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A. About the Course

Course Description and Objectives

The Afnca Regional Em Ironmental Assessment TramIng course has been de' eloped to promote the
time1'\. mcorporatlOn of sound em Ironmental management pnnclples mto the design and Implementation of
actl\ Itles, projects and programs sponsored b) the U S Agenc) for International De, elopmcnt (USAID)
The pnmaI) target audIences for thIS course are the Pm ate Voluntan Orgamzatlons (PVOs), Non
GO\ernmental Organ1L:atlOns (NGOs), and theIr host countI) collaborators that are mcreasmgh responsIble
for ImplementatIOn of USAID actn Itles m Afnca

The course IS deSIgned to mcrease the abllltv of these PVOs and NGOs to desIgn and Implement
em lronmentalh sound and sustmnable actl\ Itles, and to follo\\ USAID em Ifonmental assessmcnt and
rc\ IC\\ procedures m domg so In addItIOn to USAID procedures, the course cmers tOPiCS ofgeneral mterest
to a \\ Ider audlCnce, such as host gm ernment personnel, local em lronmental organIzatIons and e'\.perts, and
local US A.ID miSSion staff These tOpiCS mclude the pnnclples and practice of em lfonmental assessment,
em Ironmentalh -sound deSign, re\ Ie\,; oflocal and global cm Ifonmentallssues, mitIgation strategIcs, and
em lronmental momtonng and e\ aluatlon methods

The course IS deSigned to be an Interactl\ e learnmg e'\.penence, \\lth an emphasIs on local case
studIes and participant \\orhmg groups and prescntatiOns PartiCIpants are encouraged to share thelf o\\n
e'\.penences and inSIghts and to ash. a lot of questions throughout the \\eeh. While the course \\111 be
orgamzed around a set of speCific case studIes, partiCipants are encouraged to bnng therr o\\n case stumes,
and there are scheduled opportumtles for these e'\.penences to be presented and dIscussed

Background

USAID funds de\ clopmcnt actl\ Itles throughout Sub-Saharan Afnca In recent years, collaboratiOn
beh\ccn USAID and PVOslNGOs has grO\m substuntIall) Presentl), a sl7uble proportIOn of USAID
programs consists of grants or agreements \\1th PVOs, smce PVOslNGOs are mcreasmgh supportmg
effect!\ e rchef, rehabilItatiOn and de\ elopment acti" Itles at the localle\ el, often under e\.tremel) tI)'lIlg
conditiOns The mcrease m USAID fundmg to PVO and NGO programs, projects and actl'Itles has recentl)
prompted the need to ensure that these organizatiOns also compl) \\1th USAID envlfonmental regulatIons

All USAID actl\ Itles must adhere to the em lfonmental procedures that arc defmed m Regulation
216 (22 CFR Part 216, commonl) referred to as "Reg 216") These procedures defme the anal) SIS and
documentatIOn needed for appro\ al ofproject actl\ IlICS ReqUired anal) ses can range from Simpler
Em lronmental Rc\ IC\\S and ImtIaI Em Ifonmental E'\.anunations (lEEs) to more complete Em lfonmental
Assessments (EAs) and, m speCial or unusual Circumstances, Em lfonmental Impact Statements (EISs)3 In
contrast, some actl\ Itles, such as education or msaster rehef, are e'\.cluded or e'\.empted from en\1ronmental
anah SIS rcqUirements

3 An Ll'> l~ conduded m c'C>e~ \\hen. there 'Ire re Ison lbh foresee1ble t.n\1rOillllt.nt31lll1pm.. t~ on the glob.tl enVlronment on

areas outsldl.. any naUon SJUrtSWI..UOll or Oll the US
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To comply \\lth USAID cm Ironmental procedures -- mdeed to design and Implement
cnvIronmentall\-sound actl\ltles gcnerall\ -- project Implemcntcrs require fanuhanty not only \\lth the
procedurcs themselves, but mth the broader pnnclples and practices ofenvIronmcntal assessment and
proJcct desIgn They must be capable of antlclpatmg "reasonably foreseeable Impacts" and of dcslgnmg
alternatI\ c actIOns, compamon proJccts, mItigatIOn measures, momtonng plans, or other steps to ensure that
these Impacts arc mmlmlzed

Inadequate famlhanty and e'\.penence mth these procedures and pnnclples frequcntl) result m
Significant delays m project design and Implementation This problcm IS particularly c\ldent m the case of
PVOINGO umbrella" projects, which are appro\ed before man} of the specific' sub-project" actl\ltles are
\\ ell-defined Once defmed, each sub-project actl\ Ity rna} be subject to emlronmental re\ le\\ pnor to
ImplementatIOn, should mcorporate practical and effcctI\ e em lronmental deSIgn consIderatIOns, and should
be momtored to ensure that mItigation steps are follO\\cd and em lronmental damage does not occur ThIS
course IS specifically deSIgned to assist projcct unplementers m completmg these tasks

Course Objectives

The Afnca RegIonal Em Ironmental Assessment Trammg has four pnmaT} objectI\ cs, asslstmg
PVOs, NGOs, USAID MISSIOns, contractors, host go\emments and other entities to

I) DeSign and Implement em Ironmentall} -sound actn Itles ThIS IS the 0\ emdmg goal of the
course, as \\ell as of the envIronmental methods and procedures that \\111 be taught The course \\111
help partICipants de\c1op deeper understandmg and awareness ofho\\ em lronmental concerns can
affect the sustamablhty of dey eIopment programs, projects and actn Itles, and thus to appreciate the
role for envIronmental assessmcnt, momtonng and e\ aluatIon

2) Identlh and assess reasonabh foreseeable enVIronmental Impacts The course WIll fanuhanze
partiCipants \\lth the baSIC pnnclples and practice ofenvIronmental assessment, and prm Ide them
With practical e'\.penence m the applicatIOn of Simple assessment tools and approaches

3) MItigate, mOnItor, and thereb} mOld unnecessary ad\erse enVIronmental Impacts USAID's
EnVironmental Gllldelmes for Small Scale Activities In Africa EnVironmentally Sound DeSign for
Planmng Implementmg Humamtarlan and Development and other reference matenals \\1II be
mtroduced to partiCIpants for use m IdentI.l}lng optIOns to mmunlze negatIve enmonmental Impacts

4) Follo\\ USAID procedures m the context of e\ 01\ 109 local pohcles and needs, usmg local
e'\.pertIse \\here pOSSIble to do so, and thereby a\Oldmg unnecessaT} dela)s m act1\lty appro.al and
unplementatlOn

The bulk of USAID actl\ Itles ill Afnca require only an Imtlal Em Ironmental ExammatlOn, mth
follo\\-up re\ le\\s and momtonng arrangements, rather than more sophistIcated EnVIronmental Impact
Assessments and detailed Em lronmental MItigatIOn, Evaluation, and Momtonng Plans For some larger
USAID "umbrella projects", It IS hkely that an "umbrella-tvpe lEE" \\111 have already been prepared In such
cases, speCific grants or sub-grants \\111 not reqUIre a full lEE, but rather a more bnefem Ironmental reVIew
or screenmg of the speCific, proposed actl\ ItIes
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Therefore, the course focuses on de\c1opmg participants' capabllltv to a) prepare an em1ronmental
review and rele\ ant supportmg matenal, and b) deslgnmg a momtonng and e\ aluatlOn process for project
components mth potential negatne Impacts While participants wIll gam hnO\\ledge of the other procedural
reqUIrements of Reg 2 16 and the lOgical progressIOn of reqUired documentatIon and analvsls, less emphaSIS
Isplaced on more comple..... em rronmental procedures and documents The course rehes heaVIly on case
studtes and participant \\orJ...mg group e.....erclses to aChIe\e these obJectnes

History of the Course

As of December 1997, the course has been gI\en at (or IS planned for) the followmg \enue(s)

• Kadoma, Zimbabwe, July 31 - August 4,1995 The mitial course \\as for a group ofmer 40
partIcIpants, all assocIated \\lth the CAMPFIRE project (a commumh-based natural resources
management proJect)

• Belra, MozambIque, March 13-17, 1996 ThIs course was held at the Hotel Embalxador m Berra
for 0\ er 20 PVOINGO partICipants under USAID/Mozamblque's ne\\ PVO Support II
Project Kabale, Uganda, July 21-27, 1996 For PVOINGO's under USAIDlUganda's ActIOn
Program for Em Ironment (APE) Project

• Kabale, Uganda, July 21-27, 1996 ThIS course \\as held at the WhIte Horse Inn m Kabale for
PVOINGOs and Go\emment representatnes under USAIDlUganda s ActIon Program for the
Em Ironment (APE) Project

• Morogoro, Tanzarua, September 9-13,1996 For PVOslNGOs and gmernment staff to be
staJ...eholders In USAID/Tanzama's Partlclpatof\ Emironmental Resources Management (PERM)
actiVIt'.

• Flanarantsoa, Madagascar, October 14-19, 1996 Conducted for USAID/Madagascar's
Sustamable Approaches to VIable Em Ironmental Management Project and others

• Thies, Senegal, January 6-10,1997 For USAID/Senegal Partners

• MeheIle, EthIOpia, February 24-28,1997 Held for PVOINGOs Imohed m PL 480 Title II Food
AId as Cooperatmg Sponsors

• Segou, Malt, September 23-27,1997 Presented for USAID/Mah partners

• Naro Moru, Kenya, November 10-15, 1997 PrOVided for the Kema WIldhfe Senice and
USAldlKem a s COBRA and Micro-Ped projects

• Tamale, Ghana, December 8-12,1997 ThIS course \\as for PL 480 Title II Cooperatmg Sponsors
conung Into comphance \\Ith RegulatIOn 216 for the frrst tIme PartiCipants \\ere pnmanlv from the
AfrIcan regIOn, but also mcluded representatnes from Bangledesh and Peru
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KEY POINTS ABOUT THE COURSE

• The course emphasizes active participatIOn, workmg group, and case studies exercises
Lectures are Important for conveymg essential matenal (such as USAID procedures) and
lessons learned, but should not dommate the course

The course IS deSIgned for an Ideal size of 20 to 40 participants

• ThIS course IS not deSIgned for SCIentists, engmeers, and planners who deSire speCialized
mstructlOn 10 technIques of Impact assessment, analysIs or evaluatIOn

• The course should have 2-3 faCIlitators, and 2 or more local presenters (who may also be
the faCIlitators)

• A local set of case studIes, With a one-day field tnp for observation and assessment, IS an
Important element of the course If the course IS run Without a field trtp, case study
material should be assembled by the participants prior to the course Use of non-local case
studies IS pOSSible, but not recommended

ThiS FaCIlItator's GlIIde IS deSigned for IIlstructors who have a thorough understandll1g of
the envIronmental assessment process and prIOr experience III faCIlitated trammg

• ThIS manual contains the key POints and general gUIdance for facllltatmg the trammg
course It mtentionally does not proVIde step-by-step mstructlons The faCIlitators should
tailor the modules to local needs and the lectures to theIr own style and expertise The
essential mformatlon and themes that usually need to be transferred are Illdlcated III the
module gUIdes

• ConSiderable effort must be expended on logistical Items III order to present the course 10 a
profeSSIOnal manner These logistIcal Items may lllc1ude document preparatIOn,
translation, and procurement ofa tralnlllg Site, among others
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The Course Materials

Faelhtatars' Guu/e

ThIS manual provides gUIdance for the facIlitators who will be leadIng the course It containS the
general course descriptIOn, mformatlon on advance preparations, roles and responSIbilities of course
partICipants and mstructors, and for each course module, where applicable

• A module gUlde The gUIde containS a descrIptIOn ofmodule obJectives, sample diScussIon
questions, a list of relevant background and supplementary readings, and anv additIOnal gUidance
notes for faCIlitators

• A set of sample overheads In general, the overheads are closely lmked to the module
backgrounders, whIch are mcluded m the partICipant sourcebooks Presenters should be very
familiar wIth the content of the backgrounders and other background readmgs, smce the overheads
often contam a limIted number of key words that reqUIre explanation dUring the presentation
Course presenters can use some or all of these overheads or supplement them \\Ith theIr own
materIal

• Computer diSks contamIng all course material, With the e'\ceptlOn of hand-copied materIals, are
avaIlable as word processor files (Word Perfect 6 and also as WP5 I \"dth more limited formatting
dnd graphiCS) facllitdtors should feel free to adapt the course contents and revise the material as
needed to SUIt local needs A hst of files and filenames IS Included at the end of the Faclhtators'
GllIde

The Facilitators' GlIIde does not repeat Important material contained In the PartiCipants' Sourcebook
Therefore, faclhtators need to read and use the Sourcebook concurrentl\ In partIcular, faclhtators
should be famlhar WIth the module deSCriptIOn/obJectives and readings found In the Sourcebook only

Partlclpants'SOlircebooA

ThiS document contams the course deSCriptIOn and program, a hstmg of suggested roles and
responsIbilities for partiCipants m general sessIOns and worklllg groups, and for each course module, where
appllcable

• Module descnptlons These are abbreViated forms of the module gUides, excludmg faCIlitator notes
and sample diSCUSSion questions
Module backgrounders These have been prepared for most lecture-oriented sessIOns to olItlme
the major POll1ts that should be covered They vary In length, dependmg on the subject and
avallablhty ofapproprIate other background readmgs
Other background readmgs These Include the most relevant and succmct documents, which
partiCipants should read or revIew dUring the course
A copy of ReguldtlOn 216 and hst of references as an appendiX
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Orgamzer's Notes

This short (30pp ) document contams course pre-plannmg checklIsts, and draft scopes ofwork for
course plannmg actiVities and hlrmg local presenters, and notes for field tnp preparatIOns and venue
selectIOn It deSigned as a resource for the principal course orgamzers m the country

Supplementary Background Documents

Useful documents available for distribution to course participants at low cost Will be provided
dunng the course Such documents are listed under "Additional References for FaCIlItators" In the
FaCIlitators' GUide and In the References appendix ofthe Sourcebook The faCIlitators should select the most
appropriate background documents to bring to the course, based on the audience and aval1abillty ofcopies
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B. Preparing for the Course

Selectmg the Course Venue

The course venue should be selected based on a number of Important cntena, mcludmg

• proximIty to a useful field case study sIte,
• good workshop faCIlities,
• ease of transport of participants to the venue,

avaIlabIlity of nearby local e\.perts, and,
• attractiveness of venue as a desirable destmatlOn

See the course 0, gam=e, 's Notes for a lIst of cntena for venue selectIOn

IdentIfymg Course Participants

Each trammg venue may differ In terms of ItS emphasIs and target audIence In general, particIpants
should

• represent mstltutlons mvolved m the delivery of USAID funded assistance, or
• work for environmentally-related government agencies or local authorItles, or
• be knowledgeable resource persons and experts m envIronmental assessment \'dthm the host count!)

that can be tapped for future lEE and EA preparatIOn,
• be profiCient m EnglIsh or French, dependmg on the venue, and,

hold mld- to upper-level profeSSIOnal positIOns, wIth some e\.pertlse m project deSign or evaluatIon

Each partiCipant should be requested to brmg relevant mformatlOn -- project documents, envIronmental
assessments or revIews, photos or slides -- to place course materIal emphasIs on real-lIfe examples, to tap the
knQ\\ ledge base of the partiCipants, and to encourage active and lIvely dIscussIOns

Logistical and Other Advance Arrangements

The success of the course (and samty of course faCIlitators) depends CrItIcally on effectIve advance
plannmg The Organcer's Notes contams a senes ofplannmg checklists of key Items that course organIzers
should prepare for well m advance ofthe course These checklIsts are mtended to be comprehenSive and
suggest Items that might eaSIly be overlooked, not all Items Will be relevant for all trammg courses, and some
Items such as sendmg second inVItations to partiCipants WIll only make sense where there IS suffiCIent time
and resources DeCISIOns Will need to be made about whether, and If so, where (course venue, maIO City, etc)
to rent or purchase eqUlpment such as projectors and flIp charts

Who Should Attend? PartiCipants, FaCIlitators, and Course Size

Each workmg group reqUIres a faCIlitator WIth EnVIronmental ReviewlIEEIEA expenence, therefore,
courses should seek to ensure the presence of approxImately one qualIfied faCIlItator for every eight
partICIpants The Inttlal Kadoma course benefited from the presence of five experIenced AID staff, In

additIOn to the t\\O contracted faCIlItators, and three local resource persons, but had to cope With a class SIze
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of40-45 particIpants, which proved too large for group diScussion For a preferable course size of25-30
participants, 3-4 capable facilItators would be needed

AddItional MEOs m the regIon should be encouraged to attend, partIcularly from countnes that are
potential hosts of future EA trainings The MEO can contribute as faCIlitator and partIcIpant, can bring
home knowledge and experiences gamed, and, hopefully, mltlate a SImilar EA course Not only WIll they
learn about the content of the course, but they WIll return WIth an understanding of the logIstics that must be
handled for successful course delivery ThIS should, In turn, greatly Improve the effiCiency and reduce the
costs of advance preparatIOns

Advance VISitS to the Host Country

Advance VISItS are needed by the USAID RegIonal EnvIronmental AdVIsor or other course facl1ttator
In order to coordinate In-country support and lOgIStICS The number of VISItS WIll depend on local
Infrastructure, the capacIty and familiarity of In-country AID personnel With the course format and
requIrements, and the length of VISitS In the case of the Kadoma course, two VISitS were made the first 6
months In advance to determine venue, partiCIpants, and local resource persons and line up mISSion support,
the second to arrange field tripS and finalize vanous arrangements

Two advance VISitS of3-5 days duratIOn should be Viewed as a mll1l1num, and the vanous objectives
of these VISItS are deSCribed below Tn many cases, three VISItS, or perhaps four, WIll be needed, particularly
where local Infrastructure or famIlIarity WIth the course material IS weak Ideally these should overlap With
travel plans of contractors or REAs 111 order to mmlmlze costs

VISit I
• dISCUSS overall planmng reqUIrements WIth AID miSSIOn,
• determme audience and partICipants and meet with the respective orgamzatlons (NGOs and PVOs),
• evaluate venue optIOns and set tentatIve date,
• meet WIth and Ime-up local resource persons, obtain CYs, and fee histOries,

list of prospective field triP Sites,
• diSCUSS modIficatIOns to the genenc course agenda, and,

diSCUSS host government Involvement and need for offiCial openmglclosmg

VISIt 2
finalize logistIcal arrangements With the AID miSSion and local resource persons (agree on
presentatIOns, faCIlitatIOn duties, etc ),

• collect slides, maps, and other VIsuals for use In the course (particularly Important IS a large country
map to put on the conference room wall),
draft mVltatIons, Ifnot done durmg VISIt 1,

• negotiate honoraria,
• meet agam With NGO and PYOs to dISCUSS agenda,

VISIt prospective field tnp sItes and venue to evaluate appropnateness and faCIlitIes, take
photographs to develop as slides for use m the course, and,

• estabhsh format and slgnature(s) for course completlOn certificates

ChOice of Local Resource Persons and Presenters
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Local presenters can and should play an Integral role In the course The course IS about capacity
building and the choIce of resource persons -- indivIduals chosen to gIve presentations on Day 1 and assIst
the course In subsequent days -- should reflect thIs goal They should Ideally be selected from UniVersitIes or
NGOs where they a) have experience presenting Important Issues m natural resource management and/or
environmental assessment b) can aften.. ards transfer the lessons learned dUring the course to a broader
audience, and c) wIll remam available to assIst In subsequent tramlng activItIes Suggested tOpiCS and Issues
to cover are described m the Module GlIIde below, but It should be emphasIzed that relevant natural resource
Issues should be defined generally by the presenters If EA e....pertlse IS weak m the host country, local
presenters should focus on senSItive envIronmental Issues

Lecture outlines or sets of transparencies should be reque~ted from the local resource persons,
Ideally at least one month prior to the course (thiS pomt should be Included In their contracts) Facilitators
can then prOVide any needed suggestIOns to ensure full coverage of topical Issues, either In the local
presentatIOns or by other presenters during the course

Local resource persons should also be contracted to serve as course evaluators, reVieWing and
commentl11g on presentatIOns, materials, working group deSign, and other elements of the course deSign

~ee the 0,gam::e' '~ Nole~ for generic Scopes of Wor"- and letters for local presenters and resource
persons

Field TrIp PreparatIOns

Although surrogate WrItten materIals or oral presentatIOn can be used If absolutely necessary, field
trIpS to project sItes where the tools of the course can be apphed are an essentIal element of the course
Therefore, chOIce offield sItes and advance preparatIOns are CritIcal

As noted earlier, advance VISlt(S) to the field sites Will be reqUIred to determine whether the content
of the projects underway are suffiCiently rich and stImulating to serve as course material Some ke)
questIOns that should be addressed Include

• Does the project (proposed or under ImplementatIOn) present the potential for non-trivIal
environmental or natural resource degradatIOn?
Is the site WIthin a maximum of 3-4 hours of the course venue, and can transport be arranged?
Alternatively, can partiCipants spend the mght at the field Site, thereb) e....tendmg the course duratIOn
bv one day?

• Are VIllagers prepared to openly diSCUSS theIr perceptIOns (through translators Ifnecessar,) of the
project costs and benefits?

• Are there alternative projects or mitigatIOn strategies for the course partiCipants to conceptualize or
investIgate?

• Can suffiCIent WrItten documentation be generated for course partiCipants to reVle\\ the baSIC
elements of the project deSIgn and ItS conte....t In advance of the VISit?

Ideally answers to all of the above questIOns should be POSitive In advance of the course, each field
site \.. 111 reqlure
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• bnefsIte and project desCrtptlOn, IncludIng a map (Ideally shoWIng Important human settlements,
land uses, and natural resources),

• community representatives and vIllagers prepared to meet the participants, and,
• one or more course participants familiar with the project who can describe the project verbally In

advance of the field triPS

Based on Kadoma expenence, careful attentIOn will need to be paid to vehicle arrangements,
especially their reliability and sllltabillty, and ensuring that dlstnbutlOn of box lunches (If needed) IS
arranged In advance

Sites need not to be USAlD-funded proJects, nor need they be well-developed project proposals
ready for ImplementatIon They can also Include projects already Implemented, as long as participants can
"step back" from the present and assess the project as they might have when It ',;as at the project proposal
stage

See the Orgal2l::el's Notes for a field tnp reconnalsance form and gUldel10es for preparers offield
site case study descnptlOns

InvitatIons

Course inVitatIOns should be prepared and sent out Ideally 2 months m advance of the course date
Pnor to thiS, miSSIon staff should have mformal expressions ofmterest from the PVOINGOs expected to
attend The 1OVltatlons should 10clude

• a preltm10ary course agenda,
• logistical details, particularly when to arrave and expect to depart, where to go upon arraval, and

detatls on the' Icebreaker" socIal functIOn, and,
• a short list of Ideas that partIcipants should be prepared to dIscuss (e g experience wIth

environmental regulatIons or procedures, thoughts are on natIOnal environmental poltcy or
key/sensitIve natural resources, examples of sound or unsound design)

Sourcebook Reproduction and Assembly

Reproduction and provIsIon of the course sourcebook IS a slgmficant undertakmg, as upwards of
5000-10,000 pages of matenal Will need to be dupltcated and assembled The sourcebook ongmalis
available on 8\12 x II (American letter sIze) paper, smgle-slded, marked for sectIOn breaks (whIch should
Ideallv be numbered tabs), and sltp-sheeted for easy double-Sided copY1Og Blank pages should be marked
"dellberatelv left blank" to assist 10 reproduction and handl10g It should be assembled In a loose-Ieafbmder,
and due to ItS sIze should be double-Sided to mlnllTIlZe bulk and leave room for additional local materials

Sourcebook copies can be produced either In the US or In the host countries, \\Ith distinct
advantages to each The miSSion should get an estimate for loose-Ieafb1Oders and reproductIOn ofspecified
number ofpages and specified number ofbooks In advance ThIS cost should be contrasted with cost of US
reproductIOn and excess accompamed baggage If matenals are to be reproduced locally, the local MISSIOn
must have confidence that a local firm will be able to do double-Sided xeroxmg, and at least one to two
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weeks lead time for reproduction and assembly will be needed Any inCOnsistencies due to A4 vs US letter
sizes for paper and notebooks should be addressed In advance

Student Asslstant(s)

If possible, a student Interested In enVironmental assessment should be recrUIted to perform
, gopher" services, which can be distractions to already busy facIlitators (postmg the dally agenda, handing
out matenals, running to the copiers, etc) A student might be qUite WillIng to exchange these services for
an expense-free opportumty to observe the course (assuming resources permit)
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lL DUring the Course

Asslgnmg ResponsibilIties, Presenters, and SynthesIs Group

The course facilitators and organizers should select resource persons and presenters well m advance
of the course Ideally, some of the participants with relevant expertise would be selected as presenters and
session chairs Resource persons should be brtefed m advance about expectations and responslbllttles In
addition, the facIlitators should select the synthesIs group (see Module 22) by Day 1 or 2 of the course
Members of the synthesIs group can be hand-picked or nommated by the participants, assummg they are
familiar with each other s capabllttles

Settmg up WorkIng Groups

The mltlal workl11g group IS designed as an opportUnity for participants to get to know each other,
therefore, It IS not Important whoJoms which group The composition of the remammg workmg groups
should be set prtor to the mltlallEE workmg group, which Will usually take place m the middle of Day 2, and
m most cases, the workmg group assignments should remam the same for all subsequent sessIOns The
composition of the groups should thus be tentatively set by the evenmg of Day 1, they can be based on
common sectoralmterests and each one might Il1clude a diverSity ofmstltutlOoal affiliatIOns, professions,
and geographical locatIOns For the field triP, participants can be given the opportUnity to change groups In
order to Vblt the field site most appropriate to their own regular duties ThiS can be done at the end of Day
2 Thereafter, workmg group composition should not change

To keep the presentations and mteractlOns manageable, a ma'Clmum of SIX workmg groups IS

suggested, with 5-10 participants each WorkIng group chairs and rapporteurs can be deSignated by the
course faCIlitators, or thiS deCISIOn-makIng can be left to the groups themselves, smce they Will stay together
throughout the course

(Notes on Workmg Groups are found In the Sourcebook, Introductory SessIOn)

DefimtlOn of Roles

FacJllt.ltors are the mdlvlduals responsible for runnmg the course The facllttators' principal
responsibilities mclude

• selectll1g presenters and coordll1atmg with course organizers and sponsors m advance of the course,

• appomtmg chairs and workmg groups,
mtroduclI1g and c1osll1g each day of the course, and If appropriate, each module, and,
meetmg and coordll1atmg with presenters, rapporteurs, and chairs prior to theIr sessIOns

When not presentmg or chairing themselves, faCIlitators should closely mOnitor each sessIon and mtervene
where necessary to pro\oke useful diSCUSSions or get a sessIOn back on track m terms oftlmmg or substance

Presenters or Speakers are the mdlvlduals appomted to deltver the lectures or workmg group presentations
Presenters can mclude faCIlItators, participants, or mVlted guests
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Chairs should preside over each plenary session or workIng group, and ensure flowing and provocative
diScussions, encourage even particIpation, and maintain the time schedule The role ofchaIrs IS very slmtlar
to that of faCIlitators, for the purposes of thIs course, faCIlitators are defined as the mdlvlduals responsIble
for the entire course, whIle chairs are responsible for an mdlvldual sessions For a gIven seSSion, a chair
could be eIther a participant, faCIlitator, or resource person Workmg group chairs may be selected In

advance or appointed by the groups themselves

Resource Persons are typically local specialists mVlted to chair, present, or advise dunng the course

Rapporteurs are those individuals appointed to keep notes, and If appropnate, report the diScussIons of
working groups and plenary sessIOns (optional) (Roles of rapporteurs are desCribed 111 the Sourcebook,
Introductory SessIOn)

Notes for FaCIlItators and Chairs

FacIlitated trammg IS founded on the behefthat educatIOn IS best done by partICIpatIOn and
Involvement Facilitators and chairs should not preach or dictate an answer, but rather encourage
partiCipants to thInk about how they would approach the problem by askIng questIOns and stimulatIng
diSCUSSIOn They should have good skIlls In, and knowledge of both facilitated trammg concepts and of the
subject matters they are teach1l1g They should work as a team and commUnIcate deCISions well In additIOn,
It IS recommended that a Facilitator Wrap-up sessIOn be held at the end of each day to review the progress of
the course and to make any mmor adjustments necessary

The role of the faCIlitators and chaIrs IS not onIv to clarify, but also challenge the group If
necessary FacIlItators may find themselves on dIfferent Sides of the Issues from moment to moment Part of
their job IS to stimulate dIScussion, raIse Ideas, and take the role of the less accepted Vle\\ The faCIlitator
should try to foster full partiCipation by each member of the class

Before presentations
~ Meet WIth spedkers to ensure that the) understand their assIgnments and the sessIOn

objectIves DISCUSS how speakers WIll be mtroduced, how time hmlts \'<111 be maIntaIned,
and how questIOns and comments WIll be handled You mav WIsh to ask speakers to \Hlte
down a paragraph descnbIng themselves that they \\ould hke yOU to use Ask. speakers to be
present at least 15 mmutes before sessIon starts

~ Check With speakers to determIne any equipment needs and make sure needed eqlllpment IS
avatlable, correctly placed, and functional

Dunng a session
~ Open the session Introduce yourself Identify the tOpiC to be discussed and hnk It to

prevIOus or upcomIng sessIOns Introduce the speakers Set the ground rules Keep these
remarks bnef-not more than two or three mmutes

~ Manage the time (Ifyou \\ Ish, ask someone m the audIence to assist) Intervene to stop the
speaker, If necessal)

.. After the presentations, open the sesSIOn for diSCUSSIOn and questIOns from the floor ASSIst
m dlrectmg questIOns to different speakers Repeat the questIon Keep diSCUSSion focused
on the objective of the sessIOn Pomt out areas of consensus Note unresolved questIOns,
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mfonnatlon needed or assumptions made Encourage broad participatIOn (hmlt overaCtive
particIpatIon) and keep dIscussIOn movmg Agam, manage the time Announce when you
have tllne for one last question

~ Record lessons learned and future actions needed
~ Close the sessIon bv makmg a bnefsummary statement Thank the speakers Make

announcements regardIng the next sessIOn-where, when, what For breakout seSSIOns,
clan!) room assignments Announce the time the next sessIOn IS to begm

Durmg a Session (Non-ChaIring FacIlitators)
~ Record Important notes, quotes and Issues raised to be followed up III subsequent sessIOns
~ Serve as resource persons on course procedures
~ Ensure that speakers, chairs, and rapporteurs understand their mdlvldual assignments and

the sessIOn objectives
~ Bnefany chairs \\ho mIght be Introducmg other presenters
~ MOnItor the sessions Make periodiC InterventIons, as necessary, to keep things movmg and

resolve dIfficultIes
~ Ensure that dIScussIons are recorded and, If necessary, chart key pomts

DurIng WorkIng Groups (FacIlitators)
~ Rotate among groups to ensure that the task IS clear and diSCUSSIOns are proceedmg In

accordance With appropriate participatory dynamiCs and time frame Ifnecessary, assist the
group

In General (Facilitators)
~ Provide gUidance and feedback to course organizers, steermg conumttee and planmng

committee As the course proceeds, ensure that the work IS on track, difficultIes are
resolved, and objectives are met ASSist the chair m all sessions

~ Receive and maIntam tllpcharts recordmg class dISCUSSions and workIng group results
~ Collect any speakers' papers that are part ofcourse records and make sure the Steermg

Committee has all of them
~ Contribute to follow on seSSIOns, as requested

Helpfull-lInts

~ Pay attentIon to both the substance (words) and process/non-verbal cues
~ Intervene only If needed Do not direct or dominate Ifgroup dynamICs click, a faclhtator

may need to do little more than mOnitor time and seek clarity of statements It you see
someone overly advocatIng hls/her positIOn or telling war stones, mdlvlduals off on
tangents, or less aggressive members trymg to say somethIng but beIng cut off, mtervene
Get the group talkIng to each other, not to the chaIr or the rapporteur If you are asked a
direct question perhaps you could pass It to someone else to respond to, e g , "What do you
thmk, Philip?"
The use ofquestIOns, rather than statements, IS key to good faclhtatlOn Here are some
questIOns you can ask

TO GET DISCUSSION STARTED
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"What do you think about this problem')"
"What has been your expenence with this type ofproblem?"
"Has anyone expenenced a similar success?"

ENCOURAGE MORE PARTICIPATION
"How does what we have been saymg so far sound to the rest ofyoU?1
"What other aspects of the problem have we missed?"

LIMIT OVERACTIVE PARTICIPATION
"You've made several interesting observatIOns Does anyone else want to add to
them?"

ORIENT THE DISCUSSION
"Where do we stand no\" In relatIOn to our obJective?"

KEEP THE DISCUSSION MOVING
"Do you thmk we have spent enough time on hiS phase of the problem? Can \ve
move on to another part of It?"

PRESS FOR CLARITY
'What IS the sequence of events?' "What resources are required?
"Who has what responSibilities? What groups are Involved?"
"What \"as the outcome? What was the Impact?"

PRESS FOR A DECISION
"Have we reached consensus on thIs pomt?"

Notes for Presenters

The course IS organIzed so that technIcal sessIOns are Interspersed wIth workmg group sessIOns
The purpose IS to have each mform the other Presenters are adVIsed to listen carefully to work group reports
to see tfthey can relate some of their comments to Issues raised In the groups

Before Presentll1g
~ Prepare jour presentation DeCide what you want to say and what you can say In the time

avaIlable Arrange pomts In a sequence that assists the audience In understandmg the tOpiC
Know ho\\ much time JOU have (check with moderator)

~ Structure your presentation
A IntroductIOn Tell them \"hat you are gomg to say
B Body Sav It Use e'\amples to Illustrate your pOints
C ConclUSIOn Tell them what \ ou said

~ Re" lew overheads and lecture notes prOVided m course matenals Modify or add to these as
needed Use non-te'\t Visual aIds hke diagrams, pictures, and graphs, to the e'\tent pOSSIble
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~ ProvIde copies of your presentation and any handouts to the course orgamzers or
facIlItators, so that copIes can be made In advance ofyour sessIon
Make sure equIpment IS avaIlable In the room where you \\111 be presentIng and that It
works Make sure vIsuals are m order and vIsible throughout the room Put key words only
on overheads
PractIce your planned presentatIon wIth another persons before the seSSion, If possible or
needed Run through the presentatIOn and ask for feedback Make adjustments to fit the
tIme allocated

WhIle Presenting
~ Relax Be yourself Express your own personalIty Estabhsh a pace and tone that IS

comfortable for you Keep In touch with the audience Mamtam eye contact
~ Refer to your own practical experiences as much as pOSSIble
~ Speak slowly and clearly, partIcularly If the course language IS not your primary language

MInImIze use ofJargon and acronyms, and explam those that you do use
~ Use storIes or humor to the extent pOSSIble, but check the sensItIvItIes of the group to aVOId

offendmg anyone
~ Remember your tIme lImIt, the chair WIll enforce It StiCk. to your prepared pomts AVOId

over-elaboratIOn and gomg offon tangents Ifyou exceed \our tIme hmtt, qUIt gracefully
It you can fimsh early, do so

After Presentmg
~ Give succmct responses to questIons and comments FIrst, make sure that you understand

the questIon Then, respond wIth mformatlOn, not emotion (Facts may be more helpful
than opmlOns) Offer sources ofaddItIOnal mformatlon Stay after the sessIOn to dISCUSS
Issues further wIth Interested participants

~ Give feedback to chair and faclhtator
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INTRODUCTION

The Orgalllzer's Notes consIst of ched.ltsts, forms, cnterIa and draft documents that call assIst 111

successful plannmg and delivery of the Afnca RegIOnal EnVIronmental Assessment Trammg Course
These notes can be used 111 conjunction With other course documents, particularly the FacJlltators' GUide,
to gUIde MISSIOn and other field staff 111 the steps needed to mah.e the course a productIve and valuable
event

We recommend that you begm by scannlllg the chech.ltsts at the begmll1l1g to get a fla\ or of the overall
effort needed Some Items are ObVlOllS, Itke draftlllg course IllVltatlons others reflect the e"perIences
gamed from past tra1l1Ings, such as the crltena for venue selection Other Items are "templates' such as
draft Scopes of Worh. for local presenters and the activity as a whole which you can adapt to "Jump
start" the process These templates are all found 111 a smgle Wordperfect 5 I file entitled
"NOTES*** [m/yr] " (e g NOTES 696) that can be obtamed through the AfrIca Bureau or REDSO/ESA
Overall \ve have sought to be exhaustIve to mah.e the Job of course planl1lng an easIer tash.

Items II1cluded m these notes

I EA TRAINING COURSE PLANNING CHECKLISTS
II SCOPE OF WORK FOR COURSE PRE-PLANNING
III CRITERIA FOR SELECTING A VENUE
IV FIELD TRIP SITE RECONNAISSANCE REPORT FORM
V GUIDELINES FOR PREPARERS OF FIELD SITE CASE STUDY DESCRIPTIONS
VI LETTER AND SCOPE OF WORK FOR LOCAL PRESENTERS AND RESOURCE

PERSONS
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I EA TRAINING COURSE PLANNING CHECKLISTS

1 Assign CoordmatlOn & Overall ResponsibilIties

ROLE PERSON RESPONSIBLE

MIssion Approval Secured

MISSIon Coordinator responsible for Overall CoordmatIOn

Other coordll1atIOn tasJ..s, If different

- FIeld site assessment and management

- IdentlfYll1g and commul1lcatlng wIth local presenters

- Invitations and communicating with partIcIpating groups

- Accountll1g and per-dIem payments

- EvaluatIon

GMU Coordll1ator

REDSO and/or Africa Bureau ResponsIble Person

Contractor

Course Secretariat Logistical FunctIOns (GMU or MIssIOn
Admm Assistant?) TracJ..mg for purchase orders, reservations,
hotel book.lIlg transport, mVltatIOns, and everythmg on thIs list)

2 Dr.lft and secure budget

COST ITEM WHO PAYS? APPR HOW
MUCH?

Local facIlitators

Contracted facIlitators, If needed

Long-dIstance transport

Local tlansport

ReplOductlon <lIld Shlpplllg of course materials

Venue costs

Per diems

Supplies and equIpment

AdditIonal labor and materials
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3 Determme and Invite Participants

ITEM WHO DATE DONE
DOES IT NEEDED

Identify target audIence and project types

VISit target groups to sohclt mterest, discuss tramlllg
objectives and field tnp sites

Draft Il1Vltatlon

Review draft Il1Vltatlon (REDSO, MISSion Director?)

Send out Il1Vltatlons 4-6 weef...s before course date

Sohclt Il1fOrmatlOn via RSVPs (Names, ongm/destll1atlons,
course contnbutlOns)

Determllle Transport to Venue and Field Sites

Follow-up RSVPs (boof...mgs, hotel room confirmatIOn)

Send follow-up letter with agenda, venue coordmates
receptIon IIlVltatlon, transport mfo, and remmder to bnng
e\.amples shdes, etc

... Set Date and Venue

ITEM WHO DATE DON
DOES IT NEEDED E

Set Course Date (avatlabillty of Venue and Invitees)

Set Course Venue (see crItena)
- Arrange for payment (lump sum, mdlvldual, etc)
- Arrange for signs
- Al range for welcommg event and other social events
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5 Arrange for Local Presenters (and Student Helper)

ITEM WHO DATE DONE
DOES IT NEEDED

Estab\Jsh completion date for contracts, SOWs, etc

Identify and meet with candidates
- bnefthem on what IS e'Xpected of their presentations
- assess who should attend entire course as co-facilitators
- proVide with copy of Facilitators GUide and relevant
Sourcebook. sections
- determll1e avaIlability and fees

Prepare SOWs (see generIc)
- FlI1allZe arrangements regardmg forms of payment,
acceptance of letter contract, etc

Collect presenters' papers and readll1gs to tnne for
reproductIon (below)

6 Set up Field Trip Sites

ITEM WHO DATE DONE
DOES IT NEEDED

Identify candIdate sites with partlclpatmg groups

Arrange reconnaIssance VISItS to candidate sItes (see
reconnUlssance report form)

Arrange transport and lunch

Arrange for field trIp deSCrIptIons, faCIlitators, and short
presentatIons (see gUldelll1es)

7 Develop the Course Program

ITEM WHO DATE DONE
DOES IT NEEDED

Draft a prelllnlllary program, based on genetIc program,
selected speakers and resource persons

Select chaIrs and group dISCUSSIon leaders for II1dlvldual
~eSSIOI1S

Approve program and II1sert 111 FaCIlitators' GUide
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8 Reproduce Course Materials

ITEM WHO DATE DONE
DOES IT NEEDED

Determll1e contents of partIcipants' packages (In additIon to
FacIlitators' GUIdes and ParticIpants' Sourcebooks)

Insert local presenter papers agenda, etc, 111 Sourcebook

Collect relevant techl11cal documents and material

Compile lIlstructlons and notes on arrangements such as
tl ansportatlon meals, use of telephone and name tags
tentative lIst of partIcIpants, list of speakers person
resources facIlItator, specIal guests, pens, WrIting tablets

Arrange for reproductIOn (MISSIOn, GMU or Contractor?)

Arrange for Course binders ('''')

Package materials and ship to venue

9 Arrange Openmg and Closmg Addresses, Course Certificates

ITEM WHO DATE DONE
DOES IT NEEDED

Who should open course? (polItical deCISIon)

OffiCially close course? (MISSion representative)

Who writes the closlllg address?

Identify someone (durmg course) to close on behalf of
REDSO or Africa Bureau

Identify someone (durmg course) to close on behalf of the
pattlclpants

DI aft certificates of completIOn

Appro\ e certIficates (MISSion director)

'lupph cettlficates filled out 1Il advance If pOSSible (M ISS Ion
Contractor or GMU?)
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10 Just Prior, Durmg and After the Course

Just pnor to the course
- Arrange for and assIgn staff to a regIstratIOn table
- Arrange for regIstratIOn sIgn-up sheet and IIlstructlOns
- Prepare name tags
- Reconfirm transportatIon to aVOId last mlllute problems

Dunng the course
- Prepare daily announcements

After the course
- Dlaft an evaluation report and cable
- Send than I-. you letters to chairs, speaf...ers, resources persons, other program officIals and the
management of the facIlity and to others who helped wIth supplies equIpment, and arrangements
- AppoInt one or more persons to carry out the evaluatIon

11 Course Checkhst What Do We Need to Transport to Venue, Rent or Borrow?

Some may be unnecessary Extra rows are at the end of the list for Items not l11cluded here

A Few Very Important Pomts to Remember

- Hme er:tra cash supply on hand
- A.'>.wre vehicles particularly vans to move people to field triP .'>Ite.'> and (mv special evenmg outmgs,
Hill be / eadv
- Name /(112;.'> -- get names m advance so tIm IS not all a lmt mmute Item

I Item IQuantity ISource I
Fac l!l tators Books

PartIcIpants Course Books

PYOINGO GUldelmes Manual

Flila I Agenda/Schedules

Gllldunce Handouts (Hotel Charges not Covered, e g
phone etc)

5upport/Bacl-.ground Documents

Case Study/Field Tnp Documents

ICE E\.amples

Money ( Payments Due, Per DIem IE, Petrol and E'{tra)
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I Item IQuantIty I Source I
RegistratIon Cards/SIgn-up Sheets/List

First AId KIt

Patent Medlcllle (Aspmns, etc)

Signs or Heavy Paper to Make SIgns

Computers

Prlllter

Dlsk.ettes

CartrIdge for PrInter

Easels/Fllpchart Stands

Easel Pads/FlIpchart Paper

Mark.ers

Mask.lllg Tape

Stlck.y/Gummles

Name tags

Portable Black.board/Erasable Board

Chalk. or Pens for Erasable Board

Eraser/Rags for Erasable Board

Pill-UP message/cork. board

Pens

PencIls

Pads

Xerox and PrInter Paper

Me~~age/notepaper

Other p'lper

St'lplel s

Staples

SCissors

Hole pUllch
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I Item IQuantIty ISource I
Paper clips

Index cards/other office supplies

Extra Overhead Acetates

Pens for Acetates

Overhead Projector

Spare Overhead Projector when above breaks

Slide Projector

Screen

Spare Bulbs for SlIde/Overhead Projectors

ExtenSion Cords

UPS

Plug Adapters

Transformers

Surge Protectors

Paper Cutter

FlashlIghts

Portable Lectern

Mlcrophone/Audio
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II SCOPE OF WORK FOR COURSE PRE-PLANNING

SCOPE OF WORK
PRE-PLANNING FOR

AFRICA REGIONAL ENVIRONMENTAL ASSESSMENT TRAINING COURSE
IN _

BACKGROUND AND INTRODUCTION

Add pm agraph regardrng the project or program or Strategic Objective prllllarl h bell1g served

Under USAID's new re-engll1eered Operations System which promotes greater fle\.lbIllty 111

plOgrammll1g MISSion SO/RP teams wIll stilI be held accountable for environmentally sound
Implementation consistent WIth USAID's EnVIronmental Procedures (22 CFR 216 or'Reg 16') The
Bureau EnVIronmental Office (AFRISD/PSGE), With the RegIOnal EnVIronmental Offices, has developed
an Illitlative ENYCAP ("BUlldmg MultI-sectoral EnVironmental Management CapacIty for NGOs,
PYOs and Other Development Partners III Africa 111 Support of Re-engllleerlng") \\ hlch wIll rn part
provIde for technical and strategic support to MISSions dUring the transItion period

ENYCAP IS primarily lI1tended to carry out taIlored trall1lllg In environmental reVIew at selected
Interested MISSions Bureau environmental and legal staff have \\orhed out an approach to signIficantly
enhance MISSions' responsIbIlity to carry out environmental re\ lew of their planned and on-goll1g
actiVIties ThIS approach IS founded upon (I) blllldlllg capacity for environmental reVIew and monItoring
among MISSIons, their Implementlllg agents and other collaborators and partners and (2) developlllg
plogrammatlc environmental assessment approaches and a correspondlllg environmental screenll1g and
mitigatIOn process for sub-actIVities

Relevant agel1l...y e\.perlence has shown that enhanced local reVlevv capaclt) can slgl1lficantly faCIlItate
field-level project/program deSIgn and Implementation Tim approach IS consistent \\ Ith re-engllleerrng
princIples of fle\.lbIllty and IS Illtended to allow teams to reVIse and develop ne\\ actl\ Itles WIth
slgnlficantlv reduced need for review m Washlllgton O\erall legal responsIbIlIty stIli rests With the
BEO

One Important element of this envIronmental capacIty buIldlllg Illltmtive IS the Africa RegIOnal
EnVironment'll Assessment Training course, developed by and for the AfrIca Bureau and Regional
EnVironmental Offices Tim course has four primary objectives namely to assist PYOs NGOs, USAID
MIssions contractors host governments and other entities to

I) De~lgn and Implement environmentally-sound projects TIllS IS the 0\ etrldlllg goal of the
,-ourse as well as of the envIronmental methods and procedures that wIll be taught The course
\\ III help partIcIpants develop deeper understandlllg and a\\ aJ eness of ho\\ em Ironmental
concerns can affect the sustarnabIllty of development progwms and projects and thus to
appteclate the role for environmental assessment monitorlllg and e\aluatlon

2) Identify and assess reasonably foreseeable em Ironmentallmpacts The course will
familIarize participants With the baSIC principles and practIce of em Ironmental assessment, and
pI oVlde them \\ Ith practical e\.penence 111 the applIcation of sllllple assessment tools and

II-I
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approaches

3) MItigate, mOnitor and thereby aVOId unnecessary adverse environmental Impacts USArD's
Envlronmenlal GUldelme~forPVOINGO Field Use in Africa and other reference matenals \\111

be mtroduced to partIcIpants for use m Identlfytllg options to mll1lmlZe negatIve environmental
Impacts

4) Follow USArD procedures m the context of evolvlI1g local poltcles and needs, USl11g local
expertise where possible to do so, and thereby avoldmg unnecessary delays til project approval
and Ilnplementatlon

STATEMENT OF WORK

____ IS requested to make a pre-plannmg VISit to of_days ola to (I) lay the
groundwork for orgalllzmg the EnVironmental Assessment course, (2) to coordlllate Ill-country support
and lOgIStICS (3) to build the famI lIanty and commItment of USAID and host country counterparts with
thiS course format and reqUIrements

_ advance VISlt(S) of__days duratIon should be vIewed as a mtlllmum to prepare thiS course

The __ W111utlltze wIth the MISSion and host country collaborators the Facth/alors' GlIlde and
Pm IIClPWlls' Sourcebook for the course He wIllmtroduce and work with the Course Plannmg Checkhst
and the REDSO/ESA checkhst (see separate checklist available from REDSO/ESA REA) to c1anf)
logIstical and other advance arrangements

Specifically, the will accomplish these tasks

1 Ovel '111 Plannmg ReqUirements DISCUSS these with the USAID miSSIon and collaborators, obtam
the necessary management commItments, IdentIfy the key contacts and admllllstl atlve support
arrangements

2 AudIence and PartiCIpants Determme the audIence and partIcipants and meet with the respectIve
01 galllzatlons (NGOs, PVOs, communIty-based orgamzatlons, collaborators under the and other
results packages Involved m sub-grantmg actiVItIes) Each trallllllg venue may differ 111 terms of ItS
emphasIs and target audIence In general, partIcIpants should

• represent tIlstltutlOns mvolved m the delIvery of USAID funded assIstance or
• \\ 01 k for environmentally-related government agencIes or local authorttles, or
• be knowledgeable resource persons and experts 111 environmental assessment wlthtll the host

countrv that can be tapped for future lEE and EA preparatIOn
be profiCIent 111 EnglIsh or French, dependlllg on the venue and,

• hold m Id- to upper-level professIOnal posItIOns, wIth some e'\.pertlse 111 project deSign or
e\ aluatlon

3 Venue Evaluate venue options and set tentatIve dates, commitments on a single venue should be
obt,uned If pOSSible The course venue should be selected based on a number of Ilnportant cnterta
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Illclud Illg

•

•
•
•
•
•

proXlllllty to useful field case study sItes ( number of sites determIned by number of particIpants
and facIlItators 1 e, no more than 10 persons per sIte)
good workshop facJlltles,
ease of transport of partIcipants to the venue,
comfort of hotel for sleeplllg and eatmg,
avallabl hty of PYOINGO facilIties or offices and,
attractiveness of venue as a desIrable destmatlOn

See separate IllfOrmatlon regardmg venue criteria and recommendatIons avaJiable from REDSO/ESA
REA

4 LOCll Resource Persons Meet WIth and !tne-up local resource persons, presenters facIlItators
Obtalll CYs, and fee histories ChoIce oflocal resource persons and presenters IS a l-.e\ element of this
process Local presenters should play an mtegral role m the course, to promote the objective of capacIty
building Commitments should be obtamed from at least two local presenters to prepare papers and be
present durmg the weel-. to assist m varIOUS ways Follow-up VISItS wdI establIsh the contractual
relatlOnslllps

See separate generIC scopes ofworl-. for local facI!ttators avadable from REDSO/ESA REA

5 Field Trip Sites Help develop a lIst of prospectlve field trIp sites, based on CrIterIa outl med III the
Facdltators' GUIde and m the REDSO/ESA criterIa for field trIp case stud" sites The \\111 lay out
ho\\, III advance of the course, each field sIte wIll have avaJiable

• brIef site and project description mcludmg a map (Ideally showlI1g Important human settlements,
land uses, and natural resources)

• avallablhty of vehicles to transport facI!ttators and partIcIpants from venue to several sites with 111

a ma'\lmum of two and a half to three hours one way,
• commul1lty representatIves and vdlagers prepared to meet the particIpants and

one or more course particIpants familIar With the project who can descrIbe the proJect" erball) 111

ad" ance of the field trIpS

SItes need not be USAID-funded projects nor need they be well-developed project proposals ready for
ll11plementatlon They can also mclude projects already Implemented as long as participants can "step
bacl-. from the present and assess the project as they might have when It \vas at the project proposal
stage or can use the site as a learnmg opportul1lty to dIagnose and solve problems

See separate case stud) mformatlon CrIterIa and field reconnaIssance forms U\ allable from REDSO/ESA
REA

6 COUI se mo(hfic'ltlOns DIscuss modIfications to the generIc course agenda With all concerned
parties

7 Host Go"ernment and MIssIOn Director Involvement DIscuss applopnate levels of Invol\ ement
and need for ofticlal openmg/closmg T) plcally a government person opens the course and a MIssion
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Director or Deputy closes It and awards the certificates for course completIon

8 Roles and Responsibilities Layout clearly the roles and responsibilities of the vanous partIes,
IJ1cludlJ1g the cost sharing aspects (USAID/Mlsslon, REDSO, Contractor, USAID/AFR/SD, NGOs,
PVOs, host country officials, a GMU, etc) For e'Xample, Sourcebook reproductIon and assembly IS a
slgndlcant undertaking (as upwards of 5000 pages of matenal will need to be duplicated and assembled)
Typically the MISSIOn IS responsible for all participant costs, for course venue IIlcludll1g conference
room, \Vorkll1g With REDSO to select field tnp sites dOlJ1g on-SIte lOgiStiCS, reproduction of course
matenals (the bulk of tillS could be accomplished 111 the US), proVIsion of suppltes, and the lIk.e

The MISSion IS not responsible for costs related to the REDSO or USAID/AFR/SD staff

9 TranshtlOn IdentIfy local qualified translators to translate any addltlonalmatenals for specific use
for a particular course The FaclltlalOls' Glilde and Pm IlClpanlj' SOll/cebook and background documents
will be available In French and would not need to be translated

10 InVitations Launch process of preparing IIlVltatlOns, Ideally to be sent out 2 months 111 advance of
the course date Pnor to thiS, mission staff should have mformal e'XpresslOns of IIlterest from the
PVOINGOs e'Xpected to attend The II1vltatlOns should Jl1clude

• the prellmll1ary course agenda,
• logistIcal details, particularly when to arrive and e\.pect to depart \\ here to go upon arnval, and

detaIls on the "Icebreaker" SOCial functIOn, and,
• a short list of Ideas that participants should be prepared to dISCUSS (e g e\.penence With

environmental regulatIOns or procedures, thoughts are on natIOnal envllonmental policy or
"-ej/sensltlve natural resources, examples of sound or unsound deSign)

See separate lllvitation letters used m other courses, avaIlable from REDSO/ESA REA

11 Trip Report Fmally, the __Will prepare a report layll1g out the arrangements made, roles and
lesponslbllltles, and ne'Xt steps, especially preparmg for the follow-up VISlt(S) TIllS report will be
avatlable and shared With USAID/MlsslOn, REDSO, BEO, and the GMU If one e'Xlsts for the
project to \vhom the trallltng IS directed The MISSion will share It With appropriate host country
counterparts

Note Student Asslst'lnt It may be deSirable and pOSSIble at thIS stage to IdentIfy and recruit a student
asslstant(s) lllterested III environmental assessment, to perform "gopher services before and dUring the
course
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III CRITERIA FOR SELECTING A VENUE

B'lSICS

Sleep Sufficient sll1gle rooms for participants and facilItators preferably \'v Ith runtllng water and hot
\',ater and 111 room todet and bathlllg facI!Jtles If rooms are 1Il short supph and partIcipants \\1111 need to
share It IS a good Idea to have them choose roommates If possIble b) lIldlcatlllg on the response to their
m\ Itatlon (Invitation needs to ll1c1ude sheet to be returned regardmg roommates' selectIon and/or other
II1tonnatlOn regardll1g smokmg/non-smokmg If the course orgatllzers need to assIgn roommates)
Sometimes two hotels mIght need to be used, 1Il whIch case a shuttle service runnlllg on a fhed schedule
needs to be put 1Il place

All condltlOnlllg 111 the meetll1g room Ifneeded dunng the tune of\ear course IS gl\en

Break.out rooms or outdoor Slttll1g areas (If weather permits) T\plcally four breakout rooms are
deSirable

Case stud) sites (t\plcally four) that are a maxllnum of two and a half to three hours one \\ay tra\el tIme
fJ am the venue

A lock.able room (could be one of the sleepll1g rooms or one could rent a sUIte fOI the person running the
Secretanat) for the computer prlllter, supplIes and other eqUIpment

III-I'Of[S6)(, ju" III 11))(

Meet Sizable meeting room (one can takeover a hotel restaurant 111 some cases) wIth relIable electriCity
supplv (UPSs wIll need to be brought to the site III most cases) se\ eral outlets and deLent lIghtll1g (not
too dark) but wIth curtall1S or shades for wmdows so that bright sun can be controlled so as not to
Interfere \\I Ith VISibilIty of overhead projectIOn Room needs to accommodate the particIpants,
fal.I1ltators tables and chaIrs for all tables for overhead projectors or slIde projectors tables for materials
and supplIes easels extra flip chart paper and the IIk.e If the facIlIty chosen IS set up for conferences
and has a black.board or whlteboard, thiS IS very useful but not essentIal \\ hoe\ er check.s out the venue
should determIne where the speakers's table IS or could be located wIth respect to outlets and note
dIstance 111 case extra long or more than two extension cords are needed If the meetlllg room IS not
furnished as such, It \\>ill be Important to determme that sufficient tables and chairs are avaIlable to set
the r00111 up for meetlllg preferably with tables around the room In a rectangle or othen\ Ise School
room type seatll1g should be aVOIded

E 1t DlI1l11g facIlIties that can accommodate a large number of people taklllg meals at the same tnne rn
some cases the hotel needs to be told that they may need to hire e\.tra servers hm e buffets or provIde set
meals If set meals with no chOices are the optIOn, It IS Important to determme If the participants are
IIkelv to lIlclude many vegetarians and/or those who do not eat pork (or beef) and so adVIse the catering
m1nager Dependmg on the SOphistIcation and e'l:.perlence of the hotel wIth servll1g large groups for a
\'veek at a time, It may be Important to dISCUSS what Will be served each da\ If the hotel charges e\.tra
for breakfast (or for a full versus contmental breakfast) It IS useful to worh. out some arrangement so that
e\ erybody can have whatever they choose at no extra cost to aVOId the hassle of "e\.tra" charges that
need to be paid on a daily baSIS

I
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Sufficient USAID or pya vehicle capacity 111 the VIClI1lty of the venue to ferry particIpants and
facIlitators to case study sites, alternatIvely, commercial rental vehicles aVailable at the venue location or
driven there

Nice to Have

Fa\. machlJ1e and workll1g telephones avadable (In some cases a neat by pya office ma) be able to offer
these)

Xerox facIlities for emergency on-site reproduction of matertals

Places for participants to Jog walk, e\.erClse, play pll1g pong, darts or some form of dIversIOn

Restaurants outsIde the hotel venue that wJlI cater a specIal meal, If transport to such a location can be
arranged easily 111 order to avoid some of the "cabll1 fever" that arISes from eatmg three meals a day 111

the same place

Place for a welcome receptIOn on the arrival day and place for a party on the final day, with danc1l1g or
musIc or some form of entertatnment

Y Ideo eqUIpment, If particIpants or facilitators have Videos to be shown Alternatively, one could br1l1g a
few movies for entertatnment

Lessons Learned

The wdllngness and motivatIOn of the hotel staff to accommodate the needs offacilltators and
participants are Important factors m choosmg a venue, If there are chOices avadable

If the hotel IS some\\hat baSIC, adVise particIpants and facIlitators to bring their own towels, ptllO\\ case,
soap or the like

If the hotel IS so sophisticated that there are phones and mml-bars 111 each room, It wJlI be Important to
adVise participants that the course IS not covertng the costs of use of telephones and Items from a mll1l
bar
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IV FIELD TRIP SITE RECONNAISSANCE REPORT FORM

Date Jan 1996 Distance _km from __ (venue)

Time hours mill frolTI__ (venue)
Location --------------------,,:::-----------------

Landscape _

I Activities Proposed

I
I Purpose/Rationale for Proposed ActIvities

I
I SIte Character

I
I Stakeholders

I
IssuesRegIOnal Area LU

I
I Sellsltl\ e Areas

I
I
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SITE VALUABLE FOR THESE LESSONS

ConstructIOn Impacts _

OperatIOnal Impacts _

Induced/IndIrect _

_________________________Cumulatlve _

____________________________________Mltlgatl

on

Opportulllties for Strategic Plannmg/Enhanced Benefits

Other Comments
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V GUIDELINES FOR PREPARERS OF FIELD SITE CASE STUDY
DESCRIPTIONS

AND FIELD TRIP FACILITATORS

1 ObjectIve

The pLll po~e of these gUIdelines IS to mform you as authors of case stud" descnptlons and those responsible
for activities on the ground, who have been asked to assist 111 facdltatmg the field tnps I We need your
assistance to write case study descnptIons, orgal1lze and 11I1e up contacts wIth whom particIpants can discuss
the site or conduct 1I1tervlews, proVide a bnefe'XplanatlOn of the actl\ It'l and sIte pnor to the trIp and help
dUlll1g the day of the field trIp

The field site case study plays an Important role m the EA tramll1g course After course participants have
been mtroduced to the basIc prinCIples of envIronmental Impact assessment procedures for environmental
screenll1g of actIvitIes and tOPICS 111 WrltlI1g an envlromnental reView, they wd I VISit a field site to appl) the
(..no\" ledge they have learned The case study forms the baSIS of nearI) two davs of workmg group sessIOns
follo\"lllg the sIte VISIt Participants wdl prepare a) an environmental review for the C1.se study, and b) an
environmental mOl1ltormg and mitIgation plan appropnate to the type and level of Impacts that might be
antic Ipated

2 Appro'lch

The case study descnptlon gIven to particIpants the evenll1g before the field tliP should proVide suffiCIent
InformatIon to permIt a relatively comprehenSive understand1l1g of the activity or project bell1g proposed,
Illcludmg why It IS bell1g done, how It wIll be done (planned, engll1eered constructed and operated) \',here
It \" iiI be done \\ ho (several and vanous partIes mav be Il1volved) \\ III do It and the tllne frame as \\ ell as
phasll1g of component parts

Information does not need to be e'\cesslvely detaded Indeed pal t of the e'\erclse IS to make certam that
P1.rtlclpants wlil ask questIons about project or activIty charactenstlcs and probe to find out Illformatlon, not
onl\ about the environment but the dimenSions of the activity For e'\ample If a haul road would need to
be bUIlt or a mlllor road Improved 111 order to Implement a particular actiVIty \OU might sllnplv allude to the
need to brIng 111 materials and let partiCIpants determll1e whether there was an adequate e'Xlstll1g road and
\\ hat the Impacts of buddll1g or IInprov1I1g one might be

Iclealh a case study/field trIp site for the purposes of the course IS a proposed actlvltv or at least, one that
I:> not yet full) operatIonal or at ItS full stage of development and \\ here options or alternatives stIlI remall1
V ISltS to a fully operatIOnal project tend to result m slghtseell1g rather than requIrIng observers to predict
Impacts or th1l1(.. about IlI1kages between people and the environment and among ph\ slcal and bIOlogIcal
a<;pects of the em Ironment that they cannot see before their e\es The e'\lstll1g SItuation of a full-blown
oper1.tlllg. actl\ It\ can be II1structlve nevertheless when there are serIOUS ancl real envIronmental problems
that pal tlclpants can diagnose If an activity or project IS 111 an earh conceptual stage there IS frequently

1 Grantees or subgrantees with projects or actiVIties In the VIClnlt\ ot the course venue are often
rt.quested to aSSIst With preparation for and conduct of field tflPS and thev 1.re typically course partiCipants also
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too little concrete or specIfic mformatlOn available and partIcIpants will need to make assumptIons about
specIfic elements (desIgn the project) In order to assess It through an ellVlronmental re\ lew ThIs situatIOn
<-an also be instructIve, as long as some reasonable assumptIons can be readily made, and can help
partIcipants to learn about environmentally sustamable design The eXIgencIes and dIfficulties of field
lOgIStiCS travel tllne and the like often mean that there are no perfect field tnp case study sItes We work
wIth what we thmk will be most 1I1structlve and ask you to help us 111 belllg f1e\.lble

In some cases large amounts of data are avaIlable, 111 others, thele will be \en lIttle If data and/or
background documents about the project or a resource surveyor study are readily available advise the course
01 ganlzer(s) so that one or two copIes ofeach can be made for the workIng group assigned to the case study
field site

It IS extremely helpful and desIrable to have representatives of the affected commul1lt) and/or
I epresentatlves of local or dIstrict techl1lcal agencIes available on the day of the field trIp so that partIcipants
can Il1qulre about local conditIons or ask about the proposed activIty and Its potential 1111 pacts on people and
their use of resources For example, m a proposal to develop an ecotounsm faclht) )-ou mIght consIder
IIlVltll1g representatIves of the commul1lty who would benefit, a VIllage commIttee If one has been formed,
the tour operator If one has been Identified, a representative of a technIcal agencv wIth speCific e\.pertlse m
birds or wtldlife as approprIate, and the Itke (The field trIp should not be a surprIse to the affected
community, who should know about the proposal beforehand, nor should a h)-pothetlcal project \\Ith little
chance of gOlllg forward be discussed)

Participants are sure to pose questIOns to you Do not be defenSive or concerned If the ans\\ers are not
I..no\" n, Illdeed we urge you to look upon the exercIse as helplllg 111 \ our preparation of an environmental
leVlew or a mOl1ltonng plan through galnlI1g the perspectIves of participants representll1g many dlsclpl1l1es
(free consultll1g, as It were)

TIllS IS not a research project Keep 111 mind that In the tllne available for the workshops full and detatled
answers to questIOns and analysIs wtll not be pOSSIble For the purposes of the tl allllng course the crItical
Issue IS that paltlclpants develop the questions that need to be ans,,\ered

3 Outlme for Case Study DescriptIOn

The follOWing outline IS illustratIve Use It only If It IS helpful 111 preparll1g the case study descrIptIOn
OtherWise, adapt whatever informatIon you may have so that the II1formatlon provided generally cO\ers the
pOInts lIsted LII11It the case study descrIption to two to three pages plus a map and If approprIate a site
layollt drawlI1g or schematiC Most If not all the mformatlon can usually be derIved from a grant proposal
01 concept paper Please be speCIfic and WrIte In ordlllary language (do not IIlciude logframes or \\flte as
If the audience were USAID) Your peers are your audience

Purpose and Need of Project or ACtIVIty

Brief DescriptIon of ACtiVIty

Location (Attach map)
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Site Characteristics SummarIze what you know about the general settll1g and the specific site, mcludll1g
natural resource characteristics and trends, populatIon characterIstics, soclo-cultural dimensions and
economic activities

Actrvlty Characteristics Provide quantitative or descriptive mformatlon, e g number of people the
actlvltv will serve or mvolve, kmds of resources to be used, list of reqUIred construction and ItS duration,
how the activity wJlI operate or function Ifa feaslbJllty study has been prepared dra\\ II1formatlon from
It Indicate If associatIOns or other mstltutlOnal structures will be developed or fostered

Results Expected Indicate what IS expected to happen because of the unplementatlon of the project or
activity e g , more land cultivated, less protected area subject to poachmg more mcome generated
game guards tra111ed, unproved cultivation practices potable water supplied mlcroenterpnses
estabhshed, better access, etc Be specific rather than abstract

List of Contacts List the names and titles of the contacts or names of groups \\ Ith whom participants
can hold discussions

Attachments Provide a location Map and/or site Map and If appropnate a schematIC, drawlllg or plan
of how lllfrastructure or other site development IS expected to look

List of Reports or Data AvaJlable Indicate which Items, If anv )OU thmk might be worth havmg the
orgalllzers photocopy

4 Review of Environmental and SOCial Impacts

On a separate sheet of paper you may Wish to summarize what are believed to be key Impacts associated With
the activities under review and alternative means of addreSSIng them Remem bel ho\\ ever that these are
for the facIlitators' use only, smce the objective of the site vISlt IS to have the partIcipants generate theIr own
en" Ironmental reviews and environmental mOllltormg evaluation and mitigation plans

Thanks for your help and cooperatIon
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VI LETTER AND SCOPE OF WORK FOR LOCAL PRESENTERS AND
RESOURCE PERSONS

GENERIC LETTER EXAMPLE

Dear Mr /Ms

September 29, 1996

Thank you for takmg the time to meet wIth and to discuss your
participation as a local presenter for the forthcomll1g Africa RegIOnal EnvIronmental Assessment Tral11ll1g
Course scheduled for at the 111 This tral11l11g IS Implemented by
_______ (mclude USA/D)

Attached IS a proposed Scope of Work. and honorarlllm for your role as a local presenter and facIlItator over
the 5 day duratIOn of the workshop We hope that yOU agree to the terms outlllled below We would
appreciate confirmatIOn by fax, eIther directly from you, or through of USAID's _
ProJect For further gUIdance ll1 preparatIOn you may contact , workshop coordlllator, or myself
through Additional gUIdance and coordlllation will be provided by (name) , (title)
___for the __ Grant Management Umt (GMU) as well as by TheIr contact addresses are
provided 111 the Scope of Work. outlmed below

We look. forward to your partlclpatton and belIeve your mput wIll make a major contrIbutIon to the success
of thiS tral11lllg effort

Smcerely,
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Scope of Work for Resource Presenter and FacIlItator
RegIOnal EA Trammg Course for USAIDI---

Environmental (BzologiSt, Geographer etc )and Impact Assessment SpecialIst

1 Background

USAID and the Grants Management Unit (GMU) of the will be sponsonng an
EnvIronmental Assessment (EA) Training Course for Pnvate Voluntary Organization (PVO) and
Non-governmental OrganiZatIon (NGO) grantees, subgrantees and others who will need to prepare
envIronmental reVIews In accordance wIth USAID reqUIrements, become knowledgeable about
environmentally sound and sustamable development m the deSign, ImplementatIOn and mOnItormg
of grants, or otherwIse become famIlIar With baSIC envIronmental processes and USAID
procedures ThIS course IS one of a senes bemg held m the Eastern and Southern Afnca regIOn
with the assistance of the USAID Regional EconomIc Development ServIces Office for East and
Southern Afnca (REDSO) and the Afnca Bureau I s OffIce of Sustamable Development
Additional Information about the overall purpose, objectives and contents of the course can be
found m Sections A and C (xerox copy already provided to you) of the FaCIlitators I GUIde for the
course

The course IS proposed to be held m at the __ dunng the week of __ (WIth arnval
on and departure on )

2 Purpose and Objectives for thiS Scope of Work

You are expected to play an mtegral role m the course, both to make the course relevant and
pertment to environmental reVIew and project development m __ and to faCIlItate the transfer
of pnnclples and lessons from the course to other audiences and other trammg actIvities that may
be held m the future, by USAID or others With the support and adVice of the course organizers
and sponsors, you WIll be helpmg to run the course and Will be expected to aSSIst as appropnate
In particular, you Will contnbute your speCialIzed expertise m natural resources and environmental
Impact assessment and your knowledge of resource Issues and dilemmas m __

3 SpeCIfic Tasks

In fulfillment of your role as a presenter, your pnme responSIbIlity IS to prepare a paper and
delIver a presentatIOn (scheduled for ) on (usually a
paragraph here) It IS expected that you WIll draw upon the matenals of the courses you have
given preVIOusly ( use thiS phrase as approprzate) as well as your other expenence In

'0 I L~ (J( JUlie 10 1))( VI-2



environmental Impact assessment You should assume that the audience has lIttle or no traInIng
In and will need an Introductory level presentatIOn EmphaSIS IS to be placed on
examples from protected areas, tounsm development and commumty-based natural resources
management In __ The approxImate length of the paper Will be 15-25 pages, the presentatIon
at the course Will be on the order of 30-45 mInutes If appropnate add SInce thiS length of time
may be InsuffiCient to cover all the tOpICS requested above, your presentation should be diVided
Into two 30 mInute segments, one on and one on We Will Inform you which of
these of these segments (or portIons thereot) WIll be used, once the fInal agenda has been
formulated You are encouraged to Incorporate other concepts and examples as appropnate and
WIll Indicate these In the outlIne of the paper (See SectIon 4 )

You Will also prepare an annotated hst of sources and resources (documents, maps, agencIes or
InstItutIOns or InstItutes and Individuals) for -specIfIC data concernmg the _
(socwl, economIC, natural resource, adapt as appropnate) factors typically considered 10 an
envIronmental Impact assessment and Indlcatmg where data are avaIlable You Will brmg
examples of such data or maps to the course to show to partIcIpants and share WIth them some
practical examples of how to locate and obtam such data and how to use such data (ThIS
presentatIOn may be shared WIth another presenter as part of a data sources presentation or may
be mcorporated withm another presentation)

You Will lead and/or contnbute to and share delIvery of presentations that have already been
developed, based on the course agenda prOVIded to you, and Will mdlcate 10 advance to the course
orgamzers those sessIOns to which you would hke to contnbute

As a faCIlItator, you WIll 1) work WIth the course orgamzers and sponsors In advance of the
course, 2) chair sessions dunng the course, 3) faclhtate or chaIr workIng groups, 4) facIlitate or
lead a field tnp that forms the baSIS for a case study for which partiCIpants prepare envIronmental
reviews and mltlgatlon and momtormg plans, and 5) help to formulate and assist With a role
playIng exercise that IS proposed for mcorporatIon In the course (Additional mformatlon about
thIS exercise w111 be proVIded when avaIlable)

Upon conclUSIOn of the course, you WIll prepare a short (2-5 pages) evaluation and commentary
on the course to be submitted withm 15 days of ItS conclUSIOn to _

4 Dehverables and Schedule

The delIverables itemIzed below WIll be due as follows

1 On or before an outhne of the pnmary presentation IS to be submitted to of
the GMU m-- and sent, faxed or e-malled to (could be MiSSiOn, REDSO
or contractor) concernIng the contents of the pnmary presentatIon (SectIOn 3, paragraph
1)
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2 IdentIficatIon m wntmg of those presentatIons WhIch you would lIke to lead or to WhICh
you would lIke to contnbute as a co-presenter to __ of the GMU In__ and

(same as above) on or before , together with a descnptIOn of the
general nature of these contnbutions (SectIon 3, paragraph 3)

3 SubmIssIon of the pnmary presentatIon (Section 3, paragraph 1) m reproducIble, typed
format (preferably wIth accompanymg electromc verSIOn) to and of
GMU by no later than _

4 SubmIssIOn of the lIst of data sources (SectIOn 3, paragraph 2) m reproducIble, typed
format (preferably WIth accompanymg electromc verSIOn) to Mr Weston FIsher of EPAT
and Mr Ray Victurme of APE by no later than July 1, 1996

5 SubmIssIOn of text for overheads summanzmg the pnmary presentatIon and the lIst of
data sources to and by no later than , If you wIsh to have GMU
(*or Contractor) produce overheads If you produce your own overheads, you wIll brIng
them wIth you to the course

6 SubmISSIOn of a short (2-5 pages) evaluatIOn and commentary on the course to _
and of GMU by not later than _

7 Contnbution of Ideas, examples and concepts, such as for role playmg or other aspects
of the course at any tIme prIor to and durmg the course

8 Please notIfy and If you Intend to use slIdes In your presentatIOn

5 LOgIStICS and CoordmatIOn

Your pflmary pOints of contact WIll be

GMU w111 assIst you In transmIttmg mformatIOn bye-mall or fax as needed GMU will also
supply you wIth blank acetate overheads and assIst you m producmg them electromcally or In
sending them to Mr FIsher for electromc reproductIOn A complete copy of the FacIlItators'
GUIde WIll be sent to you by__

Your transport to and from __on __ and _WIll be furmshed at no cost to you The costs
of lodgmg and food as arranged for partiCIpants and other presenters and faCIlItators will be
covered for the peflod of the course The GMU WIll contact you about specIfIc arrangements
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___ IS prepared to pay you an honoranum of $_ for your support and partICIpatIon for the
full five (5) days of the workshop WIll pay you for your serVIces as specIfied above upon
completIon of the course, you wIll provIde mformatIOn to thIS IndIVIdual In advance regardIng the
place of delIvery of the check (to you or your bank account) Should you prefer an electroruc cash
transfer to your bank, thIS can also be arranged

If the terms outlIned above are agreeable to you, please confIrm by sIgmng below and faxmg a
SIgned copy to me at _

Smcerely,

Concurrence --------

Date
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