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CONSULTANT'S TRIP REPORT
SEPTEMBER 11-20, 1996

THE MINISTRY OF TRADE, TOURISM AND INDUSTRY
STRATEGIC PLANNING RETREAT

Scope of Work

The general purpose of the sIte VISIt was preparatIon, facIlItatIOn and follow-up of the M1illstry of
Trade, Tounsm & Industry strategIc planmng retreat The retreat was conducted as a first step m
the Mimstry's strategIc planmng process ThIs IS the Mimstry's first strategIc plan and first staff
planmng retreat

Accordmg to the Terms of Reference, the consultant was to

• Prepare matenals for use m traImng seSSIOn for those leadmg groups dunng the
retreat

• Conduct traImng for the group leaders
• ASSISt m final preparatIOns and lOgIStICS for the retreat
• FacIlItate the retreat and provIde full reportmg of the proceeds
• ProvIde a report on results of the retreat which can be dissemmated to those not m

attendance
• Prepare the Mimstry staff to progress to the next steps m theIr strategIc planmng

efforts

SpecIfic delIverables mcluded

• DetaIled deSIgns and matenals for the traImng of leaders
• TraInIng of group leaders to prepare them for smooth management of a partIcIpatory

process
• A final detailed workshop deSIgn WIth agendas
• A summary report whIch synthesIzes workshop comments and recommendatIOns
• A prehmmary outlme and overvIew ofthe strategIc plan based on the retreat
• RecommendatIons on the next steps to be taken by the Mimstry staff m the planmng

process

DocumentatIOn of the dehverables are mcluded m the appendIces of this report

Site VISit Agenda

Three days of the level ofeffort were allocated to matenals preparatIOn pnor to the VISIt to
Guyana The followmg IS the schedule of actIvItIes for the remammg 10 days ofwork
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September 11 Travel to Guyana

September 12 DuplIcatIOn and packagmg ofmatenals for the trammg seSSIOn, and conduct of
the trammg seSSIOn m the afternoon from 2 30 - 5 00

See AppendIx A for all materIals used m the trammg seSSIon

September 13 PreparatIOn ofmatenals for the retreat

September 14-15 FacIlItatIOn ofthe Retreat

September 16 PreparatIon of the Retreat Summary Report

See AppendIx B for the Retreat Summary Report

September 17 Refinement ofWorkmg Group results mto basIc actIOn plan charts to be used for
contmued plannIng, and preparatIOn for the group leader follow-up seSSIOn

See AppendIx C for Next Steps for Managers and Group Leaders and the
FIrst Draft of the ActIon Plan Charts The charts are expected to go through
consIderable refinement before they are complete

September 18 Meetmg WIth DIVISIon and Agency Managers and group leaders to reVIew the
first draft of the actIon plan charts and to prepare for the next steps PreparatIOn of a Bnefing
Paper to be used m up-commg consultatIOns by the MInIster and area managers to commumcate
the current status of the planmng process WIth those who dId not attend the retreat

See AppendIx D for the BrIefing Report

September 19 Bnefing seSSIon WIth the MInIster on current status and next steps m the planmng
process PreparatIon of thIs tnp report

September 20 Return tnp to MIamI

Next Steps

Over the next three weeks, the MInIstry WIll be workmg to refine the ObjectIves and tasks for the
actIOn plan ThIs WIll be achIeved m two steps

A The MInIster WIll meet WIth each of the DIVISIOn/Agency groups to respond to the
current content of the actIOn plan

B The task forces wIll them meet to follow-up on deCISIOns made durmg the meetmg
WIth the MInIster and to proVIde further refinement to theIr plan
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Dunng the week of October 14-17, I wIll return to Guyana to meet With each task force and the
core Steenng CommIttee to get theIr addItIOnal mput and changes, and to prepare the first draft
of the overall plan Dunng thIS VISIt final decIsIons wIll be made regardmg the structure and
processes for plan ImplementatIOn The draft plan wIll be dehvered to the Mlmstry on October
28, at whIch tIme they wdl conduct further reVIews and request changes, as needed, to produce a
final approved document

ObsenratlOnslRecommendatlOns

1 The planmng process m the Mmlstry of Trade, Tounsm & Industry IS evolvmg m a manner
almost dlametncally opposed to the process that occurred m the Mlmstry of Fmance The major
dIfferences are summanzed below

a) The Mlmster ofFmance was not fully convmced of the value of strategIc planmng
whereas the Mlmster of Trade has thus far demonstrated full commItment

b) The Mlmster of Fmance's Imtml mtentIOn to conduct rus retreat Without any external
assIstance resulted m no consultatIOn wIth the deslgner/faclhtator pnor to the
cohference Pre-retreat plannmg meetmgs With Mlmstry ofTrade were extensIve and
allowed the partIcIpants full bnefings and mput mto the desIgn

c) The partIcIpants for the Mlmstry of Fmance retreat were dIrected to attend
approXImately three days pnor to the retreat, whereas Mmlstry ofTrade, Tounsm &
Industry partlclpants were mformed a month ahead of tlme and gIven all partIculars

d) The Mimster of Fmance elected to pre-determme and announce the ObjectIves and
major strategIes of the plan at the opemng seSSIOn, chargmg partIcIpants to develop
speCIfic plans for how these would be carned out The Mimster of Trade asked
partICIpants to develop the plan from the ground up With the mtentIOn ofreVIeWing
and discussmg theIr findmgs and hIS own VIews after the retreat

e) The Mlmster ofFmance was VISIble throughout the retreat, respondmg to each
penodlc group report The Mlmster ofTrade spoke bnefly at the begmmng and end of
the retreat and was not present at any other tlme

f) From the very begmmng It was understood that the Permanent Secretary m the Trade
Mimstry would lead the plannmg process and Its ImplementatIOn He has
subsequently revIewed all matenals m detail at each step m the process At this pomt,
one month after the Mmlstry ofFmance retreat, no one has revIewed the draft plan
nor has an ImplementatIOn structure been estabhshed

These comparIsons proVIde mSIght mto the potentlal outcomes of the planmng process for the
two Mlmstry's By current mdicatIOns, the Mlmstry ofTrade, Tounsm & Industry process
should have very pOSItIve affects on the staffs morale, managenal performance, produCtIVIty and
outputs, whde the process m Fmance pomts to low If any Impact on the Mlmstry In fact, the lack
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of follow up In FInance could actually degrade morale However, the real outcome WIll not be
eVIdent for at least another SIX months At thIS tIme, It wIll be Important to evaluate the status of
the process In both MInIstnes and then determIne the sIgmficance of the compansons made
above

2 Feedback Via the evaluatlOns of the Mmistry ofTrade, TourIsm & Industry retreat (see
AppendIx B) mdicates that the major ObjectIves of the retreat were met Perhaps the most
effectIve (and affectIve) aspect was the mteraction both across the MInIStry and the
DIVISlOn!Agency groups whIch appeared to foster a new sense of team work The plannmg
products commg out of the retreat need conSIderable refinmg and lack the more mCISIve qualItIes
that one can get from a more experIenced group ofplanners However, conSIderable learmng
occurred dunng the course of the retreat and addItIOnal plannIng seSSIons WIll allow for more
strategIc thInkmg

3 PrIor to the retreat, there was conSIderable retIcence on the part ofpartIcIpants at the vanous
meetIngs held to prepare TheIr reluctance to talk, apparent even In the group leaders traInIng
seSSIon, made me somewhat apprehensIve about the energy level and outcomes of the retreat I
spent conSIderable tIme In the deSIgn phase worrymg about the length ofseSSIOns and how to
stImulate paIilcipatIOn As It turned out, groups members got very Involved, speakmg openly
about Issues The result was that I gave them too httle tIme In many ofthe seSSIOns For example,
In the openIng exerCIse they were asked to share theIr role and major outputs In the MInIStry was
scheduled to take 20 mmutes (approXImately 2 mmutes per person) DIscussIOn actually went on
for up to 40 mInutes In some groups due to the InteractIOn generated We got through the large
number of Issues we needed to, but WIthout some ofthe dehberatIOn that they deSIred As a result
you WIll see numerous requests m the evaluatIOn for a longer retreat - three days was proposed by
several Smce thIS was theIr first retreat of thIS type we had to begm WIth very baSIC Items such
as mISSIOns, mandates, roles, VISIons, etc I would adVIse that m the future, pre-retreat work
should focus on a reVIew of some of these Issues so that the full two days can focus on
formulatIon of ObjectIves and strategIes I do not adVIse a three day retreat People become too
tIred, and energy and focus are very dIfficult to sustaIn

4 It took a certaIn amount of promptIng to move the groups from very general levels of problems
and weaknesses to the more speCIfic IdentIficatIon of techmcallssues that relate dIrectly to theIr
mandate We had to get past the general comments about need for more eqUIpment, trammg,
staff, fundmg, etc m order to move to the level where they were lookIng at theIr outputs and
basmg theIr resource needs on these speCIfic Issues Thts was m part a deSIgn flaw, based on
some erroneous assumptIons I made about theIr thought processes I assumed that by dealmg
WIth the broader, more general MInIstry-WIde Issues on the first mormng, that when m the
DIVISIOn/Agency groups m the afternoon they would focus more on the techmcalIssues The
afternoon seSSIOn began WIth a reVIew of each DIVISIOn/Agency's key ObjectIves whIch was
mtended to focus theIr thInkmg on theIr servIces and outputs In hIndSIght, I belIeve the deSIgn
should have asked them to focus speCIfically on theIr mandate, products and servIces and IdentIfy
the weaknesses and constramts m them (not m the DIVISIon/Agency as a whole whIch was how It
was worded) DespIte my occasslonal InterventIons durmg the Saturday afternoon seSSIOn, I
remamed dIssatIsfied WIth the seSSIOn outputs On Saturday evenmg, I reworked some of the
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mstructIOns for the Sunday mommg strategy seSSIOn and rewrote the key messages of the lack
offmput seSSIOn I was to dehver I thmk thIS mterventIon sIgmficantly Improved the level of
self-analysIs dunng the Sunday seSSIOn However, I suggest that any future retreat deSIgns
consIder the need to focus attentIOn on the quahty and range of outputs, and not assume that the
groups wIll move automatically to thIs level of self-scrutmy

5 In a SImIlar vem, I was surpnsed by the lack of technIcal focus m the DIVISIOn!Agency
visIOmng seSSIOns where they were asked to descnbe the Ideal DIVISIon ofTrade or Tounsm, etc
Wlule I anticIpated some comments such as adequate eqUIpment, better workmg condItions, etc,
I also expected them to CIte activItIes, products or servIces whIch they know a quahty shop
would be producmg They were even mstructed to thmk m terms of "model" Mmlstnes they have
VISIted or are aware of I may be readmg too much mto thIS, but I got the ImpressIOn that they are
not as aware as they should be (even at the DIrector's level) of what constitutes qualIty standards
for theIr DIVISIons and AgencIes Perhaps some of our traImng ObjectIves should focus on this
problem

6 There can be httle doubt that the quahty of the group seSSIOns was sIgmficantly effected by the
lack of expenence and trammg on the part of the group leaders The one trallllng seSSIOn we had
was barely sufficIent to reVIew the deSIgn and the group leader mstructIOns for each task We
were unable to move mto more SOphIstIcated Issues of faclhtatIOn Regardless, I thmk It IS more
Important that they proVIde theIr own leadershIp In addItIOn to mamtaImng the sense that this IS
theIr process, It also proVIdes traImng through expenence I contmue to support thIS approach
despIte ItS ObVIOUS drawbacks

5
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APPENDIX A

1.- GROUP LEADER TRAINING MATERIALS

2. MINISTRY, DIVISION AND AGENCY
MISSION AND KEY OBJECTIVES
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MINISTRY OF TRADE, TOUISM AND INDUSTRY
1996-97 STRATEGIC PLANNING RETREAT

September 14-15, 1996

GROUP LEADER BRIEFING MATERIALS

Prepared by

Kandel! Bentley-Baker
IGllnternatlonal

1



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

MINISTRY OF TRADE, TOURISM AND INDUSTRY
RETREAT MATERIALS FOR GROUP LEADERS

TABLE OF CONTENTS

Participant's Agenda

Day 1, Session 1 (9 30 - 10 45)

Day 1, Session 2 (11 00 -1145)

Day 1, Session 3 (1 30 - 3 45)

Spokesperson Instructions

Questionnaires

Day 2, Session 1 (9 30 - 11 30)

Handouts on Thinking Strategically
Group Work Sheets
Spokesperson Instructions

Day 2, Session 2 (1 30 - 2 30)

Spokesperson Instruction

Day 2, SessIon 3 (3 30 - 4 30)

Recommendations for Group Leadership

1

4

7

8

11

12

16

18
21
23

24

25

26

28



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

MINISTRY OF TRADE, TOURISM AND INDUSTRY
1996-97 Strategic Planning Retreat

Participant's Agenda

Retreat Objectives

As a result of the MInistry of Trade, Tourism & Industry Retreat, participants will

1 Identify and analyze the key Issues and problems for the MInistry, Its
DIvIsions and Agencies which Impact productivity and credibility

2 Review and refine the MiniStry, DIvIsional, and Agency miSSions, roles and
relationships

3 Select PriOrity Issues and begin developing strategies and action plans to
address them as part of the first steps In developing the strategic plan

4 Identify strategies for cross-divIsional collaboration to bUild Ministry morale,
prodUCtiVity and credibility

Day 1 Issue Identification and AnalysIs, MIssion
and Role Clarification

9 00 - 9 30 Opening Remarks, Overview of Objectives and Agenda

9 30 - 10 45 Small Group Team BUilding and Issue Identification

The group Will develop a "VIsion" of what the Ministry would be like If It were
operating at maximum effectiveness Then they Will list the current Issues/problems
they see which need to be addressed In order to achieve this vIsion

10 45 - 11 00 Break

11 00 - 11 45 Integration of the Lists

For each of the five categories of Issues, a group Will meet to Integrate the
brainstormed list of Issues A representative from each of the cross-cutting groups Will
meet In the five topical groups and share their group's findings A Single Integrated list
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will be prepared and the group will select a spokesperson to present their Issues to the
full group

11 45 - 12 30 Sharing of Lists In the Full Group

12 30 - 12 40 PriOritization of Issues

The group will determine their top four priorities which will be the focus of problem
solving and strategy development In tomorrow's session

1240 - 1 30 Lunch

1 30 - 3 45 Meetings In DIVISional/Agency Groups to IdentIfy PriOrity Issues for the
Strategic Plan

PartiCipants will meet In DIVISional/Agency groups and develop vIsion statements for the
DIvIsion and Agency They will then list and Prioritize the Issues/problems which must
be addressed In order to achieve this VISion..

3 45 - 4 00 Break

4 00 - 5 00 Full Group Presentations and DIScussion

Each group will present ItS key findings on the VISion and PriOrity Issues for the DIvIsion
and Agency PartiCipants will be encouraged to ask questions

Day 2 Strategic Planning, Collaboration and Communication

900 - 930 Briefing on Problem Solving, Strategy Development, Conflict Management
and Development of Next Steps

Techniques for each of the above actiVities will be briefly reviewed before groups
go Into strategy sessions

9 30 - 11 30 DIVISional/Agency Groups Develop Strategies and Next Steps for Priority
Issues

2
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Groups will apply problem-solving techniques to the development of strategies,
action steps and resource needs for their three priority Issues As time allows,
groups may deal with fewer than three Issues or go on to cover more than the
top three

11 30 - 12 30 Reports to the Full Group

Reports will cover the general list of Issues, the top priorities and the strategies
Identified for each The spokesperson should not be the one who presented at
the end of the prevIous day

1230 -1 30 Lunch

1 30 - 2 30 Strategy Development for MIssion-wide Issues

Participants will work In their cross-cutting groups, each group assigned a
different PriOrity Issue to analyze DUring this seSSion, groups will develop a
general approach to solving the problem, specific action steps, and a general list
of needed resources

2 30 - 3 15 Reports to the Full Group

A spokesperson from each group will report on the findings

3 15 - 3 30 Break

330 - 430 Communicating the MInistry's Message of Renewed Commitment to
Excellence

Groups Identify strategies to be put Into motion which can enhance Internal pride
and dedication, and Improve the general Image and credibility of the MInistry and
ItS DIVISions and Agencies They will develop a presentation of their Ideas that
allows every group member to partiCipate Their group presentation can take any
form and It should be designed to arouse emotion In the audience Get the
audience motivated

4 30 - 5 15 Presentations

5 15 - 5 30 Closing Remarks and Evaluations

3
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MTT11996-97 STRATEGIC PLANNING RETREAT
September 14-15, 1996

Instructions for Day I, Session I, 9 30 - 10:45

Objectives for the Session

• To begin team bUilding across the various divIsions and agencies of the
MInistry

• To develop a shared "VIsion" for MInistry enhancement
• To Identl'fy the Issues and problems affecting the MInistry as a whole, which

Will serve as the basIs of the strategic plan

Prior to the Session

• Be sure you have your pad on an easel, a magic marker, a roll of tape and
your envelop of red dots

• On a pad sheet write up the follOWing list and tape It on the wall for use later
In thiS session

• Management and Administration
• The Work Environment and Support Services
• Personnel PoliCies and Staff Development (training)
• Relationships/Communication within the MInistry
• Relationships Outside the Ministry - Image

Instructions for Activity 1 Team-Bulldmg (9 30 - 9 50)

1 Instruct the group members that they are to share the follOWing

a) Their role In the Ministry
b) Two or three examples of the type of tasks they perform
c) One example of how they spend their time off the Job

2 Give them two or three minutes to think about their answers, then ask someone to
begin the sharing process Move around the group until each person has shared
their Information Be sure you also participate In thiS exercise You may chose to go
first If you think thiS Will help get the ball roiling
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Instructions for Activity 2 A VIsion for MTTI (9 50 -10 05)

1 You or your designee prepare to write participant comments on the pad After each
sheet IS filled, tear It off and tape It up on the wall within easy view of all group
members

2 On a blank sheet, place the following at the top THE MOST EFFECTIVE MTTI
Read the following to them as an explanation

If the MinIstry was functlOnmg exactly as It should to fully serve Guyana's needs,
what would It be lIke?

Ask the group to think about thiS for a few minutes and envIsion what the MInistry
would be like They are to provide a full descnptlon including ItS role, programs,
diVIsions, end products, staffing, equipment, reputation, and treatment of staff

3 Close out thiS activity by reminding group members to keep thiS "vIsion" In mind as
we move Into the next activity and the rest of the retreat You will be sharing thiS
group vIsion at the full group session Just prior to lunch...

Instructions for ActiVity 3 Brainstorming WeaknesseslProblems (10 05 - 10 40)

1 Inform the group that they will be brainstorming weaknesses, problems and
constraints that are affecting the MInistry as a whole Issues relating to DIVISions and
AgenCies will be addressed later In the retreat They should keep their Ideal VISion In
mind as they think about things to Improve

2 Call the group's attention to the list of problem areas on the sheet prepared prior to
the session

• Management and Administration
• The Work EnVironment and Support Services
• Personnel Policies and Staff Development (training)
• Relationships/Communication within the MInistry
• Relationships Outside the MInistry - Image

3 Lead the group through a brainstorming of Issues taking one category at a time As
you finish a sheet, tear It off and tape It to the wall for future reference Give the
group thinking time, don't become too concerned about penods of silence As you
go Into a new category, It may be helpful for you to give an example of the type of
problem that would fit Into thiS category Encourage group members to be as
speCific as pOSSible In their listing of Issues For example, If they say personnel
policies are outdated, ask them to proVide at least one speCific Illustration
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Instructions for Activity 4 Asslgnmg Members to Topical Groups (10 40 - 10 45)

1 When the group has run out of Ideas In each category, explain to them that their
next step IS to Integrate the group's list with those of the other groups you'll do this
by sending representatIves and lists Into five new groups, one for each of the
categones In other words, one member may go Into a group on Management and
Administration, two others Into Personnel Policies and so on

2 Ask the members to volunteer for the topical groups You will have already been
assIgned to a group There are 7 or 8 members In your group and 5 topIcal groups,
hence, In some cases you wIll be assigning two people to the same group

3 Instruct members to take their list of Issues with them Into the next session Signs
will be set up to show where each topical group IS meetIng

6
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Day I Session II Integrating the Lists of Problems,
Weaknesses and Constramts

Objectives of the Session

• To enable participants to work with an additional cross section of MITI staff
members

• To develop a single Integrated list of Issues relating to each category of
Ministry-wide weaknesses, problems and constraints

Prior to the Session

No prior preparation reqUired

Instructions for ActiVity 1 Integratmg the LISts (11 00 - 11 45)

1 Begin With the Group 1 representatives and ask them to share one of the Issues on
their sheet Move through each of the four groups, asking for one Issue/problem at a
time Ask representatives not to duplicate Issues, but be sure that all of the Issues
are recorded on the list If group members begin to disagree With each other about
the Issues, tell them that we will be PriOritiZing the Issues later on, a process which
will eliminate those Items that do not have group consensus When you fimsh thiS
process you should have a single list of Issues that contains all of the Ideas from the
four groups

2 Ask the group to review the list carefully and make sure that there IS nothing left off
that should be addressed Make sure that the Items on the list are as speCific as
pOSSible For example, an Item stating "poor equipment" should be rephrased to
proVide speCific types of eqUipment, a weakness In staff skills should list speCific
areas of weakness Engage the group In a diSCUSSion to proVide speCific examples
of problems where pOSSible ThiS will help you when you do the full group
presentation

Take the group's Integrated list to the large group meeting where you will prOVide a
presentation on the areas Identified In your category Plan to speak for no more than 6
minutes

The faCIlitator will collect all sheets from the morning sessions

7
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Group Leader Instructions for Day I Session III (1 30 - 3 45)

Objectives for this Session

• To develop a "vIsion" of effective DIvIsions and Agencies
• To review the major tasks/mandates for the DIvIsions and Agencies and

Identify weakness, problems and constraints
• To enhance dialogue among personnel working In the same DIvIsion and

Agency

Prior to the Session

• Make sure you have a pad on an easel, masking tape, a magic marker, and
an envelop of dots

• Make sure you have handouts 1) the 1991 miSSion and objectives statement
for your DIvIsion and Agency and 2) the questionnaire

• Place the following list on a blank sheet

* Policies and the regulatory environment
* Access to and ability to process Information
* Staffing and skills
* Relationships, coordination and communication
* Timely production of quality end products
* Resources

• Inform your group's Spokesperson I that they Will be reporting on the results
of this session at the end of the afternoon Give the spokesperson the
instruction sheet for their presentation

Instructions for Activity 1 The Questionnaire (1 30 - 1 45)

1 As group members come In give them the two handouts and ask them to begin
filling them out Tell them that the questionnaire IS to help them focus their thinking
for later discussion

Instructlons for ActiVity 2 A VIsion for the DIVISion and Agency (1 45 - 2 30)

1 Put the follOWing sentence at the top of a blank pad sheet THE MOST EFFECTIVE
DIVISION Explain this by reading the follOWing to the group
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If thIs DIvIsIon were functlomng exactly the way It should, what would It be like
and what end products would be generated?

2 Ask the group to enVISion what the DIvIsion would be like and then to share ItS
characteristics role, end products, structure, staffing, resources, work environment,
etc

3 If your group also has Agency membership, do the same thing for the Agency

4 Ask the group how many of them thought the miSSion or key objectives of the
DIVISion should be changed Ask for a couple of examples Then pose the same
questions for the Agency Have the spokesperson make note of the answers for the
presentation at the end of the day

Instructions for Activity 3 DlvlslonallAgency Identification of Weaknesses and
Constramts (2 30 - 3 30)

1 For those groups with Agency as well as DIvIsional staff, the Identification process
will take place In two segments, the first dealing with the DIvIsion and the second
dealing with the Agency The support services unrt will do only one brainstorming
session to cover all of ItS DIVISional functions

2 Read the following to the group

"The purpose of this session IS to stimulate an orgamzed analysIs of the problems,
weaknesses and constramts confrontmg our dIVISIon (and agency) ThIs analysIs
will lay the groundwork for development ofour objectIVes and strategIes We wIll
work wIth the SIX areas Itsted, but we are not conftned to thIs list"

3 Call the group's attention to the sheet of Issues prepared pnor to the beglnnrng of
the session Conduct the analysIs by asking the group to focus on each of the SIX
areas Deal with one area at a time, listing Items on the sheets Within each area,
label Items as either D (DIvIsion), A (Agency) orJ! (both)

Instructions for ActiVity 4 Prioritization of Weaknesses and Constramts for
Strategy Development (3 30 - 3 45)

1 Give each group member three dots and Instruct them to place the dots on the
weaknesses and constraints that they think are the top priorities for strategy
development In the 1996-97 plan
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2 After everyone has selected their top three Issues, review the sheet and circle the
three Issues which have received the highest number of dots

3 On a separate sheet labeled "Top Three Issues" list the three Items

4 Spokesperson 1 should prepare to do a presentation on the group's findmgs

10
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Instructions for DIvIsion/Agency Group Spokesperson I

Presentation followmg Day I, Session III

At the end of the afternoon, you are gOing to present your group's findings to the full
assembly Please confine your remarks to approximately 5 minutes

Include In your presentatIon bnef statements on the following group findings

1 VISions of the new and Improved DIVISion and Agency

2 Recommendations regarding a change In the MISSion and/or key objectives for the
DIVISion and the Agency

3 The top three pnonty Issues selected for strategy development tomorrow

You may want to place bullet POints on a large sheet to use as a Visual aid for you
presentation

11
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Day I Session III DIvIsion and Agency MIssion, Objectives and
Relationships

Questionnaire
(Consumer Protection, Foreign Trade, Industrial Development, Tourism·)

Begin by reviewing the key objectives for the DIvIsion, then answer the following
questions

1 Based on your analysIs, does the mission or objectives of the DIvIsion requIre
alteration? Yes No

2 If yes, give specific examples

Review the mission/key objectives for the Agency and answer the following
questions

3 Based on your analysIs, does the miSSion or objectives of the Agency need to be
altered? Yes No

4 If yes, give specific examples

5 Is the degree of coordination and commUnicatIon between the DIvIsion and the
Agency achieving the best results? Yes No

6 If no, give speCific examples

Although the Tourism AdvIsory Board IS not formally an Agency, It IS to be Included In that category for
the purpose of this questionnaire
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7 List below four major weaknesses/constraInts that are affecting the progress and
products of the DIvIsIon

a _
b _
c _

d -----------------------------
8 List below four major weaknesses/constraints that are affecting the progress and

products of the Agency

ab----------------------------
c _
d _

13



5 If no, give speCific examples

3 If no. What are the major complaints?

1 List below the ten major services provided by the Support Services DIvIsion

Day I Session III DIvIsion MIssion, Objectives and Relationships

14

6

7

9

8

10 _

Questionnaire
Support Services DIvIsion

3 _

4 _

1

2 Do you think the rest of the Ministry IS generally satisfied with the services the
DIvIsion provides? Yes __ No __

4 Is the degree of coordination and commUnication between the support services
DIvIsion and the other DIvIsions of the MInistry achieVing the best results?
Yes No

5 _

2 _

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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6 LIst below four major weaknesses/constraints that are affecting the progress and
products of the DIVISIon

ab----------------------------
c _

d ------------------------------
7 List below four changes that you think should be made In the DIvIsion

ab------------------------------
c _

d-----------------------------

15
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Group Leader Instructions for Day II, Session I (9 30 - 11 30)

Session Objectives

• To develop strategies for priOrity DIvIsion and Agency problems and
constraints

• To provide hands-on experience with strategic problem solving to be used In

future planning sessions

Prior to the Session

• Be sure that the group's top priOrity Issues are up on the wall and vIsible to all
members

• As members come In to the seSSion, pass out the participants' instructions
and work sheets

• Give spokesperson 2 the Instruction sheet for the presentation to be made at
th~ end of the morning session

Instructions for Activity 1 Strategy Development for Priority 1 (approximately 1
hour 9 30 -10 30)

1 Briefly review the five-step process the group will be uSing to address each problem
Encourage the group to ask questions

2 Initiate the process with priOrity 1 Begin with a brief diScussion of the problem How
IS this problem affecting the work of the DIvIsion and Agency? What are the Internal
and external causes? Encourage Interaction among the members This should be
an open and lively diScussion of the Issues (approx 10 minutes)

3 When the group has clarified the problem to their satisfaction, assist them to
develop a statement of the objectlve(s) The objective statements should reflect
specific conditions that will eXist once the problem IS solved There may be more
than one objective relating to a specific Issue or problem (approximately 10
minutes)

4 The next step IS to develop the strategy for achIeving the objective This IS the fun
part Encourage members to thInk creatively Use the large sheets to make notes of
variOUS Ideas raised by group members Allow discussion to continue for
approxImately 20 minutes or until all Ideas are recorded
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5 USing the work sheet provided to the members, list the primary tasks and end
products to be completed List them In the order In which they are to be done
(approximately 15 minutes)

6 Check your watch If time allows, take the last five minutes to Identify the resources
needed to complete each of the tasks Resources can Include money, consultants,
equipment, training funds, etc

Break Give your group a break after completing the first PriOrity Issue or when an
appropriate place occurs In your process

Instructions for ActiVity 2 Strategy Development for Priority 2 (10 30 -11 30)

1 Follow the same procedure as the first hour of the session

2 Move on to priority 3 If you have time left

3 Spokesperson 2 should prepare to proVide a presentation to the full group on the
findings pf the planmng session
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THINKING STRATEGICALLY: THE PATHWAY

VISION CLARIFICATION
Where do we want to go?

1
IDENTIFICATION OF ISSUES/PROBLEMS

Where are we today?

!
ANALYSIS OF THE ISSUES/PROBLEMS

What IS the nature and cause of each Issue/problem?

1
FORMULATION OF OBJECTIVES

What specific outcomes are we seekmg?

1
DEVELOPING STRATEGIES

What IS the most effective/efficient path from current state to desired state?

!
IDENTIFYING TASKS/END PRODUCTS

What are the specific sequential steps to Implement the strategy?

1
TIME FRAMES

What IS the realistic, but expeditious time table for execution?

!

RESOURCES
What do we need m order to be successful?

18
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I 1 VISION CLARIFICATION

I The VISion provides the basIs for the strategic plan It IS an Image of the future - the
destination for which the strategic plan IS the map The vIsion needs to be
communicated clearly and shared by all of those Involved In Implementing the plan

I 2 IDENTIFICATION OF ISSUES/PROBLEMS

I Once we know where we want to go, we must do a clear-eyed assessment of where
we are and Identify those areas where we fall short of the envIsioned goal This

I
process helps us determine specific things to change In order to achieve the VISion

3 ANALYSIS OF THE ISSUES/PROBLEMS

I We need to make sure we understand the nature of the problem, ItS causes (Internal
and external) and ItS Impact This information helps us to define solutions It IS

I Important to have concrete examples for analySIS of the problem

4 FORMULATION OF OBJECTIVES

I Once we understand the nature of our problems, we are ready to develop a clear

I
statement of specific outcomes that help us to reach the larger VISion Objectives
should be stated In terms of very specific outcomes desired These should be
observable and measurable

I 5 DEVELOPING STRATEGIES

I
Strategy development Involves Identifying the most efficient and effective way of
achieVing the objective If you drew a straight line between the current state and the
desired state, that would be the strategic path Strategies can be highly creative, but

I they should be as Simple and direct as possible

6 IDENTIFYING TASKS/END PRODUCTS

I Once you know the general strategy, you can layout the step by step process of

I
Implementing the strategy For example, that might Involve further fact-finding or
analySIS through a study, gathenng needed resources, meeting With people to
Inform them or get their support, re-organlzlng a Unit, hlnng new staff, training, or

I
prodUCing different products Many of the tasks or activities Will have an end-product
- a report or meeting or deCISion - that should be Identified

I 7 DEVELOPING TIME FRAMES

Once the steps are In sequential order, you should develop a time frame by

I assigning a due date for each step The time frame should be realistiC, consldenng

I
19
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what other work In gOing on, the numbers of approvals and reviews required and the
general "fire-fighting" that often delays progress However, the time table should be
expeditIOUS In order to ensure that whole process does not get bogged down and
lose momentum

8 IDENTIFIYING NEEDED RESOURCES

Most new Initiatives require resources, and they may not be In the current budget
Needed resources should be Identified so that a resource development plan can be
created and the resources acquired In a timely way If the resources required are too
extensIve to realistically acqUire, then a revIsion In the strategy IS necessary

•
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Instructions for Spokesperson II
Day II, Session I (9 30 -11 30)

You are gOIng to be reporting to the general assembly the results of your group's
strategic planning session Confine your report to 7 minutes total Include the following
In the report

• The Issue being addressed
• The obJectlve(s) Identified
• The lead strategy Identified by the group
• Why this strategy IS the most efficient and effective
• The key tasks or activities Identified
• The date by which the group thinks It can Implement the strategy
• Resources needed to Implement the strategy

Repeat thlS)nformatlon for Issue 2 (and 3, If your group got that far)
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Instructions for Day II, Session II Strategy Development for Ministry-wide Issues
(1 30 - 2 30)

Objectives for the Session

• To develop strategies for the top four MInistry-wide Issues
• To continue team-building activities on a MInistry-wide basIs

Prior to the Session

• The specific problemllssues for group consideration will be assigned based
on priorities Identified yesterday Write the group's assigned Issue on a pad

• Give the group's spokesperson their Instructions for the post-session
presentation

• Make sure the group members are given their new work sheets as they
come In

•

1 Call the group's attention to the Issue you have written down

2 Follow the same pattern of strategy development as was used In the morning
session

3 Spokesperson 1 should prepare the presentation to be given to the full group

24
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Instructions for Spokesperson I
Day II, Session II (1 30 - 230)

You are gomg to be reporting to the general assembly the results of your group's
strategic plannIng session Confine your report to 7 minutes total Include the follOWing
m the report

• The Issue being addressed
• The obJectlve(s) Identified
• The lead strategy Identified by the group
• Why this strategy IS the most efficient and effective
• The key tasks or activItIes Identified
• The date by which the group thinks It can Implement the strategy
• Resources needed to Implement the strategy

25
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Instructions for Day II, Session III A Renewed Commitment to Excellence (3 30 
430)

Objectives of the Session

• To Identify strategies for Improving communication with the constituents of the
MITI and Improve the Image of the MInistry

• To rekindle the splnt of motivation and pnde within the MITI
• To re-enforce the need for greater cross-MInistry support and collaboration

Prior to the Session

• Make sure you have the participants Instructions for thiS session

1 Dlstnbute the participants' instructions and give them a few minutes to read them

2 Work patiently with the group to develop the concept for their presentation Keep an
eye on the time and let them know when they have 15 minutes and 5 minutes left
Make sure that the "cntena " of the presentation are being fulfilled

26
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PARTICIPANTS'INSTRUCTIONS
Day II, Session III (330 - 430)

In this last group seSSion, your task IS to Identify a strategy for enhancing Internal pnde
and dedication, and Improving the general Image of the MInistry The group IS to
prepare a presentation of approximately 10 minutes that commUnicates your strategy
and meets the following cntena

• The presentation must actively Involve all members of the group
• The presentation should be designed to stir emotion In the audience

and elicit their response

Come up with a name for your group that Signifies the splnt of excellence and use that
name to Introduce the group for the presentation
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TASK FORCE AND COMMITTEE LEADERSHIP
A Few Recommendations

Whether you are leading a single meeting or managing numerous meetings on a dally
basIs, the follOWing concepts are keys to success When you review them, you may say
to yourself "Of course, I knew that" But do you actually do It? Many of these behaViors
fall In the category of "easier said than done"

1 Lead, Don't Dominate

Think carefully about your deflnltron of leadership Do you see It as bnnglng out the best,
most productive behaVior In those who follow you? Or do you see It simply as taking
charge? When leading a meeting, your focus should be one of drawing the best from all
partiCipants, not dominating the meeting with your own rhetonc Communication In meetings
should be two-way If partiCipants need to only listen to you, perhaps It IS more cost
effective to put out a memo

2 Know What Constitutes "Success" for Every Meeting.
Before gOing Into a meeting, you need to know the deSired outcome, the objectlve(s) and
end products to be achieved This should be shared with all partiCipants, and at the end of
the meeting success or failure should be declared If the objectlve(s) was not achieved, take
a moment with the group to determine why

3 Always Have an Agenda

In addition to knOWing your objective, you should know how you Will achieve It The agenda
IS the road map If you do not have time to prepare a formal agenda for the group, use a
blackboard or easel pad and put the agenda up just before the meetrng Another strategy IS
to spend the first few minutes of meeting trme prepanng the agenda with the group This
allows them to add their Issues to the agenda, but It takes valuable time

4 Be Aware Of Hidden Agendas

Be aware that group members may bnng their own agendas Into the meeting - agendas that
are not publicly shared Hidden agendas can be personal or work-related, and they can
have a dramatic affect on the interaction In the meeting Keep your eyes and ears open for
group behaVior that IS not "on POint" or productive If members appear to sabotage each
other or engage In non-productive conflict, you probably have hidden agendas at work
Examples Include behaVior which Increases personal power, calls attention to one's self,
puts someone else down or Sidetracks diScussion to a "pet" Issue Dealing with hidden
agendas requires careful conSideration A subtle remark dunng the course of the meetrng
may take care of It, but sometimes It IS best to speak with the person pnvately outSide the
group setting Unfortunately, people are often unaware of their own hidden agendas, and
may fall to recognize their own dysfunctional behaVior As a leader, you are not expected to
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be a psychologist, but you do need to mOnitor and confront disruptive or non-productive
group behavior

5 Time IS PrecIous

Convey the attitude that time IS precIous and not to be wasted A good way to help make
this Idea real for you IS to qUickly add up the amount of money In salary being "used up"
dunng the course of the meeting This may help to keep you on track and productive
However, this attitude can be taken too far Don't Ignore the human factors Sometimes
Issues anse that take time to work through Rushing things and failing to get group bUy-In or
understanding may cost much more In the long term

6 Promote Pre-Meeting Preparation

The more participants know about the tOPiC before the meeting, the more productive their
contnbutlons will be Reading background matenal, fact sheets, or a "white paper" before
the meeting enables all the members to share common context and terminology It
decreases conflict by providing essential facts rather than forcing members to rely on
opinions and related expenences If you send out memos announcing a meeting or
remlndlnQ participants of a meeting, attach the agenda and background information You'll
find dramatic changes taking place In the group's productivity and the quality of their Input

7 Stimulate DIScussion

First of all, don't make long-winded speeches This shuts down the group If you need to
provide background Information to the group, keep It short and focused Know what kind of
Input you want from the group members and ask questions that will draw them Into the
diScussion

8 Bring out QUiet Members and Control the Big Talkers

Part of your Job IS a great deal like a traffic cop, stopping some while encouraging others to
"get moving" People who contnbute frequently are often your most valuable members and
you don't want to discourage them, especially when they are shanng Important Ideas
However, you do need to keep everyone's comments fairly bnef and to the POint -- no
speech-making Also, be mindful of those who often need some encouragement before they
Will speak out Make sure you avoid a tendency to respond first to everyone's remarks Let
others respond first, play the gracIous listener When the exchange IS becoming less frUitful,
It may be time for you to step In and summarrze key POints In order to bnng the diScussion
to closure At that time, you can add your comments If someone has not already mentioned
them Remember, It does not threaten your leadership to let other group members come up
With good Ideas first

9 Keep DIScussion Focused

"Getting off-track" IS not always a bad thing Sometimes highly creative dialogue IS
stimulated dunng a meeting that has little to do With the tOPiC on the agenda A good leader

29



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

recognizes when diScussion IS valuable and "going someplace" productive, and does not
Interfere with this until time constraints require that the group refocus However, for the most
part, comments made by participants which are off-point are non-productive and at times
self-serving Leaders should develop their own personal technique for moving diScussion
back on track, such as "Thank you for raising that pOint, I'll put It on a future agenda" or
"That Issue IS something we can address later, but for now we need to turn our attention
back to the question at hand" Agendas which allocate time to each tOPiC can be very
helpful You can look at It and your watch and simply pOint out that "We're getting way off
schedule and are In danger of not achieVing our objectives for thiS meeting"

10 BUild Consensus

The major reasons for having group meetings are 1) to benefit from the knowledge and
experience of others and 2) to make deCISions which group members understand and feel
committed to Implement They "buy Into" the deCISion Hence, the chairperson Job IS one of
drawing out partiCipation, listening to contributions, prOViding Information where needed,
and leading the group to a consensus-based decIsion In some cases, the chairperson must
also help the group reach conclUSions that eXist Within certain financial or managerral
parameters

Consenslols does not mean unanimous agreement That IS frequently Impossible It means
that the group has talked through the Issues, negotiated compromises where pOSSible, and
come to a deCISion which satisfies the most members There are a variety of group
techniques which can be used to help groups move effectively toward consensus Some of
these Will be used durrng the MoF Strategic Planning Retreat

11 Manage Conflict, But Don't be Afraid of It

One of the first things to understand about conflict IS that It can be a productive and creative
tool Group members With divergent views coming to a mutually agreeable conclUSion IS
often the way that good deCISions are made One person thinks the answer IS A, another
thinks ItS 8, but In the end they come to C, which they both agree Will work ThiS IS often the
way mistakes are aVOided A good chairperson Will not panic In the face of disagreement,
but rather Will know how to ask questions, keep diSCUSSion calm and logical, deflect
comments which are personal attacks or off-pOint, and listen carefully to help the parties
seek out a mutually agreeable solution

Look for common ground Help members find Issues on which they agree ThiS beginS to
clarify the Issues on which they disagree, which are often less encompassing than It
appeared In the beginning Determine If the disagreement IS based on a difference In or lack
of Information If more information IS needed, place the diSCUSSion on hold until the correct
Information can be Introduced Don't allow disagreements between two group members to
dominate the diSCUSSion Get other members to vOice their Views, find out where the rest of
the group stands

Ask yourself If It essential to the deSired outcome of the meeting to bnng thiS conflict to
closure In thiS meeting If the conflict focuses on a peripheral Issue, stop the disagreement
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and postpone further diScussion If agreement on the Issue IS Important to achieving the
obJectlve(s) of the meeting, use the various methods described above

Be aware of patterns of behaVior Are some people repeatedly argumentative, seeking out
or stlrrrng up conflict when It appears to be unnecessary? Remember the section on hidden
(and often unconscIous) agendas Part of your role Involves dealing with disruptive
behaVior Sometimes It IS necessary to speak with people about their actions outside of the
group setting Start by helping them to see their actions the way others In the group see It?
Ask them If they are aware of their repeated behaVior Chances are they Will say no, and
then begin to manage themselves better In future meetings However, If dysfunctional
behaVior perSists, you may need to find some way to remove the member from the group

A great deal has been written about managing and negotiating conflict If you find that you
are particularly uncomfortable with conflict Situations or are unable to deal with
confrontation, you may want to do some additional reading ThiS area IS Important to master
for those who wish to be successful leaders and managers

12 Keep Records of Ideas, Issues and DecIsion

Always keep a record of what goes on In the meeting and prepare minutes for distribution to
the members Minutes or summaries of meetings usually do not need to be highly detailed,
but they should capture the basIc Ideas expressed and decIsions reached Some managers
Will use a support staff member to take notes dUring a meeting It Will probably take a while
for the minute taker to learn what IS Important to record and what IS not The chairperson
Will always need to edit minutes before they are disseminated Other approaches Involve
the chairman taking notes which are then typed and edited, taping minutes after the
meeting for transcription and editing, or appOInting one of the group members to take the
minutes for the chairperson to edit

Regardless of how It IS done, the minutes prOVide several valuable services They bring
absent members up to date, serve as a reporting tool for other managers and diVISions,
make members feel Irke their contributions had value, remind partiCipants of deCISions and
outcomes, and prOVide a record of proceedings for legal purposes
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MINISTRY, DIVISION AND AGENCY
MISSION AND KEY OBJECTIVES
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Foreign Trade DIvIsion and Guyana Export Promotion Council
Current Mission and Key Objectives

Ministry MIssion Statement

To formulate and provide an effectIVe mechamsm for the Implementation, evaluation
and Improvement ofpolicies, the aim of which will be to facIlitate economic and social
Improvements through coordmated actIOns m the areas of trade and trade liberalization,
tounsm, mdustnal development, and consumer affairs

Foreign Trade DIvIsion

Key Oblectlves

1 Support tlo1e regional integration movement by secunng more trade arrangements
and increasing trade with CARICOM In accordance with the Treaty of Chaguramas

2 Secure more bilateral and multilateral agreements In trade aid In each ofd the four
key geographical areas of activity

3 Improve the balance of payments situation through Increasing net exports

4 Increase the level of non-traditional exports

Guyana Export Promotion Council

Key Oblectlves

1 Promote non-traditional exports, and to co-ordinate the orderly development of
Guyana's non-traditional export trade

2 Advise the MInister on the formulatIon of natIonal export poliCies and to carry out the
Implementation of such poliCies

3 Recommend to the MInister and to Industry practical measures to stimulate export
trade

4 Work closely With the exporting organizations to ensure that problems affect exports
are expeditiously addressed
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Tourism Development
Current MIssion and Key Objectives

Ministry MIssion Statement

To formulate and provide an effective mechanism for the Implementation, evaluatIOn
and Improvement ofpoliCies, the aim of which Will be to faCilitate economic and social
Improvements through coordmated actions m the areas of trade and trade liberalizatIOn,
tourism, mdustrlal development, and consumer affairS

Tourism DIVISion

Key Oblect,ves

1 Increase net foreign exchange earnings from tounsm

2 Develop ecotounsm In Guyana within the Wider context of tounsm development In
the CanbQean

Tourism AdVISOry Board

Key Ob,ectlves

AdVise the MInister of Trade, Tounsm and Industry on the follOWing

1 Implementation of appropnate poliCies to attract and encourage Investment In the
tounsm Industry

2 Measures/strategies for an Integrated approach towards tounsm development In
Guyana

3 Analyze and make decIsions on

4 AdVise on appropnate land use practices and environmental strategies for the
development of eco-tounsm faCIlitIes In Guyana

5 The development of an eco-tpurlsm strategy/plan for Guyana

6 AdVise on measures and methods to be adopted for the development of all sectors
In the tourism Industry including airlines, hotels, ground tour operations,
transportation, commUniCations, etc
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Industrial Development DIvIsion and Go-Invest
Current MIssion and Key Objectives

Ministry MIssion Statement

To formulate and provide an effective mechamsm for the Implementation, evaluation
and Improvement ofpolicies, the aim of which Will be to faCilitate economic and social
Improvements through coordmated actions m the areas of trade and trade liberalization,
tounsm, mdustnal development, and consumer affatrs

Industrial Development

Key Oblectlves

1 Formulate an industrial development polley, synchromzed With the reqUirements of
Industry

2 Develop and Implement Internationally attractive industrial Investment incentives
3 Divest mo.re State corporations
4 Identify and explOit more industrial development opportunities With both JOint venture

and public and pnvate capital, and secure them both Internally and abroad
5 Create linkage Within and amongst sectorslJndustries

Go-Invest

Key Oblectlves

1 To assist Interested foreign and local Investors to launch enterpnses In Guyana by

• ProViding Investors With a comprehenSive summary of the steps necessary to
commence bUSiness operations

• Serving as a primary contact for Investors and liaiSing With other government
agencies throughout the process

• ASSisting With obtaining factory space or land for bUSiness purposes
• ASSisting In the obtaining of work permits
• ASSisting In the coordination of JOint-venture efforts between local and foreign

Investors
• PrOViding Information on Incentives avaIlable to Investors and regulations

relevant to the sector of Interest

2 To proactively present and promote Guyana as a World Class Investment location
by

• Highlighting the rapid and sustained growth record of Guyana since 1991
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• Revealing the fact that despite Guyana's small population, ItS market size IS very
substantial including the USA, CAIRCOM, Canada, Colombia, Venezuela" and
the European Union

• Letting Investors know of the liberalized financial regime that eXists In Guyana
• Educating Investors about the environment of good governance and political

stability that eXists In Guyana
• Highlighting the attractive wage rates and the highly literate worker Situation that

eXists In Guyana
• Creating opportunities for Investment by women, Amerindians and other

minOrities

3 To articulate government policy regarding Investment and make proposals to Cabinet
for streamlining the Investment process

4 To pOInt out that Investment possibilities In the Infrastructural sector currently eXist
for pnvate sector operations

5 To promote the pnvate sector as the engine of growth

•
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Consumer Affairs and the Guyana National Bureau of Standards
Current Mission and Key Objectives

Ministry MIssion Statement

To formulate and provide an effective mechamsm for the ImplementatIOn, evaluation
and Improvement ofpolicies, the aim of which will be to facIlitate economic and social
Improvements through coordmated actIOns m the areas of trade and trade liberalization,
tounsm, mdustnal development, and consumer affairs

Consumer Affairs DIvIsion

Key Oblectlves

1 Develop consumer protection poltcles and draft legislation

2 Develop and Implement a publtc education programme

Guyana National Bureau of Standards

MISSion

To promote standardization and qualtty systems In the production and Importation of
goods and services for the protection of the consumer and advancement of local and
foreign trade, thereby Improving the qualtty of Itfe for the people of Guyana

Key Oblectlves

1 To promote standardization In Industry and commerce

2 To prepare, frame, modify or amend speCifications and codes of practice

3 To make arrangements or prOVide facllttles for the testing and caltbratlon of
precIsion Instruments, gauges and sCientific apparatus for the determination of their
degree of accuracy by companson With standards approved by the MInister on the
recommendation of the CounCil and for the Issue of certificates In regard thereto

4 To make arrangements or provide faCIlities for the examination and testing of
commodities and any matenal or substance from or With WhiCh, and the manner In
WhiCh, commodities may be manufactured, produced, processed or treated
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5 To control, In accordance with the provIsions of the Act, the use of standardizatIon
marks and distinctive marks

6 To encourage or undertake education work In connectIon with standardization

7 To provide for cooperation with any person, association or organization outside
Guyana having objects similar to those for which the Bureau IS establIshed

8 To assist In the rationalIzation of Industry by coordinating the efforts of producers
and consumers for the Improvement of appliances, processes, raw materials and
products

9 To establish, form furnish and maintain Information systems and laboratories for the
purpose of furthenng the practice of standardization

10 To provide for the testing, at the request of the MInister and on behalf of the
Government, of local manufactured and Imported commodities With a view to
determining whether such commodities comply With the proVISions of this Act or
any other; law dealIng With standards of qualIty

11 To do such other acts as may be expedient or necessary for the attainment of the
objects of the Bureau
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Administration and Support Services
Current MIssion and Key Objectives

Ministry MIssion Statement

To formulate and provide an effectIVe mechamsm for the ImplementatIOn, evaluatIOn
and Improvement ofpoliCies, the aim of which Will be to faCIlitate economic and SOCial
Improvements through coordmated actions m the areas of trade and trade liberalization,
tounsm, mdustnal development, and consumer affairs

Key ObJectives

1 Properly maintained bUilding and equipment

2 Effective personnel service

3 Properly trained staff

4 Properly qualified staff for vacancies

5 Clean, tidy office surroundings

6 Appropriate filing system

7 Effective record keeping

8 Complex typed reports, letters and memos

9 MInistry's annual budget

10 Effective accounting service
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WHERE ARE WE GOING? A VISION FOR THE MINISTRY

Before you can plot a course, you must know your destmatlOn Before you can prepare a
strategIc plan, you must know the desIred outcomes The VISIOn IS SImply a descnptlOn of that
deSIred outcome

To determme the desIred outcome, we need to project ourselves mto the future and Imagme what
the MInIStry, ItS DIVISIons and AgencIes would be lIke If they were functIOnIng at optImum
levels and provIdmg the best qualIty servIce to the people of Guyana

Take a mmute to conceptualIze thIS Ideal MInIStry What kmd ofend products and servIces
would It be producmg? What about staffing, structure, management, support servIces, eqUIpment,
access to mformatlOn, work enVIronment, staff morale and reputatIOn? One techmque that may
help you IS to chose a "model" MInIStry, one m another country that you know operates m a
hIghly effectIve manner

In the space below, wrIte a descnptlOn ofwhat the MInIstry of Trade, TourIsm & Industry would
be lIke If It were functIOnIng at maxImum effectIveness m ItS servIce to Guyana

Do the same for your DIVISIOn or Agency

Please brmg thIS completed questIOnnaire to the retreat
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APPENDIX B

RETREAT SUMMARY REPORT
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MINISTRY OF TRADE, TOURISM AND INDUSTRY
1996-97 STRATEGIC PLANNING RETREAT

SUMMARY REPORT

Introduction

On September 14-15, a strategic planning retreat was held for the MInistry of Trade,
Tourism, and Industry for the purpose of Initiating the MInistry's strategic planning
process A group of 36 participants were selected from the Ministry's staff to provide
Input towards the development of fundamental objectives and strategic activities

The Scope and Role of the Strategic Plan

The strategic plan, Initiated through this retreat and slated for completion Within the
month, Will Identify the follOWing

• A set of objectives for Improving MInistry outputs and operations
• A set of strategies to achieve these objectives Some Will be short-term, while others

Will be medium or long-term In nature
• An action plan to ensure that the objectives are achieved In a timely manner
• An Implementation structure to assIst reporting of and accountability for the actIon

plan
• A resource development plan
• A plan for mOnitoring and evaluating progress In Implementation

The strategic plan WIll not define all Ministry work, rather It Will Identify lead objectives
outside the more routine work schedule, which are designed to enhance the Ministry's
effectiveness The plan Will not Include all Improvements needed Within the MInistry
Due to their heavy workload, pnorlty objectives are Identified and developed With the
understanding that new objectives can be added In subsequent planning sessions It IS
very Important that tasks Identified In the strategic plan are doable Within the workload
constraints already eXisting In the MInistry

SIX months after the strategic plan IS completed, an evaluatIon of progress toward
achievement of the objectives Will take place At that time, the action plan can be
modified to reflect new realities Strategic planning IS an annual process, enablIng the
MInistry to continually update, expand and refine ItS action plan
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Objectives of the Retreat

As a result of the MInistry of Trade, Tounsm & Industry Retreat, participants will

1 Review and refine the MInistry, DIvIsional, and Agency miSSions, roles and
relationships

2 Identify and analyze the key Issues and problems for the MIniStry, ItS
DIvIsions and Agencies which Impact productivity and credibility

3 Select pnonty Issues and begin developing strategies and action plans to
address them as part of the first steps In developing the strategic plan

4 Identify strategies for cross-divIsional collaboration to bUild MInistry morale,
prodUCtiVity and credibility

Architecture of the Retreat

The retreat was designed to maXimize each participant's ability to contribute information
and opinions A full agenda IS Included as Appendix A to this report A combination of
full group and small group sessions were used In order to generate Ideas and then
share them In full assembly

The design framework was conceived to enable participants to work In both
DIvIsion/Agency groups and In cross-cutting Ministry-wide groups This yielded two
outcomes

• It allowed participants to work with members of the MInistry that they may not
have Interacted with before for the purpose of developing strategies which affect
personnel across the MInistry

• It allowed the DIVIsions and their sister Agencies to work collaboratlvely on
Issues affecting their outputs Team bUilding between DIVISions and Agencies
was a by-product

The chart on the following page Illustrates the general architecture of the two days

2



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

DAY ONE DAY TWO
VIsion and Mandate Clarification, Strategic Planmng and
Issue Identification and AnalysIs Collaboration

Mornmg Block Mornmg Block

Participants work In small groups with Following a briefing on problem solving and
representation from all DIvISions and Agencies strategy development, DIvIsIonal/Agency
to groups will develop obJectives, strategies and

• Develop a VISion for the MInistry next steps for their Priority Issues Results will
• Identify MInistry-wide Issues/Problems be reported back to the full group
• Prioritize the MInistry-wide Issues

Afternoon Block Afternoon Block

Participants will work In groups comprised of Participants will work In cross-cutting groups
DIVISion and Related Agency Representatives to
to

• Develop a VIsion for their DIvIsion and • Identify strategies to be put Into
Agency .. motion which can enhance the

• Analyze and Prioritize DIvIsional/Agency general productivity, Image, and
Weaknesses and Constraints credibility of the MInistry as a whole

• Review and Refine DIVIsIon and Agency • Identify strategies for Increased Intra-
MIssions/Key Objectives MInistry collaboration

• Select 3 Priority Issues for the Next
Day's Strategy Development Work

Prior to the retreat, chairpersons for the cross-cutting and DIvIsion/Agency groups were
selected and briefed on the overall design and prepared for their roles as process
leaders

The retreat opened on Saturday morning With presentations by the Minister, the
Permanent Secretary (acting) and the BEEP AdVisor to the MInistry on the purpose of
the retreat and the outcomes to be achieved

Retreat Outcomes

ConSiderable data was generated by the vanous DIvIsion/Agency and cross-cutting
groups To ensure that all Input was documented and retained for on-gOIng
conSideration, all raw data has been recorded and IS Included In thiS report See
AppendiX B A review of thiS raw data Will demonstrate that workshop objectives were
achieved

3
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1 Review and refine the MInistry, DIvIsional, and Agency miSSions, roles and
relationships Saturday sessions generated an analysIs of missions and
mandates for the MInistry and Its DIvIsions and Agencies

2 Identify and analyze the key Issues and problems for the MIniStry, ItS
DIVISions and Agencies which Impact produCtiVity and credibility By the end
of the day Saturday groups Identified problems and constramts which
Impede performance of those mandates MInistry-wide and wlthm DIvIsions
and Agencies

3 Select pnonty Issues and begin developing strategies and action plans to
address them as part of the first steps In developing the strategic plan
Sunday sessions focused on the development of objectives and strategies
Only mmor work was conducted on actIOn plans, which Will reqUIre further
development followmg the retreat

4 Identify strategies for cross-divIsional collaboration to build Ministry morale,
productiVity and credibility EvaluatIOns mdlcate that mteractlon With other
staff members was viewed as a very POSitive aspect of the retreat Fmal
presentatIOns on Sunday focused on expressions of Improved mterpersonal
relationships and a new commitment to team work

At the end of the retreat, an evaluation was completed by the participants Results of
thiS evaluation are Included In Appendix C

4



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

APPENDIX A

PARTICIPANTS' AGENDA FOR THE RETREAT
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MINISTRY OF TRADE, TOURISM AND INDUSTRY
1996-97 StrategIc PlannIng Retreat

Participant's Agenda

Retreat Objectives

As a result of the MInIstry of Trade, TourIsm & Industry Retreat, partIcIpants wIll

1 RevIew and refine the MInIStry, DIvIsIOnal, and Agency mISSIons, roles and
relatIOnshIps

2 IdentIfy and analyze the key Issues and problems for the MInIStry, ItS DIVISIOns and
AgencIes whIch Impact prodUCtIVIty and credIbIlIty

3 Select pnonty Issues and begm developmg strategIes and actIOn plans to address them
as part of the first steps m developmg the strategIC plan

4 IdentIfy strategIes for cross-dIvIsIOnal collaboratIOn to buIld MInIStry morale,
productIvIty and credIbIlIty

Day 1: Issue IdentIficatIon and AnalySIS, MISSIon
and Role ClarIficatIon

9 00 - 9 30 Openmg Remarks, OvervIew of ObjectIves and Agenda

930 - 1045 Small Group Team BUildmg and Issue IdentIficatIOn

The group WIll develop a "vlSlon" of what the Mmistry would be lIke If It were operatmg
at maXImum effectIveness Then they wIll lIst the current Issues/problems they see WhICh need to
be addressed m order to achIeve thIS VISIon

10 45 - 11 00 Break

6
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11 00 - 11 45 IntegratiOn of the LIsts

For each of the five categones of Issues, a group wIll meet to mtegrate the braInstormed lIst of
Issues A representatIve from each of the cross-cuttmg groups wIll meet m the five topIcal groups
and share theIr group's findmgs A smgle mtegrated hst Will be prepared and the group wIll
select a spokesperson to present theIr Issues to the full group

11 45 - 1230 Sharmg of LIStS m the Full Group

1230 - 1240 PnontIzatiOn ofIssues

The group wIll determme theIr top four pnonties WhICh wIll be the focus ofproblem-solvmg and
strategy development m tomorrow's seSSiOn

12 40 - 1 30 Lunch

1 30 - 3 45 Meetmgs m DIvIsiOnal/Agency Groups to IdentIfy PrIonty Issues for the StrategIc
Plan

PartICIpants WIll meet m DIvIsiOnal/Agency groups and develop VISIon statements for the
DIVISiOn and Agency They wIll then lIst and pnontIze the Issues/problems WhICh must be
addressed m order to achIeve thIS VISiOn

3 45 - 4 00 Break

4 00 - 5 00 Full Group PresentatIons and DISCUSSIon

Each group WIll present ItS key findmgs on the VISiOn and prIonty Issues for the DIVIsiOn and
Agency PartICIpants wIll be encouraged to ask questiOns

Day 2: Strategic Planmng, CollaboratIOn and CommunicatIOn

900 - 9 30 Bnefing on Problem Solvmg, Strategy Development, ConflIct Management and
Development ofNext Steps

TechnIques for each of the above actIvItIes wIll be bnefly revIewed before groups go mto
strategy seSSIOns

7
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930 - 11 30 DIvIsIonal/Agency Groups Develop StrategIes and Next Steps for Pnonty Issues

Groups wIll apply problem-solvmg technIques to the development of strategIes, actIOn
steps and resource needs for theIr three pnonty Issues As time allows, groups may deal
WIth fewer than three Issues or go on to cover more than the top three

11 30 - 1230 Reports to the Full Group

Reports WIll cover the general lIst of Issues, the top pnonties and the strategIes IdentIfied
for each The spokesperson should not be the one who presented at the end of the
prevIous day

12 30 - 1 30 Lunch

1 30 - 230 Strategy Development for MIssIon-WIde Issues

PartIcIpants wIll work m theIr cross-cuttmg groups, each group assIgned a dIfferent
pnonty Issue to analyze Dunng thIS sessIon, groups wIll develop a general approach to
solvI~g the problem, specIfic actIOn steps, and a general lIst ofneeded resources

2 30 - 3 15 Reports to the Full Group

A spokesperson from each group WIll report on the findmgs

3 15 - 3 30 Break

3 30 - 430 CommunIcatmg the Mmistry's Message of Renewed CommItment to Excellence

Groups IdentIfy strategIes to be put mto motIOn whIch can enhance mternal pnde and
dedIcatIOn, and Improve the general Image and credIbIlIty of the MInIstry and ItS
DIvIsIOns and AgenCIes They WIll develop a presentatIOn of theIr Ideas that allows every
group member to partICIpate TheIr group presentatIOn can take any form and It should be
desIgned to arouse emotIOn m the audIence Get the audIence motIvated

4 30 - 5 15 PresentatIOns

5 15 - 5 30 Closmg Remarks and EvaluatIOns

8
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APPENDIX B

RAW DATA FROM GROUP SESSIONS
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RETREAT DATA

I MInistry-Wide VIsIOn, Issues and Strategies

The mommg seSSIOn on Saturday generated hsts of characteristIcs of a fully effective Mmistry
(the VlSlon) and hsts of problems and constramts whIch negatively affect the Mmistry's abIhty
to achIeve thIS VISIon and to fulfill ItS mandate The problems/constramts were dIVIded mto the
followmg categories and were mtegrated mto smgle hsts by the four cross-cuttmg groups

• Management and AdmmistratIOn
• The Work EnVironment and Support ServIces
• Personnel Pohcles and Staff Development (trammg)
• RelatIOnshIps/CommUnICatIOn wIthIn the Mmistry
• RelatIOnshIps OutSIde the Mmistry - Image

Four priOrity Issues were then selected for further conSIderatIon m Sunday's strategy seSSIOns
where ObjectIves and strategIes were outlmes for the strategIc plan

A VIsIOn of Ideal MInistry

Group I

1 Adaptive, responSIve and entrepreneunal
2 Team work and team buIldmg approach
3 Modem mformatIOn capabIhty and human resource development adequacy
4 Clear and explICIt polIcIes on trade, tounsm, consumer affairs and md Dev
5 More strategIc focus on tourIsm as a rapId growth mdustry
6 Guaranteed contmUIty of strategIC focus (polIcIes)
7 Pro-active m key areas

Group 2

Appropriate mandate of mInIstry IS adequate reflected m eXItmg mISSIon statement Hmdrances
m fulfillIng stated mandate

• mabilIty to retam sUItable qualIfied staff
• dIfficulty mimplementmg developed polIcIes
• establIshed systems
• lack of effectIve coordmatIOn among agenCIes responsIble for Implementmg polIcIes
• remuneratIOn packages to be reVIsed

10
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Group 3

1 Well coordmated agency
eeffectIve mteractIOn among
egreater efficIency
ecommulllcatIOn and admmlstratIOn support (clear hnes of commulllcatIOn)

2 DemonstratIOn of sound, effiCIent and effective decIsIOn makmg
3 Greater mteractIOn between top management and bottom level
4 ProvIsIOn of efficIent mformatIOn systems to faclhtate the pubhc
5 ProvIsIOn of hIgh quahty servIce to pnvate sector - the engme of growth
6 Well eqmpped mllllstry

estaff
etechmcal skIlls
eeqmpment

7 Clearly define pohcles
8 Clearly define and update Job descnptIOns
9 Well developed database system
10 Well tramed staff - human resource development (external and mternal)

Group 4

1 TechnIcally eqUipped
ewell coordmated
e resourceful
e capable ofmamtammg close and regular contact wIth sIster mllllstnes and related

mstItutIOns e g banks, pnvate sector
2 Well coordmated wIth a group of well tramed and tramable staff workmg together to achieve

the goals set to ensure the sOCial and economiC development of the country
3 Well coordmated body of men and women of mtegnty cooperatmg fully wIth each other m

and between dIVISIOns and agencIes excludmg and togetherness of though and actIOn
resultmg m a well motIvated effort towards the Mmistry's goal of"economIc and SOCial
Improvement m this regard the followmg should also be taken mto account
a) adequate resources - (human and other) to match goal achIevmg actIvIty
b) strong pohcy level coordmatIOn and cooperatIOn well focused on the goal
c) conductIve work enVIronment

4 An mstltutIOn whIch is staffed by a team of competent persons who have set goals wmch are
achievable/manageable and operate m an effiCient manner ThiS results m facihtatmg a
dynamiC busmess center

5 ConductIve work enVIronment whIch IS humane - fully tramed staff - well eqmpped
computers, furnlshmgs, statIOnery - congemal atmosphere (lobby and office)

6 Tramed staff at all levels - receptIOmsts, secretarIes, office aSSIstants, managers and officers
7 Equal OpportunItIes for all staff e g trammg and exposure

11
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B Problems/constramts which negatively Impact the Mmlstry's ability to
fulfill Its mandates

Management and AdmmIstratIOn

1 Inadequate representatIOn / advocacy by admmIstratIOn regardmg MInIstry'S concern and
pnorItIes

2 Lack of staff partICIpatIOn m declSlon makmg process

3 Poor planmng (strategIc)

4 Staff shortage III cntIcal posItIons
5 Poor delayed and Improper deCISIOn makmg
6 IneffiCIent use of resources
7 Inadequate resources
8 Lack of clear polIcy gUIdance
9 AutocratIc and msensItIve behavIOur of some staff m admmIstratIOn

Work EnVIronment and Support ServIces

1 Poor workmg enVIronment
- NOIse nUIsance
- Office faCIlItIes m shabby condItIon ( dIrty carpets, furnIture)
- JanItor servIces leaves a lot to be reqUIred
- Lack of power supply

2 Inadequate eqUIpment and poor qualIty faCIlItIes - lack of upgraded computers and
typeWrIters, crowded condItIOns, transportatIOn, commumcatlon

3 Inadequate staffing m relatIOn to support servIces - Lack of servIce of eqUIpment, lack of
servIces - typmg and office aSSIstants (mcomIng and outgomg to maIls - attItude to Job)

4 IneffiCIent maIlIng system
5 Lack of sustaIned and structured relatIOnshIps WIth support servIces related to but external to

MTTI

Personnel PolICIes and Personnel Development

1 TraInIng - lack of adequate traInIng OpportunItIes
2 No planned programme for staff development e g scope of promotIOn, Job enhancement,

career mobIlIty
3 Improper placement of staff
4 Ignorance of personnel pohcles and procedures
5 Staff benefits not adequate e g allowances for travehng, umforms etc
6 IncentIve programs for Improved performance (drIvers, cleaners office aSSIstance)
7 Lack of recreatIOnal faCIlItIes and planned SOCIal actIVItIes
8 Staff welfare III terms of proVIdIng hOUSIng, credIt facIlItIes, transportatIOn

12
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Inter-relatIOnshms/CommUnICatIOn WIthIn the MInIstry

1 Lack of profeSSIOnal relatIonshIps/ethIcs I e mtegnty, respect, esteem
2 Inadequate departmental mteraction e g coordmatIOn and cooperatIOn (mformation to be

shared)
3 An IneffectIve commUnICatIOn wIthIn the mInIstry e g honzontally and vertIcally
4 Absence of baSIC courtesy dISposItIOn e g InfOrmatIOn procedures not followed
5 Absence of recognItIOn of work done e g mcentIves, acknowledgement, praIse

RelatIOnshms outSIde the MInIStry and the MInIStry'S Image

1 Poor relatIOnship/coordmatIOn among and between agenCIes
• ClarIficatIOn where pnmary responSIbIlIty lIes
• Where more that one agency has a legItImate responSIbIlIty, a co-ordmatmg

mechanIsm should be m place

2 Inadequate commUnICatIOn between mInIstry and related agenCIes
- should be a mechanIsm for regular commUnICatIOn between the mInIstry and related
agenCIes

3 Lack of structured relatIOnshIp WIth the pnvate sector and NGO's
- structure for regular dIalogue

4 Need for a publIc relatIons strategy
5 Lack of clarIty of polIcy In several areas

C The Four Priority Issues

1 Inadequate representatIon/advocacy by admInIstratIOn regardmg the
MInIStry'S concerns and pnontIes

2 Poor work enVIronment, poor faCIlItIes and Inadequate eqUIpment

3 Poor relatIOnships/coordmatIOn among and between agenCIes

a) clarIficatIon where pnmary responSIbIlIty lIes
b) where more than one agency has a legItimate responSIbIlIty, a coordmatmg

mechamsm IS needed

4 Lack of reward and InCentIve for qualIty performance In the MInIStry

D Strategies to Deal with Mmlstry-Wide Issues

1 Inadequate representatIon /advocacy by admInIstratIOn regardmg mInIstry's concerns and
pnonties
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Objectives

1 To establIsh a Jomt commUnICatIOn strategy for the mInIstry/agencIes and to appomt an
officer to admInIster thIS strategy on a day-to-day basIc

2 To establIsh steenng commIttee to Implement strategIc plan and actIOn plan
ofMTTl/agencies

2 Poor work enVIronment, poor facIlIties and madequate eqUipment

a) Staff needs
access to pure drmkmg water
madequate telephone system
physIcal surroundmgs not kept clean

cleanmg staff not properly supervIsed
madequate supply of cleanmg matenals
washroom faCIlItIes need Improvement
receptIOn/lobby area needs facelIft

madequate office space
lack of lunch room/rest room
poor mamtenance of office eqUipment

out dated typewrIters and computers
msufficient and untimely supply of office matenals
madequate transport faCIlIties
low morale
breakdown ofdISCIplIne and mter-personal relatIOnshIps

staff not motIvated to gIve of theIr best
staff not gIven appropnate deCISIon makmg authonty

b) Recommendations

1 Adequate budgetary allocatIOns for further Improvements of the work enVIronment
2 Funds to be made ImmedIately aVaIlable to Improve work enVIronment
3 Improved supervISIOn of support staff
4 MechanIsms to encourage greater InteractIOn among staff

regular staff meetIng
recreatIOnal staff actIVItIes/facIlItIes

5 EstablIsh mechanIsm for more tImely dIstnbutIOn of office supplIes
6 RedeSIgn of office bUIldIng
7 Development and ImplementatIOn of mamtenance schedule for office eqUipment and bUIldIng
8 Adequate trammg m relevant areas
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3 Poor relatIOnshIps/coordmatIOn among and between govt agencIes and dIvIsIons
- clanficatIOn where pnmary responsIbIlIty lIes
- where more than one agency has a legItimate responsIbIlIty, a coOrdInatIOn

mechanIsm IS needed

a) Problem

1 Ignorance of functIOns to be performed by varIOUS agencIes
2 Lack of commumcatIOn
3 DuplIcatIOn of functIOns
4 No clear lInes of demarcatIOn of functIOns between govt agencIes - empIre bUIldmg
5 Poor deCISIOn makmg

b) RecommendatIOns

1 CollaboratIOn among agencIes on matters whIch Impact on each other
2 Clearly defined polIcIes and gUIdelInes for all agencIes
3 employment of personnel qualIfied and sUIted to the posItIOn
4 Allow functIOns to operate freely withm the confines of theIr mandate

c) Steps to be taken

1 Regular bnefing seSSIOns among mmistry and agencIes
2 ReVIeWIng ofpolIcIes as reqUIred

4 Lack of rewards and InCentIVe for qualIty performance

a) Scope!causes
Umversal - generally applIes In the publIc servIce
Allegedly that the economy IS not performIng to neceSSItate adequate reward/InCentIve
IMF condItIOnalItIes wmch preclude these rewards/mcentives
Lack of appreCiatIOn for good performance

b) RecommendatIOns

1 ReVIewed and redefined Job descnptIOns
2 Re-mtroductIOn of performance appraisals (half yearly)
3 IntroductIOn of other award schemes In monetary and commendatIOn form

best worker
letter of commendatIOn
conceSSIOns - removal of dIscnmmatIOn practices m grantmg these
realIstIC allowances
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standardIzatIOn of travehng allowances
4 Pohcy regardmg payment of salarIes needs to be regularIzed across mmistnes/agencies
5 ConfirmatIOn of actmg posItIOns (Hollywood stars)

c) Steps to resolve problems
1 Request to pubhc servIce management to approve ImplementatIOn of 1,2,3 - process 3 - 6

moths
2 Request mimstenallobby (to cabmet) to effect 4,5 - Immediate
10mt actIon IS necessary

II DIvIsion/Agency Mandates, Issues, and Strategies

PartIcIpants met m DIVIsIOn/Agency groups and IdentIfied a VISIOn for both entities,
recommendatIOns for changes, If any, m theIr mandate (called key obJectIves), and
problems/constramts wmch Impede the DIVIsIon/Agency from fulfillmg ItS mandate or acmevmg
the "vlSlon" of a hIghly effective umt Three pnonty Issues were Identified for further analysIs
and strategy development for the strategIc plan

•
A Foreign Trade and the Export PromotIOn Council

VlSlon for the DIVISIon

1 To provIde mformatIOn to mform pohcy on Trade hberallzatIOn
2 Acts as facIhtator to the GEPC and other related agencIes and the pnvate sector
3 Havmg knowledge about trends, trade flows and opportumtIes m specIfic areas
4 Momtor and Implement decIsIons emulatmg from meetmgs (local and regIOnal and

mternational)
5 To facilltate local and overseas trade mISSIon
6 Collaborate WIth foreIgn embaSSIes/mIssIOns both local and overseas

EPC VIsIon

1 ProvIdmg mformatIOn and servIces to non-tradItIOnal exports ( marketmg advIsory servIces
and marketmg research)

2 Havmg export polIcIes for non-tradItIOnal exports
3 ProvISIOnal of lIbrary servIces for non-tradItIonal exports
4 Need for semmars to sensitIse exporters on product development
5 Foster hnk between overseas buyers and local producers

Suggested Changes to DIVISIOn/Agency Key Objectives (Mandate)

No modIficatIOn to EPC ObjectIves
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For the DIvIsIOn
1 To acqUire cntical mfonnatIOn necessary for the dev of export trade
2 Momtor and Implement bI-lateral multI-lateral agreements m trade aId

Weaknesses and Constramts
agencIes and dIVISIOn ( a = agencIes b = both d = dIVISIOn)

Pohcles and the Regulatory EnVIronment
1 Lack of autonomy WIth regard to pohcles (admm, finance etc) (a)
2 Lack ofhuman, finanCIal resources and eqUipment (b)
3 No clear trade pollcy (b)

InfonnatIOn Access and Processmg
1 InabIlIty to make Important overseas calls on a tlmely baSIS (d)
2 Unavmlabillty of database (b)
3 Lack of modem eqUipment (b)

Staffing and Staff SkIlls
1 Inadequate staffing (b)
2 Need for skilled staff - techmcal (account, mfo-specIalIst) (b)
3 TraInIng m the follOWIng areas - (b)

• Info gathenng and dISSemInatIOn
• negotIatIOns of trade agreements
• semInars/workshops relatmg to e g WTO agreements

RelatIOnshIps, CoordInatIOn and CommumcatIOn
1 no structure relatIOnshIps between the FTD and GEPC (b)

TImely ProductIOn of QualIty Products
a) reports
b) bulletIn (trade and export)
c) analyses of current trade Issues
d) trade directones

Resources
a) Inadequate human resources (b)
b) Inadequate eqUipment (b)

Overall ObJectIves

Improve the balance ofpayment SItuatIOn through mcreasmg net exports
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Sub objectives

1 To set up database (to acqUlre qualIty mfo, modem eqUlp, provIde trammg)
2 establIsh structured dIalogue wIth the pnvate sector and other related agencIes
3 To establIsh structured relatIOnshIps wIth sources ofreqd data (stats Bureau, customs, BOG)
4 to analyse Guyana's posItion m relatIOn to mt's trade agreements/ arrangements
5 To be able to momtor/proJect future trends m mt'l trade (market SIze, pnces, competItIOn)

StrategIes

1 PrelImmary meetmg wIth pnvate sector, GNBS, GFPC, GOINVEST to mdicate the specIfic
reqUlrements and general mfo need of the dlV

2 Lmk up wIth other mt'l mfo network (CURTIS, ECLAC, ITC etc)
3 Attachment/workshops/semmars WIth other trade promotIOn organIsatIOns, mt'l orgs (WTO,

UN, SELA, OAS, etc)
4 to mount overseas trade mISSIons
5 to establIsh feedback mechanIsm whIch the pnvate sector and other related agencIes m order

to momtor/evaluate Impact of varIOUS trade agreements/ arrangements (dIrect and on gomg
contact manufacturmg companIes m order to momtor and evaluate the effects of trade
arrangement)

6 To establIsh and setup trade mfo desk at Guyana's embassIes/mIssIOns abroad (permanent
dIsplay booths)

7 DetaIled analysIs of mternal trade data (1/4 yearly and monthly meetmgs and reports WIth
related agencIes)

B TOUrism

VISIOn

The dIvIsIOn should be

1 Well eqUlpped
a) Human and other resources - eqUlpment, finances, mformatIOn and matenal

2 GIven the lIberty to make decIsIons on certam Issues WhIch would help It to
execute ItS mandate

3 Well developed database
4 Capablhty to effectively develop and market the tOUrIsm product
5 FacIhtate/provlde human resource dev Both external and mternal
6 The abIlIty to mteract effectively WIth other dIVIsIOns and external agencIes
7 Operate m a work envIronment compatible wIth the nature of the mdustry
8 A well defined tOUrIsm polIcy, plan and strategy
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Key ObJectIves (Mandate)

Add
• regulate and mOnItor the development of the mdustry

• Identify tounsm resources and facIhtate theIr sustamable development

Weaknesses/Constramts

1 Pohcy and the regulatory enVIronment
a) lack of a clearly defined pohcy to gUIde the development of the mdustry
b) finanCIal and admInIstratIVe declSlons whIch constram the executIOn of planned

projects

2 Access to and abIhty to process mformatIOn
a) lack of eqUIpment and facIlIties - computers hardware and software
b) tImely acqUIsItion of mformatIOn from other agencIes e g statistical bureau
c) mabIhty to access mfo from external agencIes to mform the dev of the mdustry e g

Internet, Journals and mstitutIOns (eco-tounsm SOCIety

3 Staffing and skIlls
a) reqUIres addItIOnal staff to effectively execute ItS mandate e g Human Resource dev

spec, environmentahst
b) Needs specIahsed trammg

4 RelatIOnships/coordmatIOn/commUnICatIOn
a) relatIon WIth the agency not clearly defined
b) httle commUnICatIOn and coordmation WIth other dIVISIons
c) need to strengthen commUnICatIOn and relatIOnshIps WIth pnvate sector

5 TImely productIOn of quahty end products
a) admInIstrative deCISIons whIch prelude all productIOn of quahty matenal for

dissemmatIOn - brochures and
b) madequate finanCIal resources
c) madequate human and matenal resources
d) madequate eqUIpment e g computers, photocopymg facIhties

6 Resources - madequate
a) accommodatIon mcompatIble With the nature of the tourIsm mdustry
b) transportatIOn
c) finances
d) human
e) eqUIpment
f) mformatIOn matenal
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ObJectIve
To mcrease tOurIst arrIvals by approx 5% per year over the next three years through targeted
market research and analysIs - secure consultant, conduct research and analysIs, IdentIfy markets
and develop market strategy

Sub obJectives

1 Improve the rehablhty and quahty of air transport servIces

2 Improved standards and quahty of servIces m the accommodatIOn sector'to mfluence the
Improvement of the qualIty and standard ofmfrastructural faclhtles - water, electnclty, roads

3 conduct market research and analysIs to facIlItate the IdentIficatIOn of market nches/segments

StrategIes

1 Conduct marketmg activIties m major access markets North Amenca (USA, Canada),
Europe (UK, Germany, France) and CarIbbean

2 IntroductIOn of tourIsm legIslatIOn
a) regIstratIOn and regulatIOn of tour operators, tour gUIdes
b) enforcement ofmmimum standards for the accommodatIOn and entertamment sectors

3 ReVISIOn of mcentlve package for tounsm mvestment - expanSIOn of Items ehglble for duty
free conceSSIOns

4 RevIsed admlmstratIve structure for the tounsm mdustry - fundmg, staffing, resources

C GNBS and Consumer Affairs

VISIOn

A well coordmated body ofmen and women of mtegnty cooperatmg fully With each other wltlnn
and between sectIOns of the dIvIsIOn/agency exudmg a togetherness of thought and actIOn
resultmg m well motIvated efforts towards aclnevement of dIVIsIOn' s/agency's goals and
objectIves

- clearly defined mandate (polIcy need for cooperatIOn and coordmatIOn)
- effectIve mput and output system

• extensIOn educatIOn programme
• LiaIson umt ( complamts , mvestIgatIOn)

- coordmatIOn and commUnICatIOns between dIVIsIOns focused on goals
- adequate resources, human and other, to match goal - achIevmg actIVIty
- conductIve work envIronment

hyglemc workmg env
workmg eqUIpment
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Weaknesses
a = agency b = both d = dIvIsIOn

TImely product of quahty end product

a) End Products
1 Standards, testmg faclhtles - (a)
2 Satisfied consumer - (a)
3 Update mformatIOn (a)
4 EducatIOnal matenal
5 Semmars

b) Unaval1ablhty of appropnate mfo/matenals when needed
lack of finances
lack of consumer pollcy
delayed decIsIOn makmg

Staffing and SkIlls
1 Inadequate trammg (b)

consumer affaIrS exposure (d)
Inspectorate GNBD (a)

2 Inadequate staff (b)
mgh turnover rate of staff - mappropnate use of staff skills a

3 Staff welfare and remuneratIOn e g no penSIOn plan, no gratmty, dlscnmmatIOn m benefits
e g duty-free conceSSIOn (a)

Pollcles and the Regulatory EnVIronment
1 Lack of clear pohcy gmdelmes
2 InsufficIent gmdance/commUnICatIOn
3 DuphcatIOn of effort m terms of regulatIOn of effort m terms of regulatIOn e g weIght and

measures dept GNBS and hcense dept
4 Frustratmg the mandate

Resources
1 Inadequate eqmpment (b)
2 Inadequate finances to Implement work programmes (b)

regIOnal VISItS (d)
educatIOnal matenal (b)

RelatIOnsrup, CoordmatIOn, CommumcatIOn
1 Lack of adequate mtra and mter coordmatIOn and commUnICatIOn b
2 cordial b
3 Inadequate commUnICatIOn between top management and lower level d
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Overall objectIve for mcreased effectIveness

To mcrease sustamed coordmated programmes and measures to ensure consumer protectIOn on
an annually basIs though pohcles and theIr ImplementatIOn

Sub objectIves

1 to develop and Implement and mtegrated pubhc educatIOn programme (semmars/conferences,
lectures, medIa, pnnted documents) - end of 1sl quarter and ongomg

2 to estabhsh a natIOnal consumer protectIOn advIsory body whIch WIll advIse on the status of
develop and reVIew consumer protectIOn polIcIes, legIslatIOns and regulatIOns quarterly

3 to mtensify standardIzatIOn dIrectly to consumer mterests
4 to mtensify cooperatIOn among consumer protectIOn agencIes

Lead strategIes

1 Estabhsh programme commIttee
ResoJ,lfces
Mimstry of EducatIOn
module Planner
extensIOn person
relevant departments
emp of educatIOn officer
estabhsh of educatIOn umt

2 Develop terms of reference
Resources
related dIVISIons
consultant to advIse on achIevmg objectIve

3 IdentIfy standards and estabhsh relevant commIttees
Resources
related agencIes
mformatIOn on selected standards

4 consultant to help m the area of sub ObjectIve #4

D Support Services

VIsIon

To proVIde prompt and effiCIent support needs m the areas ofResource management, accountmg
and finance, general office support, secretarial and typmg servIces

1 EffectIve personnel and accountmg servIces

22



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

2 Mimstry's annual budget/report
3 properly mamtamed bUlldmg, eqUlpment and office support surroundmgs
4 properly qualIfied and developed staff
5 EffectIve record keepmg system
6 Accurate productIOn of typed reports, and correspondence

Weakness

PolIcIes and the Regulatory EnvIronment
1 Inadequate staff complement - generally affects abIlIty to observe rules and laid down

procedures and mamtam deadlme and schedules at the same tIme
2 Lack of awareness - need to sensitIse staff of eXIstmg polIcIes and procedures
3 mdiscIplme - mabIhty to effectIvely momtor breach of rules and procedures by staff

Access to and AbIhty to Process InformatIOn
1 Accountmg - untImely and/or Improper submIssIon of financial reports by related

department/agency (mabIhty to momtor same due to madequate staff)
2 Personnel - madequate staffing mhibits tImely processmg of relevant mformatIOn
3 EqUIpment - lack of computer/word processmg etc

Staffing and SkIlls
1 Inadequate staffing and skIlls at all levels m the dIvISIon - hIgh mCIdence of actmg

opportumties m accounts, personnel, and admm
2 Poor remuneratIOn - negatIve effect on recruItment
3 Work load - overwork staff due to staff shortage

RelatIOnshIps, CoordmatIOn and CommunIcatIOn
1 Inadequate mteraction among the sectIOns of the dIvISIOn (tlns mterferes With coordmatIOn

and discIplme)
2 Lack of adequate mter-personnel relatIOnslnps
3 InsubordmatIOn - tlns mgendous conflIct and challenges a stretched admimstratIOn

TImely productIOn of quahty end products
1 PersIstent staffing and eqUlpment constramts

Resources
1 Human resources - typISt, secretarIes, drIvers, office aSSIstants, clerks
2 EqUIpment - word processors/computers, typewrIters, calculators, photocopIers (mdustrIal)
3 FmancIaI

ObjectIve (overall)
To provIde prompt and effiCIent office support servIces to mcrease mimstry's output m trade,
tourIsm, mdustrial development and consumer affairs
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Sub-objectIves
1 to enhance staffing and SkIlls base to ensure a supply ofeffectIve people for

management/specialIst dIvIsIons
2 To acqUIre necessary eqUIpment Isoftware to sustam optimum levels of output
3 To stimulate mterpersonal relatIOnshIps to achIeve hIgh level ofteam spmt and team buIldmg

across the mmistry

I
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Tasks
1 conduct mventory of staffing needs End product - mventory of
specIfic reqUIrements through the mmlstry

2 AnalYSIS of mventory of staffing needs End product - specIfic
proposals recommendatIons to be submItted for
consIderatIOn by relevant authonty (Ies)

3 IdentIfy trammg needs for staff development and pnontIze same
End product - mventory oftrammg needs and trammg programmes

4 Implement approved recommendatIOns

2 a) conduct mventory of eqUIpment and software needs
of the varIOUS dIVIsIons End product- mventory of specIfic
reqUIrements throughout the mmistry
b) analySIS and costmg of mventoned needsEnd product 
pnontIze lIst of eqUIpment needs and associated acqUIsItion
and mstallatlon costs
c) IdentIfy sources offundmg and formalIse requests same
End product - procurement and mstallatlon of eqUIpment

3 a) consultatIOn wIth MlillStry'S staff to determme specIfic
programmes to enhance mterpersonal relatIOnshIps
end product - specIfic programs IdentIfied (SOCIal
and otherwIse to promote team bUIldmg
b) ImplementatIOn of programmes

E Industrial DIVIsIon and Go-Invest

VISIOn

1 polIcy formulatIOn

• mcentlve regIme
• human resource development (HRD)

• mdustnal estates

4th qtr 96

1st qtr 97

4th qtr 96 &
1st qtr 97

2nd & 3rd qtr 97

4th qtr 96

4th qtr 96 &
1st qtr 97

4th qtr 96 &
1st & 2nd qtr 97

4th qtr 96 &
1st qtr 97
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• financmg or technIcal assIstance
• small enterpnse development
• pnvate sector mvestment m mfrastructure

2 BIlateral mvestment treatIes
3 Jomt commISSIon Issues
4 Create hnkages among the dIfferent sectors of the economy
5 Balanced sectoral growth m mfrastructure
6 Agency same as document

Weaknesses/Constramts
a = dIVISIon b= both

PohcIeslRegulatory EnvIronment
1 lack of clearly defined mdustnal pohcles b
2 AdmimstratIOn and momtonng of the regulatory enVIronment

Access to and AbIhty to Process InformatIOn
1 Lack ofmodem technology, eqmpment and SkIlls b

Staffing and SkIlls
1 CompetitIOn from pnvate sector b
2 Unclear/unfaIr personnel polIcIes
3 Budgetmg restnctIOns b

RelatIOnshIps, CoordmatIOn and CommunIcatIOn
1 madequate sanctIOns for non-performance
2 lack of mvolvement of staff

TImely productIOn of quahty end products
1 lack of constant dIalogue WIth pnvate sector, NGOs and other related govt agenCIes and

overseas mISSIOns b

Resources

1 Shortage of finanCial, human and phySIcal resources b
2 Poor admmistratIOn of approved budgetary allocatIOn b
3 Poor lOgIStIC support b
4 ReaSSIgned allocatIOn of budgetary resources by mm of fin b
5 Inadequate pubhc relatIOns staff
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ObJectIves for StrategIC Plan

1 To generate and expedIte mcreased home based and overseas based mdustnal development
and mvestment by 15 to 20% annually

Sub-obJectIves

1 To formulated and mdustnal development pohcy document by end of 151 qrt 97
2 To pubhsh, prOVIde and mvestment gUIde by 2nd qtr 97
3 To estabhsh an mdustnal and IV promotIon management infOrmatIOn system (IPMIS)
4 To prOVIde one (l)m sq ft of developed mdustnal park annually
5 To encourage the pnvate sector to proVIde one EPZ annually
6 To proVIde 100 man hours oftechmcal aSSIstance and support servIces to SMEs, women and

Amenndlans
7 InstitutIOnal strengthemng of GOINVEST
8 Streamline Investment procedures to target BIT arrangements m order to streamlme

mvestment needs
9 To conclude Jomt commISSIon arrangement to schedule mvestment needs
10 To mcrease value added and down stream processmg by 5% annually
11 To proVIde annual reVIew ofthe mcentIve regIme
12 InstitutIOnal strengthenmg - dIVISIOn of Industry

Three cntICal areas

1 InstItutIOnal strengthemng
DIVISIon

personnel - 4 profeSSIOnals
trammg - 3 support staff
vehIcle - 1 4x4
computers - 1 laptop, 5 desktop also photocopIer and fax machme
consultants - 72 man hours

Agency
Personnel - 4 profeSSIOnals
trammg - 3 support staff
vehICle - 1 4x4
computers - 1 laptop, 10 desktop and one color copIer

2 StreamlImng mvestment procedures
Llcensmg
RegIstratIOn
Customs
Land
Approvals - bUIldmg etc
mcentlves
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3 Industnal development polley
polley document
mvestor's gUIde
IPMS (access free to Internet provIded by BEEP)
mdustnal papers, EPZs, SMEs, women, Amenndians
consultant (s) - 100 man hours

Investment PromotIOn travel
exchange VISItS - four annually
overseas VISItS to mISSIOns 6 annually
conferences - MiamI, IPA, WTO, Cancom etc
Trammg for mvestment officers
Computers
Investment promotIOn
Project appraisal and management
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APPENDIX C

RESULTS OF THE RETREAT EVALUATION
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RETREAT EVALUATION

I Please respond by placmg an X m the box whIch most closely descnbes your assessment of
each Item

Activity Very Somewhat Somewhat Very
Effective Effective IneffectIve Ineffective

IdentificatIOn of Problems/Issues 24 3
Strategy Development SessIOns 18 9
Guest Speakers 14 13
Large Group Presentations 22 5
Fmal SeSSIon on MTTI Image 26 1

2 Do you feel that you had ample OppOrtunIty to express your Ideas and opmIOns?
Yes 23 No 4

3 Do you thmk that the strategy Ideas developed by your DIVISIOn!Agency are effectIve ones?
Yes 26 No 1

4 Was there suffiCIent time m the group seSSIOns to complete each task?
Enough tIme_1 7__ Too LIttle TIme_10_ Too Much TIme _

5 What benefits, If any, were denved through thIS retreat?

• RecognIze that common problems eXIst both m the MInIStry as well as the Agency
• A knowledge of what other agenCIes are under the MInIStry, and the problems expenenced by

all, whIch m most cases are SImIlar
• The need for commItment and team work to achIeve clearly defined ObjectIves
• ExpressIOns of our feelmg as the way thmgs are and the expectatIOns of the strategIc plan
• It helped to IdentIfy commonalIties m constramts faced by the dIvISIons
• Problems were IdentIfied and solutIOns found StrategIes were also developed It also gave us

all a chance to meet WIth representatIves of other agenCIes
• An appreCiatIOn that we are all m favor ofworkmg towards Improvements m the MInIStry
• The OppOrtunIty to help effect changes - to SOCIalIze WIth colleagues
• It gIves the oppOrtunIty of openness and cooperatIOn
• InteractIOn WIth other members of the staff and It allowed major problems ofthe mdustry to

be htghhghted
• Better acquamtance With other workers III M1ll1stry agenCIes, structured understandmg of

SItuatIOn, obJectIves, strategIes and tasks, better understandmg of the MInIStry works
• To aIr your VIews honestly, be able to mteract WIth staffless formally, to see where we

should be and where are now
• It proVIded an opportunIty to express Ideas and dISCUSS problems frankly, staffers had an

OPPOrtunIty to mteract SOCIally
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• A greater sense of understandIng of the MInIStry'S problems as a whole, found better and
effectIve ways to cooperate and coordInate, left It WIth a team spmt

• CoOrdInatIOn and communIcatIOn to an extent I hope that the comradene contmues to eXIst
as It had

• PartICIpant have been afforded the OppOrtunIty to cntIcally examIne theIr Jobs/roles In the
MInIstry and make SUItable recommendatIOns

• An effectIve, productIve method In assessmg the status of the MInIStry
• CooperatIve efforts VIa team work to work out strategIes to combat problems, answers,

ImpreSSIons of problems that are major hmdrances to work
• Persons were able to artIculate theIr thoughts on how thmgs should be done m the Mmistry,

thIS IS not usually the case as there IS a general feelIng that It IS useless, pomtless to suggest
anythmg because nothmg wIll be done

• Improvement m Interpersonal relatIOnshIps
• The general feelmg/opmIOn of staff towards the MInIStry were freely ventIlated and noted
• To focus on Issues and to make suggestIOns to resolve these Issues
• A greater understandmg ofhow to IdentIfy and solve key Issues and problems m the

Mmlstry, how to buIld Mmlstry morale and mcrease prodUCtIVIty
• It enabled me to better understand the problems facmg the Mmlstry and pamted the way

towards !TIakmg a better Mmlstry
• ProVIded an OppOrtunIty for an m-depth assessment of the Issues affectIng the MInIStry of

Trade, Tounsm & Industry, the coOrdInatIOn eVIdent m the workmg exemplIfied that whIch
could eXIst among agenCIes and MInIStry

• OpportunIty for the MInIStry'S staff to mteract among themselves WIth speCIfic focus on
MInIStry'S operatIOn as well as mteractIOn WIth AgenCIes' staff, much better awareness of the
strategIC role and responsIbIlItIes of the MInIStry and ItS management

• The OPPOrtunIty to get to know the totalIty of the problems whIch eXIst WIthIn the Mmlstry
and ItS agenCIes and to partICIpate In ItS IdentIficatIOn and suggested solutIOns

6 What Improvements would you suggest for future retreats?

• The Idea of IndIVIdual dIVISIOnal and/or agency retreats should be conSIdered m the future
• The MInIster should be present at most If not all of the seSSIOns to acqUIre a more personal

feelIng of problems expenenced
• Involve all Mmlstry and Agency staff

• None
• Adequate tIme to bramstorm Ideas
• That they are held between Monday and FrIday
• Presence of the major deCISIOn maker at the presentatIOns
• An OPPOrtunIty to explore some Ideas that persons often gloss over, let these Ideas be

dIscussed

• None
• A general staff retreat mIght be useful to senSItIze JunIor staff to the procedures and problems

In the MInIstry and allow for theIr Input also
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• Involvement of all workers, mcludmg secretarIes), MInIster should be mvolved m the retreat,
change experts m day 2

• Should not be on the weekend, retreat could be longer m terms of days, more tIme allocated
for contents of program

• Subject areas should be dIscussed at the DIVISIonal level more thoroughly and a mInI mock
retreat held pnor to the real one

• More tIme pre-retreat to go over documents
• To have more tIme and duratIOn
• Should not be a weekend, specIfically, It should be a three day seSSIOn to allow for a WIder

cross sectIon of staff
• That It should be done on an annual baSIS
• A httle more tIme m some areas of group work dependmg on the tOPICS
• Have at least one guest speaker from the government who IS able to shed hght on

government's pohcy m specIfic areas (answer questIOns)

• None
• There should be an enforcement of attendance by all concerned partIes
• To get the partICIpants to assess what has been the efect of thIS present retreat and what

changes have occurred
• ThIS was well executed
• Should be held for a longer penod, 3 days or more
• The retreat was well organIzed and does not reqUire comments for Improvement
• Future retreats If not spaced out too far apart could pomt attentIOn to one or two cntIcal

areas/problems, another retreat workmg thIS level or all levels of staff should be held WIth
next 18 months

• ClarIty m the reqUirements of the partICIpants m terms of the dIrectIOn then submISSIOns
should take

7 What should happen as follow-up to thIS retreat?

• The recommendatIOns and strategIC plannmg for the MInIstry should bear fruIt
• Bnefing seSSIOns of all agenCIes regularly to assess any progress
• The Mmlstry should express and proVIde the reahzatIOn of the findmgs
• PuttIng the mechamcs In place to achIeve the plan and follow the actIOn plan
• ImplementatIOn of recommendatIOns The group should meet agaIn In 8 months to evaluate

the plans
• Immediate ImplementatIOn of the recommendatIOns that could easIly be Implemented
• There should be an actIOn plan that IS made known to all, a retreat to dISCUSS and acquamt

officers WIth same
• Progress reports for dIVISIOn/agency on achIevements
• More detaIled analySIS of suggestIOns and development and commumcatlOn ofa strategIC

plan for the MInIStry
• Same group should meet after 3 months or 6 months for progress report Task forces should

be set up to mOnItor recommendatIOns
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• Check to see If any of the suggestIOns and recommendatIOns are attended to
• Should begm to plan for the next retreat, should begm to work on tactIcs whIch wIll make up

the strategy
• Reports, to put what was done here m effect, to be a reahty or dream come true
• Post evaluatIOn to ascertam how successful managers were m Implementmg

recommendatIOns
• A reVIew of decIsIOns taken to assess the effectIveness, ImplementatIon and completIon of

ImmedIate actIOns
• Staff - all partIcIpants- should reach agam to reVIew aspects of ImplementatIOn of some of the

strategIes
• In the report submItted to the MImster reflect the general consensus of the semor staff whIch

IS the strategIc plan should be taken to Cabmet
• Heads should meet to work out strategIes on how to Improve some of the sItuatIOns
• Workable and ImmedIate recommendatIOns must be Implemented To ensure that at least of

the suggestIons are Implemented m the MmIstry
• An evaluatIOn of the retreat
• ActIOn plan
• Mechamsms to ensure the strategIC plan whIch would be developed IS Implemented
• Estabhsl] management team mvolvmg MmIstry DIvISIonal heads and agenCIes heads WhICh

meets once per month at whIch MmIster preSIdes regularly, reVIve or contmue fortmghtly
meetmg of MImstry's DIvISIon heads

• Meetmgs WIth the MImster and the group leaders and the facIhtators of the retreat to
determme ImplementatIon strategIes

8 Overall, I rate the retreat as
Very Successful_19_ Somewhat Successful_8__ Unsuccessful _
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APPENDIX C

1. NEXT STEPS FOR MANAGERS

2. DRAFT ACTION PLANS
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NEXT STEPS FOR MANAGERS

Tasks to be completed pnor to October 11, 1996

1 Confirm the composItIOn of each of the DIVIsIon/Agency Task Forces to work on the
strategIc plan

2 Determme how Mimstry-wide Issues are to be revIewed and finalIzed, and what
ImplementatIOn mechanIsm IS to be put mto place

3 Determme the strategIc plan's management mechamsm, 1 e a Steenng CommIttee
compnsed ofTask Force leaders or some other mechamsm

4 Set up meetmgs for final planmng seSSIOns to take place m late September and early
October (pnor to October 11)

5 Develop a mechanIsm for sharmg the substance of the strategIc plan WIth the rest of
mternal staff and WIth key external constituents

6 Confirm meetmg schedule for the week of October 14-17 and determme whIch
groups are to meet m whIch time blocks

Proposed Meetmg Framework

Monday, 14

a) DIVIsIOn/Agency Task Force 9 00 am - 10 30 am
b) DIVISIOn/Agency Task Force 10 30 am - 1200 P m
c) DIVISIOn/Agency Task Force 1 30 P m - 3 00 P m
d) DIVISIOn/Agency Task Force 3 00 P m - 430 p m

Tuesday, 15

a) DIVISIon/Agency Task Force 900 am - 10 30 am
b) Mmistry-WIdeIssues 1030am -1200pm

Thursday, 17

a) Steermg CommIttee 930 am - 11 00 am



- - - - - - - - - - - - - - - - - - -
Group Cross Cuttmg MInIstry-WIde
Goal To nnprove general workmg condItIOns and

morale WIthm the MInIStry PLANNING WORK SHEET

ObjectIves Tasks Person ResponSIble TIme Table
• 1996 1997 1997 1997

4lh Q 1st Q 2nd Q 3'dQ

Objective I Prepare aJoml commumcatlOn strategy for the Mmlstry/Agencles

1 Improve representation
a) Hire a commUnicatIOns specialist to serve the Mmlstry s needs
End Product Job description and personnel actIOn

and advocacy by
admmlstratlOn regardmg b) Prepare a Mmlstry wide commumcatlons plan

the Mmlstry's concerns End product Plan

and pnontles c) Establish a steermg committee to oversee Implementation and proVide on gomg
IOput to the commumcatlons officer

End product Interim progress reports

2 Establish a Steermg Committee to oversee Implementation ofthe strategic plan
End Product PeriodiC progress reports from the Steermg Committee

2 Improve work I Contract for or proVide proVISIOns of pure drmkmg water

environment and faCIlities End Product contract

2 Review telephone systems needs and address them

• drmkmg water End product List of needs

• telephone system

• Jamtonal services 3 ReView cost of contracted versus direct hire Janitorial services
a) If cost effective contract for services

• office layout and End product Contract
reception area

• lunch/lounge area b) If m house services are contmued slgmficantly mcrease supervisIOn and

• eqUipment accountabl1lty and determme cause ofmadequacles

mamtenance
End Product contract or report on mechamsms to Improve m-house services

• office materials 4 Contract for plan to fix the receptIOn area and re organize office space and once

• transportation approved Implement the plan
End Product Recommendations from contractor

5 ReView cost effectiveness ofeqUipment repair contracts and Implement
End product Mamtenance contracts

6 ReView current materials IOventory and purchase processes and develop Improved
approach

~- 1__C-.



- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person ResponsIble TIme Table

1996 1997 1997 1997
4th Q 1st Q 20d Q 3'd Q

End product Recommendations for new approach

7 Develop a plan for the allocation mamtenance and repair of vehicles
Contmued End Product Plan for Improved management
2 Improve work
environment and facIlities 8 Seek Increase In budget for facIlity and eqUIpment mamtenance and repair

End product budget request

3 Clanfy/lmprove I Institute regular briefing sessions among the Mmlstry of Trade TOUrism & Industry

relationships and DIVISions and their related AgenCies Seek further role clarification and IdentificatIOn
of areas ofoverlap and collaboratIOn as first agenda Item

coordmatlon among and End product Meetmgs conducted, Report on areas requiring reVISion due to
between government unnecessary overlap
agencies

2 Encourage contmued collaboratIon between DIVISions and AgenCies on
ImplementatIOn of the strategic plan
End product Progress reports on collaboration

3 IdentifY speCific GOG Mmlstrles and AgenCies where problems are apparent due to
lack of coordinatIOn or duplicatIOn ofeffort
End product List of targeted entities for problem solvmg

4 Develop and Implement a plan for each targeted Mmlstry or Agency proposmg
solutions and determme who should conduct the contact for dIScussion with each
target
End Product Plan for achlevmg objectives With each targeted GOG entity

4 Improve the general I ReView and redefine Job deSCriptIOns and qualtficatlOns for POSitions

morale by mcreasmg
a) Request each employee to review current descnptlOn and propose changes based

rewards and mcentlves for on realities of the Job
quality performance b) ReView submISSIons and propose changes

End Product ReVised Job descriptIOns

2 DeSign an Integrate approach to performance appraisal promotion raises and
grievance management
End product ReVised mteroal polley •

3 Prepare a personnel handbook With revised procedures and conduct trammg of
supervisors and staff
End product Handbook

2
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- - - - - - - - - - - - - - - - - - -
ObjectIves Tasks Person ResponsIble TIme Table

1996 1997 1997 1997
41h Q 1'IQ 2nd Q 3rd Q

4 Request Ministerial lobby to regularize salary policies across government and work
with other government employees to promote It
End Product formal request •

Contmued 5 Address the numerous acting positIOns wlthm the Mmlstry and resolve
4 Improve the general End Product Confirmation of posItIons where approved
morale by mcreasmg
rewards and mcentlves for
quahty performance

6 Introduce Internal rewards mechanisms such as best worker awards letters of
commendations concessIOns and allowances
End product List of mstltutlOnallzed practices to recogmze quality Job
performance

7 Conduct Internal discussions to detennme areas where mcreased delegation of
authonty to make decIsions and take actIOn will mcrease productiVity and staff
morale
End product Internal deCISions regardmg specific areas to mcrease autonomy

~ 3
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Group Consumer Affairs and GNBS
Goal Annually mcrease sustamed, coordmated
programs and measures to ensure consumer protectlOn
through policies and their ImplementatlOn PLANNING WORK SHEET

--'\~

Objectives Tasks Person Responsible Time Table
1996 1997 1997 1997
4'h Q 1'lQ 2nd Q 3'd Q

ObJecttve
I Establish a program commIttee to oversee the campaign

1 Develop and Implement an
End product Recommendation on committee structure membership. role. and
responSlblhtles

mtegrated public educatton
program, mcludmg 2 Prepare a detaIled commURlCatlons strategy to gUIde the public educatIOn campatgn

semmars, conferences, (consultant?)

lectures, medIa, and prmt
End Product PublIc EducatIOn Program Plan document

matenals 3 IdentllY resources for the campatgn and acqUIre approvals
End product Fundmg plan. deCISion to approve

4 Implement the program
End Product PerIOdiC progress reports

2 Establish a natIonal I Develop terms ofreference mcludmg mandates structure operatIOnal procedures and

consumer protectIon
protocols resources relatIOnshIps to DIVISion and Agency work plan (consultant?)
End Product Report of recommendatIOns

adVisory body whIch WIll
adVIse quarterly on the 2 Formalize the AdVISOry Board

status of consumer End product Document of mandate and procedures

protectIOn polICies, 3 DeVise strategies to ensure close articulation between the AdVISOry Board and other
legIslatIOn and regulatIons consumer protectton agencies

End Product Plan for coordmated operations

•
3 Increase correlatton of I IdentIfY standards

standardIzatIOn dIrectly to
End Product List recommended

consumer mterests 2 Establish relevant commIttees
End product Committees and their recommended membership submitted for
approval

3
End Product
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Objectives Tasks Person Responsible Time Table

1996 1997 1997 1997
41h Q I'IQ 2nd Q 3rd Q

1

4 Increase cooperation End Product

among consumer agencies 2
End product

3
End Product

2
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Group ForeIgn Trade and GEPC
Goal Improve the balance of payments through

mcreasmg net exports
PLANNING WORK SHEET

~~
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Objectives Tasks Person Responsible Tune Table

1996 1997 1997 1997
41h Q P1Q 20d Q 3rd Q

Objective I Determme status of the proposed trade policy umt
End Product DecIsion by Mmlster

ArticulatIOn of a
2 Set up Data Base

comprehensive trade
polley for Guyana a) Order eqUIpment and software reqUIred

End product approved reqUisItion

b) Determme specific outputs for the data base over the short medIUm and long term
and IdentifY the type ofdata reqUIred to produce them and their sources
End Product Report

c) Take actIOns necessary to acqUIre data mcludmg Imkages to electromc data
(lntemet CURTIS ECLAC and ITC)
End product Purchase reqUisItions

d) Conduct assessment of staffneeds and acquIre addItIOnal staff as needed
End Product New staff, as needed

e) Assess trammg needs for mternal staff data proViders and data users and prepare a
trammg program
End Product Needs assessment and trammg program

t) IdenttfY addItional sources of trade mformatton and access on a regular basIS to
bUIld a comprehenSIve up to date resource library
End product LIst of sources mcludmg perIOdicals, Journals, monographs, on-Ime
services, etc

2 PrOVide data, data 1 Conduct analySIS of Guyana s posItion m relatIon to mternattonal trade agreements!

analySIS, reports, polley arrangements

papers and semmars as
End Product Data and RecommendatIOns prOVided periodically

needed to mform key 2 Momtor and evaluate the Impact of trade arrangements by establlshmg feedback

trade stakeholders m and mechanIsm WIth the private sector (such as manufacturmg compames) and other

outSide of the agencies

Government
End product Impact reports

3 MOnitor/proJect future trends m mternatlOnal trade (market size prices competltron)
End Product PeriodiC data sheets and reports

1
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Objectives Tasks Person Responsible Time Table

1996 1997 1997 1997
41h Q 1'1Q 2nd Q 3'd Q

4 Conduct regularly scheduled meetmgs with related agencies to conduct analysIs of
mtemal trade data
End Product Monthly and Quarterly Reports

5 Conduct penodlc trammg sessIOns semmars and forums on trade Issues
End Product A 6 12 month plan for workshops, semmars and forums

6 On gomg staff development conducted to mamtam current knowledge and skills
End Product A DIVIsIOn/Agency plan for staff development mcludmg npcommg
conferences, meetmgs and trammg programs

7 Mount overseas trade mISSions

a) Develop a budget allocatIOn for future trade mIssIons
End product An estimate of funds available

b) Develop a pnontlzed list of mISSIOn sites
End products LIst

c) Develop plans for top pnontles and Implement
End products Plans submitted for approval and fundmg

8 Establish and setup trade mformatlon dIsplay centers at Guyana s embasSies and
miSSIOns

a) Develop a plan for the content and set up of the displays and do a cost analySIS
End product Display deSign and cost analySIS

b) Submit plans to embasSIes and missions for prelimmary approval ofthe concept
End product Letters of deSCription With specificatIOns to MIssion and EmbaSSies

c) Submit plans for approval and fundmg
End product Formal request to GOG

2



PLANNING WORK SHEET

- -----,-Group IndustrIal Development and Go-Invest
Goal Increase home-based and overseas-based

mdustrIal development and mvestment by
15%-20% annually

- - - - - - - - - - -
ObJecttves Tasks Person Responsible Time Table

1996 1997 1997 1997
4lh Q ISl Q 2nd Q 3rd Q

Objectives I Collect all data on current polley status
End Product Documents gathered

1 Formulate an mdustnal 2 HIre consultant to prepare proposed mvestment code
development polley End product Consultant recommendatIOns

document
3 Prepare final recommendatIOns and submit to the Cabmet for adoption
End Product Fmal recommendations approved by the Mmlstry for submiSSIOn

2 Publish and provide an I Conclude arrangements and hire the consultant for gUide preparatIOn

mvestment gUIde End Product Consultant recommendatIOns on content and format for
preparation

2 Prepare final versIOn and prepare for dlssemmatlon
End product Investment GUide

3 Develop mtemal mechanisms for contmued updatmg and timely dlstnbutlon
End Product Plan for updatmg and distributIOn

3 Increase/Improve I ProVide one millIon square feet ofdeveloped mdustnal park annually

mcentIves, services and
a) Complete and promote the current park to come on lIne 10 early 1997

procedures for mvestment End Product Work plan for project completIOn and promotion

b) Identify target sites for 1998 and 1999
End Product Report on proposed sites for review and plannmg

2 Encourage pnvate sector to proVide one EPZ annually

a) Develop strategy and targets for promotion to the pnvate sector
End product Promotional plan

.
b) Implement the plan
End Product Progress report on commitments by private sector

1
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Objectives Tasks Person Responsible Time Table

1996 1997 1997 1997
4!hQ IS! Q 2nd Q 3ed Q

3 Provide annual review of the mcenttve program

a) Prepare plan for how review will be conducted and by whom

3 Increase/Improve
End Product Recommended procedures

lDcentlves and procedures b) Implement plan for first review

for lDvestment (cont) End Product Recommended changes m mcenttve program

4 Streamlme mvestment procedure to target BIT arrangements m order to streamlme
mvestment

a)
End Product

b)
End Product

5 ProVide 100 person hours oftechmcal assistance and support services to SMEs
women and Amermdlans

a)
End Product

b)
End Product

6 Conclude jomt commiSSion arrangements to schedule mvestment needs

a)
End Products

b)
End products

I Conduct needs assessment and prepare recommendatIOns for strengthenmg
4 Strengthen Go-Invest mcludmg staffing eqUIpment and trammg

End Product Recommended program for strengthenmg

2 Request needed eqUIpment .
End product Approved reqUIsitIOn

3 Develop plan for trammg ofstaff mcludmg m house local and overseas trammg
End Product A trammg program outhned

,.,
~
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Objectives Tasks Person Responsible Time Table

1996 1997 1997 1997
4lh Q I sl Q 2nd Q 3rd Q

5 Strengthen the IndustrIal I Conduct needs assessment and prepare recommendatIons for strengthenmg
Development DIvISIon including staffing eqUIpment and tralnmg

End Product Recommended program for strengthenmg

2 Request needed eqUIpment
End product Approved reqUIsItIOn

3 Develop plan for trammg ofstaff mcludmg m house local and overseas trammg
End Product A trammg program outhned

6 Increase value added and I
down stream processmg by 5% End Product
annually

2
End product

3
End Product

3
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________1- - - --4_11--,1 - - - - - - - - - - - -Group TourIsm
Goal Increase tOurIst arnvals by approxImately

5% per year over the next 3 years through
targeted market research and analysIs

PLANNING WORK SHEET

Objectives Tasks Person Responsible Time Table

1996 1997 1997 1997
4th Q 1st Q 2nd Q 3'dQ

Objective 1 Identify a consultant to provIde the market research and analysIs
End Product Consultant's recommendatiOns

1 Conduct market research 2 Prepare a marketmg plan (consultant?)
and analysIs to faCIlitate the End product Marketmg Plan and budget

Identification of market
D1ches/segments leadmg to 3 Conduct marketmg activities m major access markets based on the marketmg

plan
preparation of a marketmg End Product PeriodIC progress reports on activIties of the plan
plan Implementation

2 Enhance the regulatory
I Prepare and mtroduce legislatIOn for a) registration and regulatIOn of tourenvironment for Tourism
operators and tour gUides b) enforcement of minimum standards for the
accommodation and entertamment sectors

a) Draft legislatIOn m consultatIOn with the pnvate sector
End Product Completed legIslative Items wIth key private sector
endorsement

b) SubmIt legislatIon and proVIde necessary communication support to Its
passage

End Product, Legislation passes

2 Revise the mcentlve package for tounsm mvestment
End product Recommended revIsIons presented for approval

3 Develop strategies to streamline approvals for mcentlve requests
End Product Report on procedures developed

3 Revise the AdmmlstratIve 1 Detennme status ofthe proposed new organIzatIOn for Tounsm

Structure of the Tourism Development

DIvISIOn
End Product DecIsIon by Mlntster

2 If approved formahze!lmplement the new structu{e

a) Fonnahze the board
End Product Roster of proposed board members

1
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ObjectIves Tasks Person ResponsIble Time Table

1996 1997 1997 1997
4lh Q ISIQ 2nd Q 3'd Q

b) Complete Job descnptlOns and hIre staff

Contmued End product Appr oved Job descrIptIOns .
3 ReVIse the AdmmlstratlVe c) Complete phYSIcal arrangements for houstng
Structure of the Tourism
DIVISion

3 Ifnot approved determtne structural changes tn the current Tounsm DIvIsIon
and Implement

End Product Recommendations for changes and decIsIons to approve

4 Improve the reliability and 1

quality of air transport End Product

services 2
End product

3
End Product

5 Improve standards and 1 IdentitY strategIes to tnfluence quahty and standards of tnfrastructural

quality of service m the faclhtles

accommodation sector
End Product Report on recommendatIons

2
End product

3
End Product

~ 2
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Group AdmInIstratIOn and Support ServIces
Goal To provIde prompt and efficIent office support
servIces to Increase MInIStry's output In trade,
tOUrIsm, IndustrIal development and consumer affairs

PLANNING WORK SHEET

ObjectIves Tasks Person ResponsIble TIme Table. 1996 1997 1997 1997
4th Q I"IQ 2nd Q 3rd Q

I Conduct Inventory of staffing needs based on the Ministry s strategic plan

Objective End Product Completed Inventory -
1 Enhance staffing and

2 Conduct analysis/assessment ofcurrent staff skills -End product Skills assessment report
skills base to ensure a

supply of effective people 3 Analyze the Inventory and skills assessment and develop speCific recommendations ...
for management and

for hiring of new staff and training ofeXisting and new staff

speCialists divIsIOns
End product Hiring and tralRlRg recommendations

3 Prepare a plan and design for providing training Internally and externally -End Product TralRlng program desIgn

4 Implement hiring and training program

I Conduct an Inventory ofeqUIpment and software needs ofthe various DIVISions -2 Acquire necessary End Product LIst of needed eqUIpment

eqUipment and software
2 Analyze needs PrioritIze and develop cost projections -to sustam optimum levels End product FlRal Prioritized Itst of needs

of output
3 IdentifY sources of funding and submit requests -End Product ReqUISItions or letters of request

4 IdentifY procedures for eqUIpment maintenance and repaIr
End Product Contracts or agreements -
5 Install new eqUIpment -End product EqUIpment up and runmng

6 InstItute training program on new eqUIpment
End product Trained personnel
I Consult with the Ministry staff to determine specific programs to enhance

3 To stimulate Interpersonal relationshIps -tnterpersonal relationships End Product List of recommendatIOns for revIew and approval

to achIeve hIgher levels of
2 Implement programs

team Sptrlt and team-
butldmg across the

End product PeriodiC repor ts on progress

MIDlstry
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Objectives Tasks Person Responsible Time Table

1996 1997 1997 1997
4th Q 1st Q 2nd Q 3'd Q
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MINISTRY OF TRADE, TOURISM, AND INDUSTRY
1996-97 STRATEGIC PLAN

BRIEFING PAPER

Introduction

This bnefing paper provides a progress report to those who did not attend the Ministry
of Trade, Tounsm & Industry strategic planning retreat held on September 14-15 The
charts which follow capture the basIc objectives and key tasks Identified by working
groups dunng the retreat This preliminary Information constitutes the framework of the
strategic plan The target date for completion of the strategic plan IS the end of October

Please note that the working committees will continue to edit, refine and expand this
information until the plan IS completed The Information contained here IS Incomplete,
and IS to be viewed as a draft subject to further Input The purpose of this bnefing
document IS to stimulate additional Input from Interested parties

The Retreat

Thirty-two members of the Ministry attended the two-day retreat, held at the GUYSUCO
Training Center The seSSions, conducted pnmanly In small groups, looked at both
MInistry-wide and DIvIsion/Agency Issues for the purpose of devIsing a strategic plan
that will significantly enhance the Ministry's capabilities and outputs

Participants reviewed the miSSion and mandates of the Ministry and ItS DIvIsions and
Agencies, developed a VISion of what each should be like If operating optimally,
Identified major weaknesses and constraints, and finally Identified the pnmary
objectives and tasks to be completed In order to achieve the VISion and overcome
constraints The full set of data generated at the retreat has been compiled In a Raw
Data Summary Report and IS available for review In the offices of the Permanent
Secretary and the DIvIsion and Agency Directors

The Remammg Plannmg Process

Through the end of September and first half of October, working groups will review the
material from the retreat and expand upon It DUring this penod every opportunity IS
available for additional Input Meetings held dunng the week of October 14-17 Will
proVide the last major strategy sessions The draft strategic plan, to be submitted on
October 28, will Include strategy descnptlons, an action plan, a mOnltonng and
evaluation plan, and a resource development plan These management tools Will be
designed to support the Implementation effort
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Goal To Improve general workmg
conditIons and moral wIthm the MInIstry

ACTION PLAN
MINISTRY-WIDE STRATEGIC PLANNING OBJECTIVES

",--~-"'.r<~

ObjectIves

1 Improve representation and
advocacy by admlDlstration
regardmg the Mmlstry's concerns
and pnontles

2 Improve work environment and
facilities

• drmkmg water

• telephone system

• JaDltonal services

• office layout and reception
area

• lunch/lounge area

• eqUipment mamtenance

• office matenals

• transportation

3 Clanfy/lmprove relationships
and coordmatlOn among and
between government agencies

4 Improve the general morale by
mcreasmg rewards and mcentlves
for quality performance

2

Tasks

1 Prepare a jOint communicatIon strategy for the Ministry/Agencies
a) Hire a commUnications specialist to serve the Ministry's needs
b) Prepare a MInistry-wide communicatIOns plan
c) Establish a steering committee to oversee ImplementatIOn and prOVide on-going Input to the communicatIOns officer

2 Establish a Steering Committee to oversee Implementation of the Strategic Plan

1 Contract for or provide provIsions of pure drinking water
2 Review telephone systems needs and address them
3 Review cost of contracted versus direct hire Janitorial services

a) If cost effective, contract for services
b) Ifm-house services are continued, significantly Increase superviSIOn and accountability and determille cause of inadequacies

4 Contract for plan to fix the receptIOn area and re-organlze office space, and once approved, Implement the plan
5 Review cost effectiveness of eqUIpment repair contracts and Implement
6 Review current materials Illventory and purchase processes and develop Improved approach
7 Develop a plan for the allocatIOn, mailltenance and repair of vehicles
8 Seek Illcrease m budget for faCility and equipment mailltenance and repair

1 InstItute regular briefing sessIOns among the MilliStry of Trade, Tourism & Industry DIvIsions and their related Agencies Seek
further role clarificatIon and IdentIficatIOn of areas of overlap and collaboratIOn as first agenda Item

2 Encourage contillued collaboratIOn between DIVISions and AgenCies on ImplementatIon of the strategic plan
3 Identify speCific GOG MInistries and AgenCies where problems are apparent due to lack of coordmatlOn or duplication of effort
4 Develop and Implement a plan for each targeted MIniStry or Agency proposing solutIOns and determme who should conduct the

contact for diSCUSSion With each target

I ReView and redefine job deSCriptIOns and qualifications for pOSitIOns
a) Request each employee to review current deSCriptIOn and propose changes, based on realities of the job
b) ReView submiSSIOns and propose changes
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-Q

Objectives Tasks

CONTINUED 2 DesIgn an Integrated approach to performance appraIsal, promotIOn, raIses and gnevance management
4 Improve the general morale by 3 Prepare a personnel handbook wIth revIsed procedures and conduct trainIng of superVIsors and staff
mcreasmg rewards and mcentIves 4 Request MlnIstenallobby to regulanze salary pohcles across government and work wIth other government employees to
for quality performance promote It

5 Address the numerous "actmg" posItIons wIthin the Mmlstry and resolve
6 Introduce mternal rewards mechamsms such as best worker awards, letters ofcommendatIons, conceSSIons, and allowances
7 Conduct mternal dISCUSSIOns to determme areas where mcreased delegatIOn of authonty to make decIsIons and take actIOn WIll

mcrease prodUCtIVIty and staff morale

3
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Goal Increase tourIst arrivals by approxImately

5% per year over the next 3 years through
targeted market research and analysIs ACTION PLAN

TOURISM DIVISION

Objectives Tasks

1 Conduct market research .
and analysIs to facilitate the I Identify a consultant to provIde the market research and analysIs
IdentificatIOn of market 2 Prepare a marketmg plan (consultant?)
niches/segments leadmg to 3 Conduct marketmg activIties m major access markets based on the marketmg plan
preparation of a marketmg
plan

2 Enhance the regulatory
environment for Tourism I Prepare and mtroduce legislatIOn for a) registratIon and regulatIOn of tour operators and tour gUIdes, b) enforcement ofmlmmum

standards for the accommodatIOn and entertamment sectors
a) Draft legIslatIOn m consultatIOn WIth the prIvate sector
b) Submit legIslatIOn and proVide necessary communicatIOn support to ItS passage

2 RevIse the mcentlve package for tOUrIsm mvestment
3 Develop strategIes to streamlIne approvals for mcentlVe requests

3 RevIse the AdmmlstratlVe
Structure of the Tourism I Determme status of the proposed new organizatIOn for TourIsm Development
DIvIsIOn 2 If approved, formalIzehmplement the new structure

a) FormalIze the board
b) Complete Job descrIptIOns and hIre staff
c) Complete phySIcal arrangements for housmg

3 Ifnot approved, determme structural changes m the current TourIsm DIvIsIon and Implement

4 Improve the reliability and
quality of air transport
services
5 Improve standards and 1 Identify strategIes to mfluence qualIty and standards of mfrastructural faCIlIties
quality ofservlce m the
accommodation sector

.;5l#' 4
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ACTION PLAN

INDUSTRIAL DEVELOPMENT AND GO-INVEST

Increase home-based and overseas
based mdustrIal development and
mvestment by 15%-20% annually

Goal

Objectives Tasks

1 Formulate an
industrial development
policy document

I Collect all data on current policy status
2 Hire consultant to prepare proposed Investment code
3 Prepare final recommendations and submit to the Cabinet for adoption

2 Publish and provide an
Investment gUide

I Conclude arrangements and hIre the consultant for gUide preparatIOn
2 Prepare final verSIOn and prepare for dIsseminatIOn
3 Develop Internal mechamsms for continued updating and timely dIstributIOn

3 Increase!lmprove
incentives, services and
procedures for
Investment

I ProvIde one mIllion square feet of developed industrIal park annually
a) Complete and promote the current park to come on Ime m early 1997
b) IdentIfy target SItes for 1998 and 1999

2 Encourage private sector to provide one EPZ annually
a) Develop strategy and targets for promotIon to the private sector
b) Implement the plan

3 Provide annual reVIew of the mcentive program
a) Prepare plan for how reVIew WIll be conducted and by whom
b) Implement plan for first reVIew

4 Streamlme mvestment procedure to target BIT arrangements In order to streamline Investment
5 ProvIde 100 person hours oftechmcal assIstance and support servIces to SMEs, women and AmerindIans
6 Conclude JOint commISSIon arrangements to schedule Investment needs

4 Strengthen Go-Invest I Conduct needs assessment and prepare recommendations for strengthenmg, mcludmg staffing, eqUipment and trammg
2 Request needed eqUipment
3 Develop plan for trammg of staff, mcludmg m-house, local and overseas trammg

u
'-........:.
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-------------------
Objectives Tasks

5 InstitutIOnal I Conduct needs assessment and prepare recommendatIons for strengthenmg, mcludmg staffing, eqUIpment and trammg
Strengthenmg of the 2 Request needed eqUIpment
Industrial Development 3 Develop plan for trammg of staff, mcludmg m-house, local and oyerseas trammg
DIvIsion

6 Increase value added
and down stream
processmg by 5%
annually
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Goal Improve the balance of payments

through mcreasmg net exports
ACTION PLAN

FOREIGN TRADE AND GEPC

Objectives

1 Articulation of a
comprehenSIve trade
polIcy for Guyana

2 ProvIde data, data
analysIs, reports, polIcy
papers and semmars as
needed to mform key
trade stakeholders m and
outsIde of the
Government

-<:5>
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Tasks

J Determme status of the proposed trade pohcy Unit
2 Set up Data Base

a) Order eqUIpment and software reqUIred
b) Determme specific outputs for the data base over the short, medIUm and long term and Identify the type of data reqUIred to produce

them and their sources
c) Take actions necessary to acqUIre data mcludmg linkages to electrOniC data

(Internet, CURTIS, ECLAC, and ITC)
d) Conduct assessment of staff needs and acqUIre additional staff, as needed
e) Assess trammg needs for mternal staff, data proViders and data users, and prepare a trammg program
t) Identify additIOnal sources of trade mformatlOn and access on a regular baSiS to build a comprehenSive, up-to-date resource library

I Conduct analySIS of Guyana's position m relatIOn to mternatlOnal trade agreements/ arrangements
2 Momtor and evaluate the Impact of trade arrangements by establIshmg feedback mechanism With the prIvate sector (such as

manufacturmg compames) and other agencies
3 Momtor/proJect future trends m mternatlOnal trade (market Size, prIces, competitIOn)
4 Conduct regularly scheduled meetmgs With related agencies to conduct analySIS of mternal trade data
5 Conduct perIodiC trammg seSSIOns, semmars and forums on trade Issues
6 On-gomg staff development conducted to mamtam current knowledge and skills
7 Mount overseas trade mISSions

a) Develop a budget allocatIOn for future trade missions
b) Develop a prIorItized list of mission sItes
c) Develop plans for top prIorIties and Implement

8 Estabhsh and setup trade mformatIon dIsplay centers at Guyana's embaSSIes and miSSIons
a) Develop a plan for the content and set up of the dIsplays and do a cost analySIS
b) SubmIt plans to embaSSies and mISSions for prelimmary approval of the concept
c) Submit plans for approval and fundmg
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_ ACTION PLAN

CONSUMER AFFAIRS AND THE GNBS

Goal Annually mcrease sustamed, coordmated
programs and measures to ensure consumer
protection through polICies and their
ImplementatIOn

Objectives Tasks

1 Develop and Implement I Establish a program committee to oversee the campaign
an mtegrated public 2 Prepare a detailed commUnICatIons strategy to gUIde the public educatIon campaIgn (consultant?)
education program, 3 Identify resources for the campaIgn and acquIre approvals
mcludmg semmars, 4 Implement the program
conferences, lectures,
media, and prmt materials

2 Establish a natIOnal I Develop terms of reference mcludmg mandates, structure, operatIOnal procedures and protocols, resources, relationships to
consumer protectIOn DIvIsion and Agency, work plan (consultant?)
adVisory body which wIll 2 Fonnalize the AdVISOry Board
adVIse quarterly on the 3 Devise strategIes to ensure close articulation between the AdVISOry Board and other consumer protectIOn agencies
status of consumer
protectIOn poliCies,
legislation and regulatIOns

3 Increase correlation of I Identify standards
standardizatIOn directly to 2 Establish relevant committees
consumer mterests

4 Increase cooperatIOn
among consumer agencies

.-- 8
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Goal To provIde prompt and effiCIent office support
serVIces to Increase MInIStry's output III trade,
tOUrIsm, IndustrIal development and consumer affaIrs

ACTION PLAN
SUPPORT SERVICES

Objectives

1 Enhance staffing and
skills base to ensure a
supply of effective people
for management and
speCialists divIsions

2 Acquire necessary
eqUIpment and software
to sustam optimum levels
of output

3 To stimulate
mterpersonal
relatIOnships to achieve
higher levels of team
Spirit and team-bUlldmg
across the Mmlstry

9-c:>
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Tasks

I Conduct Inventory of staffing needs based on the Mmlstry's strategic plan
2 Conduct analysis/assessment of current staff skills
3 Analyze the Inventory and skills assessment and develop speCific recommendatiOns for hmng of new staff and trammg of eXlstmg and new

staff
4 Prepare a plan and design for provldmg trammg, mternally and externally
5 Implement hlflng and trammg program

I Conduct an Inventory of eqUIpment and software needs of the various DIVISiOns
2 Analyze needs, pnontlze and develop cost projections
3 Identify sources offundmg and submit requests
4 Identify procedures for eqUIpment mamtenance and repair
5 Install new eqUipment
6 Institute training program on new eqUipment

I Consult with the Ministry staff to determme speCific programs to enhance mterpersonal relatIOnships
2 Implement programs


