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Introduction The country staff from the NatIonal Democratic Instltute for InternatIonal Marrs (NO!) Southern
Afnca Team(SAT)'s programs m Angola, MalaWI, MozambIque, NamIbIa and South Afnca convened for the regIonal
staff consultatIOns from December 13 to 15, 1996 Thrrty-five resIdent staff (Attachment A Attendees) assembled at
the Valley Lodge, Magahesburg, South Afnca. In additIon to the m-country staff, others who attended mcluded Sernor
Consultant Ed Brown and Program AsSistant Sheila Oh from Washmgton, Tramer Fran Fanner from Kenya, and, Urnted
States Agency for International Development (USAID)/South Afnca DIrector Aaron WillIams and representatIves from
Concorde Travel from South AfrIca The resident staff meets perIOdIcally (twIce a year) m the regIon The agenda for
each meetIng focused on one area ofprogram substance and adrmmstratIon, and profiled one country At thts retreat the
agenda was pnmartly dedIcated to parlIamentary ethtcs (substance), program plannmg, management and reportmg
(admmtstratlon), and MozambIque (country profile) (Attachment B Agenda)

RegIonal Drrector Pat Keefer opened the consultations on Fnday afternoon WIth a reVIew of the agenda, followed by
bnef reports from each country m the regIon Staff members charred each sesSIon, WIth one or more presenters and an
assIgned rapporteur per sesSIon Shelley Dryden compIled tIns report from the submISSiOns of the rapporteurs It w111
be used as a bnefing paper for the SAT regIonal meetIng ofthe Washmgton staffm January 1997

StaffTransitions
Washmgton and m the field

Smce the February 1996 regIonal retreat there were several staff changes, both m

Angola Luiz Viera Jomed the new Angola Office as program officer responsIble for lOgIstIcs, and, Carne Manning
took a bnef leave period, to finIsh her doctoral dIssertation before starting as the program dtrector m February 1997,
wlule Washmgton-based program officer Carmen Lane worked m the field for two months durmg Came's absence

MalaWI Traci Cook departed the MalaWI Office and Consuella Brown became program dIrector, Adrian Muunga
moved from Zambia to MalaWi to be program officer and to work With the CIvl1 SOCiety component of the program,
GiUian FOes relocated from MalaWi to work for NDIIGhana m West Afnca, and Bradley Austin started as program
officer responsible for the parhamentary aspects ofthe program to replace Brent Preston who departed MalaWi

MozambIque Raquel Sa left the Mozambique Office and was replaced by Ana Soares as office manager, Angela
Abdula was htred as a program officer, and John Karren relocated from NDIIArmema to be program officer for the
new constituency outreach project

NamIbIa Erica Hipondoka started as receptiornst and Rosemary lUises was promoted to staff assistant, Richard
Klein was permanently relocated as program assistant m the field, Program AsSIstant Michael Jimmy left the NamIbia
Office, Achieng Akumu was hrred to be program officer/parlIamentary tramer, and Program Officer/ParlIamentary
Tramer Jean Lavoie will depart NamIbia m January

South Afnca Raymond Schuller and Ursbula Lottering were hrred as program asSIstants, Raymond m Cape Town
and Urshula m Johannesburg, David Steams relocated from Zambia to the Cape Town Office, Patrick Henry was
promoted to program officer, focusmg on campaign finance and etlncs, Nume Mashinini was hrred as program
aSSistant m the Johannesburg Office and departed m December to start Journahsm school, Smydge Perry took leave to
apply for law school and IS scheduled to resume her responslbl1lues With the South Afuca program m February, Silas
Lamola SWItched from workmg for the South Afucan Democracy Support Project (SADSP) Secretanat to become
regIOnal program asSIstant, Thuli Nkosi was hrred as adrntmstratlVe asSistant whtle Sam Kgeledi became office
manager for the SADSP, Roger Berry was promoted to program coordmator of the South AfrIca program, Gafsa
Mohammed, office manager m Cape Town, started her materrnty leave, With Valma Hendricks takmg her place,
Malcolm Abrahams Jomed the South Afhca program as program officer for evaluations and momtonng, spendmg 60%
of hiS tIme m Cape Town and 40% m Johannesburg, and Sbelley Dryden WIll remaIn m the Johannesburg Office and
assume responsibilitIes for specIal projects m the regiOn, especIally With regards to computers, graphIcs and hIgh
technology
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ZambIa Rob Black returned to the US after the July I closmg ofthe ZambIa Office, and Christina Sikanyika (office
manager) and Branel Mwangela (program assistant) left NO! WIth the close ofthe ZambIa Office

Washtnlilon Ryan McCanneU and Sheila Oh were each lured as program asSistants for South Afnca, Eric Happel
became the program assIstant for Namtbla, Jeannette Goehring (program assIstant) and Chris Gomes (program
officer) focused more oftherr work on MalaWI, With the closmg of the Zambia Office, Ashley Frasier left Washmgton
as program assistant for South Afnca, Ebzabeth Zervos (AngolaIMozamblque program asSIstant) departed Washmgton
to work m NOIINepal m Asia, and Andy Castonguay was lured to be the program assIstant for Angola and
Mozambique

COUNTRY REPORTS NO! Semor Consultant Ed Brown charred thIs seSSIon, WIth each country team
summanzmg developments m therr respective projects smce the last consultattons m February 1996 Each program
drrector presented a bnef OVervIew ofcurrent actlVltles related to pobtlcal developments m the country Mozambique,
as the profiled country, gave a more detaIled report, wlule the Namtbla report focused on the development of the
Parbamentary Research and LIbrary ServIce (PARLS)

COUNTRYPROFILE: MOZAMBIQUE
NO! estabhshed Its m-country presence m 1993, though there were a nwnber ofsmaller actlVltles pnor to thIs date
EIghteen years of clVlI war destroyed the mfrastructure of the country The peace accord was Signed by FRELIMO
and RENAMO m 1992 whtch began a two-year war-to-peace transition culmmatmg m general elections NDI
carned out voter educatton programs for these elections usmg a network of 200 tramers conductmg vottng
stmulattons The current program follows on these actlVltles Nearly 90 percent of the population voted m the
1992 electIOns However, because the maJonty of the populatIOn IS rural and tlbterate WIth httle to no
understandmg of the concept of multiparty democracy most people voted for peace rather than actual polttlcal
partIes The current program, a cooperative agreement With USAID, addresses the need for CIVIC education

Dunng the course of the 1996 program NOI conducted two focus group surveys, CIVIC educatIOn trammg, NGO
semmars, CItizens forwns, and constituency outreach (all mamly conducted m the four central provmces) The 1997
program wtIl concentrate on the other regIOns The backbone ofNOI's program IS the tramer network composed of
forty tramers, who are used m all the areas ofprogram work

Civic education has concentrated on the concepts ofa multiparty system, democracy, and the structure and
functton of the state The seSSIOns have been earned out WIth the aId of a lot that NOI produced These
sessions used a storyboard that develops the definItion of democracy and a database that was set up for
reportmg on the sesSIOns NO! also wrote and produced a song entitled "What IS Democracy" Durmg the
sessions the structure and ftmctlon of the state was broken down to explam the tasks of the assembly and
the powers of the legIslature versus those of the Executive Branch The tramers coordmate all these
sessIons plus the trammg of tramers With the help of a corp of volunteers The focus group reports
mdlcate that there has been an mcrease m knowledge on these subjects

The NGO seminars have taken place WIth no outside presence and have successfully covered such tOpICS
as the use of local resources, coaltbon buddmg, advocacy work, the nght to petition, the use of the press,
and Clttzens forwns

Cltlzens forums have drawn partIcipants from church groups, busmess asSOCiations, poltbcal partIes and
local government, and, have Improved the constItuency outreach of members ofparltament (MPs) Some
of the Issues ratsed were pnvatlzatlon, land laws, hwnan nghts abuses, reVISIons to the ConstitutIon, and
the nghts ofwomen These events have also gIven the pubhc a good opporturuty to see and hear the non~

elected deputies
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ConstiJllency outreach for parltamentanans IS the newest component to the program ActlVltIes WIll be
specIfied folloWIng the completIon of a baselme survey of the offices of elected OffiCIalS, settIng up the
COmmIttee for Publtc PartIcIpatIon, and conductIng constItuency VlSlts

To augment therr country report, the MozambIque Team presented CIVlC educatIOn matenals, performed the
democracy song and showed a Vldeo ofa focus group sesSIOn

•

*

*

*

Angola There have been major developments m thIs program m the last nme months, as a result of the
new two-year grant from USAID ThIs program will consist of semmars for the central government and
for the local and provmcial governments In addItIon, NDI WIll conduct CIVlC educatIon programs
targetmg the grassroots level (as mMozambIque)

In the first SIX months of the program, the resident staffneeds to establIsh NDl's operatIonal proficIency m
Luanda Smce September they have secured an office and resIdence, filed regIstratIon papers, and
arranged for shIpment of necessary office eqUIpment, furnIture and goods With the asSIstance of CreatIve
Assoctates InternatIonal (or CREA) Cannen Lane emphasIZed the Importance ofmamtammg government
contact and hIghltghted the three future semmars and a medIa project on transparency m the peace process
WhIch NDI IS developmg m cooperatIon WIth the Umted NatIons Development Programme (UNDP)
Cannen noted two dIfficultIes that such programs encounter m Angola lOgIstIcal constramts and
SUSPICIons regardmg polItIcal work, both from outside and from WithIn the Angolan government

MalaWI The three "c's.. -- CorruptIon, Confusion and COnfliCt -- permeate the polItIcal enVlTOnment and
typuy what IS happenmg m MalaWI, as descnbed by Consuella Brown A major polItIcal party used
CorruptIon to gam seats m by-electIons As for mstances of Confusion and COnflICt she Cited the change
to a multIparty system of government, the relIance on the Htgh Court for settlmg dIsputes, the
Parbamentary walk-out, the electIon cases, the Press Trust case, and the fact that the ruhng party contmues
to hold ParlIamentary seSSIOn whIle the Issue ofa constItutIonal quorum remalDS m questIon

ProgrammatIcally, NDIIMalaWI receIved a two-year grant extensIon and had recently conducted a mIdterm
evaluatIon of the program's first two years The pTImary focus of the extended program actIvItIes IS
parlIament and mc1udes parlIamentary advocacy work With the local Democracy and Governance (D&G)
nongovernmental orgarnzatIons (NGOs) and lImIted work With the pobtIcal partIes ProgrammatIc
actIVltIes currently or soon-to-be underway mclude reVlsmg the Standmg Orders of Parbament,
contmumg to get feedback from MPs regardmg constituency outreach, and recently conductIng an
advocacy skIlls-bwldmg workshop for the Women's Caucus of the ParlIament Lastly, she noted progress
made WIth an almost entIrely new staffand a new office

South Afhca NotIng the hIghltghts that have been mtematIonally recogrnzed m South AfrIca's polItIcal
tranSItIon, Pat descnbed the placement of NDI's program The most cntIcal Issue on the domestIC
polItIcal agenda IS Job creatIOn South AfrIca's mternatIOnal attentIon IS vtrtually entIrely focused on
attractmg mvestment and secunng markets A stable polItical envrronment m the country IS considered
essenttal to mvestment prospects Bnngmg the new constItutIon to lIfe wIll be Important to that stabilIty

Pat conunented on the program With the NatIOnal ParlIament, mcludmg the formatton of a second House
and the coordmatton With the orne provmclal governments Other areas where NDI IS mvolved workmg
WIth women legIslators m KwaZulu-Natal Provmce, constituency outreach, ethIcs legIslatton, and
mtergovernmental relatIons NOI has publIshed a comparative study on second [parhamentary] chambers
and IS near completIOn on a SImIlar study on party financmg Pat also mentioned the study mISSIOns to
Namtbla, MalaySIa, IndIa and the US

-3-



*

NDI ]S completIng the baselme assessment wlnch wtll produce memorandums-of-Wlderstand1Og (MODs)
between NDI and each partner Take note that NDIISouth Afhca ]S perceived more as a pro-bono
consultant than as a NGO here

Nam]b]a Jean Lavoie articulated the need acknowledged by NaJDlb]ans to "democratlZe democracy"
MPs are begmDmg to accept and 10 many cases argue for more hands-on 1Ovolvement 10 wntmg
leglslatJon The parbamentary project actJvltJes 10clude btll analYSIS, pubhc mformatJon, and ftmctJonal
comnuttee orgamzatJon

RIchard Klein addressed the technIcal aspects of the program, whtch IS about halfway through Its three­
year design He detaIled the work that had been put 10 to the opemng of the Parhamentary Research and
L]brary Service (PARLS)

The program's pw-pose]S to strengthen Parhament as a legIslatJve mst]tutJon, to make It more debberatJve
and more open between MPs and NGOs, to 10crease the VISibility and transparency ofparbament's work
Parhament's mfrastructure was not good, and the Speaker, COWlClI ChalTperson and Party Wlnps were
lDS]stent on the need for a bbnuy

The lead-up to the program was

• SIX-year old Parhament, wlnch IS constJtut]onal and co-equal branch ofgovernment,
• Two chambers 10 the Parhament (NatJonal Assembly and NatJonal COWlcll),
• Some common serviceS had already eXIsted (for example, research, mformatJon and bbrary

serviceS),
• Parhamentary L]brary eXIsted at 10dependence (However, when hbranan died, the hbrary closed

10 1992 The hbrary only re-opened With NDI's new program 10 1995 ), and,
• In preparation for current program actlVltJes, two consultants (Brad Greenfield and Keny

Nelson) wrote an options paper, as an lDltlal guide for what IS bemg done now

The materials and technIcal resources used have been a computer consultant, tendermg process (for the
eqUIpment), [computer] network service and "backbone," twenty computers, five prmters, a scanner, and
staff tra]mng To date, approXlmately $500,000 has been spent Some compatible equIpment has been
donated by another donor

Parhament's tmmeWate uses ofPARLS are

•
•
•••

the capabll]ty to gather mformatlon on the role of trad]tlonal leaders for pend10g
legIslatloD,
the ablhty to obtam the agenda for the next Commonwealth Parhamentary Umon
meetmg to make mformed pohcy 1Oputs,
the access It prOVIdes to regional and 1Oternatlonal pubhcatlons,
the ablhty to seek adVIce from tramers who are overseas, and,
production ofa pamphlet on the New National COWlcl1

Add]tlonal benefits accrued are that the computers prOVide many uses beyond typmg documents The
network allows for commumcatlon Wlthm the Parhament, wlnch was lnstoncally dIfficult, and outside of
the Parbament, lmkmg It to the rest of the world VIa the Internet, wlnch was preVIously llDposslble Now
the Improved commumcatlon wtll faclhtate the exchange of mformatlon With regards to btll summanes,
etlncs Issues, and ]dentJiY1Og tramers In the hbrary, people can now perform an Internet search, there IS
an on-bne database and CD-ROM products are avatlable

This type ofnetwork ]S useless Without also trammg people how to use]t The Namtbla program plans to
broaden the tralDlDg to other staff and MPs, to 10clude an advanced "tram the tramers" aspect It WIll also
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*

*

tram a future systems manager Thus, developmg self-confidence of the local staff enough for there not to
be a questJ.on of the future management of tlus system The computer network WIll be expanded A
CD-ROM hbrary WIll be created ThIs project WIll have an on-lme catalogue and a dlal-m modem bank
(for ematl and Internet capablhty)

Lesotho Pat summanzed the prospectIve Lesotho program, the pnmary focus of whtch IS advocacy
trammg and IdentIfymg NGOs for trammg The Commonwealth IS conductIng a pre-electIon assessment
out of whtch there may be IdentIfied some electIon-related work for NDI Lastly, tlus program WIll be
staffed out of the Johannesburg Office

MauntIus Roger Berry descrtbed NDI's response to an Umted States informatIon Servtce (USIS)
mVitatIon to assist m addressmg etlucs and transparency m the pohtIcal process Roger and VUSI Mavuso,
charrman of the Gauteng ProvmCIal legislature's Etlncs Comnuttee, spent five days m Reumon meetIng
WIth the Pnme MmIster, parhamentarlans, JournalIsts and academICS They addressed publIc forums and
had medIa mtervtews They were asked to analyze the draft etlucs code

Zambia NDI closed Its office and suspended all electIon-related programmmg m Zambia on July I, 1996
Former Program DIrector KeIth Jenmngs recently returned for a bnef post-electIon assessment mISSIOn
followmg the November 18, 1996 parhamentary and presidentIal electIons

Regardmg the prospects for future programs, Pat noted that functIomng pohtIcal oppOSItIon and
mdependent medIa operate there, but NDI has suffered a loss of trust m country due to our departure
Whtle the overall pohtIcal SItuatIon holds mterestmg compansons to MalaWI, ZambIa wants to be
compared to countrIes north of It, such as Burundi, ZaIre, etc Keith's report WIll broadly detail NDI's past
effectlveness and potentIal future efforts there

Wasbm~on, DC Ed Brown stated how popular opIDlon m Washmgton and around the US contInues to be
a mlsperceptIon that the US spends too much money on foreIgn asSIstance Couplmg tlus pubhc
perceptlon WIth an mcreased concern m the US over domestlc ISSUes places even more pressure not only
on the amount of money aV8.11able for foreign asSistance progr8.lDS, but also mcreases the deSIre for
concrete and tangible results from those programs USAID through "re-engmeermg," has establIshed a
framework for reportmg program results

What IS necessary for NDI at tlns tIme IS to be sure we have the proper tools to evaluate the D&G
programs and to test ourselves on the measurement deVices Accordmg to Ed, proper evaluatIon 8.l1d
measurmg ofdemocratlc efforts can also help to mstltutlonahze the process However each country has It
own nuances and the actual measurmg of democracy w111 dtffer country-by-country ThIs IS where a self­
evaluation WIll be necessary Ed remmded that when the work gets dlfficult we need to remember that
foreIgn aSSIstance work IS dlfficult but Vital work ThIs work needs to be done regardless of the
frustratlon Lastly, our greatest strength IS to draw from each other and relate what IS stmtlar among the
countnes [m Southern AfrIca] to lessen our burdens [No need to re-mvent what already worked for
someone else l ] BaSIcally Ed wants us to remember that whtle we are a long way from home, we are not
alone here
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&GIONAL LOGISTICS REPORT
proVided by the Johannesburg Office

Roger Groom conducted thts sessIon WIth an emphasIS on support

Roger dIscussed SIX areas of lOgIstIcal support prOVided to SAT staff and programs study mISSIOns, conferences, office
moves, eqwpment purchases, lOgIstIcs memos, and per dIem

Study Missions: The RegIonal logIstIcs Office (RLO) WIll assIst program staff WIth all lOgIstIcal
detaIls All detaIls of the proposed study nusslon should be presented to the RLO to assIst them m
secwmg hotels, flIghts, Visas or Visa apphcatIons and ground transport, m addItIon to wntmg lOgIstIcs
memoranda and descnbmg protocol

Conferences: The Johannesburg and Washmgton LogtstIcs Offices WIll offer personnel and systems
for professlOnahzmg conferences and semmars Concorde Travel, NDI's travel agent m the regIon,
also has a person m charge ofconference faclhtIes whose serVIceS are avaIlable to NDI m the regIon
The RLO drafted a conference checkhst to asSist staff (Attachment C Conference Checkhst)

Office Moves: The RLO prOVides asSIstance when any office moves are antICIpated Furthermore, It
WIll asSIst WIth the acqUISItIon ofpremtses, eqUIpment and furmshmgs so that personnel may cany out
the move WIth ltmtted dIstractIon to programs

Equipment Purchases: The Johannesburg and Washmgton LOgIstIcs Offices WIll gather quotatIons
on the eqUIpment that has to be purchased For example, m the purchase of a photocopIer the office
wIll look mto quotatIons (local, regIonal and US), hand the quotatIons to you and allow you to make
use ofthts wormauon m purchasmg the photocopIer

Lo:istics Memo: The office WIll also asSIst m the wntmg of lOgIstICS memos addressed to
consultants and experts partIclpatmg m programs ThIs memo should mclude contact mformatIon,
per dIem, taxes, currency, language, clothmg, convertIble currency, lodgmg and meals, etc For these
purposes, a lOgIstIcs checkhst IS avaIlable, from whIch staff can add to or subtract from
(Attachment D logIstIcs ChecklIst) The memo should also mclude customs mformatIon specIfic to
each country

Per Diem Allowance: ThIs IS an Issue that was very unportant to the regIon's staff All per dIem
calculatIons are to be prepared by program staff The followmg overview was gIven by Roger

• If a delegatIon comes to South AfrIca from MalaWI, for example, It IS the MalaWI program
staff who are respOnSIble for preparmg the per dIem forms, sendmg the forms on to Roger,
who wIll then request the per dIem and dIstnbute It to delegates upon theIr amval It IS
adVisable for program staff to mform the delegates beforehand of the purpose of the per dIem
amount that they WIll be recelvmg ThIs can be mcluded m the lOgIstiCs memo and the
formal letter of mVltatlOn Program staff also need to explam that when group meals are
prOVided, the per dIem rate may be reduced

• For a conference, fill out one per dIem form and mclude a hst of names Do a memo and
attach the hst of attendees to thts memorandum When It happens that a partICIpant leaves a
conference venue WIthout covermg hIslher extras, settle the amount, and ask for
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rellDbursement from the person [TIns IS the responsIbilIty of the program officer m charge
of the program] When an mternatIonal partIcipant makes work-related telephone calls from
htslher room, NOI WIll cover the cost but such calls should be lumted

• The estImated breakdowns for Meals-and-Incldentals were explamed by Roger as

20% for mCldentals
20% for breakfast
25% for lunch
35% for droner

TIns breakdown has been acceptable to NOIIWashtngton

• The per chem rate per day IS calculated at 75% ofthe offiCial US Government rate, and there
IS no need to proVIde receipts at the calculated rate, whereas the OPPOSite IS the case for
100% of the rate The former percentage rate was proposed because often per chem IS
misused, to buy presents for example It can, however, happen that one needs up to 100%
per diem mstead of 75% In that case, determme If more per diem wIll be needed, based
pfllDanly on the cost of aVailable lodgmg A memo needs to be WrItten, explammg why
more than 75% per dIem IS needed

• The Busmess Day m South AfrIca IS normally used to detemune the exchange rates

SAT staff were then bnefed on the polICies available to NOI employees on the Washtngton payroll, for
example, health msurance and the DRAFT shtppmg polIcy

Health Insurance Policy: The health msurance, Blue CrossIBlue Shteld IS a polIcy deSigned for NOI
employees on the Washtngton payroll These employees have to enroll on the Blue Cross enrollment
form And, the polIcy only covers health msurance for employees, not consultants Staff have to
mclude theIr dependants as well as theIr spouses on the form Any change m statIts must be updated
on the form For travel outside ofWashtngton, an asSistance prOVIder eXIsts, Amencan InternatIonal
ASSistance ServIces (AlAS), whtch also acts as a service proVider Staffwere also mformed of a lIst
of InternatIonal PartIclpatmg Hospitals under Blue Cross Most staff ongmatmg m Washtngton are
covered by evacuatIon msurance NOI IS mvestlgatmg a local polIcy for all staffm the region

DRAFT Shipping Policy: A draft shtppmg polIcy IS bemg clfculated for mput from the field staff
Staff were requested to fill m the form, distrIbuted by Roger, for comments The contnbutton of staff
Will ensure an effectIve process m developmg the shtppmg polIcy

&VIEW OF MATERIALS DaVid Stearns, the moderator of thts seSSion, requested that as the regIOn's
offices produce new matertals, that they send copies to Silas Lamola m the Johannesburg Office for general avatlablhty
and CirculatIon Then, each country program basically noted either therr most recent 1996 publIcattons or (m
Mozambique's case) detailed the extensive CIVIC education and voter educatton matenals that thts program had
developed over the last year

Followmg IS an updated lIst of avaIlable reports and publIcatIons
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Lift ofSoldhem Africa Pubbcations
January 2,1997

ANGOLA

Civic Education: Degacao Angolana's a Mocambique - Documento Informativos
[March 2-8, 1996]

The Angolan StJldy Mission in Local Government and Intergovernmental Relations to South Africa
[July 1-12, 1996]

MALAWI

Malawi: PoliticalParty Training and Voter Education [NatIonal ElectIons, May 1994]

The Role ofParliament in Malawi's ConstitutWnal Democracy: A NDI Report on Seminars held at the Kwacha
Conference Centre [December 2-3, 1994]

Traditional Authority and Democratic Governance in Malawi: A Report on NDI Program Activitles with
Ma/awUm Chieft in Preparationfor the National Constitutional Conference [February 1995]

Recommendationfor theAmendment ofMalawi's ConstitutWns [By Parhament's ConstitutIon Comnuttee,
May 12, 1995]

lilt Is the People Who Make A Leader A Leader:" A Report on a Series ofFourteen Focus Groups Conducted m
Malawi [September 1995]

Women's Empowerment in Malawi: A ColkctiDn ofSpeeches and Papersfrom a Conference on Raising the Status
ofWomen. [1995]

Parlitlment's Organization: The Role Of Committee and Party Whips: A National Democratic Institute for
InteTnatlonalAffairs Workshop Report [June 15-17, 1995]

Civil Society in a Democracy' The NGO Role as Advocate: A Report on the Proceedings ofa CONGOMAINDI
Conferencefor Non-GovernmentlJl Organizations [October 25-27, 1995]

Review ofthe New Draft Standing Orders ofthe NationalAssembly [By Bnan KIdney and Tract Cook,
March 6, 1996]

A Basebne Survey ofDemocracy and Governance Non-Governmental Organizations in Malmvl [June 1996]

Ba//Qt Test Report: A Report on a Series ofEighteen Focus Groups Conducted in Malawi to TestAlternate Ba//Qt
Procedures [June 1996]

A SpecUlI Meeting ofthe Ma1mvl Parliamentary Women's Caucus [Reference matenals on proposed legal refonns
prepared by the Women's Caucus, and analysIs and arguments respondmg to proposed legIslatIOn,
August 3, 1996]

"Can You CaY YourselfA Farmer If You Don't Go To The Garden'" A Report on a Series ofFourteen Focus
Groups Conducted In Malmvl [August 27-September 3, 1996]

Malawi Constituency Handbook fOT Members ofParliament [December 1995-0ctober 1996]
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A£4LA.WI - continued

Directory ofProfessional Women in Malawi [December 1996]

Guide to the Malawi ConstitutWn [pamphlet co-produced WIth a local NGO on the nghts of CitIzens under the
MalaWian Constltunon, hrmted dJ.stnbutton mostly WIthIn the parlIament, 1996]

MOZAMBIQUE

Imagining Democracy: A Report on a Series of Focus Groups in Mozambique on Democracy and Voter
Education [By Lows Hams and Associates, June 1993]

Vota Mozambique [By Claun1Lows Hams, September 1994]

"Ha Lugar Para Todos" {There is a Pklce for Everyone]: An Independent Evablator's Report ofNDl's Voter
Education Program in Mozambique [December 1994]

US Ethics Laws and Ruks: A Report on a Meeting ofa Dekgation ofMozambican Members ofPar/imnent with
tJee Washington DC EtJeics Experts [June 1995]

RADIO PIAY: There is a Placefor Everyone [1996]

STORYBOARD KITS [1996]
• Moderator's GUIde,
• Volume One, Reference Manual (Wntmgs on a mulnparty system, pennomng offiCials, human

nghts, and the Mozambican Constltution), and,
• Volume Two, Reference Manual (Informanon on the Parbament, the parbamentary comnnsslOns,

the nghts ofCitIzens when detamed by the pobee, etc)

On the Road to Local Ekctions: Focus Group Research in the ProvUlces ofZambezitz, Sofala, Manica and
Nampu/a (Mozambique) [February 1996]

SKIT: Diversity is Best [June 1996]

SONG: What is Democracy [July 1996]

Rights andResponsibilities ofCitkens UI a Democracy [August 1996]

Report on Public Forums [Held m September, and report IS m Portuguese, October 1996]

Instructional Manual on the Right to Petition [Examples ofpetlnons, etc, and report IS m Portuguese, December 1996]

Report on Focus Groups [Report IS m both Enghsh and Portuguese, m production, December 1996]

Transcrtptions ofPublic Forums [Held September-October 1996 m ZambeZla, Sofala, MaDlca and Nampula Provmees,
and report IS m Portuguese, m production]

How to Organize a Citizens Forum [Report IS m Portuguese, m producnon]
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NAMIBIA.

Democratic Elections in Namibia: An International Experiment in Nation Buddmg [June 1989]

Namibia: The Parliament and Democracy Symposium Report [March 18-29, 199I]

Voter Education in Namibia [October IS-December 15, 1992]

National Council ofthe Republic ofNamibia Standing Rules and Orders [1993]

NationalAssembly ofthe Republic ofNamibuz: Standing Rules and Orders [1993]

Uneven Paths: AdPancing Democracy in Southern Africa [By Padratg O'Malley, September 1993]

Voter Education in Namibia [1994 National Elections]

ReachingNamibia's Voters through Radio and TelevISion [1994 National Elections]

Comments on the Namibian Presidentlal andNationalAssembly Elections [December 7-8, 1994]

Strengthening the Parliament in Namibia. A Look at Parliamentary Library, Information and Research ServICes
[October 1995]

Strengthening the Parliament: Reports on the Namibuzn Committee Systems [May 7, 1996]

How Laws are Made [By the Legal AsSistance Centre, 1996]

"You Need Five Fingers to Pick up a Stick" [Focus Group Report, 1996]

Reports on Focus Group'Research in Namibia: Popular Perceptions ofPobJical Institutions [October 1996]

SOUTHAFRIC4

Party Agent Training Kitfor Local Government Elections

Project Vote: Voter Education Manualfor Tramers [1992]

Project Vote Voter Education Manualfor Community Educators [1992]

Conference on "Free and Fair Elections," Cape Town [March 12-14, 1993]

Conference on "Competmg in Democratic Elections," Johannesburg [Apnl 2-4, 1993]

Project Vote: Voter Education Manualfor Community Education [May 1993]

Resource Book "Election Monitormg and Ohserving in South AfrICa: A National Conference," Durhan and South
Africa [May 14-16, I993]
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SOUTHAFRICA - continued

Monitoring South Africa Elections [July 29, 1993]

Key Fintlings ofSurvey ofEligible South Africa Voter [By NDI. Internattonal Repubhcan Instttute (IRI) and the Jomt
Center for Pohttcal and EconoIDlc StudIes. November 6. 1993]

The Point ofNo RetIlm: The Politics ofSouth Africa on Election Day [By Padralg O'Malley, Apnl 1994]

Project Vote: South A/rica Focus Group Reports [December 1994]

Project Vote: Materials on Local GOlIernment [1994-1995]

Project Vote: Voter Education Manualfor Trainers [1995]

VIDEO-IzwiLabantu [1995]

How Legislative Committees can make Government more Efficient and Effective: What IS Your Role? [Resource
materIals. 1995]

Project Vote: Directory ofTransitional LocalAuthordies Eastern Cape [1995 Local Government Electtons]

A Public Opinion Survey on Voter Registration for the South African Local Government Elections [By Lake
Research and Project Vote. July 1995]

The Ethics Briefmg Book: A ComptliztWn ofRules and Laws Concerning the Conduct ofMembers ofParliament
[1996]

The Ethics Resource Team: A Report Presented to the Joint Subcommittee on Ethics Parbament ofthe Republic
ofSouth Africa [January 23,1996]

The EthICS Study Mission to Ireland and the Umted Kmgdom: A Report ofParluunentary Delegation
[January 23, 1996]

KwaZubtlNatal: 1996Local GOlIernment Elections [By Lake Research, February 1996]

National Directory ofTransitional LocalAuthorities [March 1996]

Unwersity ofthe Western Cape: INTLOLA "Issues and Challengesfor '96" [May 1996]

University ofthe Western Cape: INTLOLA "Budget Reform" [July 1996]

University ofthe Western Cape- INTLOLA "Putting Gender on the Agendo" [September 1996]

University ofthe Western Cape: INTLOLA "National Council ofProvinces" [November 1996]

Information andPublic Participation [October 1996]

A Comparative Study ofSecond Chambers ofParliament in Selected Countries [October 1996]
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January 2,1997

SOUTHAFRICA - continued

Consbtutional MulJi-Party Democracy and the Political Transformation in South Africa: Part One ofThree-Phase
BaselineAssessment [November 1996]

CONSTITUENCY OUTREACH: Creating Channels of Access [A report on a workshop faclhtated by NDI,
December 1996]

ZAMBIA

The October 31, 1991 National Elections in Zambia By [NDI and the Carter Center, October 31, 1991]

PoliticalParty Workbook: "PoliticalPart:ies in Zambia's MulJi-Party Democracy"
[August 25-29, 1992]
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Havmg completed the reVIew of regIOnal programmmg and adrmmstratIon, the remamder of the staff workshop was
devoted to an extensIve sessIon on planrnng conducted by Fran Farmer, and to the development of ethics and
transparency measures for use m developmg democracIes TIns latter sessIOn was conducted by Roger Berry and
Patnck Henry

TRAINING SESSION: PROGRAM PLANNING, MANAGEMENT AND REPORTING
Part One: How to Plan and What Tools to Use
The sessIon began With partiCIpants "de-constructIng therr workspace" These sessIOns were deSIgned to respond to the
needs ofthe partiCIpants, emphastzmg that the most unportant resource NDI has IS Its people m managmg programs

Before makmg the connecnon With USAID results packages, Management Consultant Fran Farmer and Moderator
Consuella Brown started the proceedmgs With a votIng exerCIse Everyone wrote down three constramts on
management and the followmg were Identrlied

TuneJResource Management

• settmglestabhshmg pnontIes
• programs are tIme-sensitIve, yet expected to often respond to requests of the chent who determmes and

changes the tlmeframe of the project
• lmuted staffcapaCIty
• over-extensIon ofprogram actIVItIes
• coordmatIon
• lack of acnVIty-trackmg systems
• detennmmg tlmeframes and deadlmes
• staffmeetIngs that optumze the coordmatlon ofpeople's work
• constramts m relatton to Job dunes/shortness of tune

GoaVObJectlves Defimtton

• estabhshmg clear goals and strategtes
• need for long-tenn planrnng
• cultural understandmg
• wect communtcatlon
• perspecttves/motlvatlons ofNDIICountly, donor, recIpIents or "chents"
• understandmg the local envrronment
• communtcatton among local and expatnate staff
• mfonnatton on needs and expectations

Pohttcal SituatlonlProgram Implementation

• pohtIcal and cultural envrronment, change POlItICIans' moodsltdeas accordmg to polItIcs ofthat tune
external constramts that make you lose SIght of ongmal project goals

• creative and responsive actIvIttes
• general pohttcal reahttes (gettmg people together, raIsmg awareness, and gtvmg hope to beneficlanes)

professlOnahsm
• teamwork, create ownerslup among all staff m programs

-13-



Everyone was asked to record three challenges to program planmng The followmg were lIsted

Assessmg Needs and Management

• establIshmg the short- and long-term goals
• ad hoc plannmg
• need to commumcate, to aVOId «re-mventmg the wheel"
• compartmentahzatlOn ofprojects/need for holIstlc, long term VIew ofprogram by everyone
• lack oftime
• confhctmg local mterests
• planmng more than one month ahead
• how to complete task m tune (on schedule/deadlme)
• pnont1Zlng

ImplementatIon

• learn how to plan
• need to gather mformatlon on program needs ofclIents
• lack offocus (for example, on the part ofprogram partner)
• last mmute changes/unrelIable resources, participants
• plans drafted, but nnplementatlon does not get off the ground
• covermg all eventualltleslfigunng out what IDlght go wrong ahead oftlme
• changmg and unpredictable polItical realIties

EvaluatlOnlMomtonng

• plannmg hardly seen to be lmked to evaluation and momtonng
• foreseemg results after plannmg/focus on results

In tryIng to ldentlfy mllJor problems and fmd solutions, these issues were looked at

• What makesfor a good manager?

• What does It mean to manage (many of us come from the school that It means to get along and have
fun)?

• How do we look at specific Issues andplan with USAID mtennedlate results andstrategic objectives
mmmd?

To asSist people m notmg the most common management IDlstakes, Fran showed a very funny VIdeo about an
unorganIZed manager that is part of a management development senes produced by Monty Python's John Cleese
PartiCIpants then Identified problems that the manager m the film possessed

~ disorganIZed,

~ poor time management,

~ no documentatIon,
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• poor delegatlon,

• poor office setup-allows people to drop m unannounced,

• poor commumcatlon,

• no pnontJzatlon (Many problems evolve from this problem),

• dId not take responslblhty,

• over mflated self-lIDportance,

• poor onentatlon for JUOlor staff,

• no clear roles or responslblhty,

• no plamung,

• poor decISIon-makIng (A manager must be a decIslonmaker), and,

• lack ofperspectlve and balance

FIRST OBJECTIVE Most people are only able to plan 50% of their work ahead of tlme One's goal should be to
have 75% of one's work planned ahead of time and executed as planned.

WHAT ARE PROBLEMS THAT NO! STAFFERS FACE IN ACHIEVING TIllS GOAL?

•
•
•
•
•

external factors,
mternal mterdependence, but mternal dlsorgamzatlon,
poor pnonty-settlng,
over-extended, and,
lack of shared VISion

•

PLANNING AND REGULAR. PRODUCTIVE MEETINGS CAN HELP Wrm THESE [ABOVE-MENTIONED] PROBLEMS

FOOD FOR THOUGHT•••Mana ement is a Process!

Management is•••

1 Gettmg tlnngs done through people
2 EffiCIent use ofresources
3 Planmng, leadmg and controllmg orgamzatlOnal efforts to achteve orgamzatlOnal or program ObjectIves

NOTE
Number J IS the most dlfficuh acttvrty; and, also the most unportant one' Workmg m a multIcultural and multt-ractal enVIronment
makes thmgll more difficult. You cannot control other people

Number 3 IS what we usually focus on.
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SECOND OBJECTIVE As managers, we need to devote more tune to people-related Issues, for example

• commumcatmg;
• hstenm~
• mtegratmg commumcahon and bstenmg mto everyt!ung,
• mobilizmg or utilizmg chfferent workstyles,
• acceptmg or gxvmg constructIve cntIcISID, and,
• bemg consIstent yet fleXIble

Some management concepts to be aware ofare that

MANAGEMENT IS...

A process
The reqwrement ofprepared managers and staff

E:ffu:lent conversion ofprogram mputs and outputs
Clear goals and steps to aclueve these goals AND

Regular analysIs

KEYMANAGEMENT TOOLS are:

Workplans (Annual and Program-Wide)

.. List specIfic actIVitIes

.. Set a tuneframe

.. Consider the resources needed

.. Determme the person(s) responsible

.. Note the mwcators

2 Quarterly ReView ofWorkplans

3 Monthly Progress Reports

4 Feedback Mechamsms (momtonng and evaluatIon)

5 Workplans for each staffer With perfonnance standards
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WHAT GOOD MANAGERS DO:

Conceptualtze Plan
Orgaruze Coordmate

Problem-solve Innovate
Make DecISIOns Lead MotIvate

Most managers want to be Implementers But, managers are not Implementers

Problems WIth ManllBement Trammg Managers are not born They are made Management trammg does not solve all
the problems It raIses one's conscIOusness to problems Need to focus on plamung, commumcatIng definIng clear
roles and responsIbilitIes Conduct self-assessments

Fran then mtroduced the Idea of the Project Life Cycle (an over-sImphficatIon of a more mvolved process) m four
parts

1 NEEDS ASSESSMENT

• anythIng from a survey nnSSlOn, to SImply consultmg WIth stakeholders
• must do thts
• must be systematIc and look at context
• uyou skIp thts your project WIll faIl
• always need to carry out needs assessments (condItIons are not statIc)
• USAID also does thts, however, Just because USAID does It does not mean you do not need to
• Someone commented that "I don't know what It (needs assessment) IS, but I've done It"

2 IDENTIFY AND DEFINE PROBLEMS

• need problem statement
• gIve context
• proVIde baselme data (from needs assessment)

3 DEFINE PROJECT GOAL AND OVERAlL SlRATEGY (STRATEGIC OBJECTIVE)

• goals are strategIc objectIves
• when speakmg to USAID, one needs to separate goals, but when plamung one needs to look at

all goals together so one can use one's resources m the most effiCIent way

4 MONITORING AND EVALUATION

need to conduct throughout
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TIlE PROJECT LIFE CYCLE

Define Project Goal &
Overall Strategy

Develop l\'lonitoring &
Evaluation Plan

Select Project

Obi
ves

Determine Activities &
Prepare \Vorkplan

Develop a~
Staffing &
Training

Plan

Assess Needs~

Identify & Define
Problems

~

Determine Budget

~

Monitor &

Evaluate

Establish
Recordkeeping System

~
Undertake
Activities

Start-Up Activities
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Part Two: Scenario Exercise
In summmg up the Frrst Part ofthts two-part trammg session, Fran Fanner repeated that the plannmg process reqwres
keepmg the followmg m mmd all ofthe tune

I) the IDlSSlon strategtc obJectIve,

2) the mtermedtate results and actIVItIes, and,

3) the measurablbty ofmdtcators, and the unpact of the programme and It's actIVitIes

There were three groups domg the plannmg exercise and the followmg Issues were raIsed at the report back seSSIon

The hardest aspect of the exercIse was not knowmg where to start - There IS need for guIdance m the process, m the
IdentIfication of unmedtate results, and m the IdentIficatIon of mdtcators There needs to be proper and flUId
commumcatIon channels between NDI and USAID It must also be kept m IDIDd that reports on unmedtate results are
guides and that workplans are the most unportant tools for thts work A further pomt to keep m mmd IS the nnportance
ofwhat NDI wants and needs to do WIth the program, and that these reports are means ofcommumcatIon With USAID

In developmg a proposal and workplan for USAID, It IDlght be easier to Identify the chfferent components of the
program, Identify the actIVlhes, then phrase the Immediate results and to carry on from there

Planrung occurs m a dynannc atmosphere and the plan should always be a flexIble tool It should be a gUIde to asSiSt m
the effectIve orgamzatIon of staff and resources Durmg the plannmg stage, everyone needs to be part of the process,
and at all tunes be well Informed Managers should create an enVIronment that bUIlds an effechve team and where
honest, construchve cnhque IS welcomed Should the assumphons on whIch the program IS based be changed, It IS
pOSSible to adjust the workplan, It IS Just unportant to keep everyone mformed and to leave a paper traIl at all hmes

Ennes CODES Roger Berry began the semmar With the defimhon of ethtcs and how ethtcs codes are
related to more transparent and accountable government The Issues surrounclmg ethtcs are accountabIlity, pubhc
confidence and antI-corruphon How to ensure equal access to government, mcrease pubbc percephon of fatrness, and
prevent corruphon Systems for government ethtcs and transparency are essenhal components of democraoc
development The legthmacy ofgovernment IS strengthened when the CitIzenry IS assured that office holders are makmg
deCISIOns free from any confltct-of-mterest or bkelthood ofcorrupoon GIven the pobocal senslOVIty of the ethtcs Issue,
NDI's role m the establIshment of ethtcs codes should be that of mformmg the process and consensus-bmldmg, not
advocacy For mstance, the NOI-sponsored study IDlSSlon to Ireland and the Umted Kmgdom (UK) for South AfrIcan
offiCials allowed the South AfrIcans a chance to diSCUSS thts Issue m an enVIronment removed from the polItIcal
SenslOVIty ofdomestlc tensiOns

NDI has establIshed an mnovaove strategy for provldmg asSIstance on ethtcs and transparency, focusmg on three key
areas

legal frameworks,

~ cOllllselmg and educaoon, and,

~ oversight and mvestlgatIon
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Two pnnclples underpm any effectIve legal framework for government etlucs, namely that

1) Publzc officials should not use their positions for pnvate gam, and

2) PuMc offiCials shouldshow Impartlalzty andfazrness m carrymg out their duties

The unplementatIon of these prmclples IS based on legal 1I1Struments that mclude the dIsclosure offinancIal mterests and
11ID1ts on mducements that may be offered by those who seek to gam mfIuence m government decision-makIng
processes Counselmg and educatIon mvolves changmg the culture of mstltutIOns, understandmg the preSSlU"e placed on
offiCials, countenng greed, and mdependent counselmg The paradox ofOVersIght and mvestlgatlon IS that transparency
can actually raise the profile ofcorruptIon It IS unportant therefore that systems are developed to handle allegations of
corruptIon

Why IS disclosure Important? FIrSt, systematlZlDg procedures fights corruptIon by ensurmg that an offiCial's act will be
reviewed by others Second, momtors and controls have the benefit of unprovmg consistency and predtctablhty
Disclosure covers the folloW1I1g

• Shares and mvestments
• Remunerated employment outside ofgovernment
• DlTectorsmps and partnersmps
• Consultancles
• Sponsorsmps
• Gtfts and hospitality
• Benefits
• Foreign Travel
• Land and Property
• PensiOns

Laws vary m terms of the 1unlts and prombltIons and m tertns of specmclty m the rules For mstance m the state of
llimOls, no legislator may accept any econOmIC opportunity where he/she knows that there IS a substantlal posslblhty that
the opportumty IS bemg afforded hun With the mtent of mfIuence In the state of Dmo, no pubhc offiCial shall use the
authonty of IDS office to secure anythmg of value that IS of such a character as to marufest a substantlal and unproper
mfIuence upon h1m

Rsources NDI's methodology of offermg assistance on etlucs IS two-fold mfOrmtng the process of
estabhshmg a code of etlucs through the participatIon of an mternatIonal ethics resource team and provldmg matenals
and comparatIve research on ethics legislatIon mother countnes QUestiOns that members of parhament posed to NDI
on ethtcs dunng the draftmg process of the code ofethics were posed to the mternatIonal ethics resource team by e-matl
and fax The comparatIve model approach proVides a range ofperspectlves, by not advocatmg any system, per se

DisCUSSion
How do you reply to, what 1 would see as a natural questibn that might beposed by South Africans, ofhow the US
can talk about how to prevent co"uptwn when we have so many problems WIth ethics in the US? We have
distanced ow-selves from the US trend because our focus does not concentrate on the US model We have an
mternatlOnal resource team and It IS unportant to acknowledge that even With systems m place, there are always
loopholes m the system that need to be addressed as they are discovered

How do you take the politics out ofIt? In South AfrIca, the study mISSion to Ireland and the UK helped to remove the
pobtlcs out of It by bemg m a neutral enVITonment Also, for the pohtlcal partIes, It was a combmatlOn ofgomg through
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the matenals on then- own to VOIce theIr concerns The Afncan Nabonal Congress (ANC) was tnlbally wary of other
people Jommg m the process, but Mnuster Kader Asmal was m the end swpnsed that the Nabonal Party (NP), for
example, contnbuted to the specIfiCIty of the code Also, NDI's work on thIs Issue With the Gauteng legislature focuses
on worktng With all polIbcal parbes

How much of the public information is being token into account? Currently we are entenng the second stage of
bUlldmg structures and educatmg not only parlIamentarIans but people who engage parlIament Perhaps the
MozambIque team can offer suggestIons of how to mcorporate a CIVIC educanon program on conupbon to complement
the current focus ofour work on ethIcs at the parlIamentary level

&MARKS BY USAID DIRECTOR AARON WILLIAMS: "The Strategy Behind USA/D's StraiegU:
Objectives" Discussmg the USAID program, Aaron WIlliams emphasIZed the re-engtneenng ofUSAID, the new focus
on responsIveness and "lIstenmg to clIents" to better ascertam what IS needed and how to proVIde It To proVide the
broad framework m whIch the USAID program operates worldWide, he bnefly summed up foreign assIstance pnonttes
for the US Government

• Economic Growth

• Population and Health (mamly m the area of the mV/AIDS cnsIs)

• Democracy-and-Governance. Aaron stated that USAID Will leave "no stone unturned" m
supportmg as many D&G tnsututtons as It can He saId that USAID IS the pre-emment donor m
resource proVISIon m thIs field

• Environment
• Balancmg brown and green
• Samtatton
• Water

• HumaDltarian ASSIStance (or the feedmg and carmg for refugees) He commented that efforts
contmue to convmce the US Congress to spend more money on preventtve dIplomacy to aVOId
situanons requrrmg costly humamtarIan relIefwhIch often comes too late and at a heavy pnce

He noted that these are global "pnontles" but do not exclude other areas In South Afnca, USAID mamtams SIX
program areas, whtch are

Democracy and GovernancelD&G (I'he second largest USAID/South Afnca program sector and
pOSSibly the largest D&G obllgatlon In the world)

2 Education (The largest USAID/South Afnca program sector)
• Pnmaa educatIOn curnculum development/teacher trammg and Enghsh as a second language,

and,
TertJ.my educatIOn work WIth htstoncally dIsadvantaged umversitites, the pnnciple source of
educatIOn for black South AfrIcans

3 Public Health

4 Economic Reform and Development. Thts mcludes a program called the Mandela Scholars Program
deSIgned to tram the next generatton ofmacroeconOlmsts through educatiOnal programs
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5 Private Sector Development

6 Housing

In conclusIOn, he stated that consultation IS a way of hfe m South Afrtca for all stakeholders Thus the USAID plan has
been based on extensIve consultations WIth the South Afrtcan "chents" that USAID works WIth In addItion, Aaron
descnbed USAID as mcreasmgly focusmg on pubhc1Z1Dg Its work, so that people Will have a greater understandmg

On the Issue of trade versus ald, he does not beheve that openmg markets and trade IS a replacement for development
programs He then asserted that President Clmton IS detemnned to assert Amencan leaderslnp
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LIST 01' ATTENDEES
13-15 DECEMBER 1996

SAT REGIONAL CONSULTATIONS
{Alphabetical, by first namel

ANGOLA
CARMEN Lane

LUIZViera

JNairobi) KENYA
FRAN Farmer (Consultant)

MALAWI
ADRIAN Muunga

BRAD Austin
CONSUELLA Brown

FELIX Edwards

MOZAMBIQUE
ANGELA Abdula

'CHARLOTIE Cerf
DANI Johnson
JOHN Karren
NICOLE Seibel
OTILIA Aquino



NAMIBIA
ACHIENG Akumu

GWENDOLYN Wellman
JACQUI Dariiels

JEAN Lavoie
PERO Nampila

RICHARD Klein
ROSEMARY /Uises

SOUTH AFRICA
DAYID Stearns

MALCOLM Abrahams
PATRICIA Keefer ( Regional)

PATRICK Henry
RAYMOND Schuller

ROGER Berry
ROGER Groom (Regional)

SHELLEY Dryden (Regional)
SILAS Lamola (Regional)

URSHULA Lottering
VALMA Hendricks

fJohalUlesburg) S~UTB AFRICA
Melenie, Kate & Helen tCONCORD£ TRAVEL)
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fJohannesburg}
SOUTH AFRICA SECRETARIAT

PATRICIA Molaba
SAM Kgeledi
THULl Nkosi

JPretoria) SOUTH AFRICA
AARON Williams (Director, USAID/SOUTH AFRICA)

JWashington, D.C.) USA
ED Brown (NDI Senior Consultant)
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LOCATION:

ARRIVALS:

DEPARTURES:

REPORTING:

MODERATORS:

FORMAT:

SUMMARY AGENDA

NDIISAT REGIONAL CONSULTATIONS
13 - 15 DECEMBER 1996

Valley Lodge
Magalzesburg, South AfrIca
Telephone (0142) 77 1301
Fax (0142) 77 1306

Thursday 12 December - afternoon/evemng
FrIday 13 December - mornmg

Sunday 15 December -- evemng
Monday 16 December -- mornmg

Contact Silas Lamola, RegiOnal Logistics (Johannesburg Office), as to your
departure of chOice Telephone (27)(11) 403 8956, Fax 403 8960

Shelley Dryden, Southern Africa RegiOnal ASSIStant (Johannesburg Office)
w111 be the General Rapporteur, for each mdividual seSSiOn a rapporteur WIll
submIt theIr report -- via emaIl, diskette and/or hard copy -- to Shelley prIor to
departure on Sunday 15 December 1996 The report w1l1 be drafted and
Circulated to each country team before It IS finalIzed and sent to Washmgton

PatrIcia Keefer, Southern Africa RegiOnal DIrector, WIll be the general
moderator WIth each sessIOn chaIred by an mdividual staff member WIth one or
more presenters

Each sessIOn wl1l be based on presentatIOns WIth suffiCIent tIme for mqumes
and comments, In some cases, we WIll engage m problem-solving real-lIfe
scenarIOS, In others, we WIll have product-OrIented workshops We encourage
the use of Visuals -- VIdeo, sample materIals, and dIagrams An overhead
projector, VCR, etc wlll be avaIlable



Fnday. 13 December

MornmglAfternoon Arrival and Check-m

12:30 p.m. Lunch

1:30 - 2:00 p.m. Opening: OVERVIEW
Convemng
ChaIr Pat

2:00 - 3:30 p.m. COUNTRY OVERVIEW (PROJECT REPORTS)
ChaIr Ed
Rapporteur Brad

10 mmutes per country project (one reporter, mtroduce team)

• Angola (Lane)

• MalawI (C Brown)

• South AfrIca (Keefer)

• NarrllbIa (LaVOIe)

• Lesotho (Pelzman)

• MaUrItIUS (Berry)

• ZambIa (Keefer)

• Report from Washmgton (E Brown)

3:30 - 3:45 p.m.

3:45 p.m.

Tea

REGIONAL LOGISTICS REPORT
Presenter Roger G
Rapporteur Urshula

This seSSIOn wIll conSIst of a bnef outlIne of the aSSIstance avaIlable to staff
and offices 10 the regIOn from the regIOnal support office 10 Johannesburg
Included 10 the presentatIOn and dIScussIon are study mISSIOns, conference
presentatIons, office moves, eqUIpment acqUISItIOn, evacuation msurance,
lOgIStiCS memos and, travel per diem



Friday, 13 December - continued

4:30 p.m.

5:30 p.m.

6:00 p.m.

7:30p.m.

COUNTRYPROFILE: Mozambique
Presenter Charlotte
Rapporteur FelIx

NDI's program In MozambIque continues to offer up mnovatiOns m project
actIVItIes whIle at the same tIme overcommg unseemmgly dIfficult
Infrastructural obstacles and precIsely trackmg and reportIng results The
current ImtIative In grassroots democracy educatiOn bUIlds on the 1994 voter
educatiOn project - recogmzed by the Umted NatiOns for Its effectIve

penetratIon and creatIve use of local customs and norms This current project
Introduces the network of tramers to the language and structures of democratIc
governance, uses focus groups to develop educatIOnal matenals and Integrates
eXIstmg NGOs and CBOs Into the publIc forums/town meetings Program
actIVItIes mclude focus groups on the awareness of democratIc concepts,
natlOnaVprovmcIaI/district trammg, trammg modulars, Rights and
Responslbzlztles ofCltzzens In a Democracy, matenals -- a trainers' manual, a
reference manual, the radIO play There IS a Place for Everyone, the song What
IS Democracy, the Dlverszty IS Best skIt, a storyboard, and a VIdeo for NGOs on
how to be more effectIve commumty and CIVIC organIzers

NAMIBIA RESEARCH CENTER AND LIBRARY
Presenter RIchard
Rapporteur Valma

VIDEO SCREENING: SATRegional Video

Dinner

Saturday, 14 December

•

•

7:30 - 8:30 a.m.

8:30 - 9:30 a.m.

Breakfast

Review ofMaterials
Moderator DaVId
Rapporteur John

Each country team WIll present publIcatIOns, reports, studIes and materIals that
have been produced III the 1996 program actIVItIes



Saturday, 14 December - continued

9:30 a.m. -1:00 p.m. TRAINING SESSION: Program Planning, Management and Reporting
Moderator Consuella
Presenter Fran Farmer, Consultant
Rapporteur RIchard

The complexItIes and varIOUS components of each of the country programs has
created a need to Improve the tools we use for planmng and day-to-day
management The program desIgn creates the demand In addItIon, USAID's
reqUIrements for momtormg and measurmg results, reportmg and evaluatIon of
our program actIvItIes, reqUIres us to mtroduce and utIlIze more sophistIcated
plannIng The mtegratIOn of "md]cators" m our planmng Instruments ]s
essentIal

Part One: How to Plan and What Tools to Use.

What tools do good managers use? How are these tools adapted to our work
whIch IS greatly mfluenced by polItIcal events? How can we use systems that
are "user fhendly," not cumbersome or time consummg, and easy for
momtormg and reportmg?

1:00 - 2:30 p.m.

2:30 - 3:30 p.m.

Lunch
REMARKS: AARON WILLIAMS, DIRECTOR, USAIDISOUTHAFRICA

"The Strategy Behind USAID's Strategic Objectives"
ChaIr Pat
Rapporteur DaVId

SEMINAR: Ethics Codes
Moderator Jean
Presenters Roger B and PatrIck
Rapporteur SheIla

IncreasIngly governments and parlIaments In the regIOn are seekmg NDI's
aSSIstance WIth ethICS laws and procedures In thIS seSSIOn, Roger wIll present
the multI-faceted legIslatIve framework and PatrIck wIll review the materIals
and access to the EthICS Resource Team

The development of ethICS laws and enforcement IS a sensItIve Issue for any
democracy, and yet It IS cntlcal for bUIldmg and sustammg the publIc's
confidence m government NDI IS developmg the capacIty to provIde a full
range ofaSSIstance In the area ofethICS whIch may be expanded throughout the
regIOn In thiS seSSion, the key elements of these program Imt]atIves wIll be
revIewed, as well as the areas for further development



Saturday, 14 December - contmued

•

•

3:45-5:00 p.m.

7:30 p.m.

Sunday, 15 December

7:30 - 8:30 a.m.

8:30 -11.30 a.m.

12:00 - 12:30 p.m.

12:30 p.m.

Afternoon

BREAK-OUT WORKING GROUPS

Group 1 EthIcS Workplan (Program Staff)

Group 2 Admmistrative Schedulmg (AdmInIstrative Staff)

Braai

Breakfast

TRAINING SESSION: Program Planning, Management and Reporting
Part Two: Modifications in Plans and Reporting Results.
Moderator Charlotte
Presenter Fran Farmer, Consultant
Rapporteur Dani

What allowances are made m time management for changes m a plan? Does
such plannmg alter creatIVIty and the capaCIty to be responSIve to new
opportumtIes? How do we desIgn our program components to extract results?
How should we report our results to be consIstent WIth the terms ofour grant?

CRITIQUE OFREGIONAL CONSULTATIONS
Rapporteur PatrIck

Lunch

Check-out of rooms and Departure



•

ATTACHMENT C

Conference Checklist



•

CONFERENCE CHECK-UST

When planrnng a conference there are many dungs to thmk of before, dUring, and
after the conference. Below are a hst of questions that should be asked that, when
answered, will make any conference run as smoothly as pOSSible.

Ifyou are planmng the conference m-country and are not using outside assistance
then use this form as an mternal document If, however, you need the assIstance of
the Regional Office, use this form as a gwdelIne for the Regional OffIce to
coordmate the conference

PRE-CONFERENCE

Questions for the Project Director:

• When IS the conference?

• Where IS the conference)

• Do you need a venue)

• If so, what area would you prefer)

• When do you want everyone there? That morning, the mght before, etc

• When do you want yourself and other staff there)

• How do you want to get there? Plane, car, other?

• Do you need transportation once you're there?

• For yourself?

• For others) How many?

• Is a van necessary)

• Who do I need to make arrangements for and how many?

• Staff?

• Tramers?

• ParticIpants?

• VIPs?

• Do you want me to speak dtrectly to the traveler to get arrangements finalIzed,
or do you want to speak with them?



• Contact mformatlon~

• Do they have transport to the airport, or have them been Informed to keep cab
receipts to get reimbursed upon arnvaP

• Do they need to be picked up from the airport?

• Are we proVldmg accommodatIOn? Do you want people to double-up?

• Are we paying for everyone - If so, whIch project code?

• Are the partIcipants to be issued per diem~

• Who IS carrymg/dIstnbuting/reconcIling the per diem:>

• Who IS prepanng the per diem sheets:>

• Do you need me to prepare a cheque request:>

• How many per diem installments are the participants receivmg~

• When would you lIke the per diem to be dIspersed?

• Any group meals bemg deducted:>

• Do you need a logistics memo?

• Do you want name tags~

• Hso, please attach a lIst of names and titles, If necessary.

• Do you want a regIstration table?

• Do you want a slgn-m sheet?

• Do you want table tents~

• Questions to ask about the venue:

• Do you need breakout rooms~ How many~ How many people per
room~

• How do you want the room set? V-shape? Classroom? Boardroom:>,
etc

• When do you want tea/lunch breaks? Please proVIde a schedule.

• Are wake-up calls necessary?



•

• Do you want certificates~

• If so, please provide informatIon you would hke shown on the
certificate.

• Do you need translation~

• What type of equIpment do you require~

• Microphones, podIum, flIp chart and markers, VCR, TV, OHP, etc

Questions to ask yourself:

o Do the travelers need visas' Shots?

• How do I get the travelers their tickets~

• Are there any seating preferences, dietary requirements~

• Does anyone overnight on the way to the conference?

• Does anyone have more than an 8 hour layover~ Day rooms necessary?

• Have any arrangements been made WIth a venue?

Questions to ask the venue:

• How much per person, per mght, smgle and double~

• Can you offer an "embassy" or "corporate" rate~

• Which meals are mc1uded in the conference package? Teas?

• Do you have shuttles to and from the airp"'rt~

• How many people can your facIlIty accommodate?

• If a large delegatIon with plenty of rooms, can you provide a free "office" or
dIscount~

• Can you serve lunch or dInner m the conference room~

• What equIpment do you have at your dlsposa1~ Any extra charges?

• Check in tIme? Check out tIme?

• Are there breakout rooms aVaIlable?



• Do you take visa'

• Do you require a depOSIt' Will you accept a VIsa as a deposIt?

• When do' you reqUIre the fInal roonung hst and number of delegates?

• When do you require the number of vegetanans, kosher'

• H servlng buffet, do you have vegetarIan or kosher alternatIVes'

DURING THE CONFERENCE

When at the venue you must be sure:

• The room IS set properly.

• The regIstration table is set

• You've asked the factlity to prOVIde water and mmts and to refresh them.

• You know where the rest rooms are.

• You know how to use the AV eqUIpment, and translation eqUIpment.

• The room temperature IS okay and you know how to control It.

• You know where the phone is.

• You know the schedule and tunes for teas and lunch

• The matenals are set out properly.

POST-CONFERENCE

You should always do the followmg:

• Check out and scrutmize the btl!.

• Make sure everyone gets to their mode of transportatIOn.

• Collect everythmg from the venue.

• Wnte a thank-you note for good servIce from the venue



•

•

•

•

•

ATTACHMENT D

Logistics Checklist



LOGISTICS MEMO CHECKLIST

Please complete any mfonnation you would like included m your lOgIstics memo.

Tide and dates of conference/study missIOn!etc.

To whom would you like the memo addressed?

If a blanket form, mdIcate here: 0
Ifpersonahzed, attach a hst of delegates and contact mformatlon.

Tick below the InformatIOn you would like induded

•

•

•

o Itmerary

o Dietary
Reqwrements

o Voyager No/
Other frequent
flyer InfO

o Visa

o Immumzatlons

c=I Hotel Info

ISpeCIal No,es-

Tick here Ifyou want the delegate to contact you or Reg Log
Coordmator With special requirements

Tick here Ifyou thmk it necessary to ask delegate to report any
frequent flyer numbers to the Reg Log. Coordinator

ISpeCIal No""

ISpeaal No",,:

Please proVIde complete contact mfo·

•

•

o TransportatIOn ISpecial Notes
Arrangements

1....- _



o Per Diem Special Notes (who's handtng out, when to be received, etc)

o Emergency BeSIdes Reg Log. CoordInator, list emergency contacts
Contact Info

o Climate! Please descnbe:
Clothing

o DIetary/Special TIck tIDs to include too notice If necessary
Precautions

o Safety TIck tIDs to include this notIce If necessary
SpeCIal Notes·

D ElectriCIty TIck here to include information about voltage precautions

o Currency TIck here to include Information about current exchange rates, etc

o Other SpeCIal Notes you would lIke to include


