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DET]LED O.Jl INE OF WORKSHOP CONTENT[ 

SPUNDAY-_ AErERNOON A.ND_ EVENING 

75m A. OPENING CREMONES 5:00

1. Welcomning Renarks	 
6:15 

2. ntroducton and _p r-aes 

a. 	 In Lqduc_LA on s
 

Staff 	 and par'ti(-ipants 

b. Schema For Entire Workshop Series 

(1) 	 Financial Management- Planning and 
Budge Li ng 

(2) 	 Financial ManageinenL- Revenue 
Genera t-ion 

(3) 	 Financial Managemnent- Expenditure

Managemnent and Control
 

(4) 	 Financial Management. -- Planning, 
Organizing, Staffing, l-eading,
Controliinq, and Re]ated Support Issues 

3. Workshop_p Goa s 

a. o cJ ari f y KEfnyan Governmentl processes and
expecIations rega .ding planning and budgeting, 

b. 	 lo impar, new knowledge regarding the
ItndamonLa ilmnportLance of- e xceoillent planning
as both a step pri or to -- and incorporating 
-- do:vloplm nt. of- the budgeL: and as
absolutc1 / eCsertia] to sound financial 
monageinerL by ocal at.ithor'it 	js. 

C. 	 lo -impart. fskills regarding the proper steps
and pr'ocessos required to develop sound plans
arid budgets for local authoriLies and their 
depar-tnDn L.s. 

d. 	 To deoe]op aLIitudes and modify behavior so 
as to lead t:o more realistic and effective 
p]anning 
and budgeting by local authorities.
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4. Worksho.P Materials and Proiram 

Refer to Item# "Oera1Prorr_, 

Refer to Item # 2 "LisL of Materialsil 

Extensive use will be made of graphic and tabular handouts
that illustrate the substance of this workshop.
Participants will frequently be asked to engage in smallgroup exercises, 
 They will have the experience of
developing model plans and budgets 
on a step--by-ste basis
over the five-day period of 
the workshop. Central
government officials participating in the workshop willdrawn on as heexperts in their respective fields throughout

the workshop
 

5. Workshp -Sc hedule 

Sunday Afternoon and Evening
 

05:00 p.m. 
 06:15 p.m. Opening Session
07:00 p.m. 
 09:00 p.m. Opening Dinner
 

Monday-Friday
 

08:00 a.m.  10:30 p.m.: Workshop Sessions
10:30 a~m. - 10:45 a~m.: Morning Break
10:45 a~m. -- 12.45 p.m.: Workshop Session
12:45 p.m. - 02:00 p.m. : Luncheon Break
02:00 p.m. 
- 03:30 p.m.: Workshop Session03..30 p.rn. - 03:45 p.m.: Af7ternoon Break03.45 p.m. -05:00 p.m.: Workshop Session*
 

-Sessior-s may 
run to 
5:30 p.m. if necessary
 

Friday Evening
 

07.00 p.m. 
- 09:00 p.m.: Closing Dinner 

6. Works hop_ Lois tic s 

Remarks as appropriate.
 

120m B. OPENING DINNER 

7:00
9:00 

MAKE EVENING READING ASSIGNMENI: 
 Items #s 7 through 17,
Appendices A, B, C and D. 
and
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MONDAY MORNING (285 minutes, including 
a 15 minute break, are
 
prograrnmad out of 285 minutes)
 

5m Call group to order 
 8:00

8:05
 

SUBSIANTIUE PROGRAM ON 
PLANNING AND BUDGETINu,
 

A. RELAILONSHIP OF 
PLANNING TO FINANCIAL MANAGEMENT
 
16PUBLIC FINANCE 
 -

We'd like to begin this workshop by putting (1) the
subject- ol pianning and budgeting into the overall context
of the job of the financial manager and (2) the work of 
Lhe financial manager into the context theof localauthority's overall concern with sound public finance.
 

1.
I0m ImporLance_ of Sound Public Finance -at 8:05
the level of Local Authorities, 8:25 

Let's start wish public Finance, which is
extrcrmely important to a local government, Ask
how, From the point. oF view of an economist or a
political scienLisL, we might define "public
Fina rice" ? 

The answer is that public finance is the name 
given to the economic side of' the total 
activity of a local authority. 

The political scientist will say that a local 
governlienL is formed to provide for the needs of a 
given local population. 

Ask what political and economic p?.rinciple
deLeririires what shouil be done at lhe local 
government level di s tinguis hed fromas what is
done by the central governipent and what by the 
wananchi themselves? 

The answer is 
that those things that can best
 
be provided through common action at the local 
level should constitute the responsibilities 
of the local government. 
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Refer to Item #3: 
 "Public Finance at 
the Local
Level" (diagram 

As Item #3 indicates, 
these needs and services

include infrastructure such 
as roads; major

services such as 
water and electricity;

facilities such as 
markets and slaughterhouses;

safety and security in thi' form of askari and fireforces; education; health; and many others. 

On the ce hand, as Item #3 indicates, carrying
out these activities causes the expenditures ofthe local authority. On th other hand, toprovide for needsthese requires an inflow of 
money.
 

Ask where this money comes from? 

he answer is, as 
,also shown in Item #3, that
 
the revenue comes from:
 

0 	 the citizens Lhemslues through charges
for services rende, d; 

0 	 also from the citizens, fees, licenses, 
and taxes; 

o 	 borrowing from the central government and 
other sources; 

o 	 increasingly limited grants from the 
central government; and 

0 	 grants from outside agencies, sometimes 
foreign national or international. 

The boxes on the extreme right side of Item #3indicate that the matching both short--range andlong--range (1) of the expenditures to meet theneeds of the Aarmanchi and (2) of the raising,preservation, and management of funds to pay formeeting these needs is the subject matter ofpubli.c finance. On the sound handling of thisresponsibility depends Lhe health -- indeed, thevery 	 existence -- of the local authority. 
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Refer to Item #4: "How the Local Financial Manager
Look _on_ Pubc_ Finance" (diagram) 

Item #4 looks at public finance in a difFerent way
 
-- i.e., from the point of view of the finance
 
committee, clerk, and treasurer -- more like 
an 
income and expenditure statement. As you can see,
it is sLill Lhe needs oF the community and the 
services provided to meet these needs that are
 
responsible indirectly and directly for all 
revenue and expenditures. However, in this 
exhibit primary emphasis is put on balancing
 
revenue and expenditure so as to yield
saLisfacLory operating and overall results. 

The leader should review the content of Item #4 
with the parLicipanLs. 

Discussion
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i~t2._Pxub.lcen.LFinac ( .. _MnaementLl10m 2. ExcellenL Financia i s the_Key to_9Sound 8:25_- han ~ :5 
8:35 

Ask, from the point of ofview management, on whatsound public__f:inance depends? 

Many good answers may be giuen. Oneespecially useful answer is LhaL sound public
finance depends on excellent financialmEanageRnrtr and Lhat this depends in turn, onthe management work.of 
specialized personnel

i.e., in the local auLhoriLy, theon work
of the treasuror and his staff.. 

Ask why sound inan L,. nanaime nt1 depends on the
ork of.specia]-zed per'sonnel trained in financial managernen L? 

The answer is because: 

o the whole area of public finance, at thelocal authority leuel, cannot be seen .-or managed - by Lhe operating department
heads who are responsible in their
.individual arvas for bringing in thevarious revenues and for expenditures, 

o but only by the prolessional Financial 
manager, i thee., treasurer, who is

required to oversee and balance the
 
o rall pi c ture of expendit u res and 

We are not ]eauinq out the department heads and

section heads who 
must also accpt thresponsibi liLy to be the financial managers of 
the
resources enLrusleed Lo 'heir control and ef theexpendi Lures r-de,wiLh these resour'ces, 

But it theis lo(al authority's ouvrall Financial manager, 
 Ke. the treasurer, uho in publicFinance matLers is always at L:P right handboth (1) the chief administrator, 
of 

i.e. the clerk,arid (2) higher-.evel authority, i.e., the council
and its finance commitLtee.
 

Discussion 
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lOn 3. .olPanning 
as an 
Essential Element of Excellent 

Financ a Manag enent 


But excellent financal management and sound public
finance don't just happen. Rather, a great deal

of attention must 
be given to them.
 

o Needs oF 
the wananchi and assumptions as to 
the nature of the evolving environrnent must be 
set Fort h; 

o long-range goals mnust be set;
 

o more irmmediatFe objec Fiues must be determined;
 

o programs Le achieve these objectives must be
 
LhoughL out, including the work 
to be
performed, when it is to be done, and who is 
Lo do it; 

o these work plans must be costed out, 
sources 
of income to pay for them determined, and the
costs and income incorporated in budgets that,
 
once approved, will provide 
Fhe resources 
to
 carry out the work 
to be done; and, finally,
 

0 policy guideliries to 
cover major issues thatwill arise, arid procedures spelling out
the work is to be perFormed, must 

how 
be thought 

out arid pLIt in place. 

Refer Fo I-F'.n /15:_'Managent FnPerformed 
bythe Good FinarcialMarnaer" (diagram). 

[Lem #5 itusltrates. from R broad management point
oF viow, the wor-k of a good financial managerincluding Planning. Cr'garizirn , Staffing, Leading,
and Contro ling. Item #5 also .illustrates

tuenLy-thrre pr incipal mnanagement 

the
 
actiuities

corpri so thesu, fv 
that 

ve ma-jor managementF functions.
Our so uoraI workshops ouch, in various ways, on 
ail of these resporsibiilities. 

Dis cus sion
 

8:35
8:45
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B. SOUND PLANN[NG AS THE FlISt MAJORORK--OF -TH E FIN-N-C. AJMY4A[ AND---

RESPONSIBILITY OF
FiRST STE-PiN THE 

THE 
. 

But it is the responsibiliLy for planning and
which all of you share in some degree, LhaL is 
this particular managemrient workshop, 

budgeting, 
the focus of 

lore inLroduct in 8:45-

Sound pdrlninq is not only the First major responsibility
of lhe ImiuagimnL wt k of Lhe financial manager. It is
also the first atep in the financial management cycle. 

8:55 

Refer to It em #6: Anothor Uiew of What Good Financial 
Mapagemeq nuolus- (1--di-agraim), 

Good Friann a manragent begins wiL h Planning inc1.uding
BudgeLing, arid goes on to Generating Revenue. Managing andControlling Expenditures, and Fualuating and Reporting,
a]1 of which are support-ed by Organizirig, Staffing and 
Leading. 

As you will ote in Iterm #6, our present series oFworkshops is organ ized tround thse several elemen 
financial managemert cycle. 

s of the 

Refer tu en #7 "Ptanning Elenents and Considerations" 
(outline). 

.emill #7 is included for your reference purposes as more or
loss of an ouL line o Ihe planning ,,linonLs andconsiderat-ions that make up Lhe contents of this workshop. 

Discussion 
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30m 1 PlannngR"qured- for -v1 Aspec-s-o- a-Local 8:55

Authority's ctiitcS 9:25 

a Planning for Capit ay Projects 

Everyone recognizes the necessity to develop 
excellen.L plans for a capilLa! investment project. 

Ask what are somc exaiples of projects for which 
such plans are always necessary? 

ihe answer is such things as: 

o MarkeLs 
o Bus parks 
o . taught erhouses 
o fHousing 
0 Sewers 
o Water systems 
o Road 2 
o lown hall 
o Stadium 
o Etc. 

Discussion
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b. PLann nfqo _Open a n~ fcti _ ts. 

But many of 
us don't recognize 
the equcal importance

of planning for normal, on-going operatingour 

activitiec 
and for administrative and financial 
support Lo Lhem -- or wIe only give lip 
service to
 
planning for them.
 

Ask what are some examples of- _ngingoperating
ctiy tie_.s of lo ca I nu t ho ti es tha should bWe 

planned For?
 

Ihe answer in such things as:
 

o Police services 
o Fire serv:i ces 
o Health services 
o Highway maintenance 
o Recreation al serices 
o Fdu catLion programs 
o Market ope rations
 
o 
 Bus park operaLicrns
 
0 81 U g hlLe[ rhous e opera Lions
 
o 
 Housing operaLions
 
0 Sewerage operations
 
o Water system operations
 
o Etc.
 

[iscussion
 



c Planninc for fldirinistrat-]uc and inanc~il Sunports 

Ask what are some eOxaimples oF adinnistralue and 
fliancatupprt cticitesof local aut hori tiesLhat should be pianned forO
 

1,We anrswier is such things as:
 

o fldministiru'
1u supports
 

- Human resources - personnel needs (in

1986, Kisumu 
had 1800 emrployees,

Mornbasa 2,800, and Nairobi 10,000
imagine the sco pe of 
planning required

for their r':cru-i merit, training,
(Olllpnsi ion, prooiOt ion, Lrans r,n 
retir 'eme, tf cc ) 

loo s e(q u ili it roq .iiroe r .s(tvpewr'-i Fr .., ldcJJ up machines, 
calculn 
ator, ol h',r ofice equipnent,
cooling allad atcit systeis, trucks,h up
aullomr)obi s, auy ,quepipminL, etc.) 

Software  supp li's (pap,r pencils
arid other of f ice nonds, cleaning 
suppl i es , etc,) 

- Util-Iies - lct-rical, water, and 
sewage needs for the Lown adrninis tration 

Faci litites - owned and rented buildings
for adminristrative staff and physical 
opera ions 
- town halil, housing,
 
garages, etc. 
_cF~~t c . s~
 

... tc.
 

o Financial regur'emeris 

-- Budge' I i up 

- Inprov .ed con I rol s over revenue 
gen eraItion and co]lec lions 

- Improcod iihoriiugemnllc, I. of local authority 
exp:')rdi lures arid conLrols over them 
[orrowi.ngs arid repaylients by the local 
author.tIy 

-. Et c . 
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Ask whether in any typical year the most human and
financial resources devoted by
are 
 the local authority

to capital pro-jects or to operating programs and

administrative support activities? 

1he answer' will be that the most resources are
devoLed to operaLJi rig programs and adinistrative 
support ac Hui H cts. 

Ask whether the local author'ity's acti vities ii any one year wi[l typi cally have their greatest local impact on
 a local resident as a result of that 
year's capital

expendiLures 
or oF its broad programs of local services 
and vcLut-ies? 

The answer will be that the greatest impact will be
through the broad programs oF local services and 
act ivit es. 

Ask where, then, 
in devoloping good long--range and

short-range plans, including financial plans and

budgets, the greaLest at tentiorn should be given?
 

The answer will be that Ihe greatest attention 
should be givon to planning for the broad programr 
or local s ruices and ac. iuities. 

Refer to H em No. 8: "Planning _espnsibi]1Ltes
 
Local Aulhor i!ie" (d i.gram)
 

Item t#8 seeks to i Iustrate the relative proportilons
oF aLtention that should ba given to various aspects of 
local aut hor ty concer'rs. 

Capital projecL 
pLanrrinq is ,ery imrportatri. But one ofthe major concepts tQn whihich this wor'kshop is committed
is that good ptanning is, to a Far greater extent,
requi.r'ed for your ongoing programs and supports -
where 
you coilocLF the inOs L iri resources From your local
wananchi, spend the most money , and have the greatest

ilmpac t. 

Di scussion 



-- 13
lOm 2 _of 	 _ans an _udgets* 9:25-

Throughout this workshop, we will be constantly faced 9:35
 
wiLh 	the need to recognize that planning and budgeting
needs can be b)'cken down into two diFferent catego-ies
 

o planning and budgeting for the work of 
an 
9or iZato.,c and 

o 	 planninq and budgeting for a time-limited project 

a. 	 Work of an Or.nizaRio 

Ask For examples of organ:ization units for which
 
ongoing planning is required?
 

The answer is:
 

o 	 The local authority overall 
o 	 Departments (treasurer's, public
 

health, etc.)
 
o 
 Sections (chief accountant, veterinary, 

etc. ) 
o 	 Other units admini.stering major ongoing


actiuiLies (markets, slaughterhouse,
 
etc.)
 

b. 	 .arrytg Outo .aPrej.c I-

Ask what might be examples of pro.ects for which
 
unique, one.-tillle planning is required?
 

The answer is projects -- both capital and
 
non-capital -- such as:
 

o 	 New slaughterhouses 
o 	 Market expansions 
o 	 CompuLerizations 
o 	 New personnel systems
 
o 	 New planning systems
 

We will be dealing with both types of plans and

budgets over the 
next 	several days. Regardless

of wheLher we use a project or an 
organization to
 
illustrate the 
concepts involved, with
appropriale adapLaLion everything that 
we will be
 
discussing will apply both planning forto an
 
organization and planning 
for a project.
 

Discussi on
 

Nihis SecLi.on 2 is not very important or significant -- don't
 
make Loo inuch of it.
 

http:SecLi.on
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3. L.ongrang Planning Undertakennirst.
 

BoLh long-range and short-range planning are required. 

a. in -rnc15m 	 e of La r -rang P1 ann n._g.n 9:35

9:50fsk wheiher we shouId start our planning with 
long-range or with short-r nge planning? 

[he answe-r is IhaL we shoula start wiLh lhe 
long-ranqe plan so that we will know where 
we larl Lhe nexL several yea's' short--range
plans to take us. 
 If we start with Lhe 
short -range plan, we may never identify our
 
long- ranqe goals.
 

Cities boiIL 
yars ago oFten grew hel fer skelter 
with, for example, roads ruringnq 
 cery which way
tolowinq brookb, catlLe paLhs, and
One does nrt 
by fo ] ing 
only for a 20 
year. luday, 
is necessary 

the like.
 
today, however, begioi a road network 
old caLLP paths 
 - or 	by planning


WLiometer stratch be builtt.o next 
if we are goirg to build a road it 

to know;: 

o 	 where Ltho road is going to lead; 

o 	 how A will fit into Lhe highway pattern

connecting major urban 
centers;
 

o 	 how the ent:iru 
roacd network w lj.ultimatel.y
relaLe Lo the population dist-ribution and 
geographical topography oF 
the country;
 

o 	 whaL is lMe Long-range weal her paLLern; 

o 	 what is Lhe structure or the soil s that are 
Lo bear 
Lhe we igl'hL of .he pavement and 
traffic; and 

o manily more Fac Flors, 

Furthermore , iF we plunk down our first school, in 
a new nighbourhod .n l'he 
populatioa n arna , it. may be 
populalion growLh conpels 
and third ones. 

middle of ils present
 
poor]y placed when
 

us to build the second 
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 5n
 
1-M b-.pgrne n 9:50

10:00Ask how far out must we plan, i.e., how Ion
long-range planning? _ g is
 

The answers given may 
be such things as:
 

o 
 3 or 5 or i.Oyears
 

-- Someone may suggest 3 to 5 years

because thaL is the Lime span 
of Ke yar

government Forward Budgeting.
 

Others may .uggest 
5 years because it:
is the time span 
of the national
 
government's Development 
Plans or of
LADPs or because 
that is the time span
often adopt ed 
For a long-range plan.
 

o Life of 
the asset or program
 

o Period it takes 
to recover -- i.e., fullyamortize --. our 
costs, 
our' investment.
 

o EstimaLed per'iod 
to obsolescence of our
 
inves tin-nt
 

Answers given will probably all 
have 
some merit.
But an answer 
that can apply to all long-range
planning 
- a statement of guiding-principle 
-is Lha: the - ime spanfor that per-iod of timeoF planning should look outcon which we--need.............
 

Informl-on and assumnptions in order Qto_ akSound, cuprent, and near t~jerrm dcsqo, e.g. 
o for l.he anticipa,Lod life oF our pre sent

coriiirmmient (e.g., oil production leases;
lo n r'epaymerit periods tor housing), or
 

o until amortiation is 
complete (water, 
system), or 

o until obsolescence occurs 
(e.g., computer

equipment, communicaLions sysLem, 
school
 
buildings), 
or,
 

0 
 until broad programs, initiated 
now, can be
Finally completed (e.g., 
multi-year programs
For 
training, improving personnel systems,

improving security and 
Fire services,
el iminating malaria or other communicable
 
diseases, improving 
revenue collection).
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AIt is the same for planning for a public market, 
a housing project, or a slaughterhouse. Indeed,
Undertakip9'anything that wuill- last a long time 
requires'(as the first step, planning for that 

__ong-ran21period__ 

These eanswers are for major projects, 

Ask whether we should also look out beyond onene 
year as we develop the regular annual operating 
program and budget for our local authority? 

The answer is that local authorities should 
look out for longer periods of time in 
planning for their regular operating 
programs. 

Ask why they should? 

The answer is that they must know where they 
want to be 3 and 5 and sometimes 10 years
down the road in order to develop sound 
current programs as ,-he-first steps in 
getting them toward their long-range goals. 

Ask for examples? 

+ 
+> 

Answers might be 
following: 

things such as the 

'"" o 

o 

" 
"'' 

If we plan to provide training to our 
staff in our next year's program, we 
should know how it will ' relate to 
training &eeds in future years. 

If we hope to s'trengthen our staff in 
stages ouer the next few years. we 
should have some idea of the size, 
type, and quality of staff we will needthree and four years from now. : 

+ + 
, 

+ 

>'+: 
#1 

" 
' ++ 
-

: + 
,!'" 

,+? 
+":.....,. 

0 If we are going to undertake to 
strengthen the communications support 
to our security and fire forces, we 
need to know what w expect dur total . 
communication systems to be like two orthree years down the road. 

. .... 

>.,.++:: 
' 

'Th 

o Etc. • 

,;; 
i:

,:~ 
: 

; 
i 

"l 

<?+{ 

{+++j d ,i4 ( . +,<%}.+i +++m+.+%+ <.:>+++ +~ F ++ +{ ;b +++g+'+<g+ ++ +::, 

'; '> :++' .15 

+:>.++a4'K.<;+ 

. 

+ 
4 

4'! 
41 I 
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For temporary employment of young people during school
recesses, 
or planning for a vacation period 
recreation
 program in our parks, planning for 10-12 weeks may be
 
enough.
 

But in planning for a 
new highway, or 
a new school, or
improvement in 
our current operations, our time span
needs to 
look out over the period of time those
 resources will 
be in use or our plans will be
underuray. Otherwise, we may over-size or, under-size

the facility, Fail to 
provide flexibility for further
growth 
or change, or otherwise fail 
to provide

adequately for 
the future.
 

Ask, having stated this principle, what is 
the most
 common time span adoped bations
thev.cal_1___~e_.r__.l_na-rae.e)lannilnq? for what
 

*he answer is that across-the-board long-range
planning for an organization usually settles for
 a period oF perhaps three 
to five years for real

long--term program building 
even though planning
for a few" long-range projects and programs still 
may need to 
look out for periods such as 10-50
 
years.
 

Discussion
 

10M c. Detail Required in Lon e Plans 10:00
 

Ask how much detail 10:10is required in the lorg--range
 
plan?
 

Lots of answers 
can be given, most probably

containing some 
truth. However, the answer, in
principle, that will. apply 
to all long-range

planning, 
is that degree of detail requirea to

make sound current 
and near-term decisions.
 

If the plan is 
for a five-year road-building program,
a very great amount of detail is 
required regarding

route, width of 
highway, depth and composition of road
surface, 
traffic patterns, construction schedule,

labor auailability, 
raw material supply, and the
 
like.
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However, For a training program for workers 
in a
given department, one 
that you broadly lay out
 
over, say, a two-or-three-year period, 
very
little detail may be required past the first 6-12
 
months,
 

Discussion
 

5m d. 
 Financial Reoresentation of 
Lonq-_Ra_n__ Plans 10:10

10:15
In any case, je must not forget that our
 
long-range plan 
must include a long-range

financialplan for 
the income and expenditures

that w11] be required to accomplish it. This

long-range 
Financial plan is the long-range

plan's equivalent of the annual budget that wemust de',elop as part of our short-range plan.Without 
these financial plans, 
we cannot assess

the practicability and 
Feasibility of our 
overall
 
long-range plan.
 

Discussion
 

5m e. Long-Rane Plan a Detailed Guide to Action or
 
M .e Si
lya- ...... 
 10:20
 
Ask whether, once it. is developed, the long-range
plan is (1) a detail-d guide t,) action or (2)
more of a signpost pointing the generaL d_irection
 
we should go? Perhaps the question is betterstated as whether, once the long--range plan hasbeen developed, is it to be Faithfully adhered toarid followed, step by step, without change over 
the years ahead?
 

The answer --- which may not be obvious --- is
that all any plan can be is our best 
assessment of what we should do in the 
-Future ---- to be modified as Future 
condi tions change from our initial 
expectations.
 

Remember that the on_y .thing_we know for sure 
abutththan what weftue no_ sthat it wil be ifrnext2ect . In consequence, we must 

be prepared to ourmodify future long-range plans
whenever 
our basic assumptions need to 
be
 
modified.
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For example, if we begin digging a cut Lhrough rangeaoF hills for our highway and encounLer unexpected
conditions such rockas where we expected soil, orquicksand where expectedweil? 
 a Firm base, we need Lo be
prepared to modify our long--rdnge plan. 

We dare not look on a long-range plan as something wemust slavishly follow over the years ahead. 

he planning process is like a spek--and-destroy
missile laurche d against an enemy's warhead. 1hemissile start s out on a pro-proqrammed path but
constant] y modifies its cours: as its sensors andcompuLor systIms detect changes in the direction andspeed of the war'head that it is seeking to destroy. 

In like manner, our long-range plans need to becontinually updaterd and adjusted in light of evolvingcircumstances and changes in our basic assuinptions
about future cunditions. 

i)isciss ion 

lIn IF. Updati ng of to ng- Ran g, P_]ans 10:20
10:30Ihis brings us to our Final point: regarding long--rangeplanning. lo be effective, we should periodically

update and extend our long-range plans. 

Ask how oif ten chouId we update our long-range plan? 

he answlur is that, ideally, every year we shoulddrop off the year completed, add a new year to 
our mp hor'izn, and modify the plan in light of 
euoluing circurimstances. 

Dis cussi on 

I5 m MORNING BREAK 10:30

10:45
 



- 20 

4. Short-Ran9e Piannsng-as 
the Irmediate Step_ Ahead in 
p-l-menti -th Lo-n- -anR e- Plan
 

Short-range plarnirr.gr must 
 also ti Undortaken.
 

5Mn a hotrnc rnsgci 10: 45Pannsn ...
 
10:50
 

With the lorg .. .. p 
 cj n , the localauthoriLy manager 
must lay3jotJ- in considerably
greater detail 
and for a closer-itn neriod of 
time:
 

o a set of more irmrdiate ob]Qrit es defining
 
what 
he wants to achieue,
 

0 the program of uork 
to b,? carried out 
to
 
achieue 
those objectiu.s, and
 

o a sLatonlyo of -h income and expenditures 
that will b requir-ed 

Ihis work is !"at of Iu,-rloping the short-range

plan, including the budget
 

Discuss ion 
15m b. limeSpaO(s) ofjr e 
 10:50-


Ask how long a period of time should 11:05
the
 

short-range plan 
be for'
 

[he answ:er depends, 
as for the long-range

p lan,on what 
iS oe rig planned for. But.

mofern o'plozalfions 
haue generally settled 
on deyc rpinga majnr short-rangr plan for
 
the coming iw ! months, i.e.
Lu: the year

ahead
 

Discu;s%: n
 

c on -rant , Plhn 
11:15
 

Ask how the short-range annual 
plan relates to 
the long-rarg- plan? 

lh, answer, which must 
be apparent, is that

the short-rarge annual 
plan is the first
 year of the long. range plan, 
but necessarily

pul under d rhagnifyirg glass and with a
 
great deal 
more detail set forth,
 

http:plarnirr.gr
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Refer to Item # 9 "Relationship between
 
Long_-_r.ange and Short-rangePlans" (diagram). 

rhe top half of Item #9 illustrates the
relationship between the 
long--range and the

short-range plan, the short-range plan being 
a

much 	 expanded version cf the first year 	of the 
long-range plan. 

Fhe bottom half of the diagram illustrates a 
typical schedule, for a July-June fiscal year,

for the updating each year of long-range plans

and development of the shorL-range annual plan.
No effort is made here to relate this model to
specific Kenyan government tilning requirements. 

Discussion
 

lOin d. Detai__. Reuired in Short-ranne Plans 11:15
11:25
Ask how much and what type of detail is required


in the short-range plan?
 

Fhe answer is Lhat now we need to specify

exactly:
 

o 	 what we want to achieve; 

o 	 what work is required to achieve it; 

o 	 what our month-by-month, and perhaps
week-by-week, schedule is to 
be;
 

" 	 who is to be responsible For - and who 
is to perform --- the work; and 

o 	 what expenditures will be incurred and 
what 	 our amounts and sources of income 
will 	be. 
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Obviously, the short-range plan for 
the year ahead is

itself composed of many even shortr-range plans.
lhus, as time passes, lower-level managers will be
developing 1 detail ed1timore shorter-range plans for
the half-year, quarter, month, week, and even day and 
hours ahead. 

Discussison
 

0IN e. Shornryan [Dtai ledGuide to flction or Merely 11:25
a nP o s t... 11 :35 

let us again ok - but this time for the short-.rantge
plan - - whether tnis plan is detaild guidea Lo 
action or merely a qignpost as to general direction? 

he answeri s, or Ltheonn hand, in principle, the 
same as for the long-range plan, but, on the 
other hand, in rea I pr'acti ce, soilawhat 
diff-erent 

o We riust, of course, be prepared to modi fy
the short -ranq plan as cthanging 
ci rcumstancs, requirs 

o But, as a miat tr of real Fact, the closer we 
get to, actually performing work - that is, 
the c loser in and the shorter the tune 
period of ur plan - the less opportunity 
we will hau to iodify nur short-range plan
and the more we will find that it 1,
becoming a mIore-cr--less rigid guide Lo what I 
we wi ll do. 

For ex,,ariple, if we acquire a piece of land and 
start to build a building on it, we will soon 
have no to modi fyopportunity our short-range
plan regarding placeinort of the building on the
site; its l-ngth, width and height; the raterials 
to b used; arid the like. 

Nevertheless. even t he short-rarge plan must be 
continually scrut inized arid mcdi ied *- as this maystill he possible - when actual conditions prove to 
be difl erent than wie anlicipated. 
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15m 5, Long-rane Financial Planning and Short-range Budgeting 
as 11:35In.eral Parts of Planning. 

11:50
 

A plan that comprises only goals and objectives, 
and work
to be performed, is not 
enough. As 
noted in discussing the
long-range plan, 
it is always necessary to develop, in thecase of the long range plan, a long-ranqe finac alpanand 'in the case of I.he short-range plan, the short-ranqe

bjA4gd c t. . . .
 

In fact, the budget may be looked on as the mirror image,in financial Lerms, of the program of- work to be carried 
out. 

Refer Lo _ltemh# 10_Prorams and Budoets - A Mirror Image.
 

a. Long:--range in ncial Plans 

-1he long- ringc, olan is not complete until, in additionto defining what you want: to achieve and what work isto be done to achieve it, you have determined what itwill cost to carry it out and where you will 
secure
the money to pay for 
these costs.
 

Discussion
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b. 	 Short-r.an~n.nnu al Ruyd_ 

We are, of cours,, more familler with the fact that
 
our plan for th year ahead must include not only (1)
the program of work to be carried out but also (2) the 
costs f performing this work and the sources and 
amounts of funds to pay for it. 

In fact, all too often in our short-range planning, we
focus almost entirely on the expenditure and income 
figures, i.e., our annual budget, ard pay relatively
little attention to the objectiues and work program 
themseIves. 

Refer to item # 1] "Planningas ItIs Done and as It 
Shou.ld Be Done" (diagram) 

Item 	 #11 illustrates the following: 

o 	 in long-range planning, usually we do not devote 
enough attention to tothe work be carried out

and eun leis to tne long-range financial plan, 
and,
 

o 	 in short--range planning, while we often devote 
adequathe attention to the budget figures
themselues, we usually underemphasize defining 
our objectives and developing and describing our 
work program. 

Discussion
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".KENYAlN GOUERNMLN[ 
 PROC .SHE AiND L:Xt tCJf_[ONSREGAQRD/I/G 

.P.LNNIzNG_ AND_ HuDGLHNG-!J. 

Now we 'd like to turn to an exami-d.iorn oF Kenya government 
processos and expctati,,ns rgar'ing planning and budgeting. 

. Local AuLthor-i ty Planning 

LeMs slarL out uith planning at the level of local 
au ho ri ,s. 

5m a, Corntr Ibutrior. to Lhe Nat iona I GoerrronL's 11:50
)ee af ve-year lopmnn t Ins 12:15 

Local author-it ics have been required in the past,
and can b eoxpcltd to be reqiiri:'d in Lhe future, 
to make planning contributions to the Kenyan 
goveriii nL s -year DIo I.Plans.' iu, ' I opmiriL 

Ask what wrrr he contrjhut-inns expec ted of local
author tilis in cnn1ct in wiLh the ,ueh l:incnt in
1983 of the Knyan qoucerment's current five year 
p Ia n ? 

tie leadr shiould rot e partic-Ciparts' a Aswers. 

o Lxplore with parl icilpai-ts whether Lheir 
contri hu inn. did niot. consistI mainly
de(itli cd lisIs of p ssiblo capit-al 

of 

proj 0c t, 

o try It gil part icipants to see . 
wIIi l eI,"i) i ng i o c r' i c i z o t. h en 
that t ,;q, co n ibutiors do not equate 
t tieh pr'p raI ion oF io'arningf-Lu] arid 
reali t c fi uyear plans by and for 
local althor it ie"s. Not:o that t:hese 
planning contributions are riot- updated
each y.ar -- as would be required to 
mainLain tthcir as meanirgful guidance Lo 
local councils, 

Discussion 
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30m b. One-Year Estimates of Local Authorities 12:2 

Next, we would like to discuss the planning youdo in connection with the preparation of your
Annual Estimates.* 

12:4 

Refer to Append.ix_-A "Estimates and Related 
Matters - 1984",. CircularNo.-20/83, i nistry of
Local Qon u . ..... .. ... .. ... .. ..g .... 3 1 , 1 983 

Appendix A provides the MLG's instructions forpreparing the draft estimates for 1984. 

Refer- to Appendix "L.ocal Authority Estimates1985"_. Circular / 3 4 Ministr of Local 
Government, October 10 1984 

Appendix 8 provides the MLG's instructions for
the preparation of estimates or budgets: 

0 first for January-June 1985, to be submitted 
by November 30, 1984, and 

0 second, for July 1985-June 1986, to be 
submitted by February 28, 1985. 

Refer to Item #12 "Excerpts f 'Estimates andRelated Matters - 1984' "-Circular--F-- .
Ministry_ of Lo GoernmentAugust_31983. 

* Lead a discussion about what regular iterative planning
is carried out by local authorities. The discussionshould lead to the conclusions that systematic planningby local authorities is almost entirely limited topreparation of the statistical schedules required for theannual estimates. rhis represents, in the main,"incremental budgeting", i.e., the adjustment -- usuallyupward - of the current- year's shilling figures for eachbudget item in light of (1) revenue prospects For theyear ahead and (2) expected cost increases. 

This item is programmed for one hour from 12:15 - 12:45and, after lunch, from 2:05 - 2:35. Probably the majorpresentation should be made before lunch and the majordiscussion should occur after lunch. 
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Item #12 excerpts the Following key points from
the MLG's instruction! for preparing the 1984

draft estimaLes, i.e., 
7row 	Appendix A. rhese

key points are listed in 
the next page or two
herein. But ii will be easiest for the workshop

leader to turn to Item #12, 
which participants

have 	 in f'ronL of them, and revieo the key points
with 	 them. 

The following summarizes the key excerpts

contained in Item #12.
 

0 	 The treasurers are responsiule for advising

the councils, through the Finance
 
committees, on 
these budget matters.
 

0 	 The clerks are 
to ensure proper coordination
 
with and cooperation by every department
 

0o 	 Trhe treasurers 
are to keep in constant touch

with provincial local government officers,
 

0 	 Minutes of the Finance and General 
Purposes

Committee approving 
the 1984 budget,

together with a copy 
of the committee
 
chairman's speech highlighting the 1984
 
budget, are Lo be provided.
 

o 	 A variety of schedules and statements are to
 
be prepared, mainly:
 

-
 For income and expenditures:
 

Actual figures For 
the most recent
 
completed year (1982)
 

Approved and reuised estimated
 
financial figures for the current yedr

(1983)
 

Budget estimates for the budget year
ahead (1984) 
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- Positions of individual funds 

Approved overdraft facility during the
 
current year and amount
(1983) thereof
 
utilized
 

Project. d ,.ash tlow statement for the
 
forthcoming budget year (1984)
 

Staff numbers, staff list, and list of
 
employees who will be 55 years of age
 
during the budget year (1984)
 

List of capital programs (for 1984) to
 
be limited to 
those "whose sources of
 
finance have been identified and
 
commitment obtained from the financing
 
instiLuLions Lo efb-ecL
the that Funds
 
would be toade available in 1984' 

0 he Lreasurers are Lo provide notes 
explaining figures 
that vary significantly
From the previous year and new items of 
expenditures. 

0 Proposed revised 
Fees and charges are to be 
submiLted early and separately -- i.e., by 
September 30, 1983 - to make it possible

for approval to be given in Lim: to make 
colection possible starting the first day

of the budget year (January 1, 1984).
 

0 Estimates are to be subrritte d by October 15,
1983, to provincial local government
 
officers and to Ministry headquarters by
 
November 15, 1983.
 

To summarize, Kenyarn local authorities are asked
 
only to provide:
 

o first, figure data on: 

- income and expndiLures For past, 
current, and the forthcoming budget 
years, and 

- position of funds and overdrafts; 
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o 	 second, data on staff:
 

o 	 third, 
a simple listing of capital projects;
 
and
 

o 	 fourth, the treasurer's notes and the 
finance commiLtee chairman's budget speech,
which are the only information required to
be provided on Lhe current and future
 
situation, needs, problems, objectives,

priorities, work programrns, 
and the like.
 

Without appearing to criticize the local
 
authorities, aLLempL Lo get recognition that
 
generally budget figures 
are essentially

submitted without any meaningful description of

the programs that they are intended to finance,
 

The speech of toe Finance committee chairman
 
ordinarily provides 
a one or two-page

introducLion to the estimates document and

does not purport to be a statement of the
 
local authority's anticipated situation,

needs and problems, objectives, priorities,

sLraLegy, objectives, and work programs 
to

be carried out. 

o 	 he Lreasurer's notes are ordinarily quite 
abbreviated, limited to explaining in a few
words (1) major variations From the prior

year's expenditure levels and 
(2) major new 
i Lems of expendi Lures, 

o 	 It. has bern observed that in some cases 
nei Lher Lhe I i nance comrlmi ttee chai rman' s 
speech nor the treasurer's notes have been 
submi . a-ll.Led 	at 


o 	 An occasional loal authority does attempt
to prouido, in the context oF the Finance
 
committee chairman's remarks, a fairly luciddescri.pt-ion of at least some 	vital overall
 
aspects of the local situation anticipated
For he year ahead. 
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0 	 At least one local authority has placed the 
treasurer's notes immediately following the 
finance committee chairman's remarks and 
ahead of the budget tables realizing that 
some 	 substantive explanation of the budget
figures should be presented to the finance 
commitLee0, council and Ministry of Local 
Government as a preface to ... and before 
plunging Lhe reader into an examination of 
- the columns of figur'es. 

o 	 Moreover, there is no information requested
and typically none provided to explain and
 
justify the capital project list, this list
 
generatly being limited to a 	 one-page
listing of capital items and amounts to be
 
expended therefore.
 

Discussion
 

75m 	 LUNCHEON BREAK 12:45
2:00 

Tit is also not uncommon (1) for columns of figures in 
these submissions not to add up Lo totals shown and (2)
for a given figure in a summary table ---say a department's
total expenditures ---- to difFer From the Figure for the
supposedly identical total found in following detailed 
tabulations, etc. 
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MONDAY AFTrNOON (180 minutes, including a 15 minute break,

programmed out of 180 minutes)
 

Call group to order 2:00-


C. 
KENYAN GOVERNMENT PROCESSES AND EXPECTATIONS REGARDING 
2:05
 

PLANNING AND BUDGETING
 

1. Local Authoritv Planninq, cont
 

b. One-vear Estimates of Local Authorities 2:05-


Continue morning's presentation and discussion 
2:35
 

c. Local Authority Deuelopment Prouram 2:35-


One additional systematic planning exercise being 3:00 
initiated at the local authority level is the
requirement for preparation by some local 
authorities of 
a Local Authority Dovelopment
 
Program.
 

Refer to Item # 13 "Excerpts from 'Local
 
Authority DevelopmentProgramme Guidelines To
 
Assist in Deevl opmentProject Planning and
 
lementation 
---Manual One: Preparinq


Dna 
 Ministry of Local

Government, Januar 
1985.
 

As Item # 13 indicates, the LADP is intended as 
a
 
strategy for the local area's development, via

capital projects, over a coming five-year

period. It is to 
be updated annually. It is
 
intended to predicate the development of capital

projects on a very extensive survey of the
 
community and an inLensive process of capital

project development.
 

Until 
late 1986, only the 15 local authorities
 
participating in the USID-sponsored Small Towns
 
Project had been asked to 
submit LADPs. At that

time the MLG intended to request LADPs from some
 
nine or so added local authorities in the near

future. Sessional Paper # I of 1986 indicated
 
that all local authorities would eventually be
 
asked to develop LADPs.
 



coucil i tobrvewdb
 

inermnitra bord an ialarvee~
 

Thpove by-,athe reiw n apovlbyteWoal 

Where ani LADP has beep prepared, it is to be the- 1
 
'abasis For the council's page-or-two listing of

projects and amounts that is included in the
ii' Annual Estimates submitted to the MIG. 

Ask those local authorities that are currently~

participating in the LADP program to commwent on
 

-~ their experience with. it. 

The leader should not~e and lead a discussion
 
of answers given by participants. 
 4 

>4 The LADP is a relatively new process. LADPs,

submitted to the MLG thus 
far have fre'uently

fallen short -- at least -initially -4F 
expectations in terms both of (1) process 

4 requirements and (2)written program results.
 

Discussion
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30m d. Distrc. Focus 3:00
3:30Local authorities are also expected to
 

parLicipate in planning acivilies under the
 
District Focus for Rural 
Development program.
 

o 14
Ref .rIt[o # .'Excerp4_s-_oin.DocumnLs 

U em N 14 excerpLs pertinent language from

several sources 
to indicaLe the relationship,

in Lerus of planring and budgeting, between
 
local 	authorities and 
Lhe District Focus
 
program. PoinLs made 
in [Lem 14 include the

following. (lurn to Item # 14 and review key
language wiLh parLicipanLs as [isted also 
below.) 

o From the [L[DP manual: 

- he I.ADP report is to be sent to the 
District Dovelopment Commi ltee (DDC)
for its r'oui w and comments, and t:he 
cnuncil is to consider and make 
appr'opriaLe changes in light of 

such comienLs by the DDC. 

any
 

" 
 Fr1om Lh,- basic D)istrict Focus document:
 

-- he district responsibility for
 
plannirig covers projects supported by

local authorities.
 

- Local auLhorities have a special
relationsh-ip with the DDCs as follows: 

(i) 	 Local authorities are to uet 
their development projects
through Lhe [)DC beFore Forwarding
them to the MLG to enable the DDC 
to coordinaLe Lhese projects with 
other 	district development.
actIi vitLies.
 

(Ai) 	 D[)C endorsemnrut of such local 
aul.horit.y projects is necessary 
Io assure Lhe MIG that the 
pruposal s have been reviowefd and
 
are consisterit with district 
dou,,lpiii,nt pr'iuriti es. 
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a discuromii tha allo hIICII, t xpfli'W; of both 
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coIIcJuci tLhio dLj CCU':'iIii hy ''ndmi linc' pi'ohii'iir 
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15m AFTERNOON BREAK 3:30
3:45 
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I5S 2 NaLion [ Goeurnimrurl [u-Y-ar IQPueqoponL Plans 

I h-i : s not a wnrkInsolp Jlint : dd pr'i mar-I I y Lo
Fi i izar11i you wilth the K'nyan (Gou r'nleriL, 
p lanning a id bud, l ii q requir'emie:nts. lHow viouer, in
(:ar'r'y i o nii! our k.lk;hn 1 3, i (:thr'aillcitl i er., i t i Lntri ,ltIi i0 I. l (ie, (2()K £. r'ectqi r.illriiL[,- WJ]]x
mli'Lllo r o ilit](I'M ,tin 1"(. ,;l" CO ' re u lhr n o il l lt'll 

iiipii'il iij irise Ko wirwoul0]d like Lo rovilow wiLli you tIIt f orill I p lIiilipJi t ictiu-I I ie; of the nati-I oral(.JOuerl~l~ lnin lnan ilI s minlist r'ips: a-nd lpr'asltaa s,. 

S i nc, II, (',v, (>nul ii ihi't:uiprit . lpa c irion of Lhe 
first 'ix ( r lupl PIll nl I)O lnl coJer'ing 1964 1970, 
t-ii, (.] ui(rlnin l il,.o ri't W rJ v coipII i d such plans for 
.ULt ,od I i)ve ,i' p .riods, Ilihelast such
exerci (l, fi fthli, w . cripl.ctd in 1983 for" Lho 
piriod 1981 1988. IMe pro,duCt of this plaining
effort wo. pii Ji , wdI ,c lh , "DlUnj.u pinrii PlIn'I 
1984I -1988'" da ,,d 19111. 

ftsk if l-li t ,  nat J 
' 

onallj long rolp: li iriing 'xercise is 
ts ,l ul and irIii' ? 

,rs ailth, al .,l gA will , .urely, asscrt Lhat 
iii]l I l(pnsualr 


a
 

lot u, liook tl i. , fiuJt:h.tsl 
 eir planning dctcumernt 
more ori I I y. I L iwa priepared or I.Mer ba -i s'of
live iior planoing iciii IIh od b hit(lLh l m l e svoucral 
m ii riq, I,r.ahlolals, alid lo. l aMLhor-ilies, s
iii h vi. .,,tr'I i"ri di ccbts ed, each local aulthor'i Ly was 
. !,k l ( t) I . ii in IL i I o"wn r'oc. "miii ,'rdivd F iv e- yc,ar
h;Ii ulI MP I pla n , Wl ined aI tIi Limeiil as i nnl.yl] 

c,: mpir' i iq capil I projects. 

l hi. riSi I a'l KipyOi oliin:mUI ienlt. documetr-L couce d tho
10)[] l"Willq mhajo r "spuliunsl:'
 

0 Progrrs s Inc in epuILrendnlce 
+ SLra lqy I iir I iJ[Lii i de:vel IopiiientI:

0 Nt[ol clv] Mopitul Lir'griLs
0 Fiscal policy and Lhe )istr-ict Focus 
o financ ial aspect. of diviioprru nt 
ii SecL.ra' I pal L,'Iuir; oA deuelopln, tll 

3:45
4:00 
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Fhis JatLer' sction on "SectoraI Patterns ofDouceopinl" -incorpora ted goals and object.iues,
pr'ograms, antI i cipa [rd incuroI, and pl1anned rocurrcnt 
or" oper'atling, and capitl , expendiltlre's for the
fi ve,-year P-' r' iriod or all. basic sactors of Lhe Kenyan
economy, under the fo]Jowring broad hi:,adings 

o Bas ic in r I ru r Lit'
 
O ;oc ial Ia r c I ruc iir,
 
0 Pr'i:miary prodricl iun
 
o Mauri at rr , , COiilll' r'c, anrd tour smi
 
) ()tllier ( Qr'i'li nl sforlu icos
 

1h is mo st r'cen norio a l Di,uolopmn [ l]ant Pri is
Continuilng t" prAcU ' dir'ect ion to t.ho gouorrrnlnt:
and Mi mi i trrin. anid par' at -tals as they move
ahead wI i lh1re ri ue opiillrme nt o I.heir shorter -range
thr'ec' to f /ars deo anr ore- yar - plans and 

ls eabud t I r r''rrr',i,! and capi fxpendritures. 

But p1e.aq, ole Ihat the great bulk of the sumlrary
atLi rlria I I ' l puiiir rtl I' IPlan (.consi s s A w rit.tlen

]anquacto discrihjH rig9r r 'ds, h j ci Ses, priorities,
arid progro]rain. Iabulat ions of arLicipat,:,d infCoIIe' and 
Pxperidil r', wi ch compris, tIlie grocaL bulk of
Joca.l autlhority .ubmijic-.n , of plans and budg'ts 
occupy only a Iow brieI pages in the Kenyaai


rmntl five
goU ' ' s 'year ,irsi'Ip)IIIurII Plan. 
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3. i9N.s..r'is Iocsanict acis arid arqast:aal Plannn 

Each 'ear, the nt inna-l] q(vernmnt',;, rinistri' s and
parnas-at.aLs arc- ,skod by hP Mini;tr'y of Finance to 
prepare bot h long range, and short- rage' pians. 

3Orn a. ihrEe--year P Lis of Mini s ris , District. Focus, 400
arid Pa a .rt a .s 4:30 

the MiniJ, tri 9f I i oisciflI each year. ut s 
insLrucl inut in ini r'ie; rqu N ing Lhom to 
prepai r's, w!iat i callu d Lh "Programmieiiv Review'MJ 
and ] arward ldn,'.l I or Ithr'e years ahead. 

Refer to lpppridx , "r ry Circular No. .

Pro grar rlar ,-v ic'w and I or'ward Bndgets.

1_98-1/861 1988/89", MiniSt.ry of
- ki.nacearid_ 
PLAran i ri . , lV 12 198 , pp 1 II oF 3l pag es. 

Your tt rut inr in peci ficoliv called tA 
Ilanquoq, i n1lppandix C, Ir , ir-y C ircular 
0 5, which ins. 'x(cor'pLd <.paraL ly/ an Iteiri0 1i. 

Rcf or" Io IrL n N/ 15 "Ixcc-rpls Fraio realsry
Circular, Programiide _ . Fowr.,.. 
BudgeL 19186198/89" Mi.ni Ltry of Fiynancearid i'lanninc, Juai:y 12, 1985. 

1Ii - twing 

leadr <hootld Iurn 

Koan t a kes the tll c[ear, (Ihe 

to Ite m:l/ 1 arid review the
key . underl I ned - lanagnage raLIh the 
parLi-ci pan'. n ac. .Wonan s.llrllitari -z d below.) 

thih i oxer-c ise o pr-i-parirg the Lhree -yoar
forward budql if, an iportant Loo] for 
ptlining. K has n! hb-o-n done as well as 
it. .. tr l . ] t.It Iio he La{k ri iniore seriously. 

Ithe Iri-inn rrj aii I I rgard the ILhree -year
hut( g L co srri uo-sI [hat it will rioL 
consi;der tar incalus i an iii the next: year's
 
budget any prograi nilt -ss .is-it. aliso 
included in those Lhr'e -year" pl anning 
st a t.-mna i 

"' 
 c aref ul revi C'f all c rrelit operat-i ng 
ac ivities is '-'srrt ial as a basis For 
deuelomi encrtof p]arms for' recurrent.. 
exl ,nid i rc's, 

o Hot ti parts Latal n arid ds Lri cL.s arc to he 
Fiu ly inv'uolved and -in cluded in the
de vI plll-ri [ of those three year plans. 

http:MiniSt.ry


--

3 

3.' 8 

r, M ke - Iea - - or

recurrent forwardj budget, i~e. * for-operating 
~programs, services and activities, Treasury'Circular No. 5 requires .that'Lthe three-year
plann-ing statements .includte; 

o A pol.icy statement indicating priorities For,.~'Sthe departments and opera ting programs'
4'' i.e.. the servuices, activities, and physical

inFra5Lruciure ---to be Finaniced by the K 
, recurrent or, operating budget., ' 

a Yet more detailed statemen-,' For .each major.expenditure area within each head*( (i~e.,
project, program, or' activity) .-- though For'yearfs 2 and .3 the statement, could be on a
head basis only but "highlighting the majorFactors influencing gross expendi Lure and 

0 Remarks and program statemrents for each 
head, covering: '. . 

- ObjectLives of .the,activiLies plan~ned, and >3needs to, which thel activities are 
addressed. 

-Evaluation of' nii e outputs orperformance related to the stated 
objectives and' targets during each one 'of 'the three forward years 

- Funding implications'of, any development ~~~' actiAvities requiring recurrent Funds.
 

KI(Vote means a ministry's Iota) recurrent or developmolnL
budgeL,'
 

"Sub...ote" means a ministry's componenL organizatcoa)

units, 

3 

i.e., its distinct divisions: or departmnents, 

"Head" means proj ectLs programs, or ac1A'vfitjes. 
"Sub-,head" means projects. programs, or activities thatare, components of' heads or larger .projects. 

"Items" are the lowest love1l oF disaggrogation in thebudget and typically represent a typc.o.F expenditure,e.g., Personal Emoluments or Fransport Operating 
3. ~Expensief, ' 

. . 

4> 

.. * . . ." 

3 
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For the dinue opmnt forA-rd budq. t, liep # ]5

imiks (W aei-rLidl . Iraury Circul,-ar No. 5 also
 
reqivi r , [Lie ftol ir iincJ:
 

S 	 I1policy stat eieirlrit wit h prioritie,, For
 

within th,, sector'a-nd !or' major,
 
pro(1 ,;'ctn./proyriim. i ,ac:th su[b s lc.or.
 

0 	 i Iudge bi r y a s 0-,jlo.hi fur h b -Vot 
(C-I)'r i organizat ionlI unit) aiid hiad 
(project, Ipr lrd , or ,ac iuily). 

0 ) ,La l,. f Lh- tl ricc , yeaor duuti i pint 
budqo l,,I n, urc, ' ,l iO t:liinq I V J repaiymln? 
I (rin, for f i ni ic i q . 

cirliIr', Iptro ic ic IuI ricd udinLqlrjcl JA 

I crc:-: ilcm- , cr- n 1u. . r',doi-i;d, or
 

0 CuncriIc- ,- e - provide,irlid t q fo-,r projoc ho
ilc/,lld ri InI-i oItI r(IeI i iIon I o
 
It hoilii [cli l I't . orid 


r UJ,tl 
IA W A eti , bi includdl - in hI 

r 	 i>r'v ic i cr l l nrIal ch 
pr jc,l 


t lr'ou ii p uir irogra2(m.
 

I'Xr 	 19t6c/87, Ir- lp r : r toriplqp hrooi,' c plans-d l e bo 
sibmilted by/ mi -i,-i iriJ,:,c, ai:ias l'atals mand .ri 
Parl'y ti t I" iiuiibl,, rli,-andtlatecir
, 	 t than[ clocer
15 , 	19 H4 . 

Inr addi I ionl Ito tLh illf r'mntinn .in trea.suryv
 
(Circillor'N"I . '5, a dded ill[ -lrlhlion on L.ho (C(K'.s
 
,,xpI,( I,1 i",Hq, r.qor'dinltg JO~rl rani~gn planninrg ;is
 

-rilt il ., it i r lated a ldby Ml"edto cumi i:ccrcsu 
cu f rI ino . hiri (td-ctum.l pr'- d l.os 

candlcid anrd e'xpl. ic itl w r'i ll antl "..l.L or key
 
nopdnl' ,and: p~roblems Ken.I :
,i laIc~ing 
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Refer t:o . Loni No. 16 _"FxcorpLsBr.ef 1/85 	 From 'Workshop__:.:.Iludgot+ Rat ioriaii cd ion Progirai,,,' 
and Cui do nes. For_ Pror'ameo Iou i ow, and For'ward

audNgp,195/ 6 -. 988/897, Minis-r'Y -ofFi- nance 
nd P tan.ni . 

Excor)l-; from dcoculenlthis ar'c provi ded in 
[ oLIn# 16 wh ici makes the fl lowirng radded key
poinls. (llleb ader shouldtI urn Lo 1Itemi H/ 16
and reu i i 1ho k:y underl i nid l anqua o 
witi part icip its.) 

o 	 le qualit y of: l. programs ,n Ahi ch 
budge-ts ar'' based nrc<, to b "imlproved 
consi d rab Iy'' 

o He orwhiard Iiclget shoulld!he corsider:d 
ossurnl i,.lly aus a .lannriirig exe:r'cise. 

O 	 Ihr distinct ion Lwhi-u.1 
Lhe fIoJraunrd hidqi It and I I dral l 
es timi 	aeIr, , J ; very, c i, r. 

)lt l Lh'll pr'ce:'sses, 

I he I orlard Iu qiPI is a p inning 
ox'rc iso 

I&i dr'al oct ilj g tanrslato e ti-,
If u ,lr(:budti I i bll(iearlud ry 
al locofInt i ,ia i( provid nilt11n1ir
 
o p :rlo r I r i Io, i n -Iuiro 1.h
propoisdls in tihe, f-orwarc budgiei in 

il i moreIo ri.cC lt- ini orilat ionr o l 
th, re;,source positinn, i 1,1iurtaL inn 
?,:r(ecord fi riaruc ia/and cmmliolnl)' 

quli d,:i i ries. 
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o The f-orward budget process involves the
 
modern approaches of (1) zero-based
 
budgeting, ie., evaluating existing
 
programs from the ground up, (2)

establishing priorities, and 
(3) full
 
costing of programs and projects including
 
calculating the costs 
that must be met
 
through lh- recurrent budget. Thus:
 

"Ze- 9 based__bu dg eLtiny": 
Budget discussions at the planning 
stage should be made without any 
presumption that a given
seruice/actiuiLy should continue more
 
or less along its present lines, 
rhereFore all ongoing activities and 
projects should be very carefully
reviewed to assess benefits being
 
generated and the process of
 
implementat-ion.
 

- Es tabi. ishin priorterLps 
Operating inListries should clearly 
ident:iFy and prioritize Government 
services, acLiuities and 
infrastructure, expenditures 
on which 
wil 1 1,ead Lo maximumim returns or 
benefiL. in the present.
cir'cums Lances, and establish 
pr:iorities for investments and 
development projecLs within the 
sec tor. 

- Mull_ costing: 
full costing of a.l projects for both 
cons Lruc Lion and implementation is 
essential,
 

In addition, mindless across--the--board 
cuti.s as a means of budget adjustment 
should be avoided, 

Di.scus s ion
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30m b. Orhe-yoarD) str-'i c[t P artcI a dan-~ [at Mini4id [-FsL['rajmajos~: oF ........ ........... 3Lr'0-s
4:30-
OP-MA 1*h .. 5:00 

fl rc, Mirnin.lry oF [irinnc and Pla<nninq
ir trucl i:0 -il]'( "Dr'A I . imal,;, of Rou:Iruand lx ,,i illnr, IM13/86" wa i 'edasIr aa. r'V (.ir'cu.lIr No. 2 to "ill accounLtinqO I i r'V," O H! nlp:r'i1l , 1985, alld wascouer lb , I i<.( l liar" 1I985/86. 
Lo 

WW II" AOppldix I) "tr'iury Circular No.ritf <.imo I ,<. of 2"vonuo and Ixpend- Lr . 
198'/86'", Mini tIry o inance and I'la-i Q11flpr-i 1 I 98 . "1.n ..
 

( i ,PI-.iV 
 i iI 'uct I ,iiu flr'- x 1), lO]:(:y 
qiul (:lir ' i rin ,s "ri i u icdfor 1b ie ' i:c on iy th c,ii 

- (2l"il'i 
 Idn '. u I (ihirSi 0 Ihesi noJ-i-i ofp c 
,* ,cl iuil i,,s 
 and( sur'uico.s 
in' Ithe ,.p,-ra<l ing_ 

proc; camn a nc 

* I pr'oj c iiI th. ii:, dc u ': opmirli {ntprcoqrc lm,. 
Sta d ardi:I.ilJiii~iil,i:( inl'i(u ,s are se[ ou Ior use

by all iiiori.fios.i
 

Aqaiin, l"
. ,d l.rioluaiml
 . firom tliqi c:ircuJlar hasbiori iX I (iji I rxipIl I i // 17.
 

1 ,ferLI" iI 1Y
I "tI
xcu(rfpi . fr l reau.iryC Ircufar WJr IllN" I os. I Ro vnuard lxpf 'irfilIor, 1985/86'", Mlni;lry of I arianc:,
aind. lli li nrg flpr il 18, 198' ."
 

[l1t 'iiim // I 
iik [ fo llct,II('IAofl . 
(I hi( f
li,Iiir 
-. il !rI i -inlion #I I7 and rev ijw keyuIi.'ri iH d ilariliagli( o r i" w (iWI Ifi 

parI t i( ipi l .. ) 

I r.u i... purciiio W W I us oir:' i tI hi I rlC. s' i(ihijiI 
in Iis ix' 4ii.,
 

o I li ili il .0o Isi I i s are tA he s.ipportei d by
I' hr,l ii, y i r p ni, 
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o ho s Lirataes are also to be support'ed by
planning s[aLellnls For which the shilling
figures are 
sirmplv [ho financial. 
reprosor Iion. 

Thus, t hiosei excorpt s ncl.ude roferences Lo: 

o Firl ial ion of ci ings For ind-iiidual 
uolafe (minis'tries-) ostablishod afteor 
d,ililii discussions ori each voLe duringprcpoar'al io of lho throo.-_voar forward budgel
 

0 il, ,-I ofI i (i01lion ti ar prioriLies 

0 Idenrl.j i ctL ion of whier and how reverlues canbe raised Io pay For exLrcirndg services Lo 
IIow ar iii 

o Incl1us-ion oF both capit-al projocts and
op-rat Ii funds required for developmenitnL
prog rams to be pileentid at the district 
Weitol under h, D)-istrict Focus f-or Rural 

Dove ]Jplomen I 

o E.xplanator'y notes or briers gu:irg: 

- a s[falonl oF objeiclives For each 
sub-uotci (major organizai[onal unit), and 

•- doscr ipl ion of Lho work program [o bofi nanced for each bu dget hoad (pro.ject,
pr'oqralm or acli, i Ly) In include
"(:uani Lal ui figu-.es indica ing [he sizeoir coveCr'age oF I ho program, e.g., honumibor oF wolersinar'y clini cal centers,
 
h alI Lhh c( Lo'r's or ,la.ior' schlmes inoperal. Oi, or the number of s Ludents 
enroll i al schools". 

Ihose draft one year prog:ralmi and budget
sIlaloeimii rnLs were Lo be sulbiii-tled by fApri.l 29,1985, for lie 
year beginning July 1, 1985.
 

MAlKL LIUFNIN; R1flI) ING A-,I.;NMENI: I [oms Us 19 Lhrough 23
arid OIppermdix E 

http:figu-.es
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T.UESD__.Y__MORN.IN.G.... (285 minutes, 
programmed out of 285 minutes) 

including a 15 minute break, 

5m Call group to order 8:0O 

C. KENYAN GOUERNMENT PROCESSES AND EXPENDITURES REGAR[)ING 
PLANNING AND IUDGE[ING, cont. 

8: 0 

3. Min-istries, 
con I. 

District Focus, and Parastata] P]an ning 

5m c. Su [na__rcyf_ KenyanGovern 
.Budge . PgPr'oces ss 

nrt. P]ann. ng. and 8:O 
8:1C 

Ref er Lo Append-ix F Excerpt from District 
Focus for Rural Ou,[opinent officoo._-he 
Prs i d e n t Ro.k s d Ju 8ne_ Annex ... A 
Sh-or-t _Sum_mary_ oF_ Lho- G.>O. K. Budg.t.ryProcs.
pp.3-- 32. 

. 

Appendix L of your workshop mat. oria] s Js 
includod For your conuoiionce 1:o prouide you
wit.h a short sumImary (wri.h specjaI attenti on 
DistFri.ct Focus) ,-F the COK's planning and 
budge'Iary proc':ss:,s 

to 

Discu~s ion 
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20m 4. r..edsin Ke.nyan GoernmnL P!aingQand Bu g.. 8:10-


We have been discussing the present GOK sysLems for 
8:30 

pl[annirg and budge ting. LoL us consider what seemi 
to be some li kely trends. 

o 	 Firsi., the ;OK is cer'rt inly going to place
.ncrcased emplhasi o good lorig- range, andon 

shorL-range planning. 
 One 	indicalion of this
the recent estab-i shment of the Ministry for 

is 

Planning and Nat ional Development. 

o 	 Second, the Kenyan government fully realizes 
LhaL riding out. present problems and dangers,
achieving 
economic growth, and maintaining
potical stability requ ire that: all oF iUs
organizaot-ions 
and sub units participate in
highly rat ional planning processes. 

o 	 lhird, District Focus is here to stay for 
reasons such theis Fo! lowing: 

Minir.i'es- carry out major project.£ at the 
hi. r:is tricl i. e , local - level, and the 

planning for" nting these 
local needs should 
be dono cl user to where t h, projects are to 
be car'rie d out. 

Hui [t uch pltanning and coordination of local. 
IiniIry Fir ,jo cls r equire tak ing inlo account 
lh, capital programlC. carnrd out 	by local
 

lh, rie,for, W il e hI' lature and conlent of 
!h, i o rrilol ii hi,p i'I b ,lieen l))Cs and localan thu i-it 1,,. l yvvar y, the District focus is 
her, (1 '.1,'vand a I I Lonicirned - inc ludirg
LII' l cal onthor'i-ti-C. must join in helping 
it Inacihieve its uipct tve 

i 	 Fourth, the (OK is incri.oiriliy coricerrned Lhat
 
lhe 	loc a ulhir'il is becoiiie more eflecLiue in
meet.ing Jnco] nilr'd.; eff ect:ively and with highly 
"11 i.ri nb' of relsources . Wilh Lhe example of:
the long r'ange and short-range plannirg
budget ing r'qu ired of 

and 
iiinil.'ir es, paras-[aLats,

and [)istrictl ocus, the Ministry of .ocal

Gourrmnl-it is aIready plnn~ngito ask local 
authoril i, ,
I.o 	adopt s1imi lar 
car,"fu ly-designed
long r-riango id shorL-r'ancrlg p larninrg and 
budgeli rig processos.
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~~Pectesd -,to:leadexh1 	 to requirements.ta 

"~ ~ 	 first, deuelopuata35 year pl1an each~ 
year for both recurrent operations,andcapit~al projects, and review it with MIG staf f' 

:)..at the prov'incial and Nfairobi levels, the
plan to'include;
 

-- Current economic and social situation and < 
outlook over the years lo~ediately ahead 

Prioritized needs of 'the local 
authority
 
Goals and objectives of the local authority$
 

Program of. activi ties to mieet these 
objectives
 

f-inancial plan for the ricvenues and

expenditures~required to carry out~the 3-5 

in,, year program. 

-Second, 
 develop a little later in the year,for 'review with provinc'~&1 and hliroi
levels, the plan for the imiedjaite next. year
in greater detail, to include-



-- Short--te,.m outlook, 

-Prioritized 
 needs
 

-~Specific 
 objectives for the year athead r4 

Wokprgas ob 
undertaken 

-Annual budget estimoutes 	of revtenues and

expenditures- to carry out the work 

programsso ast ~iei eo objec tive 

Discussion 

-'I
 

i: 4~ 7 ~Y~2 M 

4 

http:requirements.ta
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D. ELEMENTS OF 'LANNING AND HOW_O CARRY rHEM OUT
 

Planning can be broken down into a number of steps. 

lOre 1. Good Planni nvolve sever Steps 10:15

10:25

Every time we set out to do something, each of us
 
goes through the several steps involved in good

planning even i' we are not 


o We choose our mission or 
purpose 

o We assess the future 

situation in which we 

will operate. 


o We decide what. we want to 

accomplish. 


o We decide on the work to 

be done, when it will be 

done, and who will do it. 


o We Find out what it will 

cost and where we will 

get the money to pay For 

it., 


conscious of doing so.
 

o We decide that we want
 
to go on a safari.
 

o We see t:hat it will be 
a sunny day - - or look 
in the newspaper or 
call the weather 
service to find out. 
what the weather will 
be like. 

o We decide to drive to
 
Lake Naivasha for a
 
picnic. 

o I wiilI drive there, 
you will pack the 
lunch, and we will
 
both mind the
 
children. We wi li
 
complLI c our
 
preparat ions by about
 
9:30 am, arrive by
 

1:00 aim, and rlurn 
by 6:00 pm, b),fore 
dark. 

o Wo d.,rmine that: the 
costo will include a 
hal Irrlk of qsolinje, 
toll charges, and soft 
drinks, and we wi I 
st op by th , baink In 
geL th mony . 

Ask if there is anything wrong with this Lype of
intuitive planning for all of the work we iust do 
and, if so, why? 



•- AY7-

5. Wor-ksho!p I xer'c-i.c,:. .. auaut , Oppontun-i ti,-s tcon 
]tmprourij,: in anPlanning cnd Iludgeting by _ oca] 

Refe.r 10 
] l # 18 ''Workshop [QX'r'ci, Vuqqc.]ucOppqr' unhi i Ior Impr'uomon ir irnP darlrinj ard
IuC i i rig by IloC I nul or-i I i 

60m l rurii inlI "li I qr iPS a nd iiip lie i'xor'ciso. 8:30
sk -mall45m group. In r''pui-' On rcuulls of tO 9:309:30IAiirk;hop ix"xi: i ., . 

10:15 

pla(-n ring and bud i o: rroci',.<
irn In 

t . n! thi. point we iY7]1or, work.lip ijb(jt I oiioo , r'ilirigq h-w lu dohPt) I-r job of apJ ninii rid iidqt iqq i n ir ouri d-i:ily/ work 
Io k IIhm . 



rhe answer is I:haL Loo often we do much Lao casual a 
job of Lhinking Lhr'ough our plan. Then, when wc haue 
carried il oul., Lhe r-siulL s dcnL moasure up L.o what: 
we wanted -- or tlhe costLs are groater than we expocted 
- or Lhe l-imp required o complet iL is great[or than 

we pl anned, 

nloI or Lliiis in,. L say t hat we will be bet .,r' financial 
managers if , Ioar'n cons(iousl y how Lo do tho work of 
d ueliping an 'xclltent plan, including is budgeL 
Aid I hatL is whal . we ii ll be -p,.r Jing much of this 
workshop doi nq. 

D)isc us s ionI 

15m MORNING BREAK 10:25
10:40 
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15 2. .Fist._ S.Lep.;. .nir.Missionor. Purpose 10:40-

The firsL sLep is to define our mission or purpose. 10:55 

a. What. is."Mission or "2'rpos?"?' 

Alsk what. is "mission" or "purpose" 

lMe answei~r is that it is our broadest notion 
of (1) the end o be atLainod, 1 e., why we 
are calld inLo oxislonce, or (2) what. we are
 
suppose to achieve. 

Discuss i:n 

b. Examples of Miss,-on.o Purpose 

We Iis I I art any tort wi Lh some notion of what: 
we want to achieve - let's call tntils our' "broad
purpose". 

Alsk what mighl b,_, tii: iiss rionor purpose of tho
low Ministr'y or 'lonirq and Nat ional Dou',loiipmnt. 

Iho I radir s1iOLidci guid_, tlie group to oi 
r'easuiriablo s latL.i'l'l50 . 

Refer to I m ) X lxp.i's of Mission or Purpcr'' 

Exaiiples Iroi Hl Nt 19 are? Lho I ciwL ring: 

Fcir._a Iou s i n g Proje c I 

Io deuelop , ()() hoiusi nq unit; by 1990 [In rrol Ih,
needs - on I ho has is or lirio t i zal ion o: t al
capit.al iid oiperatinq costs of the, pr'o ntri{ V
uIrhousid low- iciciie warianch! who have'gain lu
emp]llyini in tlic ccunci l's ar:a. 

http:capit.al


aLoFor Afut[hority 

To prov-ido to the via nanch i - in impimentaticin
oF the I oc I ct tir'lit ftcL -- needed programs and
services witLhin th'-' geographitIca ofarea t-he
counici I 13 (Jv','plpirq -effect iveu cost organization
and staff cijiti,<, arid other resources. 

gr'..a DMapr'ktt i-r'l. li 

10 a S W-i. iij ,.chiuJnq tio i th,,h 

del iver'v -iMi q;-'ruici, c i itll ins, arid [1ii revenue 
needs, of the le -l thor'iti biy providing market.
tacil it i s and <epportI ,ruics botLh (1) to [he
persins C.', llinq f ruits dl veeta'qi e[i-s m,al s, andl , 

oLher I 'i -rp, t ( ,:l i L ilis and 
 siipl: Ii , and I Loins 
to Me Ieiir' I liio.'h ld riecdc, a d (2) to the

Ianrilrich i M , (li t'FiC 
il s ar'ia a arid siirroundinig
 
s1maI eir' IIrbanli cente.
: rs. 

Ior Pr pira ion by a Loca ! fAuthoity_ of a Iocal
 
fl.uth ri t y I ', lpment. Prograimi
 

to devl' 'p aii srel''i.I lur''lirenl . approval of a

Iocal Aot ticr- i! Dievelopiiieniit f'roqraii for the

Co'(uic l prouides
I l IaL a fIrat Iy for the area's 
depu ill'rit ver L ' r'l'xt fiv, years, describing

I e btai;Ic rli''ic; of t ihe li(:i L ai.it-ior [ly, oullinin
 
lie, prioritv proje:'cIs ti' meet tieose 
 R eds, and 
dluinI, r-linq Ihil Irl e( ri (:i is abli Lo manage
and finrnce the' prujc r , dll in accordanc- withtheo MI(G 'n p ihlinlh d qilidcliri s. 

For'hl i ni'trmr I locus P rogqrimi 

1o tr,,atl, I i" ba",ioi r'iir'al d; louifpmert and
ninnoi tii-il init iatieco 
 in crdor' to imrIprove
:r'oh liii il-iil It i cal i'iru, r'osi)i.irc, iobilizatuion,

arid pro.j c ii nlomiip ril-ufat ionr by developing and
 
illpllmli,-i iiq Ilur'nuiqf-iouL 
 Kornja . ) i.sLric[ Focus 
for' Ruria l : I muent P r ogram fat (1) develops a 
cr:o uiert ar' y i'elat ioi rsiL p bt ween (i) tLho 
mini ri r'i i' ii I L heir secioral appr'oach Lo
d e 'liimuift ,iid (ii) [he disLr icLs i h their 
inlegral'd ipproach addressingto local needs and
(2) i:fll,ial ec to the disLricLs planningthe and 
opr'raldfi-rioi l ofap''cls districl-specific rural. 

oli iipiii'rtI pi. jicl s. 
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-
For a New- Progra -For Deue]opment of [orq-range and 
g.Pla. t.. ... ...... .b...o.....uhor 

ro deuelop, issue, and render e frechLive a set: of 
appr'aches and t:echniques For the dcuelopment./updat:ing
each year" by all Local authorities of long-range
(three to Flue year) forward plans and budgeL. and
shorL-range (one-year) Forward plans and annual 
budgeLs (esimates) that include statemrent~s of
miss. on/purpose; forecasts; goa ls/objecLius 
programs wi th work steps, schedules and 
accounLabi lit ,os; and Firiancial plans/budgeLs For Lhe
 
guidance of1 the local aulhority.
 

)is cis s ion 

However, we will not dwell further on this initial
sLep in this workshop, assumiirig Ehal:our broad purpose
is clear L- us. or will he made clear. 

InsLead, we wi I imiove on to whalt is r'equi red in order 
to develop a good plran to achieve the givyen broad 
mission or purpose. 
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3. Second Step: Forecasting The Relevant Environment in 

.- !_ .:b........]=n. .. ; __. __Lp_ ,:en. .
Which Hans Will Beic mlmne 

lhe next sLep is developing Forecasts. 

lOm a. What Is a Forecast'? 10:55
11.05

Ask what is a "Forecast"? 

-Ihe answer is that it. :i.s a staternerin of what 
we expecL Future cond:itions Lo be like as
Lhey can he expecLed t.o impinge on what we 
w I.L ant. Lo do, i.e., an esLtinaLe of a 
FuLure happening or condition. 

A Forecasl: is made wilh respect: to a facLor that
is essentially uncontro IIable from the point of
view or Lhe or'ganiza-l-ion . if the factor is
controliab]o, then what is involved is not a 
"rore(islh" but a "planning decision". 

Di. s c u s s . o n 

X<PreviCus lorkshCps have indicated that participants
souleliines have di f.iCLlLy in under'standing what a
"f-orecasL" is. So be sure to devoLe enough time, with
exampl.es [ncluded in Lt:as, imaLerials, Lo make this Lerin 
per fec-t.l.y c.1ear. 

http:exampl.es


1 b. 	 iwo_ .Typos oF [fqr' c'cam: I xtrn.l .aond rllr.Qrna. 

In rel.ationshjp to onl orgCar,izalion, tiher', ar: lton 
Lyp.s of lorecast s. A'k what o r Ih, Io yps 
oF for'ecarsts? 

th,' arswr Is (]) for'eco t.l exterrnl I 0to hu 
or',rlga izat ion rid (2) 1"r', o:. iltn rna[ InLI c, n rqgc- ii z.. o j l ..... 

o 	 I lis, ForpI-'raS uI -sI e ld3eo For 
fca Lc'r, exteronal to our ,:,rl.erpri ,, 
such as. lhe rate, ol growLoh iind the 
exp'cl:'d loca-tion of Our urban 
t4)jhII Iac i (ll. irllJ 

o orc ; [i. muslIt SO be c:e of fic torshi:' 
int,,rnal to our uorgarLi-ion, such as 
objocl-u, facts re:garding funds 1likel
to h auailaisI,:, channging qualitly oF 
our work force, possib iiV of 
acqui r' ing now aid muri:- adluarced 
equipm,:ril, and tlhe Mlke. 

We wili :iscuss Ihoe two hypes oF Forecasts in 
turns 

Dis cuis s icon 



3 1 cass of the lxtr lnironlnenl: 

are to
We haue already agreed that. if we 

bui.d a highway, we must .aysess hat is,... 
fc.rcas! - . wha I. condi tions we will 
oncot Lu r arid wit L thl t ft.:Ur'e sittuat:on will 
be regarding poptt ion s:ize and location, 
trafL FIc den;it y, c imat ic facto rs, and the 
like. Indeed, for' ever' s ignificant., project 
we urd~er'lke, ie must. Iiako similar, 
as;esmesr - forecasts futureor of 
condit ions. 

As k what, are somt', major cate gor':ie(s of items 
on which for'ec.(astts must of-itn be made? 

Wr'i e IUwn response on flip chart, 

Ask whatL Iwe to t or'(ast- in connecLion wiLh 
bui ldi rg a new waLer" syst em'? 

Wril, down r'vsrponses on Flip chart. 

Ask what we must forecast in connection with 
a slaughltrtliou cc pro ject? 

Write down re.ponses on flip chart 

)i s c ss i on 

Refer to it t1 20 "Lx ernai FrIemtN-L ors r d _F!i . .~ac a. xatnp cc .................. 


Let. us look nowxt at the top half of Item # 
20R. Herc is a 1 isL of ,xLernal Factors 
that we often Lo eualuate for onewill t: ertanr 
or anothter oF our plans. Tie list: includes 
such L :ing- as: 

o ft t.tur"e c ha ng e s i n _.a a;rtd re ulat ions 
(For our schools: ag .olevel. For 
comtrpulso(ry eduocat iort); 

Ifuture opttnt._)_pqo&.tion' . zo tti.n(for' our" lus ing pr'oje-,ct: locati'orn, 
inc Lhe'
agp.(, a.nd(: l] molfl l~l ]ocal.t 

11:15 
11:45 

iW WoI. ski p tlh:. itemts. ns you cover thorn From this text 
or Irlm I I tIf/ 2), ,t .ir't ici pantls w ill ble able Lo reuiew 

it' n.jIttt' :ilumn (in di ffe rent wnrnc ) ort It em I/ 20. 
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o 	 future prices that can be charced consumers 
of our services or products (for our 
slaughterhouse: what we can charge those 
r'ais-ing livesLock); 

o 	 future market demand (for our food 
processing pIanL conlsuIme r preferences and 
uolumes that will br purchased); 

o 	 Future aui[obi.Ly of cons tru cLo 
matria]s .andeq uipmn. (for our 
slaughl-orhouse: ,uaiLaiity oF machinery); 

o 	 future labor supp1y.and compos2it ion (for our 
niwi school: au i labl ily oF ,ducaiona. 
adminilstrators and qual ified teachers); 

S 	 futureo costs JhL must ba.paid (Fur our
 
hljghway what we must pay for road 
 buil ding 
equ i pm n L)' 

o 	 . her factors (for our porl facilities:
 
expected monSoon 
 condit ions); and 

o 	 other such factors. 

At the lot I un "F pac e Iwoao I f ein II 20 is a list 
of factors t hL we most f orecas t for a water
 
SLpply pr'u ,ct :
 

0 	 iOpuI lat i p l I rns 

0 	 [1.1 or'., (-'ICJ.iiia s on our' wa ero source (rainfal 1. 
that will accumulat.m e into Muors, 
re e;
,'iuo . , r l) is) arnd loh,'ret-ore F tLure 
wate r al - a ii Ii ,ies; 

o 	 (:tosL. "I pip and other mnal.eriaIs; 

S 	 ova i .ali 1 y of rowl ebii)ers of cur labour
 
force witlh neclo d skills; and
 

o 	 oLier such I c .ors. 

Discuss iun 

http:aui[obi.Ly
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Also shown at the bottom oF page two of Item # 20
 
are factors that we 
must forecast in connection
 
with planning for a slaughterhouse:
 

0 	 volumes of cattle, sheep and goats, 
and
 
smaller animals, to be slaughtered over the
 
years ahead;
 

o 	 population increases in 
our market area;
 

o 	 changes in distribution facilities, such 
as
 
in public markets;
 

0 	 changes in local transportation facilities,
 
e.g., highways, that will facilitate
 
delivering fresh meat to 
nearby market
 
centers;
 

o 	 need for and willingness of suppliers to pay

For the costs of a refrigeration facility;
 

0 	 growth in export market demand to nearby
 
communi. Lies; and
 

o 	 other such factors. 

Discussion
 

Ask how we 
go about making external environmental
 
Forecasts? 

The answer is that we must:
 

0 	 first make up a list of things about which we 
need to have some assumptions as to the future in
order to develop sound plans, and
 

o 	 then we must accumulate the best possible
information about how these things will turn out
 
in the years ahead. 

Discussion 
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Ask how we might go about securing this information?
 

lhe answer is that we should look to the best
 
informaLion sources available to us (consistent, 
as always, wiLh the Lime and money available to 
us for this part of our planning work), e.g.: 

o 	 weather oFFices; 

o 	 public libraries; 

o 	 research publicaLions; 

o 	 knowledgeable firms, departments, and 
people; 

o 	 our own projecLions from historical data; 
o 	 indeed, wherever we can get the best 

inforrmation. 

Di scuss ion 
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30m (2) 11:45-

You musL also assess what is likely to occur 
in the enuironmenL inLernal Lo your own 
organizat.ion. Please note that Lhi s does 

12:15 

no! refer to what- ,c. ions you are going Lo 
take as part of your plan. These latter
actions would be planning decisions, not: 
for'ecasts. 

Ask what "internal forecast-s"-refer to? 

Fhe answer is that they refer to 
objectiue factors inside your
or'garizal ion that ouer the time span 
your plan are not really under your
control but w ili happen anyway. 

of 

Discussion 

Ask into what three 
forecasts in t rna 
might be grouped? 

broad categorles the 
o.your organization 

Ihe answer .; that most but not all 
such rawtors can he grouped under the 
three broad cate'ories of (1) human 
resources, (2) physical resources, and 
(3) financial renources. Another 
calegory of such intt al forecast 
Factors 
changes 

relates t-o the impact
in the organizalion's 

of 
systems 

Examples follow. 

0 Human resources 

-- Management staff 

ProFessional staFF 

lechnical staff 

OFfice, clerical, 
and manual staff 
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o 	 Physical resources
 

- Buildings
 

-- Equipment
 

-	 Supplies
 

o 	 Financial resources, e.g.: 

- earnings 

- interest income, 

- debt repayments, 

- etc., 

and 	also
 

o 	 Systems, e.g.: 

- impact of now accounting 

sys tens, 

- impact of computer upgrade, 

impact of communications
 
changes underway,
 

--	 etc. 

Discussion
 

Refer to tem_#l._IntrnaForecast,--.Fa--Logrs..and Ex amp .1.'1, .............. . ......
 

Pages 2 and 3 of ILem #21 
give 	 eleuen 
ex -iples of in Lerna l Forecass From among
these above four major categories. (Review
these individually wihih the participants 
from Item #21.) 
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Here again, to deuoeop your internal
 
forecasLs, you shculd:
 

0 	 lisl thos.e interra] (actors that.will 
anffecL your plan, 

0 	 develop the be.;t possible informaLion 
on what is likely to happn with regard 
to these factors, and 

0 	 write down your concLusions about what 
the future will bring. 

Discuss ion 
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30 c. Iinlqicatjons of Forcass 

One more step that is irmportant regardring both 
your extLornal and your internal Forecasts is 
wriLing down Lhe JmlJ..coatio.n.s of your forecasLs 

12:1 
12:,1 

Ask whaLt is an "imiplicat ion" of a Forecast? 

ihe answer is 
necessary co 
of a forecast 

that, it 
siqlenco 

foryu.pan. 

is 
---

a stateent of the 
or significance --

Di SC ssion 

Examples 
concept. 

will be helpful in understanding this 

o Let. us suppose that in connectlion with our. 
plan for improvigrg our security Force i-, 
have for'ecast,. ha Lnelo ilyien t will ri so byv
100% over the next f ive years accompa'niod by 
a subsLantial ilncreaisie in sirot- crimie in 
Lhe urban c i t r. 

o The imFp1licliion for our" plan iilgit 

we muIIst- sibti, an ial ly ircr'ose the 
askari s ign,,d Io p-trolling hc , 

be that 
riiimiber of 
stre s. 

Gi.ve o1 tier' ixllilIl]i.S oF forecasts - po;ss ibly fron 
the seconiid paqps, of ] itll. No, 20 and 21 and ask 
what il-i t ho i l i cal ions of liin roliualt. to 
our plan. Point o1.1t that Ih ilpticat ion, luLs 
be relevarit to i plari or I ics'e ihS rio nieod Io 
Iako th, for'ec,-n.t ii the first pliac'. 

RIotor Ini Ite 
Iirplicyt ions 

#1 22 "t.xaiipl 
of l(r,,(:q . ts"' 

.c oF Rot uevnl: 

IMerl r'viel w it r licipants 
foireca t . a dill(tleir inil.li. iitiuns 

mxiples of: 
in ] et.ernHI22. 

75n LUNCHEON BREAK 12: 
2: 



- 63 -

TUESDAY._AFTERNON (180 rr:i.nuLes, including a 15 	minute break,
programmed out of 180 minuLos) 

5m Call group to order'. 2:00
2:05 

). L..[M NTS .o__'NNIN. AND HO.W 1CARqY_ [M OUT 

3. 	 Second S.p- -or,-AsLingLhe Relovant. Environntin 

IOMn iotad. W'i ing !.) ojre~r.?cas I~s . id. I hft.r_.d, 	 Wr'iLirt Down pl q ...oos- 2:050---------5rInhcLin 

2:15Pleas:' not: that at th i s point we shou]d put down 
our' 	 (:oncl us ions abouL .e lt Luro in writ ing. 

LeL us stop for a momernt on thin point of writing 
iL down, 

0 	 Our plan is lik:' a cormplex piece of 
machinery. We need o unde,'rst and how its 
parts ar' put toget her and how they relate 
Lo i."nio I. han"er' If we donL ., we are likely
Lo buildIa very inefficient piece of 
maci nor'y oJr p [an, 

0 	 Mor'ver, if wr do have, in writlng, a 
blueprint of our plan, we can readjily see 
how a chiange' in one parL w-ill affect. every 
other parL. 

Writ' down e c:h of vour future enuirorncnLal 
I 	 a'lI nr(:rid I li r' i plIic: ations: 

S 	 so [that you ard euveryou:' eIse concerned with 
I& plan ill on whaL you havea understland 
baood i , and 

a so that you c.n [the imiore c-sily modi.fv it as 
illI te nectssary a there as r'esu.l L oF Future 
working out cliff eriJy than you had 
or'iginal ly oxpected. 

lli s satmo poi-t abou t he value of wriLing it 
down will apply l.o all or Lhe latLer planning 
steps [hat w: wilIl be di scuss ing. 
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15m e. Formats for Forecasts 2:1 

At the conclusion of our discussion of each of 2:3
 
the planning steps, we will spend 
a Few minutes
 
on typical Formats for stating our 
planning

results. We don't want Lo make too much of these 
discussions of formats. Our purpose is to
 
suggest, for your FutLL-e use, the elementskey
that should be included in stating the planning
 
results in each of t:hese areas.
 
Refer to Item # 23 'Exaples of forecasts Formats"
 

rhe formal: for Forecasts should provide sections

for both External Forecasts and Interna]

Forecasts as well as provide For stating the
 
implications of the forecasts.
 

(1) Forecast-s with S?par tempications 

First, illustrated in the box on pag:' I of
Item # 23, one possible Format is to state
each Forecast and fo'llow it with a stateiriert 
of its impicaLions. 

This approach is the most rigorous and will
yield a bet ter result Lhan including the 
impli cations as part of the forecast 
slat ement: but is more diffViculI. for 
practical officiaa s to accompl-ish.

(2) Forecasts .n c. inp)_i_c_aLjons 

Second, as shown -in the box at the top of 
page 2 of- [tern # 23, the Forecast and its
imp) ications can be incorporate-d in a single 
S tatLemlen . 

This approach is Lhe simp)es t.to carry out 

(3) Forecasts Followed by Set of I[mnpicatLions 

Third, as shown -in the box &t. the botom of 
page 2 of Item #t 23, anoLher aliernalive is 
first to l.ist a.. forecasts and then to 
follow this set of all oF the Forecasts wiLh 
a set. of a)) of t-he relevant imp]icaL.ions. 

c, with*Note: Review participants this and subsequent 
alternaLe Formats From Item fl 23 



[his approach is best used when it is
 
di.scovered that some forecasts lead to two 
or more impli cat ions and some impli cations 
are derived in who]e or in part f:rom two or 
IIIor'e for'oc (; [S . 

Your" choic, iioi alIso depend on where you wish to
 
p lac,e ,mptha is. Iuis, 1he fti r'sL approach may
pl ace a ,oiiwlihiI grea t emilphas:i S on the 
impl i(:,l ions thain does Lhe second approach. And
the Lhird approac h rlay make possible a more 
logi ca II or'anUif,,d and l iierat- set of 

I) is cub s ion 

Ic; conclude,, w must not over]ook the imporLance
oF bing clear in our minds about what the
 
lea ni ng of our forecasts is for us -- that is,
for our plIan. lhus, a well-deueloped plan will 
state: both (1) cur environrlenlal forecasts and 
(2) wihal their r'e levant implications are for our 
pla n.s 

Dis;cuIssion3
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F 	 Wrkshp Exer'c is Deve op,p Purposlo/Mi ssi.n..nd 
Sor.,sts for an Organi zation or a Projct. 

Rtoor Lo It:,r II 24 "Workshop Exrciso -- Douglop
Purpos.q/M-i rci n d Ir:, f or r ons t s ,n cn-i za i::.0 .or ar-.Projoc L". 

60m For'm i t o smll I qaOnlc iind poI],o, exercise .2 
Hope ul.ly, al- l' asl ono g'jrou p w i II choose a major 3 
department of a locail a-iuthorJty or a maijor program of
such a mijor d,,par lieni.. 01 h:rs thou ld chooso a 
capitLa] projc ct or other oic, tBile projecL . 

ISn AFTERNOON BIREAIK 

3Mm Compicitc, group work, 3 

4A5i Ask small gr'oups to ripirt in lhPir rosu LKs. 4 

Di scussioi (l,,-d r blculd a:sk pir'ticipanLs not. Lo 
(:r'it.ici Ii ;iIhi; l o 'o- the l :nc nd iiiscloill the projoci
dWl.ai Is bint in . loaid i" ciomlli- o iiiwhet lir' Elh 
lniAssionnr/ti.ir'pi).e W t iwitiih ; he tiirecs I.s andi lll3 iCdiii,,l r c or'i relFs HUI goodic o-xrmlll of c) Llh 
c:oncolls IhA haveh ,l Iwo. l l) ou s :y i.nrq and('] t ;lsuggest; . 
howu they mig t heI ..l, tod hi:nt or .) 

LUEN [fNG RMflI) ING t ItGNMINI Heiiis /s 25 thIrough 33 excipt for, 
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WEDNESDAY MORN[I N(.;: (285 inirU1:els, 
prograeried out of' 285 minutes) 

including a 15 ininuhle break, 

m Call group Lo order 

D. EEM.NTS Of P[ANNING AND -OW TOCARRY THEM O.U cont, 

8:00
8:05 

'. i rd - S p S t.L-iir ocbij For. an Organization or 

n a. Whait. i,s n Ob4cc L- e? 8:05-

Ask onco e ihaue s lal.ed our Foroc astLs and 
ijipl]ical ioris, what -is the rexL. ,.tep in good 
p ia rnn iIii ? 

Ic!h iswer, is that. neoxt. we mus 1. doc-ide 

thoir' 

on 

8:10 

Otir" obj e(: I.i.u es . 

Ask whaL i i "co (.jcL.u. 
''' ? 

nri.s iA.ers u i vr an may dIof- ine "objoc Ei ve" using 
synoliv., such ,as "goiIl or' 'aim" . Do rot 
ac : cop ,Iht. es a nswei(-!r, s .Sol tic Ht: theo answme r 
Lh~i I ci (nc:bj cc L i v c1s a s La 1.c!ii e!nL. of*w haL 
';p,1c.i f i iaI ,l we nLond I.o ac:comp .ish, 

D:i s cuss I I 
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10in b. Sqpq cifcitiy 

Refer to I..m ./ 2.,0bject-.es .. Planning
Consid-raions and [xarnpts ' 

As indicated in Iteri #I25, o:jecL:iuec must be
 
spec:if:ic. 
 Mhey Lust define such things as: 

o What -- describe? 

o totw imuich - quanti ty? 

o When - dats? 

Examplec follow (the leader should turn to tItem 025 
and revuLw its c:ont-nF M'h the parLucipanLs): 

* lo build added 
 o1 build 1,000 new hous-in 
roads and improue unils by 1992 
exist-ing roads so 
that the nati onal
 
hi g hway sy c. tm
 
Iwfl.Il be ab t, Lo
 
handle 50)% more
 
trafl[ic by 1995.
 

o 1o cons truc a road o To build two low-'incollle 
20 kin long from Towr 	 housing est:ales 
X to town Y by 1988 of 100 units., each by 1988
 

o To build [he planned a To buil.d hous ing units
road 	10 rm:trq wide costing not to exced an 

auerage o1- Kshs. 100,000. 

o to construct. stroet. -Io constr'uct th housing
curbs 1G cm. high units with local ly
allong the now road produced hi.1Jding miht ie 
who i I.pa s;
 
through mar'ket
 
conl[irs
 

Di scuJss:iorn 

http:2.,0bject-.es
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30m c tirrchy ofobj c .ivey.s 8:20
8:50

)bjectives come -in many shapes and sizes, 

rop1) .n n cLon 

As indicaLed in 1Loe 1 25, there is a natural 
hierarchby of objecLiu es. 

Ask wh-lat we mean by a "hierarchy oF 
objectives" 

-IN answ.ur is that a hierarchy oF 
object ives 
ranges From Llhe mosL long-rdnge
to the rn'sL -immediat faromi the very 
broad Lo Lh, mnosL speci -ic. 

The long-.range and broader object ives will 
usually conLa in language oFten called
"qualiaLliu", i.e., staLements describing 
resul Ls in oF ortermis broad objecLives

conditions being sought, e.g., educaLion of
 
Lhe 
people, Lhrouqh classr'ooln programs,
consTsteriL il th nat.iornl laws, Lc.
 

tMe slhtort, ,r-rane arnd more specif-ic obj ac Liveswill usuall y contain ]arguage ofLen called 
Nunlti , l ivp', .,. , aLinen Ls con Laining 

specific i,'a.m.lreinil sucha a 60%, KShs. 
I ,0()(), bVy I. l),cember, aL Lhe inLersecLion 
of X and Y ot rol s, ec. 

[)it Irl_ words are used by various 
organ I /o-tIOric For 1thes: several types of 
obj ect iyes . Iwo se,.s of sLIch Lrmls are LIheUoi ]('1. lAl: X: 

o Purpose or Missinn o Key Objective 

o Goal. o Cri tical Objec Live
 

o Objective o Specific Objective
 

Discu s ion 

16iinot make Loo much oF 
the distinctions between 
those
 
erms.. Whi.e .ese connolations are 
very generally


acceptedt, iL is the ideas that are irrporLant, not the
 
lpart1i cu tr lermImi nology,
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Some persons make the major distinction
 
belween "st ralegic objectLiues" ("goals" in 
Lhis workshop) and "specific" or "operational" 
objecu ives. 

Examiiples, of the hierarchy of object:iues are
 
presenLed in [ILem # 2S, 



(2) Urpos.' or Mission 

alreay ciscus edWe haviu, dv the developrient of
s;Iat il'l . ( p1urpose or mission as the first
slop in planning, Iten // 19 gaue seueral 
olxaIpipsl ; such Oat'il('nl[ s. NowAJ we haueI I 

pr'ovidcl an for' an
'xa iijlo ,ducaLion ministryon p "a,2 II lilm H/ 2') of how1 su;ch s Iatolnents 
light h, ilPl)l,'iiHIi O( tlir'ouglh increasingly 
v Icic ',Is ofl nal', obj cLiu s, and euen 

y1 l Ior, specific o ject:Liues. 

lhe[i rsltln,[Ial vit1iL on page 2 of [Lern # 25
 
prouid-, an i:axiple of 3 broad purpose or 
mission For ai education minisLry as Follows: 

Mjssion/Purpose: Io proude through an
 

educal ion minisl:ry for educati:on of the 
urban arid rur'al popula. ion through
clIassroom programs mleeting nationally
adopt ed edo[ctionalI laws and standards. 

Flhis . Ialoilt is really not tlime-limited. IL 
looks to the indifinitc future, It will 
change only slowly over' Lime. It seems -- and
is -- qui te general. lut it is not quite so 
general, as it nay seom at first. Indeed, it 
tollo us gu' a lot: 

IIi' r z'l Inli .i il, do the work, i.e., 
Ilii' PdiiCol ii lministry; 

i i iloI i I i In do, i . ., pr'ouidc
 
od t a.I i no I ,Drur o' f ,
 

I o whouuml I Ihe pr.ogra.n.s ar'e Lo be prouided,
i.e., (li, ur'bai and rural populations; 

i ic Illi,u4,lv f"r'dl i voring Lhe seruices, 
C Ia .nroiii programlsl; and 

I Iwkilrl'n, lIhP urganization wi l. look to 
( liNir, Iho nuibers or class grades, the 
i.,' luIs I lepopulaLion to whom the 
pog .l, ioiIlIh, of fered, and the types of 
p jr'.ii. In he ofr red, i.e.. nationally
."hlplid odiicrl i"nal laws and standards, 

13ut IIi ' qa in lint it.is not: usually
apprlel.i .1 In ocude1i quanLitaLi.e measures 
in a lr puu../iii ,iOln slaLoinent For an 

I) iI,;:ll,S i iil 
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3~~~ ~ L 6,r 

nn exml ofaln-ag krltd o 
He; red ' ur _ J is~on s a e e t _ S_ 

1g, _PP -

a s" : f o< u -' e a ,1 - k 

Goa: ":Torbblld ,and: st:aff 'with~
Lteacher'by-1.995' enougW~classrori~w. 
Eo.$~d'elver eight ,years, oV., primary~, 

~,~edu'cation to8O%,of the population
boF'the country, s ''urbaI cente'rs ! 
poppu la' i on ) ;a'nd to-40% of; Eh&e 

~This, dol'is,.more, specific- and quantitative than~o 

o" IL Lolls uswatAewant: Lo accomplish n- Fie 

0 It can b ' ,ogie-si developing£a£
mneaningfu1l -lng-raiige2plan '7"'. 

- ,Vgoal can~ be generally de'eriinbd broad j i ine 

o Resources required~can also',b6 "p,nncd 7for and 
-n ou aoldVfrnciaI plan- orhrd budg 

7 Ae-4 vel~opeu,44and, so onx" 

T 7 (44$ ~ 4"" 

4 4 Disc'ussionm -~ 

V 

S~ 7$4"~44~7 7 - ~ ~V 

~YP 7 ~}~7 )%7;~"' 

-4 .4-.-4-47 
4 

44 - -

j 
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(4) ShorL.ran,- Decii ch i 

An exampl e of a shorter- range, more specificobjec .uLe, dir'iud from the longer range goal,as suggeslod in item # 25, might be as follows: 

uppcific) Ob eiue to consLrucL 300
C lass rcOoimi -,;or' tihe next, mon FL ii1 .in loca]aut horit y X al an auerag, cosL nol: Loexceed KStr,. 15,000 per pupi] space, witheach Facilil V so localed thaL intendedpupils will be within 3 kilomiort- of each 
school faci lity. 

Now we hauv statei:d an olib-jecliv that, indeed,Lolls us a uvry greatL d al ,about whiat: we want:to achi e', ViTarouer yo ahead . Now we can setabouL de'termiring the l cations of our" newschools, how large cacti wili]I be, what each willcost , anid I V, I ik. And, of ciiur';o, now canweactual y ]INV out (1) i-i pr-ogram for sifte
 
acl isii ion, iiWriu;trule 
 ioi-i, anid epJ loyleint ofteacti:arcig staff ard (2) an exporlditlure arndincome budget tor both (construct-ion and inili al 
operat ions. 

I) i c uss ion 

And, firalI/, to) imp ement I lte above

short -range bjcl iuys; we (:ar 
 -- indeed, wemust. carry or- specific objectiues down theobjocl iu s' ti ,rarirtiy into grioaLr and greaLerspeci ( ii it / adri detail until we rinally end upwilti siichtt ,i iitti ohj i uis Lthe oxaiiiplos
fcuri ct aW ttlI nd cit Item 25: 

SL.i I I More Specif ic Object i.vuos: 

Io ,icquiro byl -arv forleb st,
c(: ir-cii :t un "t a p iiii-r'y school, ILo
90,00( l poieces-goa r. moto pi- of properly onliio t Iisni"sL C rrier o tho inL.ers, cLion oF
X ar d Y trel,. at a ccst not to exceed 
Kshs. 5,0)(00 pier' stiiare mot-or. 

In construct t rithin 1 mor lhs a primaryschoiroii l :iiiilding on ite # 2, cor:naining 300pupil spac s, a. a cost icit. to exceed (shs.
1i0,0)0 per pup il space , adher.i ng t:o 
na tioi al aind local educatlional andcon:-s t ructio ui i id, liiios aid sLandards For 
such a facilityi. 
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30m d. Standards for Objectiues 
 8:50
9:20
 

We can, of course, state the central thought contained
 
in an objective more L..iefly than in the examples in
 
the preceding discussion. Thus, we can say:
 

Brief Ob ective:
 

To construcl: a primary school
 

Ask, if we do this, how will we know if we have done a
 
good job?
 

The answer is that if we state not only our
 
objectives but also standards for them, then we
 
will have something against which to measure our
 
performance.
 

Discussion
 

Ask what is a "standard" for an objective.
 

The answer is that it is a statement that furiher
 
defines the objective and provides us with a
 
measure to tell us when we have actually achieved
 
it properly.
 

Discussion
 

Refer to Item # 26 "Examples of Standards for
 
Objectives
 

Page I of Item #26 lists a brief objective and four
 
standards for the Ministry of Education goal discussed
 
earlier. Sometimes we will wish to state our
 
objectives in the simple form stated at the top of
 
page I of Item # 26 but accompanied by standards as
 
also shown on page I of Item # 26.
 

As another example, page 2 of Item #26 shows fe:
 
the second of the "Still More Specific Objectives"

shown at the bottom of Page 2 of Item #25 --. both 
(1) the objective stated in simple form and (2) stated
 
separately, the six standards that will tell. us if' we
 
have (lone a good job.
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Ask 	again what is the value to us of stating the
 
standards?
 

The answer is, as suggested before, that these
 
are statements that tell us -- if we meet them
 
-- that we have done a good job.
 

IL is not enough simply Lo build a primary school. 
We can do that and stil.1 end up with an inadequate 
facility, spread over loo much land, built at too 
high a cost, and failing to satisfy our 
national]y- and locally-osLablished cri.Leria For 
construction of a modern, efficient and effective 
educational Facil.ity. 

But when we have built the building to the 
standards that are part of, or that accompany, our 
objective, we will begin to know that we have done 
a really good piece of work, one that we can be 
proud of. 

Anotier example of standards might be for this 
workshop itself, We might have something like the 
following: 

Qbj e__i-_q 

To put on a fiue-day workshop on planning and
 
budgeting for senior local authority officials.
 

Standards
 

1. 	All basic elements of the workshop subject
 
matter are covered within the Five-day time
 
f r ae.
 

2. 	1he members of the rc jurce team are judged by 
other Leam members to have fully munderstood 
and adequately presented the substantive
 
workshop concepts.
 

3. 	 The att.ernti on of the workshop participants is 
visibly maintained at an excellent level 
throughouL the workshop. 
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4. [he back-home programs doueeoped and 
set Forth
by the participant teams 
on the last
judged by he resource 

day are
 
team and parLicipants
both (1) to indicate that Lhe basic ideas
preosOntOd i rthr whorks;hop hauo been wellunder'stood 
by Lho participanLs

roproisiiL progr'alns 
arid (2) to

of hack -hoire acti onscan be impemer thaLinted wit.h coristrucLijuo results
For the 
part icipants, Iocal dulhorit7jes. 

5, Tie prt-Licip 
 ts qJu,:, a 
 nso 
idaLd rating inthe wiorkstnp 'uliwt lin qlsi-toonnaire atoF 
least 8 oi a scale of (1. 

6. Workshop (Is are coo tlied within the 
initialJv 
 'stabl ished budqo. 

Discuss ion 

Fina]ly, pleas,, nte that in order for standards
 
{o be LIseIf l, il must be po'sible: 
0 toa irliel r o. pertrorlilac : ago-- n st tic staridard 

amnd 

S t.o deterine ari rii:'f r'omii the standard so asLo be able to e IaU atl perFor'iarice arid takeany 
reoded cor'roctiu 
 -
actirion. 
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1or e. For00 s fo_.Obj ,.ivps 9:20-

Let us turn now 9:30to approaches arid 
formats that
might be us.ed 
to staLe 
objec tives and standards 
for' them.
 

Refer. Lo 
.ItiemI 27 "1 X_- ----- Objectives 
For [ts - . . . . . o. oal.!... . ..
 

"us 

objoclivt ,,,,[he rim 


In triint ig down varii of the hierar'chy of 
L "'Goal" is best used in a
lorig- r'ange pl,anning conl ,x Land "Obj'oct ue" i ri ashort -range' plnnlring conte x .
 

Goals and oljoct iuev, should, as feasible:
 

o be action or'ioer d,
 

0 be spt -it"c as I a ro i 
 . and 

o incIlude st Iordtr'd,; or' I ti-asure hath wi 1.1 tell 
us wIhin we hiave doeioi good job,
 

Goals wi I ] of colr: , I rd to ircor'porate mnor'qualitative 
imiit tsr , Ob-ject.:iunsb. will includemore lJ-nt it Iv or''; ,J (: iltm -asurs.
 

Fir'st, as 
 udi cat d in Item #/27, ic should beginWih ,an 
t ilo verb using the inFinitiue case. Weshould also 
I.<,adescr'ipivo vcrbs like "build" or"cottacLt and no! 
qual i atli veris like "ihproue''
or' "strengthin'. roc'exarple:
 

0 to Coil, I rucLi
 

o 01 1c t
 
Second, we ohuJd ie' spe cific 
 as to the result::es iret, i .. Ihe "wh For examip o: 

o to con,.Iriicl a priiialry_ school 

0 tJ :o lle
,c t 50% or in
e ie va.I u P,r'a l: s 

lIIir'd, twi€.shoirld ailso ''it icr giv: standards 
or
leasuares iii Lha rao l 'r obj('cli ive UselF or
 
Jrnclude .stndar 
ia epa.r-te,t ardari dss [/al-e':ill.ri 
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Item # 27 illustraLes these two approaches to, or
 
formats for, stating objectives with standards.
 

As discussed, Ui is when the sLandards are met
 

that we will know we have done a good job.
 

Dis cuss-ion
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f. 	Workshop Exercise. Develop Goals and Objectives
 
for an Orqanization or a Project
 

Refer to Item #_ 28 'Workshop Exercise - Develop 
Goals. and b*cvs oa Ora nization or a 

45m Form into small groups and co;nplete exercise. 9:30
10:15 

15m Small groups to report on results of exercise 10:15
10:30
 

15m 	 MORNING BREAK 10:30
10:45 

30m Continue with group reports. 10:45
11:15 



0 
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Once we 
have stated our objectives,
decide on, and 

it is necossarY Lowrie down, our program For achievingthose objectives, 

a. WhaL Is a Program? 

Ask what is a "program"? 11:2 

lhe answer is thaL it is a statement oF whal
work we are actually to do.
 

Discuss ion
 

Ihe GOK follows this approach in Uts instructionsto minislr ies. Parastatals, and the Dis.ir ictFocus. 
 thus Appendix D 
that 

and item / 17 indicate'
these urganizaLions are to provide
 

0 first, a summary 
stta eiment of objectives
each sub)-uol v, i.,., 'ach 
for 

major organiza ionurnit under a ministry, and 

second, a nhort de.'s:r'ipt inn of !he workprogram L be financrd by the estimatesprovision i .r each project, program, or 
ac i vit Y
 

Discuss ion
 

Ask what tire things our program description
consists of:
 

lb:' answer is that it consi sts of: 
o f irst, what. is actually I to be done, 

o second, wh:.ci it tois b. done, and 

o lhird, who is to do W 

Di s cuts r I 
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20m b. Developing the Work Program 11:25-

In developing our program we must start by 11:45
 

deciding:
 

o what is to be done, and 

o what specific work steps are required. 
[his must eventually be done in great detail. 

Discussion
 

For example, if we are to build a new cooperative 
housing project, ue havewill many work steps. 
Ask what are some of the steps that might be 
involved?
 

List responses on flip chart. Answers givenwill range From locat:ion of [ho sibe to actualconstruction and from forming the housingcooperative Lo making the lega] arrangements
with members for rental or, for long-term loans 
or mnorLgages and repaymenLs. 

Refer to ]te mt_-!#_-.2_9 .,-)_or r ams -- PlanninqConsidera ionsand Example of- -is- of Workst.ps" 

One list of such sLeps in a work program for a newcooperative housing project is given on the First 
page of ]tern / 29, as folows:.* 

o Form housing cooperative as a legal corporation 

o Determine size of site 

o Determine location of site 

o Arrange overall Financing
 

*Be sure to turn to Item # 29 and review this list of 
steps with participants since these steps will Form thebasis for the next Lhree exhibiLs and the discussion
relaLed thereto. 

http:Workst.ps
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20m 	C Time Schedules 11:45
12:05
 

Next, as referred to on the second page of Item #
 

29, 	we must determine the time schedules for the

project -- when we are to do the work. 
 This
 
includes determining:
 

o When is each step to be performed?
 

o 
 How long will it take to complete each step?
 

o 	 Are overlaps possible? 

o What is the critical path?
 

Discussion
 

Ask how we develop a time schedule?
 

rhe answer is that we must decide how we are
 
going to undertake the work:
 

o 	 What will we do first'? second? third?
 

" 	 What work steps can be carried on at the
 
same time?
 

o 	 Which steps must be completed before which
 
other ones can be begun?
 

Discussion
 

In building our new cooperative housing project,
 
some of the individual steps must be undertaken in
 
a particular order.
 

Ask what are examples of steps that must be taken
 
in a particular order?
 

The answer will be such things as that we must

acquire the 
site before we can survey it, we
 
must 
survey it before we can lay out the
 
streets and 
the 	housing plots themselves, etc.
 



Vh~~ foe esenbe. taken s~mlnou 

undraensimult'a'neously?C 4~s 

'T. W :,answers are'SUCh-things as "that w~e c'a'n ay 
wa Le r;, es. and. sewerage liles,'a L te ' same' 
tie n welcan be'arranging projec't-"~

f inncigad 5gnig-up membr o~h 
physical as-pects oF,s'i Le preparaion-n 

Refer to Item #I 
 Eapl o ewflousinqs~~'

Froj tqj o t_ gteqce-.of..Event Analysis, of Proiec! 

AciiisCdiagram). 
 '' '

I'i in itial analysis I uStrated ur ~ Vo 
-housing, project in'.Itm # 30.: 'Forthis" exhibit wehavetalso 'determined and~evaluated the, t i meii t

irll take to complete' each ofthe se,16 s teps theLimes-For which shappen'to add up to 236 W.2eks
(Review this exhibit carefully and in some'de tail)

Ditscuss-ionr~ 

Now we. have decided on: the logical order of the4 work to be perForrned ~and the' time require d' For4each step. -Next we must decide an when-tpndertake the work involved and wha iii be theoverall duration of the'' proj ect. 

http:gteqce-.of
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40m d. Critical Path 12:05

12:45

A very useful tool for developing the detailed time 
schedule for a program of work is 
called "critical
 
path analysis" . 

Ask what is a "critical path". 

The answer Is that the critical path is that 
particular sequence of activities that will
necessarily take longer to perform, one at a time, 
than any other sequence of activities. 
Paradoxically, the shortest possible time for 
completing the program is that sequence of 
activities that takes the longest to perform. 

No matter when we Lk.tnt to complete the project, the
shortest possible time from start to finish will be
determined by the time it takes to perform
sequentially the wnrk steps 
that lie on the critical
 
pa., it is the sum of the completion times of all of
the work steps th". lie on the critical path that is 
the limiting fact, - in getling the work done quickly. 

Refer to Itemn # 31 "Example for New Hnusinq Project of
Crit.ic Pa[t_ i o ct AcT,uit i e s"._._).n 

(diag ram).
 

h s_SO.f _P roje 


Item # 31 illustrates 
the concept of the critical path
for our housing project. (Review this exhibit
careFully and in some detail.) The critical path
involyes 9 of the total of 16 work steps and occupies 
arn ovc-'al] elapsed time of 113 weeks. 

Discussion
 

Now we can 
develop a detailed time schedule for our
 
prog ram, with beginning and ending dates for each step.
 

Refer to Item #-32 "Examp1e of Work Proaram with
 
Critical Path chedule and Accountabilities for a
 
Hus.g.Prcject." (table)
 

.[Len # 32 illustrates a completed schedule for our 
housing project. The time in weeks required eachfor 
step -is indicaLod on the diagram. The total of times 
for all steps is, as noted, 236 weeks. But, as also

noL,'d, the overall elap_sed time is 113 weeks. Fhis is
determined by the tune it. takes to carry out, one
time, all of Lhe activities that lie on the critical 

at a 

path. 

Kncwil al so as l'rcgrai:i Review and Eva]uati.on Technique
(PRI) and, in t.he consl-ruclion industry, as Critical Path 
Me Ih ,d ( PM) . 

http:Eva]uati.on
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WEDNESDAY AFTERNOCN (180 minutes, including 
a 15 minute break,

programmed out of 180 minutes)
 

5m Call group to order 
 2:00-


D. ELEMENTS OF PLANNING AND HOW TO CARRY THEM OUT, cont. 2:05
 

5. FourtLh Step: [)uloping the Proram of Work To BeAscorr _ishbeQd_ con t 

15m e. Accountabilities 2:05-

Finally, as indicated on page twr of Item #29 we 2:20 
need Lo decide on assignments of accountabilities,
 
i.e.:
 

o 	 who is mainly responsible for each step, and 

" 	 does someone have a major collateral 
responsibility for any step? 

Often, when more 
than one key line or staff person

will be involved in a major way, we will want to
indicate both a principal assignment and a 
collateral responsibility. For example, as
illustrated in Step 1 of Item # 32 "Form Housing

Cooperative" : 

o 	 our rierk has primary responsibility for the 
formation of the cooperative itself, 

o 	 but our 	attorney has major collateral
 
responsibilities 
to assist in and monitor the
 
arrangements from a legal point of view. 

Discussion
 

In any case, if 
we want the work performed within

the time schedule and budget, ue need Lo make
extremely 
clear whose feet are to be held to the

Fire for accomplishing each part of the job.
 

Discussion
 



lOn 	 F. Fr-nats. For_Pr'orams and Projects 2:20
2:30-

Now let us turn to formats for writing down work 230 

programs. 

Refer to ter.I. 33 _ xaanp., o prograr..For at" 

lhe Formal- for Lhe program s tatement must prouide 
for: 

o 	 keying into Lhe objc Liue, and 

o 	 stating: 

-- the work to be performed, 

- when it- is to be done, and 

- whyo is to be held accountable. 

Iem # 33 prsents an oxairpie For a project 
(reuiew exampl, wiLh part-icipants). 

rhe conLera of Ih- program slalennL wi ll, of: 
course, uary dependding on the pr'oject or program.
BitIa including Lhe essenli al elemenls of wh.L 
when, and who i.s absolutely essentia] 

Discuss onr
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g. 	 Work.o_ E~x rcise: DeveIploi Work lPro.grim for an 
rganizati n or a Proj ct 

Refer 1.o I.. in_ #._341 "Wx hi p rr.kcs .p )*x.,?r.Ls a_
ork__ .!qram for the 'g..ar izai an or, Proct" 

60m Form in to sinal . groups And cump ll.o oxerci!:e, 2:30
3:3015m AFTERNOON BREAK 3:30
3:45

30m Srrmall groups Lo continue Lu t.h uxerc f;e 	 3:45
4:15


45m .Small groups Lo report on rosuls 	 4:15
5:00
 

fVFNING RE ADING K)SI GNMENI: lters #/s 35 through 45) except. 
Items #s 39 and 42
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rIIURSDAY MORNII d (285 mnrinuLes, including a 15 minute break, 
programmed out of 285 minutes) 

5m Call group to order. 8:00
8:05
 

D. ELEMENTS OF PLANNING AND HOW TO CARRY THEM OUT, cont.
 

6. FifLh Se -...Budgetinq__as.. t he Financial Representation 

of the Pr oq.a9for the Organization or Project 

Next we must develop a budget. 

5m a. W hat Is a Budget? 8:05
8"u
 

Ask what is a "budget"?
 

lhe answer is that a budget is an itemized 
estimate oF expeci:ed income and expense for a 
given period in the future, i.e., the financial. 
representation oF our work program for the 
organizational unit or project. 

We illustrated this relaLionship earlier in our 
program in Item # 10 "Program and Budgets - A 
irrou'Image" (diagram) 

Discussion 
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15m b. Initial Formulation of theBudg.t 8:10-

Our initial budget must incorporate both: 
8:25 

o the_cosLs of our program or 
expenditure budget, and also 

project, i.e., our 

" Lhe income we expect Lo receive to finance it, 

i.e., our -ncome budget. 

Discussion 

Refer to Item #. 35 'Examp cs of Bud qats" 

[tem / 35 i. llus[rates expendilure and income 
budgets. i lc fist page illustrates a budget -_for 
prj. I he second page [;Llus trates an annual 
budge.t._for an o._._r_ganization unit, 

a 

o NoLe LhaL in the examples of both 
budgets, planned experidiLures and 
balance -- as they must be. 

types of 
income are in 

" Note also that the expenditure budget
organizaLion unit includes: 

for the 

budget Lotals for organization units and 
sub-units, and 

line item detai1 for individual types of 
expenditures within organizational units. 

(1) ExpeqrdJ.tur! .Budg et 

We will need to develop an expenditure budget.
Already having laid out our program of work in 
some detail makes it. easier to determine costs 
for currving oulta ',work step and activity 
with some accuracy, lfhi total of these costs 
will1e .he e'penditure budget: for our project. 

HaVi n de:veloped the schedui.e fo'r our program 
of uwor-! steps will also make it. possible to 
decide when it will be necessary to incur 
expenditures. hus, if', Ior example, our 
cooperat.ive housing project will extend over 
more than one year, Aje can more easily decide 
which costs must go i.ito each successive year's 
annual budget. 
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S92Y" 

MoreoverT -just'.as we should allow a con't ngen~cy
":;~f~~-tim shedlefor.,.,uexpected, delay/s,~:~~ hula2~ld -osongnc#~aprovide in~our 
projec xed~r ugt 

~ ':;'<. 

'3,, ~ I usual f.r r 
(3 ~ ~ ~ -'-~~s sWwhetfver providing an alowance for'< 
,,conLign1e ,~, sa practic- jc

budgetLs and,"if so, Thow large Such An allowance 

The answer willI surely-be that.'this i & tisua 
practzice and , probably, that th~e amount setb 
aside is 'in the o~rder of :10% 15% of' the 

'4 total expenditure buget, 

Discussion , 

(I2)-InccrwnBud et 

~,-We alsowill heed to develop'our incanie budg _C 
showing ,how, we will 'plan to pay''For our 4 

expenditures. t,

a~ 'In the, case' of-'our housing project we1may.
have con tribuitions From the cent "al ' 

Qgovernmnent and the'local'autnor'ity, {at Ieas
For'$c osis 'or,'3caLing the 1site' nrd~ 

" ~making 'of, 1t available;, for such general 
i' ini ras Lruc ~zure 'as roads and utiliy~

cone"n to:th si e; and -for"-,~ 
organ-lz~lon6 ouing,3cooperative3 

'o -'The initial finarjcihg fort surveying tthe lan 
iooL locaion and othrsuhcosLsimay"aS 
ibe advanced byLhe local author ity L4o' b 

' repaid 'later' 

o0 Initial' financing';or Lti-e consrcLion cos~ 
themselves miay'aIsobe'rnet by::toans~ ,o' LhT 

33 .projecLTfrom governi&nt ,or priue~ 
sources ,33 Eventua'lly,"'these lansiwo'iud bo 

.- ' to 'be': paid,-,ff eithr lby renLa33expectLed 

payme~rnnts or!' byT2iorLgage~payiments' 'frifi 
;persons buying Le Inddvidu'al homec. '23
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o Income may also be available from the 
members of The housing cooperative who may
be asked to put up deposit.s when they enroll 
in Lhe housing scheine. 

The complexity of the financirg pattern just
described illustrates the necessity oF having a 
good budget plan for the income required to pay
For the projec: costs. 

Thi-s overa]l income budget must be divided into 
segTInIIts by both (1) source and (2) tine period 
so that all concerned- governmenL and 
non gournmen bodies can include in their 
owr; overall. annual budgets the outlays of the 
cash required from L.hem. 

[i scussiociI 
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8:35 
a budget appraisal.
to conduct
he next step :s 


Ask what is a "budg t appraisal' 

The answer is that It a, an assessmert of
 
wheLher je car antoviiy secure t e income
 
needed to moeet .r parred eper, t-res
 

Asz soonr as we know Y ra tuaj t :4- v, rx':rritjres 

r lculated ,s requireu !n carr . 'O,-: 


program, we must appr - o- m.n - 0 
' curing all of the furc. rea.-ired !o c -'I=i Dit 

01* Sectioe of the workshop program, focus therh.l-nart, c, 
di- cuo - or on the initial informal budget appraisals (1) b) 
the vctiwon or department staff developing the oran:itDort 
unit pon ,rid budget or (2) by the group developing the 
c.,apon project plan and budget, as the case may be Focus 
it. ,ln, r. the ini iai budget appraisal by the next higher
 
orqrgu,, /,in level. But postpone until later corsidering
 

Un 'nairr i in the Section d which follows, i . , h'.
 
pr ocr " of budget apprai oal that occurs when the
 

unit or project buriqnL is submitted For formal 
budgn, ,;,; oyl to deciding authorities such as the finance 
n .Al : .n criounciJ , Lhe MW, the LGLfA, anothe, ministry, 

or & hrr n -h higher-level or-less final rerq fJnal.more I or f-
,pl ai',,,r ;,, I horit y. 

Ai', , dro not let the discussion get diverted to a detailed 

a/,,fi ;i ljon of what are the bus s and processes involved in 
thi r.: jv: arid approval by the M.¢ of budgets subnmitted to 

it he point of the discussion here is to make cleair (1) 
what a qood budget consist of and (2) the fact that the 
ini ialyj calculated budget of income and expenditures must 
gN through several preliminary steps of budget appraisal
 
ard conoquerit revision.
 



- 95 -

Often, when the initially projected expenditure and 
income totals are known, it becomes clear that the 
amounts initially stated to be required are simply 
out of reason. For example, nearly all treasurers 
-- of local authorities and of nearly every other 
public and private organization -. find that the 
Funds initially requested by the several operating 
departments total to figures larger than are later 
made available, For nearly all construction 
projects, also, it is the common experience that 
when the deFLailed design and work program have been 
developed, the calculated costs are greater than 
Lhe funds Lhat are ultimately made available to pay 
for 	them.
 

Alsk 	 why this may be the case? 

The 	answer is that it may be: 

o 	 because itts realized that the immediate 
higher leuel in the organization will not -- or 
cannot, approve such large expenditures for 
the giuen purpose, or 

o 	 because -. for a project intended to stand on 
its own Feet Financially - the project will not 
generate, in the Lime allowed, the revenue that 
is initially calculated to be required. This
 
may be, for example:
 

because the number oF livestock available 
to be slaughtered, taken together with the 
fees Lhat can be charged for each, will not 
be suffi cient Lo meet the operating and 
capital costs of the new slaughterhouse, 

or perhaps the mortgage paymenLs or rent 
that can be paid by the persons who will 
occupy the cooperatiue housing will not be 
sufficient both to meet Future project 
operating costs and to pay back the project 
financing. 



4
 
4444' , "'an', 


~9c~t'a,,>,, .~, per~rodof Lime 'as fiy'st planned.> " 

AsRWhtii 44 ,,Lt~o lae ldon&\'hrii i founid, th t',the ost
of iLhe'work be e :re ourceto tkprm,~e~ed 

[he ajsliwer i's Lba L Lhose persons designing tHe 
'' e''' t 4 'ru panne'doc aind I AY i rg PI e3xPenditures imjs 

go back ou'or the progtam of workseps and ireyise4 

them,, making cuts here and therenIresourcesjto be' 
uti'lized So as to brin'g 'the sc'ope of' 'work Lo be'done

wthin the, fzn'ds 'that can erredadset 

4,hfis kind of appri-.ial is actuall'y ongoin~g do~4ne o 
,,,4and 'otir during' thle p~anr irgI proc-ess - Until t he 

rexpendit'ire budgel~lis In ba'Lance'With biha L appearFLo 4 be 

Di sicu,_-ion 

44 4 - i4 

.4 44N 
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lore 	 d. F[ormalk._ Budgt ReviYew aknd. _Approval]. 8 :35
8:45 

Once the budget for the project or program has been 
balanced to the satistfact ion oF the staFf that has 
initially developed the plan, the budget must then be 
subrmitted to higher authoriLy For Formal review arid 
approval.
v.a.
 

o If approved, the costs and income wil l be 
incorporaled in the orgarizaLion's overall project
and annual budgets and the work will be begun in 
accordance with the plan. 

o 	 If not approved because costs are still considered 

excessive, such higher au thorilties may either 

-	 modify the plan themselves, or 

- simply order the project manager or department 
head to cut back the planned expenditures. 

Discussion 
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on Li
e. Rvisi ht o: F nd _g D cisions 
s 8:4
 

8 :5
 Often, the higher authority will simply decide that less
 
can be s;pent than initially requested.
 

Ask whaL is [hon Lo be done by the staFf most
 
immediatly concerned?
 

Ihe answer is that an a tternpt must be made, again,
Lo revise Lhe projecl. 

Ask what is to be done if the project cannot be revi sed
 
so as Lo mak: it- possible Lo accomplish was was
 
originally intended?
 

1he answer is that will be necessary to atterript to 
go back into 
 he plan and nodiry [he specificob-jecties and their standards and soiretimes even
I.he broader goals Lhemselves. 

Ask what is Lo be done if the projecL cannot- be modified
to Fi:L witLhin the reduced I-unding available?
 

Ihe answer is thaL if the changes are so ext:ensive 
as I.o "guL" [he plan i[seIF, Lhe projecL managers
will need Lo return to the Lop-.level decisions 
makers and say Lhat. [he funding decisions wiltriecessitaLe a coimplete revision in the originally
appr'c, -d project goal.s 
and objecLives -- or the 
carco.,JatLion of the project. 

these top-level reviewos arid consequenL program decisions
 
are still really part of the 
process of feasibil-iLy
 
appraisal.
 

Discussion 
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An 	important concent here is that the decision that
 
will ultimately be "ade will ue wiser and the 
ultimate o.ogram of expenditures will be sounder if 
a good job of planning has been done up to this 
point. 

o 	 Such plannr g Lwill mIak: it cryqta clear what is 
beinig ,otLor t o r Lho money to be expirdd, what 
tie ilTrpac I thp pr'qr ! will be if cost 
rdtl IU mc ,re Mid ' ard rwhat ho impact on 
c )tt, ui h e, of glven program chronges. 

S 	 Wi houl I1is rthi r dW ai led plianrning 
irformar-t iorr, oci ",o budhICgeI reuisions willon, 
be ad- in (hidark wioLhout tull knowledge of 
tlc-ir cor ,qiriic,,. for tie program or project. 

Discuss ior 
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20m FfP~o lias To r Budgets - '

otunow turn to 'forrnats'.for b.dcegts, <'~i 

-~~~- () nLroduc-Lion 

As wlth othor planning Formiats 
sLaLemnnLs rnusL;be consider'ed: 

two typcs ocf bud( 

-~~~~~~ 

-- -

o the b~udget, for 'a particular proj ectL or -rogr 
an d <- -* -- 4 

0 the local, authority s or dopartmrint s anrjU4-l 
- budg e l : 

-' 

4) 

T'hese two 
different, 

biidgct storrients 
- -

are rblatod but '4 

(2) o t 
-.- Refer to 

-~ ~ 

Program 

Iterr #36 "Exam 
Buc_ 

't orats 

Formats. for 
f Fo r mat 

-

-

-

-

, -

he project or prograin-budget can be Preparod in4sever~al ways, as illu~str'ated in I.ern # 36,~-X

0 AL its simiplest., The wor~k st eps can bo lis 1:ewithv the cost4 orf each shown in a cpolumn' .
imridiately al-ter the work step as in the 4 Fir 

- . -

0' Or tho bludge led costs can be pu 1. i n a,(FinalIcohnnnLIi Work Program statomon L i t scIf' 
ini the second-box on iteom /136. 

*.p 

-c 

*T r 

each 
d!p 

o 

i's 

t 

o 

m 

of 
in 

H 3 

foma 
n 

gie-
n 

a e u 

hr 
-o(2-nd 

l 

( 

r v 

codn 
) 

r i ht. a 

otepors~ 
t c n s. 
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0 	 Of course, because of the nature of the 
program or proj en, iA may be 
necessary, in some instances, to state 
Lhe budget dinferently and in terns of 
typ_ ;o expendi tures rat her than 
workstops, as is shown in the third box 
on tItem # 36. 

(3) 	 Oro n ] ud g e 0 rmaatza.Anona t s 

While the Minislry of local Gouernment 
requesis c orlain schodules as part of the 
subrission by local authorities of their 
annual ,stilmalos or budgeLs, no speciFic 
formlA. hau: been prescribed for these 
su bmIis sions. 

Gcrienrally, tie formaht-s utiliz di b'yLthe 
Local aullin'oiiy For iIs ouor'all budget will 
determnlin: tlhe budget formats that each 
departmnril, or sc Iion Iust. use. 

(a) 	 _yer A_ _Organiza t io. F adget 

Most orqanizat ions deuplop the annual 
budget. for the entire orgnizaLion in a 
desconding (or ascending) hierarchy of 
budgets - one budget for each 
organizational unit --- wiLh each 
higher-Iuel budget cons tructed as an 
aqregation oF Lhe budgets of Lhe units 
reporting Lo it. 

Reer Lo [temrn #. 3 7[ix amplesf FormatAs 
for 	Ananual Jud q_-_.'_ 

he I rst box on [ em # 37 illustrates 
this in prototyp. for i. 

(b) 	 Line . lo,.m Bud_. -

Within each uri 's budget, the 
breakiown is usually by what is often 
call d "line item", i.e., a particular 
class or Lype of' 
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expenditure. 
 (It is recalled that theGOK defines an 
"item" as 
the lowesLlevel of disaggrogation in 
the budget,

typically represenLing 
a type of
expenditure, 
e,g. , Personal 
Emoluments
 
or 
fransport OperaLing Expense,) 
 fhis

is :illustrated in 
the second box on 
Item # 37. 

Such annual ]line 
item budgets for theorgarilzatlionl 
 will usually include t:hecosts of 
the annual slice of 
the

several specific work programs 
or

projects that 
are to be carried out by
the local. auLhoriLy and/or deparLmen 
.
 

The usual effort of thW 
 contra]

orgariialion's Financial 
slaF is to
have all budgets based on 
the same setof 1ine inems so thaL the line--tuemn
 
budges 
of the ]owe, t organizational
levels can r',,d-jly be aggegatod lLnothe line i'em budgets of higher ]cuels,e,g,, porsonnel costs, pensions and
other 
benef its, oquipm,:,nt, supplies,

uLiliti os, 
Lraue ,, rid the like, 

The CO 's irstr'u -iouns Lo minist.ries
 
and paris,-ta s accomplish Lhis 
by

prescribinq 
stadard codes 
for such
line itemLsi and rerqu iring them to be

used noL only wit hin each
organia.ion' Ihrne -year and one-year

plans and budgets but also 
as among all
GOK uniLs. Ihi 
 pormiLs aggregat.ion of
data in a standard way, arid,especially, r'ady coirpr'ison oF, e.g.,

personnel costs 
and trauel cost-s asaioiig 
report ing organiz l-irians. It isnot possible, at present, f(r 
the MLG

Lo underlake such aqgregatod
comparat iu analysio. of local authority 
budgets.
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(c) MIxed Depa.r te!egn andProiec Budget
 

Sometimes, however, the 
annual budgets

for the organization will be a mixture 
of both (1) department 1INe item budgets
sich as the above and (2) specific
 
program or project budgets, as
 
il].ustrated in the box on Page 2 of Item
 
# 37.
 

(d) Ca.ta__ Project Hudce
 

in Kenyan local aulthoriLies, iV is
 
customary to 
submnt what is usually a 
1--2 page statement of capital project
expenditurires along with the far more
 
lengthy stat emcnt oF .he recurrent, or
 
oper-t ing, budget.
 

Ce) Budget_ B rok.,nr.Down_ by Qua.rters 

fAnother type of informdtion ofLen
 
presented in budget documents is a
 
breakdown for 
conLrol purposes of
 
expenditures - and, 
soine times, of 
income a]so by quarters or months. 

ReFer to [tern__I 3.8__"_Exanpsof.Other_Budge t forrrmat- Consdera!t:ions,.. 

This is iilust.rated in the first box on
 
Item # 38.
 

Ask what might cause t:he
 
quarter- by quarter variations shown?
 

the answer is Ihat such variations 
between periods ight rc f]ect
uarialions 
(1) in woalher (resulting

in variationis in fees collecLed on 
markeL produce or in expendi Lures 
For road ma.inte ancc) or (2) in 
projecLed auai iabiliLy oF seasonal
 
labor or other resources or (3) iW
 
wananchi demand or" (4) in any one 
of 
many other factors. 
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Ask what is the value to the council's

financ ial manage-ment staff of broaking down

projected income and expenditures by

quarlers -- euen
or months? 

1he answer in that this will prouide a
Finor Lool for monlitor'ing and :,.rtrol.
It. will al s )ornit cevelopjig :ash flow 
sI a loen s prouiding beto er Inniig ,oin t 
of cash aind short term, :inv stihlni, 

(f) lypiCal iArnual IludgeL wihli Conpa r ison Y. or s 

AlmIo'st all or oni za ii ls inri slata:,erL s oi
Lhejr proposed budgets show comparative
[
budgeI data From earlier years  and 
s fomiliIs proj ,lc i'd f gures For a year or 
two afte r ti, hiQd , I. Va r imimed-iat:ly
ahead. Ihis is illnL r'aod in the second 
box on i m # 38. 

isk W, in I is. r'i gnMoaictual, bud etoed,
and pro- i CI. cI i gn r , , rio . r , I o so

Figures for th, buclmi tiudgel year sich asthose sholnL lip tie pare hise,s,hl hiat 
IhoughLs mighl Ihis ra [se thein lMil ds of 
higher- leiu r v ,"win aq t hori I ies,? 

Ihe ,nswer is onethat would quest ion 
tli real isnmof the bud)dget work unll,:'ss ,o-r)ox(l llii rcason could b Found For such 
a sharp reduction to KShs. 300,000 or
increase o ")0 000 - From ILhe previous 
year's figure of '160,000. 

Discuss i.on 
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(g) 	 Examples of Assumption.Fr e cu en tl1 Included 
in_ Budget Sub mssions 

Annual budgets will often include exhibits
 
or aLLachlnenLs that explain the bases for
 
figures in the budgets, as suggested in the
 
third box on item 0 38, e.g.:
 

" 	 Wages are projected 7% higher than for
 
the current year.
 

" 	 Heating oil is calculated at KShs. 
47/barrel del ivrpd at port. 

o 	 Electricity costs are assumed at 6% 
above the current year's prices. 

Ask whether -- and if so, where -- such 
assumptions are now provided in submissions 
of annual estimates? 

[he answer is that some such -information
 
is provided in the treasurer's notes.*
 

*EIC sure to point out that no comprehensiue list of such major 

assumptions is currently provided, those provided in the 
treasurer's notes being limited to those required to explain 
major changes in shilling figures from the previous year's 
estimates and any significant new items. 

http:Assumption.Fr
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(h) Revised Bud~gets* 

Finally it. is quite common in 
well-manajed organizaLions Lo prepare 
revised budgets each half year or each 
quarter. ls -is illustrated in the 
last box on Itriii // 38, the usual way of 
presenting Figures in such a staLement 
is to show the orig-incdl budget, for the 
year, Lhe expendit.urs to date, and Lhe 
revi se:d annual f i gure. It is good 
prac,tice to inc ide space for an 
explanation of the reason for, the 
budget revision. 

lhis whole topic of budget rovision 
will be discussed more futly later in 
the workshop program. 

*Distinguish between (1) revi sjons prepared for submission 
to the MI.G as Supplementary EstimaLes for formal approval 
and (2) revisions in what might be called "working budgets" 
used as a management and conLrol device throughout the 
year. Surely, the second is required even if the local 
authority chcoses not: to do the first. 
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g. 	Works hop Exrcs:Develop a Budge-t f-or an
 
Organi -_tio
__r.aProject
 

ReFer to Item # 39 "Workshop Exercise - Develop a 
8udgq!_t _f(o_r_ an Organization or a Project..
 

60m Form into small groups and complete exercise, 9:15

10:15
 
15m Srra]] groups to begin reporting on results 10:15

10:30 
15m MORNING BREAK 10:30

10:45
 
25m Small groups to finish reporting on results of 10:45

above workshop exercise 	 11:10
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20m 7. 	 Sixth.Step DE.voloping Policies for Plans lr.ple.entation 

In undert.aking a projecL or program, part of: Lhe planning 

work inuoluos dct.ermn-Ining what policies will apply, 

a. 	 What is a PoLicy?
 

Ask what i a "pol cy"?
 

1he 	 in!.we-is a poljicy is a sLandingr that dec i.sion 
of orlgo j. nig i. ic I 

One dvelopr, a po-lic3/ for classes of events expectcd to 
recur agaiii and agair arid whoro it is more efficient: 

o 	 to docide just oncu, in advance, what is to be done 
in gi- i cir'culshiii ricos 

rt. her" t 	han 

o 	 to nec-d to roach a doci sion each timo the same 
U)S I I 0 :Olhs I p. 

the 	 word "policy" is usually reser'ved for major 
quesLions Lhat roqui irt Lop-lovel cons idera Lion and 
decision. 

b. 	 Ea-n.ixAnPI_?_s of: . Poli c i.e-s 

Ask what rojcr recurrent ques tions might arise with 
rnspecL to a nr w cooperativo housing project. 

]he answer j,, that such recurrent qLuestions might 
include such things as: 

o 	 tfhe erigLh of- Lhe murLgage period to be allowed, 

o 	 the inl.orosL rate to be charged the housirng 
occupants, 

o 	 whether Lhey may rent out. space in their own 
dwe1ling once it is constructed, and 
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o 	 how many months the cooperative or its 
financing inst:itution must wait before 
seizing the property in the event of 
delinquency in monthly payments. 

Ask what major recurrent questions might arise 
with respecL to a slaughterhouse? 

the answer is that such recurrent major 
questions might inc lude such things asV 

0 whether compc, Litiue butcher slabs or 
s laughtLerhouses will be allowed to 
operat.e in the uiciniLy of thi.s 
slaugh Ler'hou se; 

o 	 whether the facility may be used for 
the slaughtering -- not only of cattle, 
sheep, and goaLs, but also -- of 
chickens and ducks or wild game; 

o 	 whether credit may be extended to 
livesLock raisers who have difficulty 
paying the slaughtering fees; 

o 	 what types of animals must be inspected 
by a licensed inspector; and 

o 	 the like. 

ReFer to )Ieim I 40 Examples of Policies", 

Draw attent ion to and read aloud each of these 
suggested poi cies so that the participants 
will hau heard at least these eight examples 
of carefully drafted policies. 

N-n Adition to those suggested by the participants, review 
each of the quest ions listed here for a cooperative housing 
project and a slaughterhouse facility. 
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c, 	Policies_.s.Par_ of tLh. Plan 

Decisions on all oF these questions are intrinsically 
part oF the plan for carrying out the project. And all 
of these qoesLions can he answered hy policies, 
developed in advanc,, and applying Lo all such cases as 
they ari;e. 

Developing sich pol-icios in advancecis economical arid 
efFicierit Ask why iisK; is Lhe case? 

The 	answer is that Lhis is: 

o 	 because Lhe project manager or higher-leuel 
authorit y needs Lo consider each maLttor covered 
by a policy only once ralher than over and over 
again, and
 

" 	 because Ihin approach lhas Lhe important 
aduani-age ol assuring corisistent. Lr.aLment oF 
all similar cases, which is itself a most 
desirable objecLjue. 

Discussion 

Ask whether parLicipants have adopted policies in their 
local auLhortiles? 

ihe 	answer given will be "Yes"
 

Ask 	in whaL Form these policies exist? 

The answer will be in the form of bylaws, financial.
 
regulations, couricil mi nuLes, council or clerk or
 
treasurer or department head memoranda and
 
circulars, ec.
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Ask whether it would be possible to readily 
provide a set of all of these policies to, 
say, a newly-elected council member or 
newly-appoinled clerk? 

The ans.wer it mllos t likely to be "No'' 

Ihe loader shou [(1 LMen make Lhe point that 
it would be diesirable to: 

o 	 bring LogLhr in one place (e.g., a 
3-r:ing otebook) all policies; 

o 	 r 'm Lhem at Leas L once a year; and 

o 	 reuvs, a.nd keep them up--to--date on an 
ongoilg basis. 

[i S Cus ion 



-- 112 

20m 8. Sgventh SlepL_ D,eelo ping- Pc Ce.durs for. Plans 
_lrpemntation 

The last step in the planning process is developing
 
procedures.
 

a. 	What Is a Procedure?
 

Ask 	what is a "procedure"?
 

The answer is that a procedure is a statement
 
of how a routine work operation or activity is
 
to be performed.
 

As with policies, for repetitive, routine activity 
it is not eFficient to need Lo decide each time 
something is to be done just how it is to be done. 

The word "procedure" relat.es usually to how 
operational activi tie:s are Lo be carried out 
--maLLers thal can be decided aL lower levels. 

Discussion
 

b. 	 Examp!,s .t Procedures
 

Ask what might be routine activities requiring
 
deuelopment of procedures wi.Lh respect to a
 
cooperative housing project?
 

he answer is that For our housing project,
 

procedures should be developed regarding:
 

o 	 where Lo apply For hou.sing units
 

0 	 where and when app.icat:ion fees are to be
 
paid,
 

http:relat.es
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o 	 how monthly payments are to be paid, 

o 	 how to go about making complaints about the
upkeep Df the common properties and aboutthe utiliti-, infrastructure, and 

o 	 the like 

Ask what might be routine questions regarding our
 
slaughLerhouse LhaL should be 
 covered by procedures? 

The answer is that every person bringing:.iuesL[ock to the slaughterhouse should be able 
to find out in aduance: 

o 	 Lo whom he must apply, 

o 	 how long in advance and during what hours 
arrargInerm L[s miust he made, 

o 	 what forms must be completed, 

o 	 whet.her he may just bring in his animals
for 	 immediate slaughter or whether they
must; be left in a holding stockade For a 
period of tirne, 

o 	 how many and when inspections are to be 
made, and 

o 	 Lhe like. 

Discussi.on
 

Refer to Ite._ . 4 _Tx.mp es of Procedures". 

Again, be sure to read aloud these nine procedures
so that parti-cipantswi-l, have seen and heard atleast Lhese examples of well-composed procedures. 

http:Discussi.on
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c. Procedures 
as Par, of the Planl
 

fls witth polci:s,JiF the manager of 
Lhe housing
project or Lhe 
siaugh terhousc facility must decide
how roLLi re w;)rk is Lo be performed each tline iL
musL be don, he will never 
get any thing
accomplishrd. 
 So. as parL oF his planning, he win.
need to deuolp procedures that. wi1l1 
specify in
advance exac: 
 ly how such more routine activi.ties 
are to be ccrilJd (Lt. 

Discuss ion 

he poInI should also be made here that it
importan.L o keep procedures for each major 
i.s 

activity (e.g., 
health programi, 
bus park, etc.)
togelher in 
one place, review 
Lheln regularly, aridrevise and keept 
heiii up-Ito- date 
on an ongoing basis.
 

Discussion 

d. orm-aVs- _fr lies. _and Prcedures 

We have no! 
inc luded any specific Formal forwrit-itrig down policies 
and pr'ccedures. 
 What i.sessenl i'al 
is LhaL th-se saLenl s:
 

" be very carefullV drafte-d 
so as to avoid t.he
need for Conrs LanL inlerpretafion, 

o be as brief as possible, and 

" 
 apply equal[ly Lo all 
members of 
a given class

of: persons 
to wlhom Lhey apply,
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e. Workshop Exercise: Develop Policies and 
f an Oranization or a Prosct 

Procedures 
s 

Refer to 
Policies 

projj-c-t 

[le#n42_ "Workshop Exercise 
and Procedures foran-*nza--ono-r 

- Develop 
a 

55m 

75m LUNCHEON 

Form 

BREAK 

nL.o c..ma]l . groups arid comp] ete exercise. 11:50
12:45 

12:45
2:00 
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I HURSD Y F-IERNOON (180 rn-nutos, including a 15 	 minule break,prograifl-_d ou L oF 180 minuLos) 

5m 	 Cal] group to orduer
 

1) 1 EMI N-1 
 O 	 PI ANN]NC IND HOW 1O CfARRy I1[M OUM conL 
8 Soentj- ;p: [),uv ,h[)loping Procedures for Plans] rrl em f tnc ( n ccrC ir "..
 

Wor~k sho~p I x orc -s 
 I_p Po.-J.-c. andFor an Organizat ion 	 s Proceduresor a Project, cont. 
40n SmIra 1I q rOL) Pt ropor L on res u] t s of 	 the works hop 2:0e xc' incs. 

2:4 



...11'/ -' 
Om 9. .Suym mnry .. oF__Lhbe _Plan~nn __rocss 2 :45

9 ~2:45
We haue now reached a ury imporLant. point in our 2:55 
workshop discussien, WiLh our sltaltenent: oF mission orpurpose, our oriuironmental fore cas1.s, our goals andobject1vos, our work program wi 1h Ltime schedules andaccouritabi it is, our expnd~iuro and income, budget,and our po li cies and procedures, we il I haue coinp toLedcur plarnining work, i.e., the deulopment of our plan. 

Refer 1o [Loin II 43 "Ihe Plarinning Process,, (diagram). 

Item # 43 -ill .tr.ator. the ine' rrol]atioriships among all 
of li,: planriiiq stlps hal wIe haeu een discuss ing. 
W Canr I(iwu procupd to car'rV out (1) our specific
project or" (2) I1h lh , or"auhilor'iLy dopartiiental
program of uor k inc ud:d in our arnual plan arid budget. 

!he i ipl ' iir ,a ofrloiur planri IIl , of course,
fc llowed by/ iuva lo 

be 
ii of the re'.l]ts against our goa]sand ,bje,(:li s. flu:l l lis ,ualual ion w ill be a major

input or.acwe bqn a n, cycle of long- range and 
shorl -rang, pl,alrirrq. 

[)Dic oi
S5 ( 



E. 	 -RE-9U-[RMEN}-s -OR So~UNA.N[) _RELLSrIc PLANS AND BUDGErs 

Several things are, howuver, essential to the developmento0 sound and roal isLic plans and budgets. lhey include: 

0 excellent daLa bases and
 

0 bOund caIculatLions.
 

1. 	_ExceLlle nt [)at_ B~ases 

Good daLa bases demand bo:h: 

o 	 data on historical trends and 

o 	 up--toL-daLe inlIurmal-ion on the past year and, For many planning purposes, recent months and weeks. 
25m a. IPiskorical [ronds2 

After everything is said and 	 done, very manyplanring and 	 budgel ing Figures For Future periodscan - at least in-itia]] -. best be calculated asa logical ,xLension From current and 	 recenL years'
experienccs.
 

Refer to It emrn .44 
 "xarmi-ls ofy lls Lorical Irends" 
(table and diagram). 

Examples given in Item #44 	 include, for, say, the
 
next year: 

o 	 the size and composi tion of the populatiorm of 
the country, 

o 	 the size and cornpositior of the population of a 

city or town, 

o 	 the conLsumptLion of electricity per 	 house hold, 

o local auLhoriLy income, 

o the 	number of cattle s]aughtered per day, 
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o 	 the amount of vehicular trafFic on a given highway,
 
and
 

o prices of agricult-ural produce.
 

Ask which of 
 oheo 	above iLoms are least likely to vary
fr'orn a strvighl, line projection from the pasL? which 
are most. likel y to vary'? 

The 	anscwe'r is that: 

o 	 Lho popIlat on of the counlry and a city or
]argv Iinw, and the coricumption of electriciLy, 
arp la; lik.ly to vary, whilte 

* 	 prices of agricultuIral prodULe and Lhe amount of uv lihcular i lsLIraff .r' likely Lo vary.
 

Specia fact or, could, of 
 cur', caus;e shar) changesrrollm post Pyp'or'Iil:nc in iniac fI hoso, lti uor,initial ac- . pr-i cctjion 	
Lhe 

by i, planner is very oftenbest. iale, s ,on 'x ,t ion ,I what has boen happeni ng in 
current and riclot y'irs. 

to do Ihi. rqg lir,,;, a luod 	 database of histlorical
relevant Itn planning and budget projections. So 
it is
 
impor'tant boLh
 

o 	 to maliniin ginod histori cal records and
 

o 	 to urtrtako ongo ,inganalysis of Lhe trends that 
thes,'data w i l reveal. 

Pleao.' also note tIhat r:'flecting imporrtant sLatisLicsfor 	rocnt y',rs in charts and graphs, as is illustrated
for a country's populaliun at the bottom or ]Lem # 44,is ol I on on ,x(,!liPnt way Lo comjnunicaLe important
information about 
planning factors 
to your bosses and
 
.hose around you.
 

Di s cu s£i on 
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lO b. Up-_o--_da I nFqraton 

Having u ilabi: h-istorica] da.a for years gone
by is, nf cour's. , nol. onriugh by SO C[. 	 For 
rcfny purpo.:,<s, especially the locail aitlorily's 
rouenu bti 
t, it is ,ib)' Jlutly Mit ha vOto 

ve ry (urrO e n i if or' t I I Cn ria s, Olinm . I irlf, , ,. q , 
pr (:, , i rkwl, .1ur io, i r i j.nur rn ,rlri
ci rc li r' , " i 

In (criit t1i"H wji y ittrt thth I~up~ nf onuaiiijlbi.i ly-is, , I I, "i Il Wi'i Ni A I fI iglir's onl,
aCtu iI r,,iltq cr i, e Vv r i .;t pstI do not 
biocuilp ait et i able fur ix l C tin t o a yoiiar or 
miore' aft r' th, nicldof the, Vi:r iin qu slfi, ,i . (it
Ih is ii t tIt, t i ir .Csl d 	 , o i l Ia, Loi alue 
inyo er, (i cwcrH d tith anlnulii t-liriNrtq atidCit 

0 	 Murcdccuir in mtii, hi ntg I)ting iitual 
rp o r 1 tt(:iC , OfK ,xp rtdJi lrs a-ri' ii1 
lMnily Cas.s rdi n, t jut I f or I h o[IlKI year
bh Ll also Iur' ih , imdial tec? .)a ritwiJ' just,
coicpl1 t rd i i Ith . st k anid 
lit iI h 

0 	 I imipo5r t t.]-I 

oxp i t tr'rrldi [tticlii shijIl 


i 	 o r: flect ini thie 
, ri . nic t c:hagrejcs ii 

[] la nri uq fictor, in, I r exaii et-, 
c-xc hanqi rite i, nl h ,rIf rc cri[ ifl 
inipori c:,d r r icll<-,, or in loc. i prics for, 
C 1cinl., or irn r'iCciir iii e iei in(JAqI itag tsthe ai itr of q(rid Cir'r'r.r r(ci il I rceCin 

0 	 I t in aA n i j mpnc01c K u dul 'iq Ihoc n(2r n ' ofrLi- Iiiiit}ri / r In do riltirir whlere, v riai c -ci,
frim plii i liid ii "X i a iild toc take 
(corr cI iu ,r ii I Iii t ,u Idjilthnr1 Ii , ,a~r-iiCr.,- iiiil<.,.2 ic (i-i, ,Ir.rclJiJ iii iil 
up -icctuorild o! i-" I cIJrre iitpiicc n , i i 	 I'v . 

D i s cuss,'i on 
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So. i- If1t Io1must pr'OjecL cosLs and rouonu For
LIhe vear' aihelad w ithout know-inq wlihate)xperndjitu e l d in1c(o11o ha.uo bioon' Foran.1", Lhe 

period justI comp lted, we are in real ltrouble 
and Wi [ I ind it. very di F i cu l: 

O to O pCp ! I ;K M r' Iq 

S In aI ke corro'c luo a c tions Lo s Laq on 
course" a111€igi?, 

o Lo brinq oxpItadi -u'res i to a cLirronL 
ba Il'CO o i Ih inCem'o 

[ S C U15 C.1]0 

15in AFTERNOON BREAK 3:30
3:45 



4 
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I5S 2 Sound Roovenue and Lxpdi Lure CC.u -. 3a.i 

Coo:i pJ annq aurid bidqeLi nq a] so requires good ar thmLi cal 
caa cul -!tion;of individual ilncorie and expend lure iAuL:is.
Good hi.t cr' cal data, anri c rrint rpr s on acLual results, 
ar' 1 IIt OOgli . 

.It K -. til' iiat 0!CiiIllIItoli i[ei, oflt Ihut who study/ I'cai
aithiInrilt :ltl 4 itlt itoils i. lw Miol d in diiSCiibsin 
then i plttll imlnt, ,,r] i;r' i n our wurk liop thai inl 111any1l\/
( n'Jarithmeticalis it C"l dii' Ar ott'.; 'rior's. there isconstJ(id"rohlp roomll 
 fotr' ilmplr'ovement.l hereu. 

I) i ; : ic), 1 

I nii,;I1!/ ( , i', a I s itllformnl.tir i s not provJid d [to expi niitiIch(,lw po lH i cuI I, r f'c it, and(' i,,,pr,,lnd i i Ill'p igulrisf w ola:, 

c cul ,Ii fl gril (al in said in the (Ol('s Jnstrucliori 

t a I~h i i ,I r i t- in(. ), aI a i A I s ab Iout mai n koca o u t
 

Oi' lay-l/ I o 1i'll (]ood (' oI ( (I I Ii i i i n I () I1)e II '1' 1I i 
I.mn l r';, l t i IV ii inr 'x, iii I I e a nd 

0 tie '.'u,," , l~it ,rr','1it id f((. [or', thai ,aueii ' it to hr Lh, 
sil i I 

Rof cr to N 44i I yo'I oIte /1 m'tp1o ~f PI oni r g RO i orihi pc a. 
Haspsl; for' :,lcui l ni . 

i. Il ., ".'., iol in pr i i rt r igh ' riih ofnum h:,r
schril ' i Ii I I I ,( i n ' Itwlv'. lo , xi'ri tj kinuowI.1'1(' overI~ L JIl lMilli1)''l (1, chilj~ rr"i ip r, f Ii lV in thpl localJ 
[.i li ,.1I i Iieir hiI il ) .'r io I li illt i'p, in II ' li i ;i i 

l -ulI l ' , i( : t pi.rii'ig' iandI('Ihi" out pro<gl(oi ll I 01tii rl'.rO pl'rnumbel:l-r' "IJ c:l wi', r" lll p~ir, "c.hl'l~ l ,m 
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Ilus, as shown 
in th- Fir'st. oxomIpIo on I om # 45: 

0 	 If et:knou thot fam ili_-,,auerige 3 schol aq
chi ldrern Pich . hot 
 hl .er be
wi lL I)U.0 married 
coup o,iJn 
th 	 hounoonIiu(:
l dcu.,lupmen[, 
uwe can
calcolal. ha l w il -ci hau, about 30,O00D chi ldren;
 

c 	 and if we knlow that chidru will aeuutrage 40 percl as..sroomur, 
 we can ca ICcu- tl , h. IciiLwe i need 30ci]ci: 	 t.[r'oollin 

" 	 and if wet know Ihat tir'. choo] wI av_-erageC lass rU(Il cih, 	
20 

we can Co nCle that we wiL
need oom.Ol Iio I l ki, or 

I 
3Y 38 schoo s.
 

fljogiri, in proi, illq 	 nl iunwLide coinsipt ion o1electricitj, rwe- can, of course, project the figure
ba'd;i m rly i recn 
 Ve r'i I ri,nds . l. we ar':
likely to get t hItr recu l if w, prroject
i diidtualn V M1/e laclu)r 1th,l "r', rscl:o rible foroJuc. ricuitvl 
t jlu. A3s t.cLq(,. ld in 
i 

[i , nj corud example
1 i '13, I nii L invoilve, cu n,Uli ion per 

M ,,0 jl 

h t. ,ll Id, 11li ll, faliii
: P(of y s ize, aI d nuibi)ern )f
I ( p. I; I;k, (. -'r.r ,(u I scl in-, I te311 # 4 5 ih
.Pa+lllI l[POI HI', 

I) -',i ' ,i 

(1 tt i < 
 -	 tI pe, of inforlit-it ion will require someI'it li, IIi i it Iiw 	 l rort it . WitLh antnllllun- fi .iut the b iic factors atire 
 Lhat causeIV 	 v.lIi , P r-riz if r onId reeue i teins Lo be what:
t ' Or',.,,d w t i tf,, diLti I on Ifhose underlyingii ,1 	.,i n i m iuki" !rte accur'lto aind depenoableto iti JW t il-. On, 0 hn,i , or -Iall of L ho numbers in ourpI ]lo Ir "rit I(rt f,l , for our object iues , Forwork 	 our[)rw nr OrIllC fur ur uxpet-udi t.ori and income 
I i ,] til-,,,
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F MNA-G[MFNN _OF_ B.U D.G2_Fi IrlPl EMEN.i nI.r[ON 

Se erai issues 
be addressed, 

r,q,.rdiiiti budget implementation should also 

5rn 1. 1#e fBudget In.").1Di dd.u de or Myely . SignpO.? 4:( 

itsnoiid ,arlir, 

orq nji',rtiot1 'i 
Sl, (i. l i c quit ,. lo 

h, P rrm 

t I rvllrtO H 

all Cor 

or projtct budget: and 

iL:rJ~ge' , ru! (aS r-Lhilr 
rni 

the 

On(i cin o d iturn,/ri . uiiii, il " II... iboqur, K 
c.]i:;ri-'r ii IV , I' iii ii) (jiut iti C,i tril rto, LJi 

and t , n,ruri l n,, ,nd PJ , ni;riJ r',i,ui r/lC, a.lld 
.op i' l i i t': 

is 
rc('Il-j.ues 

A' tWig p) iiit ' IlLJ.t [cwi mU u ro' HI Aliyahe:, 
ilHip It'liurll JiitI I or -'x Sl; inn p iSVtrand iu1.i(iqeLs 
parti cula-r", wii ti ac J.uuIingt or 'xC\Cc di uig our" r 
guals wh iit I nig our ixt) rditI ur'os in iine. 

id.jLh 
- a d, 
venu

in 

5m h : .1udg L a, -a[ .Conit.lout 4:( 
4= 

The specific pr,cqrom or project budgr' , and 
orijrniilc l iital u:: I. il,S Liiiiij. L, constitute 
ho.L ttook Iouoij hi] t I ( lhit-I 0 ., Lho f iani al 

LhI 
Lh' 

outo e': 

0 in I& on ' ni-,:-, or th lrqr'ar or prtoii c , alnld 

0 in 
'I.L' 

ti 
r'ci 

Wlhar c ',, of t hi organ o 
i ",i,g rr'olllit ci e I i.ti t [ii's 

ii iron unJLt_' 

5m 3 1 h_ lu 'e I.Marroc-ur 

Moot org nllt [ ir olppoitI by cuil" I [it' - a 
I cirri:i a aool giI rl p' r or Ocii ,I Il r. 11 is his 
respornsi bi lii to ctjrr,, ' - ipstl mlc i -ori .-- in 
moeyri :'y ll.; t I I - r i ,'eA iZI ' -. iltani . elmemh bie'r 
Lh alt ' li(:i I i [ L~l't iiI I Hil Jni i iti stouncd 
I irric lol iOpO'itt pic [nI&- tierk of sperc ia -ii od 
persorniirl, iCe. , heh ildllr iii] molitlioqitr in Ke :-nyan 
tOa c L Lnur'j I iPs, he fr l e-'Hirar 

4 

4 
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Ask whaL some of his responsibilities are? 

The answers are such things as t.hat t-he budget. 
ma nagpr 

o ad csc:.li,.c, of lhe allocaLion or monic'sdepar'tmeants 

S approu, major x:,ondi asre,;,l I:),:,ing Wi I:hin Lthocr'., IiI:ic: , I,, Lll nh:V [vt LI Ci ,;, 

analVu 'ua OHS: o.m l t o'(annual apcnding 
plop tpp"u ,tl I i U P I.;, ui; ' ( of the year', 

* ad iCj.,, I I ,iqi, , ,jtHIp r.: 1 v ' f do ,q., i tjn I q and 
o h w I I. k IiP Aci ons I aj(AP L 

(,JiLh I, i bw q1 p! ah , nd,'i 

r*i I .' iP P, I ,it IO.a ll O dj l-. sc IC iii,,I ", dr Cfl Li 

Lo I.Ii, ',xisli q h a I" crCcIIIIOCI ' lr lneJ inowdS.
 

Dinc; L C 5i (I 



4 
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4. Mody.lng [hy ..dy. 

Seuer'al consic,rmt-ion; ltould be discussOd regarding 
mod if "icatlions I o the budget. 

lO a. Onl iing Revi S ins 

Manly of the ichicnc s r'qui re'd in tho budqoL dtr'ing 
the yer ar no '-ll uply li nor bot ih in scope and in 
impact en I Itheouv.,r'lI dgt . marn or the'init}Lioad h 
btd ojeL i i qutretr', i i rt:[i'npeu , onl y' r I. t]u 'ss:s as 
t.o th' cosC or" in1CoII' irl vu ] ., 

Ixpertc:liilire 
for ell, oi' port- Lime, uocatl per"iod hlbor 
t OX-ltiP IOs lighlL Iho I niriint cos s 

C 0S 

* Re OPllt P'XOIMPi~~- mightL bp, addd: license", feeu
 
ircl " , 011d] IIII l ikp
] .t
 

tLho, 

siih ur'itrnc 'r 


risk whta. o iujdqu' miintung(,r illI do in :inst -tncC,.eof 
i Ihn t p'y arn not r',l ly signiFic nl'? 

answer i.i that ii tIosi' wIh.e C i:Cioo, tnll(rO 's 
do loti lII ,,tl n .ii nci' I I 'tIro aI ,n ire hitdg ,, 
hIC h hfdq, I ili Hiip' te I Li S~il lt iUrsually ihi,tr rlnOfC
(dlevid it~lnn f rtHl thIo hudttl:r , ,occ'"W)lingl 1ho,: 

actutl (igtro thtat or.' r '-,itI ari inn, 

lItf c t, i( lgtitiliinmiri I"HSidcpIi. irn Lto btUnleOrn. tLhor Cu.llal i 
 vefU , imIpact b)ecomels 

sign[ I i iI , no pi t icula-t .i)r'', cI [u iC. I. 0Lot 

will b (u ] lid for. 

Discuss ion
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lOre b, -MaP-r--ud-9 Chn-PAsP gadin- Which-No..p.on. 4:25-
Exi 5.Ls 4:35 
From t.ime to t]ime , majlor now reeds wil] arise 
. r] Lho, course of Lhe budgetL yea r , Some
Lho'so must 	

or
be a cco modated no mat.eLcr wI. 

risk what. ar'e some exauples oF majo , now needs thai: 
must be accomllmo di i cJ? 

Mariy cirswer, can i:' g:iuer, buL soeI arc such 
th:ings as LIhe fIn Lowing: 

o 	 f the par'liame-,nt_ leqislates a 5% increase 
in wages or Lho Kenya iPowiur and Light:ing

Company ga:ins app, ou] for 
a 15% increase
 
in olectlricitly rat:s Lo Lake oFfec Iduni ng
the year, this nmusL be acculomdated by ih
local. author'ity in Ls budgeL:. 

If a fire destroys the adminisLrat .ve 
he adqL UarL:'rs oW a do'rtmenl, now space
must; L be rcnt:d aLd hasi c equi.pmnenL and 
supplies rplaced. 

isk what the budget milanag.er is Lo do i.n such cases?
 

he answer is thWiE in th;se casrs,
corresponding cjumt rr[m-inis m sL he made in other 
pila ,recd ixpo,d i i LI ines in Lhe buidget - or 
in planrid income - or adf]cit Must he 

[Dis5cu ss ion 

http:ilanag.er
http:Which-No..p.on
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lO c .u.uj of Proposed Now Prjorilies 4:35-

Howuer, so' imetimes major "needs" will be raised 
durinq Ihe year w~hich can I:e posLponed. It: may be 
as ,r'Led, for example, lihmt changed r,,quiremert,,,
necesitate oxInt ding LIIe planned new road secLion 
from 20 kilometers in length to 25 ki]oiiuelers. Or,
Lhal Ihe now eleenlary school should hWue a 
Suppli lldJ ocui pmlinl allnex bu:ilt adjacent to iL. 
Ihe ar'gu.miinil s brounghl Forwar'd For doing Lese 
tlhirigs mrlr/ ho u r'v stirong. 

4:45 

fAsk whaL 
nvedn~? 

i: tIo b, don rigarding t-hese sLpposed new 

the answer- is that the priority or the new 
reuli.i r'ement-,llmiust be weighed agai ns L the 
prioritie sc f olI-h r itesn' already in the budget
and ,ilhor ie proposed now Pxpendltuire
d-isa] I rowdrr significa nt adjust mentLs made in 

t-he-,r budgiet i lems. 

It is nicecsary [Lo ricoqni z, that the u.rnicipal:ity! 
or (le arll)-.r'I.i rti cannllot, Il' I he long run, speind miiore 
than it tlakrs in. Unless it is certain that 
ro-enunio's ill ,excei,',,d :riJiiil I projections or Lhal. 
ol. her- oxpu'(iiitliros wil I be JCss tlhan earliror 
anlicipald, t he hard Iac:ts oF budgeL balance w:ill 
require, an cual utLi on cif Lho priority cf the now 
re uit tirtlrl otg i nsl the pr'iri.lies oF oLher items 
already in the thudgel and either the disa]lowance 
of Lh, prol:)nod tow oxpi l'1d ilure or birjnif, cant 
adju.ls m rni . in o hi r budget itIems. 

Usually Lh l: dgjI ',-grplm ageir, al ing with Lhe 
c 'i-cernei 'd cliepartment lheal I Ilm k,e tho first. 
:uoltial:ion oF the assorL od now teed. His analjysis

arid recomeniiiidata ions wi beh r,r u ,Jwedby hiqher 
aulhorily, e:. h clerk, he appropriaLc
substarntiu, counc i ccnilfitli L to, and L:' Finance 
cnIe l i LLte ) t Ih lo i I. 
10 rol:)p .iI., it is i.oIliOr [a l, if the new requ i ,e:'Clll.lnl 

is Lo be added Lo lie bu:iudge,L, t haL now reuenue he 
round Lo pt For i. or otLher plancied cxpertt:lditttres 
te cuL back nn it priuril:y I:asis. f)lOtheri se, lhe 
bu-iing c i of the cde i Iekilnmet.rs of highway cir 
o l Lhe el.eimenar y school acniex shiould be prbsllpond 
Lo a fututire year . 

Dis cus si1on 
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lOrn d, Peridic. ssuance. 	 4:45
4:55 

Many organizo-tTi 'ris actual iV duelop and pub]ish a 
revised buidget or budglts dur'trig I.he year Lo 
reflect, mujor chianges,. In issuing such revisrd 
budgets, lhe or'igin budgi - igures are 	 usually
stated also. His i; 0i ;I raled in the last box 
oin It iN .KS . 131 or 70%18' le i i on oF i
 
Kths 5 lii l iron bt:t~dgit hIoc b,'il ' p in first.p, thi. 
six 	 i s i has m oarId i t :o '('ln , i ohaLthe
rerrairi-ing KShs. I.5 	million in th_ or'iginal budget.
wilt, not. goL us Lhrouqh the lasL Ial of the year. 
See also below: 

]rni tia] I-xperidi tures Revised 
tudg,.I to [)at Bydgt
(for year) (6 imonths) (for year) 

5,000, 0()0 3,500,000 6,500,000 

We have boeoi ta1k ingrin]y about the budge Ling of
expendit' res. olwiever, L.he budget managor will 
at, least al some, organizat-ion levels -. be as 
concerned wiL1h re venues as wi Lth oxponi-liures.
ihus, for examplie, col c:ions of ta .s that fall 
below budgeL r'eqiuire 1ither: 

o 	 -i tiiii'd iato cor'ruc.iiuO action to m oee the Lax 
Co] lIiction goa l or Lo raise one or more other 

- :ncomjini' n's , or, 

,n n adju.s;lmoi, downward innt Lhe expenditure 
budgo, I n r'f,- lec the reduced resources that 
ar' I:ii gigr, l i tpd. 

Alsk 	 whit du,:,!,i nt irlighl requ:ire significant 
r uisiuns in you r wi)rking budgeL"? 

List ainswelir's on flip chart. 

Such budget] rov-ions'i,' woulu alio be required in the 
event of ma.-ijor reductions from plan in market 
in :Olie or in any oLher planned revenue item. 

Hh)i.si i l lnuo boLw'o'ei (1) rev isions prepared for submiss ion to 
lN MI (.a s Supplementary I-s Ii lnaLes for Final approval and (2)
I"vu:ioiulrs :inIwhat. might. be called "working budgets" used as a
inl ioIn and (:onlrol device tlhroughout: Lhe year. Surely, the
:.,,' ,ii(: i'. i ili-red eu.'n :i f you choose not. to do the first. 
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5m 5. Concusionsor Bl 

4:5E 

The central points in this above discussion are that: 40C 

0 the budget should be Psed not just as the initial
expenditure and income plan, 

o but also as a guide and control tool all year long;
and 

o strong central financial manage'rinL by a trained,experienced, and moLiuated budg. t manager -- i.etreasurer -- is required. 

This means [ihe FrIlowirg: 

o Actual figures for' currei I periods. should bereported to the budgeL ma'la er -treasurer --. withexplanations of s:ignilf(icant varJances, 

o He should analyze acLual r'.ul s ,a inst. the budgetplan cach north for all organiz, tin units andadvise I opo" I au i ofg r[ (' l ; 1(411i f ] ica l u'niarnces. 

o Major now riceds shauld h:e e'valu ioed ini tors
their priority versus 

of 
the, priorily oF theexpenditure i tems inlcluded in theoh bah : budgel. 

o Major budg 1. changes should be made consciously anddeli b:er'ately Lopb:y!/ maniagement .
 

" the budget maag-r
ma Lshould keep a reuis..d budget upto date for Lop miia-ag' nrt thr'oughout the yeiar" toreflect major shurtl tUs in revenue or ouenages inexpendilurc] a we] I major addi Iions to anddeletion's from it made by Lop Imanagemnl.
Moreovor, at ]ea.,- tif major rewisions haveoccurred, a reui."d budget should be published at:
least scmi-.acnnrua]]ly, 

The budget is an imiportant ;nariageumenlt tool, Our adu:.,to you is to take it seriously and q' as much valueout of it as a plairning arid control Ioo as you
possibly can. 

Discussion
 

NOTE: If it has not 
proved possible to complete the above
program by 
the end of 
the day, the workshop leaders should
feel comfortable about continuing with the above program
for another hour or two the next morning -- since more timeallowed on C'r iday than isis really necessary for the "back-home' 
programs. 
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FRDYMORNING (285 minutes, including a 
15 minute break, are
 
programmed out of 285 minutes) 

Call group Lo order 
8:00-

G. "BACK-HOME' PLANS AND. u.GlS-. 8:05 

1. Pel-pmnoni of "Rack -ome' Plans and Bu dlq S 8:05
_qThis exercise is the culminati rg event of this workshop 

10:30 
and sLr'ess should be placed on Its importance and theessenLimally of undertaking it with due deliberation and(ca r e? 

a. "Ua-lome" P1ans u of Local thorit-y 

Each threo-member Loam (typical]y the chairman ofLhe Finance coniittee oF the council, the clerk ardthe treasur, r) from each local authority is todevelop a p[alnio l g staLelmont and budget for itslocal authorit y for the cormi ng year in the formatand using iMe approaches ou lined in this workshop. 

Refer to Itcm # 46 ,Workshop-xerciseLhe Local flu thoritly !-epresen ._ Plan forted by-Eac-h Local.... 
_uhority - ean'" (program FormaL to be completed byeach local auLhuriLy loam). 

b. "Back!ome" Prgram of the learn of Central and
Proviocjtal Government PFf->cnaL 

Cent-ral and prounciai goverrnment representatives
should also develop a program steps l:hatoF theycan take to help in imprcving plann:ing and
budgeting by local authorii.s. 

Refer to tmI 1_ ___--

Qqna)and Prov nincAl 
- -ra fo 

oirme~ otyprgyi-fn9 Plann i ngad
juhq~key prograin f ormatI:o be compl eted by theteam of central govermnt. participants). 

,m MORNING IBRLHiK 
10:30

10:45
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2. 	 Reports by Local AuLhoriLy -rd Cen!ral Gouernment leans 

120m a. R:eporLs _by Ithe, Loco [ fluthority 1qa.njs 10 

12o 	 Presentat iorn, on thi, proqr',m,- dueloped earlier 
(abouL 10 M In"I,, 000) 

o 	 DiscL.i. oin/cril iq , [v oll r participants and 
especially by ci'i ralL rujtv'rrlnmnl
repr'een, I t ,,.;(.h nl 4 I( II nutes, ea ch) 

75m 	 LUNCHEON P[uLK 
 12: 
2: 

R--he-eadTIrus-t. note the essential:ily or keeping careful 
conLroL. of the liming of Lhese presenLal-ions. OFten it is
 
desirable t.A allow more time 
for the first coup]e of 
presenLaLions 
(parLly because oF som ouverIaps on Lhe par oFlater presentations). But in order to coplete 10-12 or so
presentations by the end of 
Lhe afLiirroon, Lhe ]eader mus. uery
carefully monitor, against- Lho clock, 
the ouveral progress of 
these reporls. 
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FRIDAY AFTERNOON (180 minuLes, including a 15 minute break, are
 
programmed out oF 180 minutes)
 

Call group Lo order 	 2:00-

G. 	DEVELOPMENT OF BACK-HOME PLANS AND BUDGETS, cont. 2:05
 

2. 	Reopr'_Ls. b_.yLocal AuL hori-V and CenLra Government Teams
 
on_ "Back Home"_._Plans and Budg., co nt.
 

a. 	R?prLsby _he Lo-al_ Autrit learns, con L. 2:05
3:30
 

Local aLiLhority teams are to continue with their 
reports on the prograiris Lhat they have developed. 

AFERNOON BREAK 
 3:30
3:45
 

b. 	 Report by the Central and Provincial Government 3:45
eam 
 4:30
 

o 	 Presentation of the results of the central. 
government's Loam on its program development 
(about. 20 rMILutes) 

o 	 Discussion/critique by part~icipants (about 15 
minutes ) 

It is hoped that any senior representatives of the MLG 
and 	 USAID proseriL for the closing ceremonies will 
parLicipat.e in tlhese critiques. 
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FRIDAY EVENING 

CLOSING CEREMONIES 

A. C[OSING [)INNER 
 7:00

n cockia:i] period and closing dinner is to be held for 
9:00
 

par'li cipanl.s and guesLs. 

B. D.ISTRI BU1 JON Of CFRTIFI.CAIES OF PARTIC]PAIION 

SL[ # 49 "C'_ertif.icaLo of Partici paLion" is to be
 
presenLed Lo each parLi cipant.
 


