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PREFACE
 

The Bureau de Credit Agricole (BCA) is a semi-autonomous 
agency of the Government of Haiti. The BCA's 
increase agricultural production through the 

primary goal 
provision of 

is to 
loan 

credit to peasants and small farmers. 

In 1982 the BCA underwent the first significant change in
 
management and organizational structure in its 25-year history.
 
The new administration is thus just beginning to develop and
 
implement new administrative systems and procedures. This
 
activity parallels a major effort begun 18 months earlier to
 
strengthen rural credit systems through such activities as the
 
analyses of sources of credit available to Haitian peasants and of
 
the effective demand for BCA loans, the provision of technical
 
assistance and advisers, and the construction of new offices.
 

This study of the management of human resources must be
 
placed within the context of the efforts of the BCA to improve its
 
effectiveness. Research at the BCA was conducted in April and May
 
1983, as part of the agency's Strengthening Rural Credit Services
 
Project. The study sought to measure BCA staff productivity and
 
the impact of BCA policies and practices on the agency's opera
tions. The BCA's management fully supported and contributed to
 
the research and analysis contained in this report.
 

William A. Rutherford
 
June 1983
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EXECUTIVE SUMMARY
 

PRINCIPAL RESEARCH AND STUDY ACTIVITIES
 

Personnel Survey
 

Two instruments were designed to collect basic biographical
 
data on Bureau de Credit Agricole (BCA) personnel, and to explore
 
their working conditions and opinions on BCA policies and
 
procedures. The biographical data form contains 9 items, and the
 
survey questionnaire 46, including 13 open-ended questions
 
requiring discursive responses.
 

Both instruments were used in interviews with 115 BCA
 
personnel, usually conducted at the staff me'iber's place of work.
 
Detailed results are presented in Chapter Four.
 

Internal Personnel Evaluation
 

BCA staff qualities, capabilities, performance, and produc
tivity, as perceived by their immediate supervisors, were measured
 
through a carefully controlled internal evaluation carried out at
 
BCA headquarters and with the five regional and two subregional
 
directors. The results indicate that a majority of BCA personnel
 
are productive and well qualified for their jobs. The results of
 
this evaluation, presented in detail in Chapter Five, hold
 
important implications for BCA management policies and the
 
organizational development of the institution.
 

Personnel Records and Procedures
 

A study of BCA employees' files and other documents and of
 
management practices and procedures revealed a number of
 
problems. Inadequate record keeping and the absence of uniform
 
practices in job classification, rate of compensation, and fringe
 
benefits indicate a need for a major reorganization of personnel
 
services.
 

Regulations
 

A study of the BCA organic law and the General Regulations
 
and Standard Operating Procedures (SOP) indicate that the current
 
organizational structure and certain management policies and
 
practices may conflict with those mandated by the legislation that
 
established the organization and outlines the way in which it
 
should operate. The organic law should be modified to include the
 
administrative decisions taken during the past 25 years.
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PRINCIPAL FINDINGS
 

Persrnnel Policy and Practices
 

Management recognizes the key role of human resources in BCA

operations, and this will be reflected in 
future personnel poli
cies and practices.
 

Personnel management is inconsistent in the following areas:
 

* 	Job classifications (including title, job description, and
 
grade);
 

* 	Salary levels;
 

* 	Equal pay for equal work and responsibilities;
 

* 	Fringe benefits, including housing subsidies;
 

e 	Promotions and salary increases;
 

• 	Reimbursement of business expenses; and
 

* 	Hours worked.
 

Because of Haiti's inflation rate (approximately 18 percent

in 1983, 12 percent in 1982, and 18 percent in 1981) and high cost
 
of living, most BCA employees find themselves hard pressed to make
 
ends meet. In fact, 94 percent of respondents in the personnel
 
survey said that their salaries were insufficient to meet their
 
needs.
 

Salaries paid to field staff are particularly low in terms of
 
their responsibilities and in comparison with the salaries paid 
to

senior (cadre superieur) and administrative staff at headquarters.
 

BCA salaries parallel those paid in other government agencies

but are low when compared with those paid by the private sector.
 
However, this issue must also be considered in the light of the
 
country's 40 percent unemployment rate.
 

Although BCA 
personnel are loyal, they are frustrated. Of
 
those surveyed, 75 percent expressed dissatisfaction with their
 
working conditions.
 

Some BCA staff feel uninformed about agency policy. They
regret they are not consulted before management decisions are made 
that directly affect them (eliminating per diem and travel 
expenses, for 	 or that are to
example) 	 they expected implement

(such as the procedure for advance interest payments on loans
disbursed after October 1, 1982) . Of those surveyed, 70 percent
thought that communication and dialogue between central 
headquarters and staff members are inadequate.
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Although some BCA personnel are unqualified, survey results
 
show that BCA supervisors consider 46 percent of the staff to be
 
excellent/superior, and another 17 percent to be very
 
satisfactory.
 

Personnel Records and Procedures
 

Record keeping is ad hoc, and some files are incomplete and
 
outdated.
 

Some BCA staff say they are unclear about the requirements of
 
their job. However, many job descriptions are adequate, although
 
their use is not standardized. In addition, job classifications
 
are inconsistent and in some cases contradict internal BCA
 
regulations, which set grade classifications by category of
 
employee and assignment.
 

There are no adequate procedures for supervising employees
 
and controlling their attendance. Consequently, tardiness and
 
absenteeism are widespread, particularly in the central
 
headquarters office.
 

The Administrative Department (service), headed by a
 
department head (chef de service) who was responsible for
 
personnel, has been abolished. The office has been downgraded and
 
is now called Auxiliary Services; it is headed by an administra
tive officer (see Annex A). Her responsibilities are too numerous
 
for one person, assisted only by a secretary. They include
 
updating the files, conducting current personnel activities, and
 
developing and implementing new practices and procedures.
 

Promotion policy is unclear. Raises and promotions appear to
 
be based on the ability of the employee to present a convincing
 
case to the supervisor, who must then be willing to pursue the
 
matter at headquarters. In addition, there are no procedures for
 
hearing staff grievances or appealing decisions.
 

Most employees would prefer a system of incentives to
 
increase productivity. Of those surveyed, 92 percent favor the
 
adoption of a bonus system for exceptionally productive staff
 
members.
 

Although there is no career development program within BCA,
 
80 percent of the staff think that they have good possibilities
 
for professional advancement and consider their chances for
 
promotion and salary increases to be good. .
 

All BCA employees participate in a savings plan, consisting
 
of a mandatory salary deduction of 4 percent to be paid into a
 
credit union (caisse de prevoyance). Many employees do not
 
understand how the credit union operates, and most are
 
dissatisfied with the system (see Chapter Six).
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PRINCIPAL RECOMMENDATIONS
 

* 	 Human resources management should be reorganized and
 
upgraded;
 

* 	 The personnel officer's responsibilities should be made
 
more specific (including job descriptions, record keeping,
 
and career planning);
 

e 	 Salaries should be to
reviewed consider possible
 
increases, particularly for field staff;
 

* 	 Promotion and salary increases should be based 
upon merit,
 
as indicated by an annual performance evaluation;
 

" 	 An equitable 
system of fringe benefits and reimbursement
 
of work-related expenses 
should be established;
 

" An equitable bonus system 
for both field and headquarters
 
personnel, based 
on 	merit, should be established; and
 

* 	 BCA organic law and SOP 
should be amended to reflect the
 
agency's actual structure and needs.
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CHAPTER ONE
 

INTRODUCTION
 

GENERAL
 

Bureau de Credit Agricole (BCA) personnel play a critical
 

role in transferring loan credit to Haiti's farmers and peasants.
 
Human resources management, while important in any productive
 

process, assumes primacy in the case of BCA.
 

The traditional relationship can be shown as follows:
 

Resources (-------------------------------------- Results
 

Manalement
 

This process of management transforming resources into
 

desired results can be shown in a more linear manner, either
 

horizontally or vertically in the case of BCA:
 

o Goal
 

ICapital/credit - Farmers/peasants_[ Increased productionj
 

o Program
 

BC- -- Loan creditj-> Farmers/peasants IG J 

o Process
 

iLoan credit - Personnel H I Farmers/peasantsHoa 
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The BCA was established 25 years ago to 
increase agricultural
 
productivity by supplying farmers with credit. 
 However, this goal
 
cannot be achieved 
without direct contacts (information, educa
tion, and motivation) between BCA 
field personnel and the
 
farmer/peasant clients. Thus BCA 
field personnel are essential.
 
In fact, insofar as capital/credit is a product seeking a
 
consumer, and BCA management exists to support the field staff 
in
 
product sale, delivery, and utilization, 
agency field personnel
 
are 
primary, with all other elements dependent upon them.
 

[Field 
 F 
 uctivity/
[ersnnel Peasant Goal* 

In mid-1982, 
and for the first time in 
the BCA's history, a
 
new director was 
named to head the agency. He moved quickly to
 
elaborate 
its current strategy and 
goals, stressing self
sufficiency, profitability, and regional profit centers. At 
the
 
same time, the 11 regional offices were consolidated into 
5, and
 
other administrative measures were 
taken to reduce operating costs
 
and increase productivity.
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Some organizational changes were made, and in addition to
 

transfers resulting from the consolidation of the regional
 

offices, measures directly affecting BCA personnel were initiated.
 

Some salaries were adjusted upward, principally those of the
 

regional directors, whose salaries were increased to parity with
 

those of department heads (chefs de service) at agency
 

headquarters. Furthermore, the practice of providing field staff
 

with fixed travel or operating expenses (usually set at $15 per
 

month), and reimbursing their per diem, travel, and other 1rsiness
 

expenses, was abolished.
 

Originally, this study was to be implemented with a parallel
 

analysis of BCA organizational development. Circumstances
 

frustrated this plan, however, and the analysis of human resources
 

management has preceded the organizational development study.
 

This has advantages and disadvantages. On the one hand, the human
 

resources study indicates areas for in-depth attention by the
 

organizational development study. On the other, there are a
 

number of structural issues that need better definition or
 

resolution before sound personnel and hierarchical relationships
 

can be defined.
 

Both global and internal organizational tables should be
 

developed to delineate supervisory responsibilities, reporting
 

procedures, and hierarchial lines of authority. However, the
 

situation at BCA is so unclear and unstable at present that this
 

task must be left for the organizational development study. For
 

example, who besides the director supervises the newly created
 

"Corps d'Inspection et Control," which has no head but rather a
 

chairman who also holds the newly created position of principal
 

inspector? Similarly, does the newly created post of director of
 

the regional offices directorate have direct supervision over the
 

subregional offices of Jacmel and Port-de-Paix (both of which have
 

approximately the same number of responsibilities and personnel as
 

the regional offices)?
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METHODOLOGY
 

The direction and dimensions of this analysis of BCA
 
personnel management evolved 
as the study was being implemented.
 
When the management analyst arrived at 
BCA headquarters in Port
au-Prince, he was thoroughly briefed 
on recent administrative
 
developments 
at the agency by the Dr. Thomas Stickley, the
 
Strengthening Rural Credit Services Project's chief of party, who
 
has served as chief technical adviser (CTA) to the BCA director
 
for the past 16 months.
 

After reviewing activity reports and 
other documents, the
 
management analyst met 
with the key BCA senior management staff,
 
including the director, the chief of the directorate of regional
 
offices, and the recently appointed personnel 
chief (administra
tive officer). He was also briefed by the 
 Agency for
 
International Development's deputy director 
and other staff
 
members who coordinate and monitor AID's BCA-related projects.
 

As a result of these meetings, some of the basic issues
 
concerning human resources management at BCA emerged, 
as did the
 
direction for research and analysis. Most of the participants
 
involved in these early discussions had strong opinions 
about
 
local conditions. However, there was no 
firm basis or data for
 
drawing definitive conclusions from which recommendations for
 
improving the situation could flow.
 

The CTA had already established a schedule for visits to the 
five -$egions into which the BCA has divided the country and its 
own credit operations. The plan was to conduct a comprehensive 
survey of BCA's entire staff. A questionnaire was developed (see
 
Chapter Four) to 
be used during interviews with BCA staff members.
 
When it was learned that BCA personnel files were incomplete, a
 
second form 
was prepared to gather biographical data at the same
 

time.
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The questionnaire was tested and modified and then used at
 

headquarters and in each of the five regions. It became apparent
 

that although the survey of BCA personnel was in fact an
 
evaluation of the agency's organizational and administrative
 

structure, policies, and procedures, there was no similar way to
 

determine or measure staff capabilities and productivity.
 

Consequently, an evaluation of BCA personnel was also conducted
 

(see Chapter Five).
 

After completing both the personnel survey and the staff
 

evaluation in the field, the study team -- composed of the CTA, 

the BCA personnel officer, and the management analyst -- returned 

to 	BCA headquarters in Port-au-Prince to complete interviews for
 

the personrnel survey. The management analyst also conducted other
 

research, including study of the law establishing the agency and
 

of BCA personnel rules and regulations. He examined agency
 

personnel files and records to determine employee classifications,
 

attendance, job descriptions, comparative compensation levels,
 

promotions, and salary increases.
 

During this period the project's financial analyst and
 

adviser to the BCA tabulated the personnel survey. The CTA
 

tabulated the results of the staff evaluation, and the management
 

analyst collected information, for purposes of comparison, on the
 

number of paid holidays and the compensation of those employed in
 

the private sector, in international organizations, and in a
 

governmental agency other than BCA. In addition, he reviewed the
 
BCA's recruiting history, and promotion and salary increase
 

policies. The team also briefed:
 

* 	The BCA senior staff, including the director, chief of
 
regional offices, West Region director, principal
 
inspector/controller, and personnel officer; and
 

* 	The AID staff, including the deputy director, program
 
office representative, and project coordinator/monitor.
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The CTA and management analyst then traveled to the United
 

States to prepare this report.
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CHAPTER TWO
 

ORGANIZATION AND REGULATIONS
 

The organic law establishing the BCA was promulgated in
 

September 1964, and mandated the agency's objectives,
 

organizational structure, and operational parameters. The BCA
 

General Regulations and Standard Operating Procedures (SOP) 

(Manuel de Procedure et des Reglements Generaux) took effect in 

October 1964 and was revised in December 1977, September-October 

1978, September 1980, and August 1981. 

SOP establishes personnel policies and procedures, as well as
 

conditions and terms of employment. Although both SOP and the
 

organic law have been substantially modified by administrative
 

decisions and amendments, it is unclear whether these
 

modifications have the force of the original documents.
 

For example, certain organizational entities are mandated by
 

the statute but, in fact, either do not exist or do not function
 

as prescribed in the organic law. These include the Legal
 

Department (Service Judiciaire), Technical Department (Service
 

Technique), and the Loan Credit Commission (Comite de Credit). At
 

approximately the same time as the demise of the Technical
 

Department in September 1982, the legislatively mandated
 

Administrative Department (Service d'Administration) and
 

Inspectional Control Department (Seivice d'Inspection and Control)
 

were also abolished. They have been replaced by an administrative
 

officer, responsible for Auxiliary Services, and a principal
 

inspector, responsible for inspection and control only in the 

regional offices -- in apparent contravention of the organic law, 

which mandates other responsibilities for the departments (see 

Annex A). 
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There are also inconsistencies of nomenclature: 
 the head of
 
the newly established Computer or Automated Data Processing
 
Department is a ranking section chief 
(see Ordre de Bureau No. 4);
 
however, his department is designated "Unite d'Informatique."
 
These designations are inconsistent with the Auxiliary Services,
 
whose head is only an administrative officer. Similarly, the 
two
 
senior staff members 
appointed to head the savings mobilization
 
program have been designated "responsable" and "responsable
adjoint" (deputy) respectively, despite 
the fact that no such
 
designation is shown either in the organic law 
or in SOP.
 

This problem of nomenclature extends to field organization
 
and activities as well. For example, four of the five BCA regions
 
employ district agents (who oversee district-wide activities),
 
while equivalent posts in the fifth region 
are staffed by
 
operations directors. Similarly, some regional offices are headed
 
by a local agent, while others have local agents and credit
 
agents, both with similar duties. There is also a designation for
 
an entry-level assistant, "aide-agent." Both regional and
 
headcuarters support staff have their 
own designations, including
 
accountant (comptable) and cashier (caissier) who also 
can become
 
accountant-monitor (comptable-moniteur), roving cashier (caissier
itinerant), secretary-accountant (secretaire-comptable),
 

accountant-cashier (comptable-caissier), and even typist
accountant (dactylo-comptable). The personnel roster 
also
 
identifies staff members 
as "attache" to departments, and advisers
 

(conseiller).
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CHAPTER THREE
 

PERSONNEL PROCEDURES AND RECORDS
 

In addition to holding discussions with the personnel
 

officer, other senior staff, and field and headquarters personnel,
 

the management analyst examined the personnel files at central
 

headquarters. He reviewed the organic law governing the BCA and
 

SOP. He also studied the Ministry of Agriculture's SOP.
 

Furthermore, he studied recently promulgated laws on public
 

administration as well as basic civil service (fonction publique)
 

regulations to understand the context in which BCA operates. The
 

findings of this research are reflected in the examination of BCA
 

personnel procedures and records that follows.
 

PERSONNEL ADMINISTRATION
 

The personnel officer is a trained social worker who has
 

recently been transferred from an administrative position in the
 

Ministry of Agriculture. Although she has little experience in
 

personnel management procedures, she has a large number of
 

responsibilities, including record keeping (all BCA personnel
 

records, including identification, qualifications, grade
 

classification, salaries, raises, assignments, sick leave, annual
 

leave, and attendance), central headquarters petty cash, super

vision of the headquarters secretariat, vehicle dispatch,
 

purchase and allocation of supplies and equipment, inventory
 

maintenance, regular and emergency gas allocations at headquarters
 

and regional offices, and reimbursement of travel expenses.
 

The personnel officer is assisted by one capable secretary.
 

Although all support staff are under the personnel officer's
 

supervision, there is in fact little support available from the
 

secretariat. She does not have a separate office or cubicle, but
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works in an area surrounded by 15 other desks 
and employees.
 
Under these conditions, she conducts business, and central office
 
personnel and those from the five regions -- some of whom travel 
to the headquarters office to see her -- compete for her 

attention. 

PROCEDURES
 

Recruitment and Assignments
 

There are no established personnel procedures 
for new hires,
 
classification, assignment, and 
transfers. New hires 
are usually
 
made through personal contacts or transfers from the Ministry of
 
Agriculture, whose Department of Agricultural Credit 
was subsumed
 
by BCA. Some jobs are filled through job applications, while
 
others 
are filled through competitive examinations held at the
 
agricultural schools (particularly for agents) or sponsored by the
 
BCA regional offices (generally mast personnel are required for a
 
specific assignment, rather than a category of employment). Table
 
1 shows the breakdown of recruitment, as determined by the
 

personnel survey.
 

Table 1: BCA Staff Recruitment
 

Regional Headquarters Total Percent
 

Job application 22 
 0 19
 

Direct hire (BCA initiative) 15 7 
 19
 

Competitive examination 14 
 2 14
 

Recommendation 
 14 8 
 16
 

Transfer 
 23 15 23
 

N/A 
 6 2 
 9
 

Total 
 94 34 
 100
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There are no standard operating procedures for briefing new
 

employees on their responsibilities and prerogatives. Although
 

the personnel files at headquarters contain good job descriptions
 

for most categories of employees, including local agent, regional
 

cashier, regional accountant, accountant-monitor, principal
 

accountant, chief of the financial section/service, and typist
 

(see Annex B), these descriptions are not routinely given to new
 

employees. Additional job descriptions are needed for other
 

categories, including regional/subregional directors, legal
 

officers (contentieux), key punch operators, computer programmers,
 

inspector-controllers, and researchers.
 

Classification and Salary Scale
 

BCA internal regulations (see Annex C) establish grade
 

classifications for each category of personnel. These grades are
 

further broken down into classes and steps (echelons), with a
 

corresponding salary set for each. An examination of BCA files
 

indicates that some jobs have been classified incorrectly,
 

usually resulting in a lower salary scale, and that often salaries
 

vary for similar assignments. Thus, for example, one staff member
 

is classified as a secretary but paid as a typist; ore local agent
 

is classified as clerical employee and paid accordingly; and some
 

messengers and office boys are paid below legal minimum wage, and
 

are not even shown on the official payroll.
 

In some cases, capable and efficient local agents who scored
 

high on the evaluation, and are responsible for managing and
 

developing loan portfolios ranging from %300,000 to 0800,000
 
($1=5%), have take-home salaries of 0800. This is less than the
 

lowest paid secretary at central headquarters. Some inconsisten

cies in levels of compensation are shown below.
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Table 2: Variations in Level of Compensation 

Category Number of Employees Salary Range (0) 

Regional accountant 7 1,550-2,500 

Regional cashier 4 1,550-2,300 

Credit agent 28 1,000-2,000 

Local agent 12 1,000-2,000 

Fringe Benefits
 

Gasoline allocations, provided for in BCA regulations, are
 
given to most senior staff at headquarters. In addition, several
 
staff use agency vehicles for travel 
to and from the office.
 

A few field personnel continue to receive subsidized or free
 
housing, although BCA policy is to terminate this practice. In
 
total, approximately 46 percent of field staff and 24 
percent of
 
headquarters personnel receive some kind of fringe benefit.
 

Staff Support and Communications
 

There are a number of issues concerning the support provided
 
to BCA personnel in the execution of their assignments. Some of
 

the problems are discussed below.
 

Although 
some agency vehicles are retained at headquarters,
 
field offices lack vehicles to transport agents to their clients
 
and cashiers who carry funds. 
 Some field agents have purchased a
 
small motorcycle, to carry out their work for BCA. 
 Half of the
 
cost of the motorcycle is deducted from the agent's salary, and
 
BCA pays the other half. Maintenance and fuel costs are usually
 
paid by the employee. Nonetheless, most agents do not have
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adequate transportation, because motorcyles cannot be used on 

extremely bad roads. At present, only the five regional and two 

subregional directors are supplied with jeeps for their work. 

Each regional director receives a gasoline allocation and
 

distributes it at his discretion. As a result, some agents
 

receive $10-15 per month, while others are given nothing.
 

Travel expenses, per diem, and special allowances are
 

provided for in BCA regulations for all BCA personnel (see Annex
 

D). However, recent administrative measures abolished the
 

practice of providing $15 a month to all field personnel for
 

expenses. No alternative system has yet been devised, and at
 

present fiej.d staff receive neither per diem nor reimbursement of
 

their operating expenses. They either pay travel costs from their
 

own pockets or do not visit their clients. Headquarters staff
 

receive per diem for field visits, but field staff (including the
 

regional directors) do not receive per diem for visits to
 

headquarters.
 

BCA provides some district and local agents with offices and
 

working space. Other agents, however, must supply their own
 

working space or do without it. In a few cases employees have
 

established BCA offices in their own h-mes (in one instanceB the
 

house of the agent's father, using BCA furniture), with no
 

compensation from BCA. (It should be noted that AID is
 

constructing several combination lodgings/offices for the BCA in
 

its program to strengthen rural credit services.)
 

BCA personnel receive almost no information from central
 

headquarters, aside from occasional memorandums circulated to the
 

regional directors and department heads. A monthly newsletter has
 

not appeared since spring 1982. Field staff are not consulted on
 

matters directly affecting them such as transfers, travel
 

reimbursement, and per diem payments, nor are their
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opinions solicited on BCA 
policies that they are expected to
 
implement, such 
as the payment terms on loan mobilization
 

interest.
 

Promotions and Increases
 

BCA personnel SOP (see Annex E) provides guidelines for
 
promotions and increases, annual
salary including incremental
 
increases for who performed
employees have 
 satisfactorily.
 
However, this is not now the practice. There is no fixed policy
 
at present, and decisions are usually made 
on an ad hoc,
 
individual basis. 
 (The only personnel evaluation in BCA history
 
was carried out during the course 
of the present study.)
 

Work Hours and Overtime
 

BCA regulations establish work hours (see Annex 
F) at 6 per
 
day for a total of five days or 30 hours per week. 
 This is
 
adhered to only by headquarters staff. Overtime policy is also
 
set by the regulations. However, little 
use is made of this
 
provision except for a few 
clerical personnel at headquarters.
 
Typically, most regional offices are open six days week, and
a 

many agents work at 
 home during evenings and weekends. A
 
comparison is shown in the following table.
 

Table 3: Variations in Length of Work Week
 
Hours Worked 
 Percent of Personnel:
 
Per Week 
 Regional Headquarters Total BCA
 

30 to 40 
 31 67 39
 

40 to 50 
 33 17 
 29
 

51 and over 
 35 1 
 30
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Attendance
 

Staff supervision is relatively lax at headquarters, where
 

tardiness and absenteeism are chronic. The opposite is true in
 

the smaller regional offices, where discipline is strong and
 

tardiness and repeated absenteeism are almost non-existent.
 

Discipline
 

Provision is made in SOP (see Annex G) for possible
 

infractions of agency regulations. The sanctions that may be
 

imposed are:
 

• Warning;
 

* Serious violation noted;
 

a Transfer at own expense; or
 

* Termination.
 

Such measures are rarely taken at headquarters. However, some
 

regional offices have issued verbal warnings, and two regional
 

directors have imposed small fines.
 

Annual Leave and Holidays
 

Vacation leave is set by SOP and is usually approved upon
 

request. Most headquarters staff take annual leave, but field
 

staff often fail to do so. It should be noted that Haitians
 

typically enjoy a large number of paid holidays during the course
 

of the year, many of which are proclaimed upon very short notice.
 

For example, from April 1982 to May 1983 31 paid holidays were
 

celebrated by Haitian government employees, compared with 17 for
 

AID employees, both Haitian and American.
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RECORDS
 

General Records
 

9 	Individual files are incomplete. Although adequate forms
 
exist 
at BCA for registering grades, classifications,

salary, raises, and vacations, the information is miss ng

entirely from some files and is 
out of date in others.
 

* 	No grade classifications could be found in the files of 
a
 
typist, several credit agents, 
and several accountant
monitors.
 

e 	Some files do not contain the employee's salary. Others
 
contain out-of-date entries; in 
 some instances,

incremental or other increases have not been recorded
 
since 1977.
 

Attendance Records
 

* 	Attendance records kept at headquarters are regularly

signed by some employees, but not bv supervisory personnel
 
and senior staff.
 

* 	Some attendance sheets are undated.
 

* 	Despite a headquarters directive and a supply 
of
 
attendance forms, some regional offices do not maintain
 
attendance sheets.
 

" 	There is no indication that the attendance sheets
 
kept in some 
 regional offices are forwarded to
 
headquarters.
 

" 	 There is no systematic monitoring, control, or follow-tip
of attendance records at either headquarters or regional 
offices. 
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CHAPTER FOUR
 

THE PERSONNEL SURVEY
 

BCA personnel were systematically surveyed to document their 

perceptions of staff experience, training, work habits, and fringe 

benefits. The personnel survey was also designed to learn how 

staff members view their job functions and their supervisors; 

explore their feelings about BCA procedures and systems; and 
obtain facts on working conditions, problems, and needs. In 

addition, the survey elicited input on issues critical to the 

successful operation of the agency, and on the desirability of 

bonuses. It also solicited views on vacation time and the BCA 

Credit Union (Caisse de Prevoyance) . Finally, the survey 

collected biographical data for inclusion in the personnel files 

at central headquarters. 

SURVEY INSTRUMENT
 

A questionnaire (see Annex H) was developed to be used in
 

individual staff interviews. All responses were confidential, and
 
all opinions were presented anonymously. This questionnaire was
 

first tested at headquarters. It was then revised and tested at a
 

regional office (Centre). The questionnaire was revised a second
 

time. It contained 46 closed (yes/no) and open-ended questions
 

(requiring the expression of opinions).
 

APPLICATION
 

The questionnaire was used, over a six-week period, at BCA
 

headquarters in Port-au-Prince, and at the five regional and two
 

subregional offices. As many interviews as possible were
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conducted at the employee's place of work. 
 As a result, the team
 
spent about five weeks 
visiting regional and local agent offices
 
in 43 cities, towns, and villages throughout Haiti.
 

The interviews were 
conducted by the management analyst, the
 
technical adviser, the
and personnel 
officer. The technical
 
adviser 
decided that all personnel (118 persons) should be
 
interviewed. 
 As a result, the interviews continued after an
 
adequate number of responses had been obtained 
for the survey, to
 
give all employees an opportunity to express themselves and 
to
 
elicit as many ideas and suggestions as possible to assist BCA
 
management in dealing with the critical 
issues confronting it.
 

SURVEY RESULTS
 

The personnel survey produced the desired 
information, as
 
shown in Table 4. It also elicited many suggestions, which are
 
presented in Chapter Six.
 

Table 4: Results of Personnel Survey
 

Percent of Responses:
 
Head-
Question 
 Regional quarters Total
 

Correct understand-
 Positive 100 
 91 97
ing of individual Negative 
 0 0 0
work assignment 
 No answer 
 0 9 3
 

Correct identifica-
 Positive 99 
 82 94
tion of immediate Negative 
 0 9 3
superior 
 No answer 
 1 9 3
 

Received clear ex-
 Positive 80 87 82

planation of obli-
 Negative 20 13 18
 
gation to/of BCA
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Table 4 (continued) 

Received Positive 56 45 53 
written job Negative 44 55 47 
description 

Feel their BCA Positive 85 86 85 
training is suffi- Negative 15 14 15 
cient to do job 

Find work condi- Positive 21 32 25 
tions satisfactory Negative 79 68 75 

Receive fringe Positive 46 24 40 
benefits Negative 54 76 60 

Find present salary Positive 6 6 6 
sufficient Negative 94 94 94 

Familiar with Positive 85 88 86 
details of pay Negative 15 12 14 
deductions 

Think more con- Positive 79 - -
tacts would improve Negative 3 -
repayment rates No answer 18 - -

Find farmers are Positive 70 50 69 
sufficiently Negative 25 50 27 
familiar with No answer 5 - 4 
BCA activities 

Have sufficient Positive 91 100 94 
contact with imme-- Negative 9 0 6 
diate supervisor 

[lave sufficient Positive 83 100 88 
contact with col- Negative 17 0 12 
leagues 
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Table 4 (continued) 

Have sufficient 
contact with re-
gional office 

Positive 
Negative 

78 
22 

85 
15 

81 
19 

Have sufficient 
contact with 
headquarters 

Positive 
Negative 

45 
55 

-
-

-
-

Have sufficient 
dialogue with 
regional office 

Positive 
Negative 

74 
26 

56 
44 

70 
30 

Have sufficient 
dialogue with 
headquarters 

Positive 
Negative 

22 
78 

48 
52 

30 
70 

Have enough loan 
funds to satisfy 
demand 

Positive 
Negative 

23 
77 

-
-

-

Received sal
ary increase: 

Within last 12 months 
Within last 24 months 
Within last 48 months 
Within last 60 months 

50 
36 
12 
2 

52 
35 
13 
-

51 
36 
12 
1 

In favor of 
bonuses for 
good work 

Positive 
Negative 
No answer 

94 
4 
2 

87 
3 

10 

92 
3 
5 

Estimate 
chances are 
good for sal-
ary increases 
or promotion 

Positive 
Negative 
No answer 

82 
15 
3 

67 
30 
3 

78 
19 
3 
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Table 4 (continued)
 

Major constraints to accomplishing assignment:
 

9 Lack of transport 23 7 30 

* Low salary 15 2 17 

e Travel costs 17 0 17 

• Lack of loan funds 9 1 10 

* Insufficient funds to 
operate office 2 0 2 

* Client resistance to repaying 4 - 4 

* Inadequate offices 4 1 5 

* More agents needed 12 - 14 

* Mistreatment of agents 3 1 4 

* Loans given by predecessors with
out adequately preparing clients 9 - 9 

* Cashier needed 2 - 2 

* Personal health - 2 2 

* Reports from field come late 1 2 3 

* Lack of office equipment 5 2 7 

Individual Comments: 

" Scope of work not precisely defined 

" Supervisor controls .oo much --
enough freedom to 1o the work 

not 

* Local agents do not have enough cash 
to satisy savings withdrawals 

e Inherited large delinquent portfolio 
-- need help from headquaters to 
collect 

* Lack of information 
tions 

on BCA opera

e Ministry of Agriculture's support 
of concept of self-sufficiency is 
questionable 
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CHAPTER FIVE
 

INTERNAL STAFF EVALUATION
 

The need for an evaluation system of BCA personnel emerged
 

early in the study. Such an evaluation could be used in
 

establishing objective criteria for promotions and salary
 

increases. A measure of staff capabilities would also aide the
 

evaluation team in analyzing BCA human resources management and
 

making recommendations to improve it.
 

METHODOLOCY
 

The first step in preparing the internal staff evaluation was
 

to develop a nomenclature of BCA personnel (see Annex J) that was
 

divided as follows:
 

* Senior staff (cadre superior);
 

* Administrative staff; and
 

* Support staff.
 

The senior staff at BCA headquarters perform seven different
 

functions; the administrative staff, five; and the support staff,
 

six. Individual criteria were established for analyzing senior
 

staff performance as well as each of the 11 functions performed by
 

the other two categories of personnel. A similar procedure was
 

followed for regional personnel (see Annex K).
 

The criteria selected for each function were those charac

teristics considered essential for the completion of the assigned
 

function (such as accuracy and speed for typists, and accuracy and
 

attention to detail for accountants). In addition, the criteria
 

included related characteristics that influence performance, such
 

I, l : 1. 
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as punctuality, ability to work with 
others, and attitude toward
 
assigned responsibilities. Each criterion was given a weight, and
 
the following rating scale was established:
 

4. Excellent/superior
 

3. Very satisfactory
 

2. Satisfactory
 

1. Unsatisfactory
 

All supervisors was asked to evaluate their employees. 
 The
 
management analyst and the BCA director that
agreed this
 
evaluation, 
done for the present study and to demonstrate the
 
methodology to BCA, 
would be anonymous and confidential.
 
Supervisers were urged to be as objective as possible in their
 
assessments. A list of supervisors and 
their staffs was
 

established (see Annex L).
 

Ideally, annual staff evaluations would an open exercise, in
 
which all 
BCA personnel participate fully. Evaluations would be
 
announced as a standard operating procedure and take place in
 
July-August, just prior to budget preparation and planning for the
 

new fiscal year.
 

Employees would be routinely informed 
of the ratings they
 
received from their supervisers, and asked to express their
 
concurrence by signing or initialing their evaluation. 
 In cases
 
of disagreement, staff members would have the 
righ: to appeal the
 
supervisor's assessment 
-- especially if evaluations are used as a
 
criterion for promotions, salary increases, or bonuses. Appeals
 
would be heard by a committee, composed of representatives of
 
senior, administrative, regional, and support staff. 
 After
 
hearing both supervisers and employees, the committee would 
issue
 
a binding determination on the appropriateness the ratings.
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EVALUATION RESULTS
 

After the criteria were tested, modified, and weighted, the
 

staff evaluation took place over a two-week period in Jacmel;
 

Gonaive; Cap-Haitien; and Port-au-Prince, where the results were
 

tabulated. All BCA staff were included in the evaluation, except
 

the director and those staff members who were only recently hired
 

or assigned to their present position. The results of the
 

evaluation are shown below.
 

It is particularly noteworthy that 46 percent of all BCA 

personnel have an excellent/superior rating, while another 17 

percent are rated as very satisfactory. 

Table 5: Global BCA Staff Evaluation Tabulation
 

Rating No. Percent
 

4 (excellent/superior) 48 46
 

3 (very satisfactory) 18 17
 

2 (satisfactory) 13 13
 

1 (unsatisfactory) 25 24
 

Employees not evaluated 10 

114 100
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Table 6: Senior and Regional Professional Staff 

Rating No. Percent 

4 (excellent/superior) 38 48 

3 (very satisfactory) 10 12 

2 (satisfactory) 12 15 

1 (unsatisfactory) 20 25 

New employees 10 

90 100 

Table 7: Support Staff (regional and headquarters) 

Rating No. Percent 

4 (excellent/superior) 10 42 

3 (very satisfactory) 8 33 

2 (satisfactory) 1 4 

1 (unsatisfactory) 5 21 

24 100 
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CHAPTER SIX
 

STAFF SUGGESTIONS AND PROPOSALS
 

In 	the personnel survey, BCA staff members were encouraged to
 

express themselves frankly and fully. They were assured that
 

their comments would be treated confidentially, and would be
 

communicated anonymously to BCA senior management.
 

The importance of the latter point was underlined when an
 

overwhelming proportion of BCA staff (70 percent) stated that they
 

feel that there is little or no communication between agency
 

personnel and headquarters' management. To facilitate the
 

expression of opinions and ideas, some open-ended questions were
 

included in the survey. The interviewers sought to capture the
 

essence of these statements, and often recorded direct quotations.
 

The purpose of this methodology was to:
 

• 	Gather suggestions and opinions on critical issues for
 
management;
 

e 	Provide a means for BCA personnel to present their views
 
on 	issues of immediate concern to themselves and to BCA
 
management; and
 

* 	Provide the management analyst with information that
 
revealed the morale of BCA personnel and their perceptions
 
of working conditions, relationships, and procedures.
 

This approach worked well, and the overwhelming majority of
 

the staff offered many ideas, suggestions, and criticisms. Most
 

of the responses were positive rather than negative, and many of
 

them should prove to be of great value to BCA management as it
 

strives to improve its efficiency and productivity.
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A number of respondents expressed similar opinions on some
 
issues. In such cases the responses have been combined. 
 Multiple
 
and individual suggestions of particular interest are listed
 
below.
 

1. 	 How to Improve Loan Repayment Rate
 

Multiple Suggestions 
 No. of Persons
 

9 Intensify contact with those who 
 35
 
are delinquent in payment
 

* 	Send reminder letters 
 4
 

* Excuse PPC 	interest payments 
 7
 

* 
Prepare better before loans are disbursed 9
 

* 
Take legal action against those who default 16
 

• 	Help increase farm production 
 4
 

* Pay higher 	salaries to motivate agents 
 5
 

* 	 Increase field staff 
 1
 

* 	 Improve means of transportation 
 3
 

" Pay bonuses to agents 
 4
 

Individual Suggestions
 

" Push SAC officers to contact SAC members
 

* 
Form unions of SACs to motivate member SACs
 

* 	Require higher-level BCA staff to participate
 
in SAC meetings
 

* 	Collect overdue debts
 

0 
Introduce cooperative spirit
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2. How to Increase BCA Loan Portfolio
 

Multiple Suggestions
 

" Institute a savings mobilization plan 14
 

" Improve repayment rates 20
 

* 	Leave it to the central office 14
 

* 	Solicit more foreign aid 2
 

* 	Generate capital from internal sources 7
 

Individual Suggestions 	 none
 

3. How to Increase Number of SACs
 

Multiple Suggestions
 

* 	Increase funds 29
 

* Increase contacts with potential clients 9
 

" Hire more agents 7
 

* 	Improve available transportation for
 
agents 3
 

* 	Collect old loans first 9
 

Individual Suggestions
 

• 	Have old SACs recommend new SACs of good
 

reputation
 

* 	Move out of problem areas into new areas
 

* 	Clean up PPC mess first (old loans)
 

* 	Close out old SACs first
 

* 	Resume loans to SACs that repaid their
 
loans first
 

e 	Do not increase SACs in view of number of
 
delinquencies
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4. How to Reduce operating Costs at Headquarters
 

Multiple Suggestions
 

" Reduce headquarters staff 
 9
 

* 	Control number of 
field trips from headquarters 2
 

* 	Increase loan portfolio to spread fixed
 
costs further 
 2
 

Individual Suggestions
 

" Increase loan volume for 
same fixed costs
 

* 	Increase agent operating expenses
 

* Reduce headquarters staff by transfers to field
 

e Use computers to reduce paper flow
 

• 	Take good care of equipment and avoid
 
unnecessary expenditures
 

5. How to Increase Staff Productivity
 

Multiple Suggestions
 

" Increase salaries 
 25
 

" Offer more training 
 17
 

" 
Establish clearer job descriptions 	 8
 

* 	Give more promotions 
 2
 

• 	Grant bonuses 
 6
 

e Provide transportation for agents 
 7
 

* 	Apply rules strictly 
 2
 

* 	Supervise more closely 
 7
 

Individual Suggestions
 

* 	Increase loan capital at agents' disposal
 

e 	Have job definitions that allow employees
 
to be productive and satisfied
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e 	Take steps to prevent best employees from
 
leaving Haiti, creating high cost of replace
ment
 

* 	Require high-level staff visits to agents and
 

make positive suggestions
 

* Appreciate and pay field agents better
 

e Reassign headquarters personnel to field
 

* 	Develop a real collaboration
 

• 	Resume allowances for field personnel
 

* 	Hire additional staff when necessary
 

6. How to Improve Personnel Service
 

Multiple Suggestions
 

9 Raise salaries of BCA employees 2
 

* 	Clarify job descriptions of all BCA
 
personnel 7
 

e 	Improve contacts with BCA employees 9
 

* 	Inform BCA employees of the services that
 
personnel department offers 4
 

Individual Suggestions
 

* 	Clarify administrative decisions in writing
 

* 	Establish a career plan, and an evaluation
 
and promotion plan
 

e 	Keep a good file on each employee and
 
good follow-up
 

* 	Publish a monthly newsletter where everyone
 
can express ideas
 

e 	Require personnel staff to visit
 

all employees
 

• Require people to respect office hours
 

e Appoint a trained manager
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7. 
 Criteria for Staff Evaluation
 

Multiple Suggestions
 

* 	Repayment rate 
 46
 

* 	Working hours 
 7
 

e Quality of reports 
 32
 

* 	Training of SACs 
 14
 

e 
Amount in savings portfolio 	 9
 

* 	Number of SACs 
 8
 

* 
Extent tn which immediate supervisor

is 	satisfied 
 12
 

* 	Amount lent 
 12
 

• 	Speed of work 
 12
 

* 	Extent to which employee has helped
 
BCA meet its objectives 
 2
 

Individual Suggestions
 

* 
Enthusiasm in the accomplishment of tasks
 

* 	Attitudes, obedience, respect for others,
 
and honesty
 

* 
How well clients are received and served
 

9 Motivation of clients
 

8. How to Improve the Credit Union
 

Multiple Suggestions
 

* 	Issue periodic reports on financial position

and year's activity 20
 

* 	Increase loan amounts 
 12
 

e Reduce interest charged 14
 

e 	Hold general assemblies annually 
 4
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" 	Decentralize disbursement authority 7
 

" 	Give employees regular statements
 
of their accounts 
 10
 

Individual Suggestions
 

* 	Computerize system
 

* 	Spell out advantages to members
 

* 	Decentralize; regional members spend as many
 
as three days going to Port-au-Prince for a loan
 

* 	Require good working habits: sometimes the
 
person in charge is not there or does not feel
 
like working when I go to Port-au-Prince
 
for a loan
 

* 	Pay interest on deposits to encourage employees
 
to make voluntary deposits
 

* 	Issue written statement on functions and operations
 

* 	Pay interest on members' deposits
 

• 	Make a long-term loan to increase BCA's capital
 

* Be democratic in operations and decisions
 

" Show where interest earnings go
 

" Print document describing system
 

" Increase capital from outside sources
 

* 	Pa' interest
 

* 	Establish a receipt book for cash received
 

" Establish a supervision committee
 

" Control repayments more closely
 

Other Comments
 

Multiple Suggestions
 

" Offer more seminars 
 4
 

" Give agents living allowances 4
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* 	Increase salaries 
 20
 

* 	Give travel allowances and motor
cycle repair allowances 
 17
 

* Need improved office space 4
 

* 
Provide travel allowances to agents 
 8
 

* 	Support field agents better 
 18
 

* 	Agents should not have to pay for

half the cost of a motorcycle 
 4
 

* 	Miss publication of the newsletter 8
 

* Need transport 9
 

* 
Good team spirit at computer center 	 2
 

Individual Suggestions
 

* 	Study fellowships seem 
to 	be reserved for
 
headquarters staff
 

" 
Make BCA a bank instead of a bureau
 

" Salary differences between management and
 
basic staff are too large
 

" Inspectors should instruct people on ways
 
to improve their work
 

" 
Central orfice visits should be positive
 

* If somebody encourages me, I will do better
 

* 
Loan sharks have started a negative campaign
 
to keep clients from repaying
 

Funds should be kept in 
the local office
 
if you have a savings plan in order to
 
facilitate immediate withdrawal requests
 
from depositors
 

c 	 Use cassettes to record borrower statements
 
in 	meetings and play them back 
to 	them later
 

* 	Use techniques other 
than court injunctions
 
on delinquent accounts
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* 	 BCA needs more field staff and less headquarters
 
staff ("Our work is more important than theirs")
 

" 	 Headquarters should send representatives to SAC
 
meetings four times a year
 

" 	 Staff reduction resulted in more work for the
 
same salary
 

" 	 People get recruited because of their connec
tions and not to fill a need
 

* 	 Unclear division of responsibilities between
 

local and district agents
 

• 	 Insurance scheme unclear
 

* 	 Have paid salary deductions for new museum
 
for last six years. Now that it is open, we must still
 
pay a dollar entry fee
 

* 	 Faulty legal system obviates legal action
 
against delinquent borrowers
 

" 	 No positive support trickles down from head
quarters to field
 

" 	 Personal affiliations and politics influence
 
BCA's promotion policy
 

* 	 "Give me as much work you want, but also
 
pay me adequately"
 

* 	 Lack of contact with central office is frustrating
 

* 	 Too much difference in salaries between field agents
 
and those in central office
 

" 	 Why were new people hired at the computer center?
 

* 	 Will there be a follow-up to this interview?
 

* 	 Establish an identification card for staff
 

* 	 Ensure respect of existing BCA rules
 
and procedures
 

" 	 BCA would function better as autonomous entity
 
separate fr m DARNDR (Ministry of Agriculture)
 

" 	 Excellent cooperation in Computer Department
 

makes work satisfying
 

" 	 Would like to be better informed on how BCA works
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CHAPTER SEVEN
 

RECOMMENDATIONS
 

Personnel management should be upgraded to a department
 
(service), equal to the other principal BCA departments.
 

A strong, well-qualified member of the senior staff should
 
head this department, reporting directly to the director.
 

" 	The head of personnel should be provided with an assistant
 
and as much administrative support, including adequate
 
office space and clerical help, as needed.
 

" 	 The emphasis on revitalizing human resources management 
policy should be announced to all employees through a 
memorandum. 

* 	The Personnel Department should be mandated to:
 

--	 Formulate BCA personnel policies (standard operating 
procedures as well as long-term planning); 

--	 Coordinate all personnel actions (including recruit
ment, classification, assignment, transfers, 
evaluation, promotions, and raises); 

--	 Prepare job descriptions for each position in BCA; 

--	 Conduct an annual objective evaluation of staff 
performance; 

--	 Determine training needs (immediate and long term); 

--	 Participate in staff training and planning, and in 
coordinating seminars; 

--	 Ensure communications with the staff (for example, 
newsletter and periodic regional briefings); 

--	 Establish grievance procedures; 

--	 Install a career development program within BCA; 

--	 Prepare and maintain complete, accurate, and up-to-date 
records for each staff member; and 

--	 Supervise the proper application of BCA personnel 
regulations. 
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* 	An ad 
 hoc task force (equipe d'urgence) or personnel

commission of high-level, skilled members 
should be
appointed to oversee and 
assist the personnel officer in

reforming the personnel system.
 

* 	The task force or other authority should be charged with
developing, in consultation with BCA staff and management,

policies and procedures to:
 

-- Standardize grade 
 classifications 
 and salaries,

providing identical pay for 
 identical work 
and
 
responsibilities;
 

-- Establish an 
adequate promotion 
and salary increase
 
system based on a 
fair, equitable, and objective annual
 
evaluation plan;
 

--	 Set up a uniform system for payment or reimbursement of
 per diem, travel, 
and other work-related expenses for
 
all categories of personnel;
 

--	 Ensure that fringe benefits such as vehicles and other 
means of transportation are made available 
 to all
 
categories of personnel 
on 	an equitable basis; and
 

--	 Adopt an equitable and uniform bonus system for all 
categories of BCA personnel. 

* 	 Those employees whose work 
is 	found to be unsatisfactory,

after receiving 
a 	warning (following announcement 
and
explanation of 
 the annual evaluation), should be
terminated. The resulting budget savings 
should be used
 
to raise the salaries of other staff members.
 

* 	 All BCA salaries should 
be reviewed to make 
them
 
consistent and 
to consider increases:
 

-- Especially for 
field staff; and
 

-- In particular, for those who 
have not received a
 
promotion or increase in 
the last 12-month period.
 

* 	 Future promotions and salary 
increases for qualified

personnel 
(that is, excellent 
to superior evaluation
 
ratings) should take 
into consideration:
 

-- Cost of living increases; and
 

-- Individual employee merit.
 

* 
The BCA organic law and SOP internal regulations should be

modified to 
reflect the agency's organizational and
structural needs, including 
job descriptions, number of

personnel, and departments and 
their functions.
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ANNEX A
 

ORDRE DE BUREAU NO. 2
 
DAMIEN, 10 SEPTEMBER 1982
 

... ,, , . 

T.,D ! a ":!:AxU 

Da,,ien, lu 10 Septu-mbre 1.932 

Pour pur;metre au Sureau dc Crgdit Agricola do maltriser le 

phCno-mint d',.rosion annuelle: do ses capitaux et d'atteindre i 1'horizon 1987 

l'auto.uffisance financiera, les dispoGitions suivantes sont effectives 

partir de la date du pr,.sent ordre de Bureau.
 

I.- Structures
 

Le Bureau do Credit Agricola accomplira sa mission 9 travers les
 

structures suivantis:
 

- Le Bureau Central 

- Cinq (5) Bureaux Rgionaux ec deux (2) Bureaux sous-rCgionacx 

- Vingt (20) Districts do Crdit subdivisg-s an agences locales. 

1.1 Le Bureau Central est composi'. de
 

.) La Dir-ction du BCA
 

b) La Direction des Bureaux R~gionaux
 

c) Le Service Financier
 

d) Le Survice des Etudes et Recherches
 

e) L'Unit% Informatique
 

f) Leas Services Auxiliaires
 

1.2 Las Zurc:-ux R.gion.zx
 

1.2.1 Lu Bureau Rgional de l'Ouest7Sud'Est divisi en sous

region Cuest et sous-r.gion Sud'Est.
 

L, si-ge de cc Bureau Rugional est 9 Port-au-Prince;
 

il accorda des services de PrLt aux Districts de
 
• . .e/o •
 

http:R.gion.zx


"1,';..'7 " , . . ' ',# A -',!+' .li~* " II /. 
-. t7- ;........... ....
 

Po -..u rnco Nord - / 

.......... .<.
Li ...,ion., du Sud/ud-Oust. Son si.ego est, aux 

* c; tC, t.U'Ion L'. -Ditrc.jAcrcoc7 

c) J,'.rcglic 

;:/ d) Dame.Raric . " "' .e)~~r ,./._
Fond des,Negres , '7
 
Ditrct dorcoc, District.,; d 

-. ~ ~~~) (.pordoO u ~~ -tca1sauxdot 
1..2.3 Le Buruau R~gional d l'Artbonte et du NordOuest..
 

et Bu eP~u sous-r gional7 du Nord-Ouest. :::: -,:. : . .. :-: :;-

ULe, :services do ce Bureau R~gional s'gtendront aux
 

D AariDot oolee: c 


a)Gon.:ives "
 

. b) St. .arc v-(,
 
c) Portde-Paix , ,
 

1.2.4 Le Bureau Rdgional du Nord et duaN e
spour Mire-pour
~sieg(e Cap-Hnitien"
 

- ~~~Ses
services S'6tcndront aux Districts Agricoles de::''/ 
 :L:
 
: . Cap-Hait,_,n"
 

.. .
 ... 1.2.5 Le Bureau R%,. onal du Centre ayn pou •ig
Mr

balais. Ses services s'',tendront aux Districts Agricoles de:
 

c) Mirubalais 

c) Hinch-
> 
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1. 3 	 1)its tS Lt c,: di Allioi~' 
: I. ,::- des sous-divi;oas de; Bu:a;.x R'ou uw sou -R 

VII:-	 A L\UfLh.n;) ' iin' t u.n'))i:-,trict) ils sq. subdivisent en autant d'iigen
a', , I-' c..-&..', ' ."."" I:' loc''. .:-.ant au nivcau du la conwauna. 

1 UP~ 	 nocI- ire 

L'',. SATURN2N Louis e%? noDr.i& firecr ~ 1: Dir3ction 
.....1-.io::.~~~~~ : ~~L . .... ehra,~ Direction 

2. L',rnr._ J, -.Wi.bcrt ,'!ORT et nouiL In-pcctour Principal 

dcs Burclu)i RL-pionux.

2.3 L'Agronome Jean-Claude DALCE, actuellement Responsable du Per

sonncl, est proniu Inspcctcur des Bureaux RU'gionaux.
 

2.4 Le Comptable-Gestionnairo Samuel ST. DIC,,actuellement Respon- .
 

s.ble d'Achas at du Mt,riel, est promu Inspecteur des Bureaux Riona.. ..
2.5 LIExpert-Comprable iyonel LUBIN, actuclement Comptablo Princi

pal1, cst -prornu (TheE0 du ServIce Financier. 

2.6 L'Info'''ticicr -Karl HONORE, actuellement Chef du Service Finan

cier, est nomi. Chef dv I'UnitU.Infomatique. 

2.7 L'Agronomi E,.g0ard THOMS, est nonmia Responsable du Programme de 

Mobilis!tion d'" r"vc au LCA. 
2.rL'Agr.uo Francois JEN-BAPTISTE est nomme Responsable Adjoint 

rr=~ "I~e~sationdlEpari.ned - de 	 au BCA. 
2.9 -i.da:e Claudette B. FIANCOIS est nomm,,e Officier Admiuis r ti. 

Pt Resjponshiblu des Sorvices IAuxiliaires. 

B.- Aux Buronux Rionaux..

i) .!ur~u gional l'Ouest.et du Sud'Estc, 	 de 

2).10 L'Aarono.ie Jean VERRET, actuellement'Directeur Regional de 
l'Ouest, est noun,- Directeur de la Region Ouest, Sud'Est avoc rang de Chef de 

Service.
 

-
2.11 L'A,.ronome Fred JOSEPH est no6 Directeur de la sous-r gion
 

Sud'Est (Si~ge Jacmal) avec rang d'Assistant Chef de Service.
 

http:L'Aarono.ie
http:l'Ouest.et
http:dlEpari.ne
http:2.rL'Agr.uo
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~~~ 

-~12 

:u.?l.~L igir, 

Lo. Lic(:c.A 

JACIJlc"'c at 

inq. hr ,L 

prono " 

4/ 
-,ilip UJO? 

o r2i~a D.Lst.ct 

2 .1 Ls nO IM. Al fit ti 

.. 14Lttr !~i~uJOLIDOIS eat noi-rui3 CoT1ttcux cu, Bunu sous

.1J.Tcc'aaicion Agricclo4 Willy SAINTIL Lest proniu Agent de Cri:-dit 
: u i j t ..:c V t--. u , iL. - Sud . .. 

2.16 Le Comptable Jean-Levelt DROUILLARD eat promu. Agent de Credit 
n'u District des "ones Frontali~res. 

2.1.7 Le Coptable Jean-C.autds DORIEUS et promu Agent de Crudit au 

District dc Petit-Goa~ve. 

ii) Bureau R.gional du Sud at du Sud'Ouest 
2.18 L'Aronome Pierre CLERGE, actuellement sous Chef de Service, 

cL prouu Dirccteur da la R,gion Sud/Sud-Ouest avec rang doChef de Service. 
2.19 La Tochnicien Agricole Rony CHERY est nomm Directeur des 

('r 'ction r Cr~dit di-ns l~a zone Sud (Districts F nd esNgset Mippes) . 

)nD sc de0o~ 
deon

al~res. 

2.2t) Le Tachnicin Agricole Jean OAGLOIRE eat promu Agent de Crdit 
ouxD istricu t; J.ir-i et Ic Dame-M-.arie. 

44. .•,2 

iii) Bureau R":r~ional do1Artibonite at du Nord-Ouest 
2.21 L'A-ronomc Jcoan-Clauee AMEDEE, actuellement Directeur Regional 

~cs Gonalv,:3,, uazt noruml *.iirecteur du Bureau RWgiorial de l t Artibonite et du 
* .g>Ld-,UUSt .VCrnge neCloef de Service. 

2. "2 Lc- Technician Agricole Alphonse LABISSIERE est nomm Directaur 
du Bure:u sous.-r -,,.iona du Nord-Oust avec rang d'Assistant Chef de Service.2.23 Le Technician A;ricole Jean DESIOR eat nom..Directeur des 

2 ' g o o a J a! C au e t I D E c u l e e t D fe ~ u ~ ~ n l .:; !i 

' 

,-4 

' ' 

.. 

Op•ration. do Cr~dit dans la sous.-rlgion de 'Artibonite (District de St.arc) 
2.24 Le siccnccr.;i en Sciences Humaines Dante NICOLAS NEMORIN, 

,ctuc1-L..x.I AI.crt Local St. Louis, est promu Agent de Crdit au District de 
Juan-Rabel. 

'; : k," ' - " .... " ' : ;"" ... " £ 
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LA ~ w ~ du;~1 ot clu H-Nrd 'Est 
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m
L'V i u 'u orcl t du 'od'Lot avoc r ,.o Chef dedu O,.LJ. 

i.',Jrrti,•2 Jch ,AILNT-FLEUIR est norimn Directeur du Bureau 

22 (I.:.. c.f" S'rvica.... 

2,27 L!.TchiicL.n "L3ric01, Idler Ched e l e r PELISSIER, actuellement, 

Agent Local Piance, ot promu Agen de Crtdit au District de Hinche. 

2.28 Le Licenci en Sciences Humaines Jean-Pierre EMfANUEL ROGER,
 

actuellcment A-ent Local 5 Thomassique, est promu Agent de CrCdit au District 

de Belladere. 

ner PIERRE.-LOUIS, Agr.
Luck FC; g. 

Dircctur-Adjoint Directeur du BCA
 

&. • %u BCA 
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ANNEX B 

La JOB DESCRIPTIONS 
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Domicn, le~ 30 Niebo22 

P~~ ~ze875i~o tou:i £onci2 6,u Buxu P.76C.iona1jj3 at ell ex~ceutc, 1tOuto3 
2ezs sctjs~3iO pri 1ci.pc . x'CnrM et sr a acis'

Ti Rcuvio :les rc,,1oc~sc-j]crjtLs cffcct.,*h p",r JIcs Cliciult39 v 6 rjficr 2c
titos doc&1 oA~ c~~* ddi , 7,6L pair Ic's a.CZILO de cr cdit,
2c~2gn~lo~o ct ~cs ct~zi~* iti2,wrcnt:; - ios coiltrcuigncr on 

cas d'accord. 

b - Rccc~voir los ejlt dco cliants on cci',,ptc d'Epar-gnc ou autro.,s at Ics 
6crituxclr~'JCS carlots C-t c".rtcs y rclativos. 

lhcnisscr tousc .- caubros fondo czrivis ou Th.wrau ihgLn2 
L,Pos or au c ~pcbancaja'o app3:oprici los foncL;, ro~ju. clans Ic d~lai 

0 - ~ cc~cultcp aes rxtodo fands pre'p=a-fos par l.a CorptazbiliJ.t' ot auto
riser pai lo Dircctetv 1 gioal 

.L !'2.."cutcv 1c:3 retraito sollicitu's par Ics chacnts mi Icvr eomnptc auBCA, coafaorK.'ieit 'Ala prc'durc on 'viiuux'
 
g-. R~digor quotclumuint 
un rappor-t d'opvr3tiomn ct achuaincx ri$. 

h fd'j4,c imu r,-,pproit mensuol do cais (origi=~. at 3 Copies) et J.a Ooumottrc au DLicctur R ,ionaj.. 

i Accompjlir toutus autro3 tacc!3osilajiros ot r6Guliurcracnt soJllicit~os 
pa.- ac Dircctetu, R inaJ. 

I f1/
APPEROUVE pax.uknr~~..

Diracctouz%..Adjort d~u BCADjycct cur du. BCA 
'Qi lu, corpriZ,, jlnoccpto la do!3cript.19n>_

ci-d oc
ju~s d cjia Loncti .aA 
UT 



REPUSLIOUIE DHAITI 

13UREAIJ DE CREDIF' AGRICOLE 
WLO1 OU 17 SOPTEM8R E 12631 

OAZOISETELEGRAPHIQUE GSUREAU PRINCIPAL. POR r.AU.PRINCI 
DUCREDA CASIER POSTAL: 1308 

S1OD-20:205 Port-au-Prince, le 27 juillet 1981
 

A : Danielle Jean-Jacques
 

Objet : Mutation
 

J'ai l'avantage de vous infomer qu'a partir de la date de la 
pr~sente, vous 8tes mutee de votre poste actliel h celui de contable au
 
Bureau r6gional de 1'Ouest avec les attributions suivantes 

1 - Passatim des 6critures dans les livres canptables.
 

2 - Contrble des cartes individuelle et collective,
 

3 - Ouvrir les cr6dits accord6s la clientele.
 

4 - Preparation de tous les rapports camptables au niveau rAgicnal
 

S - Preparation payroll Emplay6s du bureau r6gicnal 

6 - Emissim de cheques relatifs aux diverses operatims ayant cours au bureau 
r~gicnal 

7 - Rconciliation de campte de banque
 

8 - Enregistrement et distribution de foimes nun6rotes 
 regues au Bureau r6gional 

.9- Maintien et cantr~le de stock mat6riel et fournitures
 

10 - Preparation mensuelle Bilan Etat Pertes 
et Profits 

11 - Participation toute autre tache relative au fcnctionnement du Bureau
 

rAgional. 

--- ua--du-B-W
 
JCD/yc 

tKPARTEMEN DE L'AGRICULTURE. DES HESSOURCES NArURELLES ET DU DEVELOPPEMENT RURAL 
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1OD-20 : 	190 Port-au-Prince, le 17 juillet 1981 

A 	 : Mte Ermite 6tellus
 
Chef Section Portefeuille
 

Objet : 	Rtation 

J'ai l'avantage de vous infomer qu'h partir de Ia date de la prl6
sente, vous 8tes imt6e de votre poste actuel au Service Financier du BMreau 
do Credit Agricole '3 titre d'a.sistant comptable principal avec les 	attri
butions suivantes
 

1 - Contr6ler et enregistTer les factures et borderemax 

2 - Preparer les documents pour 1'Chission des cheques &i BCA 

3 - Rconcilier les canp)tes de banque 

4 - Tenir le registre des liquidit6s et le livre auxilliire des 
bureaux r6gicnaux I 

5 - Ccntr(ler les rapports et 6tats de bangle. 

6 - Consolider les 6tats financiers des bureaux r6gionaux 

7 - Maintenir un systeme efficient de doctmentation com-.table 

8 - Executer toute autre tadie relative 'a la comptkilit6 centrale. 

(/yc c/teur CAA 

JcD/yc 
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R.PUBLIOUE D'HAI I 

i3 URE;AU DE~ r DREpl'I 4 4 .G"RICOLE 

(LUI OU 17 SEPTEMSRE 1963) 

Qi'OMES. 7ELE(G RAPHIOU : OUREAU 4R4INCIPAL . Pf)er.)F.At-PJ'nI
B6VeRt £DA CASI1E R'POSIAL . 1300 

Damien, le 13 janvier 1983 

A : Ihme Ermite ,16tellus 

bjet : Eutation

J'ai ltavantage de vous informer qu' partir de la date de 

la pr~sente, voiw ^tes mutde de votre.poste actuel celui de Chef, 

Section d'op6ration au Service Financier avec los attributions suivantes t
 

I - Controler et enregistoer les factures et bordereaux
 

2 - Faire le contrle budg6-taire du bureau Central 

3 - Assurer le paiement des obligations du bureau Central 

4 - Controler et tenir les rapports mensuels et etats de banque. 

5 - Contr~lcr journellement le rapport de caisse requ do la 
Caisse principale.
 

6 - Iintenir L jour le fichier des DNots speciaux requs 
au bureau Central. 

7 -Executer toltes autres tgches r~gulibrement requises pour 

la bonne marche du Service Financier. 

J.J. 

ilner PIERRE WVISp ALz,. 

Dire e du 3CA.-

OtPARTIEMENT DE L'AGRICULTURC. OES RESSOURCES NAI UHELLES ET DU DEVEI.OPPEMENT RURAL 
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ANNEX C BCA-1-amuel 12 
GRADE CLASSIFICATION, Oct 64 
INTERNAL REGULATIONS R vj.SA 1 - Oct. 78 

rage 1
 

12. Cadre - Traitement 

0l-.OLri cert. d3.-. enr.o.> du _CA c rmprend les grades suivents: Direct.rir chef 
' :C 	c rn * ,.-. t' :° , e e''in ei-, ic.-Ttef el, .:mplty b. la comp-,,ab -teq 

e *r.:-> o.z ,-,e . i .O:,,-2z-:.phct-, I1 pc-at avoir c. outre, 

....-.. ....: ... v, .. .e.I .ov' ca- e. Les grades ccw.ort ent" 

es 	 y;x':' .I . e(,.Loyez z',: ue Dir-eteur scnZ ._" '"'.:: 	 " ".tra

vaux de contcc;, .n dSudes, de cotr01,4, ,".a'--,ti.',n ret. de conr.di
aation. Cette .oncljion decision et commandement, era. impliquant ces 


ployes sont du grade I..
 

b) 	 Les wp....Zs au gr-ade do t,. . r1-1 ervic el de section sont ceux respon

sables Llune section de -..5ation a'c' -coir dei'r supervision litni
% .s e ou A cette sertio.ou d nt les fonctions de d cision et 
de cormnd-enent ainsi c-ue les responsabilit6s sont d'un ordre limite. 
Sorit compris dans ce grade les chefs de E.ervice, assistants chefs de ser

vice, les Directeurz r' ionaux, les Directeurs lcaux, les ageats locaux, 

les secr6taires d'adininistration. ls sont du grade 3. 

c) 	 Les emplo6s au grade de specialiste et la comptabilit6 sont ceux qui 
exercent des fonctions d'ex~cution dans le cadre de directives pr~cises. 

Ins peuvent ttre de formation professionnelle sp6cialis6e ou acquise par 
un appre-ntissage plus ou moins long. Bont coidpris dans ce grade : les 
comptblzsistant-chef de section, secrtaires bilingues e st~nogra-


phes, secrftaires-caissiers_et c~issiers itin6rants, agents de cr6dit.
 

11s sont du grade 2.
 

d) Les employ6s au grade de dactylographe sont ceux qui accomplissmnt des
 

t~ches exigeant une certaine application. Sont corapri,; dans ce grade, 
les employ~s aux 6critures, les dactylographes. Ils sont du grade 1. 

e) Le personnel auxiliaire comprend les chauffeurs, messagers, mecaniciens 

et autres ainsi ciue les employ6s temporaires; 

f) 	 Le personnel hors cadre comprend les unployes hi titre consultatif ou cui 

fournissent une tAche precise sans ttre astreint A toutes les disciplines 

de Bureau cnmme les heures de bureau ct par contre, Wont pas droit aux 

pr6rogatives comme les cong&s, les promotions etc. 

http:sertio.ou


.2. C-4: " .. BCAInuel . N 

t~r-E Oct 64 
j Oct 78

) t
tV,' . ... . . . . - ' ; ,iw i . - . . "ii i .;'' 

NJ-J
l?.. ". .. - . '2l (Q 

12. 

K 
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BCA4Ianu1 12 

annexe 3 
Grade Classe E C H E L 0 N 

1 2 3 6 7 8 99 10 1'
 
Gargon ,Nnag re 	 1 400 450 500 5= 600 65 765( 700750 J00 850.essager 2 450 500 550 600 630 760 7S0 800 850 00 PE6CI%QEL AUXILIPREChauffeur 
 3 500 550 600 650 700 750 800 850 900 950
 

Dactylo, errploy~s aux GAI E DE DACIYLO
6critures et au classe- 1 1 900 1000 1100 1200 1300 1400 1500 1600 1700 1800 T5che requ6rant une certaine application
irnt. Aide-Agent 	 ,tudes classe de 5me 
Aide-agent local. GRAE BE SPECIALISTE. ENPLOYES A LAMcniteur comptable. 	 1 1000 1100 1200 1300 1400 1500 1600" 1700 1800 1900 WIPTABILITE.
Teneur de livre. Fcnction d'ex~cution dans le cadre 

Caissier, caissier itin6- de directives prcises. 
rant. Agent de cr&it 2 2 1250 1400 _15,UL 1700 1 85Q0"-2000, 2150 2300 2450 2600 Fmction,professionnelle sp6ciaise au
Comptable rgional, 

acquise par un apprentissage plus ou moins

Secrftai re-St aographe- •lng•
cbmptable-R lacteur 3 1500. 1650 1800 1950 2100 2250. 2400 2550 2700 2850 6tudes: cl~sse de seconde certificats ou 


-
 " 
 diplomes d'6coles professicnnelies ou
&juivalentes.
 
Agent local - Chef de GRAMDE CIEF EE SERVIE ET EE SECTIcN.
section. Secrtaire 
 1 2000 2150 2300 2450 2600 2750 2900 30'0 	 3200 3350 Responsable d'une section de 1'organi- , -Jbilingue. Secr"r ire sation'limit6e h ce service ou a cette
GUn~ral 1., &,. 
 section dont fcnctions de d~cisim et de"-' 


cicmandement ainsi que les responsabilit~s
 
sont d'ordre' limit6.Avocat-camptable princi

pal charg6 de direction 2 3000 .3250 3500 3750 4000 4250 4500 4750 5000 5250
 
r~gionale. Directeur bu
reau regionaL Assistant 


Etudes : Titre ou diplane universitaire
 
chef de service
 
Chef de Service 
 3 4000 4350 
 4700 5050 5400 5750 6100 6450 6800 7150 
Directeur 4 1 5000 5500 6000 6500 7000 7500 8000 8500 9000 9500 	 Travaux de conception, d'6tudes de contr8ka 

d'organisation et de coordination. Fonc
tion impliqud~dcisicn & camnandement. 

____ Etudes Diplar.e universitaire.
Personnel hors cadre HORS CADRE. Employds h titre consultatif ou qui foumissent une tache precise sans ftre astreint I toutes les disciplines


du BCA, telles que heures de bureau. Ne bnfficiant pas de cong6. Salaire forf~taire, d~termin de gr6 gr&. 

0 
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D-3 	 BCAP-Hanuel 18 

Oct 6h 
R6vis6 1 - Oct 78 

Page 1 

18. 	 Frais de voyee - Frais de tra.nsfbretuent - indwnitg do s6ejour 

Tout 	fonction-naire ou emploer6 cui voyage I l' terieur du pays en service 

officiel povr coiapte du BM-I droit INdes frais do voyage. 

Le voyage cn service officiel ost caracteris 6 coi.-Lic suit: 

lo. 	 D6-prt d'u, poste officiel ot renicnent par voie l" plus directc et la 

plus ripide . destination d'vno station provisoiro. 

2o. Acoolisseiont avec soin et c6l6rit6 d'lune mission officielle au lieu 

dsi~ra6. 

3o. Rotoux iwucdiat cu posto officiel perucnont par la. voio la plus directo 

et la nlus rTpide. 

18.1 	 Les frais do voyage seront allou6s suivantle bartue ci-dossous : 

~-Pour lea [aa';plov -o 4--s 75:'0.-"r-:r LiO1C : 	 50-00 

Pour 	 P=13 - les euployr-S gaIbliant entre Aitoet 	 prUois :4,O 

C - Four les eurlo7,,6s &,-arinatnlus dlo 0, Awuprois :1r0() 	 00 

1P.2 Pocr avoir droit , une ,.,Iloration jouzcliftro, il faut c:ue l'ouploy6 

,_it,rass'f uotas 2"4 het'res en tun point distant d'au uoins 10 kiloubtres 

do son poste officiel. 

Lorscue lolcrloy6 st absent de sa r6sidecnce officielle pLus de 4 heures 

cons&rtives et est obli, do prendre son repas an un lieu distant d1'au 

uoi.ns 	10 kilouttres do son poste officie!, il :- droit !.5 dollars par repas. 

18.3 	 Pour les fractions de jours wui no pouvent t-re coupt~s qu'aprts les 2. 

preuitres houres dtcabsence, los frais de voyage seront caJIcul1s sur la base 

suiva-te: 

I2 p6riode de 24 heures 6quivalwite ! 'n jour divis6 en qu'otre cuarts cor

respondent respoctiveuent aux rep!-s du uatin, repa:s du midi, repas du soir 

et lo'lient pour la nuit. 

lo. 	 Frais de repas du LL* accord6s (jund le d6-prt a lieu n6cossaireuent 

avant 6 houres adu. ou quand le retour a lieu aprts 8 heures a.L;. 

T-, ris de ropas du i:ri acocrd6s qvund le d6part a lieu n6cessaireuent 

ant 11 heures 30 a.wu. ou qumd on revient aprt-s 2 heures p.u. 

30. 	 .ts de re-s du soir accorde6s qund lo d-part a lieu ndcss.ire, ent 

avant 5 heriores p.ja. ou quacr o-i revient arus 8 heures p.u. 
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Oct 61: 
nervis6 1 - Oct 78 

Pnage "I 

Cc- -- 1 	 vv:t4o. 	 Fr.:iz 1ogcw.ot r or,_U' r kl&-x liou nwal.rc.ca 
uinmuit ou cvum-d on revienit arrs 5 heures n.u. 

2P. 4 	 L' Exuplo-6 absc:Tk de son poste p mainent unis en service teL~poraire '_.un autre 
roste fixe no a"-~zvoir rroit IN1la11ocation jou'ri-alibre cue pour une p6.
riodo e ' cn '5dz p1i cv"c'c13 jours. !:.-L-dcla du 21 N-i;e jour, il .urc~cdroit 

une tloca*~nP~~ tQie~ &,~ir 

l(C. 	 '(-horE; (Ii 1'.1~r.Ju , c)r-lo;-~ ru-bours' coitro riZb5 	 1r'Ac1

r~c1tti~i:Uvs &i ~ crs ei-to~ --our le cowpte du Burealu 
r'oLL.:o fr_.is (le trmsro.:'t, Lchat die cortd-ns *!rticles pr);r Czeuple petitoo pi&.-
Cos de rech'nge pour voiture, etc. 

l1l. 6 	 L'e,.-,oyr6 h'ors cndro recevra une indunit6 cor-ospond,-xt nu Cr.-de qu'Ui pour
rait t-tre ck-ss6 s'i. 4t.:it tlu cre rkgtlier. 

WC.7 	 Tout voae pour question do Service doit ttre sollicit6 au pr6a.1able p,-,r 
6rrit d:-ils les fori-Eos voukes en incdic-unt les raisons quLL le justifient et 
devra ttre :pproi:v6 par le Dirorteur du. DC!. ou son rLpr6sontoint, 'ainsi C-1.1 1o 
LO('- 0.0 VOYCSG (par air, terre ou ucr). 

L' mutorisctiou 6orite devra ttrc atta.ch6e au i,'ndat dle pc.iciuent a.fin de poui
voir r~rlzuer 11'lloc-7tion pr6vue parx 1'crticle 18.1 ci-dessus, Toute ex
reption nryx po~ints stipuL-6s ri-dessus avoir l'approbation du voyage aprbs. 

OuilJ ait 6tc, exACut6, de-vr!- ttre iuotiv6e 1par dos cas dlexibt&.e urj~ence. 

18. 	 Des £rais do tr~s'rei_!ent seront p!_:r6s pour couLvrir les fra-is do d6p1lCmuent 
cTufld un ci-ploy6 est imt6 unei ?xtre ni\-o (r6o[;rcphiquo, eni sqpposcmt rve le 
trui2srort .2' ect i'as forni. L'C.rlO0-r6 rece(,Vrl 14. jotx'.Tdo r~is (le preraitre 

r5 9 	 UT-r3 iilticw--%t6 do s6jovur peut Vbro pay~c touvi olzl,' c-u.mv- -U SQjo='ne 
c"~ns ii oiClroit crU --' est pas : u_ i_~n±L-.j gl.Lbcuee1'idmit 

sorn le suivmatf* 

or-dessovs de Gides 7 OO : g. 5 pOO Par Lois 
*ci'sde 7"..0: .7) ar uois


AA
 
:* -.,-rC.eLmait6 peut-ttre mm~~tosi,'r:- los c,,U-icult's (iat- e1~s 

n "e.,p~ oun~6de s 'j oir -cc-~ lo poste officiel se trouve 
t' r.iPic' -1i cqunnd le rocruteitient so frni sur les ]Aieux rl'u trcyn~i1. 

http:1'.1~r.Ju
http:nwal.rc.ca
http:1ogcw.ot


D- 5 
BCA-,hanue1 i1,
 

Oct 64 
Fage I 

L'indeunit6 de s6,jour nlest p~s cu a1jntive ,VC-C les frl'.is de voyag-e et n'est 

pos P' Yft qjulnd lfaEiTloy6 est e-n congeoe 

Pord 1 ind~.n-it6 cde stjour reli ru sl-bscnte do son poste offiriel. La 
~c-.'£~~('.1 L*-- :Ir~ur.e -oir celui cqui s'Thsente le vaadredi ou lo Jainldi, 

et i~ r elui c~ui s'Th--.-te lc-vendredi et le lvnldi..' 

Ce~~iijo- v- _ 1 Moy~nc r2... fl collrs de la sai-ine 

de ctrav 

Pour KI:.;~X r .7'juvr eas 6,.,ic en dc- conE4 doe u OJ~dio, 
fav:t r'n w c'Aitr.c1 Cepellohnt, lliidaetit6- dc se~joLur 
ne nourr'z - ::*x(o 15 jou:-7s cons~cicutifs. 

http:c'Aitr.c1


E-1
 

ANNEX E
 

GUIDELINES FOR PROMOTIONS AND SALARY INCREASES
 



E-3 

3TbjAU ff1! L.ECT..j. P*.-jICL 

*-I I. al. a. ..- en. 

j. 2 

L~: '~x -:I'ciaer a LT; mnicz; m. pair auga atlr de s'~c~:: 

(clepr&~.ml .r;1 

-. c '6mapr 2. p*r'ae do~iZr d,.Ic2c r-rroy')po-'~ 

~ :esl'c-cn pm- l~a c61&ritg et~ le dC6 tiaaet avcc lescquela 

so. r17Lthro a. 1"- c~a3-i~6 du lurlmvv.Z accoTpli sans £atrto1 a 

%..ei, n rA rc d'une pa-" au volizac do traaij. £ou pm.. 

0 ;:$ai 0.- r6&iL-socS-. ZtLc c,-to&mlubc ma -'onnom do tatLr do reL

al CLI:' Ta mtse M~ plac dkCi C,~ d3 nota~ -M r 

le -. I CUi Seront gP-M-6!3 C=F'O--,r6C prdo- pmrxC1O 


c~u ~ a Los Diremcrs rczaionan 21'otL. :oarveir
ad.,L3 streatf. ~~inf 

1 

http:clepr&~.ml


E-4 

* -' ~z~ nclVxU-iULdrC,:d i cd~' p~ir &cm-,- cL '7 

~*- t~t,..crn ' ~ It't±,, : z ,'v''L ,t u~d 

~ ~, ~ ~ c:'a Mr-o dies Son do-'ior. -

.1.z. t~r~~1j ~ ancprct.i~ :l ctrow u dc, ~'co;0 
.. ~,.. aBt -our l.oW 

~~n s 

, ~~ ~ ~ W ~ 0:. ~c-ML ' I,.t 



F-1
 

ANNEX F
 

WORKING HOURS,
 
INTERNAL REGULATIONS
 



F-3 f( mJ.r 
Oct 61, 

6 . - oct 78 

tr vriJ ___3_ __ jour crc, 

6'rcx ire~ip.J 

cv: L( V rl d6c .~ pome I es hci.'. roe , jo'urs de buxcu 
som-f'tc2&~pr 1 co DucxY J-6 j~onmux .~ dv~vprobvtig_-l Direct'a'. 

&.Y.'. f~scroozt lah6'.1 portc prinlcipz 1c 6.-c Durcaus lzn veilIlIe do 
FOCI c-t colle dr- 1cr jrznvier, Ic ltrevcil cossern.~u~i 

2L. I ctrcc spl&1c2t!."irct nac cront joy, c ue rol~r u-i trcvd.J. u.gent com.i
rc6 r.0a- lscz bczoi:ai; duc biuro':: m"'CIAcEt6:Ul*.~: lecw ai _nchcs, 1ew jouro 

f6rigs ou -c.I do 7/ ?__cxcc_ pa'r jour. 
lie travn.iJ. co nit sl nteaid du tra.vc.il 'cct cnt'c-- V6'-crs dhi soir a 

luo. r rcr-cvoir de..ctcs 'cires 1'04.Oe eral Mtro 
U7.Zi--i dri-e --vtorii:.tio2 G&-ritc. Ics c-_iro-rf'* .ii ezxccyi des '.ttribvtionm 
el cLi'cction, fetu~ 4e,~elc683in-Lx et IcE, C'hefs do ber'ice cu. 
do cxew. riont eslroit -. paiez.ment des- heures supl&:ontairc~s, do :a& 

L;~' ls .vp'o*Is 3vu m~aitc1CE cu ont. loo -a-IreS, n_.tteir/nmz I;c-u 
(I" s wnt C- ,(' r-:.rx _o±s ltJc:- xJ-r~r" 'rpos6- c.es lonictiouL, 
de v'~dcdo cii.c c-u do6 con.mazcc. 

16.!:rX'er; s p1'jc ert. pay6 c~sur L. basc. dc- 1,.. du S:'2n'ir e nnuc 
povir *1e trwvai I do jour ct :1e enr~c3.d .y -:,roc u-no ar jornn'i..t. snr 

ti-n de ducit trvc~il de ,jonr.
 

http:tra.vc.il
http:travn.iJ


G-1
 

ANNEX G
 

DISCIPLINE,
 
INTERNAL REGULATIONS
 



G-3 BCO-,4nuel 15 
Oct 64 
Page 1 

15. Discipline
 

15.0 Les eaploy6s du BOA doivent en toute occasion veiller, la sauvegarde des 
int6rtts du BCA. fl:s sont tenus d'accouplir consciencieu errt leurs obli
gations de servire, de faire tout de qul eat confor L aux int6rtts du BCA 
et de s'nbstenir de tout ce qui est susceptible d'y porter pr6judice. 

fls doivet exm6cuter ponctuelleient les ordres do service et accoiplir lelur 
ttche cvec ztle et dvoueent. 32s ne peuvent slspe-ndre l'excrcice de lours 
fonctions smis natorisation pr6alable de icurs chofs hi~rarchicyes. 

15.1 I1 est interdit ,ntous les epploy6s de r~vgler les faits dont ils auraient 
eu conmaissnce en raison do leurs -1oncoos, et cui nuraient un carctro 

secret do par leur nature. L divulgation du contenu de l, corresr'ondance of
ficielle et do ces docruents constitue un c'heif de rpnvoi du BCA 

15.2 L'E".ploy6 du BC!- a le devoir de se couporter avec t.!ct et politesse envers 
ses suptrieu,rs, ses rolTh-ues et ses subordonn.6s. 31 a lo ute devoir dons 
ses rap.orts de service avec le public. Par so conduite en service et en 
dehors du service, l'euPloy doit se uontrer diane de la considgration et do 
ln vonfianre e igAes par sa position. 

15.3 I1 est interdit al= aPloy63s du BCA do solliciter, d'accepter ou de faire 
prouettr; direrteLlelt ou par persome interpos6e pour eux ou pour autrui, en 

ou autres avantages.raison de leur position, des dons, pr6sents 

15.4 L'ELployg cq.i enfreint ses devoirs de service est passible d'une peine dis
ciplinaire, gradu,6e suivat 1'iurortmce des ffits qi-lui sont reproch6s. 
Les peizes ne so.t pas cti-ulatives et peuvent ttre successivuent : 

a) l'avertisseeent
 

b) le blaue
 

c) l'i.,en-de
 
d) le d6placement d'office (sans frais de transftreuent)
 

e) la r6vocntion.
 

1.5.5 L'awende sera dgcidge par le Directeur du BCA.
 

!;,o r6voc'ation sera d6cid~e par le Directeur du BCA d'accord avec le Conseil 
4'Admnistration. La r6vocation 6ventuelleuentou 1'auende pourra ftre su
birdonn~e cux rgsultats d'une enqutbe aduinistrative. Toutefois, les Direc
tours R6gionnux pourront frapper d'une auende n'ox-6nt pas 3/30e du salai
r~e mensuel tout aWp1oy4 sous leurs ordres, si dans lear opinion personnelle, 

http:subordonn.6s


G-4 BCA-ikmnuel 15 
Oct 64 
Page 2 

celui-ri s'est rendu coiTable d'infraction suffisu ent grave a la discipli
ne et a:x devoirs de son service, pour justifier une telle uesure. iiais 
avmit l'pplic:tion de 1'=ende, les Dirocteurs R6Sgionaux recueilleront 
l'avis du Directeur du BOA; iequel approuvera 1. peine et la uaatimdra oil 
augenterc le taux de 1'ciende y aff6rente suivant les cfrconstcnces. Eki 
auc"un cas, l'ande ne pout excder 5/30 tue lu salaire uensuel. 

15.7 Toute peine Gcourue par un euploy6 fera 1'objet d'une inscription sur sa 
fiche individuelle de notation. 

15.C la nature et lo degr de la poine applirnble drp ndront, ouA de la gravi
t6 de la fLa'te rouise chi grade de l' leu-oy4, de ses responsabilit6s 
C-d'prejudire ras6 au,-..0 ni cas de faute lgkre des devoirs de service, 
pour la pre.itro fois, 1'hit6ress6 encourra un avartisseueat et en cas de 
r~ridive, un blte. M cas d'erre.-rs dkues ! la nTgl1i-nce do l'int6rss6 
or. de toutes autz'es fautes d'i.portance ~remmo, les sactions arplicables 

peuveit ttre: 1'auende ou le d6plzce~ent d'office sans frais de transfbre
umit. La r6vocation povrra tre prononc6e lorscu e l'euploy6 se sera rendu 
roupable d'i-frartions graves ou continues dens son service, M d6pit d'Ime 
ou des re:nes pr6wes prar 'art. 15.4 (a,b,r,d). 

15.9 Les peGies disciplinaires sont notifi6es pr 6rrit lQeuployS fautif avec 
indieation des uotifs. date .La lacuelle la peine est consid6r~e coize 
infligf6e est celle de l notification de l d6cision. 
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ANNEX H
 

SURVEY INSTRUMENT
 

1. 	Dicrire en vos propres mots votre travail actuel?
 

2. 	Qui est votre supgrieur imm~diat?
 

3. 	Comment avez-vous gtd recrutg?
 

4. 	A votre entrge au Bureau, avez-vous re(u des explications claires sur vos
 

devoirs et ceux du BCA? (heures de bureau, assurance, caisse de prgvo

yance, etc.)
 

OUI NON
 

5. 	A votre entree au Bureau, avez-vous re'u par 6crit une description de vos
 

fonctions?
 

6. 	Quelle formation avez-vous re ue au sein du BCA?
 

a) Aucune b) instruction individuelle (No. d'heures)
 

c) Assistance aux seminaires (No. d'heures)
 

d) 	Bourse d'Etudes (Durge)
 

Pensez-vous que votre formation au BCA vous a suffisamment pr~par6 pour
7. 

votre poste actuel?
 

OUI NON
 

8. 	Est-ce que les conditions dans lesquelles vous travaillez sont:
 

SATISFAISANT
 

PAS SATISFAISANT
 
. o ./ 	 .o. 
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9. 	Bgn~ficiez-vous d'une aide supp1gmentaire (logement, carburant, transport) dans
 

l'execution de votre travail?
 

OUI NON
 

a) Si oui, sous quelle forme?
 

b) Si non, quelles sont les implications de cette situation pour votre travail?
 

10. Estimez-vous que votre salaire est:
 

a) 	suffisant a vos besoins?
 

b) 	insuffisant ' vos besoins?
 

11. Connaissez-vous les details des deductions sur votre salaire?
 

OUI NON
 

12. Quelles sont vos heures de bureau?
 

13. Combien d'heures de travail fournissez-vous par semaine?
 

14. Avec combien de socigzgs travaillez-vous?
 

15. Combien de clients individuels avez-vous?
 

16. Quels sont 
les 	mois les plus actifs de votre travail?
 

Janvier - Fgvrier 
 - Mars - Avril -


Mai - Juin - Juillet - Aoat -


Sept. -
 Oct. - Nov. - Dec. 

. . ./ 	 . . 
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17. 	 Se rapportant B.la question ci-deisus, indiquez le nombre de contacts avec les 
clients (bureau ou maison) par semaine & chaque mois? 

Janv. - Fdv. - Mars - Avril -

Mai - Juin - Juillet - Aoat -


Sept. - Oct. - Nov, - IWo.
 

18. 	 Connaissez-vous le taux de remboursements actuel? 

19. 	 Combien d'argent avez-vous dehors? 

20. 	 Est-ce que les contacts plus fr4quents avec lee clients vous aideraient
 
augmenten le tanx de rembouraement actuel?
 

OUI NON 

21. 	 De quel moyen de transport disposea-vous? 

AUCUN 0 VOI=JRE 0 MOTOCTCLET 7 C0HEVAL 0 AUTRE 

22. 	 Donnez une approximation du nombre de kilomtres paroourus par mois. dans 
l1'excution de votre tiche, sauf pour rejoindre votre lieu de travail? 

Janv. - Fdv. - Mars - Avril -

Mai - Juin - Juillet - AcIlt -


Sept. - Oct. - Nov. - Dec.
 

23. 	 Quelle est la ddsignation de la r4gion qua vous couvrez? 

Quartier - Commune - Districts - Sous-Districta 

24. Qelles sont les contraintes majeures dans l'accomplissement de votre travail? 

0*0/00.
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25. 	 Pensez-vous que les paysans et lee fermiers sont suffisamment avertis sur lea
 

activitds du BOA les conernant?
 

OUI NON
 

26* 	Parmi lea suivants, qu'est-ce qui vous aiderait 3,mieux accomplir votne
 
travail?
 

a) Formation suppldmentaire de personnel 0
 
b) Publicit4 auprbs des clients:
 

Radio = JOurnaux 7 T6l4vision 0 Autres f7 

c) Mobilier et Fournitures de bareau 0 
d) Moyen de transport 0 Moto 0 Cheval 0 Autres 0 
e) Autre 0 

27. 	 Avez-vous suffisamment de contacts avec:
 

27 A NOMBRE DE CONTACTS
 

PAR SEMAINE PAR MOIS
 

a) Votre chef de service OUI NON
 

b) Vos. collbgues
 

c) Le Bureau Rdgional
 

d) Le Bureau Central (D/H) - -

28. 	A quelle frdquence, recevez-vous dea renseigneents ou des informations 
concernant les activit~s dL BCA? 

EN PROVENANCE DE NO. PAR SEMAINE NO. PAR MOIS 

a) L'Agence locale (D/R) - 

b) Le Bureau Rdgional 

c) Le Bureau Central (D/R) - 

0000@
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29. 	 Estimez-vous qu'il y a suffisament de dialogue / communication entre:
 
le personnel et :
 

le Bureau Rdgional OUI NON 

le BAueau Central OUI NON 

30. 	 Que proposeriez-vous pour aacrottre le nombre de socidt~s dans votre region? 

31. 	 Que proposeriez-vous pour amnliorer le taux de remboursement? 

32. Que proposeriez-vous pour augmenter votre portefeuille de prats? 

33. Auriez-vous des suggestions pour rdduire les frais de fonctionnement? 

Au niveau Rdgiona.1 

Au niveau National 

34. 	 Auriez-voua des suggestions pour augmenter et assurer un rendement maximum 
des membres du personnel? 

35. Auriez-vaus des suggestions pour l'amdLioration du service du personnel? 

36. Quelles seraient les meilleures indices pour juger l'efficacit6 de votre 
travail? 

37. 	 Est-ce qVe vous disposez de suffisamment de fonds pour rdpondre. toutes 

les demandes de credit l4gitimes? 

OUI NON 

6OW/000
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38. 	 Avez-vous bdndfici6. d'une promotion ou d'une augnentation de salaire? 

Dana 	lea derniers douze (12) mois? OUI NON 
Dana lea derniers vingt quatra (24) mois?
 

Dana lea derniers quarante huit mois (48)?
 

Dana lea derniers cinq (5) ans?
 

Depuis le d~part?
 

399 	 Seriez-vous en accord avec un systbme de primes (en espbces ou autres) pour

rdcompenser lea Agents lea plus efficaces sur le terrain ainsi que 
 tout 
autre membre du personnel? 

OuI NON 

40. 	 Prdferiez-vous garder le actuel jours de ousystbme de congd consdcutifs 

d'utiliser celui de congd par jours ouvrables? 

JOURS 	 CONSECUTIFS 

JOURS 	 OUYRABLES 

41. 	 Connaissez-vous bien le fonctionnement de la Caisse de Prdvoyance? 

OUI NON 

420 	 Es-vo a satisfait de ce fonctionement2 

OUI NON 

43. 	 Auriez-vous des suggestions. pour amliorer le fonctionnement de la Caisse de 
Prdvoyance? 

000/... 
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44. Estimez-vous avoir des bonnea possibilit~s: 

a) d'avancement professionnel? 

b) de promotion / augmentation? 

OUI 

OUI 

NON 

NON 

45 A quel terme? 

a) Court Terme 

b) Moyen Terme 

c) Long Terme 

a. 

-.-

b 

-

(1 - 12mois) 

(12 _ 24 mois) 

( 24 x mois) 

46. Avez-vous d'autres remarques ou commentaires A.faire? 
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ANNEX I
 
BIOGRAPHICAL DATA FORM 

BUREAU DE CREDIT AGRICOLE 

ETUDES DU PERSONNEL
 

LIEU DE TRAVAIL 

DATE:
 

1. NOM: 
 2. LIEU DE NAISSANCE:
 

3. ADRESSE ACTUELLE: 
 4. DATE DE NAISSANCE:
 

SEXE 	 ( ) MS. 5. TELEPHONE:
 
( ) FEM.
 

..ETUDBES
 

uNEES D'ETUDES NOM et ADRESSE de TITRES UNIVERSITAIRES, SUJET D'ETUDE
 
L'ETABLISSEMENT CERTIFICATS ou PRINCIPAL
 

DIPLOMES OBTENUS SECTION
 

7. FONCTIONS EXERCEES
 

DU: AU: Present (04/83) (Date la plus r.cente a laquelle
 

vous occupez cet emploi)
 

EMPLOYEUR: BCA (Servi.e, Titre et Genre d'Activit):
 

MONTANT: BRUT NET
 

Salaire mensuel au depart
 

Salaire aptuel _ _ 

NOMBRE ET CATEGORIE DE PERSONNES PLACEES SOUS VOS ORDRES:
 

K: 	 AU: 

EMPLOYEUR (Nom et adresse) ET GENRE D'ACTIVITE:
 

MONTANT: BRUT NET 

Salaire mensuel au depart 

Deznier salaim" 

NOMBRE ET CATEGOILIE DE PERSONNES PLACEES SOUS VOS ORDRES: 
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C. DU: AU: 

EMPLOYEUR: (Service, Titre et Genre dactivit): 

MONTANT: BRUT NET 

Salaire mensuel au dipart: 

Dernier Salaire 

NOMBRE ET CATEGORIE DE PERSONNES PLACEES SOUS VOS ORDRES: 

8. CONNAISSANCES DE LANGUES 

FRANCAIS 

ANGLAIS 

ESPAGNOL 

Excel. 

LECTURE 

Bonne Moyenne 

___ 

Excel. 

REDACTION 

Bonne Moyenne 

CONVERSATION 

Excel. Bonne Moye 

9. PERSONNES A CHARGE 

NOR AGE LIEN DE PARENTE 

L
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ANNEX J
 

NOMENCLATURE OF PERSONNEL 

EVALUATION DU PERSONNEL DU ECA 

I - NOMENCLATURE DU PERSONNEL 

A) CADRE SUPERIEUR 

1 - Directeur 	 1 

32 - Chefs de service 

3 - Diroteur rfgional (5).Directeur eub-rigional(2) 7
 

4 - Officier Administratif/Chef du Personnel 1
 

1
5 - Chef Unit6 Informatique 

46 - Inspecteur contr6leur 


57 - Experts consultants 

B) PERSONNEL ADMINISTRATIF
 

1
1 - Caissier principal 


2 - Attach4 Mobilisation Epargne 	 1 

23 - Programmeurs 

4 - Chercheurs (Ethnoloque - Agronome) 2 

5- Chef de section (S/Finance: Comptabiliti/op~rations) 2 

C) PERSONNEL D'APPOINT 

11 - Secr~taire de direction 

2 - Dactylographe (2) R~ceptionniste (1) 3 

3 - Secr6taire-Comptable (2)/Opiratrice de saisie (3) 5 

14 - Chauffeur 


1
5 - Messager 

6 - Service d'entretien (garqon (1) servante (2) 3 
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II REGIONAL 

A) CADRE SUPERIEUR 

1. Directeur r~gional 

2. Directeur sub-r~gional 

3. Agent de District (7) Directeur d'opiration (2) 

5 

2 

9 

B) AGENTS SUR LE TERRAIN 

1. Agent de credit 

2. Aent local (25) / Aide-Agent (1) 

3. Caissier itinerant 

13 

26 

C) PERSONNEL D'APPOINT 

1. Comptable (4)Caissier-comptable(2)/moniteur (1) 

2. Caissier 

3. Dactylogra~he 

4. Messager 

5. Garqon/Messager 

6. Hors cadre* 

7 

4 

5 

1 

1 

3 

*(Non salarie ou salaire sub_minimum) 
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1/ 

EVALUATION CRITERIA 

EVALUATION DU PERSONNEL DU BCA 

II - CRITERES D'EVALUATION 

A - CADPE SUPERIEUR 

.1 - Bonne comprehension de ses responsabilitis 

2 - Bon planificateur/Gestionnaire 

3 - Capacit6 de meneur (respectg par ses collhgues/su

bordonn s) 

4 - Ponctuel dans 1'ex6cution de ses devoirs 

OUI NON POIDS 

10 

10 

15 

10 

5 - Execute ses devoirs de facon efficace (pour D/R 

et Sub-D/R : taux de remboursement, am~lioration/ 

montant du portefeuille, nombre de nouveaux clients) 

6 - S'entend bien avec ses sup~rieurs 

7 - S'entend bien avec ses subordonn~s 

20 

10 

10 

8 - Crgatif/innovatif dans l'ex~cution de ses responsa

bilites 15 

9 - Pourrait augmenter sa productivitg 

10 - Pourrait travailler avec plus de d~vouement 

(-10) 

(-10) 

TOTAL 120 

0 - 60 (1) 

65 - 75 (2) 

80 - 95 (3) 

100 - 120 - (4) 

REMAROUE EVENTUELLE 
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B - PERSONNEL ADMINISTRATIF (PROFESSIONNEL OUI NON POIDS
 

1 - Bonne comprehension de ses responsabilit~s - 10 

2 - Bon planificateur/Gestionnaire 10 

3 - Capacitg de meneur (respect6 par ses coll~gues/su

bordonnis) 15 

4 - Ponctuel dans 1'ex6cution de ses devoirs 10 

5 - Execute ses devoirs de faqon efficace 20 

6 - S'entend bien avec ses supgrieurs 10 

7 - S'entend bien avec ses subordonnes 10 

8 - Crgatif/innovatif dans l'ex~cution de ses responsabi

lit~s 15 

9 - Pourrait augmenter sa productivitg (-10) 

10 - Pourrait travailler avec plus de d~vouement (-10) 

TOTAL 120
 

0 - 60 - (1)
 

65 - 75 (2)
 

80 - 95 (3)
 

100 - 120 - (4) 

REMARQUES
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C- PERSONNEL D'APPOINT 


1 - SECRETAIRE3
 

a) Bonne comprghension de ses responsabilit~s 


b) Organise bien son travail (classement, etc) 


c) Bonnedactyloraphe(:,pide/mirtimunide fautes) 

d) Rapide dans 1'ex6cution du travail 


e) Arrive au travail a 1'heure 


f) Bon travailleur (heure supplmentaires, etc) 


g) S'entend bien avec ses supgrieurs 


h) S'entend bien avec ses collhgues 


1) Ratement absente du travail 


J) Attitude positive (diligence/d~vouement)
 

TOTAL 


0-50 (1)
 

60 -8 - (2)
 

80- 90 (3)
 

100 (4)
 

REMARQUES
 

OUI ON POIDS
 

10 

10_ 

20
 

10
 

10
 

10
 

10
 

._ 5
 

10
 

100
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2 - COMPTABLE/OPERATRICE DE SAISIE OUI NON POIDS 

a) Bonne comprehension de ses responLabilitgs 

b) Organise bien son travail 

c) Travaille avec precision (Dossiers/calculs 
justes, etc) 

d) Ponctuel dans la preparation des rapports (les 

6critures a jour) 

e) Arrive au travail a 1'heure 

f) Bon travailleur (heures supplmentaires, aide 

ses co1l~gues, etc) 

g) S'entend bien avec ses sup6rieurs 

h) S'entend bien avec ses co11~gues 

i) Rarement absent du travail 

J) Attitude positive (diligence/d~vouement) 

10 

10 

20 

15 

10 

5 

10 

5 

10 

5 

TOTAL 100 

0- 60 

65 - 75 

80 - 90 

95 -100 

-

-

(1) 

(2) 

(3) 

(4) 

REMARQUES 
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OUI NON POIDS
3 - DACTYLOGRAPHE 


a) Bonne comprehension de ses responsabilitfs 10
 

b) Organise bien son travail (classement, etc) 10
 

c) Bowechc.ylographe (rapide/minimum de fautes) 20 

d) Rapide dans l'ex~cution du travail 10
 

e) Arrive au travail a 1'heure 10
 

f) Bon travailleur (heures supplfmenta,res)etc 10
 

g) S'entend bien avec ses supgrieurs 10
 

h) S'entend bien avec ses collhgues 5
 

10
i) P~rement absente du travail 


j) Attitude positive (diligence/d~vouement)
 

100
TOTAL 


0- 50- (1) 

60 - 80 (2)
 

80- 90- (3)
 

100 - (4)
 

REMARQUES
 



K-8
 
6/
 

5 - COURSIER 
 OUI NON POIDS
 

a) Bonne compr6hension de ses responsabilitgs 10
 

b) Organise bien son travail (classement, etc) 10
 

c) R~pond de faqon ponctuelle aux demandes de
 

service 
 10
 

d) Rapide dans 1'ex6cution du travail 
 i0 

e) Arrive au travail a l'heure 
 10 

f) Bon travailleur (heures supplgmentaires) etc 10 

g) Revient immdiatement aprts un d~placement 10 

h) S'entend bien avec ses co11~gues 10 

i) Rarement absente du travail 
 i0 

J) Attitude positive (diligence/d~vouement) 
 10
 

TOTAL 
 100
 

0 50- (1)
 

60 - 80 (2)
 

80 - 90- (3)
 

100 (4)
 



7/K-9 

OUI NON POIDS5 - MESSAGER/OPERATEUR 


a) Bonne comprehension de ses responsabilit~s 10
 

b) Rgpond de faqon ponctuelle aux demandes de service 15
 

c) Execute les courses de faqon rapide 15
 

d) S'entend bien avec le personnel 10
 

e) Revient imm~diatement aprZs un d~placement 10
 

f) Bon travailleur (heures supplmentaires, etc) 10
 

10
g) Arrive au travail A l'heure 

h) Rarement absent du travail 10 

i) Attitude positive (dilignece/d~vouement) _ _10
 

TOTAL 100
 

0 - 50 - (1)
 

60 - 70 - (2)
 

80 - 90 (3)
 

90 - 100 - (4)
 

RLARQUES : 



K-10
 

8/
 

6 - CHAUFFEUR OUI NON POIDS
 

a) Bonne comprehension de ses responsabilit~s 10
 

b) Bon conductuer/exp~riment6 

15
 

c) Conduit de faqon prudente/s~curit6 20
 

d) R~pond de faqon ponctuelle aux demandes de
 

d~placement 

10 

e) Revient imm6diatement aprbs un d6placement 10 

f) Entretien bien les vehicules confi~s 
 10
 

g) Arrive au travail i l'heure 

_ 10 

h) Bon travailleur (heures suppl 6mentaires, etc) 
 10
 

i) Rarement absent du travail 
 10
 

J) Attitude positive (diligence/d~vouement) 
 10
 

TOTAL : 125
 

0 - 85 (1)
 

90 -100 - (2)
 

105 - 110 - (3)
 

115 - 125 (4)
 

RENARQUES
 



K-I
 
9/
 

7 - ENTRETIEN (SERVANTE/GARCON) OUI NON POIDS
 

a) Bonne comprehension de ses responsabilitgs 10
 

b) R~pond de fagon ponctuelle aux demandes de service 15
 

c) Execute bien son travail 15 

d) Arrive au bureau A l'heure 10
 

e) S'entend bien avec le personnel 15
 

f) Bon travailleur (heures suppl.mentaires, etc) 15
 

g) Rarement absent du travail 10
 

h) Attitude positive (diligence/d~vouement) 10
 

TOTAL : 100 

0- 50 (1)
 

60 - 70 (2)
 

80- 90 (3)
 

95 - 100 (4)
 

REMARQUES : 



K-12 IU !
 
D - PERSONNEL REGIONAL OUI NON POIDS 

1 - AGENTS DE DISTRICT 

a) Bonne comprehension de ses responsabilit~s 

b) Bon planificateur/gestijnnaire 

10 

10 

c) Capaciti de meneur/respect6 par ses supgrieurs 
et ses subordonn~s 10 

d) Ponctuel dans l'ex~cution de ses devoirs 10 

e) Execute ses devoirs d'une fagon efficace (y com
pris : supervision des agents, taux de rembourse

ment, amelioration du portefeuille, nombre de nou
veaux clients) 

20 

f) Amiliore le taux de remboursement (compte tenu 
de 1 'environnement) 

15 

g) amlliore/augmente le portefeuille de prit 
a ompte tenu de l'environnement) 15 

h) Augmente le nombre de nouveaux clients/SAC's 
(compte tenu de l'environnement) 

1) S'entend bien avec les clients 

(..10)' 

10 

j) S'entend bien avec ses suprieurs 10 

k) S'entend bien avec ses subordonnis 10 

1) Criatif/innovatif dans 1'exicution de son travail 
m) Pourrait augmenter sa productivitg/Rendement 

n) Pourrait travailler avec plus de d~vouement 

(-

i0 

10) 

1(-0) 

TOTAL 160 

0- 80 (1) 

90 - 110 (2) 

120  130 - (3) 

140 - 160 (4) 

REMARQUES EVENTUELLES 



K-13
2 - AGENTS DE CREDIT/AGENT LOCAL/AIDE OUt NON POIDS
 

a) Bonne comprehenston de ses responsabilit6s 10 

b) S'entend bien avec le& clients/SAC's 10 

c) Apte a la formation/Motivation des clients/SAC's 10 

d) Maintient contact assidu avec les clients actuels_ _ 20 

e) Poursuit activement les clients d~linquants _ _ zo 

f) Assure analyse/6valuation approfondie des clients/ 

demande de credit 20 

g) Surveille et suit lVapplication des credits ac

cord~s JAutant que possible 10 

h) Entretierz les bons 6crits (juste et a jour) 10 

i) Amiliore le taux de remboursement (compte tenu 

de 1 'environnement 15 

J) Amliore/augmente le portefeuille de pr~t compte 

tenu de 1'environnement 10 

k) Augmente le nombre de nouveaux clients/SAC's 

(Compte tenu de l'environnement) 10 

1) Ponctuel dans 1'ex6cution de ses devoirs 10 

m) S'entend bien avec ses supgrieurs 10 
n) Pourrait augmenter sa prcduction/rendement (-10) 

0) Pourrait travailler avec plus de d~vouement _10) 

0-100 
 TOTAL: 
 185
 
100 - 140 (2) 

150 - 160 (3) 

165 - 185 (4)
 

REYARQUES 



K-14 12/ 

3 - COMPTABLE/MONITEUR COMPTABLE OUI NON POIDS 

a) Bonne comprehension de ses responsabilitis 

b) Organise bien son travail 

c) Travaillc avec prdcision (Dossiers/calculs 
justes, etc) 

d) Ponctuel dans la preparation des rapports (les 
Scritures a jour) 

e) Arrive au travail a 1'heure 

f) Bon travailleur (heures supplmentaires, aide 
ses coll'gues, etc) 

g) S'entend bien avec sea supgrieurs 

h) S'entend bien avec ses collgues 

i) Rarement absent du travail 

J) Attitude positive (diligence/d~vouement) 

10 

10 

20 

15 

10 

5 

10 

5 

10 

5 

TOTAL 1100 

0- 60 (1) 

65 - 75 

80- 90 

95 - 100 

(2) 

(3) 

(4) 

REMARQUES 



K-15 13/
 

4 - CAISSIER/CAISSIER COMPTABLE/ITINERANT 

a) Bonne comprehension de ses responsabilit~s 

b) Organise ien son travail 

c) Travaille avec precision (Dossiers/calculs 
justes, etc) 

d) Ponctuel dans la pr6paration des rapports (les 

6critures a jour) 

e) Arrive au travail a 1'heure 

f) Ron travailleur (heures suppl,mentaires, aide 

ses collZgues, etc) 

g) S'entend bien avec ses sup6rieurs 

h) S'entend bien avec ses collagues 

i) Rarement absent du travail 

J) Attitude positive (diligence/d6vouement) 

GUI NON POIDS 

10 

10 

20 

15 

10 

5 

10 

5 

10 

5 

TOTAL 100 

0- 60 

65 - 75 

80 - 90 

95 -100 

(1) 

(2) 

(3) 

(4) 

REITARQUES 



K-16 1_ /
 
E - PERSONNEL D'APPOINT 

- DACTYLOGRAPHE 
OUI NON POIDS 

a) Bonne compr6hension de ses responsabilit6s 

b) Organise bien son travail (classement, etc) 

c) Beraudacylographe (rapide/minimum de fautes) 

d) Rapide dans 1'ex6cution du travail 

e) Arrive au travail i l'heure 

f) Bon travailleur (heures suppldmentaires)etc 

g) S'entend bien avec ses sup6rieurs 

h) S'entend bien avec ses collhgues 

i) Rarement absente du travail 

J) Attitude positive (diligence/d~vouement) 

10 

10 

10 

10 

10 

10 

5 

10 

5 

TOTAL 100 

0- 50-

60  80-

80- 90-

100 -

(1) 

(2) 

(3) 

(4) 

REMARQUES 



K-17 	 15/
 

OUI NON POIDS
2. 	GARCON DE BUREAU/MESSAGER/HORS CADRE (2 -3) 

a) Bonne comprihension de ses responsabilitgs 10 

b) Rgpond de faqon ponctuelle aux demandes de service 15 

c) Execute bien son travail 15 

d) Arrive au bureau o l'heure 10 

e) S'entend bien avec le personnel 15 

f) Bon travailleur (heures suppl.mentaires, etc) 15 

g) Rarement absent du travail 10 

h) Attitude positive (diligence/dgvouement) 10 

TOTAL : 	 100 

0- 50 - (1)'
 

60 - 70 (2)
 

80- 90 - (3)
 

95 - l00- (4)
 

REM 	RQUES
 



K-18 16/ 

F - BAREME 

1) Inacceptable (unsatisfactory)
 

2) Acceptable (satisfactory)
 

3) Bon (very satisfactory)
 

4) Excellent/supdrieur
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ANNEX L
 

SUPERVISORY PERSONNEL
 



L-3 

ANNEX L 

SUPERVISORY PERSONNEL 

EVALUATION PERSONNEL BCA 

III - PERSONNEL SUPERVISANT (CADRE SUPERIEUR) 

A. SIEGE CENTRAL 

NOM FONCTION NO./CATEGORIE DE PER-

SONNES SUPERVISEES 

1. Wilner PIERRE-LOUIS Directeur Chefs de service 

Personnel Adminis. 

Expert-Consultants 

3 
* 
4 

5 

12 

2. Saturnin LOUIS Chef Service B/R D/R~gional 

S/D/R~gional 

InspecT/Controlleurs 

5 

2 

4 

11 

3. Lionel LUBIN Chef Service Finance Chefs Section 

Cashier 

Secretaire 

2 

1 

1 

4 

4. Edgard THOMAS Chef Serv. Mob.Epargne Asst. Mob. 

5. Claudette B. FRANCOIS Officier Administratif Secr. de direction 

Secr. Comptable 

Dactylo-RAceptioniste 

Dactylographe 

Chauffeur 

1 

1 

1 

2 

1 

Entretien 

Messager 

Garqon 

2 

1 

I 

*(ycompris ethnologue, Agronome, Service Recherche Etude/sans Chef) 
c0
 



L-4 	 ii / 

6. 	 Karl HONORE Chef Unitg Informatique Programmeur 2 

OpAratrice de 

saisie 	 3 

5 



L-5
 

2/
 

B. REGIONAL
 

1. Jean VERRET 	 DIR/OUEST AGENT DE DISTRICT 4
 

Agent Local 1
 

Comptable Rggional 1
 

Caissiare 11
 

Caissier Itingrant 2
 

Dactylographe 1
 

10
 
2. Fred JOSEPH 	 S/DIR./JACMEL Agent de Credit 1
 

Agent Local 6
 

Comp table 1
 

Caissier-Comp table 	 1
 

9
 

3. Robert VIAUD 	 DIR./NORD-ND.EST Agent de credit 2
 

Agent Local 6
 

Caissier/R 1
 

Dactylographe 1
 

Messager 	 1
 

4. Jean-Claude AMEDEE DIR/ARTIBONITE Sub. R/D 	 1
 

Agent de district 	 1
 

Agent Local 6
 

Aide-Agent 1
 

Caissier/R~gional 1
 

Comp table/Rggional 1
 

Caissier Itingrant 1
 

12
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5. Jean DESINOR 
 S/DIR/PORT-DE-PAIX 


6. Joseph ST-FLEUR 
 DIR/SUD 


7. Alphonse LABISSIERE DIR/CENTRE 


3/
 

Agent de District 2 

Agent Local 2 

Caissier Itinirant 1 

Compt. Mfoniteur 1 

Gargon de Bureau 1 

7
 

Dir. d'opiration 2
 

Agent de cr~dit 8
 

Comptable/Rdg. 
 1
 

Ctdssier Itinirant 1 

DaCtylographe 1 

13 

Agent de Cridit 2 

" Local 3
 

Comptable/R 
 1
 

Ca:s.sier/R 1
 

Dac tlographe 
 1
 

Messager 
 1
 

9 


