Fund Report to AED/DC by the 5th
working day of each month.

Rev: Nov 1991: Administration Unit: 11-1 ,:Ct



Objective (2):

Taraet Date:

Measurement:

Action Plan:

Year 1993: Goal 1: Objective 2.

Termination dues paid to the departina staff

One week before the last working day of the employee

Statement of accounts prepared per USAID guidelines duly approved
by COP.

• Apr 1, 1993: Issued termination Jetters to the departing staff three
months in advance (done by KAK under UK's signature.)

·Iun 1993: Issued letters one month ;n advance to the departing staff
(thru their Unit Heads) requesting them to inform the Admin. of the
date proposed for handing over the inventory to Admin. and the office
record to the person designated by the respective Unit Head. Copies
of inventories signed by the departing staff members attached with the
said letter. (Letters issued by KAK)

·Iun 1993: Arshad Mahmood has. checked and received the inventory
etc. (rom the departing staff and stored it.

• Iun 1993: Athar/Mahmood prepared statement of accounts for
settlement of termination dues ofdeparting staff one week in advance.
KAK \'eviewed and passed them on to the COP for his approval. After
approval by the COP, one copy filed in staff member's personnel file
and two copies given to Athar/Mahmood who retained one copy for
record and gave the other to the staff member along with the check.

-Iun 1993: Statements of outstanding advances and the bills receivable
checked to make sure that all outstanding dues of the departing staff
stood settled.

- Iun 1993: Prepared checks for settlement of termination dues of
departing staff. The checks were given to the departing staff only after
Mahmood gave his clearance of having received the inventory and
office record, etc. from the respective staff members.

Rev: Nov 1991: Administration Unit: 11·2



Objective (3):

Taraet Date:

Measurement:

Action Plan:

Year 1993: Goal 1: Objective 3:

All outstanding advances settled and bills receivable collected.

15th of each month

Receipts of advances signed by the staff member and the bills
receivable due from the staff member.

• 10th of each month: Updated the Advances Register by checking the
Revolving Fund Reports to make sure that no advances were left
unregistered (in the Advances Register).

• 10th of each month: Updated the Bills Receivable Register by
checking the Revolving Fund reports to make sure that bills were
issued for all personal telephone calls, faxes, telexes, cables, postage
and the use of automobiles etc.

• 10th of each month: Compared the Bills Receivable Register with the
Receipt Book to confirm that all payments were noted in the Bills
Receivable Register.

• 15th of each month: Prepared statements of outstanding bills and
advances for each staff and issued reminders for their settlement.

- 15th of each month: Checked the notations made in the statements
of outstanding bills and advances of the payment received from each
staff member.

Rev: Nov 1991: Administration Unit:



Objective (4):

Tareet Date:

Measurement:

Action Plan:

Year 1993: Goal 1: Objective 4:

Updated, monitored and reported the PIOlTs balances to the: relevant
persons/project managers.

Every week

Fresh PIOIPs and the contract amendments

- Entered in data base all fresh PIOIPs and their amendments received
from PTU on daily basis.

-Entered in data base all contract amendments obligating/deobligating
funds in the various PIOITs as and when received from contracts
office of USAID.

- Issued PIOIT balance summa.ry to all concerned including Project
officers by the 4th of every month.

- Advised PTU Program Manager of the PIOITs with balance around
$20,000.00 so that the concerned Project officer could be informed
accordingly.

Rev: Nov 1991: Administration Unit:
11-4 "p' r



Year 1993: Goal 2: Objective 1:

GOAL (2): Aproperlylunctlonlll' libra" available 10 support socio-economlc dev,lopment

Tbne Period: January 1, 1993 Ihru Jun' 30, 1993

Objective (1):

Taraet Date:

Measurement:

Action Plan:

An updated and accurate inventory of resources reflected in the
Resource Center database and remedial steps taken to correct any
discrepancies.

15th of each month

Data base of books, reports, video/audio cassettes, software and
manuals, etc.

.. Maintained the books in chronological order and kept them properly
shelved.

.. Prepared a fresh list of available books and compared that with the
data ba5'"•

.. Updated the data base and entered the new books and identified the
missing ones by noting the word "Missing" against such books•

.. Kept updated the data base of consultants reports. Database of
video and audio cassettes also updated.

.. Kept Consultants Report separated and placed in the shelves
according to the different Management Training Units they pertained
to.

Rev: Nov 1991: Administration Unit: I1-S



Year 1993: Goal 3: Objective 1:

GOAL (3): Inv,ntories updm,d

Time Period: January 1, 1993 thru Jun, 30, 1993

Objective (1):

Target Date:

Measurement:

Action Plan:

Took back the inventory from the departing staff and updated the
inventory list

One week before the departure of the employee

Inventory lists signed by the departing staff

- Jun 1993: Checked the inventory items with the inventory lists of the
departing staff in their presence. Made notes of any missing items and
reported them to Kazim who investigated the matter and appropriately
settled it per the instructions of COP.

- Jun 1993: If any of the remaining staff members wished to use the
items of inventory received from a departing staff, it was given to
him/her after checking with KAK. Such items entered in the data
base and acknowledged by the staff members receiving them.
(Mahmood done this).

- Iun 1993: All the inventory items and office record received from the
departing staff stored and kept under lock and key. Mahmood
responsible for the safe keeping of the entire inventory until its final
disposal.

- As and when required: Handed over thr inventory and the office
record to the person identified by USAID and got a receipt signed by
him/her.

- Dec 1993: Copies of the above acknowledged inventory sent to
HRD/USAID and AED/DC

- Dec 1993: 1'2 he data base updated and copies sent to AED/DC
(Mahmood sent).

Rev: Nov 1991: Administration Unit: 11-6
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Year 1993: Goal 4: Objective 1:

GOAL (4): Files and record 01 depanlllg stqf/ kept sqfely

Time Period: January 1, 1993 tllru June 30, 1993

Objective (1):

Target Date:

Measurement:

Action Plan:

Took back tiles and other records from departing staff

S working days before the departure of any staff member for good.

List of files and reports available with the departing employee.

• ]un 1993: Mahmood provided cardboard boxes to the departing staff
2 weeks prior to their last working day.

• A list of contents with dates covered pasted on each box by the
departing staff.

• Jun 1993: Mahmood stored the boxes safely and in a way that these
can be located without problem when they are needed.

Rev: Nov 1991: Administration Unit: 11-7
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Year 1993s Goal Is Objective Is

GOAL (1): AED FUld Olflc, has b"n provld,d wilh computlf support.

Time Period: 3rd r,ar (January 1 .. D,c,mb,r 18, 1993)

Objective (1):

Measurement:

Target Dates:

Action Plan:

The Field Office was provided with all the computer support and help
on time to time basis such as, Trouble Shooting, Training, Solutions to
the computer problems, Management, Maintenanca etc.

95% UP and Running System, Trained computer operators.

1une 30, 1993

• Kanwar will continue training Barbara on How to solve computer
problems, on time to time basis, so that she can solve computer
problems herself and can further train the other staff members of AED
Field Office.

• The problems and things which could not be dealt by Barbara will be
communicated to Kanwar by her. Kanwar will try to resolve the
problem and will explain/train her for future solutions.

Rev: Nov 1991: Management Inronnation System: 12-1



Objective (2):

Measurement:

Taraet Dates:

Action Plan:

Year 1993. Goal 1. Objective 2.

The database system. are modified to meet the Field Office and AID
need.. Additional reports have been added to the system which
include Close-out reports, Financial Reports, Statistical Reportl etc.

Modified Database Systems

June 30, 1993

- All the changes requested from the database users shall be discussed
with the unit head and will be tested for its feasibility.

.. For necessary changes the database system will be redesigned!
l~programmed by Kanwar. The reprogramming will include: Prolram
coding, testing, debugging of the program and installation.

Rev: Nov 1991: Management lnCormation System:



Year 1993. Goal 21 Objective 11

GOAL (2): 864 PIOIP, a"dlor P10lP Am,ndm,nts havI b"n ch,ck,d and IIgn,d.

TIme Period: 3rd r,ar (January 1 • D,c,mb" 18, 1993) -
•

Objective (1):

Measurement:

Target Dates:

Actloo Plao:

42 original un-funded PIO/Ps for participants were reviewec': for
accuracy of data and were signed. Printouts of database records were
reviewed before signature.

Database Record and hard copies of signed PIO/Ps.

June 30, 1993

7 PIO/Ps per case officer per month (counting 1 case officers for 12
months) shall be prepared and forwarded by participant training unit.
Kanwar will review the file, PIO/P and database record print-out and
verify the accuracy of financial and computer data before signing off
the document.

Rev: Nov 1991: Management Intonnation System: 12-3 ~



Objective (2).

Measurement:

Taraet Dates:

Action Plan:

Yur 1993. Goal 2. ObJect.,. 21

60 un-funded PIO/P amendment.s (or partlcipantl were reviewed tor
accuracy or data and were aianeci. Prlntouu o'1atabue records were
reviewed before .ignature.

Database Record and hard copies ot .ianed PIO/P amendmenLt.

June 30, 1993

10 PIO/P amendmenU (for active PIO/Pt) per case officer per month
(counting I case officers for 12 month]) shall be prepared and
forwarded by participant training unit. Jtanwar will review the file,
PI0/P and database record print-out and verify the accuracy of
financial and computer data before signina off the document.

Rev: Nov 1991: 1\fllJ1alement Intonnation System:
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Objective (3h

Measurement:

Taraet Dates:

Action Plan:

Year 1993. Goal 2. Objective 3.

330 un-funded close·out PIO/P amendments for participants were
reviewed for accuracy of data and were sllned. Printouts of database
records were reviewed belore sianature.

Database Record and hard copies of ,igned close-outPIO/P
amendments.

June 30, 1993

5S PIO/P amendments (close-out) per case officer per month
(counting 1 case officers for 12 months) shall be prepared and
forwarded by participant training unit. Kanwar will review the file,
PIO/P and database record print-out and verify the accuracy of
financial and computer data before signing off the document.

Rev: Nov 1991: Management Intonnation System: 12-5



Year 1993. Goal 3: ObJeetlve 1:
=

GOAL (3): Offlc, 0/ Int,rnadonal Training (017) provided through HRDIUSAlD wllh
Quart,fly Reportl on R,'urn Partlclpantl.

Time Period: 3rd Y,ar Uanuary 1 • D,cemb" 18, 1993)

-.

Objective (1):

Measurement:

Taraet Dates:

Action Plan:

Office of International Trainina (011') has been provided the (our
report, through HRD/USAID, on Return Participants on quarterly
basis.

Hard copies of reports and memorandums.

March 31, 1993
June 30, 1993

• Five days earlier than above target dates, Kanwar will prepare the
draft reports on return participants using Participant Training Database
and will circulate to Cindy, Chief of Party, and DST Project officer for
their review.

• The report should be circulated to the case officers by Cindy, if
corrections are to be made, before draft report move on to Chief of
Party.

- The corrections will be made, if necessary, and the final reports will
be prepared by Kanwar on the above target dates and will be sent to
OIT through DST Project Officer.

Rev: Nov 1991: l\fanaaement Intonnation System: 12-6



Year 1993a Goal 4: Objective 11
T

GOAL (4): Hom' Office provided with Progress Repol1s.

Time Period: 3rd Year (January 1 • December 18, 1993)

Objective (1):

Measurement:

Target Dates:

Action Plan:

Home office was provided with Monthly Progress Report on monthly
basis (II reports).

Hard copies of monthly progress reports.

January 31, 1993
February 28, 1993
March 31, 1993
April 30, 1993
May 31, 1993
June 30, 1993

- Kanwar will pr"'pare his draft report for M.I.S. on two days earlier
than above target dates elf each month for chief of party review. Chief
of party will make correc:tion if necessary.

- The final draft will be l~iven to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce the final monthly progress report.

Rev: Nov 1991: Management Inf'onnation System: 12-7



Objective (2):

Measurement:

Taraet Dates:

Action Plan: .

Year 19931 Goal 41 Objective 21

Six·Monthly Proiress Reports ware prepared and provided to the
Home Office. (2 reports)

Hard copy of six·month report.

June 30, 1993

• Kanwar will prepare his draft report for M.I.S. on five days earlier
than above target dates for chief of party review. Chief of party will
make correction if necessary.

• The final draft will be given to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce the final six-monthly progress report.

Rev: Nov 1991: Management Inronnation System: 12-8
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Year 1993: Goal 1: Objective 11
•

GOAL (1): Pending Participants Cas, Load AdmlnlstITed

Tbne Period: 1/1/93·06/30/93

Objective (I):

Measurement:

Target Date:

Action Plan:

Project requirements addressed in the administration of the pending
case load

=~3'icademic and 252 technical participants actioned by target dale;
mainly cancellations

1une 30, 1993

• On the 15th of each month Program Manager reviews database
printout of pending case load to monitor actions of Case Officer•

• By January 31 Program Manager conducts a review ofprojects PACD
and advise Case Officer to recommend cancellation for those
participants not able to complete training within the remaining time
frame.

Rev: Nov 1991: Participant Trainil1l Unit: 13-1 ~
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Year 1993: Goal 2: Objective 11

GOAL (2): Participants Depart lor Training

Time Period: 1/1193· 6/30/93----------------------------
Objective (1):

Measurement:

Taraet Date:

Action Plan:

Ensure USAID project goals for participant departures are met

3 academic and 170 technical participants departed by target date

June 30, 1993

- On the first of each monthly a report of all participants departing is
prepared and pre-departure orientations are scheduled, accordingly.

- On a monthly basis an ave~gc of 28 tcchnicN participants will depart
for training.

Rev: NOli 1991: Participant TrainJ.. UnJt: 13-2



Year 1993: Goal 31 Objective 11

GOAL (3): Project Rlqulflments lor In-training Academic Panic/pant. Fu(ftli,d

Time Period: 1/1/93 - 06/30/93

Objective (1):

Measurement:

Target Date:

Action Plan:

All decisions that are required for in·training academic participants are
carried out

269 academic participants in-training during time period

June 30t 1993

- On a weekly basis requests for extension and/or research received in
courier. Requests are submitted to USAID and/or GOP for
consideration.

Rev: Nov 1991: Participant Traini.. Unit: 13-3



Year 1993. Goal 4. Objective I.

GOAL (4): Rlturn 01 All Complet,d Pat1lclpants Conflnn,d

Time Period: 1/1193 • 06130/93

Objective (1):

Measurement:

Tarlet Date:

Action Plan:

All necessary actions required to verify return of participants
successfully completed. Any non-returnees reported to USAID and
OlT.

81 academic participants and 165 technical participants confirmed u
returning during period

June, 1993

- One the first of each month Program Manager directs Administrative
Assistant to print a database generated report of all participants who
have returned during the previous month. Based on this report Case
Officers send out confirmation of return letters.

- On a quarterly basis Program Manager conducted a random check
of completed files to ensure that hard copies of confinnation of return
letters are on file. (3/31/91, 6130/91, 9/30/91, 12/31/91)

- On a case by case basis, HRD Project Officer is notified by Program
Manager of participants who failed to return from training.

Re,,: Nov 1991: Participant Trainfna Unit: 134
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Year 1993: Goal 15: Objeetlvc 1~
5 Ii a a £ _

GOAL (5): GOP Ministry R,qulflm,ntl FuVlII'd

Time Period: 1/1193 .. 06130193 -- -
Objective (1):

Measurement:

Taraet Date:

Action Plan:

Based on USAID'lI aareement with the Oovemm~nt of Pakistan for !he
placement and monitorina of MOST participants, all requirementl
specific to Ministry participants fulfilled.

GOP participants complete prograrr, durinl time period

On-going

- Within two days of re.ceipt of PPTP's weekly courier, Case Officer
Saleem Razaque submits all requests for MOST consideration to the
Ministry.

Rev: Nov 1991: Participant Trainina Unit: 13..5
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Year 1993. Goal 6. ObJectlv•••
•
GOAL (6): Final PlOP C/O" Oul Am,ndm,nll Compl",d

TIme Period: 1/1/93 .. 06130193
7

Objective (1):

Measurement:

Tarael Date:

Action Plan:

The target uf 1.5 PlOP amendments per week per case officer from
January 1 to June 30. 1993

730 close out amendments processed durina time period

June 30, 1993

• On a weekly basis two remaining Case Officers complete 15 close out
amendments per week each.

Rev: Nov 1991: Participant Trainina Unit: 13-6



Year lP931 Goal 71 ObJectlv. 11

GOAL (7): Malnlaln,d Siron, Communication b,'wlln thl Parllclpant Trtilnln, Vnll and
oth,,. ABD//IIQmabad Unltl, PPTP, ABD/Wa,h/nllon, and VSAlDII,14m4INId

Time Period: 01/01193 • 06/30/93

Objective (1):

Mwurement:

Taraet Date:

Action Plan:

A high level of communication maintained between the Participant
Training Unit and PPTP/Washington DC

Memos, faxes and telex on tile

On-going

- Every Thursday memos are sent from Program Manqer
AED/Islamabad to Program Manager/PFfP. Every Friday memos are
sent from Program Manager/PPTP to Program ManagerlABO

• Every other Wednesday Program Manqer PTUlIslamabad has a
phone conversation with Program ManaaerlPPrP to discuss issues
related to both parties

• On a daily basis, Case OfticerslPTU and Program SpecialistslPPTP
exchange faxes

Rev: Nov 1991: Partidpant Trainina Unit: 13-7



Objective (2)1

Measurement:

Taraet Date:

Action Plan:

Year 1993z Goal 7z ObJectlv. 2s

Maintained Strona Communication between the ParticiItant Trainin.
Unit and AED/Washinlton DC

Memos. (axes and telex on file

On-Ioinl

- Memos exchanaed rClularly between offices. particularly in relation
to finances.

•Phone conversation between Office Manaaers and AEDlWuhlnaton
as requested by COP

Rev: Nov 1991: Partidpanl TraJnina Unit: 13-8
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ObjectIve (3)1

Measurement:

Taraet Date:

Action Plan:

Year 1993. Goal'. Objective 3.

Maintained Strona COlnmunication between the Participant Train1na
Unit and USAJD

Reaular meetings held, correspondence between offices on me

On~loinl

• Every Wednesday PTU Program Manqer attends meednal with
DSTP Project Officer anti HRT J.tAff

• Memos exchanged regularly between offices

• Phone conversation between PTU staff and Project Officer on a
frequent basis

· rro Program Manaeer and concerned Case Officer holds frequent
meetinas held with Project Officers to resolve pendina issues.

..



ObJtctlvla (4h

Measurement:

Taraet Date:

Action Plan:

Year IP93, Goal 7, Objectlv. 4,

Maintained strona communication between tho Participant Trainina
Unit and other units or AEO/lslamabad

Memos circulated on reaular buls
Minutes of monthly senior staff meetinas distributed

• Memos exchanged reau1arly between units

• Every Monday meetings held with Unit Heads

• The first Monday or every month meetings held with Senior Staff

.i

Re..·: Nov 1991: PartJdpant Trainina Unit: 13-10



Year 1993. Goal 8. Objective I.

GOAL (8): SttJ/! Dlvl1opm,nl

Time Period: 1/1/93· 6/30/93 .

Objective (1):

Measurement:

Taraet Date:

Action Plan:

Enhance the condition of work life and the development of Participant
Trainina staff, to promote professional development, hlah morale, and
a productive work climate

Informal meetina held on a daily basis with Case Officers and on a
weekly basis with support staff

On-going throughout time period

• On a daily basis Program Manager and Administrative Assistant meet
with Case Officers to discuss the priorities of the day. Information is
shared and exchanged, policy issues are discussed and problem salvina
occurs.

• Continual effort to address concerns of PTU staff in order to
maintain high morale.

Rev: Nov 1991: Participant Trainina Unit: 13-11
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Year 1993. GoalS. ObJective I.

GOAL (5)1 Optimum l//fellnc1 achl,v,d In II" control and nrana"m,nI oJ/Inane".

Time Period: July 1, 19931hru D,e,mb" 18, 1993

'It.
i

Objective (1):

Taraet Date:

Measurement:

Action Plan:

Revolvin. Fund Reports ready for despatch to ABO/DC by the 5th of
each month.

Sth working day of each month

Instructions and formats of reports received from AEO/DC.

On the July I, 1993 thtu December 18, 1993:

• Checked thoroughly all bills payable with the relevant supporting
documents before payment.

- Prepared the monthly Pay Roll after thoroughly checking the staff
suJaries, am\ual increases and promotions, etc.

• Entered the checks in the Revolving Fund Reports immediately after
payment.

- Photocopies all paid bills immediately after they were paid by the
bank.

- Collected the Bank statements from the bank on the lst working day
of each month and reconciled the bank balances with our record.

- Prepared the monthly Revolving Fund Reports latest by the 3rd
working day of each month and passed on to COP for signature.

• Despatched the Revolving Fund Report to AED/DC by the Sth
working day of each month.

Rev: Nov 1991: Administration Unit: 11-8
f-
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Objective (2):

Taraet Date:

Measurement;

Action Plan:

Year 1993: Goal 5a ObJectl,e 21

Termination dues paid to the departing staff

One week before the last working day of the employee

Statement of accounts prepared per USAJD ,uidelines duly approved
by COP.

• Oct 1, 1993: Issued termination letters to the departing staff three
months in advance (done by KAK under UK's signature.)

• Nov 1993: Issued letters one month in advance to the departing staff
(thru their Unit Heads) requesting them to inform the Admin. of the
date proposed for handing over the inventory to Admin. and the office
record to the person designated by the respective Unit Head. Copies
of inventories signed by the departing staff members attached with the
said letter. (Letters issued by KAK)

• Nov 1993: Statements of outstanding advances and the bills
receivable checked to make sure that all outstanding dues of the
departing staff stood settled.

• Dec 1993: Arshad Mahmood has checked and received the inventory
etc. from the departing staff and stored it.

• Dec 1993: Athar/Mahmood prepared statement of accounts for
settlement of termination dues of departing staff one week in advance.
KAK reviewed and passed them on to the COP for his appr{'val. After
approval by the COP, one copy filed in staff member's personnel file
and two copies given to Athar/Mahmood who retained one copy for
record and gave the other to the staff member along with the check.

• Dec 1993: Prepared checks for settlement of termination dues of
departing staff. The checks were given to the departing staff only after
Mahmood gave his clearance of having received the inventory and
office record, etc. from the respective staff members.

Rev: Nov 1991: Administration Unit: 11·'
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Objective (3)1

Taraet Datel

Measurement:

Action Plnn:

Year 19931 Goal S. ObJectl" 3•
•

All outstandina advances ICttled and bills receivable collected.

15th of each month

Receipts of advances signed by the staff member and the bills
receivable due from the staff member.

• 10th of each month: Updat~ the Advances Reaister by checldna the
Revolving Fund Reports to make sure that no advances were left
unregistered (in the Advances Register).

• 10th of each month: Updated the Bills Receivable Register by
checking the Revolving Fund reports to make sure that bills were
issued for all personal telephone calls, faxes, telexes, cables, postage
and the use of automobiles etc.

• 10th ofeach month: Compared the Bills Receivable Register with the
Receipt Book to confirm that all payments were noted in the Bills
Receivable Register.

• 15th of each month: Prepared statements of outstanding bills and
advances for each staff and issued reminders for their settlement.

• 15th of each month: Checked the notations made in the statements
of outstanding bills and advances of the payment received from each
staff member.

Rev: Nov 1991: Administration Unit: 11·10



ObJectl\'8 (4):

Tar.et Date:

Measurtment:

Act~ 'Jn Plan:

Year 1993: Goal 5. ObJectl,. 4.

Updated, monitored and reported the PIOlTs balances to the relevant
persons/project manalers.

Every week

Fresh PIO/Pa and the contract amendments

• Entered in data ba~ all fresh PIO/Ps and their amendments received
from PrU on daily basis.

•Entered in data base all contract amendments ~bli&atinl/deob1ilating

funds in the various PIO/Ts as and when recehted from contracts
office of USAID.

- Issued PIOIT balance summary to all concerned including Project
officers by the 4th of every month.

• Advised PTU Program Manager of the PIOtrs with balance around
$20,000.00 so that the concerned Project officer could be informed
accordingly.

Rev: Nov 1991: Administration Unit: . 11·11
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Year 1993. Goal 61 Objective 11

GOAL (6)1 Aprop,rly /uncllonln, library avallabl, to IUPPOrt loclo-,conomlc d,,,,lopm,,,,

Time Period: July 1, 1993 thru D,c,mb,rI8, 1993
•

•

Objective (1):

Tafael Dale:

Measurement:

Action Plan:

An updated and accurate inventory of resources reflected in the
Resource Center database and remedial steps taken to correct any
discrepancies.

15th of each month

Data base of books, reports, video/audio cassettes, software and
manuals, etc.

• Maintained the books in chronological order and kept them properly
shelved.

• Prepared a fresh list of available books and compared that with the
data base.

• Updated the data base and entered the new books and identified the
missing ones by noting the word "Missing" against such books.

• Kept updated the data base of consultants reports. Database of
video and audio cassettes also updated.

• Kept Consultants Report separated and placed in the shelves
according to the different Management Training Units they pertained
to.

Rev: Nov 1991: Adminlstntlon Unit:



Year IN3. Ooal ,. Objectiy. 11
l

GOAL (7): In"'nlorl" updal,d and hand'd OVIf to Ih' p,no" Id,nlf/f,d bl VSAlD

TIme Periods Ju111, 1993 thru D,c,mblf 18, 1993

Objective (1)1

Taraet Dale:

Measurement:

Action Plan:

Took back the inventory trom the departing start atld updated Qh.
inventory lilt

One week before the departure o( the employee

Inventory :~jsts silned by the departing staff

• Jul 93: Follow up closely with USAID by reminding them every two
weeks to identify the person who was supposed to receive the
inventory.

• Nov 93: Checked the inventory items with the inventory listl of the
departing staff in their presence. Made notes of any missinl items and
reported them to Kazim who investiaated the matter and appropriately
settled it per the instructions of COP.

• Dec 93: All the inventory items and the office record received from
the departing staff stored and kept under lock and key. Mahmood
responsible (or the safe keeping of the entire inventory until its final
disposal not later than December 18, 1993.

• Dec 93: Handed over the inventory and the office record to the
person identified by USAID and got a receipt signed by himlher.

Rev: Nov 1991: Administration Unit: 11-13
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GOALS.

-
YeAr 1~3a Goal 81 Objk1l". 1.

, ••• x

FlI" and "'CDrd oJd,partln, Ita/! klpt 'a/"Y
-I

Tim. 'erlodl July 1, 1993 Ihru D,c,mb" 18, 1993
=

....

Objective (1):

Tarlet Date:

Measurement:

Action Plan:

Took back files and other records (rom departing stafr

S workinl days berore the departure of any staff member for 100<1.

List of files and reports available with the departina employee.

• Nov 1993: Mahmood provided cardboard boxes to the depattina staff
2 weeks prior to their last working day.

• A list or contents with dates covered pasted on each box by the
departing starf

• Dec 1993: Mahmood kept these boxes ready for handing over to the
person identified by USAID for this purpose.

...

Rev: Nov 1991: Administration Unit: 11-14
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Management Information Systems

STRATEGIC PLAN Uuly-December 1993)

November 5, 1991



Year 1"31 Qual'. Objectl,.I,

GOAL (S). ABD m,d O/ftc, hal b"n ,,,,~Id,d will' compu'" 'Uppolf.

tim. Period: 3td ria' (Janual'1 1 • Dlc,mb" 18, 1993)

Objectlv, (1)1

Measurement:

Tarlet Dates:

Action Plan:

The Field Ortlce wu provided with aU the computer IUpport and help
on time to time basis such u, Trouble Shoot!na. Tralnma. Solution. to
the computer problems, Manaaement, Maintenance .tc.

9S~ UP and Runnin. System, Trained computer operaton.

December 18, 1993

• Kanwar will continue trainin. Barbara on How to solve computer
problems, on time to time basis, SO that she can solve computet
problems herself and can further tndn the other staff memben or ABO
Field Office.

• The problems and thinas which could not be dealt by Ba.tbara will be
communicated to Kanwar by her. Kanwar will try to resolve the
problem and will explain/train her for future solution••

Rev: Nov 1991: l\tana,llll11eat lntonnatJOft S,....: 12-,
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Obj.ctlv. (2).

Meuunm.ntl

Tara" O8t..1

Action Planl

Vllr 1"3. GOII 'I ObjlC1l" 21

The dacaball 'ylc.rna 118 modlfted to meet the Pleld otne. and AID
need.. Additional repona have been a4ded to the .y.tem which
include Close-out tlpoN, Plnanclal a.potts, Stall,tlcal Repotta etc.

Modified Databue System.

November 30, 1993

.. All the chanlea requested from the databue UHl1 shalt b«s discussed
with the unit head and will be te»ted lor ita teulbUlty.

.. For necessary chan.es the datab~ system will be redesilnedl
reproarammed by Kanwar. The reprolrammlnl will include: Ptoltam
codinl, testina, debullinl of the pWJram and installation.

Rev: Nov 1991: ~fana&ement Information S)'Jtn: 12-10

.".~



-

Year 1993: Goal 6: Objective 1:

GOAL (6): AID has acquired AED's Database Systems including PTD.

Time Period: 3rd Year (January 1 - December 18, 1993)

-

Objective (1):

Measurement:

Target Date:

Action Plan:

Acquisition of AED database systems by AID has been completed.

Transfer of Databases and Acknowledgement from AID.

December 10, 1993

- AID staff will be involved to work with AED's staff in computer
related activities and will be trained in AED database systems before
physical transition of AED's database systems will take place.

Rev: Nov 1991: Management Infonnation System: 12-11 ,
'V't)
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Objective (2):

Measurement:

Target Date:

Action Plan:

Year 1993: Goal 6: Objective 2:

Acquisition of AED computer hardware systems by AID has been
completed.

Transfer of Computer systems and Acknowledgement from AID.

December 10, 1993

AID staff will be involved to work with AED's staff in computer
related activities and trained before computer systems (hardware and
software) are physically transferred to AID.

Rev: Nov 1991: Management Infonnation System: 12-12



Year 1993: Goal 7: Objective 1:

GOAL (7): 864 PIO/Ps and/or PIO/P Amendments have been checked and signed.

Time Period: 3rd Year (January 1 • December 18, 1993)

Objective (1):

Measurement:

Target Dates:

Action Plan:

42 original un-funded PIO/Ps for participants were reviewed for
accuracy of data and were signed. Printouts of database records were
reviewed before signature.

Database Record and hard copies of signed PIO/Ps.

December 18, 1993

7 PIO/Ps per c~e officer per month (counting 1 case officers for 12
months) shall be prepared and forwarded by participant training unit.
Kanwar will review the file, PIO/P and database record print-out and
verify the accuracy of financial and computer data before signing off
the document.

Rev: Nov 1991: Management Inronnation System:



ObjectIve (2):

Measurement:

Target Dates:

Action Plan:

Year 1993: Goal 7: Objective 2:

60 un-funded PIO/P amendments for participants were reviewed for
accuracy of data and were signed. Printouts of database' records were
reviewed before signature.

Database Record and hard copies of signed PIO/P amendments.

December 18, 1993

10 PIO/P amendments (for active PIOlPs) per case officer per month
(counting 1 case officers for 12 months) shall be prepared and
forwarded by participant training unit. Kanwar will review the flle,
PIO/P and database .record print-out and verify the accuracy of
financial and computer data before signing off the document.
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Objective (3):

Measurement:

Target Dates:

Action Plan:

Year 1993: Goal 7: Objective 3:

330 un-funded close-out PIO/P amendments for participants were
reviewed for accuracy of data and were signed. Printouts of database
records were reviewed before signature.

Database . Record and hard copies of signed close-out PIO/P
amendments.

December 18, 1993

SS PIO/P amendments (close-out) per case officer per month
(counting 1 case officers for 12 months) shall be prepared and
forwarded by participant training unit. Kanwar will review the file,
PIO/P and database record print-out and verify the accuracy of
financial and computer data before signing off the document.

Rev: Nov 1991: Management Intonnation System: 12-15



Year 1993: Goal 8: Objective 1:

GOAL (8): Office of International Training (017') provided through HRDIUSAlD with
Quarterly Reports on Return Patticipants.

Time Period: 3rd Year (January 1 • December 18, 1993)

Objective (1):

Measurement:

Target Dates:

Action Plan:

Office of International Training (OIT) has been provided the four
report, through HRD/USAID, on Return Participants on quarterly
basis.

Hard copies of reports and memorandums.

September 30, 1993
December 10, 1993

• Five days earlier than above target dates, Kanwar will prepare the
draft reports on return participants using Participant Training Database
and will circulate to Cindy, Chief of Party, and DST Project officer for
their review.

• The report should be circulated to the case officers by Cindy, if
corrections are to be made, before draft report move on to Chief of
Party.

• The corrections will be made, if necessary, and the final reports will
be prepared by Kanwar on the above target dates and will be sent to
OIT through DST Project Officer.
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Year 1993: Goal 9: Objective I:

GOAL (9): Home Office provided with Progress Reports.

Time Pedod: 3td Year (January 1 - December 18, 1993)

Objective (1):

Measurement:

Target Dates:

Action Plan:

Home office was provided with Monthly Progress Report on monthly
basis (11 reports).

Hard copies of monthly progress reports.

July 31, 1993
August 31, 1993
September 30, 1993
October 31, 1993
November' 30, 1993

- Kanwar will prepare his draft report for M.I.S. on two days earlier
than above target dates of each month for chief of party review. Chief
of party will make correction if necessary.

- The final draft will be given to the executive secretary (Mirza) who
wili combine all the portions of the report from different unit to
produce the final monthly progress report.

Rev: Nov 1991: Management Inlonnation System: 12-17 '



Objective (2):

l\feasurement:

Target Dates:

Action Plan:

Year 1993: Goal 9: ObJectlve 2:
•

Six-Monthly Progress Reports ware prepared and provided to the
Home Office. (2 reports)

Hard copy of six-month report.

December 18, 1993

- Kanwar will prepare his draft report for M.I.S. on five days earlier
than above target dates for chief of party review. Chief of party will
make correction if necessary.

- The final draft will be given to the executive secretary (Mirza) who
will combine all the portions of the report from different unit to
produce the final six-monthly progress report.

Rev: Nov 1991: Management InJ'onnat.ion System: 12-18 ~
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Year 1993: Goal 9: Objective 1:

GOAL (9): Pending Participants Case Load Administered

Time Period: 7/1193· 12/18/93

Objective (1):

Measurement:

Target Date:

Action Plan:

Project requirements addressed in the administration of the pending
case load

175 technical participants actioned by target date

Dec 18, 1993

• On the 15th of each month Program Manager reviews database
printout of pending case load to monitor actions of Case Officers.

• By Sept. 30 Program Manager conducts a review of projects PACD
and advise six Case Officers to recommend cancellation for those
participants not able to complete training within the remaining time
frame.

Rev: Nov 1991: Partidpant Trainilll Unit: 13-tz



Year 1993: GaaltO: ObJectl\'e 1:
:

GOAL (10): Participants Depart lor Training

Time Period: 7/1/93 .. 12/18/93

..

Objective (1):

Measurement:

Target Date:

Action Plan:

Ensure USAID project goals for participant departures are met

101 technical participants departed by target date

Dec 18, 1993

- On the first of each month a report of all participants departing is
prepared and pre-departure orientations are scheduled, accordingly.

- On a monthly basis an average of 17 participants will depart for
trdining.

Rev: Nov 1991: Participant Training Unit: 13-13
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Year 1993: Goal 11: Objective 1:

'GOAL (11): Project ReQ'uirements for In-training Academic Patticipants Fu(fi1/ed

Time Period: 7/1/93· 12/18/93

Objective (1):

l\feasurement:

Target Date:

Action Plan:

Andecisions that are required for in-training academic participantCl are
carried out

144 academic participants in-training during time period

December 18, 1993

- On a weekly basis requests for extension andlor research received in
Gourier. Requests are submitted to USAID andlor GOP for
consideration.

Rev: Nov 1991: Participant 'rrainina Unit: 13-14
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Year 1993: Goal 12: Objective 1:

GOAL (12): Return 01All Completed Participants Conjinned

Thne Period: 7/1/93 -12/18/93

Objective (1):

Measurement:

Target Date:

Action Plan:

All necessary actions required to verify return of participants
successfully completed. Any non-returnees reported to USAID and
OIT.

125 academic participants and 80 technical participants confirmed as
returning during period

December 18, 1993

- One the first of each month Program Manager directs Administrative
Assistant to print a database generated report of all participants who
have returned during the previous month. Based on this report Case
Officers send out confirmation of return letters.

- On a quarterly basis Program Manager conducted a random check
of completed files to ensure that hard copies of confmnation of return
letters are on file. (3/31/91, 6/30/91, 9/30/91, 12/31/91)

- On a case by case basis, HRD Project Officer is notified by Program
Manager of participants who failed to return from training.

Rev: Nov 1991: Participant Training Unit: 13-15



Year 1993: 00a113: Objective 1:

GOAL (13): GOP Ministry Requirements Fulfilled

Time Period: 711193 ·12118193

Objective (1):

Measurement:

Target Date:

Action Plan:

Based on USAID's agreement with the Government of Pakistan for the
placement and monitoring of MOST participants, all requirements
specific to Ministry participants fulfilled.

OOP Participants Depart for Training and Complete Programs during
time period

On-going

- Within two days of receipt of PPTP's weekly courier, Case Officer
submits all requests for MOST consideration to the Ministry.

Rev: Nov 1991: Participant Training Unit: 13-16



Year 1993: Goal 14: Objective 1:

GOAL (14): ii'inal PlOP Close Out Amendments Completed

Time Period: 7/1/93 • 12/18/93
__=====================_==============:;===-:a======___
Objective (1):

Measurement:

Target Date:

Action Plan:

The target of IS PlOP amendments per week per case officer fro,m
June 1 to Dec. 18, 1993

390 close out amendments processed during time period

December, 1992

• On a weekly basis Case Officer Shahana Javed completes IS close
out amendments.

Rev: Nov 1991: Participant Training Unit: 13-17
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Year 1993: Goal 1.5: Objective 1:

GOAL (15): Maintained Strong Communicalion between the Participant Training Unit and
other AED/lslamabad Units, PPTP, AED/Washlngton, and USAID/lslamabad

Time Period: 07101193·12118193-

Objective (1):

Measurement:

Taraet Date:

Action Plan:

A high level of communication maintained between the Participant
Training Unit and PPTPlWasmngton DC

Memos, faxes and telex on file

On~going

- Every Thursday memos are sent from Program Manager
AED/Islamabad to Program Manager/PPTP. Every Friday memos are
sent from Program M~lager/PPTP to Program Manager/AED

• Every other Wednesday Program Manager PTU/Islamabad has a
phone conversation with Program Manager/PPTP to discuss issues
related to both parties

• On a daily basis, Cp.:ie Officer/PTU and Program SpecialistslPPTP
ex:hange faxes

Rev: Nov 1991: Participant Training Unit: 13-18
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Objective (2):

Measurement:

Taraet Date:

Action Plan:

Year 1993: Goal 15: Objective 2:

Maintained Strong Communication between the Participant Training
Unit and ABD/Washington DC

Memos, faxes and telex on file

On-going

• Memos exchanged regularly between offices, particularly in relation
to finances.

• Phone conversation between Office Managers and AEDlWashington
as requested by COP

Rev: Nov 1991: Participant Training.Unit: 13-19
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Objective (3):

Measurement:

Target Date:

Action Plan:

Year 1993: Goal 15: ObJectlve 3:

Maintained Strong Communication between the Participant Training
Unit and USAID

Regular meetings held, correspondence between of11ces on file

On-going

- Every Wednesday PTU Program Manager attends meetings with
DSTP Project Officer and HRT staff

- Memos exchanged regularly between offices

- Phone conversation between PTU staff and Project Officer on a
frequent basis

- PTU Program Manager and concerned Case Officer holds frequent
meetings held with Project Officers to resolve pending issues.



Objective (4):

Measurement:

Target Date:

Action Plan:

Year 1993: Goal IS: Objective 4:

Maintained strong communication between the Participant Training
Unit and other units of AEO/Islamabad

Memos circulated on regular basis
Minutes of monthly senior staff meetings distributed

On-going

- Memos exchanged regularly between units

- Every Monday meetings held with Unit Heads

- The first Monday of every month meetings held with Senior Staff

Rev: Nov 1991: Participant Training Unit: 13-21
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Year 1993: Goal 16: Objective 1:

GOAL (16): Transfer ofall flies to USAlD and GOP

Time Period: 07101193 -12/18193

•
Objective (1):

Measurement:

Target Date:

Action Plan:

Transfer all in-training, pending and completed files to USAID or the
designated party for administration

Files successfully transferred by target date

December, 1993

- Print lists of all participant files

- Box files and label contents

- Ensure that database is up-dated

- Transfer library to designated party

Rev: Nov 1991: Participant Training Unit: 13-22
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