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DETAILED OUTLINE OF WORKSHOP CONTENT 

_u NDYF.ERNOON AND. E.fN..[NC 

75m P,. OPEINGC[RFON._. 

1. Welco ming Renark_2 

5:00
6:15 

2. In.tr_q_duc s_.and _qppro aches 

a, in troduct.ons 

b. 

Staff and participants 

Sche-.jfor EnLir Workshop Serie s 

(1) Financial Management - Planning and Budgeting 

(2) Financial Management - Revenue Generation 

(3) Financial Management 
and Control 

- Expenditure Management 

(4) Financial 
Staffing, 

Management - Flanning, Organizing, 
Leading, and Controlling 

a. 

b. 

c. 

T-.iPar_.nw.kroufledge regarding identification 
of revenue sources, determination of revenues 
potentially due, collection of revenues, reporting
of revenues, and management and administration of 
the revenue generation process. 

.- °.._cl.P new ski lls regarding the above listed
aspecis or revenue generaLion responsibilities -espe :ially (1) to accompl:ish prohlem-soluing in 
the Financ:ial management area and (2) to nrouide 
improved managument to Lhis functLion, 

To develop attitudes and -jncreasemotiation so as
to lead to identification of new revenue sources,
improved schedules oF charges, more comprehensive
and accurate biling of re enues due, more
effective collecLions, better controls, improved
reporting, and prompt corrective actions. 
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4. 	 Wor kshopMat.rilsad Progr 

a. 	 Refer to Ite#1 ,Overall Prograr" 

b .	 Refer to .[tn tI 2: "List of Worksop_ Matrials" 

Extensi 
e use will be made of graphic and tabular
handouts 
that illustrate the 	 substantive concepts tobe pr'ovided in this workshop. Par'tic:pants wil.frequently be asked to engage S ll 	1 groupexercises, 
 They wi 1.1 hav, the experience of analyzingand developing solutions lo problens ad issues
managemiienl t 	
inand 	 cort rol of Pxpend.trur es over the
fiue-day workshop period. 
 C nt ral governmentofficials parLicipating 
in ti e workshop wil. be drawn
on as eyperLs in their respectiye fields.
 

5. 	 Works hop Schedule
 

Sunday Afternoon and Evenuing
 

5:00 p.m. - 6:15 pm. Opening Session
 
7:00 p.m. - 9:00 p.m. Opening Dinner
 

Monday -- Friday
 

8:00 a.m. - 10:30 a.m. Workshop Session

10:30 
a.m. - 10:45 a.m. Morning Break
 
10:45 a.m. 
-
 12:15 am. Workshop Session

12:45 a.m. 
-
 2:00 p.m. l.uncheon Break
 
2:00 pm. 
 - 3:30 p.m Workshop Session

3:30 p.m, - 3:45 p.m. ~ift:ernoon Break3:45 p.m. -. 
5:00 p.m. Workshop Session 
.
 

MSess:cons 
may 	run to 
5:30 p.m. if necessary
 

Friday Euening
 

7:00 pm. 
- 9:00 p.m. Closing Dinner
 

6. 	 oks op_ Logisics
 

Remarks 
as appropriate
 

120m B. 
 OIN. I[NNLR.7:00-


MAKE EUENING R[ADING ASSIGNMENI: Item, 	 9:00 
through 15, except for #10, 	

s 4
 
plus Appendices A, 
B, C and D
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MONDAY MORNING (285 minutes, including a 15 minute break, are
 
programmed out: of 205 minutes.) 

5m Call group to order. 8:00
8:05
WORK;O" EXERCISE ON REPORTS ON PROGRESS MADE IN APPLYING

C~~)NC'PTSjfHF_.O 	 JN _UGIGKRKHPFRO 	 RLNNN 

We'd 	 1i ke Lo begin the day by asking local authoriLy and 
c;;1ntral .over'nrment teams to report on progress and results 
echie ved in application of concepts and approaches presented in 
Lhe most recent Financial Management Workshop on Planning and 
Budge ting. 

Refer to ite, #:_ LJorkshop xercise - Report on rcoress Made 
in API ying CnceptJs f-rothea rf nd..Budgsetng.orksq.o 

At.: the most recenL workshop on Planning and Budgeting, 
pdrticipants were asked to dcvelop back-home plans For theirlocal authorities and for the central goverrnment. These plans 
were to incorporate arid reflect: the concepts presented in that
workshop. Local authority teams may roAl choose one of two 
approaches for' this present workshop exercise. 

a leals may reporL on progress in irrmplenenti ng those 
back---home plans developed on the last day of that workshop. 

a 	 Alter;a tiuel, teams may complete the format provided in 
[Rem 	#3 

Central g: neminLnt participants should also develop a report on
the bac-nome plan Ihat they developed on the last day af the 
previous workshop. 

.5m 	 The wor'kshop loder should review briefly the major concepts 8:05
prt. 1-eor,,d in the Planning and Budgetirig workshop. -	 8 :20 

;Om 	 Then the leader shouild ask each local authority team aid the 8:20
central government tea Lo mleet and prepare their reports. 9:20 

Sm Ask a representative of each team to report to the par'ticipants 9:20
on progress made since t:he Planning and Budgeting workshop in 10:45 
applying the concepts set forth in that workshop, 

3m MORN[NG BR.IAK 10:45
11:00 

iL 	 wil lhITelp-the leader, in pr'esernting this review, to note 
that the majur concepts from the Planning and Budgeting
Works'op are more or less .identtFied in questions #2 through
08 an paqes 2, 3, and 4 of par'ticipants' Item #3. 



SUBSTANTIE PROGRAMON REVENUE GENERATION 

Now we want to turn to 
generation of rovenue. 

the subject of the present workshop: the 

A. ET C 
TO P.BIC__E 

O R[ENUL 
NANANE 

GENERION -0 rINANCIAL MANAGEMENT 

But first we'd l:ike to put (1) revenue generation into theoverall context of the job of the financial manager and(2) the work of the financial manager into the context ofthe local au thoriLy s overall concern with sound public
finances. 

30m 
Local Authorities Public finance at the Leel of 11:00 

11:30 

Let's start with public finance, which is extremely
important to a loca.l government. 

Query: From Lhe point of view 
political scientist, how might 
finance"? 

of 
we 

an economist or 
define "public 

a 

Answer: The economist wil.l say that public finance isthe name given to the .coomicside of the total
activity of a local authority The politicalscientist will say that a local government is formedto provide for the needs of a given local population. 

Query: What are examples of things that (1) the
central government does for the wananchi, (2) thelocal authority does for the wananchi, and (3) tLhe 
wananchi do for themselues? 

Answer': Leader to make 
above three categories. 

lists of responses in the 

Query: Ask what oolitical and economic principle
determines (1) what should be done at the local. 
government level as distinguished from (2) what isdone by the central government- and (3) what by the 
wananchi themselves? 

Answer: The wananchi should do ror themselves thosethings they can do best. The central government
should do those things it can do best. And those
things that can best be provided through common actiun 
at. the local level should comprise the
responsibiliies of7 the local authority. 
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Refer to Item #4: 
'Public Finance at theLocal Level"
 

As Item #4 suggests, 
these needs and service areas
 
include infrastructure such 
as roads and major

services such 
as water and electricity. They include
 
facilities 
such as markets and slaughterhouses. Theyinclude safety alld secur'ity in the form of askari and
fire forces hey also include education, health, and 
many others.
 

On the one hand, as Iterm #4 indicates, carrying out 
these activit ies causes the expenditures of the local
authority. On the other hand, to provide for these

needs requires an inflow of money.
 

Query: Where does this money (ome from? 

Answer: As also shown in Item #4, the cnmesrevenue 
from:
 

o 
 the 	citizens themselves through charges for
 
services rendered; 

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

o 	 borr'owings From the central government and 	 other 
sources;
 

" 	 limited grants from the central government; and 

o 	 grants from outside agencies, sometimes foreign
nati onal or international. 

The 	 two boxes near the right side of iiitem #4 show (1)the 	total elxpendit ures made to meet the needs of the
wananchi and (2) the total v_.qnues that must be
raised and manc.ged to pay for meeting these needs.
The 	 final box indicates that financialthe health-
indeed, the very existence -. of the local authority
depends on the matching, both short-range and
long-.range, of these expenditures and revenues. And 
this is what sound public finance is all about. 
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Refer to Iten #5: "How the Local Financial Manage

Looks o; -Pub.-ic_Finance"
 

Item #5 looks at public finance in a different wayi.o., from the polint of uiew of the finance committee,

clerk and troasurer 
 - nore like an income and
 
expenditure statemnrL ,
 

As you can se, it is st:ill 
the needs of the comrnunstyand the e c(IP,s'upr'ou died to e e-t those needs that are
responsible indiric tly and di,rectl1y for all 
revenue
 
and expendi tur .
 

However, Iin this e<hibit, primar'y eumphasi s 
 is put on
balanc ing revenue arid expendit-ures so aS to yield

sati sfactory operating and overallI r'e'ults. 

The lea'der should review the content of Item #5 with
 
the par'ticipants.
 

Discussion.
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25m 2. jExcellenFinancial Mane as the Ky to Sound 
Publ-ic Finnce ~L en 

Query: From the point, of view of rr)anagementand
stafRing of the local authority, on what does sound 

. ._fi.'nanc. depend? 

1:0
1:0 
11:55 

Answer: 
sought 

Leador, to note 
is as follows: 

responses. lut the answer 

o sqyurcidpuli ic inance 
fn.nci .man~int 

depends 
, and 

on excellent: 

o t-his depends, in turn, on the 
spcial i ce dqersP.. --- i.e., 
authority, on the work of the 
staff 

management workof 
in the local 
treasurer and his 

Query: Why does sound 
Incw kof-pecfiliz

.m..nag ein.e ri _? 

fiacja ma men±, depend 
pnerson nel trained infnnial 

on 

Answer: The answer in as follows. 

o Operating department heads are, of course, 
responsible in their individual areas for bringing 
in the various revenues and for expenditures. 

" Howeuer, it is only the proressional financial 
manaqar, i.e., the treasurer, who is able to 
oversee and balance the ouerall picture of 
expenditures and income. 

We do not mean to oueriook the important roles of 
department heads 2id section heads. These persons 
must also accept the responsibility to be the 
Financial manaqers both of the resources entrOsted to 
their control and of the expend:itures made with these 
r'esources. 

Rutit :is the overall financial manager, the 
treasurer, who in p.blic finance ,atters is always at 
the right hand of both (1) the c ef administrator, 
.e. the clerk, and (2) higher--level authority, i.e.,

the council aind its finance committee. 

D i s c ws si on 
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Refer to Item # 6: 
 "Case Study - Revenue __Expenditures

and Balances 
byDe artment".x .....
 

This point, that individual department heads 
cannot
 see the 
entire pattern of local authority Financing

and that a specialized financial manager, i.e., 
the
 treasurer, is required to 
perform this function, is
 

that local authorities cannot leave to
 

illustrated in Item #6. 

The leader should review Item #6 with the participants. 

The point of 
illustra'te 

this case study, [tem #6, is to 

operating department: heads the management of local
authority finances . This is thle case because someindividual departmnnt heads are expected to achievelarge surpluses whil- ot[hers are expec ted to incur 
large deficits. Therefore, one must look tospecial:1zed personnl,], the treasurer and his staff,
and, in the sense of overall coordination, the clerk,to oversoe the overall fi nancial situation of the
 
local authority.
 

Discussion (with comments related to participants' 
local authorities).
 

In these case studies: 

Cit, Council 0 is Nairobi
 
Municipal Council 
B is Kisumu 
Municiral Counc- i C is Lldoret 
Municipal Council D i.sKitaIe 
Couuty Council E is Busia 
County Council F is Nandi 
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lOm 3. The Work of a Good Financial Manaeg 11:55-

But excellent financial management and sound public 
12:05 

finance don't just happen. Rather, a great deal of 
attention must be given to them, 

Refer to Ite_ #7: "Manamjement FunctionsGood..Fina ncial _M~tna_er__"! Performed by the 

Item #7 illustrates, from a broad management point of 
view, the five management functions performed by the goodfinanc.ial manager. These are Planning, Organizing, 

Staffing, Leading, and Controlling. 

Item #7 also illustrates the twenty-three principal 
management actiuitles that comprise these five major 
management functions. 

Discussion 



1m4, Revenue Generation 	 Steni nciai.JSsaMao Fin~ 

But 	 it i!ithe responsibilitity for agith 

generation of revenue -- 'which all of you,:share i ,some degree - that is the" focus of this particularFinancial management workshop.u
 

Indeed, generatiing ad',quate revenue is not only.a,
general maragement responsiblity of the Financial ? 

manager, it,,also c6nstitutes one of the major areasof tecbni+ai work of the financial mnager.
 

Refer to Item #8: "'Oiother V~iews of What Good Fnnia
 

Item #8 takes a different look at what good financial
management involves --
putting greater emphasis on th~
technical work-'to be performed.
 

0 	 As you can see; Item #8 suggests that good
financial management begins with Planning and 

* a0 It goes on to Generating Revenue, Managing anI 
 "~ Controlling. Expenditures, andEvaluating and~i)... Reporting. 

0.. All of> these are supported by Organizing,
Staffing,. and Leading.....
 

As you will also note in IUeii #8, our present series
 
of four workshops is organized around theseiseveral
 
elements of the financial ma~nag~reent cycle.
 

0 	 Our first workshop dealt wih the activities 
represented at 
the 	top and iupp .4r right side of
thisdiagram, i.e., 
Planning and Budgeting...
 

0 This present workshop covers the imotattoi
of Reenue Generation on the le r ......- n	 4.-

o The next workshop will deal with Expenditure
 

Managemnent and Control~on the lower left.
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o 	 The Fourth workshop ill provide an overview of 
all the m.nagerrnt functions of the financial 
manager so as t. put the iwhole subject of good 
Financi aning (:,menL irn perspecLiue. Bu L it will 
con'c en Lra t:, in particular, on the support 
activ-i c,. rjoprwser ted t, hie upper left and 
cc nter of the diagram. 

D:is cuss on 
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B, REVENUE GENERATION AS A COMPLEX ACTIVITY THAT PRESENTS
 
MANY PROBLEMS 

Maximizing the generation of 
revenue is a complex problem
for local authorities. Quite possibly, doing an 
excellent

job in this area is the most difficult task faced by

councils and their 
staffs.
 

25m I. Revenue Generation.ex.Aci 
 12:20.
 

Revenue generation must be recognized as a complex 12:45 
activity that needs to be carefully planned and
 
executed.
 

Refer to Item #9: Rvenue Generation' 

Item #9 illustrates the three major elements of
 
revenue generation:
 

-
 first, planning and budgeting for revenue,
 

- second, collecting revenue, and
 

- third, evaluating, reporting, and taking
 
corrective action
 

Explain Item #9.
 

Discussion (is the 
list of elements complete? should
 
any be added? deleted?)
 

75m LUNCHEON BREAK 

12:45

2:00
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MONDAY AFTERNOON (180 minutes, including a 15 minute break, are
 
programmed out of 180 minutes.)
 

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

B. REVENUE GENERATION AS A COMPLEX ACTIVITY THAT PRESENTSMA.NY_ .PROBL.EMS, c on td, 

2. Workshop Exerci e on the Key Problems Involved in 
.evenue Generation 

Let's find out 	what participants believe to be their
 
major pr emos in generating maximum revenue for their 
local .u" ri ties, 

Refer to A.em # 10: "Workshop Exercise--: 
Prioritization of Problems [aced in Revenue
 . . . . . . . .
 . . .
Genera Lion" 	

-.. 


35m 	 The leader should Form the participants into groups 2:05
and ask thom to complete Item #10. Each group should 2:40 
be formed "diagonally" . That is, each should include 
councillors, clerks, and treasurers. And no group
should include more than one person From a given local 
authority. 

40m 	 Reports from small groups and discussion thereof 2:40

3:20
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]S5M C. STEPS INVOLVED IN R[VENUE 

These many problems t hat 
maximum potential r'evnue 
Let's now take arn overall 
inuolved in reuenue gen r 

GNI-RbiqON 

nt.,rferc, with the collection of: 

should be confronted h.ad on.
look at. t.he several sLeps
'. on. 

3:20

3:35 

Refer to 1tern 11 ' "en......un Gene 

Discussion (hrieF, since the issues lislt.c' will bediscus'.ed more Fully later, in the program . have anymajor issues ben onIfltf-fd?) 

15m AFIERNOON BREnK 
3:35

3:50 
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15m 1, Step One: identifying Sources of Revene 	 3:50
4:05 

The 	first major step in generating revenue, as we
 
noted in Item #11, is identifying revenue sources. 

Que-ry What. thinqs should be considered in 
identifyving revenue sourc.?s? 

Answer,: Leader to note reponses and lead discussionof Lhelir. ILt.It- sono ansjers are as follows. 
o 	 Sources emFployed in other developing countries as 

-- wrell as in Kenya. 

o 	 Enabling legislation in Kenya 

o 	 Role and input:s of the Ministry of Lo(al Government 

o 	 Local Council role and act:ions 

0 	 Sources Llt-ilized by other local
 
author':i t ies
 

o 	 Etc. 

D:i scuss nr (what o her i r,forination sources are there?) 

20m a. Wid, ariety_ of Revenue Sources 	 4: 0 5
- -~ 	 4:25 

In countri.e. such as Kenya, local authorities can 
look to a wide variet:v of existing and pol:eiitial 
reven u !c sour ces. 

R,ifer to Item 12: "Major Revenue Sources of Local 
m n ,:,n l-s~~~~ o ~~~~~ ..(;ou(-r 	 .....-1--1:i........... - e ........... . . ............ . .
 .	 ...iGoverniimnts in Dev eloping Countri-es"----

Di.,;ci.ls ion (do a:l] of the revenue sources with 
asterisks in I[temn #12 actually apply to your 
Kenian Iota]i author Lies? to ot her Kenyan local. 
aul:hort:i( s? are some iajor sourc.'s of revonue 
ori t I ,ed?) 

http:Di.,;ci.ls


r u t 

5mbRora uthorities Foe-eaises 5 007 
Formal authoi.ty forf Keny an local,,authorities to.--raise revenues is prov'dedin several ways. 

1 
j,' 

'''"
M The Local Governmeja Act Chapter 265,; Revised,
9~l78 7, is the basic authority, 

Refer to floo~ndix A: "Excerpts from 'The Local,
Govenm t . Chapter 26-5 Revised 1978.Sections 143-226, Relating to Revenue Generation ,..~,Powers of Local Authoritiesn. rr 

legislation prvie 
 thei uhrte witi'~
loa 
a very large number of potential revenue sources. 

Discussion (pertinence? up-to-date?)
 

Motions reflecting lo-val Council actions withrespect to andJfees C arges, after approval by-theAL MLG, are posted in "T e'Kenya Gazette". . 

i.4 
Refer to &EqLndices 8,C. n .Teeapnie

provide th.e tesadchargesMucnicplypbihdn
"Thc,,.Kenya 
Gazette" for''the MncplCouncil of
Nve4(ri), the Town Coun cil1 of LVoi, and the County
Council of Wareng. 

' 

Revjiew and discuss these three appendices.
 
* . In many local authorities, 'Ynany fes~nd charge 

have not been adjuste'd for'niany(-,ears in s'ieoinflation, i.e.', rising:'prices, rising costs_ and
rising incomes.,
 

Moreover, some activities' on which.fees and
charges could be as'Jessedare not so assessed.
 
Di s c u s s i o n ( a e u c f p o c s ? p ol-


What other authorities exist? 
 Are they, adequ~te?,7 

Discussion
 

MAKE EVENING READING ASSIGNMENT: 
Item #s 14,.15 &18
 

*Note: Don't discuss a_______ of fee 
 thslve ohote
 

1discussed. thoroughly, later,in the program,
 

http:authoi.ty
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IUESDAY MORNING (285 minuties, ncluding a 15 minute break, are 
programrrned out oF 285 minutes,) 

5m 	 Call gr'oup lo or'der. 8:00
8:05 

Q SiEoPS INUOIUV1D IN RFU.NU F. GENE[RATION, contd.
 

top One' [dentif i Sources aoF Reunue, cont:d
 

c. 	 Di-f for' i ng I ii ance on Sourcs o u ties 

In Fact, nyan generaily lookI<K(u local aut-hor'.i.ties 
to Simila-1r sourc ,. for reuenue but in difFerent 
proport ions. 

1) [x ieaPr-ionookno zat ion o xs~n 
R ve nu . Sourc .s or . c. . A.Lit.ho r t: t..S 

Let's startI by finding out what participants 
see as their maj or current: revenue sources. 

Re rr to I.t.eii t! .# ':Workshop Exercise .-
Prior! ti za tAn o Fxi 'L i n(qlReenue Sour c Os for 
Loca Au h6r"lt01i s " 

45m 	 Ask participants t.o Form init.o groups and 8:05
comp l.e . l #1 3, 8 : 50 

50m 	 ReportLs by smal. groups and discussi on of: 8:50
their results, 9:40 

http:A.Lit.ho
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40m (2) Differing 
Patterns of Revenue Generation 
 9:40
10:20


As noted, the proportion of revenue received from
 
individual r.;venue 
items varies among local
 
authorities,
 

Refer 
to Item #14: "Gase Study - Revenue byDetailed _LiSting-nf Sources in Order of Size of
Re ceips.. 

Item # 14 makes clear that a few sources of income
 
are responsible for the 
bulk of the revenue in all
 
local authorities.
 

_own
o For 'ost and municjpalities a majorproportion of revenue comes from site value 
rates and plot rents, water, sewerage, house
 
rents, licenses and fees, 
and markets.
 

o For counties, the pattern is 
more varied,

Markets, stock 
sales, and licenses and fees
 
are typically significant revenue sources.
 
Site value rate income is often far 
down the

list. However, depending on the location and
 resources of the county, 
the major source of
 
revenue 
may be such things as produce cesses
 
or toll charges or 
game park fees or livestock
 
charges.
 

Note in Item #14 
 the applicability of the
Principle of the Critical Few, i.e., 
the great
bulk of the results (in this case, the generation

of revenue) is derived from a small proportion of
the occurrences or (in
causes 
 this case, the 
sources of revenue). This suggests that thegreatest payoff will come from increased effort onthe top five or ten revenue sources.
 

Finally, differences 
in the proportion of income
derived by various local authorities from a givensource may 
raise the question as to whether aparticular local authority might 
not want to put
more effort on sources where its 
proportion of
 revenue appears 
small compared to 
that of other
 
local authorities,
 

Discussion (drawing 
on experience of participants'

local authorities)
 

15m MORNING BREAK 

10:20

10:35 
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45m d. Many Sources and Many Means for Raising Revenues 10:35-

The list of potential revenue sources for local 
11:20 

authorities is very extensive as is the list of 
pot-ential means of deriving revenues from these 
sources, 

Refer to ]tel # 15: "Revenue Sources Potentiallv 
Available! to Local nuthorities". 

Item #15, derived mainly from the Local Government 
Act, illustrates (1) in the left hand column on each 
page the very large number of items from which revenue 
can be derived and (2) in the ten headings across the 
top of each page the large number of ways, or means, 
of securing revenue From these itemns. 

Discussion (are some of the sources listed not valid? 
are some vatid sources omitted?). 
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e okhFxre on ndr- pit and Potzen1tiJA~ 

It is certain Ihat some localI author.iIiis are not
plac.ta Ing smiie ef torit somle 'euLh 
 o1n l o sources as are? 
o thers. It I t alsos i 1 L iii".; i he c as;e that some 
pO en - ia l our'ce S of I 0 ni rig fui 1 itno ll e ri e )bei nq
under -xploil id or ire not bhinq tlapped at all. 

ReF-er Lo 10.eIm / 16: "Workshop Exercise .. 
Prior!Li tat ion of Undr- gxpl oiled and Potentjal. Aqdded 
Re unne s__ .Sources" 

,15m A k sna l groiiiIi to lIip Jet exer'ci se. ].1: 20

40m 12:05SiaI I r.up r'iports arnd disci.ssion. 12:05-

Arsk each oroup In, b, sure Qn keep a 
12: 45 

copy of their
resulLs Fromi l this exercise since .0ey will be expected 
to make use of these resuIlt.s irin the imlmlledia tely. 
Folloiwling workshop exercise. 

75m LUNCH.ON fRI AK 12:45

2:00 

http:LUNCH.ON
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TUESDAY AFTEROON (180 minutes, 
programm ed out: cf 180 minut.es.) 

including a 15 minute break, are 

Sm Call 

C. 

group 

-1. 1PS-

to order. 

VNOI[ D I N RFV E N UE GEN ERAI10N, co ntd 

2:00
2:05 

I. S..tep.Qn.e I de rtif y.ing._Sources of Rev nue , contd. 

f . [orsh~pxercise 
%Qeunuoe Sources 

on Program 4-or Develci n g Added 

Participants 
terms. :hey 

should consider 
can expand their 

how, in 
sources 

practical 
of reuenues. 

Refer to Item # 
for, Identi fying
Sources". 

17: ."Workshop Exercise - Program 
an. Developing_-fIldded Re~p.venu-e 

60m. Ask small groups to compee exercise, This 
exercise involves taking two revenue sources from 
among those listed in the previous Workshop 
Exercise #16 - one from thL five Existing but 
Under-exploited Revenue Sources and one from the 
five Potential Added Revenue Sources. Each group 
should identify those steps that would be 
requ ired : 

2:05
3:05 

S fir'st., to confirm the 
revenue sources for, a 

feasibility of these 
local authorit:y, and 

o second, Lo 
place as a 
income. 

actually develop and 
new or much expanded 

put them in 
source of 

45m Brief reports frrom small. groups and discussion. 3:05
3:50 

15m AlF IFIRNOON BREAK. 3:50
4:05 
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55m 2. nTwo: Determining Rents/Rat-es License Fees 4:05-
Cha re for Sc s and the ke 5 :00 

The 	 second major stop in the generaltion of revenue is
determining the ourlevel of? charges. 

Query: What factors might the local authorit:y look at:in determ-ining the level of fees and charges Lo be 
levied?
 

Answer: Among Lhe possible answers are the following
factors (all of which should be discussed before the 
group has fi' ished with this top-ic). 

o 	 Cost:s of providing ser'vices 

o 	 Ualue of services to the recip-ient 

o 	 Charges leued by other local authorities 

o 	 Charges by other organizations (e.g., business 
f inns) 

o 	 What the "markCt w-ill1 bear' 

o 	 Local authoriLy needs for revenue 

o 	 Pricing po1icies that- will reducenot revenue 
co llec ted 

o Kenyan government, laws and regulations 

Discussion (what: ot:hor bases are there? what are 
examples or each of the above bases?) 
ReFer to [Loin / 1: "Cse Sudy- Actual Per-Unit- or 

Other [la'es for Chags
Reu 	

frSlce ajrSucsop 	 I Comentsonaseps Morewit h Judged 

fpp. oP.r 1 fi e" 
 ... 

Di sc u s ion 

MAKE EVENING nSSIGNM[NI: Item #s 19, 20, 22,REANIN ( 21, 24, 
and 	26
 



__ 
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WEDNESDAY MORNING (285 minutes, inciuding a 15 minute break,
 
are 	 prograrmmed out of 285 minutes, 

5m 	 Call group i-o order. 8:00
8:05


C. ST.I.S INCLUDED IN REVENUL GENERA iON, contd. 

3. 	St-op T.-hree: Determining Amounts Due, To Be Billed 
a.nd -.1 Coil cc t--d 

_ 

1ho 	 t hird major s.ep in the generation of revenue is 
de erlnii ng (1) :ot a[ almouOrts lheoreLically due, (2)
amounts t.hat will be billed, and (3) amounts expected
to be colec t:ed, lhis step inuolues several 
closely r'oelated sub -tops. 

15m a. S b:-s.t . . _erming Who Owes And [ow Much 8: 05
8:20
 

[he first, sub-.slop is deciding on who owes and how
 
much
 

Query: What questjons must be answered in ordor
 
to determie who owes and how much? 

Answer: nns-wers include the following: 

o 	 Who bernfi.t s From the service? 

o 	 Who :is re.,sponsiblu for paying for the service? 
(different From aboue?) 

" 	 What is the unil price to be charged for the 
service? 

o 	 HoAJ irmuch of Lhe service is utilized? 

o 	 How much is owed for the service (price times 
usage) ? 

Dis cussion 
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20m b 	 Sub-stepTwo- Projec in_ ota ...eenUe 
Theoroe li ay1,..y e 

The second sub-sLep is calculating the total 
amount thai: should be col1 cted. 

Query: low do you det.orminu what is the total, 
amount due? 

Answer: I he pruess :invol ves a simple formula, as 
follows: 

Add together -. 
 For each of ( i.) the serv.ices 
rendered and 
(i) assets and act i ]vi'ties subject to 
charge - th product of: 

o charges for services and rents/rates/fees 

Limme s
 

r
" numbers o persons rece-iving services 
numbers of persons subject 

and 
to rerL:s/rat:es/fees
 

t i.me s 

o 
 olumo oF services uUj.li7ed by each person or 
other bas is of charges.

Refer to I tem../k 19: "Property.Asses.smen._and 

Collect: ion Effi io ,s" .
 

Review It em /19 h
witJ:jpart i(ipants. 

Refer Io [..in tt20 " a ."...r 
 e...a
 
Collections [:ff:icj(:rc-Js 

Re'vie, ptim #/20iwji Lh part i c:iaIts.
 

Discussion (note that Items 
 /, 19 and 	 20 art based 
on rounded off 
data from r'pa, local author'i ties) 

Note that for Loi revenue (ir',(l it K pussib11to deter'mrii 	ne, in prini pie, the Lotal revenue due
by ]nokinc at. such broad factors as the fol lowing:
* the to of i0a"mountw " purc:hasd [rom aI1 

cut.si de su:ppl i,,r', 

o Lhe total arua of land subject to taxation,
 

Discussion (wjat. are other' .xaipl,, ) 

8:20
8:40
 



30m c. Sub-step Tree:lountsproj ecl That i Be 8:40
.Billed 

-9:10
 

The 	third sub-stop is projecting amounts that
 
will be billed, The Formula is:
 

o 	 persons owing on whom records are aua:ilable
 

times 

o 	 assets/act iuities subject to charge plus

serulces delivered on which records are
 
available
 

times
 

o rents/rates/fees and prices for services. 

Obviously, the difference between the total of all
 
amounts that are really due and (2) the total
 
amounts that will actually be billed is 
represented by (3) the amounts truly due that go

unbi.lied.
 

Query: What are 
the 	causes of failure to bill 
some amounts truly due?
 

Answer: 
 [eader' to note responses and lead

discussion, flnswers should include the following.
 

o 	 [ a-ilure to identifry some of those persons
receiving services and/or subject to
 
rents/rates/fees. 

o Failure to identify and bill total amounts due
 
From those identified as owing
 

o 	 Ltc. 

Discussion
 

The historical trend in relationships between (1)
 
amou t: theoretically due and 
(2) amounts actually
b:ilI,. is important tool in determining what isan 

likely to be billed in forthcoming years.
 

Discussion
 



- 26 

50m d. Sub-step__ Four: Projectin Probable Collections 

The fourth sub--step :is projecting probable
collections. Preparing budget Estimates depends 
on this step. 

Query: What is the formula for, making this 

calculati.on? 

9:10

10:00 

Answer: The answer is as follows: 

o amounts billed 

less 

o amounts not collected 

equals 

o aimount, actual.ly collected. 

Collect:ions often vary From Lhose contained in 
approved Fs ti:rat es. Difficulties in (1)
projectiorn and (2) coliecL-ion of revenues are 
illus trated by variances between the Estimates 
made before the beginning of a budget year and 
actual results aft:er the year is over. 

the 

Refer Lo 
De.pastet 

[1 el # 21: "Case SLudy - -e-u--e By 
t at es Uersus ...AcLua.I s" 

Review I 'i P21 witLh part:icipant~s 

Discuss ion (r'.s!ons for, uariances?) 

These probleirns are 

local. author Ly 

roal :)nes Faced by every Kenyan 

Refer to I.Lem # 22. "Case 
Sources of.__Rev,nu 
COeJ.lci.ion, AmOou nts BJlld 
Maximum "noun-ts P* nti aly 

Study - Twenty Mao' 
6iin_rderof Sizewith Actual 

, and EsLimatLes of 
Du-

Re iew It. em #22 wi Lh part I ci pants 

These c,!se s dI es i l.lus traLe, for actual Keryan
local authori ti(s, (I) b :illTirng eFffic i encies 
(column # 5), (2) co[].ect:ion efficiencies (column 
# 4), and overall 
col lrt.i n--versus- Lotal - amounLs-due efficiencies 
(column # 6). 

Di scuss:ion 
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6. Step 	Four: Collectingq Revenue
 

The fourth major step in the generation of revenue is 
actually allocating the revenue. 

Several sub-seeps, or approaches, are required to
 
actually collect revenues, including arrearages. 

Introduction: Worksho_.p e rcise on P roblems 
Encountered iA. Eforts to Collect Amou Biled 

It is useful to begin the discussion of actually
collecting revenue by finding out what participants
consider to be the key problems faced in collecting
the amounts that have been billed. 

Refer to Iter #23; "Workshop Exercise - Problems 
Encountered- i To CollecC Amounts Billed' 

30m 	 Ask small, groups Lo complete Item # 23. Be sure to 10:00
point out the distinction between (1) this brief 30 10:30 
minute exerc:ise and (2) the earlier Workshop Exercise 
#10, 

Workshop Exercise P10 asked for a prioritized listing
of the very much broader range of problems faced in 
all of the many uaried aspects of revenue generation. 

This present [tem #23, on the other hand, is limited 
to the practical problems faced in collecting amounts 
actual.[ly billed or otherwise known to be due. 

15m MORNING BREAK 	 10:30
10:45 

Before asking for the group reports, lead a brief 
dijcussion on how the "blame" for failure to collect 
amounts billed or otherwise due might be apportioned 
among (1) the treasurer's staff (and other council 
staff), (2) the systems in place and employed to get
the monies in, and (3) the persons owing. 

40m 	 Reports from small groups and discussion thereof. 10:45
11:25
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15m a. Sub-s--pOne-ll-c-iR 
1 e uenu hrough Mail 11:2 

Colection and i].]._Efforts- ....
 11:4
 

The F:irst: sub -,step is preparing and issuing bills 
to those owing. 

Quorv: 10 what sources of reuenue does tnh.s 
sub-step appty? 

Answer: Ihis sub-st ep app]ies to SUCh sources ofincome as rates, rents , wla:e r, aln sewerage, 

Bills must be prepared and :iSSUE t or' other for'insof contact made with persons on amounts due from 
them.
 

Query: WJhat -issues are involved in getting this 
job done wel1? 

Answer : Leader to note repsonses and leaddiscussion. Ho uer, among the issues involved 
are the following: 

o Record keeping on persons receiuing services 

o Mail collecLion efforts 

o Personal collection efforts 

o Timnliness of billings 

0 Etc. 

Discussion 
(of these and other issues involved in
getting out accurate bills on a timely basis).
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45m b. 	Sub-step Two: Collecting Revenue through Direct 11:40-

Personal Contact with Those Owing. 
 12:25
 

The second sub-step is sending our collectors out
 
to actually collect many types of charges directly

from local citizens. This sub-step also involves,
 
for many types of reu n,,e, direct daily contact
 
throughout the entire budget year with persons
 
owing.
 

Query: What cre examples? 

Answer: 	 Examples include the following.
 

o 	 Market fees 

o 	 Slaughterhouse fees 

o 	 Bus park fees 

o 	 Licenses 

Query: What issues are involved in preparing and
 
issuing bills and in actually cullecting revenues?
 

Answer: Examples include the following:
 

o 	 Workload to be performed
 

o 	 Staffing to do the work
 

- Quantity of staff
 

-	 Quality of staff
 

-	 Training of staff
 

o 	 Organization of staff
 

o 	 Processes, procedures, controls, and the like
 

o 	 Leadership and effort
 

Refer to Item 1/24: "Case Study_-Major Sources of
 
Revenue with--C-stina-t-e--of-R-e-venue per KSh of Direct
 
Costs for co1ection of Each".
 

Leader to review Item #24 with participants.
 

It is important that the Principle of the Critical 
Few be cbserved in allocation of effort (i.e., the 
bulk of the revenue is generated by a small 
percentage of key sources -- collection effort
 
should be concentrated on these major sources).
 

Discussion
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20m c. 
 Sub-ste_ 
Three: Folloijing_.U!£ on Arrearaae 
" 12:25
12:45


The third sub-step is collecting arrearages.
 

It is important to devote major effort to
sub-step. In fact, 
this
 

this is 
one of the areas of
revenue generation most likely to be overlooked. 
Query: What are 
the factors [hat relate to the
 
collection of arrearages? 

Answer: Pnswers 
include the following,
 

o Staffing for collection 

o Diligence in efforts made 

o Timeliness of follow--up efforts 

o Availability of legal enforcement tools 

o Practical limitations present in the local
situation (political factors, citizen
 
attitudes, etc.)
 

o Etc. 

Discussion
 

75m LUNCHEON BREAK 

12:45

2:00
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WEDNESDAY AFTERNOON (180 minutes, including a 15 minutes break, 
are programmed out of 180 minutes.) 

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

C. STEPS INCLUDED IN REVENUE GENERATION, cont.
 

5. 	Workshop Exercise on Better Establishing Charges,
 
Determininq Amounts Due, and Collecting What is Owed.
 

Participants should consider what steps can be taken
 
to overcome problems faced in revenue generation.
 

Refer to Item 	#25: "Workshop Exercise -- Program for 
Better Establishing Charges, Determining Amoijnts Due, 
and CollectingWat Is Owed". 

40m 	 rnsk small groups to complete Item #25. Assign two 2:05
revenue areas to each group as suggested in Item #25. 2:45 

45m 	 Reports by small groups on the workshop exercise and 2:45
discussion thereof. 
 3:30
 

15m AFTERNOON BREAK 
 3:30

3:45 
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D. 
 MONAGEMENT AND ADMINISTRATIVE SUPPORIS TO y
EFFECT[V
 

5m We have completfed our" discussio of the four major steps 3:45involved in the generation of revevue, as follows: 3:50
 

o first, identiffying sources of r'evenue; 

o second, determining ronkt/ratos, license fees, charges
for services, and 
the Aike; 

o third, det : rmini ng amounts due, to be bi.1led, and to 
be collected; and 

o fourth, actLally collecting the 
revenue.
 

Now let's turn cur attention to the several management and
administrati 
ve 
supports required for effective revenue
 
generati on.
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lOm Introduction 

Refe:r" to Itein i/26 
Suppors to R e 

'Management 
Geneeaionh' r 

and Administrative 
Loc.al Au-hori-tie , 

3:50
4:00 

Itemi026 is prou idud as an out]ine for the discussion of 
Lhse se uera1 marnagoment and administratiue supports to 
eXCell]ent ri'Uu flu g:,neration. 

Discussion (what, if any, factors haue been omitted?) 
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1. Factor' One: 
 National and_Prounal Government
 
A-uthritiesnc 
 rovinca 


-

The first 'riajor management 
--

and adriniistrative supportto effective revenue goneratio is appropriat.eleglly-binding national law re ulations and .. th.ori.I.e a-, well as a varioty of I 7-formal
udaacL and s up p o r ts 

lOin a. -eagIl-y -_ b inding I-aus, R-guLatj on s, nd.Authorities 4:00-

Firsit Lotit 4xpLore the ques L ion of 4:10s tle broadsuppor' pro vi dd to local aut hor-j t i es in revenuegeneraI ion by the spec IruII of- f-ormal aLaws,regu] at J ons, and auLhori [ i efs , 

Query: What central and provinc:ial governmenj:laws, regulation!;, and authorites affect revenuegenerat I on by local authorities?
 

Answer: Such 
 answrs as the following. 

o [.ocal Governmrent Act 

o Ga7 [t.e notices 

o Rating Act
 

o Agriculture Act. 
(cesses)
 

o Water Act (twat:er undertakings) 

o Medical Control 
Act (slaughterhouses; 
hides

and skin ccsse.) 

o Tour'i.sm legislation (game parks)
 

Discussion 
 (what other such formal 
legal guidance

is provi dod?) 

http:Tour'i.sm
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15m b, 	 Less Leoall--bindin_ Central, Provincialand 4:10-
District Governietn__t Sup_po c.t_s 4:25 

Query: What. added less legally-binding policies, 
procedures, and other forms oF guidance affecting 
revenue generation are provided by central, 
prov-i.ncial. and d:i s Lrict government authorities? 

Answer: Such things as circulars issued by both 
ministries and provincial offices, advice from 
dist-rict and provi-.i 1 ol-iiceb, -i.L 

Query- What agencies are involved? 

Answer: 	 Such agencies as the following: 

o 	 Office of the President 
o 	 Ministry of Local Government 
o 	 MinisLry of F-i nance 
o 	 Ministry o f Planning and National Development 
o 	 MinisLrv of Witer Development 
o 	 Minist-ry of rransport and Communications 
o 	 Minis try of Agriculture 
o 	 Min:i3 try of Works Lnd Housing 
o Mi. 	 t.ry of Reqional Development, Science and 

Techno longy
 
0 Mi ni try of H1eaIth
 
o 	 Parasiatals (such as the National Housing 

Corpora t i on) 
o 	 Provincia I offices 
o 	 District offices 

Assi-;Lance in enforcement from district offices is 
important: to many local uthorities. 

These regulatory and SL'port activities aive 
presumably undertaken pursuant to National 
Assembly legislation which provides the necessary 
au 1:hor'ti -i.e s therrfor. 

D-iscuss-ion (including what. other agencies provide 
guidance -o local aut1:hor ities in revenue 
gener'ation? What tyvpes of guidance?) 

Some policies, procedures and other Forms oF 
gu-idance prou-i.ded by the central and provincial 
governments are in writing and some are oral, 

Discussion (value of oral versus written guidance? 
e.g. , "Ora;l Tinstructions don' t work" versus "Oral 

instrucLions are very imporLant") 
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c. 
Works ho j-xer£ s._on__valuation
Pv''o -_] , and Di National,
str ct---evel Supportis -.... .
 

An evaluation of 
national, provincial, and

district-l vel sLipports should be und,,r'taken.
 

Refer to [ten# 112/:. valua].# ".ork ho_.xercse..i . Of _mp.a.'ct o.£f:N.aL.i anal, Prov:i ncial andDis tr'c '-.-leve:[1 por s t i~ciu!
Loc.... -- ,i:on5_"-............t - ppor s
" to.....ev....nu..............
rat.....on__b.......
 

35m Ask s llI. groups to colrllot Item #27. [ssuas to 4:25
be dealt IiLh should include the following. 5:00
 

o Nire the natonal and provi ciaI agenci es
 
adequately s t.affed 
for Ihsi wor'k? 

o o what extet:,i: is t:he guidance provided a
 
help? to what exten a constraint? 

o How (:an such guidance be made more effective? 

o What: are the views of part:icipant.s regarding 
oral versus Jr'it:t:en gui(dance? 

MAKE EUENING REA[)ING ASSIGNMENI Item V/s28. 29, 30, 32, and 33
 

http:to.....ev....nu


T.URSDAYMORNING (285 minutes, including 
a 15 minute break, are 
prograrmed out. of 28) minute;.) 

5im 	 CalL group t-.o order. 8:00
8:05
 

D. 	 MANAGI MtNT AND A[JM]NI Si R1.1:[ UPPORJI STO FFF[CT I
 
. .................. N, contd.
 

I, 	 factor One .. Nat.ional and Proviricial G-ooerninient 

(ACh.....-i ts r ,~ con ddIipo6 I 

c Nor1 oshp.xerc JLs. on [-valu.Lion-t J. o f Nat.b onalI 
..ro. rcin n stric. oeI upports , contd.---- . 

40m Ropor Ls froin smia] I groul:s and d:i s cus sion thereof 8:05
8:45
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20m 2. Factor Two: Authorities_ ald Suppo.rts.by loa 8:45Authori.ties . 9:05 

Tho second najor mana(eonen and admins itratiue supportto eFfectiue reunue generatiori is the aut horit:ies andsupports prou:ided by local authori ties [hielreJ ues. 

Query: What: binding regulal ions, poiici.s andprocedures r'eaLing lo revenue oqne ration are prouided
by local aut horit-:ies? 

Answer: Examples iricludo the fo.lowing. 

0 Bylaws of uarious sorts 

o Financial r'gula tions 

o Council circulars 

o Budget targets adopted For revenue generation 

o Policies such as allocations of responsibility 
among departments 

o Procedures such as time deadl:i.nes for payments of 
bills. 

D.scussion (what otherare examples? is there a 
proper balance between written and oral guidance? howmuch of this guidance is tradit:ional rather thanspecific and well-defined? how could this local
guidance be made more effec[tiue?) 

http:Suppo.rts.by


-39 -

3. Factor Three: Organization of Local Authorities For 

The third major management and administrative support
to effective revenue generation is proper organization
for the genereition oF revenue. 

25m 

Local authori tLi s should of course, organize
effectiuely for revenue goneraLion. 

a. Orgnization of tieo Council 

Let's first consider the organization of 
council. 

most 

the 

9:05
9:30 

Query: What responsibilities has the council for 
revenue geoc rat-ion, how large is the council, and 
how is it.. organized to carry out this 
r'esponsibihty. 

Answer: Leader to note responses on
wihich answers will certainly include 
finance ccmmii.tLees , 

flip chart, 
reference to 

All councils 
powers. 

have a finance commitLee with broad 

Query: Ilowki large are these finance committees?
how are their nriembers selected? how often do they
iieoL? how[Apowerful are they? how effective? how 
can their contributaons be strengthened? 

Answer: Note and d-iscuiss answers given. 
Refer to Item /1 28: "l.xcerp- from 'The Local 
Gove r nine nt Ac t. - t e r 2 . evised 1978 

cSeSJ.oLin 92, _Rel.a ting t-o Fin ance Committee s" 

Review I.Ler #28 twri. th participants 

Discussion 
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30m b. oyanization o th. [n.ena .drnistr'afion 9 :3 0
10:00Next, l.t's examine the organi.zati.on of the 

inl:errnal admi ni st:ra tiori of t he local au thorit:y for 
re venue genera t.-ion 

The rel.ationships of the t:reasurer to the council,
its f-inance co)mmiitte e, t:he c lerk and ot:her 
depar'tment heads are criLi callyitimporLanL for Ihe 
perforliarice of the tr-asur'er s dut ies. 

Quer'y: whom dues the-o revenue collection staff'
of department:s at:her than Ihat of the :reasurer 
repnr K 

A rsAier' : Often, the revenue cul ec ti on staff of 
ot:her departrien is report, in r'eal e:fect:, to t:he 
treasurer''s d'epar'tment. for' the collectin, 
recor'ding , and turrning in of revenue -- and only
admini s I ra ii uol y to thPi rowiln departmeii n . heads,
In fact., s-;olmet imes it: is said t:hat every emrployee
who has an acc:ont b)ook is answerable Lo the 
treasurer. 

Query: Does it cause problems of div ided 
resporisibilitties ard loyat-ies For stafF of other 
de par'tmnelnt s who have some r'evuela(u generaLion
responsibili ties to report: t:ot:h to their 
depar'tinent heads and Lo the tr'easIr'er? 

lnswer: Note arid discuss responses. 

Refer to L ce. .# 29: "txcerpts from 'he toca. 
CBypumnt: Wct.MCWHptr .201MMXP' ,Reisid.17 Sc t:i.o n; 107-.-110, and t h e 'hr' Sc-he.u- ....Re1atn q 

Di s c us s i.0 ri 

o 	 Does Chapter 265 pr'operly define the role and 
funct:ion oF tIhe local t:reasurer? 

o 	 Is the present alloca t:ion of r'espons ib:ili.Ly 
effect:-i.ue arid a:propriat:e? 

0 
 I.e., what- :is and whaL shoud be the 
relat.ionship of: t:he t reasurer t:o the council, 
financo commi tte , clerk, arid, iri relation to 
r'ueriu gener'at- iorn, t1o o1:her' de par tinen t heads? 

http:effect:-i.ue
http:ib:ili.Ly
http:Reisid.17
http:organi.zati.on
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Recent naLional government regulaLions have placed 
the fina] fauthoritV for appo-intmenL of reasurers 
and ot:her senior local auL:hurilty oFficials under 
the central government's Public "eruice Commission. 

Discussion (hau he recent: regulations 
st.rengthened/w':'kened the Ioca] uLhor:ity in 
respect: :o reunue generat-ion?) 
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30m 30cc. Og.aiztinofpranizationD o0 eTreasurer's Departmentth -- 10:000---

Now let's look at organi.zation within the 10:30
 
treasurer's department. Certainly, this

organization structure is 
critical to effective
 
revenue generation
 

Query: 
 What is a typical pattern of organization

oF the treasurer's department? 

Answer: Though no 
single pattern of organization
exists, a common one is a treasurer and a deputy
treasurer managing a general bookkeeping section,
 
a revenue collection secLion, and 
an internal
 
auditing section.
 

Too frequently, 
however, local authorities place
the head of the 
revenue collection section under

the chief accountant, This 
can place such an
ofFicial four levels down 
(e.g., (1) treasurer,
(2) deputy 
treasurer, (3) chief accountant, and

(4) revenue sect-ion chief).
 

In addition, treasurers 
in local authoriLies

encompassing large geographical areas often 
have
 revenue co]lect.on staff located in local 
centers many kilometers away From the treasurers' offices. 

Refer to ]tem # O "Cas- St.,,- nization _Local._,A.uJt.hor. 1: oes * or Rev e n u o erat i%.on" ..........
 

Review Item #/30 with participants. 

Note on page 2 of Item #30 that the principal
revenue offtcer is at 
the fifLh organizational

level from the treasurer whil.e on page 3 the

senior revenue ofFicer, while at the third level.down, at least reports direcLly to the deputy
treasurer.
 

REUENUE GEN[RATION IS SO IMPORTANI 
THAT IT WOULD
SEEM BEST TO .OCAIE IIIE HI:AD OF THAr SECTION ASCLOSE AS POSS1BI.E 10 ItHE IRLASUR[R -- Al LEAS" NOLOWER DOWN IIE ORGAN[ZATIONAL LADDER THAN DIRECTLY 
UNIDLR lIHI DLPUIY TRIASURER.
 

Discussion (how effectlive i.sthe organization of
the tr eas.urers' departLmnents? how can it: be 
improved?) 

15m MORNING BREAK 
10:30

10:45 

http:Local._,A.uJ
http:co]lect.on
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d. Workshop Exercise on Ideal Or(ganiz at:ion StruJct-ure 
Lo~~~~~~ .__~enUe._nerak on b .. . ........._....b~....- - -.-....

f-or Re',veonue Generation bv Local Authorities 

It is usef~ul L-o see what participants would 
suggest as ideal, patterns of- organizat-ion for 
revenue generation 
Refer to I # 31: "Workshop. .xercise - Ideal 

Ojrganization St-ruc tune
Local Authorities" 

for Revenue Generation by 

60m 

40m 

Ask small groups to compleite exercise 

Reports by smal.l, groups and discussion 

10: 45
11:45 
11:45
12:25 



4. 

20m 


75m LUNCHEON BREAK 


-
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Factor- Four: Staf 	 ship of ,eenu 

The 	 third major management and 	administrative 
support to
staffing andeftFective 
revenue genoraLion is
leadersh:ip of 	 proper
this funcLion.
 

a. taffing for R..enue Ceneraton 12:25-

Query: 12:45What factors 
are 	inuolved in 
proper
staffing of local au thorities for 	reyenuegeneralion 
- both in 
the 	central council.

officr s annd at fiel.d sites?
 

Answer: Answers 
 include the following:
 

o 	 Numbgr oF stjaff 

o 	 Recruitmnt. approaches 

o 	 Basic education, training, and experience
 
of those emp-loyed
 

o 	 Training for the specific job 
to be

performed in 
the particular local 
work
 
s.i t:uation 

o 	 Pay levels 

o 	 Opportunities for pronotion 
.-- paths for 
career progression
 

o 	 Etc. 

Discussion
 

12:45

2:00 

50 minu tes is ].allowed 
for 	Factor Four, Sections
 a and b. Do riot: spend more time on tlhesetopics. -hey 
wil 	l r'eceiv e major attent:ionthe fourl-h wobrkshop or P larnirg, Organi zing, 
in 

Staffing, 
I oading, and Control.ing. 
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..THURSDAY !FTERNOON(180 minutos, including a 15 minutes break, 
are programmed out of 180 minutes,)
 

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

R, N,...: RAT .. .ON, conot ......... ..
 

GXenri ea Lon, con Ed. 

30m b. .ea.er h p and .lt iv Li on ForRe.,u eneration 2:05
2:35


Leadership and motivation of, and controls over,
 
the 	revenue gunerla ion sialT are also important. 

(1) 	 LeD.ad.rs hip. anda . ...Mot. 'vct-ion 

Query: What approaches are available for 
leadership and motivai.ov n of revenue 
generat ion staff? 

Answer: Answers include the following.
 

o 	 The "sLick" (e.. , discipline, punishments) 

o 	 The "carrot" (e.g., rewards, hope for 
career advancement, etc.) 

0 	 Excellent job definition and effectiue 
de I e ga L:ion 

o 	 Recogni.Lion of the import .e of the work 
of the individual i.nvol c 

o Etc.
 

Discussion (Iwhat others exist? 
 -- but
 
remember to be sure not to spend too much time 
on this :interesLting and easy-Lo-discuss topic) 

http:motivai.ov
http:LeD.ad.rs
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(2) PositionDescription and Dellegations 

Good position descriptions and cleardelegation of responsibility and authority arenecessary for effecLiue revenue generation. 

Query: Do you provide your staff with written
positicn descriptions?
 

Answer: List responses arid discuss.
 

Query: 
 Do you make clear delegaLions of 
responsibility and aulhoriLy I0 your staff? 
Answer: List respo'.se-; and discuss. 

(3) .Po~tc an_s Pro led -r. 

Clear and written policy guidance andprocedures to assist the revenue generation
staff are import ant 

Query: What types of guidance arid proceduresaffecting Lhe generaLion and collection of revenue are prouided to staff by localauthorities and their treasurers- and i.n what
forms are they prouided? 

Answer: List responses and discuss their 
adequacy.
 

_Donot get deeply into control procedures since these arethe subject of the immediately following section. 

http:respo'.se
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(4) .Vu.. tl1on 

Evaluat-ion of work performance is a vital tool 
for motivat:ing those responsible for bringing

in revenue. 

Query: WhaL types of ev luations and
 
appraisa]s 
.ore made of staff? Are Lhey in
writing? Are they discussed wit.h the staff? 
Are they reviewed by higher admi.i.ro Live 
levels and he commen ts of t.hese higher--].eue
adminristrators appended? Are they conducted 
once annuai ly, or more often, or on no

speciefied schedule 
 at: all? Flow Formal i-s the 
system or opraisals? Is training in the 
appraisal process needed and is iL provided :o
 
managers?
 

Answer: Note and discuss responses, 

http:admi.i.ro
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30m 5 F-actor Fivue: Controls OUr Jevenue Jenera tion 

The fift:h Imajor managemetr and administrative suppor 
to ef-ec tiue r'oenue generation is Lhe development and
the imiipomlenta(t ion of a set of uf.f ec iue control; over
Lth revenue iioration iunclt.ions. This topic will be 
examind in some at/i l1 in the next two wo'r'kshops.
lhus, we il l not rviuowl it: in groat depth here. 

2:3 5
3:05
3 

a. Fi .cJal Copt _o s; 

A first cont rol in f iscal control. Ihose need to 
be dou lopod to onsure that shilt-.Lngs col.lect-ed 
are actuall y dpositod in the council's bank 
accounts and used for purposes intended wiLhout 
diversion or loss. 

Query: 
local 

Wtia t are 
auttIhri tis? 

o' rxmples of such controls in your 

nrwvr: t Ist responses on flip chart and discuss. 

b. Checks and a anc,,s 

A second controfl -is a syslermi of checks and 
balarces lhoe shtlld be put: in place Lhroughout
the reuunu generat ion adrlc: col -t,cion syst:emri. 

Query: 
balaico, 

What ,r, oxoiplos of n.ch checks 
-in yup I . author it i s'? 

and 

nsl 
rd, 

e r 
ic, p 

Ii 
f r" 

, 
bu. 

p 
parki 

,; ,in 
Mt'i. 

Flip 
M Iii (t 

cha ' and di.scus ; 
V,iM'-i i ', L d in 

is !P.AU il , O Pl:l)Hl par'k). 

Cn. p)pr'v sir:o M ngc:wl 

A tI ird 
lt;nar.t ,;, I 
o be 

at.L I,, 
aCC"UHIl n .. 

,,iI 
fI-

i 'tr"!:in w ,'<tiufe supervision and 
!:w,-, iri in-;, til it r::venuefs 

l dI OH i,.. atl ticl:e d prope.rl y
:I ,,--,j t "tt1 the cournc-i f's 

dre 

Qairven, -. " P& Mit airp q i ue ru islonii and 
I a , ' I i;, . S,15 in ly r' dirr t.o i x imli / 0 
ge,1iii- l i(,J (if r iv lar'? Wh-t -re ,xitriplr's? 

nillW' r': l is r',p ne s on1 [ lip c:har't: aind di scuss. 
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15m 6. Factor Six: Re cOrdinq Currnt.Da 3:05 
3:20 

The s ixth ricajor managetment and admin stratiue support 
t-o effecti-ve revenue generation is the proper 
recordiqg of cur r'ent da La on generat ion of revenue. 

It is vital that local aut.lor -ies record -- and 
m.ainitair 
bill ing 

up-to(-date r'cords of -- revenue 
, coll , cons, and arrearages. 

targeLs, 

Query: Why is it spucialy imIportarlt! that records on 
r'eveue l-Llottrs be v r'y (:urreriL? 

Alnswer': List answers and discuss. 1he essential 
points Lo be uuade are the folloili ng. 

a Morey not collected -01) Y is M ten lost forever 
(soliciL ,examples: e.g., bus park Fees, market 
feS, etc. 

o 1h effect iveness o cor'rectjue actions directl.y 
relates I.o Ihe extent: Lo which revenue generation
data arc up Iu d.lt_ (solic:it examples). 

Dis cus si on 
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15m 7. .a ton e,-n _-. vluaIngRes ult onaC nt Basis 3:20
3:35 

The seuent-h major management and administlratiue 
support to effective generat:ion is the evaluation of 
revenue daLa on a current basis.
 

Revenue colleci:on dat-a must be evaluated properly in 
terms of meeting budget- and other goals and 
expectations. 

Query: Why i; this the case? 

Answer: Leader noteto responses and lead
 
discuss ion. 
 Ihe answers are likely to be s-imilar to
those for Lhe -immedia:e.ly precedi ng point about the
 
imporL.ante oF recording 
revenue collection data on a
 
very current bas is.
 

Query : lo whaL extent i's it liriporLant to have 
available good historical data on revenue generation 
-- and why? 

Answer,: NoLe and discuss answers (which should 
recognize that by comparing current: revenue genera[ion

with performance over sirmilar past periods, we can
 
gain very usef ul insights on 
how well we are doing and
whether problems are beginning to loom up), Solicit.. 
examples.
 

Di s cuss:ion 

I5m AFTERNOON BREAK 
 3:35
3:50 

http:immedia:e.ly
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20im , Eight: Taking Correcti.. Actions 	 3: 5 0 
4:10The eighth maj or' rlan-gelon. and adminis trative support

to iFFect'LiUe r'poenue golnorat:.ion is the taking of 
cor'rec Live ac Lions. 

Cor'rec .iu ac tions r'cqui r'td shou] d be taken as soon as 
ip-itfia. evidence of failure lo meet plans and budgets 
1s noted. 

Quor'y: What, r'om Ihe point oF view of tirming, are 
the two types of corr',ct.iue actions that can be taken? 

An swer. he Lwo Lypos oF sorr'ec t:iue actions are as 
fo llows 

o medie o'o short -f 	 wi.l1l be required 
t:o corr'vcC I: peur folrmance and nomeet goals. 

o 	 [onag-Ler'm action; will of:ten be necessary that 
inuolye more basis modifi cat-ions to the revenue 
plan, the rgani zaLion, Lhe spec trum of "rewards 
and 	 pLni s htmlhIent s ' etc. 

Quor'v: Wha ar',It oxampiles of short-. erm cor'rectLive 
act:ions that must sometimes be taken in your local 
au Lhori lies to mo'ot your revenue generation goals? 

Answr: Not.' r sponses; and d:iscuss (eg., tr'ansfer' or 
tormninf iO" ofrevenue colecto", etc.)c 

Quor'y: What are oxamples of: long-ter'm corrective 
actions that ar' sometitmes r'equi red in your' local 
authorities in order' to got you. auLhority's 
revenue 
generat-iocn p'.,r'for'mrncu back up Lo where you want it to 
be ? 

Answer': No Li.:' responses and discuss (e.g. , purchase of 
a vehicle n -dod to contact: out:lying market centers on 
a more (:u 'r'ent. basis.) 

Discussion 
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25m 9. Factor.Nine:..uditing of Reenue _Data 

The ni.nLh maj or, managemenL and adrini sLratLive supportto effec tive reuenue generat-ion is the audiling of 
reuenue data. 

4:10
4:35 

Query: Why ar'e 
other' financ-i.alI 

audiLs of r'euvtnu 
data) urldnrt-akonrl? 

gnerier'ation (and 

Answer: lhe i(ccur'ci(:y of reUnup data, as well as ofother F:irancial data, cainriot be en(Jided on unless the 
data haue been pr'operly audiLd. 
Query: What ar'e Lhe seueral I! echanismils that exis t For 
unde'Lak:ing such aUli .s? 

Ar swer: The ansiwier, is as Fo llow: 

" Most lareo 
audi. tors. 

local authoriLies haue :intLernal 

o 

" 

" 

Annual audits are performed by the Office of the 
Con troller and fPudi toe -Gereor'a] 

Inspector's to po'rfor'm auididt.s are suineLiies sent. by
the Minis try of Local Gn[(o ,r'rirnoen t 

Some local. auihoriL.1is alsi someLim.1 1s elipoy
external pr'iuaL e auditors - viLh appr'oual of: the
Ccrr~r, oller and Audit or, General. 

D:i scus sion 

Refer to Itemi,/!. '2." rp t r'.m '1 he.[ccalGoveo-vU-r!.iE"nt Ac L.. C!hap tir' ?.26.5 , Rei sed If7P , ' Sections227-242, Ri,oting tc A~ccounQts aridd..Uitls .K 

Quer'y: Is Lh. role of the int.er'nal auditIor liiiii.mited toafter' tLii,-faci i'ximlinaL of t.r'an' i-c tin.? Or' doesit inc lude .'r' ificatlioln of the appropr iainress of
transact ions beftore Ihey ar' ma de (such i as of some 
payrienit: s ) ? 

Answ 'r' : Note i' swrflr,'s arid discc s . 
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Query: Does Lhe sit-Luat-ion of t-he inte-rnal auditor 
make if po,.,s;ibl, For him to deal. effecLivuely wi t h 
possible malfasances on the part of, say, the 
treasurer and clerk? If not.., what, if anything, could 
be done to make iQ possibl:e for hum to be more 
effeciucv vis-a- vs those higher ]Wevos? 

Answor': Note respar'es and (Cal ttentilondisCUss aLL 

to tlhe facL. that ono soifltion uciMI tied in many
 
organizaLion; iasto place the aaid ituur for
 
admi anistra Iu , perpeoss under the treasurr' but to
 
give hin, by cc"incil resolut:on, bolh Iho righti and
 
the duty to go dir'ectl y to the lterk, the chairman of
 
t:he finance colillli ot,,i or tzhe c;haLrman of t:he council
 
whenever in his jedgii(r tlii s is war'ran df ,) 

S)omile i iitlr'iia1 audit fencLi ins in somel or'gariztiorns are 
not l iited erely to adi t of firancial Lrdnsisact.ions 
but ar',, s cases5, mech morein loe '5dire"rId hroadly to 
soc Cla It'( "flaniAgum-,i 0t0(:1t (f F)resro.s and resul ts 
of counl and d'partmotal. pr'or'ams versus adopted 
plans, obju.', iu:.,',ard piriogramri goals. 

Qiery: In 1 'heaidL functi)n n your local 
ant horiat ies iorilt ly 1 imi ted t f i narcial transactions 
or Is oi i mlicU .iiul a. h broadear? 

Anisw'r': Noatea' resposei s ard di scus , (It is li.kely
 
l'at th:la of IsA ML:ftin treasurer'Is
wor'k IM1e' ad.i1:t4 t1ho 

doparl ii0.s w ii I:i, discri ehd as quite narrow sin light 
of tMtie proUisiors( f i: Local Govserrinent Act, and whal 
wi ll b,: Mid Lo Lie te narrowI (fi raancial.) competence 
of Ih,:, internl aitt(iL st-aff.) 

Quaeiry: May ie rl.,i(n
e Li oris conrduct.ed by MLG 
inspe:tor's look morn broadly thar jrusL at Financial. 
sys tesI; and t rarsc:l :Soins? 

Answer: Noitle respornseSs and discuss. 

Discuss: ion (of ahova.e Fio)intls .-- Siricludirg the 
of fec t.i!n ioss of- the work of t'io internal auditor, the 
MIt( in'specior', the nudilor and Cont roller General, and 
tshe outside priivuato Firm's alaud it:or) 

http:conrduct.ed
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25m I. Factor Ten: Reporting of Revnq..u a a 	 4:35.
 

The 	tenth 5:00major management and administrative supoort
to eFfective 
revenue generation is 
timely reporting of
 
revenue data.
 

Query: [o what hierarchical levels must revenue 
generation data be 
reported?
 

Answer: Answers include 
the 	fol.low:ing. 

o 	 Treasurer (when and i n what form?) 

o 	 Other depar'tmenL hearts (when and in what form?) 

o 	 Clerk (when and :in what Form?)
 

" Finance commi,ttee of 
the council (when and in what 
form?) 

o 	 Council (when and in what form?) 

o 	 Provincial government: offices (when and in what
 
form? ) 

o 	 Ministry of Local Government (when and in what 
form?) 

o 	 Other centrat governrrlenL agencies (which ones and
 
in what forms?)
 

Discussion (anyv others 
-- e.g., district offices?
 
other ministries?)
 

Query: What 
broad standards 
should such reports meet?
 

Answer: Such 
st:ardards as (1) selectivity of data,
 
(2) accuracy, and (3) Lim-,liiness
 

Discuss ion (are reports on revenue 
gereration des igned
to meet the spec:i.f-ic rmanagement 
ne cts of various

recipients? are 
t:1tie accurate? are thy t:inely ? what

does it mean for a report to be "timely"?)
 

Refer to Item J, 33: 
 Case St:udqy - Rve nue-tel.at-ed
Rep.rts-stri but ion ...adF rectun. ... 


Leader to reu-iow Item 
 #33 	with part:i cipanis and .ead 
d scussion. 

NOTE: IF THE WORKSIOP 15 
A I.IIILt F PI-tI] ) SCIt DULE, DO NOTBE CONCERNED ABOUT TAKING 
FlH FIRSF tOUR ON RFDAY MORNING
TO COMPLETE THE 
AFBOUE THURSDAY AL.ILRNO.N PR,'.RAM. 
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FRDAY.MORNNG (285 minutes, including a minute break,15 are
programmed out: of 285 minutes.) 

5m Call group to order. 8:00-
I 8:05E. [EUEPM[ .1 "BACK--HOME" TO ENHANCE rEUNIJE-PROGRAS 

GENRAI ION-------- __- ---- -

As w ih th, previous workshop on Plarnning and Budgeting,
wou l(: toiwet; like conclude this week's program by asking

.yout d,(jevi'lop "'hck-home" programs to increase revenuegernera-t ion that you will seek to inpleiment on your return 
to your local aut hor ties. 

45m 1 . )eve lopnmenrt of .''H k- ho . 0 _ro, 8 :05
10 : 30- his exorci se is the culmin rating event of this

workshop. St:ross shoulid be placed on its importance
and the 'ssenLia i Il of undertak-ing it with due 
deli1beral. ion and core. 

a. Wor k hop [xerc so on_ Hc .--. e._. o._ras f LocalA0l 1.h1 ?: y ..!ledins# 

it is useful for the three-iember teains (typically
the chairman of Wo finance committee of the
council, the clJerk and the treasurer) From each
local author ity to work together in developing 
revenue ernhancement, programrs that they will 
discuss and seek Lo i.mplement on their return to 
their' colmim uni-ties, 

Refer to Ite.lI. 3/# "WorkshOp _xercise-_Pro
f'or [ncreosing thue(eraI.o of Ie2un in
Por.i ciplnits ' Lqcal Imniis 

Teans sihoul d cons idr the following. 

0 Ident:ifying expandable existing and 
feas ible new -- sources of revenue
 

o Seti.tng chargesimore real.istically 

o Better del:ermin ing who owes muclhand how with 
respect to existing sourcs of revenue 

SBetter pr'ojocti.ng aouunt:s theoretically due,
amount.s to be billed, and amounts expected to 
be collected 

http:pr'ojocti.ng


0 

.-56 -

Actually increasing collection of both current 
revenue and arrearages through improved 
billing, collection, and enforcement efforts 

o 	 Improuing managomornl and admiin-i.straLiuv
 
supports to revenue gener'alion
 

The workshop leader musL eiphasize that these are
 
to be ''real. -,eor'' ,rograms. Ihus, t:hey should
 
not just. "f od back" the concepLs and broad
 
approaches discussed in this workshop, Instead, 
these back- homp:, programs should be speci;.fic about, 
for example: 

S jhi.ch nej or expanded sources? 

o 	 wh:i ch Fees and charges? 

o 	 what new co]l.iect:ion methods? 

o 	 w.hat organization changes? 

o 	 what im.proved conLrols? 

o 	 what sl:eps to .improve auditing? 

o 	 etc. 
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b. 	Workshop Exercise on "Back-home" Program of the
 
Team of Centra] and Provincial Government Officials
 

Central and provincial government representatives
should also deueop a program of action to enhance 
revenue generation by local authorities, This 
program is t~o be one that should be undertaken by 
the central and provincial governments themselves 
Refer to It.cm # 3t5: "Wor'okshop Exercis.e - Prora.n 

for 	 the Central and Provincial Governments for, 
_mprgG. eneration of Revenue by Local 
Aluthori f-ic s" 

The 	 team should consider actions to be discussed, 
adopted, aiid implemented involving changes in 
national cind provincial. laws, regulations,
guidance, and other supports given to and/or
affecting revenue generat:ion by local. authorities. 

15m MORNING BREiAK 	 10:30
10:45 

45m Compiet.e development of "back-home" programs. 10:45
11:30
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2. Reports _byLocal u thorit. and Central and ProvincialGovernment T, M T 

Let's 
now provide an exposition of
reports each of the groups'on the back--home programs that you have beei
developing.
 

75m 
 a. eorts by Local Authority T 
ms 


The individual local authority 
teams 
on the programs developed earlier
leader should ask all of the 

in 
membersauthority team to sit together at. thetable at the Front of the room during

presentation. ) 

" 


11:30
 

12:45are to report

the day. (The
of each local 
speaker's 
that team's 

Presentations 
(about 10 minutes each) (Call.
for the First two presentations from localauthorit:y teams that you believe will makeespecially good presentations .-- as a stimulusto those making later presentations to do as
good a job.)* 

o Discussion/critique by 
other participants

(about 5 minutes for each report)
 

75m LUNCHEON BREAK 

12:45

2:00
 

-he- leader must note the essentiality 
of keeping
careful control of" the timing of these presentations,It is usually desirable to allow [[ore tirme for theFirst couple of presentations (partly because of someoverlap on the part of later pr'esentations), But, inorder to complete 10 to 12 or so presenl:ations by theend of the afternoon, 
monitor, against the 

the leader must very carefully
clock, the ouorall progress of

these reports. 
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FRIDAY AFTERNOON (180 minutes, including a 15 minute break, are 
programmed out of 	180 minutes.) 

5m Call qroup to 	order. 2:00
2:05

F. DEVELOPMENT OF "BACK-HOME" PROGRAMS TO ENHANCE REVENUE ...... . .
S-fT . ..................................................... ..........
 
.G.ENERA. 1-I1ON 

2. 	Reports y..ocal Authorityan-dCentra-landProvincial
Government Teams on Actions To Be Taken "Back Home" 
contd. 

a. 	Repoqrrts by Local AutLhority _Teamns,~~ .R.!porLSa:I. -- sa.~ ~~~bj .. .. L .h._. ......... contd...... .. _a. o.n.t.d
 

85m 	 Cont-inue with 1local author ity team reports. 2:05 
3: 30 

15m AFTERNOON BREAK 
 3:30
3:45 

45m b. 	Repor..t bythe Centaland....r.incial._Government 3 :45-
Teain 4:30 

The 	 central and provinical government team is to 
report on the back-home proqram that i- has
 
developed.
 

o 	 Presentation (about 15 minutes) 

o 	 Discussion/critique by participants (about 30 
minutes) 

It is hoped that any senior representatives of the 
MLG, GTI, and/or USAID present for the closing 
ceremonies will participate in these critiques. 
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F. EULUTION OF WORKSHOP 

An evaluation questionnaire is 
participants 

to be completed by 

Refer to te# 6naluation of Workshop" 
30m Ask participants to complete Item #36. 4:30-

Collect forrms for later tabulatdon and analysis. 5:00 

Note: If timing prevents allocating a time slot during
the afternoon to 
complete this questionnaire, then the
leader shou].d ask participants to complete it during the
presentation of the back-home reports.
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FRIDAY EVENING 

120m G. CLOSING CEREMONIE. , 

1. Closing Dinner 

7:00
9:00 

A closing dinner is to be held for participants, 

2. Certificates of Part icipa tion 

Item # 37: "Certificate of ParticipatIon" 
presented to each participant. 

is to be 


