
ril! -lItK.. ~J'tf
/~O (Ie ~.J

F{P /5; ~ J-""'" c;' p

Informatlon System

for

Monltorlng & Evaluatlon

OAS/OSAID Reglonal Non-Pormal Skllls Tralnlng ProJect

Des1.gned for.

Mr To~as Rosenborg
Cb.lef, Manpower apd R~p1oyrr.ent Un.lt
Department of Soc.lal Affa.lrs
Organ1.zat.lon of Arner.lcan States
1889 ~ Street, lliv
Wash.lng~on, DC 20006

DeS.lgned by

Dr Davln 7an T~JD

Tecrn.lcal ell ~c~o~

TvT A-::.sO:;~-"ites

300 I SC.cC'':1: 1 Irs
SU.lte 2J7
WaSh1.nyc0~1 DC ?0002



Preface to th~s Notebook

Th~s notebook conta1ns the mater1a1 for the country-level
1nformat1on system for mon1tor1ng and eva1uat1ng the OAS/USAID
Non-Formal Sk111s Tra1n1ng ProJect operat1ng 1n each of S1X
countr1es 1n the Eastern Car1bbean At the country level, the
1nformat1on system 1S a manual one and 1S used to record non
formal tra1n1ng act~v1t1es and subsequent employment and earn1ngs
h1stor1es of tra1nees.

The data captured on 1nd~v~dua1 tra1nees at the country
level w~ll be forwarded to ProJect Headquarters 1n St. V1ncent
where a computer1zed system w111 produce back-ups to the country
reports and w111 also produce proJect-w1de reports. Mater1a1 on
the proJect level computer1zed system 1S not part of th~s note
book. At th1s t1me, the computer program~re 1n the f1na1 stage
of development

The mater1a1 1n th1s notebook cons1sts of three parts·

(1) a Management Handbook wh1ch exp1a1ns how the manual 1n
country 1nformat10n system should operate and how ~t should
be managed;

(2) the forms wh1ch are to be used for maJ..nta~n1ng the 1n
country :r.nformat~on system and for report~ng results, and,

(3) an Operator Manual Wh1Ch conta:r.ns deta1led :r.nstruct:r.ons
for

• complet1ng the forms,

• f1l:r.ng the forms, and

• ma~nta1n~ng the system.

Dav~d van T:r.Jn
Wash:r.ngton, DC
November 1, 1986
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Foreword

The OAS/USAID Reg10nal Non-Formal Skllls Traln1ng ProJect,
flnanced J01ntly by the Organ1zat1on of Amer1can States and the
U S. Agency for Internat10nal Development, lS deslgned to aSS1S~

OAS member states 1n the Eastern Car1bbean to allev1ate unemploy
ment and underemployment pr1nc1pally among young persons. The
proJect asslsts part1c1patlng countrles In establ1sh1ng non
formal Sk1lls tralnlng networks geared dlrectly to placlng youths
1n product1ve employment To accompllsh thlS obJectlve, tralnlng
mechanlsms are contlnuously adJusted to the changlng skllls re
qUlrements of the local labor market.

A mandated actlv1ty under the OAS/USAID Agreement lS to
provlde an lnformatlon system WhlCh wlll enable the proJect to
respond to chang1ng needs for tralnlng and to serve as a prlncl
pal element 1n the evaluatl0p of the proJect's effectlveness. In
order to provlde such a system, the Department of Soclal Affalrs
of the GAS contracted the serVlces of Dr Davld E. van T1Jn of
TvT Assoclates to deslgn an lnformat10n system at both the re
glonal and country level.

The country data WhlCh cons1sts of lnformatlon on modules
taught, tralnee placements and traclng data on tralnees and
modules, wlll be recorded on a serles of forms. ThlS system w1ll
furnlsh country proJect totals. St. Vlncent and the Grenadlnes
wlll recelve caples of the forms for lnput to the reglonal com
puterlzed data base.

At the proJect level, the computerlzed lnformatlon system
wlll produce country level as well as proJect level reports wlth
quantltatlve data needed for proJect control and evaluatlon.

It lS hoped that thlS manual wlll serve as a valuable tool
to the country staffs ln complllng and processlng data as re
qUlred for an effectlve proJect lnforrnatlon system.



I INTRODUCTION

~n Informat1on Syste~ lS any system of forms, flIes and

reports Wh1Ch are used to 1nform Management on the progress of

an operat1on, and Wh1Ch tA'anagement can use as an 1nput to con

troll1ng and evaluatlng the operat1on.

An 1nformat1on system 1n "good" to the extent that

• tre 1nformat1on 1t prov1des 1S correct,

• 1t prov1des Management w1th

• the type of 1nformat1on needed to control and

evaluate operat1ons, and

• sufflc1ently complete 1nformatlon to exerC1se

control and perform evaluat1ons,

8 1t does not consume too much personnel t1me.

After an Informat1on System lS des1gned 1t must be

1nstalled, and once 1nstalled 1t must be ma1nta1ned. It becomes

part of the operat1on for Wh1Ch Management 1S respons1ble, and

requlres Management attent10n and superv1slon to malnta1n 1tS

lntegr1ty.

The system outllned In th1S Management Handbook lS des1gned

to glve Country ProJect Managers 1n the OAS/AID Non-Formal Sk1lls

Tra1nlng ProJect suff1c1ent 1nformatlon to control and evaluate

the1r proJects w1th the least poss1ble adm1n1strat1ve burden.

Th1S handbook outl1nes the system whlle drawlng attentlon to the

features Wh1Ch Managers w1ll have to superv1se and control to

ensure that the Infornatlon System wlll contlnue to operate

satlsfactorlly.
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2. SCOPE

ThlS Management Handbook descrlbes how to manage the new

Informatlon System for the OAS/AID Non-Formal Skllls Tralnlng

ProJect wlthln Country ProJects. The accompanylng Operator Manual

explalns how to operate the system

The new Informatlon System lS an adaptatlon of the systems

currently ln use ln the proJects ln Domlnlca and St. LUCla. It

has be8n chlefly deslgned to slmpllfy and unlfy the reportlng of

the output of the proJects modules taught, persons taught,

persons placed In employment, and trac1ng 1nformatlon on these

persons.

Internal report1ng of proJects, connected wlth admln1stra

t1ve and educat10nal matters, such as hlr1ng of lnstructors,

development of modules, payment of stlpends, etc., are not

affected by the changes.

At the OAS proJect level, the Informat1or System wlll be

computer1zed. Inputs w1II be provlded to the proJect level

system by xerox coples of lnputs to the country systems. Output

wlll furnlsh a back-up to country level outputs as well as

proJect w1de 1nformatlon.

In addlt1on, an 1mproved Inventory Control system for

equlpment purchased for the proJect 1S be1ng lnst1tuted. Th1S

system should, at the cost of a small extra effort when equlp

ment 1S purchased, slmpl1fy the task of keeplng track of

equ1pment.

2
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3 OBJECTIVE

The obJectlve of the Informatlon System 1S to slmpllfy and

to stardardlze the report1ng of proJect outputs, speclflcally

modules taught, placements made, and traclng lnformatl0n on

graduates IDformatl0n currently belng produced by the Domlnlca

and St. LUCla proJects has been used as a gUlde to deflnlng the

reports that the syste~ wlll produce.

There are three purposes for lnstltutlng standardlzed

Country Informatl0n Systems

1 Wlth1n the Country ProJects, the cont1nuous avalla

bll1ty of up-to-date 1nformatl0n on proJect outputs to

date wlll help wlth control and management of the

proJect.

2. At the GAS proJect level, the computerlzed system wlll

supply a proJect wlde overVlew of proJect outputs to

date, WhlCh wlll agaln support proJect level management.

3. ProJect evaluat10n at the USAID level requ1res estlmates

of the quantlty and qual1ty of proJect outputs, In th1S

lnstance, of numbers of people tra1ned and placed, and

est1mates of how the traln1ng has affected thelr subse

quent earnlngs The Informat1on System wlll supply

quantltat1ve data on tralnlng, placements and subsequent

earn1ngs as a routlne output, thus greatly slmpllfYlng

and lrnprovlng proJect evaluatlon.
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4 APPROACH

The general approacn of the Informat1on System 1S to

prov1de expl1c1tly labeled spaces on the forms for record1ng all

relevant 1nformat1on--1n part1cular, spaces for calculat1ng

earr1ngs from self-employment.

Th1S somewhat unor~hodox approach ensures that 1nformat1on

collected 1S standard1zed (l.e, that all equ1valent entr1es on

d1fferent forms mean the same th1ng), allow1ng rout1ne updat1pg

of 1nformat1on manually for country proJects, and by computer

proJect w1de.

T~ree effects of th1S approach w1ll requ1re Management

attent10n

1. The forms w1ll look more compl1cated. They w1ll,

however, be much eaS1er and less t1me consum1ng to use,

Slnce much less wr1t1ng w1ll be requ1red to complete the

forms and the 1nformat1on to be recorded w1l1 be

prec1sely spec1f1ed. Th1S feature 1S addressed 1n the

Operator Manual and 1n the tra1n1ng seSS1ons. Re

1nforcement of th1S teach1ng w11l requ1re Management

attent1on.

2 Slnce all relevant 1nformat1on can be recorded on the

forms, 1t w1ll often happen (espec1ally on forms used

for trac1ng) that not all blocks on a form can be

completed each t1me an entry 1S made. Aga1n, Management

attent10n w1ll be requlred to ensure that personnel

properly record all 1nformat1on they do have, and none

4



that they don't In partlcular, lt wlll have to De

stressed that lt lS alrlght to leave some spaces blank.

3. Some forms are provlded WhlCh need not be used In

all cases when ~o use them 15 a Management declslon

For example, there 15 an "Employer Hlstory Form", WhlCh

lS useful for recordlng the work hlstory of graduates at

flrms for WhlCh repeated modules are taught, but not

otherwlse. WhlCh flrms to prepare thlS form for lS a

Management declslon.

Another example lS provlded by the "Indlvldual

Hlstory" and "Module Traclng" forms. These must be

prepared for each module. However, WhlCh modules wll1

be the subJect of a traclng study In WhlCh resources

are commltted to attemptlng to fl1l In all the blanks

on all these forms for thlS module lS very much a

Management declsl0n.

5. INFORMATION SYSTEM OVERVIEW

The obJectlve of the Informatlon System lS to make lt eaSler

to record, comblne and report lnformatl0n on how graduates of the

tralnlng program are farlng In the labor Ttlarket. The way thlS lS

done lS to use

• Indlvldual Hlstory Forms, on WhlCh are recorded placement

and later data on the lndlvldual's work status and

earnlngs.

• Module Traclng Forms, on WhlCh lndlvldual placements

are also recorded and on WhlCh, each quarter, data
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from the Indlvldual Hlstory Forms are transcrlbed

so as to show an overV1.ew of the status of all par

tlclpants In one module. Module totals are collected

at the bottom of thls form.

e Quarterly ProJect Hlstory Report, on whlch number of

entrants, number of graduates and number of place

ments are entered for each module and whlch 1.S

updated quarterly w1th the module totals from the

Module Trac1ng Forms. Each quarter's 1nformat10n 1S

shown 1n a slngle column on th1S report.

ProJect totals are collected at the bottom of

th1S report each quarter.

Th1.S report 1.S updated each quarter from the

Module Trac1ng Forms and glves a h1stor1c overV1ew

of teach1~g and placement, as well as d1splay1.ng

what 1S currently known about graduates.

• Quarterly ProJect Summary Report, Wh1Ch 1S 1ssued each

quarter. It d1splays for each module, 1nformat1oP

as of the last t1me the module was updated. Th1S

report therefore contracts the ProJect H1story

Report to a slngle column conta1n1ng the most recent

1nformat1on for each module and proJect totals for

these last est1mates (regardless of when they were

made). These summary reports can also be used to

summar1ze the results of a group of modules 1n

part1cular skllls, such as "all Self-Employment

modules", or all "Industrlal Sewlng modules".

6
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(The proJect average earnlngs number

The lnformat..Lon to be collected on the Indlvldual Blstory

Forms at each contact lncludes

s e~ployment status and

e earnlngs Slnce the last contact, "earnlngs" belng wages

for employees and proflt for the self-employed

On the Module Traclng Forms, the lnformat1on from the

IndlV..Ldual Hlstory Forms w11l be copled and totalled. Totals

to be developed lnclude

e number of graduates contacted,

• number of graduates employed; and,

9 number of graduates for Wh1Ch "earnlngs" have been

obtalned.

In addltl0n, the "average earnlngs" wlll be calculated.

On the Quarterly ProJect Hlstory Report, the totals from

each Module Traclng Form wlll be copled, each quarter for each

module. These module entrles are then totalled so that-

• In each quarter, proJect totals are obtalned by totall1rg

across modules.

1S calculated.)

The Quarterly ProJect Summary Report wlll report for each

module the numbers for the last quarter for WhlCh adequate

lnformatlon 1S aval1able. ThlS lnformatlon wll1 lnclude

lit number of students taught,

8 number placed,

6» numoer employed at last traclng,

e number for whom earnlI1gs were obtalned at last trac1ng,

• average earnlngs at last traclng,

• date of last traclng.

7



ProJect "pro forma" totals wlll be developed from t~ese numbers.

The naMes and placement of students are entered l!to both

the Indlvldual Hlstory and ~odule Traclng Forms at the conclu

Slon of a module. After that, only data (and not names) are

copled from one form to anotner, WhlCh can be done very rapldly.

Three sets of auxll1ary forms are provlded. These forms

need not always be used, but they can be helpful to obtaln and

record useful lnformatlon.

• An Employer H1story Form 1S provlded to record the

hlstory of placements at employers for whom several

modules are taught. It forms a convenlent way of re

cordlng the retentlon and promotlon record of graduates.

• An Employment Opportunlty Evaluat10n Form 1S pro

vlded for self-employment opportunltles ThlS form

gUldes the Job Development Speclal1sts In estlmat1ng

the potentlal profltablllty of self-employment

opportunltles. Use of th1S form wlll also provlde

a basls for calculatlng, In traclng studles, ~he In

corne generated by self-employment.

o Contact Report Forms are provlded to record casual

contacts between proJect staff, lnstructor, or other

personnel (for lnstance, Agrlcultural Agents) and pro

gram graduates. These are 3 x 5 cards WhlCh personnel

can carry and complete lf they contact graduates. The

Indlvldual Hlstory Forms ca~ be updated from these. If

these cards are extenslvely used lt may be posslble to

8
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obtaln a slgn~flcant amount of follow-~p lnformatlon

wlthout speclflc traclng studles Thelr usefulness

depends upon the extent of contacts malntalned wlth

graduates.

6. FILE STRUCTURE AND MAINTENANCE

The maln flIes wlll be kept as module flIes, each module

wlll have one Jacket.

The modules wlll be kept ln the flIes ln one of two ways

(a) All "llke" modules wlll be kept together In one sectlon

and wlthln that sectlon arranged ln the order ln WhlCh they were

taught. The sectlons wlll be separated by clearly labeled flle

separators, or,

(b) All module flle Jackets wlll be kept In the order l~

WhlCh the modules were taught.

Whether or not to use sectlons, and WhlCh modules to put

ln each sectlon lS a Management declslon. It does not greatly

matter--whlch makes lt dlfflcult to declde--provlded that the

arrangement lS conslstent.

A summary flle wlll be kept to hold the quarterly summary

forms prepared ln the order In WhlCh they are prepared.

In addltl0n to the Module and Summary flIes, there should be

flIes, or a flle, of "Employment Opportunlty Evaluatlon Forms ll

Each "opportunlty" should be put lnto a separate, clearly labeled,

manlla folder. They can all llve ln one or more Jackets so as to

flt comfortably.
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If ldentlcal actlvltles (say "hog-keeplng") are explored

more than once, perhaps at dlfferent locatlons, all evaluatlons

of ldentlcal actlvltles can be kept In the same manlla folder,

In the order ln whlCh they were evaluated.

When It lS declded to teach a module, the correspondlng

Employment Opportunlty Evaluatlon forms should be xeroxed, ald

the coples used to start the module flle The module flle must

contaln a copy of the Employment Opportunlty Evaluatlon Form(s)

In general, copYlng should be extenslvely used to reduce the

amount of wrltlng requlred to rnalntaln the flIes and to guard

agalnst transcrlptlon errors. Xerox coples of Indlvldual Hlstory

forms, forwarded to ProJect Headquarters, wlil also be used for

updatlng the computerlzed ProJect Informatlon System

Each copy should be labeled wlth the date on whlch It lS

copled so as to ldentlfy the date at whlch the lnforrnatlon was

current.

Addltlonal flIes may be set up for:

• appllcatlons for posltlons of Instructor, and

• appllcatlons for tralnlng slots.

If these flIes are separately malntalned, coples of the

appllcatlons of the lnstructors and the students chosen should be

placed In the module flle.

7 FILE INTEGRITY

It lS the responslblilty of Management to develop pollcles

and routlnes for flilng and for updatlng flIes whlch rnalntaln the

lntegrlty of the flIes. These should cover

10



• Startlng flIes

Who lS responslble for startlng the two parts of a

proJect flle and for ensur1ng that the proper forms are

In each sectlon.

• Upda~lng f1les

Who 1S responslble for updatlng flIes. Also, a

protocol for updatlng must be flxed.

• Access and control

Who can access the flIes ln thelr cablnet Who lS

allowed to take a flle out. Malntenance of a log at the

flle cablnet to slgn flIes out and In.

• Preparatlon of summary forms

Who lS responslble for preparlng the summary forms.

Slnce all updated module forms wlll be requlred to

prepare new summary forms, several flIes wlll have to be

removed from thelr cablnet Ensure that they are

replaced In good order.

One posslble protocol lS to allow routlne access to the flle

only to the ProJect Manager and the ProJect Secretary. Other

personnel could slgn out partlcular flIes as they need them,

the secretary would check tnern over before replaclng them and

slgnlng off to see that they were stlll complete and 1n good

order.

Traclng studles requlre carrYlng Indlvldual Hlstory Forms to

lntervlews. A preferred way of operatlng lS to xerox the flle

copy of the Indlvldual Hlstory Form and let the lntervlewer use

the copy. The xerox copy would then be updated In the lntervlew.

11



On returnlng wlth the (updated) xerox coples, the flle copy

lS updated from the (updated) xerox coples The latter can then

be forwarded to ProJect Headquarters to serve as lnput to the

computer

8. INVENTORY CONTROL

An upgraded Inventory Sys~em wlll also be lnstltuted. Thls

system, whlle not foolproof, should slmpllfy the task of keeplng

track of proJect equlpment. It wlll work as follows:

• An engravlng tool wlll be provlded to each Country

ProJect. When equlpment lS obtalned, a number wlll be

engraved on the equlpment and noted on the current form

for procurlng equlpment.

\1) A 3 x 5 card wlll be prepared for the ltem, notlng ltS

klnd ("hammer") and lts number These cards wlll be kept

In a box under control of the "Inventory Manager".

• When equ1pment lS lssued to an lnstructor, thlS wlll be

noted on the card; lf the lnstructor w1shes to note on

the card also to whom he J.ssues the equJ.pment, he can do

so. When the equJ.pment lS returned, the person who

sJ.gned 1t out should make sure that the return lS also

noted on the card.

• For thls system to work, an "Inventory Manager" should be

appolnted. Thls manager should have physJ.cal control of

unlssued equlpment and the cards. Perhaps a padlocked bln

or box can be constructed, or a cupboard found, 1n whJ.ch

unJ.ssued equ1pment can be stored.

12
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Foreword

The OAS/USAID Reglonal Non-Formal Skllls Tralnlng ProJect,
flnanced JOlntly by the Organlzatlon of Amerlcan States and the
U S Agency for Internatlonal Development, lS deslgned to asslst
OAS ~ember states In the Eastern Carlbbean to allevlate unemploy
ment and underemployment prlnclpally among young persons. The
proJect asslsts partlclpatlng countrles In establlshlng non
formal skllls tralnlng networks geared dlrectly to placlng youths
In productlve employment. To accompllsh thls obJectlve, tralnlng
mechanlsms are contlnuously adJusted ~o the changlng skllis re
qUlrements of the local labor market.

A mandated actlvlty under the OAS/USAID Agreement lS to
provlde an lnformatlon system whlch wlII enable the proJect to
respond to changlng needs for tralnlng and to serve as a prlnCl
pal element In the evaluatlon of the proJect's effectlveness. In
order to provlde such a system, the Department of Soclal Affalrs
of the OAS contracted the serVlces of Dr. Davld E. van TlJn of
TvT Assoclates to deslgn an lnformatlon system at both the re
glonal and country level.

The country data whlch conslsts of lnformatlon on modules
taught, tralnee placements and traclng data on tralnees and
modules, wlII be recorded on a serles of forms. Thls system wlIl
furnlsh country proJect totals. St. Vlncent and the Grenadlnes
wlil recelve coples of the forms for lnput to the reglonal com
puterlzed data base.

At the proJect level, the computerlzed lnformatlon system
wlII produce country level as well as proJect level reports wlth
quantltatlve data needed for proJect control and evaluatlon.

It lS hoped that thls manual wlll serve as a valuable tool
to the country staffs In complllng and processlng data as re
qUlred for an effectlve proJect lnformatlon system.
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1. INTRODUCTION

The new Informatlon System for the OAS/USAID Non-Pormal

Skllls Tral~lng ProJect lS deslgned to slrnpllfy the recordlng

and reportlng of the accompllshments of the program.

The System lS an eXtenSlon of the current system of record

keeplng, deallng only wlth recordlng and repOrtlng the output of

the ProJect. All other forms, deallng wlth admlnlstratlve mat

ters and wlth the ldentlflcatlon of employment opportunltles,

wlll not be affected. These forms may, however, be flIed dlf

ferently under the new system.

An overVlew of the obJectlves and ratlonale of the Informa

tlon System lS contalned In the accompanylng Management Handboo~,

It lS recommended that thlS be read also by users of the system.

Each Country ProJect wlll have the manual system descrlbed

here. I~ addltlon, ProJect Headquarters wlll malntaln a com

puterlzed system as a backup and to provlde OAS proJect-wlde

data.

The computerlzed system wlll get ltS lnputs from xeroxed

coples of the Indlvldual Hlstory Forms (see below) WhlCh contaln

the most complete and most detalled lnformatlon. ThlS lnforma

tlon at the GAS ProJect level can be aggregated and sorted by

the computer, WhlCh wlll be able to easlly provlde summarlzed

reports wlth totals In many dlfferent categorles.

At the Country ProJect level, the system has been deslgned

to ease the process of manually calculatlng and reportlng country

totals. ThlS operator manual deals wlth the new forms that have

been added to the system, and glves conClse lnstructlons for
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uS1ng these forms ADother sectlon contalns lns~ructlons on

handllng and malntalnlng the flIes

Accompllshments acqulred In the Non-Formal Skllls Tralnlng

ProJect are enabllng graduates of the program to be placed In

contlnulng employment as employees, or enabllng them to produce a

contlnulng lncome from self-employment. Often, tralnlng In the

program and subsequent experlence enables graduates to sWltch to

more prof1.table employment or self-employment.

To observe and report these accompllshments, the proJect

lnformat1.on system must record both the placements and the

subsequent earnlngs record of a sample of graduates, and to

add up all these observatlons so as to d1splay proJect w1.de

totals.

The forms have been deslgned to fac1.lltate a step by step

recordlng and addlng-up procedure

2. OVERVIEW OF FORMS

A. Pr1.nc1.pal Forms (obl1.gatory)

1 Indlv1.dual H1.story Forms, one for each

gradua~e, started at graduat1.on.

These are prov1.ded to record employment/

earn1.ngs hlstory of graduates. Placement wlIl be

recorded on these forms, and they conta1.n spaces

for recordlng subsequent employment h1.story, or,

In tne case of self-employment, for calculat1.ng

subsequent earn1.ngs (rece1.pts less costs).
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These forms w~ll be used to record ~nfor

mat~on ga~ned ~n trac1ng stud1es, or by other

means. A ncont~nuat~on" sheet ~s prov~ded for

the employment form, ~n case the number of entr~es

exceeds space on the f~rst sheet. There are

separate forms for (wage) employment and self

employment.

2 Module Trac~ng Form, one for each module

taught, started at graduat~on.

Graduates' names and placements are recorded

on th~s form at the end of the module. Subsequent

~nformat~on on graduates, recorded on the Ind~

v~dual H1story Forms, ~s transferred each quarter

to Module Trac~ng Forms by check-offs,and as an

"earn~ngs/week" number.

The form has l1nes at the bottom for calcu

lat~ng quarterly totals for the module. A "con

t1nuat~onn form ~s prov1ded for use 1n modules

that have more graduates than can be l~sted on

one sheet.

3. Quarterly ProJect H~story ReDort

Th~s may get to be a very large form, made

up of a comb~nat10n of several cop~es of the

"ProJect H1story" sheet. It l~sts all modules

taught to date Each quarter, for each module,

the module totals from Module Trac1ng Forms
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Wh1Ch have been updated 1n that quarter are

transferred to the Quarterly ProJect H1story

Report. In part1cular, all the modules Wh1Ch have

concluded 1n the quarter are transferred to the

ProJec~ H1story Report, Wh1Ch w1ll therefore glve

quarterly totals for students graduated and placed.

If no new data on a module's graduates have

been entered dur1ng the quarter, the entr1es are

left blank.

L1nes are prov1ded along the bottom for

calculat1ng quarterly and cumulat1ve (proJect to

date) totals.

4 Quarterly ProJect Summary Report

Th1S 1S a summary of the ProJect H1story

Report It can also be used to prov1de a summary

for a group of modules, for 1nstance for all

modules teach1ng "Industr1al Sew1ng". It IlStS

for each module Just one entry: the entry from

the ProJect H1story Report for Wh1Ch the latest

substant1ve 1nformat1on 1S ava1lable

Aga1n, Ilnes are prov1ded at the bottom to

calculate ProJect totals. These totals represent

"on average" ProJect results over t1me.
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B Auxlilary ForMS

A number of forms are provlded WhlCh wlll be of use

ln developlng and recordlng necessary lPformatlon, out WhlCh

need not be used ln all cases.

1. Contact Reports (3x5 cards)

These 3x5 cards look llke an "Indlvldual

Hlstory Form" wlth a few Ilnes for entr1es. It

1S recommended that all proJect staff who are

llkely to talk to graduates carry these wlth them

and flll out a card each t1me they talk to a

graduate. The cards can then be used to update

the Ind1vldual H1story Forms, thus reduc1ng the

need for trac1ng s~udles.

As w1th the Ind1v1dual H1story Forms, there

are d1fferent cards for (wage) employment and

self-employment.

2. Employer H1story Form

Th1S 1S a form SUl table for recordlng the

work hlstory of graduates wlth an employer for

whom repeated modules are taught. One would use

1 t only In cases 1n Wh1Ch an employer takes

several groups of graduates. It prov1des space

for record1ng the retentlon/promotlon record of

each group.

Informat1on for th1S form can be obtalned

from the personnel department of the employer.
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3 Employment Opportunlty Evaluatlon Form

ThlS form lS provlded to gUlde the

calculatlon of the earnlngs potentlal of self

employment opportunltles. The use of thlS form

lS hlghly recommended, Slnce It provldes an easy

to-use format for estlmatlng prospectlve lncome,

expenses and earnlngs from self-employment.

c. Inventory Forms

No expllclt lnventory form lS provlded. Any 3xS card

can be used, handwrltten as spec1fled ln the Management Handbook.

3. FILE MANAGEMENT AND DESIGN

A. Flle Management

Preferred management practlce lS to appo1nt a Flle

Manager who, w1th the ProJect Manager, lS the only person

authorlzed to access the flIes.

A log on a cllpboard lS kept on the flle cablnet. Indl

vlduals needlng to access a flle wlil request the flle from the

Flle Manager who wlil obtaln lnltlals on the log and, when the

flle lS returned, lnspect lt ~o see that It lS complete before

slgnlng off the user.

Management wlil formulate a pOllCy as to who on the staff lS

authorlzed to

• Update the Indlvldual Hlstory Forms.

• Transfer lnformatlon from the Indlvldual Hlstory Forms

to the Module Traclng Forms.
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o Transfer lnformatloD from the Module Traclng Forms to

the (Quarterly) ProJect Hlstory Report, and from the

latter to the ProJect Summary Reports.

o Prepare and update the other forms In the system.

New 1.nformat1.on s Llch as updated or new 1y completed

Indlvldual forms, completed cards, etc., should be dellvered to

the Flle Manager, who wlll flle them. The Flle Manager wl1l

also be responslble for forwardlng xeroxed caples of updated

Indlvldual Hlstory Forms to OAS ProJect Headquarters for

updatlng the computer data base.

B. Flle Deslgn

The baslc flle unlt wlll be the module f1.1e. Forms

WhlCh do not dlrectly relate to ITodules, such as Employment

Opportunlty Forms, appllcatlon forms from lnstructors and stu

dents, etc can be kept together ln separate Jackets. However,

when a module lS lnl tlated, xeroxed caples of at least the In

structor Appllcatlon Forms and the relevant Employment Oppor

tun1.ty Evaluatlon Form should be placed 1n the newly started

module Jacket.

Durlng the teach1ng of the module all forms related to

th1S module are added to thls Jacket. Student Progress Reports,

St1pend Dlsbursements, etc. are all part of th1S f1le.

When the module 1S completed, the Ind1vldual H1story Forms

and the Module Trac1ng Forms are prepared by enter1ng names

and placement data. These new forms are placed 1n a separate

manlla folder In the module Jacket. The orlg1nal module flle 1S
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now essentlally a back-up flle and wlll be accessed only rarely

for back-up lnformatlon

Alternately, place the Module Traclng Form and a copy of the

Employmen~ Opportunlty Evaluatlon Form (for self-employment) In

one manlla folder, and all the Indlvldual Hlstory Forms In

anotner. All module folders are In one module Jacket In a

hanglng folder. Addl~lonal Jackets should be malntalned for

ProJect H~story Report flIes and ProJect Summary Report flIes.

4. INSTRUCTIONS FOR COMPLETING THE FORMS

ThlS sectlon contalns lnstructl0ns for complet1ng each

Country ProJect Informatlon System form d1scussed above.

A few general rules apply'

1. "Pr1or Income" as reported on the Ind1vldual Hlstory

Forms and transferred to Module Trac1ng and other forms,

refers to the average weekly 1ncome of the student

before traln1ng. A real effort should be made to get

an est~ma~e of the weekly average for, say, a three

month per10d precedlng the lnstructlon. If no estlmate

can be obtalned enter a UN/A", Slnce a blank w1ll be

counted as zero (no lncome) by the computer

2. "Other Income" should be sparlngly used. It refers

baslcally to lncome that cannot be cred1ted to the

soclal or Skll1s tra1n1ng, as for lnstance, agrlcul

tural lncome that lS belng augmented by bee-keeplng.

If graduates develop a new 11ne of buslness or employ-
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rnent through the1r own ln1t1at1ve after tra1nlng, 1t 1S

not "other lncorne", but 1ncreased lncorne cred1ted ~o

the traln1ng.

It follows that the "average earnlngs" calculated

on the Module Traclng Forms dlffers from estlmates of

what the profess1on pays by the excess earn1ngs of

those who do better, as well as by the lack of earnlngs

of those who do worse.
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INDIVIDUAL HISTORY FORM (&~LOY~VNT)

1. Top of the form

Inforrnat1on to be f1lled out on the top of the form lS mostly self
eV1den~ The follow1ng remarks apply.

a. POS1t1on 1n wh1Ch
placed

b. Pr10r 1ncome

2. Table

- Pos1t1on t1tle, e g. "Sew1ng Mach1ne
Operator".

- See the general 1nstruc~lons. ES~lmate an
average weekly 1ncome In the 3 mo~th per10d
to the start of the module. If w1thout 1n
come, wr1te "0" (zero), 1f not known, wr1~e

N/A.

a Date of contact - The date at Wh1Ch the 1nformat1on 1S col
lected. On the f1rst Ilne only (place
ment), th1S lS the date of placement, whe
ther at the complet1on of tra1n1ng or later.

b. Per10d rev1ewed,
start

c. Per10d rev1ewed,
end

- The start date lS the beg1nn1ng of the re
V1ew per1od.

- The end date lS the end of the reVlew
per1od.

Note: Each reV1ew per10d has exactly one start and one end date,
entered on the f1rst Ilne of the reV1ew Each "rate of pay"
w1th1n the per10d gets a new Ilne, wlth reV1ew per10d dates
left blank

d. Employer

e. Job start date

f. Job end date

- On each Ilne, the employer for the Job and
pay-rate descr1bed on the Ilne. If unem
ployed, wr1te "unemployed". If a graduate
sW1tches from employment to self-employment,
sW1tch to an Indlv1dual H1story Form (Self
Employment).

- Th1S lS elther the start of the part1cu
lar Job be1ng descr1bed on the llne or the
start of the reV1ew per1od, wh1chever lS
later.

- Th1S lS the date of one of three events,
wh1chever 1S earller

1. An 1Dcrease 1r pay.
2. A lay-off.
3. The end of the reV1ew per1od.
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Note

In cases (I) and (2) contlnue on the next
llne wlth the next Job (or non-Job). The
last end-date In the serles lS always the
end of the reVlew perlod date.

Draw a llne across the table at the end of the serles. All
calculatlons wlII start from zero at the next reVlew.

f. Pay/week

g How many weeks
In Job?

h Total pay In Job

l. Total pay

J. Number of wee1<s In
reVlew perlod

k Av pay (average
weekly pay)

1. Other Av. pay

- The weekly rate of pay. If none (unem
ployed) wrlte 0 (zero). Thls should usu
ally lnclude all sources lncludlng, for
lnstance, some self-employment. For ex
ceptlons, see the lnstructlons for "other
lncome" In the general lnstructlons

- Calculate the number of weeks between Job
start and end dates on thls Ilne.

- No. of weeks X pay/week on thls Ilne.

- Thls 1S the sum of all the "pay 1n Jobs"
for th~s reV1ew per~od Add up the num
ber for total pay 1n Jobs for all the 11nes
(l.e., Jobs) In th1S reV1ew per1od, but
not for any Jobs (or partlal Jobs) In ear
11er reV1ew per1ods.

- Calculate the numoer of weeks 1n the reVlew
per1od.

- Total pay In reVlew per10d dlv1ded by the
number of weeks In the reV1ew perlod

- Thls colurrn 1S provlded to be able to
reglster earnlngs of graduates who were
tra1ned 1n the generat10n of supplemental
self-employment 1ncome, e.g. hog ra1slng.
It should be used prlnclpally for 1ncome
that 1S a cont1nuat1on of "pr1or lncome".

CONTACT REPORT (&~LOYMENT)

The Contact Report 3xS cards prov1de a method of updatlng the Indl
v1dual H1story Forms on the bas1s of lnformatlon oota1ned from contacts
w1th graduates other than formal traclng 1ntervlews. It 1S hoped that the
use of these cards wlll reduce the need for trac1ng stud1es.

Informa~lon accommodated by the cards 1S the same as that accommo
dated on the Ind1v1dual Hlstory Forms (w1thout the calculat10ns). Please
refer to the above 1nstruct1ons for the Ind1v1dual H1story Form for In
struct10ns on f1ll1ng out the cards.
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INDIVIDUAL HISTORY FORM (SELF-EMPLOYMENT)

1. Top of form

The blocks here are the same as for the (wage) employment form,
except for

a. Unlt

2. Table

a Date of contact

b. RevJ.ew perlod,
"start" and "end"

c. No of unlts sold

d. 1 Unlt sold @

e. Income In perJ.od

- What lS wanted here lS the unlts J.D whJ.ch
the product or servJ.ce J.S counted, to go
wlth the "unJ.t sold @" entry J.n tne table.
For lnstance, If the prlce of honey lS
quoted In gallons, the unlt lS "gallons",
If housework lS bought by the day, the unlt
lS "days of housework".

Some complJ.catlons arJ.se If the product
or serVlce lS not always the same. For
lnstance, a group maklng leather goods
mlght make belts, purses and handbags, or
car repalr may vary from changJ.ng a tyre to
a maJor tune-up. In these cases "unlt" gets
a group name "ltems" for the lea~her goods,
perhaps "car-repalr" for that sklll. For
the "unJ.t sells @" column (see below) an
average prlce wlil nave to be calculated
or estlmated.

- Date on whlch the lntervlew lS conducted.

- As on the prevlous form, the begJ.nnlng and
end dates of the perlod revlewed. In In
tervJ.ewlng self-employed persons, lnforma
tJ.on must come elther from the records of
the graduate or from memory. The J.nter
vJ.ewer should Judge the relJ.abllJ.ty of
these sources, and choose a shorter revJ.ew
perJ.od rather than place too much rellance
on memory or records gOJ.ng too far back.

- The number of unlts sold In the revJ.ew
perlod. The use of "unJ.ts" has beer
explaJ.ned above.

- The sales prJ.ce of a unJ.t. In case the pro
ducts sold are varJ.able, an average
must be calculated or estlmated by the J.n
tervJ.ewer. Make a note at the bottom of tne
form as to how thls average was arrJ.vea at.

- Income = No. of unJ.ts sold X III unJ.t
sold @".
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f.

g.

h.

1

J.

k.

1.

Expenses ln perlod

Earnlngs In perlod

Length of perlod
(weeks)

Earnlngs per week

Amount stlll oWlng

No now In
productlon

Other weekly lncome

- ThlS may be a dlfflcult ltem to estlmate
correctly. The "Employment Opportunlty
Evaluatlon" form may be useful In remlnd1ng
the lntervlewer of all the klnds of expen
dltures that should be covered. Payments
to self should be excluded

- Earn1ngs = Income - Expenses.

- Calculate the length of the reVlew perlod
1n weeks.

- Earn1ngs/week = Earnlngs dlv1ded by length
of perlod In weeks.

- Th1S lS the amount stlll oW1ng on a startlng
grant or loan, 1f there was one, 1f no
start-up money was provlded wr1te "N/A", 1f
lt 1S all pa1d off, wr1te "0" (zero).

- Th1S 1S needed only for productlon type
self-employment. Wr1te down the number of
unl ts (e.g. hogs, gallons of honey, chalrs)
currently In process, but not yet ready to
be sold.

- For thlS 1tem, see the general lnstruct10ns
To be used pr1nclpally for supplemental
1ncome cont1nu1ng from before traln1ng

INDIVIDUAL HISTORY FORM (Contlnuatlon Sheet)

Th1S form 1S exactly llke the prev10us form, except that less 1nforma
t10n 1S requ1red on the top of the form. Be sure to label the page number,
e.g. "2 of ", "3 of ". At the same tlme, flll out the number of pages
on the f1rst form "1 of 2", etc.

Note· "1 of 2" gets corrected to "1 of 3" when a thlrd sheet lS added.

CONTACT REPORT (SELF-EMPLOYMENT)

The Contact Report 3x5 cards provlde a method of updat1ng the Indl
vldual H1story Forms on the bas1s of 1nformatl0n obtalned from contacts
w1th graduates other than formal trac1ng lntervlews. It lS hoped that the
use of these cards w1ll reduce the need for trac1ng studles.

Informatlon accommodated by the cards lS the same as that accommo
dated on the Ind1v1dual H1story Forms (wlthout the calculatlons). Please
refer to the above 1nstruct1ons for the Indlvldual Hlstory Form for In
struct10ns on f1lllng out the cards.
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MODULE TRACING FORM

The Module Trac1.ng Form 1.S prepared at the conclus1.on of a module, at
the t1.roe the second part of the module f1.le 1.S started. A cont1.nuat1.on
sheet 1.S prov1.ded, 1.n case the module had more than th1.rteen graduates.

1. Top of form

a.

b.

Country, module
1.dent1.f1.cat1.on,
type of employment/
self-employment,
page of

Number who started
the module

- These are the same as on the Ind1.v1.dual
H1.story Form.

- The number of students who started,
1.nclud1.ng those who dropped out.

2. Body of table

Entr1.es w1.1l be made at graduat1.on, and 1.f new 1.nformat1.on on any
graduates 1.S ava1.lable, quarterly thereafter.

a. (ProJect) quarter
no. and dates

b. Enter names

- These are the quarters numbered from the
start of the proJect, def1.ned by proJect
management. The f1.rst of these (second set
of columns) 1.S the quarter 1.n wh1.ch gradu
at1.on occurs.

- All graduates of the module are 11.sted, one
per l1.ne. Use a cont1.nuat1.on sheet 1.f
requ1.red.

Note All 1.nformat1.on entered 1.n the table 1.S cop1.ed from the Ind1.v1.
dual H1.story Form.

c. "At placement" columns

(1) Prevo 1.ncome

(2) P

(3) Weekly pay

d. Subsequent "quarter"
columns

(1) I

- Copy "Pr1.or 1.ncome" from the top of the
Ind1.v1.dual H1.story Form.

- Place an "x" 1.n th1.s column when (1.f) the
graduate 1.S placed (whenever that happens).

- Copy the weekly pay at the t1.me of placement
from the Ind1.v1.dual form.

- Place an "x" here 1.f the Ind1.v1.dual E1.story
Form conta1.ns new 1.nformat1.on for the
quarter.
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Note

( 2 ) EMP - Place an "XII here 1.£ the graduate lS
eJ.ther:

( 1 ) Employed at the end of the quarter,
or

(ll) Employed at the t1me of the 1nter-
v1.ew, dur1ng the quarter.

( 3 ) "Av Payll and - Cop1.ed from the Ind1V1.dual H1story Forms.
"Other lncome"

For quarters after the fourth, a new sheet w1ll have to be used.
It wlll pay to xerox -che f1rst set of sheets after the nalT'es
have been entered, and before any other entr1es have been made.

3. Bottom llnes

a No. of graduates
placed

b No. of graduates
1nterv1.ewed

c. No. employed

d. Total pay

e. No. for whom pay
1S known

f. Av pay

- Count the number of XiS In the "P" column.

- Count the number of XiS 1.n each quarter 1.n
the IIIII column.

- Count, each quarter, the number of XIS 1.n
the EMP column.

- Add up all the IIAv payll numbers 1.n the
"payll and lncome columns "weekly payll and
"prev 1ncome ll In the "placement" columns,
and "Av pay" and "Other Income ll 1n the
quarterly columns.

- Count the number of entrJ.es 1.n the "pay"
columns, and enter the count 1.n the spaces
prov1.ded. In the IIPlacement" column enter
the II number for whom pay 1S known" 1.n the
column's fJ.rst space, and the "number
for wh1.ch prev10us 1.ncome 1.S known" 1n the
last space.

- D1V1.de the "total pay" by the "No. for
WhlCh known ll 1n all appl1cable columns.

Note. If there 1.S a second sheet, calculate only tne totals (a) on
the f1.rst sheet and transfer these totals to the second sheet, top
l1.ne After that, proceed as above add1ng the "prev1.ous page ll totals
1.n w1th the second sheet's data.
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PROJECT HISTORY REPORT

The ProJect H1story Report 1S 1n~ended to be a large spreadsheet type
d1splay that prov1des an overV1ew of the ent1re proJect accompl1shments
to date The d1splay w1ll have to be spl1ced together from the forms
provlded. Quarters subsequent to the f1rst three quarters after the start
of ~he proJect 1n the country w1ll be dlsplayed on follow-on sheets placed
to the rlght of prevlous sheets. Modules ln groups of 15 wlll be entered
In the order (top to bottom) In WhlCh they are taught, and under the quar
ter (left to rlght) In Wh1Ch they were concluded.

1. Table

The codes for table entrles, w1th thelr sources are Ilsted below

Code Meanlng

S No. of students who
started the module

G No. of students who
flnlshed the module

P No. of graduates placed

I No. of graduates lnter
vlewed In quarter

EMP No. of graduates em
ployed (or self
employed) In quarter

NR No. for whom the 1ncome
was determlned

$/W Average weekly pay

Tot.$ Sum of Av. weekly pay
of graduates of the
module

Prev.$ Sum of Av weeklj pre
V10US 1ncome of gradu
ates of the module

Source

- Top of the Module Traclng Form

- Count of Module Traclng Form
Ilnes.

- Totals at bottom of Module Trac1ng
Form.

- Totals at bottom of Module Traclng
Form.

- Totals at bottom of Module Traclng
Form.

- Totals at bottom of Module Traclng
Form.

- Bottom llne of Module Traclng Form.

- Total at bottom of Module Trac1ng
Form

- Totals at bottom of Module Traclng
Form.

Note The totals are added and then dlvlded by tne no. of persons contrl
but1ng to the total, to ensure proper welghtlng of large and small
modules In calculatlng the average.
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2 Bottom IJ..nes

Totals In quarter

Average earnlngs and (average)
prevlous lncome

- Add up all entrles ln the columns,
except for the "$/W" (average pay)
column.

- Totals of earnlngs and preVlOUS
lncome dlvlded by the number of
people sharlng In thlS average.

Note The average prevlous lncome lS an approxlmatlon

Cumulatlve proJect totals

Cumulatlve average earnJ..ngs

17

- Each quarter, add column by colu~n

thls quarter's total to the pre
VlOUS quarter's cumulatJ..ve total.
ThlS wlII yJ..eld, In each column for
all entrJ..es, proJect totals from
the beglnnlng of the proJect. For
the fJ..rst quarter, the cumulatlve
and quarter's totals are ~he same.

- Calculated llke the quarterly
"average earnJ..ngs" from the cumu
latJ..ve totals



PROJECT SUMMARY REPORT

ThlS form lS furnlshed to glve a "snapshot", or overVlew of the cur
rent krowledge about the proJect. It can also be used to furnlsh a summary
of a group of modules, for lnstance, all Industrlal Sewlng modules.

The form lS completed by enterlng each module of the group to be s~m

marl zed on a Ilne under "module", and lts concludlng date under "date".
Subsequent columns are fllled In by copylng lnformatlon for that ~odule

from the ProJect Hlstory Report for the latest quarter for WhlCh rellable
lnformatlon lS avallable. The last column, "last update", lS completed
wlth the quarter number from WhlCh the lnformatlon was copled.

The "totals" and "average" Ilnes at the bottom are completed as In
the ProJect Hlstory Report.
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EMPLOYER HISTORY FORM

The purpose of thls form lS to summarlze the career paths of proJect
graduates wlth an employer who employs graduates of succeSSlve modules.
The ProJect ~lanager decldes for whlch employers the form wlll be maln
talned.

Inputs to the for~ are best obtalned by updatlng the Indlvldual
Hlstory Forms of prevlous placemerts wlth the employer at the tlme arrange
ments are belng made for a subsequent module. At each such occaSlon, count
separately for each group

1. The number (stlll) In "entry-level" posltlons.

2 T'1e number In an "experlenced" pay level, two "experleI1ced" pay
levels are avallable, If needed. If the employer malntalrs more
than two levels for experlenced personnel, break the levels lnto
two classes.

3. The number In "supervlsory" posltlons.

4. The number In "management" posltlons.

These counts are entered on the form under the date at whlch the
lnformatlon was obtalned, In the set of rows correspondlng to the group
placement.

Each new group of placements gets a new set of rows. The placements
are entered under the date of placement (whlch may well be later than the
date at whlch the status of prevlous placement was determlned)

If more space lS needed, a number of sheets must be comblned lnto one
form by

• addlng forms on the rlght for addltlonal dates at whlch lnforma
tlon lS obtalned,

• addlng forms on the bottom for addltlonal placements beyond the
thlrd.

Total placements

Total retentlons

- Enter the cumulatlve total, obtalned by
addlng the number of placements at the
column date to the number of "total place
ments" of the prevlous column date.

- Add all numbers In the column
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SELF-&~LOYMENT OPPORTUNITY EVALUATION FOID4

Th1S form 1S des1gned to evaluate the earn1ngs potent1al of produc
t10n act1v1t1es by graduates of a potent1al module. The format 1S that of
a "Pro Forma Prof1t and Loss Statement". It 1S 1ntended to gU1de the Job
Developer 1n evaluat1ng poss1b1l1t~es and prov~des a conven1ent framework
for record1ng and analyz1ng 1nformat1on that Job Developers always look
for.

The form ~s completed as follows

a Name the product or serV1ce that w1ll be sold.

b Name the unlt 1n Wh1Ch 1t 1S sold, e.g. gallons of honey, days
of housework, etc. In some cases, e.g "f1x1ng cars" or "produc1ng
leather goods", there may be no one slngle un1t. In th1S case, an
est1mate of the proport1on of d1fferent un1ts that can be sold must
be made for the pr1ce calculat10n (~tem 3), and a group name such as
"cars f1xed", "ltems of leatherwork" put here. The est1mat1on or
calculat10n should be attached to the form.

c. Yes/No, depend1ng on whether or not the product takes more or less
than a week from start to be1ng ready for sale; "no" for serV1ces.

1. How long lS the cycle

2. How much can be sold

3. At what pr1ce per un1t

4. Total gross sales per
cycle

5. In1t1al cap1tal re
qU1rements

6 Recurrent expend1tures

- The number of weeks from start1ng product1on
to hav1ng 1t ready for sale. If th1S 1S
short ("No" 1n (c) above), calculate every
th1ng for a four-week (almost a month)
per1od, ~.e., enter "4".

- Th1S asks for the Slze of the market.
Slze of the market 1S how many un~ts can oe
sold lD a certaln tJ..me. Here, 1 t 1S est1
mated 1n un1ts per per1od.

- Est~mate the sales pr1ce of a un1t. See (b)
above 1f the output 1S ln var10US d1fferent
un1ts.

- Item 1 t1mes ltem 2.

- Est1mate the expend1tures necessary to start
up In bus1ness. Probably few of the cate
gor1es of expend1ture wl11 actually be
needed. Enter "N/A" 1f not needed.

- These are the expend1tures necessary to
stay 1n bus1ness, once It 15 started
Aga1n, probably few of the categor1es w1ll
actually be needed 1n anyone case. F1ll
W 1 th "N/A" 1f not needed.
Note: Payment to self may not be
entered here.
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7. Pro Forma proflt a~d

loss

8. Proflt (Loss) per week

- Proflt (or loss) 1S 1ncome less expendltures
over a cycle.

- Dlv1de the cycle's prof1t (loss) by the
number of weeks 1n the cycle (ltem 1)
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NOTE The forms WhlCh follow have been
reduced from thelr orlglnal Slze
of 8-1/2 11 x 14 11



COUNIRY
INOIVIDUAI HISIORY fORM (fMPrOYHFN1)

-:3'.,
p'lge 1 of

MODULE NAMf DATfS TAUCllT 10

NANC POS IlION 1N Will Cll PLACrD

AGf SfX PRIOR JNCOHf $fC/Week (fstlmate the aver'lge weekly Income [or the three months prIor to the qtart of the module)

WfRf l00IS, fTC
WfRC rool S, Fl C

PROVI DfD 10 81 ART fHPI OYMfNl1 YFS 0 r NO [Check one]
PROVIDfD AS A LOAN __, A GRANr-=-, OR OTHCRWISC __ [Check one]

IF YfS,
VALUE [Amount] $fC _

[At earh contact, try to fInd out what Jobs the graduate has h,d and at what pay by reVIewIng a perIod for WhICh
records and/or memory are pretty accurate If there are several Jobs,use a new lIne for e,ch Job)

r , I I
D/\Tf I PERIOD RCVIrWrD I COMPLCTe ONe LINC FOR fACII JOB IICLD DURING rIlE RfVIfW PERIOD I

I I

Tllf RFVIEW PfRIOD liAS I 0111ER

TOTAL PAY TNUHDCR 'AV PAY I AV
(Add all I Of I = I
Job totals' WCCKS ITOTAL PAYIWCCKJY
for revlewl(ln revi ~ I
perIod) Iperlod)INr WCCKsiINCOHC

I
I

•·1,

I

I
I

I
1
I .
I
I .
I

IXXXXXXI Ixxxxxxxx xxxxxxxxxx xxxxxxxxxxxx xxxxxxxi I
I . I . . I· I
I I I'
I ·1·· . ,.,
I I I I

, . . I
I I

. I· I
I I

. • I •• I
I I
I •• I
I ,,

I

I
I
I
1

I
1
I

----------------------::::-:-::==-=---:-:-:--=---:-=--:-:--::::-------,::------,--------------------1
OI\S/USI\ID npglonal Non rormal Skills Trallllllg Prowcl



COUNTRY
INDIVIOUAI II1S10RY fORH (I HPIOYHfNT)

(conllnu~tlon shept)
page of

.........~

.IODULF NAMF DA rrs TAUGII r 10
-~--- ----

NAMC AGr srx

(At each cont~cl, try to find out what Jobs the graduate has had and at wh~t p~y by revlcwlng a period for which
records and/or memory are pretty accurate If there are sevcr~l jobs,lIsp a new line for e~ch job)

I ... --I , I fHl RFVICW prRIOD liAS I 0111FRI
DAlr I PCRIOD RCVIEWro I COMPLETC ONC LINC FOR r..ACII JOB lin D DURING THC RfVIEW PERIOD I I I

I I TOIAL PAY INIJMIJLR I AV PAY I AV I
I I I I I I IIIOW MANYll01AL PAy I (Add all I Of I == I I

or I I I I JOB I JOB , PAY I WFCKS 'IN JOB I job totalsl WErKS ITOTAL PAylwrCKLY I
I I I I START I END I I IN '(Nr weeks I for reVlewl(ln revi +- I I

CONTACT I STARr I CND I eMPLOYER I DATE I DAlr 1($/WrEK) I JOB' Ix pay/w ) I period) Ipellod)INr WEEKSIINCOMr I

I I' I I I I I I I I I. . I I.·

I
I •
I .

I
I 
I
I
I
I ,
I
I

OI\S/USI\ID ncgronal Non rormal SkIlls frarnll1g Prolccl



~
INDIVIDUl\l IIlSl0RY fORM (Sf! f n1PIOYMfNr) p'lpe 1 of

wrRE 100IS, FTC PROVIDrD TO SfART Tllr SrRVICE? us or NO [Check one] IF YCS,
wrRC 10015, fTC PROVIDFD AS A LOAN _, A GRANf =, OR OlllfRWISC _ [Check one].

Name the unit In which wh1t the spit-employment
produces 'lnd/or sells IS counted rxamplps a gallon
of honey, a day'q housework, cars fIxed, an

item of leather goods mnd~ In the last two examples,
use the second lIne to specIfy more detail

VAIUI [Amount] $fC

IYPf Of Sflf fMPLOYMCNT

UNIT

TO _

, PRIOR AV WCrKLY INCOMC $CC, sex

NN1F

AGf

COUN1RY
MODULf N-AM:-:'f=---------------

DAIC'! rAUGllr

[Al each contact, try to fInd out how much profit the graduate has m'lde from selling the product or qeVICe, by reviewing a period
for whIch records 'lnd/or memory are pretty 'lccurate ]

r DAlr-TPtRIOIl Rrvlrwrol Nr OF r 1 UNlf I INCOML INlrxPfNSESI FARNINGS IN LFNGIII OF CARNINGSI AMOUNT
I or I I UNITS I SOlD @ I PFRIOD I IN I PFRIOD prRIOD rfR I STILI
I CONIALl I STARr I CND I SOLD I ( $CC) I I PERIOD I (INC -EXP ) (WCCKS) WCFK lOWING IDUCIION I
I
I I I I I I r- I I I I
I I I .... . I. I I . I

I I I I I
I . ... I. I. I . I
I I I I I
I . . .. I . . I I
I I I I
I . . . . . I I . . I
I I I I
I . . I I . I
I I I
I • • • •• • Iff
I I I I
I . .. I I . . . . I
I I I I
I· .. I I I
I I I I
I . I I . I
Iff I
I . I I I
I I I I
I I I I
I I I I

-- -- OAS/USAIO RegIonal Non Formdl SkIlls TrallllllQ PlOlccl



COUNIRY

!-1ODUJ f NAHr
DATrs TAUGIIT 10
NUMBfR WIIO S fAR 1ro lIIr MonUl f --------

MonU! f 1 RAC 1NG FOIU'

IYPf or rMPIOYMfNT
OR qrll-rMPIOYMFNf

~
pllge of

rNTrR NAMfS OF GRAOUA1CS

At PI,cement, put "1 check In the "P" column and enter prospectIve ellrnInps If known
In subsequent quarters, check the "I" column If the student waq IntervIewed, In the "EMP" column, If employed, note the weekly earnIngs, If known

r AT PLACfHCNT I QUARTrR NO I QUAR1FR NO I QUAR1rR NO ~UARTFR NO
I I TO -- I TO -- I ro -- 1 10--
I IWCrKIYlpRLV 1 I AV -I OTII I I AV I OTII I-Y-, AV I OTII I I I AV I OTn
I P I PAY IINCOHrl I IrMPI PAY IINCOHFI I IrHPI PAY I INCOMe I I IrHPI PAY I INCOHrl I IrHPI PAY I INCOME
I I I I I I I I I I 1 I I I I I 1 1 I------------'-1 I 1-1-1 I 1- I-I I I-I -I I 1-1-1 I--

I I· I I I I I I I 1 I I I I I I I
I I I I I I I I I I I I I I I I I

I I I I I I I I I I I I
I I I I I I I I I I I I
I I I I· I I I I . I I I I
I I I I I I I I I I I I

I

I

1
I
I
I .
I ... I I I I I
I I I I I I
I -. . 1·1 I I I
1 I I I I I .
I .. I I 1 1 . I I I I I I I • I I I
I I I 1 I I I I I I I I I 1 I
I I I I I I I I I I I I I I I I I I I •

I~r--or grad~ates-Pllaced I---I~xxxxxxxx~x~xxxxx~xxxxxxxxx~xiiixxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx~x~xxxxxxxx-x-x-x-x-x-x-x
I Nr of graduates IntervIewed Ixxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxx
I Nr employed Ixxxxxxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxx
I Totlll pay (add all orB In column)Ixxxl I IX xx lrXxx I I Ixxxxxxx I I Ixxxxxxx I I Ixxxxxxxi I
I Nr for whom pay IB known I Ixxxxxxxxxi 1 Ixxxxxxxxxxxxxxxxx 1 Ixxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxxxxxx
I Av pay ( Totl1l+Nr. ) Ixxx, I Ixxuxxx I I Ixxxxxxx I I 'xxxxxxx I I Ixxxxxxx I I
I
--------------------------------;:O;-;A~S;-;/U;-;;;S:-;A-;;ID~n;-e--:g-lo:-r:-:la71~N;-()-n-;r;:-()-r--:m-:a71-;;S:;-k-;:llI;::s-;T;:-r~a-ln-ln--:g-nP-ro-/p=-r=:;t-------------------------

..



COUNIRY

~IOOUl r NAMr DATrs fAUGHT

BOOUI f 1 RAL 1HG rORlI
(continuation sheet)

lYPf Of fMPIOYHfNf OR ~flf rMIOYHfNf

if
~

plt!"e _ of

ENrFR NAMFS or GRAOUAfES

At Plncpment, put "l check In the "P" column and enter prospective e"lrnlnps If known
In subsequent qU"lrters, check the "I" column If the student W"lS Interviewed, In the "rMP" column, If employed, note the weekly parnlllgs, If known

r AT PLACrMI NI T~UAR1CR NO r QUAR1CR NO I QUAHII R NO r-QUARlrR NO .
I I TO - I TO -- I 10 -- I TO -- 1
I IWEeKLYI PRCV I AV I OTII I AV OTII l---r---r AV I Oiu l--ri AV -----rom 1
1 P I PAY IINCOMEI I ICHPI PAY IINCOMrl I IFMP PAY INCOHF I IrHPI PAY I I NCOMrI I ICMPI PAY I INCOMC

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

1 I I I I I I I I I· I I I
I I I I I I
I I 1 I •
I I I I II . . .
I

1
I
I I 1 1
I I.. I 1
I I I I
I I. I I
I I 1 I .

.----.,---_. ._1 1 1_1_1 I 1_1_1 I I I_I 1 I I I '__

I~~~~-=~=~~:-~~~~-~~=~~~~~-~~:=----I---I------l------I---1---1------1------1---1---1------1-------1===1---1======1~------I===I===I------I-------
I Nr of grndll"ltes plncpd 1 Ixxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
I Nr of gr~dllntes Interviewed Ixxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxxxxxi 1xxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxx
I Nr employed Ixxxxxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxx 1 Ixxxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxxxxxxi Ixxxxxxxxxxxxxx
I Total pay (add all nrs In column)lxxxl I Ixxxxxxxi 1 1xxxxxxx 1 I Ixxxxxxxi I Ixxxxxxxi I
I Nr for whom pny IS known (note)1 Ixxxxxxxxxi I Ixxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxx I Ixxxxxxxxxxxxxxxxxx
I Av pay ( lotal~Nr ) Ixxxi I Ixxxxxxxi I Ixxxxxxx I I Ixxxxxxx I I Ixxxxxxxi I
I
n·-::o:-:t-e--c-o---u~n7t~t·h~e-n-'-Jm~I'}e-r--'L~o-r-w·l::-lo::-m-~p-=n~Y-I-s---;kn'-o-wn--a-=n'd;-:t'h~e-n:-um~b'e-=-r-;:f-o-r:--w'h::-o::-::m:-"rr'p~r~e-v-I-o-u-s-l-n:-c-o-m-=e-'lT'-I-S--'kn-o-w-n---;f;:-r-o-m-a-l;-;-l-p-a-g-e-s------------------
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""

,-
-;J

rROJfCI illS lORY RfrORf p of <-----1COUNIRY --- ----

fntn.cs arc copIed from Module TracIng forms that have been updated In th£' quarter Ihe column he1dlnps are the <;1me as on the Module forms
lite "Tot $" Ilnd "lot Prcv $" enlrIes are the tot1ls on the Module [orm, that 1.re hpre copIed to help c'llcul'lte aver1.ges p o[
I MP"'Nr employed, Nr$-Nr ~.nth known enrnlngs, $/W='lV weekly earnlngs --

1 r-- I QUAR I fR r----- ---- QUAR I rR 1 QUAR [rn _
MODUI f 1 OA I C I rROM TO I fROM TO IfROH fO

NAHf ICONCIU- , IfOfAI Il0fAI 1 Il0fAI ITOTAl I ITOTAL! lOlA
loco I S I G I p I [ ICHPINr$1 $/W' $ IPRCV I S I G I P I I IrMPINr$1 $/W I $ IPRFV I s I G I P I [ IrHPINr$1 $/W I $ IrRFV

1---1-1---1---1---1---1- 1- 1--1-$-1---1- 1- 1---1-1---1- 1--1--$- /_1_1_'-_1_ /_1__1_ 1-$-

•• I I 'I I I 1 I I I I I I I
I I 'I' I 1 1 1 1 1 1 I I

.. I I I I I 1 I I I I I • 1 I
1 I 1 I I I I I I I 1 1 1

• I I I I I 1 1 I 1 I I I I
1 I I I I I 1 I I I I I I

. ., 1 I 1 , I' 1 I·.. .1 1 • I. 1
I I 1 I 1 I 1 I I I I I

. I I 1 I 1 I I I I 1 I I
I 1 I 1 I I I I I I I I

• •• - I 1 I I I I I 1 I I I I
, I " , , I , I' 1 I

I I I I I I I I I
1 1 1 1 I I I I
I I 1 I I I I 1 I'
I I I I 1 1 I

, '" " I "II 1 I 1 I I I I
I I I I I I 1 1 ,
I I I I 1 I I I 1
I I I I 1 I I I I

I "'I 'I"" " I1 I I I I I 1
1 I' 1 1 I I I I 1

. . .. " , 1 I I 1 I 1 I 1 1 1
I I I I I 1 I I I 1 I I I I I I I I I I

• I I I , I' , I I I " I I , I I I " I
I I 1 'I I I 1 I 1 1 I 1 I I I I 1 I I

--------------- --1'-"--"-'1-'1- '1-1'_'
1
--'1-1-1

'

-'---1-1'-',_,1_--
1
1_,1---

1
---,1_-'-1_/---'--'-"-

10IAL~ IN QUARlrR I xxxxx xxxxx I I Ixxxxx i 1
------------I~I__I-I---I---I-I--I _1_J1_1_1_1 1 1 1__I__ I__I_I I_I_I_I 1__'_
AV rARNIN~S & rRrVIOUS INCOMF \spe note) I Ixxxxxl xxxxxxxxxxxxxxxxxxxxxxxi Ixxxxx' Ixxxxxxxxxxxxxxxxxxxxxxx , Ixxxxxl
-- 1__1_1__1, 1_1_1_1_1_1 1_1 1_1_1__1__1_
I CUMUI..AIIVf I'ROJf(,r 1OrAl'l , I , , , "xxxxxi I " I , 1 1xxxxx 1 , 1 I 1 , , 1 Ixxxxx i I
I 1-1---1r=1---1~1---1--I--I-_I-I-'---I---I-I---I--I--I--I---I---I---I_I_I 1__'-_
1 CUM AV fARNING'l & PRI'VIOUS INCCOMf \see nole, 1 Ixxxxxi Ixxxxxxxxxxxxxxxxxxxxxxx 1 Ixxxxxi Ixxxxxxxxxxxxxxxxxxxxxxxi Ixxxxxi
Irl__I__'-__1 '--I• ..-'__I_rr- ,__,__,_

NOIf Olvld", total $ by tolnL Nr $ [or I Av Fllrnlng<;", dIvide fotal I'rev $ by tolal In "G" column [or Av PrevIous
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MODULE

. '"
PROJECT SUMMARY REPORT

COUNTRY _

S = Nr started, G = Nr graduated, P = Nr placed, I = Nr lntervlewed,
EMP = Nr employed, Nr $ = Nr for WhlCh earnlngs are known, $/W = earnlngs/W,
Av Prey $ = Average weekly earnlngs before enterlng the program. All these
entrles are copled from the Project Hlstory Report Last Update= Date of the
last rellable lnformatl0n

I 1 I I I I ITOT
I DATE lsi G I P I I IEMPINr$1 $/W 1 TOTAL IpREY 1 LAST
1 I 1 I I 1 I 1 1 $ I $ 1UPDATE I

_____1 1_1_1_1_1_1_1__1__1__1 I
I 1 I I I I I

•• 1 1.1 .1 ••• 1 I
I I 1 I I

• •••••• 1 .1. • ••• 1 I I
I I I I

•• 1 .1. ..1. I
I I I

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

.) •• .• • • ••• • I
I I

• -I. • •• • • • 1
1 I

• 1 1
I I

••• 1_ ••• • I· I
I 1 I I

.1 • • I I
1 I I

1 • 1 I• • I
1 I I I
1•• 1 • I I
1 I I I

I· .1·.1 .• 1.. •• • • I 1
I I I I I 1
I.· . . . .. 1· .1· .1.. • .1. I· I
I I I I I I
I. • • .1·· •• \••••••••1· •• 1 .1
I 1 I I 1 I
I. .1.. • •• . . .1. . .1.· .1
1 1 1 \ 1 1
I. . .1.. .1.. .1...· ·1- .1
I 1 I I 1 I
I 1.·1.1. ·1· 1
I I 1 1 I
I ·1 . I. I. I. I I
I 1 I I I I I
I • •• 1 I I I. I I
I I I I I I I
I • I .\. 1·1 I· 1
I I 1 I I I I
I I .1. •... I .1. I· . I
I I I 1 I 1 I I
I.. .11.1... I .1 ... 1. I
I 1 I I I I 1 I I
I • .1 I 1.1 • \. I I•• I I
I 1 I I I 1 I 1 I I
I.. ..11.1 ·1.· .1 .• 1 I .1 I I
I I I I I I I I \ I 1
I 1_1_1_1__1_1 I I_I I
I SUMMARY TOTALS xxxxxxxxi I I \ I I Ixxxxxxi I lxxxxxxi
I • ••••• I .1 I .1 I. I I .1. 1..1 .1
1 AV EARNINGS & AV PREVIOUS EARNINGS* xxxLxxxxxl Ixxxxxxxi IXXXXLXI
I I 1_1_1_1_1_1_1 I 1__1 I
* Total PreVlOUS Income / Total Nr Graduated.

(1 ~1I1~ In F ~r ~I Non-FoflT ~I ~I III" Tr;lInmn Pre "l't



., .. SELF EMPLOYMENT OPPORTUNITY EVALUATION FORM

COUNTRY

a What w~ll be sold?
(product or serv~ce)

b What are the un~ts in wh~ch ~t w~ll be sold?

c Is the self employment opportUQlty one requ~rlng pro
ductlon wlth a product~on cycle longer than a week?

YES NO

If "NO", use four weeks as the "length of a cycle" below REMARKS

1 How long is the cycle?

2. How much can be sold at the end of,
durlng a cycle?

3 At what price per unlt?
(If thlS can vary, estlmate an average)

4 Total gross sales per cycle

weeks

unltS

___ $Ec/unlt

$EC(= 2:x3)

In~t~al Capltal Requlrement

5 1 Structures
5 2 Tools
5 3 Equlpment
5 4 Matenals
5 5 lnltlal Stock
5.6 Other
5 7 Other

5 Inlt~al Capltal Requlrement $EC

Recurrent Expenses (requlred for subsequent cycles)

6 1 Mater~als

6.2 Startlng Stock
6.3 Malntenance
6.4 Replacement, tools & eq
6.5 Rent
6 6 Ut~l1tles

6 7 Wages (other than own)
6.8 Other
6 9 Repayment & Interest on

Inlt~al Cap~tal

6 Recurrent Expend~ture $EC

Pro Forma Prof~t and Loss Statement for a Cycle

Income

Expend~ture

(= ltem 4)

(= ltem 6)

____ $EC

___ $EC

\.

7. Proflt (loss) per cycle

8 Proflt (loss) per week
(~tem 7 I ltem 1)

___ $EC

___ $EC

NOTE Many llnes '01111 be blank (1 e 0) ~n many cases

OASIUSAID Remonal Non Formal SkIlls Tramlng Project



Employer

[MPlOYER HISTORY FORM
Country

~

...

---- -J--Dat~-----~ r Date
-I~-----

r=nate Date Date

1st Placement Number Salary Number Salary Number Salary Number Salary Number Salary

Entry Level

Expen enced 1

Expen enced 2

Supervl sory

Ma na {wrnen t

2nd Placement

Entry level

Expenenced 1

Expen enced 2

~crvlsory

t~a nagemen t
-

3rd Placement

-.!~ level
Expen enced 1

Expen enced 2

Supervlsory
Management

Total Placements

Total Retentlons

L .

•
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