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SECTION ONE 

INTRODUCTION 

PURPOSE OF THE ASSIGNMENT 

The objective of this assignment is to develop a multidonor-funded training program for the staff 
of micro- and small-scale enterprise (MSE) lending institutions in Jamaica, based on the training needs 
expressed by the staff of the institutions. The training program is intended to address identified 
institutional weaknesses and improve the operating efficiencies of these institutions. 

The USAID/Jamaica-funded Microenterprise Development Project (MDP), which began in 1990, 
was recently extended through October 1997. The midterm evaluation of the project in 1993 concluded 
that "the future success and viability of the Project depends on building the capacity and financial 
competence of local credit institutions through training and technical assistance." All the lending
institutions continue to experience difficulties in reaching the MSE sector, albeit to different degrees. 

USAID/Jamaica and the Government of Jamaica/Government of the Netherlands (GOJ/GON) 
asked the Growth and Equity through Microenterprise Investments and Institutions (GEMINI) Project,
which is managed by Development Alternatives, Inc. (DAI), and a local consultant to undertake a training 
needs assessment (TNA) and design a training program based on the TNA results and the consultant's 
input. 

METHODOLOGY
 

The TNA was carried out from December 6 to December 20, 1993. During the first week of 
the assignent, Mohini Malhotra of GEMINI and DAI and Valerie Tate of USAID/Jamaica's Private 
Sector Office met with the directors or senior management of the implementing institutions. A simple
questionnaire (included as Annex A of this report) was used as the basis for discussion. The purpose of 
the two-hour discussions held with each institution was to discuss developmental and institutional goals 
and the major challenges faced in achieving these goals, and to identify which, if any, of the challenges 
could be overcome or addressed through a training program. Each meeting resulted in the institutional 
representatives identifying their perceptions of their institutional weaknesses. From the discussion, the 
consultants were ab..; to identify methodological weaknesses in the lending activities. The resulting 
training program reflects the expressed needs of the institutions, as well as modules and topics 
recommended by the consultants. 

In the second week, David Logan, a financial expert and trainer contracted under the GOJ/GON 
program, joined the USAID/Jamaica team and advised on the training program content and budget, based 
on his experience and familiarity with all the local institutions. The team also met with donor agencies,
wholesale finance institutions, and consultants familiar with the MSE support institutions to glean their 
perceptions uf the strengths and weaknesses of the institutions and discuss the types of support they would 
be willing to provide for a training program. 
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SECTION TWO
 

RESULTS OF THE TRAINING NEEDS ASSESSMENT
 

Giv.-n the standardization of the MSE lending methodology used in Jamaica, it is hardly
surprising that almost all the institutions are experiencing similar difficulties. The methodology includes 
costly and lengthy loan appraisals, despite which all the credit retailers are experiencing high arrears and 
loan delinquency - the results of the needs assessment were uniform. Some of the across-the-board 
requests for training were in project appraisal, business training for loan officers to increase their business 
acumen, and arrear3 control. Almost all the institutions felt that international study tours wouid be 
useful, particularly for board members and senior management, in order to expose them to successful 
MSE lending programs operating in contexts similar to Jamaica's. 

Table 1 summarizes the major course topics requested and the number of implementing
institutions (out of the seven visited) that identified a particular subject. 
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TABLE 1
 

SUMMARY OF TNA RESULTS 

Course Topic Target Audience 

MSE Lending: Screening, Loan Officers 

Selection, Appraisal, Monitoring,
 
Collections
 

Different Lending Methodologies, Staff, Credit 

Different Criteria By Size of Loan Committee, Loan
 

Officers
 

Managing Delinquency Loan Officers 

International Study Tours Board, Sr. Mgt. 

Role of Board, Performance Board 
Indicators 

Financial Planning Sr. Mgt. 

Achieving Viability Sr. Mgt., Loan Officers 

Understanding the Loan Officers 
Microentrepreneur: The Household 
as Economic Unit, Enterprise 
Management, Assessing Demand 

Interest Rate Policies and Loan Officers, Sr. Mgt. 
Calculation 

Loan Portfolio Management Finance and 
Accounting 

Basic Finance Finance and 
Accounting, Loan 
Officers 

Communications, Public Relations, All Staff 

Customer Relations 

Record Keeping, MIS Loan Officers 

Staffing Structures, Incentive Mgt. 
Schemes 

Basic Accounting Finance and 
Accounting 

Computer Training Finance and 
Accounting 

Marketing All Staff 

Training of Trainers Trainers 

Number of Requesting
 

Institutions
 

7 

7 

6 

6 

5 

5 

5 

5 

4 

3 

3 

3 

2 

2 

1 

1 

1 

1 

Total sample (7): EDT, ASSIST, COPE, NDF/Jamaica, Credit Union League, Self-Start Fund, and City 
of Kingston Credit Union (CoK) 
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SECTION THREE
 

THE TRAINING PROGRAM
 

The purpose of this training is to strengthen the capacities of local microenterprise lending
organizations to service MSEs on a sustainable basis. The training program was developed to expose the 
staff of the implementing institutions to lending mechanisms and systems suited to the unique financing
requirements of MSEs. The idea is to present innovative approaches that allow a marriage between the 
two primary objectives: provision of access to financial services for MSEs and financial sustainability
of the institutions providing these services. The training should be viewed as a means to an end rather 
than as an end in itself. Training alone does not change anything it is the way the trainee applies the-
concepts and tools imparted to his or her own institution and work that can make training worthwhile. 

This training program is a one-year pilot program. It will obviously require adjustments along
the way, both in content and structure. The adjustments will be made based on responses to the sessions 
when under way and on the evaluations conducted at the end of each session. 

Because this is the pilot run, not every suggestion made during the needs assessment for the 
training program has been incorporated into the program for the first year. The suggestions for 
institution-specific training have not been incorporated, given the homogeneity of responses in the TNA 
and the prohibitive costs of personalized training. Rather, the technical assistance built into the overall 
institutional development program is designed to be on site and institution-specific. The ability to 
regionalize the training sessions, as suggested by three of the institutions visited, is being explored. The 
ability to do so must be weighed against the costs and the number of participants in the Central and 
Western Parishes that might make use of facilities located in Mandeville and Montego Bay. At the final 
meeting, it was unanimously decided that the institutions' preference for half-day training sessions should 
not be incorporated, given the high costs of the training sessions. The current plan, presented in this 
document, calls for full day sessions. 

It is intended that this program eventually will be taken over by a local training institution as part
of a certified program, so a large emphasis in the first year of the pilot program will be on training of 
local trainers in both the subject matter and the material delivery of the courses. In the first year,
international practitioners and trainers will be coupled with Jamaican trainers, who will become the cadre 
of experts to carry out the program past the pilot phase. Each major training session will be preceded
by a two-day training-of-trainers and planning session for the international and Jamaican trainers. 

In the first year, funds for the training program will be made available by USAID/Jamaica and, 
possibly, other donors. Participating institutions will be expected to help defray the costs by providing
lodging for staff from areas outside the training site and in other ways to be discussed. After the pilot 
phase, the training program will be expected to cover its costs, in large part from participant fees. 

The training is intended to permeate the institution by in:luding staff at all levels up to the board. 
It is designed this way because any institutional change will come from the top and will set the agenda 
for the rest of the institution. 

The training will be practical and participatory. In the first year, most of the international 
trainers will be drawn from institutions operating successful microenterprise programs in other developing
countries - thus, they will be grounded in the practical operational issues. The training sessions 



themselves will encourage and emphasize active participant discussion and actual problem analysis. Most 
of the training sessions will be followed by on-?ite technical assistance to further assist and advise on 
application of the tools and concepts to the specific needs of each institution. 

The training program should lead to certification, which will act as an incentive to participate, 
given the high premium placed on certificate and degree programs. Table 2 shows the training program, 
and Table 3 shows a tentative schedule. 

TABLE 2
 

THE TRAINING PROGRAM8
 

Board Members 

MSE Lending 
Methodologies 
successful programs 
(2 days) 

Seminar: Boards of 
MSE Institutions 
(1.5-day retreat) 

International Study 
Tour 
(1 week) 

Retreat: Setting 
Performance 
Standards 
(1.5 days) 

5 	days' 

Sr. Mgt 

MSE Lending 
Methodologies 
(2 days) 

Financial 
Planning 
(2 days) 

International 
Study Tour 
(1 week) 

Managing 
Institutional 
Viability 
(3 days) 

Loan Portfolio 
Mgt.
(2days) 

Staffing, 
Incentive 
Schemes 
(2 days) 

11 daysc 

Loan Officersb 

MSE Lending 

Methodologies 

(2 days) 


Understanding 

Small Business 

Finance 

(2 days) 


Principles of 

Finance 

(5 days) 


Calculating 

Interest Rates 

(2 days) 


Loan Portfolio 

Mgt. 

(3 days) 


Loan Cycle:
 
Appraisal,
 
Disbursement,
 
Monitoring,
 
Collection
 
(5 days)
 

17 days 


Finance and Donors/ 
Accounting Wholesalers 

MSE Lending MSE Lending 
Methodologies Methodologies 
(2 days) (2 days) 

Seminar: The 
Role of Donors 
in MSE 
Development 
(1 day) 

Principles of
 
Finance
 
(5 days)
 

MIS/Record
 
Keeping
 
(2 days)
 

Loan Portfolio
 
Mgt.
 
(3 days)
 

12 days 3 days
 

'Does not show in-house technical assistance, which will accompany training. 
b 	 Courses will be offered three times each because of the number of loan officers. 

Excludes international study tour days C 



TABLE 3 

TENTATIVE TRAINING SCHEDULE FOR INSTITUTIONAL DEVELOPMENT PROGRAM 

Training 
Audience 

Februery 
1994 J March 

1994 
April 
1994 

May 
1994 

June 
1994 

July 
1994 

August 
1994 

September 
1994 

October 
1994 

November 
1994 

December 
1994 

January 
1995 

February 
1995 

March 
1995 

Board 

Senior 

menioc 

MSE 
Finance 

MSE 
Finance 

Retreat Trip Retreat 

Financial 
Planning 

I 
I La 

Portfolio 
Mt. 

Financial 
Viability 

Personnel 
Mgt. 

Loan 
Officers* 

Account

ing/ 
innc 

Finance 

MSE 
Finance 

MSE 
Finance 

Under-
standing 

Small 
Business 

Principles 
of Financeofusiance 

Principles 
of Finance 

Interest 
Rates 

Loan 
oThe 

PortfolioMgt. 

Loan 
Portfolio 

Mgt. 

Loan 
eCycle 

MIS 

Donors MSEFinance 

The Role 
of Donors 

in MSE 
Finance 

Techncal 
Assis
tance 

third 

.. 
..... 

*The second and third cycles will be scheduled based on response to the first round. 
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SECTION FOUR 

BRIEF DESCRIPTION OF THE COURSES AND SEMINARS 

TARGET: THE GOVERNMENT OF JAMAICA, THE PRIVATE SECTOR, FORMAL
 
FINANCIAL INSTITUTIONS, AND NONGOVERNMENTAL ORGANIZATIONS
 

MSE Finance Methodologies from Successful Programs Worldwide (2-day Seminar) 

The experience of ADEMI in the Dominican Republic, the Kenya Rural Enterprise Program,
BancoSol in Bolivia, the Grameen Bank in Bangladesh, and ACCION/AITEC throughout Latin America: 

* 	 Objective: Demonstrate that sustainable microenterprise programs are not a myth, and that 
they operate along common principles in diverse regions. countries, and contexts. Expose
key actors at all levels in the sector to successful examples, and discuss important practical 
operational issues with experienced practitioners who are "inthe trenches." 

* 	 This two-day session will be open to all target audiences, as well as to high-level government
policy makers. It will be a panel discussion, with a facilitator directing questions to each 
panelist on the following operational issues and more: loan appraisal, monitoring, steps to 
reaching sustainability, managing growth (scaling up), reaching the very poor, loan portfolio
management, controlling arrears, reducing operating costs, staffing, monetary incentive 
schemes, management information systems (MIS), performance indicators, financial control, 
and promotion of services. 

TARGET: THE BOARDS 

The Boards of MSE Finance Institutions (1.5-day retreat/seminar) 

" 	 Objective: Sensitize the boards to MSE development as a viable market activity rather than 
a charitable welfare endeavor, and to their roles and responsibilities toward creating
sustainable financial institutions to serve MSEs. 

" This should be a high-level retreat, attended by the chairperson and a member of the board 
of each institution. Invited speakers and presenters could include board members from other 
successful institutions, such as ADEMI or FondoMicro. Several discussien topics include: 

-	 How do MSEs contribute to development? 

-	 What is MSE finance? 

-	 Why do we care about sustainability? 
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-	 What is the role of a board for MSE lending agencies? and 

-	 What are the performance standards for MSE lending agencies? 

International Study Tour (1 week) 

" 	 Objective: Introduce participants to successful programs elsewhere and have them observe 
firsthand how such programs operate, in order to be able to adapt ideas and systems and 
inject innovation into local programs. The purpose is to observe the systems and operations 
these institutions have in place that have allowed them to reach a large number of MSEs and 
achieve sustainability. 

• 	 This will involve a trip by board members and executive directors (or invitees) to a successful 
MSE development program - ADEMI in the Dominican Republic, the Rural Enterprise 
Program in Kenya, or BancoSol in Bolivia. The key things for study are systems for loan 
monitoring; arrears; staff efficiencies; staffing structures; remuneration policies; incentive 
schemes; and computer systems, packages, and software used - in short, the entire system 
of institutional management, planning, and control. 

Setting Performance Standards (Board retreat, 1.5 days) 

* 	 Objective: Establish performance indicators for each lending institution based on 
observations from the study tour. 

* 	 This high-level retreat, for the board members from the first retreat who went on the study 
tour and the executive directors of the institutions, will begin with a discussion of what was 
learned from the study tour and its application to the Jamaican context. This retreat will 
involve an exercise in establishing performance indicators for the retail leading institutions. 

TARGET: SENIOR MANAGEMENT 

Financial Viability (3 days) 

* 	 Objective: Stress the importance of financial viability, and discuss the elements and 
strategies for achieving it. 

* 	 This session will include discussion of interest rate policies, cost structures, types of financial 
instruments, and so forth. It should be conducted with computers to use the computerized 
model for financial viability. 

Financial Planning (2 days) 

* 	 Objective: Teach sound financial planning and management to achieve sustainability. 

* 	 This session will discuss ways to gauge institutioual health, what financial ratios to monitor, 
and what performance standards to set and monitor. 
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Loan Portfolio Management (2 days. Also for loan officers) 

" Objective: Teach banking standards for loacn portfolio management and adaptations for MSE 

lenders. 

" Topics to be covered will include: 

- Asset and liability management, 

- Methods for managing delinquency, 

- Maintain-ng fund value, 

- Bad debt and loan write-off policies, 

- Risk diversification, and 

- Use of collateral or security; Jamaican rules and regulations on collateral. 

Personnel Management (2 days) 

* 	 Objective: Teach and discuss sound human resource management in resource-constrained 
institutions. 

* 	 Topics will include:
 

- Recruitment policies,
 

- Human resource development, and
 

- Monetary incentive schemes for staff.
 

International Study Tour (I week) 

This will be the same as for board members. 

TARGET: LOAN OFFICERS 

Each course will be taught three times because of the number of loan officers. 

Understanding Small Business Finance (2 days) 

* 	 Objective: Familiarize loan officers with MSE operations and financial demands. Course 
should give appreciation of the complexity and diversity of MSE activities and of the 
fungibility of finance between the household and the enterprise. 
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This session should involve role playing: each loan officer is a microentrepreneur who has 
to balance household and enterprise finances. Each one is given broad parameters, which 
include unforeseen circumstances. Each has to develop a business plan that includes resource 
allocation decisions regarding inventory, input purchases, marketing, and transport and 
household decisions regarding children's school supplies, doctor's bills, the like alongside 
unclear or fluctuating government policies. 

6 

Principles of Finance (5days, also attended by finance and accounting staff) 

* 	 Objective: Teach or refresh basic financial skills, including applications to smll enterprises 
(such as cash flow analysis) and MSE finance institutions. 

* 	 Topics will include:
 

- Reading balance sheets,
 

- Income statements,
 

- Cash flow statement,
 

- Chart of accounts, and
 

- Bad debt/loan write-off practices.
 

Loan Portfolio Management (3 days) 

Same as listed above under "Target: Senior Management," with an extra day on managing 
delinquency. 

Calculating Interest Rates (2 days) 

* 	 Objective: Teach calculation of interest rates under various configurations. 

* 	 For this practical session, each participant should be equipped with a financial calculator on 
which to perform various calculations. Participants will learn to calculate compound, real, 
nominal, and effective interest rates. 

The Loan Cycle (5 days) 

• 	 Objective: Equip loan officers with tools and techniques for each stage of the lomn cycle, 

* 	 Topics will include:
 

- Screening,
 

- Appraisal (various methods for micro- to medium-scale enterprises),
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- Disbursement,
 

- Monitoring,
 

- Collections,
 

- Problem loans,
 

- Customer service,
 

- Time management, and
 

- Record keeping.
 

TARGET: ACCOUNTANTS 

Principles of Finance (5 days) 

Same as for loan officers, described above. 

Management Information Systems (2 days) 

0 	 Objective: Discuss basis information needs to measure institutional performance and 
conform with donor needs, and discuss manual or computer systems to provide this 
information. 

* 	 This session should be done with acce.ss to computers, in order to use the MIS model 
developed for MSE finance institutions. 

TARGET: THE DONORS 

The Role of Donors in MSE Development (1 day) 

* 	 Objective: Build on the ongoing dialogue among donors regarding policies toward 
development of the MSE sector. Aim to reach consensus on information requirements and 
on performance standards for credit wholesalers and retailers. 

* 	 Discussion topics include.
 

- How do MSEs contribute to development?
 

- What is a sound policy wich respect to the MSE sector?
 

- What is the role of donors in MSE development?
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- What is the minimal information and reporting requirement needed from the finance 
retailers - how can you reach efficiencies through consensus? and 

- How can you address the liquidity problems faced by nongovernmental organizations 
(NGOs)? 

0 	 This seminar should include participation by several local NGOs or an elected NGO 
representative, who in turn should be prepared to present an agenda on NGO concerns to the 
donors for discussion. 



15 

SECTION FIVE 

ADMINISTRATION OF TRAINING PROGRAM 

TRAINING INSTITUTIONS 

Given the long-term objective to institutionaize this training program with a local institution that
could offer the training as a certified program, two principal training institutions were visited to see which
would be the appropriate house for such a program. The two institutions were the Entrepreneurial
Extension Centre's Enterprise Centre at the College of Arts, Science & Technology (CAST) and the
Mona Institute of Business at the University of the West Indies. Of the two, CAST's Extension Centre 
was considered by the MSE institutions to be by far the more appropriate home for training the full-time 
staff at all levels. CAST was considered by the NGOs to be more practicad and more focused on business 
development issues. The Mona Institute was considered more appropriate for training at the board level. 

The CAST Enterprise Centre wu.s established in 1987 with support from the Canadian
Development Agency. It has the physical infrastructure to run training sessions for up to 25 people and 
is equipped with approximately 18 computers. To date, CAST has been involved in helping
entrepreneurs develop business plans, conduct feasibility studies, offer consultancy services and, in short, 
act as a one-stop shop for small business. It also offers evening courses for small entrepreneurs on topics
such as How to Start a Successful Smzil Business inJamaica; Marketing; Practical Bookkeeping, Practical 
Financial Management, and Managing Growth. CAST charges a fee but does not recover all its costs. 
CAST's training has been aimed directly at the small businessperson and less at the staff of institutions 
serving MSEs. However, CAST has been thinking about developing a modular program for the staff of
MSE agencies, and, in May 1993, presented a concept paper outlining this idea to the Inter-American 
Development Bank. 

CAST currently has two full-time instructors but contracts specialists as needed. Instructors have
typically worked with small business or private enterprise, and undergo 30 hours of a training- of-trainers 
session at CAST before instructing. CAST is also extending its services into more rural areas - it is 
linked with Knox College and is developing a program with Montego Bay Community College. The 
program is certified. 

The Mona Institute of Business, established in 1990, is the extension arm of the University of the
West Indies to the business community. It has semi-autonomous status and is expected to be financially
self-sustainable. Its emphasis has been on providing executive and professional management training -
it currently offers Master degree programs in business administration and public sector management, as 
well as a one-month advanced Executive Management Development Programme. It is well equipped with 
the infrastructure, equipment, and facilities to conduct training courses and can draw on highly qualified
experts both within and outside the University. In March 1993, the Institute organized a regional
workshop on Development Support Capacity for Small and Medium Sized Enterprises i, the Caribbean,
in collaborati,_; with the Durham University Business School Small Business Centre and support from 
the International Labor Office. "T. Moaa Institute is perceived by NGOs to be more of an acadumic 
training institute and less oriented to practical training in MSE finance. It was also perceived to be 
targeted to the upper executive level, and thus is considered the most appropriate institution for board
level training. 
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TECHNICAL ASSISTANCE 

This institutional development program includes on-site technical assistance to e3ch institution, 
to assist in application or adaptation of the training program to the needs of each institution. 

The technical assistance will typically be provided by trainers after the training sessions. 
However, it will not be scheduled automatically. Rather, it will be triggered by requests from the 
institutions, which must present a very brief scope of work for a consultant, the amount of time they
would like to receive technical assistance for, and explicit objectives for the consultancy. Needless to 
say, all institutional information will be considered confidential and will not be discussed with any other 
institution. In some cases, staff from MSE finance institutions in other countries may be asked to spend 
one or more weeks with Jamaican institutions to provide on-site training in a particular methodology. 

The current plan roughly assumes that technical assistance will be provided almost equally by
international and local experts over the course of the initial one-year program. 

MANAGEMENT 

This management-intensive program will require, at minimum, a quarter-time international project 
coordinator and a half-time local project coordinator. 
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SECTION SIX
 

EVALUATION OF TRAINING
 

Evaluation will be conducted at several levels. Level I evaluation will be of the training itself 
- at the end of each session, participants will complete an evaluation on the content and format of the 
session and on how much they learned. Level 2 evaluation will be through testing participants at the end 
of each session - a practical problem-solving exam will test participants on the content and concepts
delivered. How well participants do is a test of the effectiveness of the training program. Level 3 
evaluation will be to note application of the tools and concepts in the work place. The follow-up
technical assistance scheduled after many of the training sessions will assist in this. The final and most 
important level will be to note changed performance of the institution - is it operating more efficiently? 
Are the trends going in the right direction toward sustainability? 

The test will be whether, after one year of training: 

* The cost per dollar lent will have decreased; 

* The level of arrears will have dropped; 

* The number and volume of loans per loan officer will have increased; 

* The institution will be at a higher level of self-sufficiency; and 

* The percent of staff turnover will be lower. 

The ultimate goal of the institutional development program is to assist MSEs. The program is 
intended to strengthen the capacity of the service deliverers, which will, in turn, better serve their clients. 
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ANNEX A
 

TRAINING NEEDS ASSESSMENT
 
QUESTIONNAIRE
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ANNEX A
 

TRAINING NEEDS ASSESSMENT
 
QUESTIONNAIRE
 

1. 	 What are your objectives, mission, and goals (developmental and institutional)? 

2. 	 What do you see as the greatest challenges to achieving them? 

3. 	 Which (if any) of these challenges do you think can be overcome through training or technical 
assistance? 

4. 	 What training do you think would be useful? 

5. 	 Who do you think should participate from your organization? 

6. 	 Please explain your staffing structure and different staff functions. Do you have a written 
personnel policy or manual? 

7. 	 How long should training sessions run? When is a good time? How many participants should 
there be? What should the mix be (separate or joint sessions for board, management, loan 
officers, and the like)? 

8. 	 Have you or has your organization previously participated in formal training? 

9. 	 Was it useful? Why or why not? 

10. What do you see as the critical needs or demands of MSEs? How do you assess demand? 

11. Would you be willing to pay for training? 

12. Which is the best local institution in which to house a training program? 

13. What do you think of inter-agency training? 

NA
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ANNEX B 

MICROENTERPRISE DEVELOPMENT PROJECT
 
SCOPE OF WORK:
 

TRAINING PROGRAM/TECHNICAL ASSISTANCE
 
FOR MICROENTERPRISE LENDING AGENCIES
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ANNEX B 

MICROENTERPRISE DEVELOPMENT PROJECT
 
SCOPE OF WORK:
 

TRAINING PROGRAM/TECHNICAL ASSISTANCE
 
FOR MICROENTERPRISE LENDING AGENCIES
 

I BACKGROUND 

The Microenterprise Development Project (MDP) which began in 1990 with a completion date of 
October 1993 was recently extended for another 4 years to October 1997. The components of the 
project include credit and program assistance to MDP supported lending agencies to enable them to 
achieve sustainability, technical assistance to the microenterprise sector, a special element for the 
support of anti-poverty loans, support of studies being conducted on the sector and the development
of a database. A major conclusion of the recent evaluation of the project was that "the future success 
and viability of the Project depended on building the capacity and financial competence of local credit 
institutions through training and technical assistance". A major weakness identified in most. lending
institutions is insufficient knowledge and experience in microeiterprise lending practices.
USAID's Project Management Unit (PMU) needs assistance in (a)providing technical assistance to two 
NGOs who currently have ongoing Cooperative Agreements, and (b) assistance with developing a 
training program intended to address certain weakness identified during the recent evaluation and to 
improve the efficiency of lending institutions providing financial services to the sector. 

The Government of Jamaica and several donors, including the Government of the Netherlands, the 
European Economic Community, and the Inter-American Development Bank, are actively involved in 
encouraging and facilitating microenterprise lending practices. An informal working group has met 
to discuss collaborating training efforts for the sector. 

II OBJECTIVE 

There are two basic objectives of this activity. One objective is to be able to assist the PMU in 
working with the two local implementing institutions in developing their business plans for the next 
two years. The second is to work on a multi-donor funded training program for loan officers and 
other senior staff from several types of institutions to address various approaches to microenterprise
lending practices. There are at present four NGOs, two government agencies, several credit unions, 
and the potential exists for a commercial bank and several people's cooperative banks to receive 
training support. Training needs are expected to encompass a wide variety of concerns including
financial planning, using borrowed funds for on-lending to the sector, proper credit analysis, improved 
management of branch offices, development and use of appropriate management information systems,
strategic planning, and board development. At the end of the training program participants will have 
gained a comprehensive understanding of the substance and management of microenterprise lending. 
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TASKS 

A Technical Assistance 

The contractor will facilitate the work of two local implementing institutions by reviewing and 
assisting with development of their two-year business plans. Business plans are expected to 
include cost sharing, use of grant funds to leverage borrowed funds available under wholesale 
finance programs, strategies for self sufficiency, including incremental leiiding practices, and 
approaches to controlling arrears. Also included should be cash flow analysis for the next two 
years, trial ba!ance sheet projections, projections of increased lending on a monthly basis, 
projections on decreasing the level of arrears, nd expectations of improved cost effectiveness of 
these institutions. 

1 Prepare Outline of Business Plans 

An outline of the business plan should be submitted to the implementing agency and the PMU 
before the final plans are prepared. 

2 Develop Business Plans 

Final business plans should be prepared with the assistance of the contractor and will 
incorporate relevant comments from the implementing agency's Board of Directors and the 
PMU. 

3 Prepare Performance Indicators 

The contractor will provide sufficient information on realistic performance targets for both 
internal management and to allow for proper monitoring by the PMU. These performance 
indicators should include monthly and quarterly targets for both operational and financial self 
sufficiency, return on net worth, return on portfolio, required return for operating costs, 
required return for financial costs, cost per dollar lent, cost per loan made, level of arrears, 
and bad debt levels. This list should not be considered to be exclusive, and additional targets 
will be discussed with the PMU. 

4 Prepare an Ongoing Performance Monitoring System 

The contractor will design a monitoring system to help monitor progress toward the 
performance indicators. This system will be prepared on the software systems now operating 
in the two implemerting agencies. Additionally, support will be provided by the contractor 
to help the PMU to monitor the progress of these performance indicators through the use of 
a simple computer software program.. The contractor will submit this monitoring package 
at least 4 days before his/her departure. 
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5 	 Preparationof Revised Guidelines in the seiection of a thirdinstitution which will receive 
project assistance. 

The MDP presently has funds available to work with one additional institution which wishes 
to expand its lending to microenterprises. The selection of institutions are based on three 
basic criteria: 

i) 	 Commitment to minimalist lending strategies; 

ii) 	 Institutional capacity and commitment to expand and achieve self sufficiency; 

iii) 	Cost sharing and a commitment to use grant funds to leverage additional resources. 

The PMU wishes to review these criteria in light of interest from a wide range of institutions 
including governmental institutions, NGOs, credit unions, and a commercial bank. 

The contractor therefore will prepare additional criteria in collaboration with the PMU and 
will be available to assist with the selection process at a later time. 

B Training Program 

The contractor, working with a local counterpart funded under the Dutch Microenterprise Project
and representatives from the various lending institutions, will develop a training program which 
will be implemented through a local training institution and will address the identified training
needs. The contractor will recommend particular training methodologies which will address the 
identified needs of the different target groups and which will allow the program to be presented 
to different elements of the target groups in module form. 

1 	 Coordinate Needs Assessment 

The contractor will conduct a needs assessment of lending institutions to identify the specific
and urgent needs in terms of skill gaps or weaknesses of the organizations and their 
managers, loan officers, accountants, financial planners, and board members as related to 
improved micro lending practices. 

2 	 Prepare Outline of Training Program 

An outline of the training program should be submitted to the donor working group betote 
the final design of the program. This outline will be based on the findings of the needs 
assessment and should incorporate relevant comments made at the end of the needs 
assessment exercise by the Government of Jamaica (GOJ) and other donors involved with the 
setting up of this training program. The outline should also indicate a timetable for the 
courses and distinguish between those which can be done in-house and those which will be 
done at the training institution. The outline will be formally approved by the donor working 
group as a basis to proceeding with the final design. 
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Develop Training Program 

The contractor will work with a local training institution to develop a training program based 
on the approved outline. Detailed contents of the program will be developed by the 
contractor who will work with the local training institution in the development of the 
methodology to be used in implementation of the program. The program should be developed 
using a module approach which can be delivered as stand alone courses or in conjunction 
with other courses in order to build the potential to develop a degree program. Indicative 
costs will be worked out in conjunction with the local training institution to be included in 
the final training package. 

4 Prepare Evaluation System 

An evaluation system to assess the effectiveness of the training program will be developed 
by the contractor. This system should allow for assessment by trainers and participants 
following return to the work place and will point to the degree of success of the program. 

5 Review of Training Program 

The training program should be submitted for discussion and review to the working group 
of GOJ and donor funded programs which include representatives from Trafalgar 
Development Bank, Inter-American Development Bank, Paul Chen Young & Associates, the 
Microenterprise Investment Development Agency, CIDA, GTZ, and USAID. The contractor 
will be available to discuss the program with the local institution which will implement the 
training program. This draft should be submitted at least 5 days prior to departure. 

IV DURATION AND COSTS 

The duration of the contract will be for three and a half weeks (three weeks in Jamaica and three days 
in Washington). The contractor must submit a work plan and budget for the activities to be carried out. 
A six-day work week will be authorized with no premium pay for Sundays and holidays. One day 
may be allocated to the team to review documents prior to arrival in Jamaica. Office space will be 
provided by the Mission but the team will be responsible for its own logistical arrangements including 
local transportation and word processing. 

V REPORTS AND DELIVERABLES 

The team will present a written work plan for approval of USAID/JamaIca during the first three days 
of the consultancy to include methodology, interview schedules and work activities to clarify 
outstanding/special issues relative to the Scope of Work. The team will make an oral presentation on 
their findings to Mission staff at the beginning of their third week in country and present the Mission 
and collaborating donor agencies with a draft report at a debriefing session with USAID and 
counterpart representatives two days prior to departure. USAID and other donors will submit 
comments to the draft in writing which will be incorporated into the final report. The contractor will 
provide the implementing agencies and the PMU with a simple computerized monitoring system four 
days prior to departure. 
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The contractor will submit the following under the contract: 

Deliverable Quantity 

Needs Assessment Report 10 copies
 
Outline of Training Program 10 copies

Final Training Program 10 copies
 
Business Plan for each institution 3 copies of each
 
Monitoring package for local institutions 3 copies
 
Monitoring package for PMU 1 copy
 

VI PERSONNEL 

Two consultants will be required under this contract. 

1 Training Expert 

The person should have at least 3 years experience in microenterprise operations and lending
practices. This person should have 2 years prior experience in putting together training programs
for microenterprise agencies in developing countries. 

2 Technical Expert 

This person should have strong banking experience, be knowledgeable about minimalist lending 
practices and have experience with microenterprise lending programs in developing countries. 

2/1 
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ANNEX C
 

PERSONS MET
 



Maxine Anderson 
Training Coordinator 
The Entrepreneurial Extension Centre 

Andrea Blackwood-Harriott
 
Senior Project Officer
 
Institute of Business
 
The University of the West Indies
 

Modibo Khane Camara
 
Economist
 
IPC
 

Esmeralda Campbell and Staff
 
Project Director
 
Cope
 

Damian Chin 
Economist 
Paul Chen-Young & Associates 

Vivian Chin 
Managing Director 
MIDA 

William Craddock 
Director, Private Sector Office 
USAID/Jamaica 

Faye Davidson 
ASSIST 

Baltian Dufus 
Credit Union League 

Bruce Harrison 
Office of the Prime Minister 

Denver Holt 
Training Coordinator 
EDT 
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Martin Holtman
 
Economist
 
[PC 

David Logan
 
Management Consultant
 

Eaton McMarrow
 
Manager, Wholesale Banking Services
 
Trafalgar Development Bank
 

Paul Miller
 
Executive Director
 
ASSIST
 

Sharon Miller
 
Sectoral Specialist
 
Inter-American Development Bank
 

Derek Milwood 
Credit Union League 

Aloun Ndombet-Assamba 
Deputy General Manager 
City of Kingston Co-op Credit Union Ltd. 

John Owens 
Project Manager, Microenterprise Development Project 
USAID/Jamaica 

Margaret Rodgers 
Credit Manager 
City of Kingston Co-op Credit Union Ltd. 

Dr. Cezley I. Sampson 
Director 
Institute of Business 
USAID/UWI Management Education Project 

Jerry Sekora 
Training Coordinator 
MIDA 

Desmond Smith 
Nationa Development Foundation of Jamaica 

Waldon Smith 
National Development Foundation of Jamaica 
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Valerie Tate
 
Private Sector Office
 
USAID/Jamaica
 

Bas M. van Noordenne 
First Secretary, Development Cooperation 
Royal Netherlands Embassy 

Laurie L. Ventour 
Chartered Accountant 
Ventour and Company 

Maureen Webber 
President 
Paul Chen-Young & Associates 

Frank Whylie 
Executive Director 
Self-Start Fund 

Tony Williams 
Acting Executive Director 
EDT 
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*50. "Skins and Hides in Four Countries in Africa: The Potential Role for Micro- and Small-Scale 
Enterprise Development." William Grant. GEMINI Technical Report No. 50. November 1992. $3.00. 
Also available in French. 

51a. "Morocco: Assessment of Programming Options for Microenterprise Development." Housni El 
Ghazi, Sheila Reines, Steve Silcox, Katherine Stearns, and Matthew Gamser. GEMINI Technical Report
No. 51a. November 1992. [not for general circulation] 
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51b. "USAID/Morocco: Assessment of Programming Options for Microenterprise Development. 
Report on Workshop and Field Investigations." Matt Gamser, Housni El Ghazi, Sheila Reines, Steve 
Silcox, and Katherine Stearns. GEMINI Technical Report No. 51b. December 1992. Also in French. 
[not for general circulation] 

52. "Small Enterprise Development in Armenia: Programming Recommendations for Peace Corps
Volunteers." Timothy J. Smith. GEMINI Technical Report No. 52. July 1992. $2.20 

53. "Results of a Nationwide Survey on Micro, Small, and Medium Enterprises in Malawi." Lisa 
Daniels and Austin Ngwira. GEMINI Technical Report No. 53. January 1993. $11.80 

*54a. "A Review of Donor-Funded Projects in Support of Micro- and Small-Scale Enterprises in West 
Africa." William Grant. GEMINI Technical Report No. 54a. February 1993. $18.80 

*54b. "A Review of Donor-Funded Projects in Support of Micro- and Small-Scale Enterprises in West 
Africa: Case Studies." William Grant. GEMINI Technical Report No. 54b. March 1993. $15.60 

55. "Business Linkages and Enterprise Development in Zimbabwe." Donald C. Mead and Peter 
Kunjeku. GEMINI Technical Report No. 55. April i993. $3.40 

56. "End of Project Evaluation, Enterprise Development Project, Bangladesh." Mohini Malhotra, John 
Magill, and James Packard-Winkler, with the assistance of M.M. Nurul Haque. GEMINI Technical 
Report No. 56. April 1993. $19.20 

57. "Small Business Development Support Project in South Africa: Concept Paper." Richard Betz, Ian 
Clark, Matthew Gamser, Juneas Lekgetha, Jacob Levitsky, Neal Nathanson, Sango Ntsaluba, and Barney
Tsita. GEMINI Technical Report No. 57. June 1993. [not for general circulation] 

58. "Attitudes and Practices of Credit Union Members and Non-Members in Malawi and Grenada: 
Synthesis Report." John Magill. GEMINI Technical Report No. 58. $5.00. 

59. "Midterm Evaluation of the Microenterprise Development Project in Jamaica." Surendra K. Gupta 
and Mario D. Davalos, with assistance from Marcia Hextall. GEMINI Technical Report No. 59. 
September 1993. $13.80 

60. "Investing in the Future: Report of the Task Force for Small and Medium Enterprise in Poland." 
GEMINI Technical Report No. 60. May 1993. $13.00 

61. "New Competitiveness and New Enterprises in Peru: Small Businesses in an Internationalized 
Economy." Fidel Castro Zambrano and Ernesto Kritz. GEMINI Technical Report No. 61. August 
1993. $11.80. Also available in Spanish ($13.20). 

62. "Principles for Effective Design and Management of Small Business Development Centers." Jennifer 
Santer, Neal Nathanson, Steve Thalheimer, and Anita Campion. GEMINI Technical Report No. 62. 
October 1993. $13.60 

63. "Mongolia: Options and Strategies for Small- and Medium-Scale Enterprise Development." John 
Magill, Clara Lipson, and Michael McKone. GEMINI Technical Report No. 63. November 1993, [not 
for general circulation] 
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64. "Credit Unions and Microenterprises: The WOCCU Perspective." World Council of Credit Unions. 
GEMINI Technical Report No. 64. December 1993. $4.00. 

65. "Strategic Option Paper for Malawi Small Enterprise Support Institutions." Stephen C. Silcox,
Anicca Jansen, and Mark Baughan. GEMINI Technical Report No. 65. January 1994. $9.20. 

66. "Integration of Gender into GEMINI." Catherine R. Neill and Olaf Kula. GEMINI Technical 
Report No. 66. January 1994. $9.80. 

67. "A Training Program for Microenterprise Lending Agencies in Jamaica." Mohini Malhotra, with 
assistance from David Logan and Valerie Tate. GEMINI Technical Report No. 67. January 1994. 
$3.60. 

Technical Notes:
 

Financial Assistance to Microenterprise Section:
 

*1. Series Notebook: Tools for Micro-nterprise Programs (a three-ring binder, 1 and 1/2 inches in
 
diameter, for ciganizing technical notes L .t training materials) and "Methods for Managing Delinquency"

by Katherine Stearns. April 1991. $7.50. Also available in Spanish and in French.
 

*2. "Interest Rates and Self-Sufficiency." Katherine Stearns. December 1991. $6.50. Also available
 
in Spanish and in French.
 

*3. "Fiuancial Services for Women." C. Jean Weidemann. March 
 1992. $5.00. Also available in 
Spanish and in French. 

*4. "Designing for Financial Viability of Microenterprise Programs." Charles Waterfield. March 1993. 
$10.00 with diskette
 

*5. "Monetary Incentive Schemes for Staff." Katherine Stearns, ACCION International. April 1993.
 
$3.80.
 

Nonfinancial Assistance to Microenterprise Section:
 

*1. "A Field Manual for Subsector Practitioners." Steven J. Haggblade and Matthew Gamser.
 
November 1991. $4.65. Also available in Spanish and in French.
 

*2. "Facilitator's Guide for Training in Subsector Analysis." Marshall A. Bear, Cathy Gibbons, Steven
 
J. Haggblade, and Nick Ritchie. December 1992. $35.00 

Field Research Section: 

*1. "A Manual for Conducting Baseline Surveys of Micro- and Small-scale Enterprises." Michael A. 
McPherson and Joan C. Parker. February 1993. $13.60 
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Special Publications: 

*1. Training Resourcesfor Small EnterpriseDevelopment. Small Enterprise Education and Promotion 
Network. Special Publication No. 1. 1992. $11.00 

*2. FinancialManagementofMicro-CreditPrograms: A GuidebookforNGOs. Robert Peck Christen. 
ACCION International. Special Publication No. 2. 1990. $19.00 

*3. The ADEMIApproachto MicroenterpriseCredit. A. Christopher Lewin. Special Publication No. 3. 
1991. $15.00 

*4. Microempresasy Pequeflas Empresas en la Repiblica Dominicana. Resultados de una Encuesta 
Nacional. Miguel Cabal. Michigan State University and FondoMicro. Special Publication No. 4. 1992. 
$9.00 

*5. "GEMINI in a Nutshell: Abstracts of Selected Publications." Compiled by Eugenia Carey and 
Michael McCord. Special Publication No. 5. 1993. $10.00 

*6. "GEMINI Publications Catalog." Special Publication No. 6. 1993. 

Other Publications of General Interest: 

1. "Expansion with Quality: Building Capacity in American Microenterprise Programs," Elisabeth 
Rhyne. Development Alternatives, Inc. July 1993. $3.30. 

Copies of publications available for circulation can be obtained by sending a check or a draft drawn on 
a U.S. bank to the DAI/GEMINI Publications Series, Development Alternatives, Inc., 7250 Woodmont 
Avenue, Bethesda, MD 20814, U.S.A. 
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