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The assignment Included design of the retreat, preparation of retreat matenals, training
of facIlitators, retreat management, documentation of retreat output, post-retreat
meetings with the DIvIsion and Agency Heads, and preparation of a draft Strategic
Plan

Dehverables

Schedule of ActivIties

Scope of Work

1

Three days were spent prepanng the retreat design and facIlitator
and participant matenals

Travel to Guyana
Completion of matenals for the facIlitator training sessions
FacIlitator training
Completion of matenals for the retreat
The Retreat
Completion of raw data and Action Plans
Meetings With DIvIsions/Agencies to review their action plan and
time table
Return to Miami

CONSULTANCY TRIP REPORT
June 29, 1997 - July 11, 1997

Pre-site VISit

June 29th

June 30-July 1
July 2
July 3-4
July 4-6
July 7-8
July 9-10

• A design for the retreat, approved In advance by the MInistry
• Matenals for the group facIlitators and for facIlitator training
• Matenals for retreat participants
• Raw data from the retreat
• A draft Strategic Plan submitted for MInistry reView, Input, and approval

Purpose of the Consultancy

July 11

To design and facIlitate the MITI 1997-98 Strategic Planning Retreat and prepare a
draft of their Strategic Plan
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Observations

There were two key differences between this retreat and the first one In 1996

1 The design of this year's planning process began with the Ministry's constituency
and their needs as opposed to last year's focus on staff needs Last year, It was
Important to give vent to feelings of frustration over Inadequate pay and poor
working conditions The MInistry needed to get ItS own house In order This year's
focus on constituency needs elevated the diScussion and opened doors of
understanding for many Into the Inner workings of the divIsions and agencies The
result was a more sophisticated product, done almost entirely by the groups
themselves FacIlitator Input Into content was significantly less this year

2 Stakeholders were Included In this year's retreat, a step which added Immensely to
the depth and reality-orientation of diScussions held Bridges were bUilt between the
MiniStry, AgenCies, and stakeholders A review of the retreat evaluation comments
reveals that participants appreCiated the Importance of thiS addition and want to
Increase stakeholder participation In the future There are also comments about
meeting with stakeholders throughout the year to collect feedback and learn more
about their needs It IS my strong recommendation that thiS be instituted In all the
diVIsions

Another difference was the extension to a 2 5 day program as opposed to two days
ThiS enabled us to spend time on VISion and values within the Ministry and stili be able
to get through the action planning phase Also, more of the JUnior staff were Included
thiS year which In no way Impeded progress and Will hopefully Improve moral and team
work

While the general lack of progress over 1996-97 was cause for many to doubt the
MInistry's follow-through on strategic planning, these concerns did not appear to affect
the enthusiasm or dedication of the participants The intensity of their work throughout
the two-and-a-half days was Impressive Comments In the evaluatIon make It clear that
they see the danger of poor Implementation and are very anxIous not to experience a
deepening sense of failure

Lessons Learned

1 I did not allow suffiCient time for faCIlitator training It was apparent to me after the 3­
hour session that they were overwhelmed With Information and did not fully absorb
the flow of the deSign Indeed, It was longer and more complex than last year My
remedy was to prepare and conduct full group briefings at the beginning of each
day, so that all participants had a bit of understanding of the proceedings ThiS took
some of the pressure off of the faCIlitators and should probably be done regardless
of the success of the training session
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2 I "over-designed," meaning that I placed too many activities Into the Sunday
schedule I could see by late Saturday that they took more time In diScussions than I
had anticipated, so I made the deCISion to cut out the "bndge team" exercise on
Sunday morning Instead they spent the full time on Sunday working through their
action plan, and they definitely needed all of that time to get through the task
However, because they had the time, discussions became very detailed and Issues
were analyzed In considerable depth Clearly, anyone designing actiVities for this
group should keep In mind their slow but thorough exploration of Issues

Recommendations

1 The facIlity at Ogle did not perform well, especially In food and beverage service
Without guarantees of better service, the retreat should not be scheduled there next
year

2 The 2 5 day length was very beneficial and should be retained

3 Even more stakeholders should be Included next year, and every effort should be
made to Interact more With stakeholders through the year This Will be bUilt Into their
mOnltonng and evaluation plan

4 The staff of MITI need greater exposure to "best practices" Within their respective
technical areas This Will help them to be more innovative In development of
objectives and strategies for service and performance Improvement Such exposure
should be scheduled as training experiences for the staff over the coming year, With
the caveat that they share their expenences With others In theIr divIsion/agency
upon return

5 In the SPirit of Increasing Sophistication of the planning process, next year calls for
more examination of future trends that Will have an Impact on MInistry constituents ­
the direction of trade agreements, competition for Investment and tounsm,
deterioration or Improvements In country conditions, changes In technology, etc
This Will enable the groups to think more long-term and become more VISionary In
their problem solVing It Will also bring their process more In line WIth traditional
strategic planning which IS Intended to be more long-range for the purpose of
anticipating and aVOiding future problems

Materials Attached

FaCIlitator Training Agenda and Training Materials
PartiCipants' List and Agenda
Raw Data With Action Plans
Retreat Evaluation Results
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PARTICIPANTS FOR MEETING
JULY 2,1997, AT CARA LODGE

./f Pennanent Secretary

~ Deputy Pennanent Secretary

AdmInIstratIOn/Support ServIces
v-1 Mr Roopnanan Ganesh
~ Mr Shelton Damels

ForeIgn Trade/GEPC
A' Mr WIllet HamIlton
0/2 Ms Ra]daI Jaganmuth
;;r Ms LaxmIe Kalhcharran

TourIsm
--1 Mr Kenneth Bentmck
""",2 Ms Lesley BenJamm

Industry/Go-Invest
V"'1 Ms Bndgette MorrIson
~ Mr Gordon Spencer
.....-3 Ms Sandra Baptiste (Secretary notified)

Consumer Affalrs/GNBS
--l- Mr Paul WhaIlon
v-2 Ms Sheree Trotman
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FACILITATOR TRAINING
AGENDA

1 Updates from the FacIlitators

2 Scheduling of Post-Retreat Meetings

3 General Role of the FacIlitators

4 Architecture of the Retreat

5 Step-by-step Review of the Design

A Values Clanficatlon
B Constituency Mapping
C Needs Analysis/Service Gap AnalysIs
D Quality Inventory
E Mini Environmental Scan
F Objectives Development
G Action Planning
H Teaming
I Final Presentations

6 Review of the Design and DIVIsion of Labor with Co-FacIlitator



Based on the above, participants Will

DUrIng the course of the retreat, participants will

Products/Outcomes.

STRATEGIC PLANNING RETREAT 1997-98
MINISTRY OF TRADE, TOURISM AND INDUSTRY

ARCHITECTURE OF THE RETREAT

Raising Standards of Service and Performance

To Initiate development of a MInistry Strategic Plan for 1997-98 that
promotes and facIlitates significant Improvements In MInistry and Agency
services

1 Dev~lop VISion and value statements which set standardc; of excellence for
the MInistry and Its related Agencies

2 Identify their major constituencies and conduct needs and service gap
analyses In order to evaluate the current service menu

3 Conduct service quality analyses to Identify needed Improvements

4 Develop objectives for the 1997-98 strategic plan which Will lead to
significant Improvements In professional performance and constituency
services

5 Begin preparation of an action plan for each strategic objective

Theme

Goal

Objectives

1 VlslonNalues statements which Will serve as benchmarks for MInistry performance
2 Constituency maps for all DIVISions and Agencies and preliminary constituency

needs assessments
3 Service Quality Assessments
4 Strategic objectives for each DIVISion and Agency
5 Draft Action Plans for each DIVISion and Agency
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Overview of Structural Logic

PartIcipants Will work In a senes of cross-cutting and DIvIsion/Agency groups, With
actIVIties each day bUilding upon deliberations and deCISions of the prevIous day The
SIX value areas, from whIch standards Will be developed, emerged through group
diScussIons In the pre-planning sessions Definitions and statements of standards
developed on Friday evening WIll prOVide the basIs for performance and service
assessments on Saturday Late Saturday, strategIc objectives are defined On Sunday,
cross-dIvIsion/agency teams, called "bridge teams," Will meet to share objectIves and
Identify support needs and JOint venture opportunities across the Ministry Also on
Sunday, action plans Will be desIgned to achIeve the service and performance
enhancements Identified on Saturday

SETTING
PERFORMANCE

STANDARDS

~
Planmng * Celebration

Action Plannmg

~
Cross-DIvIsional Support Needs/OpportunitIes

Teammg and Collaboration

~
Quality Assessments * Identifying Objectives

Developmg Strategic Objectives

~
Constituency Mapping * Constituency Needs * Service Gap Analyses

Performance and Service Quality Assessment

Customer Focus * Service Quality * Team Work * Work Environment * Management * Leadership

VIsion and Values. Setting MTTI Performance Standards

SundaySaturday PM

IDENTIFYING

--.... PERFORMANCE ---.... DEVELOPING

....".. AND SERVICE -, STRATEGIES TO
GAPS CLOSE THE GAP

DESIGN STRUCTURE

Saturday AM

EVALUATING
CURRENT

PERFORMANCE

Friday PM

Sunday
Mormng

Sunday
Afternoon

Saturday
Afternoon

Saturday
Mornmg

Friday ...
Evenmg
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FRIDAY, JULY 4
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430 - 500

500 - 5 20

520 - 535

535 - 6 45

STRATEGIC PLANNING RETREAT 1997- 98
MINISTRY OF TRADE, TOURISM, AND INDUSTRY

FACILITATORS' DETAILED WORKSHOP DESIGN

MTTI VISION AND VALUES CLARIFICATION
The Foundation for Strategic Planmng

Welcome and Opening Remarks

Permanent Secretary Totaram
MinIster Shrl Chan

Break

Retreat OvervIew

K Bentley-Baker

VlslonNalues ClarificatIon Cross-cutting Groups

1 Team-BUlldmg

a) While stIli In the large group, the lead facIlitator Instructs
particIpants to Identify a nick name for themselves that
describes a POSitive quality or behavIor that they bring to the
MInistry They are to write thiS word or phase on theIr name tag,
and then go to theIr deSignated meetIng place

b) In the cross-cutting groups, partIcIpants share theIr nickname
and why they chose It They also describe their role In the
MInistry

2 VlslonNalues ClanncalJon

a) Each of the SIX groups are gIven a core value to work on The
values Include

1
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FUNCTIONS OF A FACILITATOR

• Give Instructions to the Group

• Keep DIscussions on Track

• Ensure that the Group Completes Products, Decisions, etc

• Monitor Time Frames

• Record Information on Newsprmt

• Stimulate DIScussion When Necessary

• Encourage QUiet Members to Contribute While Managing Those
Who Talk Too Much

\ \
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645 - 730

• VIsionary LeaJershlp for Guyana
• A Constant Focus on Constituency Needs
• Quality Service
• Team Work
• Effective Management Practices
• A FaCIlitating Work Environment

b) Pass out "Think sheets" to each participant and give them 5
minutes to Identify two characteristics of their group's core
value

c) Ask each participant to share their two characteristics while you
write them up on newsprint

d) Based on thiS list of characteristics, Instruct the group to come
up with a sentence defining their core value as they want It to
be applied In the MInistry For example, "VIsionary Leadership
for Guyana" means staYing out In front of our constituencies'
needs, developing solutions for tomorrow's challenges, and
continually educating ourselves and our constituencies

e) Place the vIsion/value statement on newspnnt
f) If the group has any time remaining, they are to come up with a

name for their group that relates to their vIsion/value statement

Presentations to the Full Group

1 Each group (all members) Will stand at the front and Introduce
themselves uSing their real name and their nick name The
spokesperson then places the sentence up on the front wall
and shares some of the pOints which clanfy what thiS sentence
means to the group Group members are encouraged to add to
the spokesperson's comments

2 At the end of the presentations, the faCIlitator Will place a
continuum under each vIsion/value sentence, running from
"very low application" to "very high application" Each partiCipant
Will be asked to place a dot on each conttnuum where they think
the MInistry IS today In application of thiS value

2



SATURDAY, July 5
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900 - 9 30

9 30 - 1030

1030 - 1045

1045 - 11 45

DIVISION AND AGENCY STRATEGIC OBJECTIVES

Constituency Mapping

Meeting m DIvIsion/Agency groups, participants will use a 24"x36"
map provided to Identify each of their customer groups See the
sample constituency map attached

Constituency Needs AnalysIs

Participants Will select five of the constituency (client) groups on
which to conduct a service needs analysIs Usmg the format
Illustrated below, the group Will put themselves m the client's shoes
and Identify the services and types of support each needs from
MITI

Chent Group
Needs MTTI ProvIdes

1

2

3

4

Break

Service Gap AnalysIs

a) After needs are fully Identified, lead a discussion Identrfymg
services currently provided by the DIvIsion and Agency List
them on the Side of the page opposite the need they address If
services are offered which do not address a specific need listed
on the left Side, these should be hsted m the right column as
well

b) Instruct participants to carefully study the needs assessment for
each of the five key clients, and Identrfy the service gaps -­
where services need to be added or expanded to meet the
clients' needs

3
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11 45 - 12 00

1200 - 1 15

115-215

2 15 - 2 45

245 - 330

c) Place the full list of new or expanded services on a separate
sheet of newsprint

d) Ask the group If any current services should be omitted? List
these on a separate sheet of newsprint

Quality Inventory

DIvide the group Into 4 teams of approximately 3 people each
Assign each team (or ask them to chose) one of the
Dlvlslon's/Agency's current major services and Instruct them to
work together to fill out the Quality Inventory on that service

Lunch

Service Quality AnalysIs

Ask each team to share their assessment with the other group
members Encourage Interaction following each presentation, and
use the forms provided to prepare a consensus-based continuum
for each along each of the quality dimenSions

Mml EnVironmental Scan

Ask the group to thmk about and share how Similar MInistry
DIVISions and AgenCies In other countries serve their clients' needs
List these strategies on a sheet of newsprint, then ask the group to
share any other Innovative technique or activity that the group
should consider when developing strategic objectives Whenever
thiS activity IS finished, move Into the next activity

Note DUring thiS time period, the two administrative groups will
come together and give briefings on their findings through the day
They will not conduct the mini scan

Obrectlves for the 1997-98 Strategic Plan

a) Ask group members to review the sheets of newspnnt listing

• servIces to be added
• services to be expanded
• services to be Improved
• other innovative Ideas and strategies

b) Lead a diSCUSSion In which members prepare their list of
strategic objectives for 1997-98

4
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3 30 - 3 45 Break

3 45 - 4 30 Presentations on DIvIsion/Agency 1997-98 Obrectlves

Each group spokesperson will present their objectives to the full
group, providing brief elaboration on how they determined each of
them

Sunday, July 6

DIVISION/AGENCY ACTION PLANS

9 00 - 10 45 Developing Action Plans for Each Strategic Obrectlve

a) DIvide the group Into teams of 2 or 3, one for each objective
b) USing a form provided to assist the process, Instruct each team

to develop an action plan for their designated objective
c) At the end of 30 minutes, stop team activity and ask each of

them to share their draft action plan
d) Allow group discussion on each team's plan Instruct each team

to amend their plan based on group Input

10 45 - 11 00 Break

TEAMING ACROSS THE MINISTRY

11 00 - 11 30 Bridge Team Selection and Brainstorming

a) Meeting again In DIvIsion/Agency groups, create four bridge
teams Bridge teams are emissaries sent out to meet with
representatives of each of the other DIVIsion/Agency groups
For example, the Foreign Trade/GEPC Group will establish four
bridge teams, one each for Tourism, Industry/Go-Invest,
Consumer Affalrs/GNBS, and Administration

b) After team assignments are made, Instruct the bndge team
members to prepare a list of the group's strategic objectives to
present to their corresponding team, and brainstorm Ideas for
teaming and support to share With the other bndge team

5 /
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11 30 - 12-1E; Bridge Teams Meet and Develop Teaming/Support Strategies

a) A list will be passed out telling each group where to meet with
their corresponding bridge team There Will be a total of 10
bndge team groups These are

1) Admin -- Foreign Trade/GEPC
2) Admin -- Consumer Affalrs/GNBS
3) Admin -- Industry Development/Go-Invest
4) Admin -- Tourism
5) Foreign Trade/GEPC -- Consumer Affalrs/GNBS
6) Foreign Trade/GEPC -- Industry Development/Go-Invest
7) Foreign Trade/GEPC -- Tourism
8) Consumer Affalrs/GNBS -- Industry Development/Go-

Invest
9) Consumer Affalrs/GNBS -- Tourism
10) Industry Development/Go-Invest -- Tourism

b) Each team briefly shares their strategic objectives With the
corresponding bridge team

c) Each DIvIsion/Agency bridge team talks about support and
assistance they need from the other group In order to achieve their
objectives Ideas and strategies for cross DIVISion/Agency
collaboration are developed and placed on newspnnt as the
diSCUSSion proceeds

d) At the end, the teams prepare a duplicate list of strategies and
areas of needed support so that each bridge team has a list to
take back to their DIVISion/Agency group

12 15 - 1 00 Bridge Teams Share Results In DIVISion/Agency Groups

Bndge teams return to their respective DIVISion/Agency groups and
share results of the dialogue With the other DIVISion/Agency reps
Place the newspnnt lists of Ideas for collaboration and support up
on the walls Add Ideas and objectives which the group Wishes to
follOW-Up on to the group's prevIous list of objectives and actiVities
list

1 00 - 2 15 Lunch

2 15 - 3 00 Presentation Development

Instruct your DIVISion/Agency group to prepare a 10 minute
presentation which shows how their strategic plan for 1997-98

6
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300 - 400

takes the Mlnrstry closer to Its vISion and values as developed on
Friday night

Presentations and Closure

Each group has 10 minutes to do their presentation Following the
presentation, participants Will be asked to make cloSIng remarks
about the experience and what they are takIng away

7
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535 - 645

Facilitator
mstructlon

to the group

! FacIlitator
instruction

to the group

FRIDAY EVENING

VlslonNalues Clarification Cross-cuttmg Groups

1 Team-BUlldmg

a) While stili In the large group, the lead facIlitator Instructs
participants to Identify a nick name for themselves that
describes a positive quality or behavior that they bring to the
MInistry They are to write thiS word or phase on their name tag,
and then go to their designated meeting place

b) Once m the cross-cutting groupss tell participants
to share their nickname and why they chose It
They also to describe their role m the Ministry

Time Frame 30 minutes

2 VlslonNalues Clanficatlon

Each of the SIX groups are given a core value to work on

a) Pass out "Thmk sheetsU to each participant and
give them 5 minutes to Identify two characteristics
of their group's core value.

b) Ask each partiCipant to share their two
characteristics while you write them up on
newsprint

c) Based on thiS hst of characteristics, Instruct the
group to diSCUSS what thiS value means In the
Ministry and come Up with a sentence (~efmmg their
core value as they want it to be applied In the
Ministry For example, ViSionary Leadership of
Guyana means We develop solutions for tomorrow's
challenges and contInually educate ourselves and
our constituencies.



d) Place the vIsion/value statement on newsprint

Time Frame. 45 minutes

Presentations to the Full Group

1 Each group (all members) will stand at the front and Introduce
themselves uSing their real name and their nick name The
spokesperson then places the sentence up on the front wall
and shares some of the POints which c1arrfy what this sentence
means to the group Group members are encouraged to add to
the spokesperson's comments

2 At the end of the presentations, the facIlitator will place a
continuum under each vIsion/value sentence, running from
"very low application" to "very high application" Each participant
will be asked to place a dot on each continuum where they think
the MInistry IS today In application of this value

6 45 -7 30

FacIlitator
Instructions
to the Grou"'-~ r--e~):--:-::If~t-:-h-e-g-r-o-u-p~h~a-s-a-n-y~t-Im-e-r-e-m-a-I-n-In-g-,-I-n-s-:-tr-u-c~t~th::-e-m--"

to come up with a name for the group that relates
to their vIsion/value statement
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900 - 930

FacIlitator
Instructions --....
to the Group --"..

9 30 - 1030

FacIlitator
Instructions --....
to the Group lII""

1030 - 1045

SATURDAY MORNING, July 5
DIVISION AND AGENCY STRATEGIC OBJECTIVES

Constituency MappIng

Instruct group members to Identify constituency
groups at each of the four levels of the map You
write them onto the map

Time Frame 30 Minutes

ConstItuency Needs AnalysIs

1 Instruct participants to select five of the
constituency (client) groups on which to
conduct a service needs analysis.

2 USing the format illustrated below, tell group
members to put themselves in the client's
shoes and Identify the services and types of
support each needs from MTTI.

Time Frame: 1 hour

Chent Group
Needs MTTI Provides

1

2

3

4

Break
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115-215

FacIlitator
Instructions
to the Grou

2 15 - 2 45

FacIlitator
Instructions
to the Grou

SATURDAY AFTERNOON, JULY 5
Developing DIvIsion/Agency Objectives

Service Quality AnalysIs

1 Instruct each team to share their assessment with
the other group members Encourage Interaction
following each presentation

2 Use the quality contlnuums provided to prepare a
consensus-based continuum for each service

Time Frame 1 hour

Mini Environmental Scan

1 Instruct the group to think about and share how
similar Ministry DIvIsions and Agencies in other
countries serve their clients' needs

2 List these strategies on a sheet of newsprint

3 Ask the group to share any other innovative
technique or activity that the group should
consider when developing strategic objectives
Whenever this activity IS finished, move into the
next activity

Time Frame 30 Minutes



Break

Presentations on DIvIsion/Agency 1997-98 ObJectives

Ob,ectlves for the 1997-98 Strategic Plan

Time Frame 45 mmutes

services to be expanded
other mnovatlve Ideas

b) Lead a diSCUSSion m which members prepare their
list of strategic objectives for 1997-98.

• services to be added
• services to be Improved

and strategies

a) Ask group members to review the sheets of
newsprint IIstmg

C) Ask the group to select a group spokesperson or
persons to present the objectives to the full group

Each group spokesperson will present their objectives to the full
group, providing brief elaboration on how they determined each of
them

245 - 3 30

330 - 3 45

345 - 430

Facilitator
Ins tructlons
to the Grou

I
I
I
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900 - 1045

FaCilitator
Instructions
to the Grou.....~

1045 - 11 00

11 00 - 11 30

FacIlitator
Instructions
to the Grou

Sunday Morning, July 6
DIVISION/AGENCY ACTION PLANS

Developing Action Plans for Each Strategic ObJective

a) DIvide the group Into teams of 2 or 3, one for each
objective

b) USing a form provided to assist the process,
Instruct each team to develop an action plan for
their designated objective

c) At the end of 30 minutes, stop team activity and
ask each of them to share their draft action plan. If
a team requires more time, allow 5-10 minutes
more

d) Allow group discussion on each team's plan.
Instruct each team to amend their plan based on
group input

Time Frame 1 Hour and 45 Minutes

Break

TEAMING ACROSS THE MINISTRY

Bridge Team Selection and Brainstorming

a) DIvide the group Into four bridge teams Brtdge
teams are emissaries sent out to meet with
representatives of each of the other DIvIsion/Agency
groups
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FacIlitator
Instructions
to the Grou

11 30 - 12 15

FacIlitator
Instructions
to the Grou

12 15 - 1 00

FacIlitator
Instructions
to the Grou"""'~

b) Instruct the bridge team members to prepare a list
of the group's strategic objectives to present to
their correspondmg team

c) Instruct each team to bramstorm Ideas on

• What kinds of support do we need from the other
team m order to achieve our objectives?

• Are there activities we could do together that
would help us achieve our objectives?

Time Frame 30 Minutes

Bridge Teams Meet and Develop Teaming/Support Strategies

1) A list will be passed out telling each group where to meet
with their corresponding bridge team There will be a total
of 10 bridge team groups

b) Instruct each team to share their strategic objectives
and support needs with the corresponding bridge
team

c) Ideas and strategies for cross DiVISion/Agency
collaboration are developed and placed on newsprmt
as the diSCUSSion proceeds

d) At the end, each bridge team prepares a list to take
back to their DIvIsion/Agency group.

Bridge Teams Share Results In DIvIsion/Agency Groups

1 Ask each Bridge team to share results of the
dialogue with the other DIvIsion/Agency reps
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FacIlitator
Instructions
to the Grou

2 Place the newsprmt lists of Ideas for collaboration
and support up on the walls. Add Ideas and
objectives which the group wishes to follow-up on
to the group's prevIous list of objectives and
activities list

Time Frame 45 Minutes
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1 00 - 2 15

2 15 - 3 00

FacIlitator
Instructions
to the Grou

300 - 400

Sunday Afternoon, July 6
Presentations and Celebrations

Lunch

Presentation Development

Instruct your DivIsion/Agency group to prepare a 10
minute presentation which shows how their strategic
plan for 1997-98 takes the Ministry closer to its vision
and values as developed on Friday mght.

Time Frame: 45 Minutes

Presentations and Closure

Each group has 10 minutes to do their presentation Following the
presentation, participants Will be asked to make clOSing remarks
about the expenence and what they are taking away
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MINISTRY OF TRADE, TOURISM AND II'"OUSTRY
STRATEGIC PLANNING RETREAT

OGLE MANAGEMENT CENTRE
JULY 4 -6,1997

ADMINISTRATIVE/SUPPORT SERVICES

1 NeVille Totaram - PS (ag)

2 Roopnanne Ganesh - PAS (G)

3 Mohan Harrypaul - PAS (F)

4 Rowena Figueira

"- Shelton Daniels - PO IIOJ

6 Lisette Wills - PO I (as)

7 Edith Parag - SRS (ag)

FOREIGN TRADE

8 Willet Hamilton - TC (ag)

9 K1m Valentine -SFTO

10 RaJdal Jagamauth - SFTO

11 Clifford Zammett - SFTO (ag)

12 Lancelot Wills -FTO

13 Jermomca Walcott - FTO (ag)

*14 Dylcla Sylvester - ConfSecty

*15 Dermot Noble - Accts Clerk
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CONSUMER AFFAIRS

16 Paul Wharton - DCA

17 Joseph Cumberbatch - SCAO

18 Donna Marshall • RlAnalyst

19 MUriel nnnls - RlAsst

*20 June Hyman - Con Sec (ag)

*21 Kamlapattle Ramnarine - Con Sec (ag)

TOURISM

22 Tessa Fraser - DOT

23 Maureen Paul - TOO

24 Kenneth Bentlnck - AOOT

25 Lesley Benjamin - RlAnalyst

26 Angela Emmanuel - TOO

*27 Veronica Tappin - Conf Secty

*28 Avonle Lekha - Reg Sup (ag)

INDUSTRIAL DEVELOPMENT

29 Tarchan Ramgulam - DPS (ag)

30 Bndget Morrrson - DID (ag)

31 Gordon Spencer - 'DA

32 Sharon David -IDA

*33 Mignon Hope - Accounts Clk III
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EXPORT PROMOTION COUNCIL

34 Laxhmle Kalhcharran - CEO (ag)

35 Adeofa Simon - EPO

36 Ronald Doorgen - Accountant

GNB.S

37 Chatterpaul Ramcharran - Director

38 Sheree Trotman - Asst Director

39 Samantha Singh - Technical Officer

40 Michelle Caesar - Accountant

41 David Olton - Technical Officer I

42 Donna Sealey - Admin Asst

GO-INVEST

43 Patrick Mootoo - Senior Investment Officer

STAKE HOLDERS

• Trade and Industa

44 Inge Nathoo - Exec Secty GMA
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• C9nsumer Affairs

45 Patrick Dial - Pres GCA

46 Eileen Cox - Pres CAB

47 Carlton James - Consultant (Communication)

• Tourism

48 Donald Smclalr - Chairman TAB

49 Richard Humphrey - Pres TAG

50 Colette Mc Dermott - Exec Dlr TAG

BEEP PROJECT

51 P A Thompson - Advisor (MITt)

52 Kandell Bentley Baker - FacIlitator

53 Karen Hmds - Project Officer

**54 MINISTER: Han Michael Shree Chan

GUEST SPEAKERS (Lunch tmW

Mr Pat Dial - President, GCA (Sn)

Mr Ron Webster - President, GMA (617)

.. These staff were attached to specific groups for exposure.

**' Not part of any substantive group.



OVERVIEW OF RETREAT'S STRUCTURAL LOGIC

IDENTIFYING
SETTING ---... EVALUATING ---... PERFORMANCE ---... DEVELOPING

PERFORMANCE ~
CURRENT

~
AND SERVICE ...,.. STRATEGIES TO

STANDARDS PERFORMANCE GAPS CLOSE THE GAP

.. Plannrng * Celebratron

Action Plannmg

... Cross-DIvIsional Support Needs/Opportunities

Teaming and Collaboration

.. Quality Assessments * Identifying Objectives

Developmg Strategic Objectives

• Constituency Mapping * Constituency Needs * Service Gap Analyses

Performance and Service Quality Assessment

Customer Focus * Service Quality * Team Work * Work Environment * lV'anagement * Leadership

VIsion and Values Setting MTTI Performance Standards

DESIGN STI'.UCTURE

SundaySaturday PMSaturday AMFriday PM

Sunday
Afternoon

Saturday
Afternoon

Friday ..
Evemng

Sunday
Mormng

Saturday
Mormng
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FRIDAY, JULY 4

SATURDAY, July 5

STRATEGIC PLANNING RETREAT 1997- 98
MINISTRY OF TRADE, TOURISM, AND INDUSTRY
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430 - 5 00

500 - 5 20

520 - 535

535 - 6 45

645 - 7 30

900 - 9 30

930 - 1030

1030 - 1045

WORKSHOP DESIGN OVERVIEW

MTTI VISION AND VALUES CLARIFICATION
The Foundation for Strategic Planmng

Welcome and Openmg Remarks

Permanent secretary Totaram
MInister Shn Chan

Break

Retreat Overview

K Bentley-Baker

V,slonNalues Clarification

Cross-cutting Groups

Presentations to the Full Group

DIVISION AND AGENCY STRATEGIC OBJECTIVES

Constituency Mappmg

Constituency Needs AnalySIS

Break

1



3. QUALITY SERVICE

6. A FACILITATING WORK ENVIRONMENT

1. VISIONARY LEADERSHIP OF GUYANA

5. EFFECTIVE MANAGEMENT PRACTICES

CORE VALUES

4. TEAMWORK

2. A CONSTANT FOCUS ON CONSTITUENCY NEEDS

Ir;=:==================================:::;'
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I
I
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2. Make the sentence active.

We the people of MTTI....

We listen...We produce....

3. Make the sentence fairly short.
Try to stay below 15 words.

1. Think of the sentence as part
of a creed.

1...-- --,

1
I
I
I
I
I
I
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1
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I
I
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Right:

Wrong:

We maximize human and capital
resources through internal and
private sector partnerships.

Team work means partnering with
others in and outside the Ministry to
solve problems in a manner that
capitalizes fully on our human
resources.

1...------------------.
1
1
I
I
1
1
1
1
1
1
1
1
I
I
I
I
I
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Right:

Wrong:

We plan strategically, manage
resources efficiently and reward
effective performance.

An effective manager is a person
who plans ahead, uses resources
effectively, and motivates employees
to perform at their best.

1,.....-----------------.
1
I
I
I
I
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I
I
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I
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I
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FOCUS ON YOUR VALUE
ONLY

DO NOT DUPLICATE THE
OTHER FIVE VALUE AREAS

1-----------------,
1
I
I
I
I
1
I
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I
I
I '----------------I~()
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DEVELOPING THE MTTI VISIONNALUE STATEMENTS

Craft a sentence which defines this value for MTTI

6 A FACILITATING WORK ENVIRONMENT

• Think of the sentence as part of a creed

• Make the sentence active

• Make the sentence fairly short - try to stay below 15 words

Examples

Wrong Team work means partnenng with others In and outside the
Ministry to solve problems In a way that capitalizes fully on our
human and capital resources

Right We maximize human and capital resources through Internal and
pnvate sector partnerships

Wrong An effective manager IS a person who plans ahead, uses
resources effectively, and motivates employees to perform
at their best

Right We plan strategically, manage resources efficiently and reward
effective performance

Focus on your value only Do not duplicate the other five value areas
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FRIDAY EVENING TASK ONE

The Value _

In the space provided below write words or phases which define or describe the value
listed above

For example, If the value IS "VIsionary Leadership for Guyana" descriptive words and
phrases might mclude lookmg ahead to tomorrow's problems, keepmg up to date on the
latest technologies, educatmg the pnvate sector on new developments, leadmg pnvate
sector efforts to grow, etc

If you think of more than two write them all down, then pick the two you like the most

1

2

3

4
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MINISTRY OF TRADE, TOURISM AND INDUSTRY
VISION AND VALUES

1. VISIONARY LEADERSHIP OF GUYANA

We develop strategies and effective partnerships for the sustamed development
ofbusmess and mdustry through the 21st century

2. A CONSTANT FOCUS ON CONSTITUENCY NEEDS

We are a facilitatmg body we listen to the needs ofour constituencies and
proVide quality service for economic stability and sustamabllity

3. QUALITY SERVICE

We consistently ensure customers' satisfaction by proVldmg accurate and
reliable service m a credible and courteous manner

4. TEAMWORK

We aspire together to achieve common goals and objectives

5. EFFECTIVE MANAGEMENT PRACTICES

We exercise rational participatory management worthy ofemulation

6. A FACILITATING WORK ENVIRONMENT

We demonstrate leadership qualities to mamtam stakeholders' satisfactIOn In an
enhanced atmosphere

7
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~ What do they need?
Being Visionary

~ What do they want?
Being Responsive

Being Focused
~ Who are they?

1,.....-------------------,
I
I
I
1
1

I BEGIN WITH YOUR CONSTITUENCY
1
1
I
I
I
I
I
I
I
I
I
1L-.-----------------I 1

J\~



THE SERVICE GAP ANALYSIS

B. Determine what you can and
should provide, given restrictions:

• legal parameters
• •• mission

• resources
• capabilities of your public and

private sector partners

1------------..
1
I
I
I
I
I

I A. Compare constituency wants and
I needs with what you are offering.

1
I
1
I
I
I
I
I
I
I L-- ---__---1~\p



6.

4.

3.

SERVICES OFFERED

1. MTTI-
AGENCY-

2.

5.

1,.....-----------------.
I CONSTITUENT: _

I SERVICES NEEDED

I 1.

I
I 2.

I
I 3.

I
I

4.
I
I
I 5.

I
I 6.

I
I
I
1--------------------....1;1

"\ i



TECHNICAL DIMENSIONS

CUSTOMER SERVICE DIMENSIONS

SERVICE

DIVISION/AGENCY

5

I
4

I
1 2 3

veJl-lo-w------I-+jw-----m-od-Jrate

1 2 3 4 5
1----+-1-------11----+-1---I

Very low low moderate high very high

SERVICE QUALITY ASSESSMENT

1 2 3 4 5

veJI-IO-w------I-+Jw-----m-od-J-ra-te------hl+~-h------v-ery~lhI9h

1 2 3 4 5

II-------+I----m-od-telr-at-e----hl+-glh-----IVery low low very high

MAJOR CLIENT GROUPS

Evaluate Performance of the DIvIsion/Agency for each dimension'

1 Accuracy The degree to which information provided IS reliable and fully up-to-date or the degree to
which non-information services accurately meet the needs of the client with most recent technology

2 CompletenesslThoroughness The degree to which the product or mformatlon delivered fully
responds to the needs of the client

3 Access and Convemence The degree to which the service IS available and accessible to the client
groups and the ease with which It can be used (user friendliness)

4 Timeliness The degree to which services are delivered promptly followmg requests

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



Place an X on the continuum below

The Quality Quotient for this service

5 Customer Satisfaction The degree to which client satisfaction IS regularly and systematically
measured and service Improvements are made

6 Communication and Chent Education The degree to which efforts are made to Inform clients of
service availability, the business advantages of uSing the service and how to use It for best results

Denve by adding the 6 scores

Derive by dividing the total score by 6

1 2 3 4 5

veJ:-lo-w------IOt-lw-----m-O-d-et-lra-t-e-----h-1~-h------ve-ry-lhI9h

1 2 3 4 5

veJ-lo-w------IJ-w-----m-od-J-ra-te------h-ll~I-h------ve-ry......,lhI9h

1 2 3 4 5

veJ-lo-w-------,Jl-w-----m-o-d-J-ra-te------h-l1~l-h------ve-ry~lhI9h

Overall Rating

Total Score
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software
personnel

THINK STRATEGICALLY

0' Identify who needs to be consulted in
order to be successful.

0' Determine the straightest line between
where you are and where you want to go.

0' Identify things you need in order to be
successful:

equipment
training

0' Identify constraints and develop steps to
circumvent them.

I~------------,-~

I
I
I
I
I

I 0' Focus clearly on the desired outcome.
I
I
I
I
I
I
I
I
I
I
I
11...--------------------1('D
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DIVISION/AGENCY: _

1997-98 ACTION PLAN

Objectives Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
Write out the ObjectIVe In List the tasks and actIvItIes that need to be done In order to achieve the Identify the 3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q
the space below objective List them 10 sequentIal order person responsible

Drawahne
showmg when the
task begms and
ends -..

1..1-...

---
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Prepared by Kandell Bentley-Baker
IGI International, Inc

1- ----1 ~11
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MINISTRY OF TRADE, TOURISM AND Ii~DUSTRY

1997-98 STRATEGIC PLANNING RETREAT
RAW DATA REPORT

Table of Contents

Preface ArchItecture of the Retreat

I Settmg Performance Standards for MTTI

Small Group DehberatIOns
Vision/Value Statements
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Based on the above, participants Will

DUring the course of the retreat, participants Will

Products/Outcomes

STRATEGIC PLANNING RETREAT 1997-98
MINISTRY OF TRADE, TOURISM AND INDUSTRY

ARCHITECTURE OF THE RETREAT

Raising Standards of Service and Performance

To Initiate development of a MInistry Strategic Plan for 1997-98 that
promotes and facIlitates significant Improvements In MInistry and Agency
services

1 Develop VISion and value statements which set standards of ~xcellence for
the MInistry and ItS related Agencies

2 Identify their major constituencies and conduct needs and service gap
analyses In order to evaluate the current service menu

3 Conduct service quality analyses to Identify needed Improvements

4 Develop objectives for the 1997-98 strateg IC plan which Will lead to
Significant Improvements In profeSSional performance and constituency
services

5 Begin preparation of an action plan for each strategic objective

Objectives

Goal

1 VlslonNalues statements which Will serve as benchmarks for MInistry performance
2 Constituency maps for all DIVISions and Agencies and preliminary constituency

needs assessments
3 Service Quality Assessments
4 Strategic Objectives for each DIVISion and Agency
5 Draft ActIon Plans for each DIVISion and Agency

Theme
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II

IDENTIFYING
SETTING

_.....
EVALUATING ....... PERFORMANCE --.... DEVELOPING

PERFORMANCE ,..... CURRENT ,..... AND SERVICE ,.. STRATEGIES TO
STANDARDS PERFORMANCE GAPS CLOSE THE GAP

Participants will work In a serres of cross-cutting and DIvIsion/Agency groups, with
activities each day bUilding upon deliberations and decIsions of the prevIous day The
SIX value areas, from which standards will be developed, emerged through group
diSCUSSions In the pre-planmng sessions Defimtlons and statements of standards
developed on Frrday evemng will proVide the baSIS for performance and service
assessments on Saturday Late Saturday, strategic objectives are defined On Sunday,
cross-divIsion/agency teams, called "brrdge teams," will meet to share objectives and
Identify support needs and JOint venture opportumtles across the Mlmstry Also on
Sunday, action plans Will be deSigned to achieve the service and performance
enhancements Identified on Saturday

DESIGN STRUCTURE

/
/
'J)

SundaySaturday PMSaturday AM

~
Planning * Celebration

Action Plannmg

~
Cross-DIvIsional Support Needs/Opportunltres

Teaming and Collaboration

~
Quality Assessments * Identlfymg Objectives

Developmg Strategic Objectives

~
Constituency Mappmg * Constituency Needs * ServIce Gap Analyses

Performance and Service Quality Assessment

Customer Focus * Service Quality * Team Work * Work Environment * Management * Leadership

VIsion and Values Setting MTTI Performance Standards

Overview of Structural Logic

Friday PM

Sunday
Mornmg

Saturday
Afternoon

Friday ..
Evenmg

Sunday
Afternoon

Saturday
Mornmg
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MTTI STRATEGle RETREAT 1997
RAW DATA

I Friday 4 July, 1997 Settmg Performance Standards for MTTI

A Group 1 - VIsionary Leadership of Guyana

Charactenstlcs/dlmenslons of VISiOnary leadership

• loyalty
• good governance
• setting realistiC goals
• Identifying opportunities and constraints
• strategy for development
• forging ahead
• realiZing full potential
• unity
• stnvlng for betterment
• deCISive and long term planning
• aware of future possibilities
• combination of efforts and knowledge
• effective management training
• harmony

VlslonNalue Statement

We develop strategies and effectIVe partnership for the sustamed development of
busmess and mdustry for the 21st century

B Group 2 - A Constant Focus on Constituency Needs

Characteristics/dimensions of constituency focus

• faCIlitate Investment (facilltatory)
• anticipate needs
• awareness of environment changes
• loyalty to constituents
• good commUnication
• timely information - always keep the private sector information
• Interface With clientele
• providing long term means of social, economiC, environmental and cultural enhancement

1
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• we listen and assess needs
• action oriented (pro-active)
• resolve problems
• we provide service that IS second to none

VlslonNalue Statement

We are a facilitatmg body we listen to the needs of our constituencies and
proVide quality service for economic stability and sustamability

C Group 3 - Quality Service

Characteristics/Dimensions of Quality Service

• be knowledgeable -customer expectations, needs
• customer care
• courtesy and efficiency
• dependability
• credibility
• reliability
• continuous training
• confidence In performance
• environment consideration - physical, human
• access to relevant eqUipment

VlslonNalue statement

We consistently ensure customers' satisfaction by provldmg accurate and
reliable service m a credible and courteous manner

o Group 4 - Team Work

Characteristics/dImensions of team work

• combining Ideas
• working together
• dedication
• dependability
• feedback
• loyalty
• tolerance
• togetherness
• loyalty
• unity/strength

2
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VlslonNalue Statement

We aspire together to achIeve common obJective/goals

E Group 5 - Effective Management Practices

Characteristics/Dimensions of Effective Management Practices

• management by objectives
• participatory leadership
• emulatory leadership
• rational
• good feedback systems

VlslonNalue Statement

We exercise rational particIpatory management worthy ofemulation

F Group 6 - A FacIlitating Work Environment

Characteristics/dimensions of a FacIlitating Work Environment

• comfortable
• reliable
• dependable
• enthusiastic
• fnendly
• perseverance
• motivation
• effective communicatIon
• efficiency
• purpose
• commitment
• quality
• leadership
• incentives

VlslonNalue Statement

We demonstrate leadershIp qualities to mamtam stakeholders' satisfaction m an
enhanced atmosphere

3
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MINISTRY OF TRADE, TOURISM AND INDUSTRY
VISION AND VALUES

1. VISIONARY LEADERSHIP OF GUYANA

We develop strategies and effective partnerships for the sustamed development
of busmess and mdustry through the 21st century

2. A CONSTANT FOCUS ON CONSTITUENCY NEEDS

We are a facilitatmg body we listen to the needs ofour constituencies and
prOVide quality service for economic stability and sustamability

3. QUALITY SERVICE

We consistently ensure customers' satisfaction by provldmg accurate and
reliable service m a credible and courteous manner

4. TEAMWORK

We aspire together to achieve common goals and objectives

5. EFFECTIVE MANAGEMENT PRACTICES

We exercise rational participatory management worthy ofemulation

6 A FACILITATING WORK ENVIRONMENT

We demonstrate leadership qualities to mamtam stakeholders' satisfaction m an
enhanced atmosphere

4



II Saturday 5 July ~ Developmg Performance Enhancement O:JJectlves

CONSTITUENT Private Sector

SERVICES NEEDED SERVICES OFFERED

Investors gUide
Investors code
policy framework MITI/MOF
participation In negotiations affecting sub- MITI/MOF
sectors
statistics MITI/Statlstlcal Bureau/BOG
regular meetings, diScussions with MITI MITI
Investment - opportUnities, procedures, GO-INVEST
regulations, Incentives, facIlities

CONSTITUENT International organizations

Identlfymg constituency needs and MTTl/Agency services offered

5

SERVICES OFFERED

MTTII

MITII
Investment - MITIII GO-INVEST
priorities - MTTII
MTTII
MTTII
GO-INVEST
GO-INVEST
MITII
GO-INVEST
MITII

SERVICES NEEDED

A Industry Development and Go-Invest

information (of various types) - sub­
sectoral
development plan
Identification of Investment needs
priorities e g HRD, TA
policy reviews
participation In negotiations
Investment performance
sector profiles
Investment legislation/regulations
Investment procedures
commUnication

I
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CONSTITUENT Economic ministries

SERVICES NEEDED SERVICES OFFERED

review fiscal regimes MTTIII GO-INVESTI PSC
Investment priorities MTTIII PSC
participation on JOint economic MTTII
commiSSion and other negotiations
endorsement on land Issues MTTII
Information - statlstlcs- sub-sectoral! GO-INVEST, Statistical Bureau, BOG
Investment needs etc

CONSTITUENT GO- INVEST

SERVICES NEEDED SERVICES OFFERED

Investors' code
Investors' gUide
Information updates on industrial policy MTTIIMOF
(locaI!CARICOM)
policy endorsements e g environmental MTTIIEPAlGGMC/GFC
Issues
participation In negotiations re Investment MTTIIMFA
and related Issues

Objectives

1 Completion of Investment gUide, code
2 Sector profiles must be completed
3 Investment data to be updated
4 Regular consultation with clIent base
5 Develop mechanism to enhance utilIty support - roads, water, GT&T, etc
6 Streamline Investment procedures
7 Identify obsolete Investment legislation and recommend relevant updates
8 Strengthen participatory mechanrsms In international negotiations e g industrial

policy, JEC's, Investment policy, BITS
9 Institutional strengthenrng - be able to realize objectives
10 Review incentives regimes

6



B Tourism

CONSTITUTENT CTO

SERVICES NEEDED SERVICES OFFERED

Information - statistics, product,
Policy
Human resources

CONSTITUTENT TAB

SERVICES NEEDED SERVICES OFFERED

Information - research statistics, policy, prOVided In a limited way
product, legislation and market trends
human resource proVided
finance

CONSTITUTENT TAG

SERVICES OFFERED

7

available but not provided In a form that IS

usable
consensus approach

monthly meetings with MInister and
divIsion Should be expanded to a
monthly meeting between divIsion and
TAG executive
does not eXist
mechamsm In place to proVide regulations

SERVICES NEEDED
Information
statistics
policy/practices direction
trends
strategy
technical assistance offers
communication

partnership
advocacy
regulation of the Industry standards

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



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

CONSTITUTENT OAS

SERVICES NEEDED SERVICES OFFERED
This side not completed

Information -
product
policy
statistics
training and development requirements

Objectives

1 To develop a commUnication strategy that foster a better relationship between the
diVISion and ItS constituenCies

2 to determine the minimum standards for Industry and to devise mechanisms for their
mOnitoring and enforcement

3 to disseminate information about developments In the Industry and actiVities of the
tourism divIsion In a timely and usable format

Service Quality Assessment

List of services
1 Information
2 Communication
3 Statistics
4 Regulations
5 Information - need for education

Regulations

• Absence standards
• limited enforcement mechan'sm (have)
• a structured approach
• to the development of tounsm projects
• strong momtonng mechamsm (need)

Communication

• there IS a feeling of antagonism
• there IS not a common feeling that the goals of the agencies for the same
• there IS a need for greater cooperation, understanding, respect and team work
• role Identification and role definition

8



CONSTITUTENT Within Government - Ministry of Foreign Affairs

SERVICES NEEDED SERVICES OFFERED
Posltton paper on data and general Infor yes
on current trade and economic Issues
(FTAA,WTO)
technical expertise/support on Issues yes
requIring JOint repre/collaboratlon (market
access, TIS)
Data and general Information
Technical expertise (on trade related
Issues)

CONSTITUTENT Guyana Private Sector - GMA

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

C Foreign Trade GEPC

SERVICES NEEDED
Interp/clanficatlon of Trade Policies
market availability access opportunities
technical expertise - packing, production,
processing etc
Statistical Data on trade - volumes,
destination, origin
collaboration and coordination on - trade
miSSions, trade shows and fairs
application - fiscal and other concessions
to be Included
1 establishing a database In order to
Inform clients and general market
intelligence
2 consultancy dept (cash flow
analySIS/ project proposals)
3 motoring overseas trade miSSions
4 establishing of permanent Information
display centers at Guyana's embassies
and miSSions
5 monitor/proJect future trends In
International trade
6 conduct regularly scheduled periodiC
meetings With related agencies and the
PSC

SERVICES OFFERED
yes satisfactory

yes needs upgrading

yes

yes

yes

9
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I
I
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I
I
I
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CONSTITUTENT Outside Guyana - Guyana embassies/missions

SERVICES NEEDED SERVICES OFFERED

General information - trade statistics provide data (trade), profile as requested
c1anfy/lnterp of trade policies, profiles -
company produce, Imports and exports
Trade/Investment yes
SClo-economlC data e g GOP yes
collaboration/coordination of trade yes
exhibitions/missions
analyses of mulltlbllateral agreements
economic trends
Investment climate
to be Included
1 Identification of contact agencies
2 analysIs of multi trade agreements
3 study of economic trends
4 Identification of agencies to carry out
analySIS of Investment climate
5 develop and structured relationship and
liaison With overseas honorary trade
representatives

to be omitted
1 study of Investment opportumtles
2 analySIS of Investment climate

CONSTITUTENT Outside of Guyana - regional Orgamzatlon -CARICOM

SERVICES NEEDED SERVICES OFFERED
trade fmanclal data trade data
company profiles company profiles
mterpretatlon of national poliCies Import/export regime, bamers to trade
technIcal expertise on Issues relating to, promotion of exports - non traditional,
promotion of exports, customs, agriculture, market access e g market opportunIties
market access, countervailing measures, etc, national focal pomt
trade In services/ goods, Intellectual
property rIghts, programming planmng

10



CONSTITUTENT Outside of Guyana - regional Orgamzatlon -CARICOM

1 Develop a strategy to Improve relationship With the private sector
2 Establish data base to Improve competitiveness
3 Formulate programs to educate pnvate and public sector agencIes on pertinent

trade Issues
4 Closer collaboration WIth CARICOM agencies e g CEDA,CARTIS to enhance

Guyana's exports
5 PrOVide, data analySIS, policy papers and establish structured linkages With

Guyana's overseas trade representatives/embassies/missions etc
6 ProVide Indicative list showmg agencies and their mandates

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

SERVICES NEEDED
facilltatory services - plannrng and
organrzmg of workshops, mternal
dlssemmatlon of mformatlon
to be mcluded
1 analysIs of performance of agreements
2 database on trading services statistics
3 Inrtlatlon of and subsequent conducting
of workshops
4 articulation of a comprehensive trade
policy
5 develop a structured relationship and
liaison with overseas honorary trade
representatives
6 monrtor/proJect future trends m
mternatlonal trade
7 conduct penodlc tramlnq seSSions,
seminars and fora on trade Issues
8 mount overseas trade miSSions
9 establish linkages and structures a basIs
of communication

to be omitted
1 provISion of fmanclal data
2 technrcal expertise on customs,
countervailing anti dumpmg
3 mtellectual property nghts

Objectives

SERVICES OFFERED
prog plannrng mfo to Caribbean export,
planning and organizing workshop,
mternal dlss of mfo

11
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D Consumer Affairs

CONSTITUTENT Ministry of finance

SERVICES NEEDED SERVICES OFFERED
budgetary mformatlon yes MTTIIGNBS
proper accountability "
projections - long, short and medium re "
work programs
enforcement very limited (extremely - MITI

expanded feedback mechanism

CONSTITUTENT Consumers Association Bodies

SERVICES NEEDED SERVICES OFFERED

fmance yes MTTI
Policy directions yes MITI
communication yes limited
mstltutlonal strengthening organization zero
development expanded - seminars, more lobbymg for

finance, focused coordination

CONSTITUTENT Industrial development

SERVICES NEEDED SERVICES OFFERED

policy directives yes MTTI limited
legislation and enforcement yes limited MITI GNBS
education yes very limited MITI, CAB, GNBS
standards/Information yes limited GNBS

expanded /new - Implementation
standardization certification mOnitoring

12
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CONSTITUTENT Schools

SERVICES NEEDED SERVICES OFFERED

pnnted matenals on consumer affairs yes limited MTTI, GNBS, GCA
training very limited MTTI, GNBS CAB, GCA
accessibility limited MTTI, GNBS, CAB, GCA
cUrriculum development zero

expanded/new - Improved coordination re
consumer information dissemination,
extensive PR programme

Objectives

1 Develop and Implement an Integrated public education programme
2 Develop, promote and Implement standards relating to consumer Interest
3 Identify, design and provide structured training programmes for Internal and external

customers
4 Continue activItIes of the National AdvIsory Consumer Protection committee

Expanded/New Services

• Improved coordination re consumer Information disseminatIon
• Extensive public relations programme
• Effective feedback mechanisms to be Implemented re MoF
• Increased seminars
• More lobbing for finance - CAB
• Focused coordination - re CADI GNBS and consumer bodies
• Implementing standardization
• Certification programmes
• Increased mOnitoring

E Administration

CONSTITUTENT Private Sector

SERVICES NEEDED SERVICES OFFERED
proper disposal of garbage and waste, service IS provided
M&CC

13
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CONSTITUTENT Private Sector

SERVICES NEEDED SERVICES OFFERED
prompt payment of accounts - GT&T, to an extent depending on submission of
GSWC bills (GT&T) achieved (GSWC)
compliance with proper Industnal relations a) partial compliance with Industnal
practices and support for ItS branch relations practices
functioning - PSU b) we support more staff Involvement

CONSTITUTENT DIVISion/agency

SERVICES NEEDED SERVICES OFFERED

conducive work environment (facIlities 60% satisfaction
etc)
effective personnel service 80%satlsfactlon
timely procurement and supply of 80% satisfaction
matenals
efficient storage and retneval of 55% achievement
information and confidentiality of
documents

CONSTITUTENT Within Government

SERVICES NEEDED SERVICES OFFERED
timely submission of financial statements achieved
(MoF)
accurate and timely submission of 75% satisfaction
personnel particulars (staff appraisals etc)
PSM
Availability of financial and personnel satisfactory
records including Inventorres of assets
(fixed) - AG
timely payments of contrrbutlons to achieved
InternatIonal organizations -M of Foreign
Affairs

14
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Objectives

1 to Implement working environment (physical space)
2 To train personnel officers In counseling skills
3 To acquire Improved technology and computers
4 To educate staff In industrial relations and practices
5 To Implement In-house training at technical and general level

III Sunday, July, 6 Development of Action Plans

The follOWing action plans were developed Meetings to be held on Tuesday, JUly 8 and
Thursday, July 10 Will review and complete these forms, and complete the resource
needs tables

15



increase home-based and ovelseas-based
mdustrIal development and mvestment

- -i
Goal - - - - - - - - - - - - - - - - -

INDUSTRIAL DEVELOPMENT/GO-INVEST

1997-98 ACTION PLAN

Objectives Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q

I Establish system for colIectlon and storage mcludmg acqUisitIon of
1 Prepare, store and
retrIeve Investment • computer hardware

• personnel
Data • trammg

End Product Resources and system for collection In place, ready to operate

2 Collect data

a) Identdy types ofdata reqUired
b) IdentitY sources and arrange regular systematic access
c) Resolve transportatIOn and problems related to data access

End Prodnct Data IS available for reports, etc

3 Fonnat Data

a) Determme how users need data to be provIded
b) Determme need and acqUire software
c) Develop plans for formattmg reports data sheets etc

End Product User Fnendly Reports, Fact Sheets, etc

4 Establish Data Center

a) Locate and prepare phySical space mcludmg essential air condltlomng and
secunty

End product A well eqUipped data center

5 Establish dlstnbutlOn plan for data

>/"



- - - - - - - - - - - - - - - - - - -
ObjectIVes Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q

End Product Reports data are systematically distributed to the right places

6 Prepare sector profiles

End product Up to date Sector Profiles

2 Strengthen I Complete the Investment code

Investment PolIcies a) ParticIpate m consultant s efforts to develop the code
b) ReVIew recommendatIons and support approval process of the final draft
c) Support legislative review for passage of the code

End Product Investment code IS law

2 Improve Guyana s arrangements and agreements m light of the new Investment
code

a) ReView mvestment arrangements

• Carlcom mdustnal policy

• Caribbean Latm America mdustnal policy

• FITA mvestment and competition policy areas

• WTO Trade Related Investment Measures (TRIMs)

• GATS general agreements on trade m servIce

• Jomt CommIsSIon

• Investment Treaties

End Product RevIsed arrangements and agreements

3 Promote Trammg and up datmg staff

End product Improved serVIce and mformatIon to Investors

4 Analyze Implications and commItment

End product

5 Prepare recommendations for dISCUSSIOn

End products

~
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- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q

6 EstablIsh consultations wIth customers

End products

7 ParticIpate m negotiatIOns

End product

3 Define I Identify development strategIes such as mdustrlal estates

mechamsms to End product Report on strategIes

provide mdustrIal
2 Communicate these strategIes to chents and relevant agencIes and develop

support strategies
to collaborate

End Product Meetmgs WIth chents, plans for collaboration

3 Plan strategies to effect the necessary support from supphers

a) Set meetmgs with suppliers
b) Develop strategies WIth each

End product Meetmgs With supphers, strategIes

4 EstablIsh momtonng mechanIsms

End product

5 RevIse and effect changes to strategies as needed

a) Meet regularly With pnvate sector groups to revIew success ofstrategIes
b) Revise strategies based on feedback and rate of mdustry success

End Product Revised, Improved strategies ofsupport

4 Stimulate Growth
I Complete the Investment GUIde

of Investment a) Review the eXlstmg document and make reVISions
b) Submit the revised document for approval

~
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- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 41h Q 1st Q 2nd Q 3rd Q 4th Q

End Product A useable Investment GUIde

2 Promote Foreign DIrect Investment

a)
b)

c)

End product

3 Conduct annual review of the mcentlve regime and recommend Improvements

End Product Policy changes which provide contmuallmprovements m the
mcentlve regime

4 Prepare promotIOnal materials

End Product matenals for dlstnbutlon

5 Target Investors and conduct mternal and external mvestment miSSions

a)
b)
c)

End product List of potentJalmvestors, senes of meetmgs/mlsslons

6 Conduct semmars and trammg programs for both staffand clIents

End Product penodic semmars

"-.-
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- - - - - - - - - - - - - - - - - - -I Goal ]

TOURISM

1997-98 ACTION PLAN

-
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 41h Q ISlQ 2nd

Q 3rd Q 4th Q

1 Develop a
I Identlfy contacts wlthm each constItuency

CQmmUDlcatlOn strategy a) Develop preltmmary Itst
b) Make mltlal contact WIth the orgamzattons and contact people to dIscuss

that will foster a better desired outcomes and proposed processes

relatIOnship between
End Product A mutually agreed process for Improvmg commUllicatlOn and

the TourIsm DIvIsion relattons WIth each orgamzatJon

and ItS constituencies
2 Implement mechanIsms to facllttate consultatIon WIth the constItuencIes

• Tourism AssociatIOn of a) Conduct monthly meetmgs WIth ExecutIve Members ofTAG

Guyana b) Identify and c1anfy roles WIth the vanous orgamzatlons and agencIes
c) Identlfy areas ofcollaboration

• The Pubhc d) Develop mechanIsms to achIeve goals and objectIves
• RegIOnal and e) Conduct revIew ofobjectIves and achIevements

International 1) Modify plans accordmg to changmg needs

OrgamzatlOns such as
End Product Meetmgs and exchanges WIth prtmary constItuents, Jomt plans

CTO, CHA, WTO, and ofaetton
OAS

• Media 3 Seek techmcal assIstance to develop strategIes WIth the constItuents

• Governmental
Orgamzatlons and

a) Conduct btlateral meetmgs WIth fundmg agencIes such as BEEP and
OAS

Institutions
En d product Funds and plans for assIstance

4 Develop Commumcattons Strategy

a) Conduct needs assessment
b) Prepare a report from the analysIs
c) Develop an action program
d) AcqUIre additIOnal staff to Implement program such as research assistants
e) Obtam necessary equIpment
1) Tram personnel to Implement the program

.;>
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- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible

1997 1997 1998 1998 1998 1998
3rd Q 4lh Q ISIQ 2nd Q 3rd Q 4th Q

End product A plan resultmg m Improved commuDlcatlons

5 Implement the program

End product ActivIties which Improve commuDlcatIon

Develop mlmmum
I Conduct an mventory of the products and personnel

2

standards for the a) Collect data on the level of products offered 10 the accommodation sector

mdustry and devise
tour gUIdes and operatives

b) Identify source of consultmg assistance

mechamsms for
their momtormg

End product Data base on the mdustry

and enforcement 2 Examme eXlstmg legislatIOn to determme relevance to current development
needs m tOUrIsm and develop a list of needed legislation

a) Consult with stakeholders
b) Develop consensus on needed changes

End product List of legislative changes needed

3 Draft legislatIOn

End Product legislatIon for submission to Government for passage

4 Conduct national consultancy to support passage

End Product New legislatIon enacted

3 Dlssemmate I Identify the needs ofthe constituencies through consultation
mformatlOn about
development m the a) Develop questionnaires and mtervlew schedules

b) Organize meetmgs with the constituents and other government
mdustry and activIties departments

of the TOUrism DJvlslO::l End product A comprehensive Itst ofmformatlon needs
m a timely and usable

~
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- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table IResponsible

1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q

,

manner
Conduct mternal needs assessment to detenmne the level ofcapablhty to2

access process and deliver needed mformatlon

a) OrganIze meetmgs WIth the Statistical Bureau and the CarIbbean tourIsm
OrganIzation

b) Develop strategIes to access needed data systematically
c) Develop formats for reports and fact sheets to be prepared
d) Determme eqUIpment software and trammg needs to produce reports and

fact sheets

End product Plans for data acqUiSitIOn, list of support needs

3 AcqUIre the necessary eqUIpment software and personnel

a) Prepare a proposal for techmcal assistance eqUipment and human
resource needs

b) Meet With Fundmg agencIes to faclhtate acqUisItion

End product proposals, equIpment, software, etc acqUired

4 Tram personnel to conduct research and to process analyze and present
mformatlOn m a tImely manner and usable format

a) Develop a trammg program deSign
b) Conduct tralnmg program

End Product Trammg program

5 Pre test mformatlon output WIth constItuencIes

a) Develop questIonnaIres and interview schedule
b) Conduct survey
c) Analyze data collected

End Product Informanon reports and fact sheets that are useful to
constituents

6 Conduct an educatIOn program on he utilizatIOn of mformatlOn

a) DeSIgn and conduct workshops for constItuents

End Product Workshops

"...-
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- - - - - - - - - - - - - - - - - - -
ObjectIVes Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3'dQ 4th Q ISlQ 2nd Q 3'd Q 4th Q

7 Put m place a system to facJ1ltate easy access to the mformatlOn

a) Confer wIth constItuents to develop the system
b) Implement the system ofdIstrIbutIOn and conduct perIodIC checks on

sattsfactlon ofthe constItuents

End Product InformatIon Reports and Fact Sheets distributed In a timely
and user friendly manner

~
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FOREIGN TRADE AND GEPC

------­Goal Improve the balance ofpayments
through mCleased net exports

- - - - - - - - - - - -

~
-~

1997-98 ACTION PLAN

ObjectIVes Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q

1 Develop a strategy to I Evaluate current status of relatIOnshIp

Improve relatIOnships a) IdentIfy target groups
with the pnvate sector, b) Conduct needs analysIs
other lead agencies and

End product Report on complied mformatlon on constItuency needsmdlvlduals

2 Develop techmcal groups to lIaise with external partners and other agencies

a) Confer with constituency groups to gather consensus on need to meetings
t1mmg and format/agenda

b) Identify DIVIsion ofTrade teams
c) Ask target groups to determine theIr representatives

End product Consensus on meetmg plans, particIpants and agendas

3 Schedule regular meetings

End Product Coordmated plans wIth the pnvate sector and other lead agencIes

4 Conduct seminars and workshops on pertinent Issues utllIzmg resource personnel from
natIOnal regIOnal and internatIOnal agencies and departments

a) Meet to determine topics/agendas for the workshops and to develop a schedule
b) PublIcize the workshops
c) Conduct the workshops and seminars

End product workshops and semmars

2 Establish a trade I Assess the following

• user needs m and out ofGuyana
mformatlOn data base • current data on MIDlstry and other related agencIes

• our eXIsting data base
• our data servIce

a) Identify assistance to conduct the assessment
b) conduct assessment and prepare report



- - - - - - - - - - - - - - - - - - -
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Objectives Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1'1Q 2nd Q 3rd Q 41h Q

End Product report on needs assessment

2 Update the data base

End Product Improved data base

3 Enhance capabllttles of the data base to be more comprehensive sophIsticated and
user fnendly (I e locatIOn eqUIpment and software personnel WIth relevant skills and
educalton and systems)

a) ProvIde support to mstallatlOn of new eqUIpment and software from BEEP
b) Request necessary trammg and techmcal assistance to fully utlltze new

eqUIpment and software and to develop systems for processmg/utlhzmg
mformatlon

c) Support contmued efforts to fund new staff

End Products New eqUIpment, software, personnel, Improved mformanon
products

3 Formulate I Prepare relevant and detailed fact sheets on servIces provided regulatIOns trade

programs to educate
agreements and mternatlOnal trade Issues

the followmg on a) Dialogue With constituents to determme type of mformatlon needed and 10 what
pertment and format

current trade Issues, b) Develop formats for dIfferent types of reports

systems and polICies
c) Determme methods for systematic and tImely data access for reports

End Product Internal system m place for provldIDg reports and fact sheets

• private sector and
publIc sector 2 Dlssemmate mformatlOn from the data center to/through

agencies • Related publtc and prIvate sector agencIes
• mdlvlduals • Trade and busmess organIzatIons

• overseas trade reps, • Media

miSSions and • Diplomatic personnel locally and mternatlonally

embaSSies • Wlthm the Mlmstry
• Electromc outlets mternet diskette and networkmg

• InternatIOnal • Semmars
agencies • Resource personnel

a) Develop system ofdIstributIOn whIch reaches all outlets and stakeholders
b) Evaluate distrIbutIOn process WIth stakeholders perIodically and make

Improvements



- - - - - - - - - - - - - - - - - - -
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Objectives Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q

End Product Constituents receive desired mformatlOn m a tllnely and usable
fashIOn

4 EstablIsh closer I Procure modern eqUIpment (what type of equIpment need elaboration here)

collaboratIOn with End product
regIOnal and
mternatlOnal agencies 2 Conduct trammg (ofwhom on what?)

and orgamzatlons to
End product Trammg program

enllllDce Guyana's
foreign trade 3 Develop attachment/halson With counterpart agencies such as TPOs

a) Meet With the orgamzatlOns to diSCUSS the deSired outcomes of on gomg
meetmgs and collaboration determme strategies and representatives

b) Work with deSignated halsons to develop agendas for meetmgs semmars and
workshops

End Product consensus -based plans for coordmatlOn and collaboration

4 Implement the strategies developed I e conduct meetmgs semmars and workshops
and collaborate on selected projects

End Products meetmgs, semmars, workshops, projects

5 Develop Jomt proposals and sohCit techmcal assistance from regIOnal and
internatIOnal agencies

End product proposals, funds for assistance

5 Improve I IdentIfY skilled and mformed trade reps

mternatlonal End product List of reps to work With on strategies
representatIOn by
Trade Reps 2 IdentIfY strategic internatIOnal trade locations

strategically placed
End product List oflocatlOns to be targeted With strategies

to Improve foreign
trade 3 Develop effective strategies for these locatIOns

a) Conduct research on the locatIOns
b) Confer With trade reps to develop strategies and pnontlze locatIOns for
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Objectives Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
3rd Q 4th Q I s1 Q 2nd Q 3rd Q 41h Q

ImplementatIon
c) Identity necessary resources to Implement the strategIes
d) Implemellt strategies In priority locatIons

End product Trade promotIOn strategIes, Implemented programs at selected sItes



- - - - - - - - - - - -
CONSUMER AFFAIRS/GNBS

1997-98 ACTION PLAN

Objectives Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
3'dQ 4th Q 1st Q 2nd Q 3'd Q 4th Q

1 Develop and Implement I Establish a committee to oversee the program and promote amicable relations with

an mtegrated public
the public

educatIOn and a) IdentlJY committee members
commumcation program b) Seek assistance to proVide trammg to the committee on commUnication

and mtensdied public strategies/programs

relations
c) Develop clear outcome statements for committee work

End product A workmg committee

2 Prepare a detaded communication strategy to gUide the pubhc educatIOn program

a) Seek assistance to the committee to develop the program strategy
b) Develop clear outcome statements for the education program

End Product Pubhc education program plan document

3 IdentlJY resources for the program prepare a proposal and acqUire approvals

Eud product Fundmg plan, deCISion to approve

4 Implement the program

a) Develop a work place for Implementation m order to coordmate efforts of the
various groups mvolved

b) Conduct actiVities
c) Use feedback gathered from the pubhc to develop new prIOrity agenda for the

DIvIsion and Agency
d) Evaluate the program s effectiveness and repeat the campatgn With

Improvements each year usmg the new agenda

End products Work plans, program actiVIties, evaluatIOn mstruments, new
agendas

5 Tram persons attached to the pubhc education program to develop and use effectIVe
feedback mechanisms and develop and focus speCific PR programs for them to

~



- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 4lh Q 1st Q 2nd Q 3rd Q 4th Q

Implement

a) Prepare terms of reference for consultant to provIde tram109
b) Conduct tram109

End Product Trammg program, publtc relatIons ImtIatIves

2 Identify standardizatIOn I Identify pnonty areas 10 collaboratIon WIth consumer bodIes regulatory bodIes and

directly related to consumer
through consumer surveys

mterests and needs a) Design surveys
b) AdmInister surveys
c) Compile data and determme pnontles

End product Survey, PrtOrtty list

2 Access available standards

a) Research avaJlablltty of mternatlOnal standards on the pnonty Issues
b) Locate standards and seek funds to purchase them
c) AcqUIre eXlstmg standards
d) Circulate standards for comment
e) Adapt standards as needed
t) Get standards approved by the commIttee

End product Adopted standards

3 Develop new standards for those Issues remamtng

a) Establtsh commIttees to address the standards
b) Develop draft standards
c) Circulate for comment
d) Adapt standards as needed
e) SubmIt for commIttee approvals

End product New standards adopted

4 Pnnt standards

a) Seek fundmg

End product prmted standards for CIrculatIon

d=­
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- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3,d Q 41h Q 1st Q 2nd Q 3'd Q 4th Q

5 Promote standards m collaboratIOn with the relevant regulatory body and through
mass media and semmars

a) Develop strategIes for promotIOn effort m conjunctIOn With collaboratmg
agencles/orgamzatlons

b) DevelopJomt work plans to faclhtate collaboration

End product Jomt plans for promotIOn of standards

6 Implement standards m collaboration with the relevant bodIes

a) Trammg ofofficers to provide product certIficatIOn
b) Trammg of officers to provide company standardIzatIon
c) Seek fundmg to acqUIre a bUlldmg and eqUIpment and tram techmcal personnel

m order to estabhsh a laboratory
d) Conduct consumer sensitIzation activIties

End product Trammg programs and programs to ensure standards are understood and
followed

7 Momtor Implementation ofstandards

a) Seek feedback from regulatory body
b) Tram mspectors
c) Acqulfe necessary equIpment to conduct mspectlOns
d) Inspect compames

End product Enforcement ofstandards

3 Identify, design and I Conduct programs to sensitIze GNBS and CAD staff

provide structured trammg a) Dlstmgulsh between functIons ofthe diVISion and the agency
for mternal and external b) Estabhsh areas ofcollaboratIon
customers c) Estabhsh a mechanism for shanng oftrammg mformatlon beneficIal to both

the diVISion and the agency
d) Identify urgent trammg needs m the followmg areas

• management techmques
• commumcatlon strategies
• pubhl- relatIOns techmques
• mass commumcatlon

cF>v--



- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 4th Q ISIQ 2nd Q 3rd Q 4th Q

• research techmques
• other relevant areas

End products Trammg programs, Improved staff performance

2 Conduct trammg for external customers

a) Estabhsh a trammg committee to Identify trammg needs and oversee trammg
program

b) Conduct surveys to clarify trammg needs
c) Research other trammg programs for consumer bodies
d) Design the trammg program
e) Approve trammg programs
f) Execute programs semmars workshops national and regIOnal conference
g) Provide specialized trammg to particular constituencies such as NGOs

manufacturers consumer groups etc

End Product Trammg programs semmars conferences and workshops

4 Contmue activities of the I Formalize the AdvIsory Committee

National AdvIsory a) Work with contracted consultant to complete thiS task
Consumer protection b) Prepare Cabmet memo
Committee which Will advise
on the status of consumer End product Documentation of mandate and procedures, Cabmet memo

protectIOn, poliCies, 2 Foster effective collaboration and commumcatlon among regulatory agencies
legislation and regulations consumer bodies and the chairman of these bodies and the AdvIsory Committee

a) Through meetmgs ofthe AdvIsory Committee develop strategies for enhanced
commUnIcation and collaboration

b) Produce an annual work plan for the AdvIsory board and for the collaborative
efforts

c) Implement monthly meetmgs

End product Strategies for collaboration work plans monthly meetmgs

3 Lobby for usual statutory remunerations

End product Cabmet approval for payment ofstipend

4 ?
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- - - - - - - - - - - - - - - - - - -
ObjectIVes Tasks Person Time Table

ResponsIble
1997 1997 1998 1998 1998 1998
3ed Q 4th Q 1st Q 20d Q 3ed Q 4th Q

5 Develop pohcy formulatIOn and commuOicatlon skills among members of the
Committee

a) Determme speCIfic needs and prepare terms of reference for a consultant
b) DeSign and conduct trammg

End product TOR, Trammg program, CommIttee members trammg 10 polIcy
formulatIOn

5 Restructure the natIOnal I Seek Cabmet s approval for the transfer ofresponslbdlty ofLMS from Mmlstry of

legal metrology system
Fmance to MTTIIGNBI;)

a) Develop ratIOnale and proposal for submiSSIOn to Cabmet
b) Consult wIth Cabmet on the proposal

End product Proposal to Cabmct, Change ID 10cahoD of responsIbilIty

2 Effect structural changes m LMS

a) ModifY present mspectorte to mclude all weIghts and measures offices

End Product Change m structure

3 AcqUIre primary and secondary phySical standards and reqUIred eqUIpment

End Product equipment

4 Tram weIghts and measures mspectors

a) IdentifY trainers
b) Develop/desIgn trammg program
c) ProvIde trammg

End products TralhlDg program

5 Implement the new LMS program

What IS Involved In Implementation'?
End Product

5



- - - - - - - - - - - - - - - - - - -
ObjectIVes Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 41h Q 1'1Q 2nd Q 3rd Q 41h Q

6 Improve representatIOn I ProvIde telephone hnes

for consumer complamts End product Phone access

2 AcqUIre personnel

End product HotlIne staff

3 Establish protocols and procedures for complamts management

End product protocols/procedures

4 Tram personnel

a) IdentIfy tramer(s)
b) DeSIgn trammg
c) Provide trammg

End product Trammg program, tramed staff

cFJrp



Goal To provIde prompt and efficIent office support
serVIces to Increase MInIShy's output In trade,
tOUrIsm, IndustrIal development and consumer affaIrs

- - - - - - - - - - - -
ADMINISTRATION/SUPPORT SERVICES

1997-98 ACTION PLAN

ObJectaves Tasks Person Time Table
Responsible

1997 1997 1998 1998 1998 1998
3rt! Q 4lh Q 1'lQ 2nd Q 3rd Q 41h Q

1 Improve the 1 Support the remodelmg ofMTTI and GEPC PS and CEO

MTTI WorkIng a) Request funding to Implement the floor plan survey

EnVironment and b) Plan for accommodation of staff needs for worl.. continuIty during the course

PhySical Space
of remodeling

c) Oversee remodelmg to ensure that plans are being properly Implemented

End product Successful remodeling and unlDterrupted work Row

2. PrOVide
1 Develop a trammg program for the personnel staff In counsehng skIlls InstItutIonal

admlnlstrattve

profeSSIOnal trammg a) Develop a clear statement of type and apphcatlon ofskIlls personnel
b) DeSIgn the tralnmg program

of the personnel c) Conduct traInIng

office
Need to work on thiS

End Product Trammg program, personnel are tramed

objective to reflect 2 ProVide mml versIOn ofthe tralmng program to departmental supervIsors

the outcome and not a) Consult with supervIsors to determine the content that would be useful to

the process them
b) DeSIgn and conduct the workshop

End Product Workshop for supervIsors

3 Implement an m-
house trammg

I Implement regular monthly sessIons for departmental presentations and updates
and general staffdiscourse

program at the
a) Confer With staff to develop consensus on monthly meetmgs theIr

techmcallevel For focus/agenda, and a mutually convement ttme for meetmgs

what purpose?
End Product Well-attended monthly meetmgs

,...........J
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- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 4th Q 1st Q 2nd Q 3rd Q 4th Q

2 Implement closed door seSSIOn to update staffon related department specific Issues

a) Confer with department heads to develop consensus on monthly meetmgs
their focus/agenda, and a mutually convement time for meetmgs

End Product Well-attended productive meetmgs

3 Implement closed-door seSSIOns for mterdepartmental and agency mteractlon at the
techmcallevel

a) Confer With staff to develop consensus on monthly meetmgs thelf
focus/agenda, and a mutually convement time for meetmgs

End Product Well-attended monthly meetmgs

4 Install/lmprove I Collaborate with the Mmlstry s Vmon Branch to Implement staffdevelopment

IndustrIal RelatIOns
programs

Practices to what a) Educate staffon umon membership fightS and oblIgatIOns

end?
b) Educate staffon public sector rules and regulations

End product Workshops for staff

5 Improve staff
I Support mstallatlon of new equipment commg m August

performance through a) Ensure that eqUipment IS mstalled m the fight places and set up properly for

the use of eXlstmg
planned use

and new equipment End Product EqUipment 10 place

and promote access 2 Enhance staffskIlls mthe use ofcomputers

to Improved
a) Prepare a comprehensive lIst ofcomputer trammg needs and numbers of

technology tramees m each area Include mternal and agency personnel
b) Formally request BEEP assistance m computer trammg
c) Conduct trammg
d) Momtor trammg effectiveness and promote on gomg development ofskIlls

End Product Trammg programs

~



- - - - - - - - - - - - - - - - - - -
Objectives Tasks Person Time Table

Responsible
1997 1997 1998 1998 1998 1998
3rd Q 41h Q 1st Q 2nd Q 3rd Q 4th Q

2 AcqUIre addItIOnal computers and software

a) Conduct needs assessment for addItIOnal equIpment software and networkmg
b) IdentifY fundmg sources and propose assistance

End product Full computerIZatIOn of the Mmlstry and Its AgencIes

~
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RETREAT EVALUATION

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

ActIvity Very Somewhat Somewhat Very
EffectIve Effective IneffectIve Ineffective

ClanficatIOn ofVIsion/values 26 6
Service Needs Assessment 22 10
Service Quality Evaluations 18 14
ActIOn Planmng & Teammg 26 6
Guest Speakers 18 12 2
Fmal Session Presentations 17 6 2

2 Do you feel that you had ample opportumty to express your Ideas and OpiTIlOns?
Yes 30 No 2

3 Do you thInk that the actIon plan developed by your DIVISIOn!Agency IS gOIng to be effectIve
In gUIdIng work next year?
Yes_31__ No_l_

4 Was there sufficIent ttme In the group seSSIons to complete each task?
Enough tIme_31__ Too LIttle Ttme_l__ Too Much Ttme _

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

• A better understandIng ofour roles
• My benefit to thIs retreat IS that I was able to share and understand Ideas With colleagues of

the GNBS whom I met for the first ttme
• I was able to be Involved In the settIng of objectIves for my department
• I learned about the Industry and tOUrIsm constItuency
• I have learned a lot about trade both Internal and external
• Better apprecIatIon of team work
• Refinement of the MTTI VISIon and contInUIty from last year's retreat
• Was able to have a clearer InsIght mto management ofmy sectIOn
• Better apprecIatIon for team work, refmement ofMTTI's VISIon
• Have been able to IdentIfy areas that need to be upgraded
• The brIdge gap between GNBS and the Mlll1stry was removed, I was enlIghtened about

VISIon and values of CAB, the team work development between MTTI must contmue
• Opporturnty to express opmIOns withm the team
• At least there's an Ideal SItuatIOn that could be achIeved If only the human factor could allow

It
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• Bemg mvolved m declSlon-makmg processes from whIch polIcy dIrectIOn are to be
developed, an understandmg of the operatIons ofMTTI, Its goals and ObjectIves and varIOUS
constItuencIes

• Understandmg the role of each dIvIsIOn and the constramts faced by each
• EstablIshment of closer workmg relatIOnshIps wIth the pnvate sector
• Seemmgly better relatIOns between servIce provIders and constItuencIes, skIlls acqUIred m

developmg strategIc thought processes and plans

• Greater communIcatIOn was forged WIth TAG
• The benefit that was denved from thIS retreat IS that everyone has sorted our theIr dIfferences,

so that we can work together
• Knowledge of the general functIOns, needs and projected actIvItIes of the mmistry
• Too early to say
• The major benefit - a very cntIcal one - was the partnershIp struck With the Mimstry/Agency

stakeholders, thIs should be a pIvotal factor m the success of the plan
• Enhanced team SpIrIt, IdentIficatIOn and pnontization of actIvItIes, mclusIOn ofJunIor staff
• The benefits I denved are 1) acquIrIng knowledge m the area ofIndustry and 2) new

technIcal terms have been added to my vocabulary
• To accurately plan for the MInIStry'S fiscal year
• Greater understandmg of the Mmistry's role, team work achIeved
• A ~reater understandmg of VISIOn, values and strategIc planmng, servIce needs assessment,

servIce qualIty evaluatIOn and constItuency mappmg
• We were able to Witness the move to a closer allIance of the team, skill areas were revealed
• A defimte attempt was made by all to develop the servIces of the Mimstry and AgencIes, and

I belIeve there IS a general enthusIasm to develop and Implement the proposed programs
ThIs was even more eVIdent m that all levels of staff were mvolved

• Recogmze focus
• I benefited from the Ideas expressed by everyone who partIcIpated m the DIVISIOn!Agency

dIScussIons
• I am more focused m the VISIOn and strategIes developed m achIevmg the ObjectIves
• Knowmg more of the detaIls about the actual work ofMTTI and Its AgencIes

6 What Improvements would you suggest for future retreats?

• Encourage mvolvement of polIcy makers
• I suggest for future retreats working days should be provIded so as not to mconvenIence

partIcIpants for theIr weekends
• That they be held on weekdays m order to mamtam maxImum partICIpatIOn from staff
• That toothpIcks be made aVailable, ensure tOIlets flush, that we have pleasant-faced bar

personnel when we approach for servIce
• In-house trammg programs should be Implemented for all dIVISIOns so that the next retreat

people would have more knowledge about strategIc plannmg
• More tIme should be allotted so that the bndge team element could be retamed, stack holders

should be mtegrated mto the actIOn plan
• The meals could have been better and tIme managed
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• More JunIOr staff at future retreats, accommodatIOns should be m place for staff to overnIght
mstead of gomg home and travelIng back

• More MInIstry and pnvate sector partICIpants should be mvolved
• Rotate the chOIce of enVIronments
• There should be adequate and prompt proVISIon of snacks and meals dunng the penod

deSIgnated for such
• Greater mvolvement of polIcy makers
• More tIme to develop programs and recommendatIOns An announcement ought to be made

to the effect that JUIce was only aVaIlable to BEEP offiCials and persons IdentIfied by these
There was eVIdence that the chicken had begun to go off both days As compared to the
refreshments of last year, last year's was supenor m quantity, quahty and standards were
hIgher We were actually told that the funds made aVaIlable was only for water, soft dnnks It
IS a poor reflectIOn upon all concerned when some persons are receIvmg JUIce and when some
are told that there IS no more yet the next person IS offered JUIce

• One of the Improvements I would suggest IS that should not be self-served, they should serve
you to make sure that everyone gets what IS there They shared to much sweet dnnks, no
JUIce was avaIlable, The chicken was not good Should be dealmg WIth qualIty and standards

• The MInIster should spend more time WIth the groups
• ReVIew before retreatmg
• More mvolvement of stakeholders
• Better qualIty food servIce, presence of more pnvate sector agenCIes, more mteractlOn of

cross-cuttmg groups
• An Ideal suggestlOn IS that future retreats should be held out of town where partICIpants WIll

be focusmg on Issues m depth and not be concerned WIth gettmg home on tIme
• WIder partICIpatIOn ofMmistry and Agency staff

• None
• To ensure that there IS equal treatment m all areas
• Such retreats can be lIve-m expenence for all, WhICh can serve as a base to Improve cross

agency dISCUSSIon and relatlOnships among staff of the MTTI and ItS agenCIes

• None-
• Retreat should be kept out of town where everyone lIves m
• TIme factor was nght m some cases, there should be some adjustment/allocatlOns for over

run of time rather than deletmg aspects of the program

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

• To ensure that actiVIties and resources If needed are avaIlable and that other constramts be
alleViated

• Contmue to have follow-up meetmgs to see If progress has been made
• We should be asked that dUrIng the final two quarters of the year, we report WIth a feedback

on our progress made so far and to see how customer-focused we were and are
• On-gomg enhanced collaboratIOns and dIalogue between MTTI and stakeholders should be

Implemented
• Regular bnefing seSSIOns



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

• All actIOn plans should be Implemented as far as possIble
• Meet WIth two members of each group monthly and have feedback about progress bemg

made on obJectIves, tasks, and actIVItIes that derIved out of the retreat
• Make sure most of our ObjectIves get on stream A strmgent mOnItorIng of the actIOn plan

Useful feedback meetmgs
• EvaluatIOn and feedback every quarter
• The ObjectIves IdentIfied should be Implemented
• Support from deCISIon-makers for the ImplementatIOn of actIvIties
• MechanIsms to ensure the ImplementatIOn process
• Put mechamsms m place to ensure mInIsterIal and general complIance With the program
• I think follow-up to this retreat should be an m-house meetmg to make sure that all we have

planned IS on stream
• Monthly reVIew meetmgs
• A progress report on actIons taken on partIcIpants' actIOn plans and strategIes
• MOnItor better
• Follow-up WIth stakeholders
• ImplementatIon of approved actIOn programs
• Plans should be set m motIon and have follow-up and perIOdIC assessments and evaluatIOns

done
• IndIVIdual agency/dIvIsIOns should have a reVIew ofretreat dISCUSSIOns With remaInIn~ staff

who were not on the retreat, a desperate effort to keep deadlInes
• Testmg and dIScussIon, ImplementatIOn forums takmg actIOns to fill gaps
• Post-retreat dISCUSSIons and analySIS of actIon plan developed
• Quarterly or half year evaluations and culmmate m a retreat to measure areas offmlmg
• Ratification ofproposed strategIes, prIorItIzed, Identify personnel to be responsIble for

specIfic tasks, have perIOdIC meetmgs to reVIew progress and make adjustments were
feasIble Educate the polIcy makers ofthe benefit of Implementmg the program and gIvmg
theIr support to see It through

• ImplementatIOn
• the agency/dIVISIon should meet regularly
• Regular agency/Mmistry/division meetmgs to evaluate work program and mId year reVIew of

objectives and tasks to make necessary adjustments of strategIes to ensure, where necessary,
achievement ofObjectIves

• Executmg of action plan III a tImely and effiCIent manner

8 Overall, I rate the retreat as
Very Successful_24__ Somewhat Successful_8__ Unsuccessful. _

Too soon to tell
If ObjectIves get Implemented


