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EXECUTfVESU~Y 

The Albania DemNet program implementation remained on schedule despite the 
continued evacuation order. ORT managed the project from Washington, and maintained 
a satellite office in Macedonia in order to meet with project and NGO staff on a regular 
basis. However, the cost of maintaining an additional office in Macedonia as well as 
related travel and cornmunication costs incurred by our local and expatriate staff and 
ANTTARC staff has exceeded $350,000. Therefore, our operating budget for TA and 
Training has been significantly reduced for the next 12 months. Attached to this 
quarterly report are copies of our requests for additional funding submitted in November 
1998 and February 1999. 

Funding was provided to the following Round Eight grantees approved by the DC: 

• DEM-026 Albanian Center for Economic Research: "Improving Municipality 
Services: Developing and Implementing a Local Level Anti-Corruption Action Plan" 
(MG-$5,000) Start Date: 01/01199, End Date: 06/30/99 

• ECON-009 Albanian Consumers Association: "Cooperation of ACA with the 
Local and Central Government on Implementation of Consumer Protection Law and 
Other Laws Strengthening Consumers Rights" (DAG-$30,000) 
Start Date: 01/01/99, End Date: 12/31/99 

• ECON-OIO Intellectual Women's Association of Puka: "Small Business, Possible 
Alternative for Employment and Self-employment" (MG-$3,816) Start Date: 
02/20/99 End date: 04/30/99 

• ECON-Oll National Union of Albanian Farmers: "Promoting Policies in Support of 
Agricultural Development" (DAG-$25,289) 
Start Date: 02/26/99 End Date: 02126/00 

DemNet grantees accomplished impressive results as summarized below: 

• The Health NGO Forum produced a comprehensive health sector directory to serve as 
a resource for NGOs to contact donors and to identify sources of government funding, 
as well as providing critical information to the Albanian public on new developments 
in the health sector; 

• The Albanian Center for Economic Research conducted meetings with local 
government officials to collect information on improving municipality services. 
ACER will summarize the findings in order to create a "local level anti-corruption 
action plan"; 

• The Albanian Consumers Association is providing training to members, branch 
leaders, and government officials on legal requirements, health and safety standards, 
conducting inspections and processing consumer complaints; and 



• The Center for Economic and Social Studies in collaboration with the government 
conducted a study on privatization, presented recommendations and suggested policy 
changes to the GOA. 

The next round of IDGs was announced and widely publicized. The announcement and 
description were carefully written to convey the new focus of the IDGs to work with 
ORT and ANTTARC under the NGO Development and Sustainability Strategy which is 
designed to provide institutional strengthening and support to NGOs capable of becoming 
sector resource centers which will provide services to a broader group of NGOs, 
including start-up NGOs. A total of 23 applications were received exceeding all previous 
grant rounds. Recommendations will be submitted to the Democracy Commission in 
May 1999. 

ORT continued to provide on-going technical assistance and training in the following 
critical NGO areas: 

• Conducted a Policy Advocacy Training for Youth NGOs; 

• Local trainers conducted a Training of Local Legislative Drafters; 

• In collaboration with IRI, ORT organized the second phase of the public participation 
to parliament program; 

• Convened the inter-ministerial NGO working group in Ohrid to review the final draft 
NGO law with technical assistance provided by ICNL; 

• Continued training to DemNet grantees to improve their financial management and 
reporting systems. 

ORT's local partner, ANTTARC, continued to focus on organizational development and 
staff training. ANTTARC also worked with ORT to develop the IDG selection criteria, 
application form, interview questionnaire, and scoring procedures. 

ORT's Chief of Party, Lisa Davis, left the project in January 1999. Her contributious and 
accomplishments were numerous over the past three years, but her greatest achievement 
was becoming a true member of the Albanian NGO community and advocating on its 
behalf. 

Juliana Hoxha was promoted to Country Director, and is now responsible for all in­
country operations. Celeste S. Angus became the acting COP to ensure a smooth 
transition, and conducted a successful planning session with all staff in Skopje, 
Macedonia in February 1999. 
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I. GRANTS PROGRAM 

To date, ORT has awarded 74 grants totalling $829,130 (see Attachment 1 for a description of all 
grants). 

Social Safety Net Grants 

SSNWK-002 Health NGO Forum: "Strengthening the Network of Health NGOs" (IDG- 814,140) 
Start Date: 1211197 End Date: 1131199 

The lack of information and coordination combined with the unwillingness to cooperate are the 
primary challenges facing Albanian society, and more specifically, the NGO community. These 
problems are compounded in the newly emerging health NGO sector. Most of these health NGOs 
have no experience in NGO management; playa weak role in advocating new policies in the sector; 
and must work on building relationships with the government, media and the business sector. In 
addition, the health sector has a serious need to upgrade its service delivery system, equipment, and 
specialized staff. 

In its final grant phase, the Health NGO Forum produced a new Health Sector Booklet. It is a 
comprehensive updated version of a 1995 directory which contains all of the health NGOs, 
government health agencies, international organizations, and donors. The Booklet includes 
information about 49 health NGOs, government agencies and donors in the country, whereas the 
previous one had only 31. The additions made to this Booklet include all of the newly created 
NGOs. In addition to the general contact information which was listed in the old directory, the new 
directory contains the organization's (NGO, GO, donor agency) focus, objectives, ongoing activities 
and target groups. A special section on institutional capacity, organizational structure, and main 
bodies within the organization is also available. The comprehensive structure of the booklet creates 
opportunities to coordinate efforts not only within the NGO sector, but across sectors as well. The 
booklet will serve as a crucial link for the NGOs to reach donors and government funding; and at 
the same time, provide the government with information on new developments in the health sector. 

The Health NGO Forum has produced 1000 copies of the Health Sector Booklet: 500 copies in 
Albanian and 500 copies in English. The Booklet is distributed to NGOs, government agencies, 
donors and interested pUblic. 
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Democracy Sector Grants 

DEM-026 Albanian Center for Economic Research: "Improving Municipality Services: 
Developing and Implementing a Local Level Anti-Conuption Action Plan" 
(MG-$5,OOO) Start Date: 01/01199 End Date: 06/30/99 

ACER's project targets the pervasive problem of conuption at the local level of government. ACER 
has previously worked with USAID, the World Bank and the SOROS Foundation in conducting 
public opinion surveys of the perceived level of conuption in the country. The results of this survey 
were used by the World Bank and the Albanian government to design a national, anti-conuption 
action plan. 

The project will allow ACER to conduct surveys of municipal officials and the general public, 
compile a report summarizing the fmdings, present their report in a workshop, create an action plan 
and actively solicit community input through public forums. When the project ends in June of this 
year, ACER will create a new pUblic-private organization, "Community Round Table Forum", to 
continue this valuable work. Composed of representatives of all concerned parties, the Forum will 
measure anti-conuption efforts on an armual basis using a "conuption assessment index". The 
communities of Tirana, Durres and Kavaja are the focus of the project. 

The project's first report was submitted to the ORT-Tirana office in late April, summarizing ACER's 
activities in January, February and March. The first activities were centered on gaining the support 
and involvement of the governments of Tirana, Kavaja and Durres. In each city, ACER staff met 
with the mayor and hislher staff to present an overview of the project. All three municipalities 
expressed a keen interest in working with the project. 

ACER began background work to prepare for their activities. The staffbegan collecting materials 
and documentation to better understand the policies and procedures of local government. 
Additionally, ACER began to prepare publications for citizens, informing them of the process of 
accessing government services. A survey was also designed to poll public opinion of conuption at 
the local government level. 

In March, ACER hosted a national conference, ''Issues of Economic Growth in Albania", in Tirana 
Several issues related to local governments were addressed including; improvement of service 
delivery, conuption, taxes and tax collection, strengthening cooperation between local government 
and the public as well as with the business community and media. 

In the next and final phase of the project, ACER has plarmed the following activities: 

Conducting town hall meetings in each of the 3 municipalities 
Publication of a special edition of the ACER newsletter 
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Release of newspaper articles and radio broadcasts 
Preparation of an infonnationalleaflet explaining the local tax structure 
Translation and distribution of foreign case studies of local governance 
Conducting a public opinion survey 

Economic Growth Grants 

ECON-009 Albanian Consumers Association: "Cooperation of ACA with the Local and 
Central Government on hnplementation of Consumer Protection Law and Other 
Laws Strengthening Consumers Rights" (DAG-$30,000) 
Start Date: 01101199 End Date: 12131/99 

After the developments caused by the economic and political crisis in early 1997, especially the high 
rate of unemployment and inflation, and poor and unstable state finances; the overall economic 
situation in Albania further exacerbated problems in consumer goods and services. In particular, 
unsafe raw materials and food and beverage products are entering the market in Albania; and fake 
products are being produced under the label of well-known, reputable producers. 

The Albanian government enforcement agencies have inadequate resources to cope with the large 
scale of consumer problems. For example, government-testing laboratories lack basic equipment, 
which is often out-of-date, and during 1997, the government had only 100 food inspectors for all of 
Albania. Because of the low level of income and the ineffectiveness of consumer protection laws, 
some foreign companies have dumped out-of-date and dangerous products into the Albanian market. 
Local Albanian traders and producers have also taken advantage of the situation to sell dangerous 
products. Both have resulted in illnesses, and sometimes death, for people who have purchased and 
consumed the contaminated food products. 

Due to the economic problems in Albania, The Albanian Consumers Association addresses the 
public's need for a strong consumer's organization. The Association also infonns them of hazards 
in the market; provides a unified voice for them in advocating policy fonnulation and 
implementation to government; and negotiates with the private sector to respect laws and standards 
protecting consumers. The Albanian Consumers Association contributes to the development of a 
market economy in Albania by providing a greater balance between suppliers and consumers in the 
market place. This includes the introduction of consumer education in the national school 
curriculum to better educate consumers on their rights to quality and safe goods and services. 

The ORT grant provides funding for the following: annual operational expenses of the organization; 
training of members and leaders of the association branches, training of government officials on 
legal requirements, governmental obligations, and health and safety standards; conducting 
inspections and serving as watch-dog over government organizations responsible for health 
inspections; taking consumer complaints and representing them to the government, businesses and 
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courts; leading conswner education campaigns; and informing the public of hazardous products and 
services through public service announcements. 

During this quarter ACA organized seven training seminars and trained 133 persons in Tirana, 
Elbasan, Lay, Fier, and Vlora. The training participants discussed laws which directly affect the 
conswners, such as the Conswners Protection law, Food law, Veterinary Services law, and Drugs 
law. The participants in the training were coordinators of regional advice centers, heads of 
association branches and association specialists in the field, and representatives from the local 
government. The training increased the participants knowledge of the legal framework for consumer 
protection, and strengthened future association relations with local government. Through training 
and dissemination of information regarding conswner rights and conswner protection, the public is 
more aware of its rights, and is more informed of how to approach the local government in case of 
any violation. The training events and participation of local government officials helped the 
association to further strengthen the relations with local government, to advocate more effectively 
for conswners rights, and to support the recruitment of new members in the districts. 

In addition, ACA is investing more to further train the headquarters staff who conduct most of the 
training in the districts. The staff is trained in other conswner rights issues and also development 
and organizational skills. Three local training sessions were organized by British trainers from 
Consumers International Organization / England on the above topics, and two other trainings in 
England and Bulgaria on how to conduct a test, which is one of association's main activities that 
directly impacts the pUblic. 

ACA organized a workshop to address the coexistence issues in a cornmunity like Kamza 
municipality, composed of a mixed population with some people with a long residence history in 
Tirana and new people recently moved from the north of Albania. In small working groups, the 19 
participants representing ACA, the cornmunity of Karnza and local government discussed some 
major issues for the area including the sewage system, infrastructure, etc. After the workshop, the 
community together with the local government representatives developed a strategy on how to 
collaborate on a specific issue such as reconstructing the main road in that area. 

ACA has made several negotiations with local and central governments during this quarter. ACA 
representatives met with Telecom Directorate to discuss public complaints about unjustified 
interruptions in the telephone line, unfriendly communication from the Telecom officers, and 
falsifications on telephone bills by the Telecom officers. In addition, they organized a wide media 
campaign regarding these issues. As result, the case is under investigation by the court. 

ACA has held discussions with the prefectures of Tirana, Berat, Vlora, Elbasan and Shkodra on 
issues such as water contamination, urban waste, and interruptions in water supply and electricity. 
The respective municipalities have taken some measures to address the problems. 
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ACA has met with representatives of the Ministry of Information and lawyers at the Albanian 
Parliament to discuss concrete collaboration areas and support to its activity and lobbing efforts. 

During this quarter ACA has received 5779 complaints by telephone, in written form or through 
visits to their office. According to the association, classification of the complaints relate to 16 major 
issues including drinking water, hospital and pharmaceutical services, misleading advertisements, 
environmental pollution, etc. ACA has presented 4781 complaints related to the situation of goods 
and market services to the local and central government. Of these, 998 are resolved, 910 are under 
the process and 1402 are not yet resolved. 

ACA advice centers in six regions have provided information and advice to 2683 citizens out of 
2784 citizens who visited the association's centers. The advice and information pertained to the 
quality of services and food safety, consumer's rights and laws, competent institutions to deal with 
the problem, etc. 

Several observation studies have been organized in eight cities, Tirana, Durres, Elbasan, Kruja, Fier, 
Vlora, Peqin conceming safety of foods, water, chemical fertilizers, hygienic conditions in the 
markets. The association addressed the problems in different meetings with local government and 
raised the consumer's awareness through dissemination of information concerning their safety and 
ways to protect themselves. 

An important aspect of ACA's activity is public awareness through association's media and access 
to public media. The association has produced and distributed 50,000 copies of 10 different leaflets 
regarding consumer's issues, and 40,000 copies of alert leaflets regarding safe services and 
consumers risks in the market. Specific consumer issues and the achievements of the association 
are covered by the quarterly magazine "The Consumer". The magazine is distributed to other NGOs, 
local and central government, donors and public, in and outside Tirana. ACA's headquarters and 
regional centers have given interviews about consumers rights and consumers safety issues, and have 
participated in 21 programs in Tirana: five radio stations and five private television stations. Outside 
of Tirana they have also participated in 17 interviews and programs on eight local radio stations and 
10 television stations. During the quarter ACA published approximately 43 articles in national and 
local newspapers. All this media coverage has increased the efficiency and effectiveness of ACA 
to protect consumer's rights, avoid risks, and strengthen its capacity and reputation. This is 
illustrated by 20 phone calls made by the local and central government to ACA's office to discuss 
concrete consumers issues raised in these media discussions and newspaper articles. 

Part of ACA's working focus has been the Kosovar refugees as well. ACA has distributed several 
informative leaflets with first hand information for the new arrivals. 
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ECON-007 Center for Economic and Social Studies: "Qualitative Privatization and the 
Transformation of Public Enterprises in Albania" (IDG - $15,000) 

Start Date: 12/1/97 End Date: 10/31/98 

The DemNet project provided funding to the Center for Economic and Social Studies to conduct a 
survey of recently privatized enterprises around Albania, analyze the data, publicize their findings 
and prepare a set of recommendations to the government as to the most effective forms of 
privatization. While the Center had conducted a preliminary study of this nature previously, a study 
of this magnitude had never been conducted in Albania. 

The premise of the study was based on the results of the first two phases of privatization in Albania. 
Beginning in 1991, an initial law was passed which focused on small and medium-sized enterprises. 
Later, in 1995, medium and large-sized enterprises were targeted for privatization with a voucher 
campaign. By the end of 1996, over 60% of Albanian enterprises employing over 40% of the work 
force and utilizing 20% of the country's assets had been privatized. 

In an earlier study, the Center found that in most cases, the control of the enterprise was placed 
largely in the hands of the current employees. The priority of the company became more to preserve 
employment and increase salaries than to make the enterprise more profitable and efficient and as 
a whole. This internal and short-sighted focus, combined with the modest management and technical 
skills ofthe new shareholders, led these enterprises to even greater inefficiencies and, ultimately, 
insolvency. 

From the beginning, the Center collaborated with the Albanian government. The Ministry of 
Economy and Privatization (MEP) appointed two specialists to work with the Center and serve in 
all working groups. Center staff and the MEP specialists, joined by academic experts and 
parliamentarians, formed working groups that served to guide all aspects of the project's 
implementation. 

After first designing a questionnaire, an initial survey of 100 large and medium-size enterprises 
began in January 1998. Enterprises were chosen from a variety of sectors in eight different cities 
and towns. Simultaneously, a second survey was conducted of management tearns and their effect 
on the success of their organization in six cities and towns. 

Following analysis of the data, the Center's staff organized three workshops in three towns outside 
of Tirana. Local government officials participated, as well as members of the local business 
community, NGO representatives and local university officials. Local and national media attended 
each workshop. 
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The conclusions reached by the survey supported the Center's hypothesis and provided much richer 
detail. Four forms of control were identified: 

State - decisions are made by local or national government; 
Internal -- decisions are made by the director and/or managers; 
Employee -- decisions are made by the employees; and 
External- decisions are made by owners outside of the operational structure, who control at least 

51 % of the stock. 

Analysis of the data concluded that enterprises under "external" control were the most efficient and 
dynamic. These same enterprises placed a much higher emphasis on reinvesting in capital 
equipment, a critical problem inherited from the very old Albanian infrastructure. 

But, the majority of privatized enterprises are "employee" controlled. Consequently, this leads to 
very dispersed ownership and decision-making processes. And, the majority of Albanian enterprises 
are not reinvesting in their capital equipment. 

The Center proposed two major policies to the government: 

To actively seek and encourage foreign investment in Albanian enterprises; 
And, to change existing regulations to allow foreign investment. 

And, specific to the government's privatization strategy, the Center made the following 
recommendations: 

Enterprises to be privatized should be carefully selected to focus on those with the best chance 
of success. 
Assistance to enterprises in the transition towards privatization. 
Management training before, during after privatization. 
Public sector reform and restructuring. 

Additionally, five articles, two in English, containing various aspects of the Center's findings were 
published. 

Institutional Development Grant Round 

ORT advertised the IDG grant deadline along with a grant summary description in three independent 
national newspapers for five days. Also, NGO umbrella groups, e.g., the Albanian NGO Forum and 
Women Center together with their weekly and monthly publications, distributed the announcement 
arid the IDG evalnation criteria to their NGO members and other groups. Through this process, ORT 
ensured a wide coverage of the sector in and outside Tirana. 
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In addition, to ensme a transparent process, ORT and ANTTARC organized two public information 
days, which were announced as part of the grant announcement. This was an efficient means to 
disperse information about the ORT strategy, the new type ofIDG grant and its focus, as well as the 
application and review process. The ORT Country Director and ANNT ARC Director led the public 
information meetings attended by approximately 15 NGO representatives each. Other informative 
"one on one" meetings were held in the ORT office during the month the application process was 
opened. 

ORT received 23 application forms in three weeks, which is a large number compared to previous 
grant rounds. Review teams composed of ORT and ANTTARC representatives, based on the 
established evaluation criteria, conducted the screening of application forms and selected nine NGOs 
to advance to the interview round. 

The finalists were announced on April 6, and the rest of applicants received a formal letter 
explaining why they did not advance. 

See Attachments: 

Micro Grants Round 

IDG Announcement (5 copies of newspapers) 
IDG Evaluation Criteria 
IDG Application Form 
IDG Interview Questionnaire 
List ofNGO applicants for the IDG program (the ones not completed 
have passed to the interview round) 

Many NGOs and a large number of proposals were presented to ORT during this quarter (see the 
"Project Proposals for Grants Round 9".) It is important to note that many of these NGOs come 
from outside of Tirana. Some of the NGOs did not meet the eligibility criteria and some of the 
proposals, especially the larger ones, were not compatible with the new grant focus and application 
format (they were submitted before the new IDG grant round was announced.) 

ORT announced its next MG round, March 15, in two national newspapers and through different 
umbrella groups. 
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II. TECHNICAL ASSISTANCE AND TRAINING 

A. Policy Advocacy Training for Youth NGOs 

From March 17-21, ORT engaged its policy advocacy training team and co-hosted a training 
workshop on policy advocacy. Representatives from 17 organizations working in the youth sector 
participated. ORT policy advocacy training covered all elements of a policy advocacy campaign, 
from issue identification, media relations, constituent mobilization, and coalition building, to direct 
lobbying. Policy advocacy trainers designed and delivered the curriculum at a level that enabled 
NGO participants to not only understand the new area, but also to comprehensively engage in 
advocacy following the training workshop. The training was developed in an extensive participatory 
process where NGOs worked in small groups and in one-on-one training exercises to develop policy 
positions and exercise new advocacy skills. 

An important part of the process was the visit and meeting with policy-makers and key decision­
makers in the Ministry of Culture, Youth and Sports. A well-known journalist, Andrea Stefani, also 
provided the participants with some techniques on using media, tips on how to approach the media 
and journalists, and a description what makes an event "newsworthy". The results of the training 
showed that the participants demonstrated a clear understanding of the steps in advocacy, and 
possessed a clearer definition of policy issues. The training session also helped form a group of 
NGOs who would serve as coalition partners or allies to address each particular issue discussed in 
the training. 

B. Training of a Local Support Group of Legislative Drafters 

During the fall of 1997, ORT trained a group of 18 Albanian lawyers in both drafting skills and issue 
representation to support ORT grantees in their policy advocacy work. The group of lawyers had 
not been previously trained in legislative drafting. As part of their two-month legal support to 20 
ORT grantees, the lawyers' group drafted 14 policy position papers, laws and amendments that are 
currently in the discussion process or on the agenda ofthe Parliament. 

In February 1999, ORT undertook a second legislative drafting training for its local legislative 
drafters group. The purpose was to increase the local support for NGOs in legislative drafting and 
at the same tiroe provide additional training to the local drafters. The training this time was provided 
by a former local legislative drafter and the issues were discussed in a truly Albanian context, 
including the attorney - NGO / client relations which became very iroportant during the practical 
work in the first round. 

The training took place during February and March, for eight weeks, and was organized in the form 
of two sessions per week. ORT and the local trainer selected 15 lawyers through a competitive 
process, which required the donation of free assistance to NGOs. NGOs selected the lawyers they 
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would work with and some of them had participated in the first legislative drafting training as well. 
It was good to see that all of the lawyers were NGO affiliated, which would support the long-term 
sustainability of the NGO sector. 

The legislative drafting training covered the following areas: (1) general steps in the legislative 
drafting process, beginning with analyzing the problems / issues, researching and analyzing the 
current policy and legal framework; outlining the issues; drafting; and how to critique and revise the 
draft; (2) good principles and techniques to use in legislative drafting; (3) the role of a legislative 
drafter and how to work effectively on the drafting and revision stage with the organization who 
wants the new policy or legislation; (4) the role ofan attorney in supporting policy-oriented NGOs 
during the advocacy stages of a law or policy (in negotiations with other NGOs, government, 
parliament and the public); and (5) drafting a supporting legal memorandum for a draft law or policy. 

The training was designed in a participatory format with exercises, NGO interviews, legal research, 
drafting policy position papers. In addition, they had two guest speakers: Perikli Polloshi, a member 
of the drafting staff ofal! the constitutions drafted in the country since 1991, who had a lecture on 
the drafting process, constitution structure, the importance of the language, and public participation 
in legislative drafting process; and Sokol Lamaj, a lawyer in the Council of Ministers, who focnsed 
his lecture on the identification of new policies to be developed and how to develop public and NGO 
relations. 

As the final phase of the training, the legislative drafters worked in small groups around two policy 
issues presented by ORT grantees. The drafters interviewed the NGO representatives about their 
policy issue of interest, its status, materials developed by the NGO related to the issue like, surveys, 
legal research, and previous drafts. Both NGOs, the Albanian Farmers Associations and the 
Consumers Association are ORT grantees working on specific legal reform issues. After the class, 
the lawyers did some legal research on the policy issues and the current legal framework these issue 
fall in or might contradict. As result, the three groups developed the first draft law on agriculture 
land tax; and a position paper regarding the integration of consumer education in high school 
curriculum. 

Taking into consideration the time limitations, the documents produced were comprehensive, 
reflected a good understanding of the issue and NGO interest, and provided a good base to build the 
final draft. This exercise showed how effective the training was and achieved concrete results 
described above. 

In addition, the pre-test showed that before the training 40% of participants did not have any 
knowledge or experience in legislative drafting, and 60% had a limited knowledge of specific aspects 
oflegislative drafting. The post-test showed that more than 90% had used them correctly. 
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C. ORT Survey of Albania 

Since ORT's advisor could not travel to Albania, an Italian research consultant was contracted \vith, 
and has begun preparation for his in-country assignment. He spent one week in Macedonia and 
Albania working with ORT's advisor and country director. Significant planning for the official 
release and presentation of ORT's survey report titled "Albania's Road to Democracy" and 
subsequent on-site training for NGOs focused on interpreting the survey results in order to design 
relevant programs and policies was accomplished during this period. Revised timelines were 
developed, and logistics were planned. Full details will be provided in the next quarterly report. 

Several components of the ten-day events program, which will take place in June 1999, were 
designed. The program will start with a half-day presentation of the survey book "Albania's Road 
to Democracy" to a broad audience of politicians, government officials, donor's community and 
media. Some small group discussions of donors and government officials will be organized to allow 
a more in-depth analysis of the findings and recommendations. This will allow the donor 
community to better allocate their funds based on real needs and geographical outreach, and to 
inform the government of the issues raised, reasons why and ways to address them. A special 
component of the program will be presentation and discussion of the survey findings to NGOs 
organized on a sector basis. ORT and its consultant, through technical assistance provided in small 
working group discussions, will promote NGO coalition building around issues of common interest. 

D. Public Participation and Parliamentary Procedures 

Over the past three years, ORT DemNet in Albania has seen a tremendous change in terms of 
increased NGO involvement in policy advocacy. Today, ORT counts more than 47 NGOs working 
in the policy area. ORT has provided tailored training and technical assistance to address their 
growing needs in building and strengthening the fragile relations between government and the civil 
sector, to address this new experience of public participation in decision making. 

As part of these efforts, ORT for the second time in collaboration with IRI (International Republican 
Institute) organized the second phase of public access to Parliament program. This program aims to 
increase the communication between Albanian NGOs and the Albanian Parliament; to increase the 
role and capacities ofNGOs in policy advocacy, implementation and in the representation of the by­
laws of the People's Assembly, approved in February 1999. 

The program consisted of a meeting with Viktor Gumi, Counselor of the Chairmanship of the 
People's Assembly, who introduced the new Procedures of People's Assembly, the public and NGOs 
access in Parliament, the role that the public can play in legislative drafting process and its 
involvement in Parliamentarian Commission discussions. The 25 NGO representatives had the 
chance to ask specific questions related to the status of the draft laws presented by their NGOs to the 
Albanian Parliament; how and who to contact for information, how the public relations work in the 
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Parliament and the best way to approach a member of the Parliament. Part of the discussion was the 
Parliament's agenda, how it is drafted and published. The NGOs signed up on the IRl mailing list 
to receive a free copy of the Parliament calendar. This way NGOs will be able to review the 
Parliament's work on a monthly basis and attend the discussions in Parliamentarian groups. 

During the next quarter ORT is planning the organized participation ofNGOs in Parliamentarian 
Commissions, when they discuss draft laws. This will help the NGOs to better understand the 
legislation discussion and approval procedures. 

E. Technical Assistance in the Drafting and Review of the NGO Law 

After more than one year of work, the first inter-ministerial NGO working group met in Ohrid, in 
January 1999 to discuss the final draft law with the technical assistance of the International Center 
for Not-for-Profit Law (ICNL) and ORT. 

The Ministry of Labour organized two public hearings during 1998 on the draft law with the 
assistance ofORT and ICNL in the organizational design of the public forums and comments on the 
draft law. Even though NGO participation through written comments on the draft law was 
insufficient, it was an important precedent towards a transparent democratic law making process. 
The working group circulated the draft to all govemment ministries for further comments. In 
general, the Ministries did not have substantial remarks about the law, except the Ministry of Justice, 
the only opposition to the draft law. 

The meeting of the working group in Ohrid was convened to revise the comments of the Ministry 
of Justice and the draft law a final time. The changes made by the Ministry of Justice (two 
representatives from the Ministry of Justice sit in the draft law working group) to the draft law were 
discussed in the working group. Comments were provided in the meeting and written up by the 
ICNL consultants. The focus of the discussions was the creation of a new third form ofNGOs, the 
Center and open and transparent NGO dissolution procedures and transfer of property. Relevant 
explanations and examples were provided to the representatives of the Ministry of Justice to clarifY 
which issues were agreed upon. 

The final draft law was finished, and according to the ICNL consultants, was considered to be one 
of the best in the Balkans. The Ministry of Labour is prepared to present the draft law to the Council 
of Ministers. According to the legal procedures, the draft law has to go to the Parliament after the 
approval of Council of Ministers. At this stage, ORT is preparing a follow-up lobbying strategy in 
case important changes are made to the draft law by the Council of Ministers. 
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F. Improving Financial Management Systems and Reporting ofNGOs 

ORT continued its technical assistance and training program to help grantees set up a sound financial 
management system. Through ORT technical assistance and training, ORT grantees develop a 
modem fund accounting system, supporting records and receipts, and more accurate and timely 
reports. During this quarter, ORT trained six representatives from five NGOs in a two-day training 
course. The participants consisted of new ORT grantees from this quarter and some new finance 
officers from the old grantees who were recently appointed to the position. Their NGOs asked to 
have them trained by ORT as their predecessors because of the usefulness of the training in the past. 

The two-day training course incorporated group discussions, exercises in small working groups, 
participant presentations, and homework for NGO participants to introduce a modem fund 
accounting system. This involved how to set up a chart of accounts, reviewing and critiquing a 
budget, developing a financial report according to ORTIUSAID rules. The training also introduced 
some fundraising techniques. The participatory nature of the program required participants to 
immediately use the new information provided by the trainers. 

The impact ofORT training is readily apparent as ORT receives more timely and accurate financial 
reports from NGOs who attend the training. The demand for ORT financial management training 
is always significant in the NGO sector. This is due to practical assistance and training needed by 
those NGOs who have a lot of money but do not have the financial management capacity, and 
another category of NGOs who are small and do not have experience in drafting budgets and 
preparing financial reports for the donors. ORT is planning to conduct a TOT to train additional 
trainers to meet the NGO demand and need for financial management training and assistance. 

G. Staff 

Lisa Davis, ORT's Chief of Party, left the project in January, and Celeste S. Angus became the 
acting COP. In February 1, 1999, a new Albanian staff member joined ORT DemNet Albania as 
Program Assistant. The position was announced in newspapers for several days and after the 
screening ofCVs, a round of interviews based on standardized questions was held at the ORT office. 
The Program Assistant will be responsible for subgrant program development, training and technical 
assistance program development, subgrant technical assistance, reporting and coordination, as well 
as selected management responsibilities. 

III. NGO DEVELOPMENT AND SUSTAINABILITY STRATEGY 

Organizational Development of the Albanian National Training and Technical Assistance Resource 
Center (ANTTARC). 
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Board of Directors Meeting 

A meeting of ANTIARC's Board of Directors was held in Ohrid, Macedonia The board president 
and the executive director reported on the progress of the overall development of organization. The 
agenda (see Attachment 7) included: 

• ANTIARC staff professional and personal development 
• NGO Development and Leadership Staff Training Retreat held in Italy 
• Training ofTrainersffraining of Consultants program held in Bulgaria 
• Continued equipping of ANTI ARC offices 
• Discussion of Joint Strategic Plan developed by staff and board's Public Relations and Public 

Image Committee and Fundraising Committee 
• Upcoming IDG program 
• Upcoming Open House 
• Plans for Donor Collaboration 

In preparation for the meeting, a letter was sent to all board members by the ORT advisor informing 
them of the positive outcome of ANTIARC's registration process. In addition, a copy of the 
ANTI ARC presentation catalogue and a cover letter from the executive director was sent to each 
member. Meeting logistics were arranged including transportation, accommodation, and meeting 
room. 

Details were provided on the topics covered and the successes of both the intensive staff retreat and 
the rigorous training-of-trainers/training-of-consultants program. Specifics of the upcoming IDG 
program were presented, including the relationship between, and roles ofORT and M'TIARC in 
implementing the program. The Joint Strategic Plan for Public Relations and Fundraising was 
approved during the meeting. 

Progress on board development has been made during this quarter, as reflected by the outcome of 
the meeting. The meeting was constructive, with relevant questions and issues being raised by all 
members. The board president and the executive director co-facilitated productive discussion on all 
issues raised. The agenda was followed, resulting in a productive and efficient meeting. 

Staffing of Organization 

Staffing of the organization continued during this quarter. Due to the fact that the Administrative 
Assistant and Executive Program Assistant were not able to fulfill their contractual obligations ,vith 
the NGO Center, an open selective process for new employees was initiated. An employment 
announcement was published in two daily newspapers for two days and twenty candidates were 
interviewed for both positions. The interviews consisted of a series of standardized questions and 
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open-ended questions (see Attachment 8), which were scored. The applicants with the highest scores 
were selected to participate in a second round of interviews. 

The final decision was made after the second round of interviews. Employment contracts (see 
Attachment 9) were signed, which specified employee's position title and scope of work, supervision 
and reporting protocol, duration of contract, remuneration, and other relevant information. 

Furnishing and Equipping of Organization 

Continued furnishing and equipping of ANTIARC offices took place during the last quarter. All 
items were purchased according to USAID regulations, through competitive bidding procedures. The 
offices are significantly established now, with fmal items to be secured during the next quarter. 

A resource library consisting of various training materials, manuals, and other documents was 
purchased and set up in ANTIARC's second floor training room. The ANTIARC 
training/consulting staff will have access to the library for purposes of professional growth and 
design and development of all future training and technical assistance to be provided. Staff received 
a rigorous overview of the materials and suggestions on usage during the Training-of­
trainersffraining-of-Consultants program. Staff members had opportunities to refer to the materials 
during this last quarter, exhibiting relevance of the materials to their work. Efforts will be made to 
add additional materials to the library during the coming months. 

Financial Management 

ANTTARC's executive staff continued implementation of the financial management system. 
Financial reports were prepared for the period January through March 1999. A revised annual 
budget and individual monthly budgets were drafted for subsequent periods. A revised work plan 
and timelines were completed in accordance to the monthly budgets, reflecting completed activities, 
and those foreseen to be implemented by ANTT ARC during the period October 15, 1998 through 
July 1, 2000. 

ANTIARC's executive staff, primarily the finance manager, demonstrated significant development 
in the financial management of the organization during the last quarter, as reflected by the financial 
management system and accurate financial reporting. Efforts will be placed on improving the 
efficiency of the financial management next quarter, when the finance manager is expected to 
finalize a computerized program for the system. This program will enable ANTI ARC go beyond 
financial management of the ORT grant and document all financial transactions for the organization. 
Since it is expected that ANTI ARC will soon engage in collaboration with additional donors and 
other revenue generation, this computerized system is seen as a priority. 

15 



Preparation for the Training of TrainersfTraining of Consultants Program 

Extensive preparations for the Training ofTrainersffraining of Consultants Program were necessary. 
Since American consultants were not authorized to travel to Albania, it was necessary to consider 
alternative locations for the program. Among alternatives, Bulgaria was chosen due to geographical 
proximity and relevance (regional similarities and relevant NGO sector) and an existing relationship 
with the Bulgarian Democracy Network Program, which would later assist in the development and 
delivery of the program. 

Logistic arrangements for the one-month program were coordinated through a joint effort from 
Albania (ANTIARC staff), Bulgaria (DemNet staff consultant), Macedonia (ORT advisor), and the 
US (consultants). 

A diligent search was conducted in order to identify a training facility with accommodations most 
conducive to the program needs available in Bulgaria. Upon the local Bulgarian consultant's 
presentation of preliminary options, ANTTARC's executive director made a preliminary trip to 
Bulgaria, where he visited a number of possible training facilities with accommodations. A facility 
located in one of Sofia's hotels was selected due to travel accessibility, training facilities on site, and 
cost benefit. All staff and foreign consultants responsible for the program were accommodated at 
the hotel. 

With the support of the local consultant, a number of local NGOs were identified in Sofia and 
Plovdiv for site-visits and field practicums and a number of meetings with NGO leaders and 
consultants were scheduled in advance. 

Other logistics included obtaining travel visas, confirming travel arrangements, identifying and 
contracting with consultants, developing an agenda for the training program (see Attachment 10), 
developing an extensive training manual, developing protocol for pre-post program evaluation and 
satisfaction survey (see Attachment 11), developing a list of training resources, purchasing training 
resources and materials, preparing a packing list, and gathering materials and equipment. 

The extensive preparation for the program was completed successfully by all involved working 
closely together. The level of team-work and quantity and quality of the program reflects the 
seriousness and enthusiasm of the ANTIARC staff for the work they are engaging in. This program 
was one more example of how well the team has solidified during the past months. 

Participation in Training of TrainersfTraining of Consultants Program 

All ANTI ARC staff members participated in the intensive one-month Training ofTrainerslTraining 
of Consultants in Sofia, Bulgaria from January 11, 1999, to February 5, 1999. The executive 
program assistant joined the training/consulting team as the logistics coordinator during the program. 
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She assisted the team and the consultants in on-site arrangements, trouble-shooting, financial 
transactions, documentation, and general administrative assistance. In addition, ORT's finance 
officer joined ANTIARC staffin the TOT, participating for a briefperiod. 

The program was designed to increase the theoretical knowledge and practical skill level of 
participants as NGO organizational development trainers and consultants in order to prepare them 
for the work to be accomplished in their role with Albanian NGOs. The exposure to the strengths 
and limitations ofBugarian NGOs that they came into contact with assisted in the process. 

The training curriculum for the program, developed in the form of an extensive manual by American 
consultants, reflected the training needs of ANTI ARC and the staff. In order to determine needs 
based on the organization's mission and goals and background and experience of each staff member, 
and design the most relevant program possible, a training needs assessment was developed and 
administered prior to developing the curriculum. Regular discussions and progress reviews took 
place between ANTTARC's executive director, the ORT advisor, and American and local 
consultants, resulting in a well-designed, participatory training agenda, training curriculum and 
manual, and protocol and instrumentation for pre-post program evaluation and satisfaction survey. 

The program's training curriculum largely emphasized the following topics: 

• Learning and development 
• Roles and responsibilities ofNGOs 
• Management functions and standards in NGOs 
• Planning in NGOs 
• Coordinating organizational resources . 
• Monitoring and evaluating organizations, programs, and services 
• Consulting roles, process, and contracting 
• Communication 
• Information gathering in organizations 
• Assessing organizational and training needs 
• Facilitating problem-solving 
• Training design, delivery and evaluation 
• Leadership and Delegation 
• Conflict Analysis. 

To measure knowledge and skills gained during the program a comprehensive pre-post evaluation 
was conducted which revealed a significant increase in participant knowledge and skills. Extensive 
standardized self-report questionnaires were administered pre- and post-training. In addition, a mid­
term evaluation was administered during the prograrn in order to receive feedback from the 
participants on the quality and relevance of the program, and to determine need for any 
modifications. The mid-term evaluation reflected general satisfaction among the participants, 
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allowing for continued delivery of the program. 

The importance of conducting the pre-post evaluation was seen by all as not only related to 
measurement of the outcomes of the TOTITOC program, but also to provide additional experience 
with measurement and accountability which will be important to ANTTARC's future work. 

Toward the end of the one-month program, each participant was required to design and deliver a 
one-hour training program for the other participants. They were expected to reflect on the 
knowledge gained thus far during the program, select a relevant topic of importance or of interest 
to them, refer to available resources, design training curriculum and attachments, and deliver a 
seSSIOn. 

Each participant designed and conducted a one-hour training session. Topic selected include: 

• Public Speaking 
• Strategic Management 
• Strategic Planning 
• Communication 
• Conflict Management 
• Training Instrumentation 
• Marketing for NGOs 
• Motivation in Workplace 
• Leadership 
• Financial Management 

Presenters were well prepared with agendas, handouts, and other materials, and used a variety of 
training resources and equipment, including flip charts, overhead projectors, video, and other visual 
aids. Presenters developed training curriculum based on information found in the training resource 
library, TOT manual, and internet. 

The American consultant who served as the lead trainer for the TOT program provided significant 
assistance during the preparation, delivery and evaluation of the presentations. Upon completion 
of each presentation, presenters received important feedback from other participants and the lead 
trainer. All presentations and feedback were videotaped, allowing for later review and critic. 
Participants reported that the videotapes will be helpful in identify strengths and limitations in 
training skills, allowing for improvement. 

All presentations were considered to be highly successful. In addition to gaining hands-on 
experience in training design, development, and delivery, participants had the opportunity to 
experience receiving and providing constructive feedback. The feedback sessions reflected 
significant improvement over those witnessed during earlier training components, suggesting that 
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participants have improved knowledge and understanding of training and consulting issues, their role 
as trainers/consultants, the mission and goals of ANTTARC, and perhaps most importantly, their 
ability to conununicate effectively. However great the improvement in these areas, efforts to further 
improve will continue during next quarter. 

The lead trainer conducted two individual interviews, at the beginning and at the end ofTOTITOC, 
with each participant. The first individual interview intended to identify participant expectations, 
fields of interest, and training needs. Participants received important feedback from the lead trainer 
regarding personal and professional development that was used in the preparation of individual 
action plans. The second interview intended to identify participant achievements during the program, 
including what level their expectations were met, and reconunendations to be considered for further 
development. 

Each participant at the end of TOTITOC developed individual action plans for professional and 
personal development. In these plans, participants elaborated objectives for their personal and 
professional development and plans for achieving them. 

Visits to various NGOs in Sofia and Plovdiv were an important component of the TOTITOC 
program. ANTT ARC staff visited Civil Society Foundation and Institute for Sustainable 
Development in Sofia and the Association for Debate, Association for Protection of Birds, 
Consultants' Association, and the Association of Understanding in Plovdiv. Infonnation gathering, 
organizational assessment, and sharing of experience were the main purposes of these visits. 
Participants were provided the opportunity to receive practical, on-site experience, to improve their 
skills in areas they will engage in in the near future, and gain from others' experiences. Each 
participants prepared a report on their experience during the visits. 

Another important component of the program was a meeting with representatives of Bulgarian 
NGOs including The Union of Bulgarian Associations, Bulgarian Association for Fair Elections and 
Civil Rights, Public Institute for Environmental and Social Research, Bulgarian Association for Bird 
Protection, and Institute for Sustainable Conununities. The local consultant facilitated the meeting 
based on questions and issues of interest submitted in advance by ANTTARC staff. Representatives 
of the Bulgarian NGOs shared with their Albanian counterparts their experiences related to 
relationships between NGOs and government, business, and media; public relations; internal -
external conununications; internal operating systems; monitoring and evaluation; perfonnance 
evaluation; fundraising; finance management; assessing training needs; staff recruitment procedures; 
etc. A report on the outcomes of the meeting was prepared. 

ANTTARC staff also met with a group of Bulgarian consultants, who shared experiences on 
consulting roles, consulting process, and contracting. A report on the outcomes of the meeting was 
also prepared. 
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During the final week of the program, ANTIARC staff completed a draft baseline report 

incorporating recently developed baseline, goals, and indicators for the organization's grant from 

ORT; finalized the organization's operating policies and procedures manual, and developed staff 

performance evaluation protocol and instrumentation. 

The baseline report reflected goals, baselines and indicators related to the Institutional Development 

Program and the NGO Development and Leadership Certificate Program for the frrst year of 

operation. 

The first draft of "Manual of Policies and Procedures" that was initially developed during the staff 

retreat, was revised and completed with the assistance of an American consultant. The final version 

of Manual includes policies and procedures in areas such as Accounting, Administrative, Finance 

and Credit, Personnel, Property Management, Security and Operations, Marketing and Public 

Relations, Environment, and Disaster Management. The period from present until the end of the 

year will be used to implement and carry out the organizational policies, after which time necessary 

changes and modifications will take place. The NGO Center staff will use the experience gained in 

developing their own organization's manual of Policies and Procedures to assist Albanian NGOs 

they will soon begin working with through the lOG program to develop their manuals. 

Staff Performance Evaluation 

According to employment contracts, each employee must receive a satisfactory performance 

evaluation during the first three-months of employment in order to succeed the probationary period. 

Rigorous performance evaluation protocol and instrumentation, in accordance with employment 

contacts and employment position descriptions, was developed by ANTI ARC staff and approved 

by the ORTadvisor. 

The first staff performance evaluation was conducted in Ohrid, Macedonia by ANTIARC's 

executive director and the ORT Advisor. The objective of the first performance evaluation was to 

assist in identifying professional development needs, communicate feed back on performance, and 

establish goals and individual objectives for improvement in needed and desired areas. Several days 

prior to the performance evaluation meeting in Ohrid, each staff member completed The Se1f­

Evaluation Form (see Attachment 12). 

During the performance evaluation importance was given on reviewing and rating all factors relevant 

to each employee's effectiveness on the job. It involved an open communication process between 

employer and employee including observations, guidance, and training opportunities offered to them. 

A Performance Evaluation form was completed for each employee by the employer (see Attachment 

15). At the end of the process employer and employee engaged in a discussion where they set goals 

to be achieved prior to the next performance evaluation and action plans to achieve them. A 

Performance Plan was developed for each employee through a participatory approach. 
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Conducting the perfonnance evaluation during this period enabled staff to receive clear feedback on 
their perfonnance to date, in preparation for their upcoming work with NGOs. They will be able to 
use the Regional internship program to improve needed skills and where relevant, re-direct their 
professional development. 

Upon completion of the staff perfonnance evaluation, teams were assigned. There are presently two 
training consultant team leaders with three training consultants each. Efforts were made to develop 
two teams with members of various strengths, backgrounds, and training styles. Since the financial 
manager will also provide training and consulting in financial management issues, she will be 
assigned to both teams during times of training and technical assistance delivery. 

Open House Reception 

ANTTARC held an Open House Reception on March 31,1999. The event was carefully planned 
and organized by the staff, with assistance from several board members, and attended by more than 
70 persons representing international and local donor organizations, government agencies, media, 
and the NGO community. Invitations were designed and delivered prior to the reception (see 
Attachment 14). 

The Open House provided an opportunity for ANTTARC staff to present details on the ORTIUSAID 
NGO Development and Sustainability Strategy, and ANTTARC's role in the Strategy. Details were 
provided on the upcoming IDG program, where Albanian NGOs will receive a grant from ORT and 
rigorous organizational development training and on-site technical assistance from ANTIARC. 
Details were also provided on the intensive three-month NGO Development and Leadership 
Certificate Program for NGO leaders, which consists of education, training, and internships. 
Attendees were encouraged to collaborate with ORT and ANTIARC on both programs. 

The reception was held on the premises of ANTTARC, offering the opportunity for guests to visit 
the facilities. After an introductory welcome speech by the executive director, guests were 
introduced to ANTI ARC board and staff members, and were able to mingle with one another. 
Refreshments were served, and ANTTARC promotional materials were distributed. The entire event 
was videotaped, and photographs were taken to record the important event in the history of the 
organization. Various Albanian media organizations were present, resulting in several well­
presented televised broadcasts of the event. The high turnout at the reception suggests that 
ANTT ARC is gaining interest and appreciation from the various sectors in Albania. The support 
of the U.S. government, as reflected by the attendance of the U.S. Ambassador and USAID 
representatives was much appreciated. 
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Public Image Campaign 

During the NGO Development and Leadership Staff Training retreat, ANTIARC staff developed 
a strategic plan for promoting the organization to the public, government, international and local 
donor organizations, NGOs, and businesses. Within the framework of this strategic plan, a letter of 
introduction from ANTIARC's executive director, providing details regarding the ORTIUSAID 
Development and Sustainability Strategy, was sent to all donor organizations active in Albania. 
After distribution of the letter, several organizations contacted ANTI ARC, expressing interest in 
potential collaboration. 

As part of ANTI ARC's organizational brochures, a flyer was produced describing the ANTI ARC's 
vision and mission, the ORTIUSAID NGO Development and Sustainability Strategy, and services 
provided (see Attachment 15). The flyer was designed, edited, and printed by ANTI ARC staff in 
Albanian language using existing office equipment. 

During the first week of March, ANTTARC distributed its organizational brochure to approximately 
100 international and local donor, government, and non-governmental organizations in Tirana and 
other regions of Albania. 

In order to promote ANTTARC services, a two-page profile of ANTTARC with information on the 
ORTIUSAID Development and Sustainability Strategy was developed for a quarterly magazine on 
training information and opportunities in Albania. The profile will appear in the April-June 1999 
issue. Upon publication, a copy will be provided in the next quarterly report. 

Institutional Development Grants Program 

As the local partner in ORTIUSAID's NGO Development and Sustainability Strategy, ANTTARC 
worked with ORT in the development of recruitment, selection criteria, and scoring procedures and 
protocol, application form, interview questionnaire, for the IDG program. 

The selection criteria were developed focusing on two primary categories. The first category 
represents "legal" aspects, with these criteria being obligatory for application. To be eligible to 
apply, an organization must be legally registered, their areas of activity must fall under one of the 
priority areas of the Democracy Network Program, they must not be limited to religious activities, 
they must not be a branch of a political party, and they must not be involved in any political activity. 

The second category represents the evaluation criteria, which will be rated using a standardized 
scoring system. The aim is to evaluate the commitment of applicants to participate in the 
implementation of the IDG program, their institutional capacity, their track record, their external 
environment, demonstrated effectiveness and efficiency, and spirit ofvolunteerisrn. 
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An extensive application form and an interview questionnaire were developed based on the criteria, 
and contain a set of questions designed to collect information on each criteria. 

Development of the criteria, application form, and interview questionnaire served to increase 
ANTIARC staffs knowledge and skills regarding organizational assessment. Participation in this 
process will increase their understanding of the role they are about to engage in with the IDG 
recipients, focus their objectives during the up-coming Regional internships, and subsequently 
facilitate the process of organizational development training and technical assistance delivery and 
monitoring and evaluation during their work with the IDG recipients. 
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TOTAL GRANTS: 74 

ORT Albania Democracy Network Program 
Cumulative List of Grants alo March 27,1999 

TOTAL AMOUNT AWARDED: $829,130 

CROSS-SECTOR INSTITUTIONAL CAPACITY BUILDING IGrant Total Amount: $290,000 
Project Duration Dates: 
Start End 
08/01/98 06/01/00 CRSNWK-OOI Albanian National Training and Technical Assistance Recourse Center: "NGO 

Development and Sustainability Strategy" (DAG-$290,000) 

DEMOCRACY SECTOR 33 Grants Total Amount $221,282 
Project Duration Dates: 
Start End 
12122/95 1/30/96 

2/1/96 5/31/96 

1/1/96 3/31/96 

1/1/96 6/30/96 

7/1/96 12/31197 

9/1/96 11115/96 

9/1/96 11115/96 

2/1/97 10/30/97 

1/1/97 4/30/98 

7/1/97 12/31197 

ORT Albinia Oemoeracy Network Program 
Cumulative U,.t or Grants nlo February 1.1999 

DEM-OOI 

DEM-002 

DEM-003 

DEM-004 

DEM-005 

DEM-006 

DEM-007 

DEM-008 

DEM-009 

DEM-OIO 

Union oflndependent Dissidents: "Memorial Conference for the Poet Nexhat Hakiu"(MG­
$100) 

Women's Center: "Promotion of Women's Participation in Politics" (MG-$1,272) 

Kavaja Community Center: "March 26 Democracy Painting Contest" (MG-$500) 

Society for Democratic Culture: "Elections '96: Informing the Voters" (DAG- $29,998) 

Albanian Helsinki Committee: "Annual Operational Budget" (DAG - $30,000) 

Society for Democratic Culture: "Radio/TV Spots for Elections" (MG-$3,000) 

Society for Democratic Culture: "Media Monitoring Campaign" (MG-$3,000) 

Albanian Youth Council: National Symposium, "Youth Policy in Development" (MG­
$4,760) 

Albanian NGO Forum: "NGO Networking" (MG-$5,050) 

DeMcTra: "Developing Communication Skills in NGOs" (MG-$5,000) 

1 
MG I: Mlcrogrant 
lOG I: Institutional Development Grant 
DAG • Development Actlvltle. Grant 
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5/22/97 6/29/97 

6/1/97 10/30/97 

6/10/97 7/15/97 

6/17/97 7/15/97 

6/17/97 7/29/97 

6/25/97 12/31/98 

9/16/97 11/30/97 

10/18/97 11/20/97 

3/1/98 11/6/98 

3/1/98 5/15/98 

4/10/98 5/6/98 

4/1/98 6/30/98 

8/7/98 9/30/98 

ORT Albania Democracy Network Progflrn 
CumulaUve list or Grant~ 010 February 1,1999 

DEM-OII 

DEM-012 

DEM-013 

DEM-014 

DEM-015 

DEM-016 

DEM-017 

DEM-018 

DEM-019 

DEM-020 

DEM-021 

DEM-022 

DEM-023 

Society for Democratic Culture: "Media Monitoring of Albanian National Elections '97" 
(MG - $7,941) 

Society for Democratic Culture: "Elections Monitoring '97" (DAG $29,925) 

League of Pensioners of Albania: "Parliamentary Candidates: Together at a Round Table 
with All" (MG-$1,319) 

Union of VI ore Intellectuals: "Parliamentary Candidates Face to Face with the Electorate" 
(MG-$2,498) 

Law and Rural Women's Rights: "Improving Democratic Culture among Rural Women in 
the Parliamentary Elections '97" (MG - $1,380) 

Foundation for the Reconciliation of Disputes: "Promoting Tolerance, Understanding, 
Culture and Improved Capacity in Treating and Resolving Conflicts" (IDG- $15,100) 

Young Researchers of Social Sciences - Shkodra: Civic Education Project: "0 Tempora? 0 
Mores!" (Now? or Never!)(MG- $1,910) 

The Women's Legal Group: "Building a Partnership Between Women Deputies of 
Parliament and the Women's Legal Group" (MG - $875.00) 

Society for Democratic Culture: Media Monitoring in A Non-election Environment ($9081) 

The Albanian Human Rights Group: The Protection of Human Rights through Improved 
Enforcement of Judgements (MG-$1895) 

Foundation for Juridical Culture: "Constitutional Publication" (MG- $1195) 

Institute for Contemporary Studies: "An Ombudsman Institution in Albania" (MG- $2950) 

Center for Economic and Social Studies: "Citizen Review ofthe Draft Constitution -Korea" 
(MG- $1390) 

2 

MG a Mlcrogrant 
lOG = Institutional Development Grant 
DAG = Development Activities Grant 



~? 

8/14/98 9/30/98 

11/1/98 11/30/98 

01/01/99 06/30/99 

DEM-024 

DEM-025 

DEM-026 

Center for Economic and Social Studies: "Citizen Review of the Draft Constitution -
Gjirokaster" (MG-$1420) 

Society for Democratic Culture: "How to Vote Correctly" (Constitutional Referendum) 
(MG-$2500) 

Albanian Center for Economic Research: "Improving Municipality Services: Developing and 
Implementing a Local Level Anti-Corruption Action Plan" (MG-$5,OOO) 

NGO Service and Network Grants: 

11/1/95 10/31/96 

7/15/96 2/15/98 

4/1/97 7/30/98 

6/10/97 6128/97 

5/17/97 7/31/97 

1/1/98 8/31/98 

5/15/98 6/15/98 

ORT Alb,nll Domocracy Notwork Program 
CumulBUve lIsl of Gronls (110 February 1,1999 

DEMNK-OOI Albanian NGO Forum: "Institutional Capacity Building Project" (lOG-$15,208) 

DEMNK-002 Albanian Youth Council: "National Program to Extend a Youth NGO Network" (lDG­
$14,984) 

DEMNK-003 Women's Center: "Effecting Public Policies related to Women through Dissemination of 
Information on Gender Issues" (lOG-$14,980) 

DEMNK-004 Albanian Youth Council et al.,: "Live & Vote" (MG- $2,990) 

DEMNK-005 Professional and Business Women's Association et al.,: "Promoting Women's Participation 
in the Electoral Campaign" (lDG - $7,970) 

DEMNK-006 DeMeTra: Institutional Building of DeMeTra - "A National Management, Training, and 
Consultancy Organization" (lOG - $13,630) 

DEMNK-007 The Local Coordinative Forum for the NGOs in Elbasan: NGO Law Training in Elbasan 
(MG - $623) 

3 

MG 1:1 Mlcrogrant 
lOG = Institutional Development Grant 
DAG = Development Activities Grant 



pfl.f> 

SOCIAL SAFETY NET SECTOR 

3/15/96 11/15/96 

3/1/96 1/31/97 

5/1/96 8/31/96 

7/15/96 10/15/97 

8/1/96 10/31/96 

7/1/96 9/30/96 

2/1/97 12/30/97 

2/15/97 4/15/98 

6/15/97 9/30/97 

6/23/97 7/15/97 

11/5/97 4/30/98 

11/22/97 12/31/97 

ORT Albania Democracy Notwort< Program 
CumulaUvo LI,t 01 Grants 0/0 Fobruary 1,1999 

SSN-OOI 

SSN-002 

SSN-003 

SSN-004 

SSN-005 

SSN-006 

SSN-007 

SSN-008 

SSN-009 

SSN-OI0 

SSN-Oll 

SSN-012 

18 Grants Total Amount: $103,464 

The Albanian Resource Center for Health: "Albanian Medical Ethics and Law Handbook" 
(MG-$3,975) 

The Family Planning Association: "Improving Reproductive Rights in Albania" (IDG­
$\3,000) 

The League of Albanian Anti-Communist Women: "National Platform for Action" (MG­
$2,094) 

Useful to Albanian Women: "Monitoring Center for Drug and Alcohol Abuse" (IDG­
$15,690) 

Albanian Patients Association: "Charter of Patients Rights" (MG-$734) 

Humanitarian Assoc. Of Labor Invalids: "Labor Invalid Identity Cards" (MG-$I,920) 

Association to Assist Mentally Handicapped Persons - Pogradec Branch: "Improvement and 
Implementation of the Law on Social Assistance for Mentally Handicapped Persons and 
Caretakers" (MG-$1 ,800) 

Albanian Hemophiliac Assoc.: "Campaign for the Identification of People with Hemophilia 
& an Evaluation of Their State & Treatment" (MG-$3,760) 

Law and Rural Women's Rights: "Assessing Violence Against Village Women" (MG­
$1,831) 

Albanian Blood Donors Association: "Save a Life - Give Blood During the Crisis" (MG -
$3,000) 

Law and Rural Women's Rights: "A Law Addressing Family Violence" (MG - $2040) 

Albanian Paraplegic Association: "Building an Enabling Path for the Disabled" (MG-$1170) 
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11/1/97 7/15/98 

4/10/98 12/20/98 

5/6/98 10/31/98 

5/1/98 5/31/98 

SSN-013 

SSN-014 

SSN-015 

SSN-016 

Useful to Albanian Women- "Drug Monitoring Center" ($15,270) 

Albanian Disability Rights Foundation: Building a Government - NGO Partnership on Law 
For Disabled Persons ($2990) 

Law, Business and Rural Women - "Institutional Strengthening of the Association" ($3200) 

Albanian Family Planning Association: "Improving Reproductive Rights in Albania - II" 
(MG-$150) 

NGO Service and Network Grant 

3/15/96 3/14/97 SSNWK-OOI The Albanian Resource Center for Health: "Health for All Center" (IDG - $16,700) 

12/1/97 1/31/99 SSNWK-002 Health NGO Forum: "Strengthening the Network of Health NGOs" (IDG- $14,140) 

ENVIRONMENTAL SECTOR 11 Grants Total Amount $44,881 

7/1/96 7/30/98 

7/15/96 1/15/97 

7/1/96 11/26/96 

7/1/96 10/31/96 

2/1/97 12/30/97 

3/1/97 5/30/97 

ORT Albanl. DomOt:racy Notwork Program 
Cumulative Ust of Grants alo February 1,1999 

ENV-OOI 

ENV-002 

ENV-003 

ENV-004 

ENV-005 

ENV-006 

Association for Protection and Preservation of the Natural Environment: "International 
Symposium on Prespa Lakes" (IDG-$14,225) 

Biologists Association: "Reform of Teaching Programs in Environmental Education in High 
Schools" (IDG-$7,170) 

Albanian Ecological Club- Mirdita: "Regional Seminar on Reforestation ofRubiku Hills" 
(MG - $2,930) 

Association for Protection and Preservation of the Natural Environment - Shkodra Branch: 
"Increasing Public Awareness of Lake Shkoder" (MG-$2,325) 

Albanian Ecological Club- Lezha Branch: "Reestablishing Nature Reserves in Vain and 
Kune" (MG$2,300) 

Kadmi and Harmony: "Keeping the River Clean Keeps the Lake Clean" (MG - $2,939) 

5 
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..J>~ 

9/15/97 5/15/98 ENV-007 

3120/98 9/20/98 ENV-008 

1/15/98 4/30/98 ENV-009 

5/1/98 5/31/98 ENV-OI0 

5/1/98 6/30/98 ENV-Oll 

ECONOMIC GROWTH SECTOR 

2/1/97 7/20/98 

2/15/97 6/30/98 

6/15/97 7/15/97 

8/1/97 4/30/98 

10/18/97 12/31/97 

\\/15/97 12/15/97 

ORT Albinia; Democracy Notworit Program 
Cumulative! LI" 01 Grants 010 February 1,1999 

ECON-OOI 

ECON-002 

ECON-003 

ECON-004 

ECON-005 

ECON-006 

Albanian Scientific-Didactic Association ofSpeleologists: "Creating a Policy for the Legal 
Status and Management ofKarstic Caves According to Scientific and Didactic Values (MG-
$3050) 

Transborder Wildlife Association: "Protection of Nature, Beauty, Life: Natural Resource 
Management" (MG $2972) 

Public Health Institute: "The Voice of Associations in Compilation of Public Health 
Policies" (MG - $2999) 

Protection and Preservation of the Natural Environment: "An Albanian Law to Protect Its 
International Lakes" (MG- $1000) 

Albanian Scientific-Didactic Association ofSpeleologists: "Mobilizing Support for a Law 
on the Status and Management of Karstic Caves" (MG- $2971) 

11 Grants Total Amount $)69,503 
.~~----------------------

Assistance Center for Business Assoc.lKorca: "Establishment of an Assistance Center for 
Business Association" ($10,156) 

National Union of Albanian Farmers: "Institutional Capacity Building and Advocacy" (IDG-
$15,000) 

Albanian Center for Economic Research: "The Economic Crisis: Its Causes, Consequences, 
and Possible Solutions" (MG- $2,250) 

Albanian Consumers Association: "Improving Consumer Protection Rights and Institutional 
Development (IDG - $14,997) 

Institute for Contemporary Studies: "Mobile Business School" (MG - $2,974) 

Organic Agriculture Association: "Promoting Support for Organic Food Production in 
Albania" ($2\50) 

6 
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12/1/97 10/31198 

111198 4/30/98 

01101/99 12/31199 

02/20/99 04/30/99 

02126/99 02/26/00 

ORT Albanla Demoel'lCY Notwork Program 
CumulaUve list 01 Gronla alo February 1,1999 

ECON-007 

ECON-008 

ECON-009 

ECON-OIO 

ECON-Oll 

Center for Economic and Social Studies: "Qualitative Privatization and the Transformation 
of Public Enterprises in Albania" (IDG - $15,000) 

Research Center for Rural Development: "Issues of Rural NGOs Network: Today and In the 
Future" (MG-$2,990) 

Albanian Consumers Association: "Cooperation of ACA with the Local and Central 
Government on Implementation of Consumer Protection Law and Other Laws Strengthening 
Consumers' Rights" (DAG-$30,000) 

Association of Women Intellectuals of Puka: "Small Business an Opportunity for 
Employment and Self-employment" (MG-$3,816) 

National Union of Albanian Farmers: "Promoting Policies in Support of Agricultural 
Development" (DAG-$25,289) 

7 

MG = Mlcrogrant 
lOG 1:1 Institutional Development Grant 
DAG a Development Actlvltle. Grant 



ORT Albania Democracy Network Program 
_ M.....r. l'b"'\;Q #16, 'linD" Albaab To!! (355 41) 47601 TeIifu: (355 4Z) 47605 

ORT1,;SAID ALBAr'~1:A DE~fOcnAACY m;TIVOP..K PR()I";;·P_~~ 
_._-,,--........ --.. .. ...-... __ 1Io!rr.""""","',...a.~ ITI',.. .. '\ 
11'1;:' .lJ.J. \} llVl't\.I... U.£. __ J.' .. .LAII .1".u::..1."'& v~".~ \~~i31 

ORT/USAllJ Aibania Democracy NetWork Program inviies Alb..mau Nuu-Guv",nw('eliiai 

Organizations to apply for parttclpatlon In its NGO Devciopment and SUStainabiliiy 

Stralegy, a program consisting of financial grants and rigorous organizationai 

development training and technical assistance. A select group of NUOs Wlii be identified 

through an open, competitive application process. 

ORT and its implcmcntinf;! parttter organization in the Program, the Albanian Nanonal 

NGO Training and Teclmical Assistance Resource Center (ANTTARC), will work 

together ;n thp. <election of the NGOs, and in delivering the training and technical 

~sista!lc~. Th'!' NOO Pro~m i~ ~~en~ tn prnvide a~dst:ance to Albanian NGOs to 

develop it'ltemcl C~1;T'lg capacity ac.c.ording to big..ll NGO ~nrl3m~; terultinf in 

:_ ..... "''' ....... ~ ............... u ...... ";l:;+v ..... ,J C"'O'(01'''lo~"Q'''a.", 
J ........... ~ ....... _ ....... --...-- ....... , ....... - ........ __ .J. 

ruw NGO:), Oi,)¢Ii1tiIJg iu vi",~ of the follct;'':wg pnV.l:"j s~..or ti.L~: d:-mc~ •• .cy, =::cmic 

growth, envirorunelli, 01 :;c.x;;.ii2l ~c:a.f¢\i jie~ ·win be ~le~ted to participate in on- and aff­

site organizational development and Itrdu~nJhip ir"Wiu~ Ct • .liu i.e(;lwl~ assillance ~~d 

to assist organizations in meeting the foiiowing high NGO sumdaIOs: 

• independent, voluntary, governing board ot dtrectors 

• organizational bylaws and internal operating polices and procedures 

• diversitie<1 tundiIlg and sustamabillty Stralcgy 

• rigorous, transparent financial management and accountability system 

• open. competitive employee recruitment. hiring, and retention procedures 

• hoard and employee perfonnance evaluation protocol 

• stratl!glC p1.lbH¢ rd~.tiom;. ~mvaign. 

• $~'ic~s, progra.."!!) and ~!'ga."'!i.:mtiO"lilIl m!'lli!ori.ng!no ~~l"pt;(\n prntOC".nl 

~ ~:g~tic:'Z gc .... e:r..!r.ce :..~d !':".2..~~=~t p:2.cti~~ CQ9'_sist~t u,rith mi5ri~n. 

vpcratior~ and ~g=nent S!r.!...-..... -es 

• lil$u.HjU~ ooaid ~ld s""woCfp"i"vfe.ssioual d~·;c.lvpw.cn::: 

In ad.drtton, NGO ieaders Wlll paruapate in a tittee-month NGO DevclupJl1Qlt ilMi 

Leadership Certltlcate .Program, designed to strengthen NGO management and i~p 

cap=ty. 

ORT International Pro.iect Director, Celeste Sc:heib Angus 

1900L_~"W,5_-'W~D<:2_(lOl)%93-l56OF
 .. ,~)%93-zsn,E-....n: .. r' ®·01 ..... 



Represenlatives :from NGOs interested in participation in the ORTlDemNct NGO 
Program may receive an application form at ORT office. Rrwza Mustafa Matohifj #11> 
Tmma, from ORT DemNct (3'" !loar), telephone number 47601-or 47602. .., 

Application dcadHne is 5:00 p.m. March 31, 1999. 

URT and ANTI ARC will condn¢t ~ joiIrt ~llatiQn p!'CC~...s m ord=' to == the ~~GO 
nartners The ~nn1ii":~tin"c: win '- MIot4A ~,..,..~ ... A' ...... ..... __ ... 1..1: .. 1. ... -' --!.--!- .. -~-- - -
_ • 6", .• "--•• - -- ••• .. '" ... --.. - - ......... ~ ...... ...... ~~ \. ...... """"'I.A ~i!; II 

~t~n.t:la!d!zed scori..ng procedure. 1'!C..iJs $el:c+..ed ~ :finalists ",ill p",u~ipati; ill a !Sc:ri~ of 
in!ervie'':'! and on-site crg:-n!?!L+1Onsl m~J..ugs as i:h.e final v~ 01 the application 
p!'Cce~. 

ORT ;.;,d ANTTARC will hoid a public information meeting at UKT's office on March 
11anu March 15, i999, from i4.oo to 15.00, to provide aaditional details regarding the 
appiicaxion proce..s and the NGO Program. 

Applicants selected dining the preliminaty scoring phase to proceed to the interview 
phase will be announced on April 6, 1999. Interviews will take place \)(:ginning April 19, 
1999. On-site visits will be conducted dining the last week of April. The four NGOs 
selected to participate in the ORT NGO Program will be announced in a!'P!c:>-"i"'~.!e!y 
eight to ten weeks. 

i'-or more intormatio~ plea.tre cnnf~~T .TnlinD.~ Hoxh~ ORT Country ~.!'ect..c: ~ te!./~ 17 
601 or 47607. 
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, , .. , PIn«<; h"l, dr.'I.,..1t • OJO·v< dO t~ ... ,,In PIt" nf nil Progr.m 

ORTIUTSAID PROGRAMlRR]ETII 1""'Ulo. b'lnl ... pli ZhvlUlmln dh. O,ejlhnJn,< OJO ... , I hfrt'" ph If 

!, , . 

. • ! forcu,r ~apadtttrn drt{tutJ dht man,!d\Uf:S tf OJO: 

" : ", DEMOKRACISE NE SHQIPERI, PI«"""q. nl p'ogr.",'n. ORT pit OJO.1f do If 'ri,I l.",dldln. 

: GRANTE PER ZHVILLIMIN ',: pI,gllth,hfm If Ofg.nl .. I •• <, d.l, mund&." nil "ltl' d';"'lhw., II 

", ,." ," :" ":, INSTITUCtONAL ,'. ',:., :,' '. " !y'" OJO·1f do II shbb"n! .i p .. I, ~ .• ,g.nl .. " mod.l; ..; •• hjeletlv 

:. :., . ; '. " ... .' . ,'Ifahh~urtfr Initje'l e vrlfttivil.hmit lnstltudonal d'he qind,uesf,mltlsl ~f: tyre 
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dgir!Ojl OJO·.,. shqlpl", Iflft""" ph'tl dtvlUu .. icopodldln. Iyrt II 
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op'tf.tf'lt ' 

• hnanclint ns' burime tf ndtvJ,mt dhe .1!11<Sit qI .Iguron 

, qlndt .. ,J,meri ' 

• ilstem tf qfnJ,Ut~ ri!OfOl t t'Mu.p.rtnt pb ,",n.)!hlm!n 

flnandat . " ' 

• procedur' tf h,pl1", ~onJct",utse pit punhlml", ~OfIl"~tlmln 

dh •• hk"klmln • sl.11t 
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Ilkun nl 'Y,ln. ORT, "'f 12 dh. IS m ... 1999, ng. 0.. 14:00· 

15:00, pi! II dhlnl dtl", II mlloj.IIm., hdhUi "'. p,oeesln •• pllkmll 

dh. p,og"ml~ plr OJO·If, ' ' 
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tgracion neKa~da 
:ENT SERVICES 
UAN TE PERMIRESOJNE JEnSEN E 

lA, LENA SETI'LEMENT SERVICES, , 

IE TORONTODIIE TIRANE OFRON: 

: -':. ::: .~ 

-', "- "-.' 

Ie o~eDtim sa m~' 
Ilkanadeze 

" .. 

ONIMENE! 
i1RGON ME sHuMtKANADANt 

." .. 

rhershme-ne Tiralle ju keni 
ercirejt me :totin Artur Lena, 
Mal:redhenie Nd~rkombetare 
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NGO APPLICATION AND SELECTION CRITERIA FOR 
ORTIUSAID IDGs 

ELIGIBILITY CRITERIA 

Organizations that are eligible to apply for the ORTIUSAID Democracy Network 
Program Institutional Development Grant must meet the following criteria: 

• The organization should be legally registered as an Albanian non-profit entity for 
a period of at least one-year from the date of application 

• The organization's activities must fall under one of the four ORTIUSAID priority 
sector areas 

• The organization is neither a branch of a political party nor engaged in any 
political activity 

• The organization's purpose is not strictly limited to religious activities 

• The organization is willing to contribute at least 5% of the total IDG cost in cash 
or in-kind 

SELECTION CRITERIA 

I. WILLINGNESS TO PARTICIPATE IN THE ORTIUSAlD STRATEGY 
(required) (28%) 

Willingness to participate in all required organizational development and professional 
development needs based on the following international NGO operational and 
accountability standards: 

• independent, voluntary, governing board of directors 
• organizational bylaws and internal operating polices and procedures 
• diversified funding and sustainability strategy 
• rigorous, transparent financial management and accountability system 
• open, competitive employee recruitment, hiring, and retention procedures 
• board and employee performance evaluation protocol 
• strategic public relations campaign 
• services, program, and organizational monitoring and evaluation protocol 
• organizational governance and management practices consistent with mission, 

operations, and management structures 
• rigorous board and staff professional development 



II. INSTITUTIONAL CAPACITY (29%) 

• Governance structure 
• Staff size and structure 
• Internal operating procedures 
• Financial management capacity 
• Project management capacity and procedures 
• Scope of outreach and membership 
• Quality of services 
• Dedication to financial self-sustainability 

III. VOLUNTEER SPIRIT (5%) 

• The organization demonstrates a history ofvolunteerism 
• The organization is willing to contribute volunteer time to the IDG program 

IV. EXTERNAL ENVIRONMENT (16%) 

• The organization demonstrates positive relationships with donors 
• The organization demonstrates positive relationships with other NGOs 
• The organization demonstrates positive relationships with government institutions 
• The organization demonstrates positive relationships with media 
• The organization demonstrates positive relationships with the general public 

V. GOOD TRACK RECORD (16%) 

• The organization demonstrates experience in the administration of previous 
projects and services 

• The organization demonstrates a history of written reporting 
• The organization demonstrates a history of monitoring and evaluation 
• The organization demonstrates a history of positive impact on its beneficiaries 
• The organization demonstrates a history of satisfactory fmandal management 

VI. EFFECTIVENESS AND EFFICIENCY (6%) 
• Organization demonstrates successful outcomes of program and services to 

members, beneficiaries, and general public 
• Organization demonstrates previous efforts to balance cost/expenditures/resources 

and programlservices output 
• Organization demonstrates previous efforts to measure programs and services 

outcomes 
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NGO APPLICATION FORM 

I. GENERAL INFORMATION 

l.NAMEofNGO ____________________________________ __ 

2. ADDRESS OF NGO _______________________________ _ 

3. PHONE AND FAX NUMBER ___________________________ _ 

4. E-MAIL ADDRESS __________________________________ _ 

5. NAME OF PERSON COMPLETING APPLICATION ______________ _ 

6. POSITION AT NGO ________________________________ _ 

7. DESCRIPTIONS OFNGO: (CHECK ALL THAT APPLY) 

NON-GOVERNMENTAL 
NON-PROFIT 
NON-POLITICAL 
NON-RELIGIOUS 

8. WHICH OF THE FOLLOWING PRIORITY SECTORS DOES YOUR NGO 
FOCUS ON? (CHEK ALL THAT APPLY) 

DEMOCRACY 
ECONOMIC GROWTH 
ENVIRONMENT 
SOCIAL SAFETY NET 

9. WHAT IS THE MISSION OF YOUR ORGANIZATION ____________ _ 

10. DATE OF REGISTRATION OF YOUR NGO? __________________ _ 

11. WHAT IS THE REGISTRATION STATUS OF YOUR NGO? (CHECK ONE) 

ASSOCIATION FOUNDATION 



II. WILLINGNESS TO PARTICIPATE IN THE ORTIUSAlD STRATEGY 

1. If your organization is selected to participate in the ORTIUSAID Strategy, and to 
receive an IDG, are your organization's key decision-makers willing to follow­
through with required organizational development needs (please specifY)? 

2. If your organization is selected to participate in the ORTIUSAID Strategy, and to 
receive an IDG, are your organization's key decision-makers prepared to 
participate in a rigorous professional development program, consisting of training 
and technical assistance (please specifY)? 

3. If deemed necessary through an organizational assessment, is your organization 
willing to recruit and identifY new or additional members of a board of directors 
according to international NGO standards (non-paid, non-staff, minimum 10 
members, governing role) (please specifY)? 

4. Are the key decision-makers in your organization willing to delegate all governing 
authority to an independent, voluntary, governing board of directors (please 
specifY)? 

5. Are the key decision-makers willing to support and participate in rigorous training 
and technical assistance and on-going professional development for both 
themselves and all staff (please specifY)? 

6. Are your organization's key decision-makers willing to share power, or to 
delegate all power to other persons in your organization, if deemed necessary or 
preferred at any time during the organizational development process (please 
specifY)? 
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7. If deemed necessary or preferred, are your organization's key decision-makers 
willing to participate in a legal re-structuring of the organization, such as 
development of new statute or legal status change (please specify)? 

8. Are the key decision-makers in your organization willing to recruit and hire new 
staff through open, competitive, employment and contracting procedures (please 
specify)? 

9. Are the key decision-makers in your organization willing to implement and 
conduct staff and board performance evaluations, including the chief executive 
officer, on a regular basis (please specify)? 

10. Are the key decision-makers in your organization willing to establish a rigorous, 
transparent financial management and reporting system (please specify)? 

11. Are the key decision-makers in your organization willing to participate in on­
going, on-site technical assistance provided by the Albanian National Training 
and Technical Assistance Resource Center (ANTTARC) (please specify)? 

12. Are the key decision-makers willing to provide full, open access to all 
organizational procedures, documents, and other information requested by ORT or 
the ANTI ARC throughout the duration of the IDG program (please specify)? 
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13. Are the key decision-makers, board, and staff of your organization willing to 
travel extensively, both in Albania and abroad, for extended periods of time 
(please specify)? 

14. If deemed necessary, and will not cause harm, are the key decision-makers of your 
organization willing to suspend existing projects or services, or delay acquisition 
of new projects or services, during certain periods, in order to participate in the 
ORTIUSAID Strategy (please specify)? 

15. Are the key decision-makers in your organization willing to participate in a full­
time, three-month NGO Development and Leadership Certificate Program (please 
specify)? 

16. Are the key decision-makers in your organization willing to dedicate existing 
funds, or engage in additional fundraising to provide matched funding toward 
organizational development costs, including on-going training, technical 
assistance, and other professional development needs (please specify)? 

17. Are the key decision-makers in your organization willing to change anything 
deemed necessary or preferable, including organizational structure, governance, 
administration, operations, etc., etc. (please specify)? . 

18. What are the three main reasons the key decision-makers in your organization 
want to participate in the ORTIUSAID Strategy? 
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19. What are three main reasons your organization should be selected to participate in 

the ORTIUSAID Strategy? 

III. INSTITUTIONAL INFORMATION 

1. Please identify, in order of importance, your organization's three major strengths. 

2. Please identify, in order of importance, your organization's three major limitations. 

3. Please identify, in order of importance, your organization's three major needs. 

4. Does your organization have a board of directors, presidency, or chairmanship 

(please specify, give names and titles, and give number)? 
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5. Does your board member, presidency, or chairmanship receive any payment, 
salaries, or honorarium (please specifY)? 

6. Please describe you organization's office space. 

7. Please describe the equipment presently used by your organization. 

8. How many full-time paid staff members does your organization presently have? 

9. What positions do the full-time staff members hold? 

10. How many part-time paid staff members does your organization have? 

11. What positions do the part-time staff members hold? 

12. Who is the key decision-maker in your organization (name and position)? 

13. Describe the relationship between the board of directors, presidency, or 
chairmanship and the staff of your organization, including the lines of communication 
and various roles and responsibilities. 
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14. Please describe any support or organizational activity existing outside of your 
organization's district (such as branches, locations, etc.)? 

15. How many members does your organization have? 

16. What roles do your members play in your organization? 

17. What was your organization's total annual budget last year? 

$,-----------------

18. How much total funds is your organization presently managing? 

$ -------------------
19. Does your organization prepare written financial and activity reports to its 
members (please specify)? 

20. Does your organization prepare written financial and activity reports to its donors 
(please specify)? 

21. Please describe all project, programs, and services that your organization has 
administered during the past two years (please specify donor, amount of funding, 
purpose, & outcomes). 
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22. Where do you see your organization in one year? 

23. Where do you see your organization in five years? 

24. Please describe examples ofvolunteerism in your organization. 

25. Please give one word for how others outside your organization VIew your 
organization? 

26. How does the NGO sector see your organization? 

27. How does the donor community see your organization? 

28. How does the general public see your organization? 

29. Please describe your organization's previous experience with foreign and local 
consultants. 

30. Please describe any environmental limitations that exist for your organization. 

31. Please describe your organization's biggest accomplishment. 
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32. How many and what types of programs has your organization carried out that 
were not donor-sponsored? 

33. How were the programs that were not sponsored by donors funded? 

34. Who comprises your organization's beneficiary group(s)? 

35. How satisfied do you believe the donor sector is with your organization (please 
specify)? 

36. Please describe the impact of your organization on its beneficiaries. 

37. Describe documentation that exists regarding your organization's effectiveness. 

38. Has your organization participated III any internal or external audits (please 
specify and discuss results)? 

39. Has your organization experienced any financial management problems (please 
specify)? 

40. What was the total cost of the largest program or grant that your organization ever 
managed? 
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41. In what areas of effectiveness and efficiency does your organization require 
improvement? 

42. Please describe the cost-benefit of your organization and of its services and 
programs. 

PLEASE ATTACH THE FOLLOWING DOCUMENTS TO THIS 
APPLICATION AND RETURN TO ORT PRIOR TO 5:00 P.M. ON 
MARCH 31,1999: 

• Registration document 
• Statute 
• I page statement describing how your organization's participation in the IDG 

program will strengthen its capacity 
• Board Statement (signed statement by all members of board of directors, 

presidency, or chairmanship stating willingness to participate in the ORT IDG 
program 

• Minimum 2 letters of recommendation from donors 
• Minimum 2 letters of recommendation from other NGOs 

10 



NGO INTERVIEW 

The purpose of this interview is to assist us in evaluating the applicant NGOs 
according to our evaluation criteria. 

NAMEofNGO ______________________________________ __ 

NAME OF ThITERVffiWEE ______________________________ _ 

POSITION AT NGO ____________________________________ _ 

I. WILLINGNESS TO PARTICIPATE IN THE ORTIUSAID STRATEGY 

* Interviewees must respond with "yes" to all questions in this section. 

* Questions refer to present key decision-maker(s) 

1. If your organization is selected to participate in the ORTIUSAID Strategy, and to 
receive an IDG, are your organization's key decision-makers prepared to follow­
through with required organizational development needs? 

2. If your organization is selected to participate in the ORTIUSAID Strategy, and to 
receive an IDG, are your organization's key decision-makers prepared to 
participate in a rigorous professional development program, consisting of training 
and technical assistance? 

1 2 3 4 5 

3. If deemed necessary through an organizational assessment, is your organization 
willing to recruit and identify new or additional members of a board of directors 
according to international NGO standards (non-paid, non-staff, minimum 10 
members, governing role)? 

1 2 3 4 5 

4. Are the key decision-makers in your organization willing to delegate all governing 
authority to an independent, voluntary, governing board of directors? 

1 2 3 4 5 

5. Are the key decision-makers in your organization willing to support board 
development, including training and technical assistance, and on-going 
professional development? 

1 2 3 4 5 
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6. Are the key decision-makers willing to support and participate in rigorous training 
and technical assistance and on-going professional development for both 
themselves and all staff? 

1 2 3 4 5 

7. Are your organization's key decision-makers willing to share power, or to 
delegate all power to other persons in your organization, if deemed necessary or 
preferred at any time during the organizational development process? 

1 2 3 4 5 

8. If deemed necessary or preferred, are your organization's key decision-makers . 
willing to participate in a legal re-structuring of the organization, such as 
development of new statute or legal status change? 

1 2 3 4 5 

9. Are the key decision-makers in your organization willing to participate in, and to 
support board and staff in the development of organizational bylaws, internal 
operating policies and procedures, strategic plans, and services, program, and 
organizational monitoring and evaluation protocol? 

1 2 3 4 5 

10. Are the key decision-makers in your organization willing to recruit and hire new 
staff through open, competitive, employment and contracting procedures? 

1 2 3 4 5 

11. Are the key decision-makers in your organization willing to implement and 
conduct staff and board performance evaluations, including the chief executive 
officer, on a regular basis? 

I 2 3 4 5 

12. Are the key decision-makers in your organization willing to establish a rigorous, 
transparent financial management and reporting system? 

1 2 3 4 5 

13. Are the key decision-makers in your organization willing to participate in regular 
internal and external audits? 

1 2 3 4 5 

14. Are the key decision-makers in your organization willing to develop and 
participate in strategic public relations campaigns? 

1 2 3 4 5 
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15. Are the key decision-makers in your organization willing to establish and nurture 
cross-sector relationships with government, business, media, and the general 
public? 

1 2 3 4 5 

16. Are the key decision-makers in your organization willing to participate in on­
going, on-site technical assistance provided by the Albanian National Training 
and Technical Assistance Resource Center (ANTTARC)? 

1 2 3 4 5 

17. Are the key decision-makers willing to provide full, open access to all 
organizational procedures, documents, and other infonnation requested by ORT or 
the ANTTARC throughout the duration of the IDG program? 

1 2 3 4 5 

18. Are the key decision-makers in your organization willing to serve as a model 
NGO to the Albanian NGO sector, by continually operating according to 
international standards? 

1 2 3 4 5 

19. Are the key decision-makers in your organization willing to serve as mentors, 
both individually and organizationally, to other Albanian NGOs? 

I 2 3 4 5 

20. Are the key decision-makers in your organization willing to collaborate openly 
with other Albanian NGOs? 

1 2 3 4 5 

21. Are the key decision-makers, board, and staff of your organization willing to 
travel extensively, both in Albania and abroad, for extended periods of time? 

1 2 3 4 5 

22. If deemed necessary, and will not cause harm, are the key decision-makers of your 
organization willing to suspend existing projects or services, or delay acquisition 
of new projects or services, during certain periods, in order to participate in the 
ORTIUSAID Strategy? 

I 2 3 4 5 

23. Are the key decision-makers in your organization willing to participate in a fuIl­
time, three-month NGO Development and Leadership Certificate Program? 

1 2 3 4 5 
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24. Are the key decision-makers in your organization willing to dedicate existing 
funds, or engage in additional fundraising to provide matched funding toward 
organizational development costs, including on-going training, technical 
assistance, and other professional development needs? 

1 2 3 4 5 

25. What are the key decision-makers willing to contribute to the organization's 
participation in the ORTIUSAID Strategy? 

1 2 3 4 5 

26. Are the key decision-makers in your organization willing to change anything 
deemed necessary or preferable, including organizational structure, governance, 
administration, operations, etc., etc.? 

1 2 3 4 5 

27. Are the key decision-makers in your organization willing to devote the time 
necessary to participate in the ORTIUSAID Strategy, regardless if it's a 
considerable amount of time? 

1 2 3 4 5 

28. What are the three main reasons the key decision-makers in your organization 
want to participate in the ORTIUSAID Strategy? 

1 2 3 4 5 

29. What are three main reasons your organization should be selected to participate in 
the ORTIUSAID Strategy? 

1 2 3 4 5 
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II. INSTITUTIONAL CAPACITY 

1. Please identifY, in order of importance, your organization's three major strengths. 

I 2 3 4 5 

2. Please identifY, in order of importance, your organization's three major limitations. 

1 2 3 4 5 

3. Please identifY, in order of importance, your organization's three major needs. 

1 2 3 4 5 

4. What is the mission of your organization? 

5. Please describe you organization's office. 
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I 2 3 4 5 

6. Please describe the equipment presently used by your organization. 

I 2 3 4 5 

7. Does your organization have a board of directors, presidency, or chairmanship? 

8. How many members presently serve on your organization's board of directors, 
presidency, or chairmanship? 

9. What roles do your board of directors, presidency, or chairmanship play in your 
organization? 

I 2 3 4 5 

10. How many full-time paid staff members does your organization presently have? 

I 2 3 4 5 

II. What positions do the full-time staff members hold? 

1 2 3 4 5 

12. How many part-time paid staff members does your organization have? 
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1 2 3 4 5 

13. What positions do the part-time staff members hold? 

1 2 3 4 5 

14. Who is the key decision-maker in your organization (name and position)? 

1 2 3 4 5 

15. Describe the relationship between the board of directors, presidency, or 
chairmanship and the staff of your organization, including the lines of communication 
and various roles and responsibilities. 

1 2 3 4 5 

16. Please describe any support or organizational activity existing outside of your 
organization's district? 

1 2 3 4 5 

17. How many members does your organization have? 

1 2 3 4 5 

18. What roles do your members play in your organization? 

1 2 3 4 5 

19. How do you maintain on-gomg relationships and communication with your 
members? 
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I 2 3 4 5 

20. How many branches does your organization have? 

I 2 3 4 5 

21. Where are the branches? 

I 2 3 4 5 

22. What role do the branches and the branch representatives play m your 
organization? 

I 2 3 4 5 

23. How do you maintain on-going relationships and communication with your 
branch representatives? 

I 2 3 4 5 

24. What was your organization's total annual budget last year? 

$.----------------
1 2 3 4 5 

25. How much total funds is your organization presently managing? 

$,-----------------

I 2 3 4 5 

26. How do you see your organization affecting future change in the Albanian NGO 
sector? 

I 2 3 4 5 
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27. How do you see your organization affecting future change in the development of 
Albania? 

1 2 3 4 5 

28. What has been the best experience your organization has had? 

1 2 3 4 5 

29. What has been the worst experience your organization has had? 

1 2 3 4 5 

30. What is your biggest personal dream for your organization? 

1 2 3 4 5 

31. Where do you see your organization in one year? 

1 2 3 4 5 

32. Where do you see your organization in five years? 

1 2 3 4 5 

III. VOLUNTEER SPIRIT 

1. Please describe examples of volunteerism in your organization. 
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I 2 3 4 5 

2. Please describe the outcomes/consequences ofvolunteerism in your organization? 

I 2 3 4 5 

3. Who are the volunteers? 

I 2 3 4 5 

4. How many volunteers does your organization presently have? 

1 2 3 4 5 

5. What do the volunteers do in and for your organization? 

1 2 3 4 5 

IV. EXTERNAL ENVIRONMENT 

1. Please give One word for how others outside your organization VIew your 
organization? 

1 2 3 4 5 

2. Please describe your organization's relationship with other NGOs in general. 

1 2 3 4 5 

3. Please describe your organization's relationship with government institutions. 

10 



1 2 3 4 5 

4. Please describe your organization's relationship with the private business sector. 

I 2 3 4 5 

5. Please describe your organization's relationship with the media sector. 

1 2 3 4 5 

6. Please describe your organization's relationship with the donor community. 

1 2 3 4 5 

7. Please describe your organization's relationship with the general pUblic. 

1 2 3 4 5 

8. How does the NGO sector see your organization? 

1 2 3 4 5 

9. How do government institutions in general see your organization? 

1 2 3 4 5 

10. How does the business sector see your organization? 

1 2 3 4 5 

11. How does the media sector see your organization? 
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1 2 3 4 5 

12. How does the donor community see your organization? 

1 2 3 4 5 

13. How does the general public see your organization? 

1 2 3 4 5 

14. Please describe your organization's previous experience with foreign and local 
consultants. 

1 2 3 4 5 

15. Please describe any environmental limitations that exist for your organization. 

1 2 3 4 5 

16. Please describe your organization's promotional efforts, and discuss the effects on 
the organization and on the overall NGO sector. 

1 2 3 4 5 

V. GOOD TRACK RECORD 

l. Please describe your organization's biggest accomplishment 

12 



1 2 3 4 5 

2. How many donor-sponsored programs has your organization successfully 
completed? 

1 2 3 4 5 

3. How many and what types of programs has your organization carried out that 
were not donor-sponsored? 

1 2 3 4 5 

4. How were the programs that were not sponsored by donors funded? 

I 2 3 4 5 

5. Would you describe your organization's beneficiary group(s) as being small, 
medium, or large? 

1 2 3 4 5 

6. Who comprises your organization's beneficiary group(s)? 

1 2 3 4 5 

7. How satisfied are your organization's beneficiary group(s)? 

1 2 3 4 5 

8. How satisfied do you believe the donor sector is with your organization? 

1 2 3 4 5 
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9. Please describe the impact of your organization on its beneficiaries. 

1 2 3 4 5 

10. Please describe any indirect impact that has taken place that may not be within the 

scope of your organization. 

1 2 3 4 5 

11. Describe documentation that exists regarding your organization's effectiveness. 

1 2 3 4 5 

12. Describe your organization's method and experience in written reporting. 

1 2 3 4 5 

13. Has your organization participated in any internal or external audits? 

1 2 3 4 5 

14. If yes to the above, what were the outcomes of the audits? 

1 2 3 4 5 

15. Has your organization experienced any financial management problems? 

14 



1 2 3 4 5 

16. What was the total cost of the largest program or grant that your organization ever 
managed? 

1 2 3 4 5 

VI. EFFECTIVENESS AND EFFICIENCY 

I. Please describe an monitoring and evaluation protocol and measures that your 
organization has engaged in, including services, programs, and organizational. 

I 2 3 4 5 

2. Does your organization conduct board and/or employee performance evaluations? 

1 2 3 4 5 

3. How effective is your organization according to other similar organizations? 

1 2 3 4 5 

4. How efficient is your organization in comparison to other similar organizations? 

1 2 3 4 5 

5. In what areas of effectiveness and efficiency does your organization require 
improvement? 

I 2 3 4 5 
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6. Please describe the cost-benefit of your organization and of its services and 
programs. 

1 2 3 4 5 
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PROJECT PROPOSALS ~'OR GRArrf ROUND 9 

No.t .. berlO,1998 

PropoSllb recoIHllfended by II,~ Democracy Nefwotk Program/or Democracy Commission Approval 

Organlzalion 

1, Dairy Entrepreneurs Na&nalAssoclaUon 

2. Ellasan Regional Development Agency 
Foundation 

3. Tirana Regional Oevelopment Agency 
Foundation. 

Proj«I Proposal Til .. 

InstitutlorW Development Grant 

Institutional Development Grant 

rnslilulion~ Development Grant 

Type: orGranl 

lOG 

lOG 

lOG 

Priority Settor 

Econorric Growth 

Economic Growth 

Economic Growth 

Progra .. 'mpoct 

one 01 lour priority sectors. Previous .ucctSStS In 
.c.:omplishing the 000 ";llIIon and .... Ices 10 lis 
members in obtaining business loans, providing technical 
assistance and Information, SUcoessfui In estabtshll'l9 
ClOSS sectors relations, Possess a4fOng potential for 
InstitutiOnal deveklpment. Previous luccessful working 
relationl with LIII1<I'O Lakes! USAJO 

One of four priority sectors. High level of commitment 
and interest 10 pwticipate in aha lOG program. Impressive 
Mvsl of voklnleerism. 000 has a stroog J'IsIItul\onal 
strUclUl8 and capacity. Good history in estabishlng 
contacts and providing support trom different sector areas. 
Present plans for further devek>pment as a natiOnal 
recool'$e center. 

Ono 01 (our priority &edofs. NGO has a relatively broad 
outreach In the regton. NGO has a strong InsIltu!iQnal 
structure and capacity. Good history In establishing 
oonIaols and providing support Irom dill .. ent sector """'" 
Present plans for further developmen1 8S a national 
recourse center. Good relations with NGO sector and 
donor col'nllUlity. 

MG "" Mk:rogru. 
JOG - loslitudoDal Devdopmeof Graat 
DAG • De\leloplRtGt AeUvilitl Granl 
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4. Alb. Disabilily IIlg/lls Foundation InsUtulionai Development Grant 

Reconrmetuled as lUI A/lerna/e 100 Reclpiellt 

5. Assisting Special Chlldr"" Association 

If 

6. AssociaUon of Professional 
BuslleSS Womere 

2 

Institutional Development Grant 

Institutional Development Grant 

lOG SodaIsafeIy Nels 

lOG Sodal Sarety Nets 

lOG Economtc Growth 

One ot tour priority aectora. Curren( plans t() re,tructln 
and develop the NGO as a naltonal resource cenler. 
impr....,.I_lofvoflOlt_, Good r_ w~h oIhor 
NGOs, lI_nlly has received 8 aignlficantlOlanoIai granl 
program 10 provide services withIn its o1Hlon . 

Weak institutional capadty, 'but high level of Inl ..... t to 
participate In the lOG program. Lack 0/ financiaiSUllport 
and progran experience. Strong senae of volunteertam 
among board and NOO mombera, Skon~ contacts In the 
community and large clent base, 

Active board of directora. Lack. of financial means and 
program exper\erlC8. but strong Iunan resources. 
Successful coIaboration w~h other NOOs. High Iovet or 
yolunleerism. 

MG .. Mkrogr.Dt 
lOG -Inslit.tlooal Develop,,",1 Gnat 
DAG .. DevetoJKlleo. Activltle, GnDt 
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Proposals (/DG) nOllntellng appr.",,1 cr;I.,I. o. evalualed 6y ORr 

Organizalion Project Propo •• l 'fIll. 

1. National AssociaUon of Stock Breeders InstituUonal Oev&lopment Grant 

2. law, Business snrJ Rural Women InstitutionalOevelopmentGtant 

3. Alb. Association fO( 'No Smol<ing' InslitulionaJ Development Grant 

4. Movement lor Disarmament Institutional DeveJopment Grant 

5. Association of -Orphans' Mothers" Instilutional Development Grant 

6. Association -Motherland- lor Refugees 
and emigrants. 

InstltuUonal Oevetopmenl Grant 

7. Association of Hygienists Institullonal Development Grant 

3 

g ~7 

Type 01 Granl Priority Sector 

lOG Economic Growth 

lOG Democracy 

lOG Environment 

lOG Democracy 

lOG 800at Safety Nel. 

lOG Democracy 

lOG Environment 

R •• lon. lor Rejtello. 

Not eligible for tile type oIgranl. Not registered 
aaan NGO. 

Excluded due to donor CClnl'lict of interHI. 
Current donor would not permit participation In 
the lOG Program. 

Not eligible for tile type of grerl. Doe. nol til in 
one of ORT four priority sectors. Weak 
institutional capacity. 

Weak Instilutlonal capadty. Weak relations with 
the civil sedor. Not clear long Iefm objecliYM, 

Nol eligible for Ihe type of granl. Does not filln one 
of ORr four priority sectors. VVeak institutiOnal 
capacity. 

Weal<. inslll"tiOMI capacity. Weak relelionships 
with the NGO sector and donors oomrnunily. NGO 
identified needs out 01 the gfant focus. 

Excluded due 10 non·par1lc1pation In Interview 
process and refusal to meet lOG requirements. 

MG • Mh:roCriOI 
lbG .. Instkutioaal De\'ciUPCIlJeRt Grant 
DAG '" Develop.tnt Attl"iUes Graa' 
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8. Center of Human Development 

" " 
~ 9. Mass Media anel Erwironment " 
"-
" 
~ 

10. EJq>erts of Educallon 

11. OqJanlzation tor Ihe ProtecUon 01 

~ 

~ 

Women & Children 

12. Albanian Patients' AssocIation 

£ 13. Albanian Association of Gerontology 

i 
14. National A$SOc. -reachers for Reading" 

15. National Center 'Ilirika' 

~ 

I 4 

~ 
70 

Institutional Development Grant lOG 

Institutional Development Grant lOG 

Inslllll1l""aI Oevelopmenl Granl lOG 

Institutioo& Development Grant lOG 

IllStltutlonai Development Grant lOG 

Institutional Development Grant lOG 

Instltllttonal Development Grant lOG 

Institutional Development Grant lOG 

SocIal Salety Nels 

Environment 

Social Salety Nels 

Social Safety Nets 

Social Salsty Nets 

Democracy 

weak Institutional capadly. Weak relationships 
_lIle NGO sector and dono" co""""oIIy. 

W.ek institutional capaclly demonstrated Weak 
rlllancial management oapacity. Net convincing 
focus in one of ORT four pl'iority sectors 
Required apptlcatlon documents not corrp;,ted. 

Not el~lble fer the ~anl Does not fit in ooe of 
ORT four priority sectors. 

Not eligible tor lIle grant. Doe. not fit In one 01 
ORT four priority sect"",. NGO Identilles 
problems in its relationships with the NGO ... ctor. 

weak institutional capacity demonstrated. Nee 
able 10 demonstrate capacity In financial 
management. NGO Identiftes needs out of the 
grant focus. 

Not eligible fOf the type of gIant. Does not fit in 
one of ORT Iota' prtorlty s.clors. Weak 
instilutional capacity demoruslrated. Nol 8110119 
capacity in financial management. 

Not ~i9ible IOf the type of grant. Does not fit in 
ona of ORT 1000r priority $edOrB. 

Not eligib~ for the type of grant. Less than 011& 
yeardd. 

MG '" MltrO(.I'anC 
lOG -lnalilulio.al DeYeIoP~DI GUilt 
OAG ... Dn·caop .. nt A(tltlltlc.s Gr,,,lt 
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16. Alb. Assoc, "Help In Catastrophes Cases" Inshtutional Development Grant 

17. A1b.nlan Ecological Club Instllutlooal Development Grant 

PropostlU 1101 meeting approval cr;/erla as evaluated by OR r 

lOG 

lOG Environment 

Not eligible for the type of grant. Does not fit In 
one 01 ORT lour flI'IorUy seclora. Required 
apjllicatlon docu"""," missing. 

Weak Instllutlonal capacity demonstraled. Not 
good ro/allOIIshlps wllh the dIonor _"",nlty. 

OrgllnizaCion Projt(:1 Propolal Tille Type orCranl Prioril), Sector Funds Ilcqd Rea,on. for Rtjedlo. 

1. Movement tor Disarmament 

2. National Assoc. for Men1aMy 
Handicapped People 

3. Transbocder Wildlife 

~. Youth Union of Human Rights 

Network or Democracy in Albania. 

Establishment of a Daily Cenler in Tirana for Persons 
with Learning OisabilY. 

Forests Are Protected Through the law. 

The Constitution and the Role ot the Instltutioo 
in a Democratic Society. 

6. Group of Students from Agficultural Preparations for Election of Students Senate. 
University of Tlraraa 

7/ 

lOG 

lOG 

lOG 

lOG 

lOG 

Democracy 

Social Salety Nets 

Environment 

Democracy 

DefOOCracy 

i16,110 Projec1 proposal doe. nOl meet 
grant focus and application 
critefia 

$11,800 

$12,920 

$15,000 

$16,630 

Not eligible lor the grent. Not. 
public policy locus. 

Project does not meet 
applcallon criteria. The pt'oject 
goal different from the grant 
goal and application criteria. 

Proposal does not meet 
appicalion ai&erla and grant 
locus. 

The group does nol meet the 
eligibility criteria. Not registered 
.. 000. 

MG .. Mlcrocra •• 
IDC '" JAslitllUoaa' Dcve)opmelll GrllAI 
DAG - DenlopDIea' Adiviliu Graol 
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~ 6, NalionaIAssOC. of Hygienists Albanian Environmental Problems and the Increasing lOG Environment $10,981 The projOCl propooal doe. nol ~ 

~ 
Strategy ol1he Hygienists Assoclallon. meet the grant focus and 

app'ioatlon formal 
~ 

... 7. Sol~arity and Fnendship Establishment of the Association Coordination Center. lOG Social Salaty 16.260 Not elgible tor \he type 01 gr.nt. ~ 

~ 
Associalion 01 Handicapped I Du"e. NGO less than one year old. Not 

• public policy locus. Budget not 
realistic. NGO contribution 
mlssirQ. 

8. Natlonal AssociaUon for Daily Cenkst for Persons with LearnVlg Disabilities MG Social Safety $3,100 Not eligible lor the granl Not a 
Menlely Handicapped Pe""," in Tirana City. public policy foell •. 

~ 9. Association' A Clvtltnitiallve" Training on Mental Health Problems. MG Social Safaty Nets $1,540 Nol a pubic poley -.. Does not 
CI. m In ona 01 ORT bur pllority 

~ 
sectors. 

10. Educators oIlhe Human Righls Publishing the Newspaper 'Wliteness", MG Democracy $2.300 NGO not ali9ll>le for the typo 01 
grant. NGO less than one year 

g old. Not strong track record. Not 

~ 
slrong instltuUonaicapacity. 

11. Educators of (he Human Rights The Civil Responsibility of the Local Government MG DemOCl'CK'I $3,720 000 not eigit>Ia for 1he type ot 
and NGO Partnersh;p In a Democratic Society. grant NGO leas Ihan OIlEr year 

old. Nol slrongtrack record. Not 
strong Institutional capacity. 

12. NGO Forum I Elbasan Financial Managemenl for the NOO-s In Elbason. MG Democracy $1,500 No SUstalnabillty plan developed. 
Not a strong institutional capacity 
demonstrated for tha typo 01 
grant. Plojeet dupllcales O/U 

~ 
slrategy. 

I MG "" M1crogr ••• 
lOG - ... Uh.lio .. 1 Dc\'ttoPmellt Gran, 
OAG - Developllltnt AtlivUin Grant 
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~ 13. Society for Oemocraltc Cultur~ Together tor Ihe Law, 
" in Kukes " 
~ 
" r- 14. Protection Irom Arms Injuries Public Awaren&SS 00110 Use Arms and About the Law 

" on Arms CollectiOn. 

g 
15. AssociaUon of Spoloologlats Public Awareness of local Community About the Values 

of t<arstic Caves In Its Territory. 

~ 16. Eco~oounseling Cenler Role of NGO-s {Eco·counseling center) in (he 
CompllaUon of Environmental PoNcies. 

~ 
17.Professional & Business Women Social and Econorric: Contribulion of Women in Business 

~ Field. 

~ 
18. Forum of Albantan Women in 
Elbasan 

The Woman - Soda! Subject In Democracy. 

19. Youth Association ~ Jeoona· VAT - For a Stronger Stale. 

~ 
E 
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MG Democracv 

MG Democracy 

MG Environment 

MG Environment 

MG Business 

MG Democracy 

MG Democracy 

$4,150 

$4,766 

$ 2,903 

$2,914 

$5,970 

$3,073 

$4,830 

Not clear and convincing rocus In 
pU>1ic policy. Not clear 9""~ and 
obJoctivas developed. 

Nol claar goal and oI>jecltvO$. 
Not able 10 "'I11OI1$trat. 1fT1l8Ct. 
Lack of NGO COI1trftlution 

Nol a strong public policy locus. 
Not able to demonstrate impact. 
strataglc pion fo< suota ... bIe 
ctoange. Too nu:h paid ol,n. 

Not a strong public policy locus. 
The p<ojeci does not have e 
cooperation strategy with other 
Centers 01 this kind In Ihe 
COUlltry. 

Not cle ... goals and ob)ecllve. 
developed. Not. strong public 
policy demonstrated. Not able to 
demonstrate lmpacL 

Not a public policy focus. Not a 
strong institutional capacity 
demoostrated. Not able to s_ 
Impact 

Not a strong public poWcy focus. 
Project does nol meet criteria lor 
the type 01 grant. Project does 

MG'" Mlcrogr.ot 
lOG a Ilstkutlonll Developmnl Crant 
DAG • DevtlopmelC Activities Grallt 
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20. Association Energy, Social 
and Natu(al Environment 

21. Assoc. 'Care for Children with 
Mentally Health Problems' 

22. Institute of Work 

23.Educators of the Human Rights 

24. Union of Agrarian Cooperalors 

25. Association of Biologists 

8 

Local Community and the Environment Where It Live . MG Democracy $1,261 

Drafting the Stalus of Children with Mentally Problems. MG Social Safety Nets $2,750 

For Ihe Increase of the Aged Peopte's Well-being. MG Social Safely Nets $3,000 

Training with NGOs Representatives, Teachers and MG Democracy $3,500 

NGO Members to Know and Develop the Human 
Righls at School. 

Introduction 01 Organic Agriculture in Albania. MG Economic Growth $3,000 

Promotion of Environmental Movement in KU90va Region. MG Environment $3,49( 



not address a poticy Issue In 
coalition. 

Not a strong public policy locus. 
Not abte to demonstrate impact. 
Not a realistic budget. NGO 
contribution missing. 

Not a strong institutional capacity. 
No capacity demon strated lor the 
type of grant. Project duplicates 
other existing initiatives. 

Not eligible for the type of grant. 
Not registered as NGO. 

NGO does not meet eligibility 
criteria. NGO less than one year 
old. Not strong institutional 
capacity. Not strong track record. 

Not a strong institutional capacity 
demonstrated. Not able to 
demonstrate impact. The issue 
not addressed in coalition. 

Project has not clear goal and 
objectives, Not a strong public 
policy focus, Not a convincible 
and well design lobbying strategy. 

MG ~ Mitrogranl 
JDG ~ Inslilulional Development Grant 
DAG : Development Activities Grant 

7.5 

Funds Rcqd. Reasons for Rejection 

Project doesn't meet application 
criteria. NGO eligible for the type 
of grant. 

The project duplicates ORT's 
National SUfVey. Encourage 
using ORT's data, 

Not eligible for the type of !Jrant. 
Less than one year old, Not a 
public policy focus, Not able to 
show impact. 

MG = Mierograllt 
IDG = In.tilutiollallh,velopmenl Grant 
DAG = De"elopment Activities Granl 
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" Albanian National Training and Technical Assistance Resource Center 
Qendra Kombetare Burimore e Trainimit dhe ASistences Teknike 

Agenda of the Board of Directors Meeting 
Oher, February 27, 1999 

1. Opening of the Meeting 
(Gene Juka. President of the Board) 

2. Report of the Executive Director on the Center's activity for the 
previous period and the presentation of the workplan and timelines 
until June 2000. 
(Edmond Spaho) 

3. Questions and comments. 

4. President of the Board gives information regarding the results of the 
Fundraising and Public Relation and Image Committees meetings. 
(Gene Juka) 

5. Miscellaneous. 

6. Adjournment of the Meeting. 
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QUESTIONNAIRE 
FOR THE ADMINISTRATIVE ASSISTANT 

POSITION APPLICANTS 

I = very poor response 2 = poor response 3 = moderate response 

4 = good response 5 = very good response 

. 1. What is your way of acting, accomplishing a task then starting another one, or 
trying to do many things at the same time? 

I 2 3 4 5 

2. Do you have a character which acts promptly in accomplishing tasks, or do you 
prefer to draw things mild? 

I 2 3 4 5 

3. Do you have other interests besides work? If Yes, what is your commitment? 

I 2 3 4 5 

4. Do you prefer to make your own decisions regarding work, or do you think it is 
better to have detailed instructions before doing it? 

I 2 3 4 5 

5. If you are hired to work in an environment where there are other colleagues doing 
different works from yours, would you be willing to get informed on what the 
others are doing? 

I 2 3 4 5 

77 



6. What are your career goals, and where does this position fit in? 

1 2 3 4 5 

7.Describe your ideal working environment, including: amount and type of 
supervision; amount and degree of interaction with others; and pace. 

1 2 3 4 5 

8.What was the greatest error in judgement you have made in your professional 
career? What were the results? 

1 2 3 4 5 

9. What responsibility in this position do you think would stretch you the most? Do 
any responsibilities cause you fear or concern? 

I 2 3 4 5 

lO.How do you like to be corrected? Give your ideal scenario as to how you would 
like to be treated if you made a big mistake. 

1 2 3 4 5 



11. What is your way of communicating with your colleagues and supervisors? 
Do you accept the hierarchy in the organization? 

12. Are you ready to work overtime and under pressure? 

. 13. Are you a member of any NGO ? 

14. Are you ready to sign an 18 month employment contract? 

15. If a better job would be offered to you during this time, what would you do? 

16. Is there any problem if you have to stay away from your family in a relatively 
long time, for instance 2 months? 

* Presentation (posture, body language, use of personal resources & skills) 

1 2 3 4 

* Personal Appearance (dress, grooming, overall appearance) 

1 2 3 

* Use of Albanian Language (tone, fluency, proficiency) 

1 2 3 

11 
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" Albanian National Training and Technical Assistance Resource Center 
Qendra Kombetare Burimore e Trajnimit dhe Asistences Teknike 

March 24,1999 

Dear MslMr. 

This letter constitutes an employment contract between (Employee) and the 
Albanian National Training and Technical Assistance Resource Center (NGO Center) 
(Employer) 

Position: 

The Employee will serve in the position of Executive Program Assistant for the 
National Training and Technical Assistance Resource Center. 

Scope of Work: 

The scope of work and duties will include, but are not limited to the following: 

The Executive Program Assistant will work closely with and assist the Executive 
Director, ORT Advisors, and an executive team of a large staff at the Albanian 
National Training and Technical Assistance Resource Center in the overall 
management and leadership of the organization, and successful implementation of 
ORT's NGO Development and Sustainability Strategy under the Democracy Network 
Program funded by USAID. 

Specific Responsibilities will enuil: 

• Assisting in the development and implementation of the organization's bylaws 
and policies and procedures, including financial, personnel and other 
operational; 

• Assisting in the assurance of the compliance of the organization's bylaws and 
policies and procedures; 

• Assisting in the development and implementation of the operational systems 
for all components of the organization; 

• Participating and assisting in staff supervision and staff performance 
evaluations; 

• Assisting in monitoring and reporting on the organization's financial 
resources; 
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• Assisting in the development and implementation of Board activities, 
including Board committee initiatives; 

• Preparing and responding to written correspondence; 

• Performing document editing and translation; 

• Assisting with interpretation; 

• Managing logistical arrangements 

• Assisting in the provision of quarterly reports on all actlVlues, financial 
matters, progress, and limitations relating to the ORT grant subagreement and 
other funding; 

• Assisting in resolution of internal and external matters involving the 
organization that may arise; 

• Assisting in conducting regular planning and overview meetings with 
executive staff and the management team of the organization; 

• Providing computer support services to executive staff of the organization; 

• Assisting in the development, implementation, and monitoring of quality 
assurance procedures for all training and technical assistance provided by the 
organization; 

• Conducting all responsibilities according to the international NGO standards 
and assisting the compliance throughout organization; 

• Supervising the Administrative Assistant, Transportation Assistant, and 
Housekeeping Assistant; 

• Providing technical assistance and on-the-job training to the Administrative 
Assistant on administrative tasks and duties; 

• Providing technical assistance to Training Consultants in performing their 
tasks and duties: 

• Working closely with the Finance Office to provide needed office supplies, 
furniture, and equipment for the executive staff of the organization; 

• Other tasks assigned by the Executive Director and ORT Advisors. 

Note: A formal Executive Program Assistant employment position description will 
be developed and signed by both parties and attached to this contract within 60 days 
of signing this employment contract. Development of the description will take place 



through a participatory effort of both parties, during an executive staff retreat, and 
will be consistent with the organization's Policies and Procedures. 

Duration of Assignment: 

This assignment will take place during an eighteen-month period, from March 24, 
1999, through June 1,2000. 

Reporting and Accountability: 

The Employee will report regularly and upon request to the Executive Director at the 
NGO Center. In cases where the Executive Director may be not available, reporting 
will be to the ORT Advisors. 

Remuneration: 

The Employee will receive a monthly salary of . A daily timesheet reflecting a 
minimum 40 - hour workweek, must be recorded and signed off on weekly, by the 
Executive Director, or in cases where the Executive Director is not available, by the 
ORT Advisors. No additional salary will be paid for overtime. 

Based on the current Albanian legislation and this Employment Contract, the 
Employee will receive additional benefits, including annual leave of 15 work days per 
year, earned at 1,25 days per month. The Employee will be allowed 14 days of 80% 
paid sick leave per year. All other benefits and policies are included in the Personnel 
Policies and Procedures. 

Mandatory Tax Payments: 

According to the current Albanian legislation the Employee's mandatory social 
insurance payment of 45.9% will be paid: 34.2% by the Employer, and 11.7% by the 
Employee. This amount, along with the required tax amount, will be deducted from 
the monthly salary. The Employer will make payments to the Republic of Albania on 
behalf of the Employee. 

Exclusive Services During Contract Term: 

The Employee shall devote her whole time and energy to the performance of her 
service under this contract and shall not engage in any business activities and shall 
refrain from any other gainful activity throughout the period of this contract. 
Additional or outside professional activities or services may be considered for 
provision through the NGO Center upon request and upon receiving written approval 
by the Executive Director. 



Ownership of Documents: 

All technical and educational documents produced under the services of this contract, 
including but not limited to training and technical assistance resources, are the sole 
property of the NGO Center, and may not removed under any circumstances. 

Conflict of Interest: 

The Executive Program Assistant shall request approval from the Executive Director 
prior to participation in any outside professional activity. The Executive Program 

Assistant shall refrain from participation in any political activity, including, but not 
limited to political party membership or activist status and competing for, or 
accepting nomination for any political office. 

Employee Performance Evaluation: 

The Employee will be placed under probation during the first three months of 
Employment Contract. Employee will meet the Executive Director of the 
organization and ORT Advisors at the end of the three-month period to receive 
feedback on her performance. Prior to the end of the three-month period, the 
Employee will meet with the above-mentioned persons for a probationary 
performance review. Performance deemed satisfactory will result in automatic 
continuation of contract. Performance deemed unsatisfactory during the three-month 
probationary period may result in termination of contract. 

Reconsideration of employment remuneration may take place during every second 
review of a bi-annual performance evaluation, beginning one year after contract is 
signed. 

Termination: 

This Employment Contract terminates if the funding donor exercises its right under 
termination provision of its contract with the Albanian National Training and 
Technical Assistance Resource Center. The Center will endeavor to give its 
employee as much advance notification as possible of circumstances that may lead to 
such termination by the funding donor. 

The Albanian National Training and Technical Assistance Resource Center may 
terminate its contract with the Employee if, in the Center's judgement, according to 
established Personnel Policies and Procedures, circumstances warrant such a 
termination. 

Upon the fulfillment of this contract the Employee may terminate her contract with 
the Albanian National Training and Technical Assistance Resource Center through 
resignation, subject to eight weeks written notice to the Executive Director of the 
organization. 



Duration of Contract Commitment: 

Upon signature of this contract, the Employee commits to a six-month minimum 
duration of employment 

This letter constitutes your Employment Contract. Please sign the 
attached copy and retum it to us as your acceptance of its tenns and 
conditions. 

Sincerely, 

Edmond Spaho 
Executive Director 

Accepted: Signature: 
(Name) 

Date: 
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Albanian National Training and Technical Assistance Resource Center 
Qendra Kombetare Burimore e Trainimit dhe Asistences Teknike 

April 6, 1999 

Dear MslMr. 

This letter constitutes an employment contract between (Employee) and the 
Albanian National Training and Technical Assistance Resource Center (NGO Center) 
(Employer) 

Position: 

The Employee will serve in the position of Office Administrative Assistant for the 
National Training and Technical Assistance Resource Center. 

Scope of Work: 

The scope of work and duties will include, but are not limited to the following: 

The Office Administrative Assistant will work very closely with an executive team 
comprised of a large staff and ORT Advisors at the Albanian National Training and 
Technical Assistance Resource Center for implementing a large-scale, long-tenn 
national strategy for NGO development and sustainability under the Democracy 
Network Program funded by USAID. 

Specific Responsibilities will entail: 

• Actively participating in the day-to-day operations of the organization; 

• Responding to, recording and delivering telephone, fax, and e-mail messages 
for staff members of the organization, and from staff members to individuals 
and organizations outside the organization; 

• Conducting all organizational activities in accordance with the organization's 
policies and procedures; 

• Developing and maintaining a rigorous system for inter- and intra-office 
communications; 

• Developing and maintaining a rigorous system for documenting and recording 
written correspondence to and from the organization; 
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• Providing the executive staff of the organization assistance m office 
administrative tasks; 

• Providing written translation and oral interpretation m both English and 
Albanian languages, when needed and upon request; 

• Developing and maintaining a rigorous, detailed, catalogued filing system for 
aU administrative and other documents of the organization; 

• Developing an maintaining a regularly up-dated information system for 
contact persons' and organizations' names, addresses, and phone numbers by 
the organization; 

• Providing computer support services to executive staff of the organization; 

• Providing logistical arrangements and support for activities of the 
organization; 

• Providing technical and program assistance to executive staff for activities of 
the organization; 

• Preparing monthly reports on activities performed and outcomes; 

• Other task assigned by the Executive Program Assistant, Executive Director, 
or ORT Advisors. 

Note: A formal Office Administrative Assistance employment position description 
will be developed and signed by both parties and attached to this contract within 60 
days of signing this employment contract. Development of the description wiU take 
place through a participatory effort of both parties, during an executive staff retreat, 
and will be consistent with the organization's Policies and Procedures. 

Duration of Assignment: 

This assignment will take place during an fourteen-month period, from April 16, 
1999, through June 1, 2000. 

Reporting and Accountability: 

The Employee will report regularly and upon request to the Executive Program 
Assistant at the NGO Center. In cases where the Executive Assistant may be not 
available, reporting will be to the Executive Director. 

Remuneration: 

The Employee wiU receive a monthly salary of $ . A daily timesheet reflecting a 
minimum 40 - hour workweek, must be recorded and signed off on weekly, by the 



Executive Assistant, or in cases where the Executive Assistant is not available, by the 
Executive Director. No additional salary will be paid for overtime. 

Based on the current Albanian legislation and this Employment Contract, the 
Employee will receive additional benefits, including annual leave of 15 work days per 
year, eamed at 1,25 days per month. The Employee will be allowed 14 days of paid 
sick leave per year. All other benefits and policies are included in the Personnel 
Policies and Procedures. 

Mandatory Tax Payments: 

According to the current Albanian legislation the Employee's mandatory social 
insurance payment is 45,9% of a certain amount monthly salary (which is 18120 leke 
per month). The Employer will pay 34,2% of the above mentioned amount and the 
Employee will pay 11,7% of the same amount, which is 11,7% x 18 120 Leke = 2120 
Leke. In addition to this amount, according to the current Albanian Legislation on the 
Personal Income Tax, the Employee shall pay 1500 Leke + 15% of the monthly 
salary. Both of the above mentioned amounts will be deducted from the monthly 
salary of the Employee each month. The Employer, each month, will make payments 
to the Republic of Albania on behalf of the employee. 

Exclusive Services During Contract Tenn: 

The Employee shall devote her entire time and energy to the performance of her 
service under this contract and shall not engage in any business activities or other 
gainful activity throughout the period of this contract. Additional outside professional 
activities or services may be considered for provision through the NGO Center upon 
request and upon receiving written approval by the Executive Director. 

Ownership of Documents: 

All technical and educational documents produced under the services of this contract, 
including but not limited to training and technical assistance resources, are the sole 
property of the NGO Center, and may not be removed under any circumstances. 

Conflict of Interest: 

The Administrative Assistant shall request approval from the Executive Director prior 
to participation in any outside professional activity. The Administrative Assistant 
shall refrain from the participation in any political activity, including, but not limited 
to political party membership or activist status and competing for, or accepting 
nomination for any political office. 

Employee Perfonnance Evaluation: 

The Employee will be placed under probation during the first three months of the 
Employment Contract. The Employee will meet the Executive Director of the 
organization and ORT Advisors at the end of the three-month period to receive 
feedback on her performance. Prior to the end of the three-month period, the 



Employee will meet with the above-mentioned persons for probationary performance 
review. Performance deemed satisfactory will result in automatic continuation of 
contract. Performance deemed unsatisfactory during the three-month probationary 
period may result in termination of contract. 

Reconsideration of employment remuneration may take place during every second 
review of a bi-annual performance evaluation, beginning one year after contract is 
signed. 

Tennination: 

This Employment Contract terminates if the funding donor exercises its right under 
termination provision of its contract with the Albanian National Training and 
Technical Assistance Resource Center. The Center will endeavor to give its 
employee as much advance notification as possible of circumstances that may lead to 
such termination by the funding donor. 

The Albanian National Training and Technical Assistance Resource Center may 
terminate its contract with the Employee if, in the Center's judgement, according to 
established Personnel Policies and Procedures, circumstances warrant such a 
termination. 

The Employee may terminate her contract with the Albanian National Training and 
Technical Assistance Resource Center through resignation, subject to eight weeks 
written notice to the Executive Director of the organization. 

Duration of Contract Commitment: 

Upon signature of this contract, the Employee commits to a twenty-months minimum 
duration of employment. 

This letter constitutes your Employment Contract. Please sign the 
attached copy and retum it to us as your acceptance of its tenns and 
conditions. 

Sincerely, 

Executive Director: 

Edmond Spaho 

Accepted: 

Signature: 
(Name) 

Date: 



WEEK ONE 
MONDAY TIJESDAY 

Time January II, 1999 January 12, 19~? 

8:30 
9:00 
9:30 Orientation 
10:00 
10:30 
11:00 
11:30 
12:00p 
12:30 
1:00 
1:30 LUN'::H LUNCH 
2:00 
2:30 
3:00 Learning 
3:30 & 
4:00 Development 
4:30 
5:00 
5:30 Individual 
6:00 Activities 

Staff Strategy 
Sessions 

Eycnlng- Optional Session! 
Readings & 

Individual Study 

~ 

Training of Trainers 
Schedule of Sessions and Activities 

WEDNESDAY TIlURSDAY FRIDAY 
January 13, 1999 January 14, 1999 January 15, 1999 

Leaming& Planing Monitoring 
Development, 

In & 
What is special 

About the NGOs Evaluating 
NGOs 

Organizations 

LUNCH LUNCH LUNCH 

Management Coordinating Goals, 
Functions Organization Baselines & 
InNGOs Resources Indicators 

Individual Individual Individual 
Activities Activities Activities 

SATIJRDAY 
January 16, 1999 

- --- . 

Performance 

Evaluation 

LUNCH 

Optional Session, 
Work Block, 
Readings, Ind 
Meetings & 

Study 
Optional Activity 

Staff Strategy Staff Strategy Meetiiig-- -Optl()nal Session, 
Sessions Sessions withNGO Work Block, 

Optional Session! Set UpNGO Managers Readings, Ind 
Readings & Center Work Meeting & 

Individual Study Blocks Social Activity Study 
Optional Activity 

SUNDAY 
January 17, 1999 Time 

8:30 
Optional Session, 9:00 

" Work Block, 9:30 
Readings, Ind 10:00 
Meetings & 10:30 

Study 11:00 
11:30 

Optional Activity 12:00p 
12:30 
1:00 

LUNCH 1:30 
2:00 
2:30 

Optional Session, 3:00 
Work Block, 3:30 
Readings, Ind 4:00 
Meetings & 4:30 

Study 5:00 
Optional Activity 5:30 

6:00 
Optional Session, 

Work Block, 
Readings, Ind EYcning 

Meeting & 
Study 

Optional Activity 
WEEK ONE 



WEEK TWO 
MONDAY TUESDAY 

Time January 18, 1999 January 19, 1999 

8:30 
9:00 Consulting Communication 
9:30 
10:00 Role At 
10:30 
11:00 Work 
11:30 

12:00p 
12:30 
1:00 
1:30 LUNCH LUNCH 
2:00 
2:30 
3:00 Consulting Information 
3:30 Process Gathering 
4:00 
4:30 & Contracting In Organizations 
5:00 
5:30 Individual Individual 
6:00 Activities Activities 

Staff Strategy Staff Strategy 
Sessions Sessions 

Evening Optional Session, 
NGO Consultants Work Block, 

Readings, 
Individual Study 

9lJ 

Training of Trainers 
Schedule of Sessions and Activities 

WEDNESDAY THURSDAY FRIDAY 
January 20, 1999 January 21, 1999 January 22, 1999 

Participant 
Session Facilitating Practicum 
Subject 

Selection Problem In 

Practicum Solving Plovdiv 

Set Up] 

LUNCH LUNCH LUNCH 

Practicum Facilitating Practicum 
Problem In 

CCF Solving Plovdiv 

Individual Individual Individual 
Activities Activities Activities 

Staff Strategy Staff Strategy Staff Strategy 
Sessions Sessions Sessions 

Participant Optional Session, 
Social Activity Session Work Block, 

Overview Readings, 
Individual Study - .... _ .. ------------

SATURDAY SUNDAY 
January 23, 1999 January 24, 1999 Time 

8:30 
Optional Session, Optional Session, 9:00 

Work Block, ,_ Work Block, 9:30 
Readings, Ind Readings, Ind 10:00 
Meetings & Meetings & 10:30 

Study Study 11:00 
11:30 

Optional Activity Optional Activity 12:00p 
12:30 
1:00 

LUNCH LUNCH 1:30 
2:00 
2:30 

Optional Session, Optional Session, 3:00 
Work Block, Work Block, 3:30 
Readings, Ind Readings, Ind 4:00 
Meetings & Meetings & 4:30 

Study Study 5:00 
Optional Activity Optional Activity 5:30 

6:00 I 

Optional Session, Optional Session, I Work Block, Work Block, 
Readings, Ind Readings, Ind Evening 

Meeting & Meeting & 
Study Study 

Optional Activity Optional Activi!t L __________ 

WEEKTWO 



WEEK THREE 
MONDAY TUESDAY 

Time January 25, 1999 January 26, 1999 

8:30 
9:00 Practicum Training Design 
9:30 Processing 
10:00 And 
10:30 Assessing 
11:00 Organizational Curriculum 
11:30 & Training Development 

12:00p Needs 
12:30 
1:00 
1:30 LUNCH LUNCH 
2:00 

-2:36-- ~-.-~-, ..... --

3:00 Assessing Training Design 
3:30 Organizational And 
4:00 & Training Curriculum 
4:30 Needs Development 
5:00 
5:30·· . Individual Individual 
6:00 Activities Activities 

StaffStrategy . 
--

Staff Strategy 
Sessions Sessions 

-Eve rung Optional Session, Optional Session, 
Work Block,. Work Block, 

Readings, Readings, 

---- _ !l1div!dual Study_o }!1t!!"id.!:!~!...~!~t!L. 

7/ 

Training of Trainers 
Schedule of Sessions and Activities 

WEDNESDAY THURSDAY FRIDAY 
January 27, 1999 January 28, 1999 ___ ~~Jl.I~~'Y 2~, 1999 

Participant Leadership 
Evaluation 

Sessions And 
Of Training 

Preparation & Delegation 
Individual 
Research 

-
LUNCH LUNCH LUNCH 

---
·Partlcipant Participant 

Practicum Sessions Sessions 
Preparation & Preparation & 

Individual Individual 
Research Research 

Individual Individual Individual 
Activities Activities Activities 

Staff Strategy Staff Strategy Staff Strategy 
Sessions Sessions Sessions 

Optional Session, Optional Session, 
Work Block, Social Activity Work Block, 

Readings, Readings, 
_!I1_~!"i~u~lo~t~.d.L. 0 ___0 _____ 

Individual Study 

-

SATURDAY SUNDAY 
January 30, 1999 January 31, 1999 Time 

8:30 
Optional Session, Optional Session, 9:00 

Work Block, 00 Work Block, 9:30 
Readings, Ind Readings, Ind 10:00 
Meetings & Meetings & 10:30 

Study Study 11:00 
11:30 

Optional Activity Optional Activity 12:00p 
12:30 
1:00 

LUNCH LUNCH 1:30 
2:00 
2:30 

Optional Session, Optional Session, 3:00 
Work Block, Work Block, 3:30 
Readings, Ind Readings, Ind 4:00 
Meetings & Meetings & 4:30 

Study Study 5:00 
Optional Activity Optional Activity 5:30 

6:00 
Optional Session, Optional Session, 

Work Block, Work Block, 
Readings, Ind Readings, Ind Evening 

Meeting & Study Meeting & Study 

Optional Activity Optional Activity I 

WEEKTHREE 



WEEK FOUR 
MONDAY TUESDAY 

Time February I, 1999 February 2, 1999 

8:30 
9:00 Participant Participant 
9:30 
10:00 Session (2) Sessions (2) 
10:30 
11:00 
11:30 

12:00p 
12:30 
1:00 
1:30 LUNCH LUNCH 
2:00 
2:30 
3:00 Participant Participant 
3:30 
4:00 Sessions (2) Sessions (2) 
4:30 
5:00 
5:30 Final Meetings Final Meetings 
6:00 (2) (2) 

Staff Strategy Staff Strategy 
Sessions Sessions 

Evening Optional Session, Optional Session, 
Work Block, Work Block, 

Readings, Readings, 
Individual Study Individual Study 

~ 

Training of Trainers 
Schedule of Sessions and Activities 

WEDNESDAY THURSDAY FRIDAY 
February 3, 1999 February 4, 1999 February 5, 1999 

Presentation Personal 
Processing Policies Transition 

Next Steps! 
& Group Next 

Conflict Steps 
Procedures 

Analysis 

LUNCH LUNCH LUNCH 

Conflict P&P Action Planning 

Analysis Application Pre- Post-
Evaluation 

Final Meetings Closure & Satisfactory 
(2) Continuation Survey 

Staff Strategy 
Sessions Closing 

Optional Session, 
Work Block, Ceremony 

Readings, 
Individual Study 

SATURDAY SUNDAY 
February 6, 1999 February 7,1999 Time 

8:30 
Work Block, Work Block, 9:00 
Readings, Ind . - Readings, Ind 9:30 
Meetings & Meetings & 10:00 

Study Study 10:30 
II :00 

Pack Up Pack Up 11:30 
12:00p 
12:30 
1:00 

LUNCH LUNCH 1:30 
2:00 
2:30 

Work Block, Work Block, 3:00 
Readings, Ind Readings, Ind 3:30 

Meeting & Study Meeting & Study 4:00 
4:30 

Pack Up Pack Up 5:00 
5:30 
6:00 

Evening 

WEEK FOUR 



EMPLOYEE SELF-EVALUATION I 

Scheduled Evaluation Date:. ______ _ 

Employee: _________ _ Supervisor: _________ _ 

Position: ___________ _ Department: ________ _ 

Section I: 

Section II: 

Please list the duties or areas of responsibility where you feel you are strong or 
in which you do well. 

Please list duties or areas of responsibility where you could improve. Also list 
possible suggestions for developing a plan for improving these areas. 

Section III: Please list duties, skills, or areas of responsibility you would like to have an 
opportunity to learn, develop or grow into. Include short-term 
objectives/goals. 



PERFORMANCE EVALUATION FORM 

1. QUALITY OF WORK 

Measurable Goals 

Remarks: 

2. PLANNING 

Establishingclear goals for 
self7subordinates 
Planning activities/actions 
Evaluating results on regular basis 

Remarks: 

3. COMMUNICATION 

Developing and maintaining clear documents 
Being brief and concise 
Listening alertly 
Writing clearly and effectively 
Giving, asking for, and receiving feedback 

Remarks: 

7 

Low 
I 

Low 

2 

I 2 

Low 
I 2 

3 

3 

3 

High 
4 5 6 

High 
4 5 6 

High 
4 5 6 



4. INITIATIVE 

- Ability to act independently 
- Ability to get things started 

Remarks: 

5. COOPERATION AND TEAM WORK 

- Ability to work with colleagues 
- Ability to work with supervisors 

Remarks: 

6. ACCOUNTABILITY 

- Attendance 
- Punctuality 
- Timekeeping 

Remarks: 

8 

Low 
1 

Low 
1 

Low 
1 

High 
2 3 4 5 6 

High 
2 3 4 5 6 

High 
2 3 4 5 6 



7. ACKNOWLEDGEMENT OF WORK 

Recognizing personal achievements 
Recognizing others' achievements 

Remarks: 

8. SPECIAL SKILLS 

Consensus seeking 
Compromising or mediating 
Controlling dysfunctional behavior 

Remarks: 

9. GeneraIIPersonal Skills 

Handling emergencies 
Accepting help willingly 
Criticizing oneself constructively 
Managing stress and tension 

Remarks: 

9 

Low 
1 

Low 
1 

Low 
1 

2 3 4 

2 3 4 

2 3 4 

High 
5 6 

High 
5 6 

5 
High 

6 



SUPERVISOR'S COMMENTS: 

EMPLOYEE'S COMMENTS: 

Supervisor's Signature ________ _ 

Employee's Signature ________ _ 
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Date 

Date 



PERFO~CEEVALUATION I 
Evaluation Date:. __________ _ 

Employee: _________ _ Supervisor:. _________ _ 

Position: __________ _ Department:; ________ _ 

Section I: Supervisor's Evaluation 

Section II: Employee Comments Regarding Evaluation 

Employee's Signature: ___________ _ Date: _____ _ 

2 



EMPLOYEE - SUPERVISOR PERFORMANCE PLAN 

CONFERENCE NOTES: 

GOALS FOR NEXT PERFORMANCE Ev ALUA TlON: 

3 



STRATEGIES FOR GOAL ATTAINMENT (ACTION PLANNING): 

NOTES: 

Supervisor's Signature' ______________ _ Date'--__ _ 

Employee's Signature, ______________ _ Date, ___ _ 

4 



PERFORMANCE EVALUATION QUESTIONNAIRE 

1. What is your biggest achievement related to your work during this period? 

2. What did you not accomplish from what you expected during this period? 

3. What skills did you use most during the past year? 

4. What skills would you like to further develop? 

5. To what extent has the involvrnent in the organization met your initial expectations? 

6. How would you like things to be different for you within the organization? 

7. Have you had all needed support from your supervisor/colleagues to accomplish your 
work? 

8. What additional support do you need from the organization to accomplish your goals? 

5 



SUPERVISOR'S COMMENTS: 

EMPLOYEE'S COMMENTS: 

Supervisor's Signature ______ _ 

Employee's Signature ______ _ 

6 

Date 

Date 

)O~ 
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PARTNERET 

Organizatat joqcveritare: 
QKBTAT-i synon n~ seklorin e 
OJQ-ve rritjen e kapacilelit dhe 
qendrueshmerise se tyre, 
shkembimin e inforrnacionil dhe 
forcimin e lidhjeve nderrnjet OJQ­
ve dhe organizalave Ie tjera. 

Organizatat qeveritare: 
QKBTAT-i synon te krijoje 
marredhenie efeklive nderrnjel 
organizalave qeveritare dhe 
joqeverilare me qellim qe Ie 
inforrnoje dhe Ie sensibilizoje 
organizatat qeveritare per rolin e 
OJQ-ve ne nji! shoqeri demokralike. 
Aspekt i rendesisMm i rolit Ie 
QKBTAT-it nl! kele drejtim I!shte 
krijimi i lehtesirave dhe koordinimi 
i iniciativave Ie perbashkela 
nderrnjel organizatave joqeveritare 
dhe atyre qeverilare. 

Organizatat e blzneslt: 
QKBTA T -i paraqel struktura qe 
ndihmojne qendrueshmerine dhe 
stabililelin e tyre. Duke qene se 
biznesel mund II! gjejne mbeshtelje 
Ie fuqishme nga organizata Ie Ijera 
simotra, QKBTAT-i ofron sMrbime 
per forcimin e tyre. Ne menyre 
direkle ofrohel mbeshletje e 
mmcjshme per ato biznese qe jane 
ne fazen fillestare, si dhe alo qe 
kane ncvoje til forcohen nl! Ie 
ardhmen. 

/t77 

-' .. "--.- ._-_ .. __ .. " - ----_._------_.---

VIZIONI 

Mode/ojme Ie ardllmell duke 
Ildrys/llIar Ie lasllmell. 

MISIONI 

Krijojme /iders/Jipill permes 
zbalimil Ie slralegjive d/Je 
illicialivave Ie reja, krijllese 
d/Je efektive per sektorill e 
orgUllizatave joqeveritare, 
qeveritare dlte te biznesit, per 
Ie sigllmar zllvillim Ie 
qelldrlles/lem social 
ekotlomik dlte politik 

----_ .. " ./ 

~.-.-- ..... -----.------

QENDRA KOMBETARE 
BURIMORE E TRAJNIMIT 

DHE 
ASISTENCES TEKNIKE 

~ by changing the "0 
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Rruga "Mustafa Matohiti", Nr. 16 
Tirana, ALBANIA 

Tel/Fax: ++355 42 47603,47604 
E-Mail: ngocenter@icc.al.eu.org 



Pas perfundimil me sukses Ie fazes se 
pare Ie Programil Ie ORTIUSAID-il "Rrjeti i 
Demokraeise" ne Shqiperi synimi i Ie eilil 
eshte dhenia e asistences financiare, teknike 
dbe e trajnimcve sekloril Ie OJQ-ve, ORT-ja 
kreu nje studim per OJQ-Ie ne Shqiperi. 
Rczullalel nxoren ne pah nevojen e hartimil 
Ie nje slralegjie afalgjale per zhvillimin 
organizativ dhe forcimin e qendrueshmerise 
se OJQ-ve ne Ie gjilhe Shqiperine. No 
pergjigje Ie saj, ORT-ja perpunoi nje stralegji 
5-vjecare per zhvillimin dhe qendrueshmerine 
e OJQ-ve. Kjo stralegji favorizoi krijimin e 
Qendres Kombelare Burimore Ie Trajnimil 
dhe Asislences Teknike (QKBTA T), e eila 
sherben si model i strukturimil Ie OJQ-ve 
sipas slandarteve nderkombetare. 

STRATEGJIA 

Stralegjia e QKBTAT-il synon Ie siguroje 
trajnim, asistenee leknike dbe sMrbime 
konsulence ne fushen e zhvillimil organizativ 
dhe forcimil Ie Iidershipil pcr OJQ-t;;, 
institucionet shlelerore, agjensile e biznesil 
dhe individe Ie veeanl;; qe merren me 
problemel e zhvillimil Ie demokracise, 
zhvillimil ekonomik, mbrojtjes sl! mjedisil, 
problemel e shendelil dhe Ie shi!rbimeve 
sociale, Ie edukimil, problemel e zhvillimil 
rural dbe bujqesor, alo Ii! gruas dbe rinise, etj. 
Strategjia synon ne: 

Zhvllllmin e Qendrave Burlmore 
Seklorlale dhe te OJQ-ve te tlcra: 
QKBTAT-i siguron programe rigoroze 
trajnimi, asistence leknike dhe sberbime 
konsulence ne fushen e zhvillimil 
institucional, Ie mbeshletura me grante nga 
ORTIUSAID, per grupe Ii! caktuara OJQ-sh, 
te perzgjcdhura permes nje proccsi aplikimi, 
te hapur dhe konkurues. 

/lJS-

Program pcr Zhvillimin dhe 
Lidershipin e OJQ-ve, i shoqcruar me 
deshmi: QKBTA T -i of ron nje program 3-
mujor intensiv per drejluesit e OJQ-ve mbi 
zhvillimin dhe lidershipin e OJQ-ve. 

Asislence Ie vazhdueshme per 
zhvillimin e OJQ-ve dhe te 
qcndrueshmerise sc lyre: QKBTAT-i do te 
ndihmojo Qendral Burimore Sekloriale per 
percaktimin e OJQ-ve qo veprojne ne sektore 
spceifike dhe qe dcmostrojne deshire dhe 
kompetenee per ndryshime slrukturore. Pas 
seleksionimil kelo OJQ do Ie perfitojne 
trajnim dhe asistence teknike nga QKBTAT-i 
dhe Qendrat Burimore Sekloriale duke II 

mbeshtetur me granle per zhvillim 
institucional, te dhena nga ORTIUSAID-i. 

Programe Ie Mesimil Ic Gjuhes 
Angleze, Ii! shoqeruar. me deshml: Per Ie 
rritur mundesile e bashkepunimit me 
komunitelin nderkombetar te OJQ-ve, per 
drejtuesil dhe anelarel e Ijere Ie OJQ-ve 
shqiptare, QKBTAT-i of ron programe te 
~ertifikuara te mcsimit Ie gjuhes angleze. 

Programe afteslml ne kompjuter pcr 
drejtimin e OJQ-ve: Nisur nga 
domosdoshmeria e zOlerimil te kompjuteril 
pcr kryerjen e veprimcve Ie karaklerit operativ, 
QKBTA T -i of ron ne pcriudha tli eaktuara kohe 
kurse te ndryshme trajnimi per perdorimin e 
kompjutcrit 

Shkcmblme pcrvojash: Per OJQ-Ie qi! 
veprojne ne fushen e sherbimeve socia Ie, 
zhvillimil Ie demokracisi! dhe ne sektore Ie 
tjere, QKBTAT-i ndermer iniciativa qi! 
mundesojne sigurimin e pervojave te 
bashkepunimil dhe krijimin e Iidhjeve 
ndermjel OJQ-ve, orqanizatave qeveritare dhe 
Fakultetit Ie Pllnes Sociale to Universitetit te 
Tiraues. 

OBJEKTIVAT 

~ Zhvillimi i QKBTAT-it, si qender 
kombetare burimore e Irajnimit dhe e 
asistences teknike per sektorin e OJQ­
ve, te Administrates Pub like dhe te 
Biznesi!. 

~ Permiresimi i strukturave organizative 
dhe forcimi i aktivileteve Ie OJQ-ve per 
Ie rritur pergjegjesine dhe 
qendrueshmerine e tyre. 

~ Forcimi i rolil te OJQ-ve ne nje shoqeri 
demokratike si dhe fuqizimi i 
marredhenieve ndermjet tyre dhe 
organizatave qeveritare, medias, 
biznesit dbe komuniletit DC teresi. 

~ Sigurimi dhe zhvillimi i trajnimit dhe i 
asistences teknike per seklorin e OJQ­
ve dbe organizatave te tjera nil Ii! gjithi! 
Shqiperine. 

PERPARESITE 

Perparcsili! per zhvillimin e OJQ-ve 
jane fushat e meposhtrne: 

• Zhvillimi i demokracise 

• Rrilja ekoDomike 

• Sherhimet Sociale 

• Mhrojtja e mjedisit 

• Shendctsia 

• Arsimi 

• Zhvillimi Rural dhc Bujqesor 

• <;:eshtjct c Grave 

• <;:cshtjct e Rinise 



SITE-VISIT REPORT 

Open Society Club 
represented by: Cons. Angelina Pelova 

ANTTARC 
represented by: TC. Ariana Hamiu 

Kastriot Alika 

Place: Plovdi (Bulgaria) 
Date: January 22, 1999 
Time: 11.00 

Purpose: Information and Experience Sharing 

The meeting took place at the Infonnation Center of OSC. A consultant who served also 
as the Infonnation Center Chief Manager welcomed us. We introduced ourselves and 
identified the goal of this meeting. But nobody seemed to have any forehand infonnation 
about our visit. The above consultant was engaged in other tasks and could not help us. 
The rest of the employees including the Director were not available. Nevertheless for 15 
minutes we managed to address some questions and raise some issues. 

Question: 
Answer: 

Question: 
Answer: 

Questions: 

Answer: 
Question: 
Answer: 
Question: 

Answer: 

What is the purpose and goal of OSC? 
Open Society Club is a member of Open Society Foundation - a Network 
of 13 Clubs and 18 Infonnation Centers. Its goal is to help NGOs, in 
Plovdi and its close areas, develop programs and projects. OSC has served 
as grantor's subcontractor for the above NGOs. Last year some 31 small­
scale programs and projects were funded mainly in the fields of Education, 
Culture and Medicine. 
What is the organization structure of OSC? 
The Board of Trustees (30 members) selects the Board of Directors (7 
members) that is the decision-making authority and is held accountable 
about OSC annual activity. The executive staff consisted of 5 people. One 
of them is the Executive Director. 
What are some of the selection criteria about the previously approved 
programs and projects? 
We select the best projects available to us. 
Do you have a list of these criteria? 
Yes, but I can't find them. 
Do you prepare reports about these projects and if "yes" what kind of 
reports, and when do you prepare them? 
This I am not authorized to tell you?! 

1 



Question: Do you have a perfonnance evaluation system and employee perfonnance 
standards? 

Answer: I can't disclose this infonnation but I can ask the director to do this 
because she is back? 

Question: Please, would you also be so kind to ask her if we can have a meeting with 
her during whatever time of the day, since she may know about us? We 
were told that we could have even two meetings in case we wanted. 

Answer: (back after 5 minutes) I am sorry, but the Director can not meet you 
because she is busy all the day through. I'm sorry I can't help you either 
since I'm too busy. 

The meeting lasted some 15 minutes. 

CONCLUSIONS 

Positive elements 
• lnfonnation disclosure about the OSC purpose, goal, Boards, staff, and donors 
• The presentation of our Center (press kit and our cards) 
• The promise to send materials made by a part-time member of the staff 
• New experience of how people should not behave 

Negative elements 
• Very brief and unclear infonnation provided 
• Lack of desire for cooperation 
• Impolite behavior by the counterpart 
• Very short time at disposal 
• Lack of responsibility about the promise made 

RECOMMENDATIONS 

People who are responsible about arranging these meetings should confirm them. 
Moreover they should make clear to both parties the meeting agenda, duration time, and 
people involved. . 
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VISITING REPORT 

Visited NGO: Bulgarian Debate Association 

Contact Point: Mr. Trendafil Meretev 

Visiting Team: Lidra Remacka, Genc Pasko, Myftar Doci 

Date: January 22, 1999 

The Bulgarian Debate Association (BDA) is part of Karl Popper Debate Program. It has been 
established as a particular program since last year. Its mission is to offer students and teachers the 
opportunity to examine issues affecting their lives and communities, and to establish independent 
national debate associations to promote, organize, and sustain debate activities. 

Considering debate as a powerful means to encourage critical thinking and tolerance for the others' 
opinions. DBA provides technical assistance on critical thinking techniques and interactive teaching 
methods and curricula for students. It also maintains contacts with international educational 
organizations and organizes other international activities. 

In order to achieve this, BDA has selected 120 secondary schools and 15 universities all over 
Bulgaria and intends to offer teachers and students guiding principles to organize and participate in 
debate programs. In this context, this year BDA has organized three national meetings \vith coaches 
and qualified trainers. BDA is also cooperating with the Ministry of Education in order to introduce 
educational debate programs in high schools and universities. 

BDA has also been successful in establishing debate clubs where students can develop their 
arguments, conduct research and brainstorming, and develop common approaches on how to 
stimulate critical thinking and how to use and improve the debate tools and techniques. 

BDA maintains good relationships with other NGOs, media, and local authorities to coordinate efforts 
in common projects aiming mainly at providing both students and teachers with current publications, 
reference materials, organizing public speaking and moot courts, etc. Simultaneously, BDA has a 
three-year project that aims at establishing closer relationships with other NGOs and other institutions 
such as Parliament, Ministry of Education, etc. 

Regarding fundraising, BDA is trying to generate funds through various international donors and 
sponsors that are interested in supporting the initiative. In addition to that, BDA is also working with 
business, local community, and some other central government organizations such as the Ministry of 
Education to raise funds for the project. 

The structure ofBDA is very small, it encompasses only three people with 1 regional coorclinator 
based in Sophia, and is managed by a volunteer board which sets priorities and prepares the strategies 
and action plans for the future. 



SITE-VISIT REPORT 

Education for Democracy Youth Center (EDYC) 
represented by: Chainnan Krasimir Loykov 

& Four Staff Members 

ANTTARC 
represented by: 

Place: Plovdi (Bulgaria) 
Date: January 22, 1999 
Time: 14.00 

ED Edmond Spaho 
TC. Ariana Haxhiu 

Kastriot AIika 
Anula Guda 

Purpose: Information and Experience Sharing 

/ 

The meeting took place at the office of EDYC. The meeting was well organized and the 
participants were very cooperative and eager to get to know each other. EDYC 
representatives proposed an agenda, which we all agreed on. The time at disposal was 
considered seriously and consensus was reached on how much time to allocate to each 
topic. 
Meeting agenda: 

Your NGO image (l0 minutes) 
Your organization goal, mission, and objectives (15 minutes) 
Reciprocal questions (30 minutes) 
Suggestions and proposal for the future (20 minutes) 
Conclusions (1 0 minutes) 
Wrap-up (5 minutes) 

Questions of both parties were concentrated on goals, objectives, projects, and future 
cooperation possibilities. Emphasis was placed on the fundraising strategies. Increased 
awareness on EDYC mission had made people ofPlovdiv raise funds for this NGO. This 
was a new experience for them and for us, too. They did not have the manual of policies 
and procedures neither perfonnance evaluation procedures nor standards. They were 
using some of them but lacked awareness. They felt the need for experience and expertise 
in this field. Activities were their only marketing tool. They lacked financial resources to 
launch an aggressive marketing plan. Nonetheless they were pretty confident on their 
future success. For the time being they were considering the rest of NGOs as their 
partners and not competitors. We had the impression they did not have a clear idea about 
competition and cooperation. Part of the discussions was concentrated on the cooperation 
possibilities in the future. Both parties promised to foster future contacts. 



CONCLUSIONS 

Positive elements 

• Interesting ice-breaking and presentations by EDYC consultants and trainers 
• Visual presentations of both organizations mission 
• A rather detailed information on vision, mission, main objectives, 

organizational structure, descriptions of activities, and relations with the 
central and local government 

• Promises to cooperate in the future 
• The presentation of our Center (press kit and our cards) 
• New experience 

Negative elements 

• Not all the participants were involved in discussions 
• Waste of time on issues irrelevant to the meeting 
• Relatively a short time to get to know more about each-other 

RECOMMENDATIONS 

When such site-visits are well prepared they guarantee success. It is advisable to prepare 
and make known the agenda forehand so that both parties have time and commitment to 
introduce their achievements and views. 
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ROUND-TABLE REPORT 

Participants 

Partners-Bulgaria Foundation 
represented by: Ph.D. Cons. Tsvetan Davidkov 

Partners for Democracy (International Network) 
represented by: ................................... . 

Market Mediation 
represented by: 

Integration of Adolescence 
represented by: 

ANTTARC 
represented by: 

Also 

ED and Training Consultants 

Facilitator 
Cons. Marla Handy 
Cons. Nikola Jordanov 

18.00 - 18.05 Hello and personal introductions 
18.05 -18.10 Defining issues 
18.10 -19.15 Story-telling 
19.15 -19.30 Wrap-up 

Purpose: Information and Experience Sharing 

After a short personal introduction the facilitator proposed the round-table agenda Topics 
included in the agenda were: 

• NGO consulting in Bulgaria 
• Consultants Network 
• Success stories 
• Kind of service 
• Results 
• How NGOs reach you 
• Recent progress 
• Political pressure 



ANTTARC's consultants had presented their questions and issues a day before. What 
follows is a summary of their questions: 

Typically what consulting roles do you use and how you make the decision? 
What is Bulgarian NGO experience in consulting process and contracting? 
How do you identify and assess the training needs ofNGOs? 
What kind of expertise do you provide to NGOs in Bulgaria? 
Which are your training experience and activities? 
Which are some of the success stories in consulting process? 
Is there a consultants network in Bulgaria? 
How do you market your NGO? 
What is the typical organizational structure of Bulgarian NGOs? 
How do you assess your training and conculting? 
What is your experience in fundraising? 
What is your role as a consultant? Why? 
How do you market yourself? 

The first issue discussed was their initial experience. They made a short review of their 
start-up stages. They had worked for some time as teachers and lecturers at the Faculty of 
Sociology. It was interesting to get to know their educational background before starting 
as consultants. They had been psychologists and had found it easy to adapt themselves to 
a new field. Referring to their views there was a considerable overlapping area among 
teaching, training, and consulting. This explained why they initially started as trainers 
and lastly were basically involved in the field of consulting. 

The following issue was about the subsidization of training and consulting. In Bulgaria 
the substantial part of consulting and training was subsidized since the participants could 
not afford them. Sometimes participants paid a small amount and this was mainly 
practiced to motivate their learning process and attendance. There were many NGOs 
projects that had training as one of project components. This increased the demand for 
training and consulting and helped expand the market. 

Direct contacts and meetings with NGOs served as the basic marketing tool of Bulgarian 
consultants. They did not wait for NGOs to knock at their doors but drop by or contact 
them frequently to increase their clients' satisfaction. 

Most of these consultants had gone through TOT/C courses abroad and they were trying 
to keep pace with new theories and practices continually. In this context cooperation, 
networks, agreements, and reciprocal visits served as learning and marketing tools. They 
would view their counterparts mostly as partners than competitors. They tried to explain 
also the relations Customer (granter) - Consultant - Client and the importance of 
understanding these relations in the current NGOs sector. 

Other issues like misbalance, (i.e. decision-makers are not involved in the activities and 
people involved do not have decision-making power), free consultation (among friends), 
NGOs psychology and experience, etc were tackled shortly 
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CONCLUSIONS 

Positive elements 
• Disclosure of Bulgarian NGOs consultants experience 
• Presentation of the Albanian NGOs sector situation 
• Presentation of ANTTARC's goal, strategy, and activities 
• Eagerness to exchange opinions and establish cooperation 
• Questions addressed to each-other 

Negative elements 
• Unclear information provided 
• Lack of a forehand preparation 
• The limited number of Bulgarian consultants present in the meeting 
• Lack of an in-depth presentation of the issues presented by Bulgarian consultants 
• Albanian consultants did not encourage discussions 
• Unsatisfactory English speaking abilities (time consuming) 
• Passive listening and participation 

RECOMMENDATIONS 

People who are responsible for arranging these meetings should confirm the participation 
of people invited otherwise unpleasant situations are very likely to be confronted. 
Moreover they should make clear to all parties the meeting agenda, duration, and people 
involved. Take good care of the meeting preparation plan. 
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GUEST LIST FOR THE OPEN HOUSE CEREMONY TO BE 
ORGANIZED ON MARCH 31, 1999 

I. EMBASSIES AND INTERNATIONAL ORGANIZATIONS 

1. US EMBASSY 
Marisa Lino, Ambassador 

2. DUTCH EMBASSY 
Henk Heijnen, Ambassador 

3. BRITISH EMBASSY 
Stephen Nash, Ambassador 
Catherine Jones, Deputy Head of Mission (Know How Fund) 

4. GERMAN EMBASSY 
Hans-Peter Disdorn, Ambassador 
Petra-Gudrun Hedtke, Commercial Attache 

5. AUSTRIAN EMBASSY 
Mag. Arno Riedel, Ambassador 

6. ITALIAN EMBASSY 
Marcelo Spattafora, Ambassador 

7. FRENCH EMBASSY 
Patrick Chrismant, Ambassador 
Yves Beauvois, Attache d' Action Culturelle et de la Cooperation 

8. GREEK EMBASSY 
Aleksandros Malias, Ambassador 
Dimitris Platis, Deputy Chief of Mission 

9. DELEGATION OF EUROPEAN UNION 
Michele Peretti, Head of Delegation 
Dritan Tole, Project Officer 

10.0SCE 
Dan Everts 
Ismie Beshiri, NGO Coordinator 

11. COUNCIL OF EUROPE 
Andreas Papaconstantinou, Special Representative of the Secretary General of the C. E 
Michael Neurchteur, Programme Officer 

12. USAID 
Howard Sumka, Mission Director 
Luljeta Qorlaze, Program Assistant 



13.0RT 
Juliana Hoxha, Country Project Director 
Liljana Dango, Finance Officer 
Elira Zaka, Program Assistant 
Dona Godaj, Office Manager 
Hir Theodhori 

14. WORLD BANK 
Carlos Elbirt, Resident Representative 
Ana Gjokutaj, External Affairs Officer 

15. UNICEF 
Roberto Laurenti, Resident Representative 
Manuel Fontaine, Programme Officer 

16. UNDP 
Jan Wahlberg, Resident Representative 
Etleva Vertopi, Program Assistant 

17. UNFPA 
Emanuela Bello, Program Officer 

18.SNV 
Johan Tevelde, SNV Director 
Adri Zagers, NGO Adviser 
Lida Carcani, Programme Officer 

19. REC 
Mihallaq Qirio, Local Representative 

20. ALBANIAN FOUNDATION FOR A CIVIL SOCIETY 
Rolanda Dhimitri, Executive Director 

21. DIALOGUE DEVELOPMENT (funded by DANIDA) 
Steven Swampson, Consultant 

21.DANIDA 
Lis Jespersen, Head of Section, Royal Danish Ministry of Foreign Affairs 

22. SOROS FOUNDATION 
Capajev Gjokutaj, Executive Director 
Valdet Sala, Program Director 
Ardian Dhima, Coordinator, Civil Society Program 

23. BRITISH COUNCIL 
Elsona Agolli, Manager 

24. ALBANIAN EDUCATION DEVELOPMENT PROGRAM 
Robert Gurevich, Executive Director 
Vasillaq Zoto, Deputy Director 
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25. SWISS AGENCY FOR DEVELOPMENT AND COOPERATION 
Giorgio Fontana, Coordinator 

26. AUSTRIAN COOPERATION 
Mag. Florian Raunig, Head of the Scientific and Technical Cooperation 

27. ITALIAN COOPERATION 
Dr. Maurizio Di Caliso, Director 
Francesca Deglich, Esperto, Settore Sociale 

28. ITALIAN SPECIAL DIPLOMATIC DELEGATION FOR COORDINATION TO 
ALBANIA 
Piergiorgio Cherubini, Head of Delegation 

29. CRS 
Sieglinde Gassman 
Blerinda Idrizi 

30.NOVIB 
Chris Eijkemans, Regional Desk Officer Eastern Europe 

31. SWEDISH FOUNDATION 

32. GTZ 
Ismail Beka 

33. HUNGARIAN EMBASSY 
Lorant Balla, Council 

TOTAL 55 

II. GOVERNMENT ORGANIZATIONS 

34. COUNCIL OF MINISTERS 
Edmond Haxhinasta, Chief coordinator 
Filloreta Kodra, Director, Department of Public Administration 

35. MINISTRY OF LABOR AND SOCIAL AFFAIRS 
Kadri Rrapi, Minister 
Sofie Noti, Head of the NGO Sector 
Lavdie Ruci, Chair woman, Committee of Women and Family 

36. MUNICIPALITY OF TIRANA 
Albert Brojka, Mayor 

37. NATIONAL ENVIRONMENTAL AGENCY 
Maksim Deliana, Chairmen 



TOTAL 7 

II. MEDIA 

A. NEWSPAPERS 

38. ZERI I POPULLIT 

39. RILINDJA DEMOKRATIKE 

40. ALBANIA 

41. GAZETASHQIPTARE 

42. KOHA JONE 

43. REPUBLIKA 

44. SHEKULLI 

45. ALBANIAN DAILY NEWS 

B. NEWS AGENCIES 

46. AGJENSIA TELEGRAFIKE SHQIPTARE 

47. ENTER 

48. DEUTSCHE PRESS AGENCY (DPA) 

49. AGENCE FRANCE PRESS (AFP) 

50. ASSOCIATED PRESS CAP) 

5l.REUTER 

B. ELECTRONIC MEDIA 

52. TELEVIZIONI SHQIPTAR (TVSH) 
Departamenti Social Ekonomik 

• Besnik Kaltanji 
• Ardian murraj 

Departamenti i Informacionit (fiese departamentit) 

53. TVKOHA 
Enton Abilekaj 

54. TV KLAN 
Fatos Baxhaku 



55. SHIJAK TV 
Mero Baze 

56. ALBA TV (ftese stacionit) 

57. NESER TV (ftese stacionit) 

58. TEUTA TV (ftese stacionit) 

59. TV ARBERIA 
Rezar Xhaxhiu 

60. NORBA TV (ftese stacionit) 

61. RADIO TIRANA 
Programi /, Departamenti i Informacionit 
Aferdita Selimi 
Programi /, Departamenti Social 
Programi II + Radio e Jashtme 
Elsa Xhaji 

62. RADIO" KOHA" (ftese stacionit) 

63. RADIO "KONTAKT" (ftese stacionit) 

64.BBC 
Fatos Kongoli 

65. ZERI i AMERIKES (VOA) 
Ilirian Agolli 

66. DEUTCHE VELLE (ftese stacionit) 

TOTAL 33 

III. LIST OF NGOs 

67. Albanian NGOs Forum 

68. Society for Democratic Culture 

69. Albanian Youth Council 

70. Albanian for the Protection and Preservation of Natural Environment 

71. Center for Conflict Resolution 

72. Center for Documentation of Human Rights 



73. Institute of Contemporary Studies 

74. Center for Economic and Social Research 

75. Women's Center 

76. Media Institute 

TOTAL 10 

BOARD MEMBERS 

16 people 

ANTTARC's staff 

13 people 



~buletin 2 I shkurt 1999 

Albanian Consumers Association: 
"Cooperation of ACA with Local and 
Central Goyernment on Implementa­
tion of Consnmer Protection Law and 
Other Laws Strengthening Consumers' 

Rights Movement" (Development 
Activity Grant - $30,000) 

The DemNet grant provides funding to the 
Albanian Consumers Association, a na­
tional consumer rights watch-dog organi­
zation, for its annual operational expenses, 
training of members and leaders of the 
association's branches, training of oovern­
mental officials to improve law e~force­
ment, public education and health and 
safety awareness campaigns, and watch­
dog activities including taking. process­
ing. investigating. and representing con­
sumer complaints to government organs 
and the courts. The subgrant will also 
strengthen the work of the ACA's four new 
local advisory centers in the region. 

National Union of Albanian Farmers: 
"Promoting Policies in Support of 

Agricultural Development" 
(Development Activity Grant-$25,289) 

The Denu"let subgrant provides funding 
for annual actlvmes of the organization to 
support training of memberS. to restruC­
ture and strengthen the association by in­
creasing its reach from 25 to 30 districts, 
to support association leaders and mem­
ber~ in attending government meetings for 
polIcy advocacy purposes, and to improve 
public relations of the association. National 
Union of Albanian Farmers will prepare 
and advocate polIcy positions in areas of 
land taXes, farmer pensions. The subgrant 
Will support oq;anization of a public hear­
mg In Lezha dIStrIct and publication of a 
newsletter. 

Albanian Center for Economic 
Research: "Improving Municipality 

Services: Developing and 
Implementing a Local Level 

Anti-Corruption Action Plan" 
(Micro Grant - $5,000) 

A DemNet sub grant will provide addi­
nonal support (along with co-funding from 
other donors) to ACER to playa construc­
tive role in assisting local government or­
gans to develop a local anti-corruption 
action plan. ACER will conduct surveys 
of municipal officials and the local com­
munity, prepare a corruption assessment 
report, assist government in holding pub­
lic discussion forums and in drafting a lo­
cal actlon plan. ACER will also help the 
government es:..blish a permanent public 
private actor, "A Community Forum", 
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to assess local government' 5 performance 
on an annual basis. The funding from 
J?emNet will specifically support the pub­
hc dIalogue on the draft action plan, in­
cluding information days, town hall meet­
ings, and media and public education carn­
paigns. 

Intellectual Women I Puka: "Small 
Business an Opportunity for 

Employment and Self-employment" 
(Micro Grant - $3,816) 

The DemNet sub grant provides funding 
for the Intellectual Women ofPuka to col­
lect data on the 63 women-owned or 
women-run businesses in the Puka district, 
to develop policy recommendations to sup­
port busmess development, to train busi­
ness women on business development, and 
bnng together small credit providers to 
women in the Puka district. The 
Subrecipient"s project aims to create eco­
nomic opportunities and supportive poli­
CIes for women m the Puka region. 

Shoqata Shqiptare e Konsumatoreve: 
"Bashkepnnimi i ShShK me Pnshtetin 
Lokal e Qendror per Zbatimin e Ligjit 

per Mbrojtjen e Konsumatorit dbe 
Ligje te tjera qe forcojne Levizjen per 

te Drejtat e Konsumatorit" 
(Grant per zhvillimin e veprimtarise -

30,000 USD) 

Granti i DemNet siguroi financlna per 
Shoq'lten Shqiptare te Konsumatoreve, nje 
organizate kombetare qe vezhgon te drejtaI 
e konsumatorit, per shpenzimet e saj 
vjetore te veprimtarise, per trajniroin e 
anetareve dhe drejtuesve te degeve te 
shoqates, per trajnimin e zyrtareve 
qeverirare per te perrniresuar fuqine e ligjit, 
edukimin publik. dhe fushatat per 
ndergjegjesimin shendetesor dhe te 
sigurise, dhe veprimtari qe vezhgojne, 
terheqin, perpunojne, hetojne dbe paraqi~a 
e ankesave te konsumatorev ndaj organeve 
q~veritare dhe gjykatave. Ky grant 
g)lthashtu do te forcoje punen e kater 
qendrave lokale te ShShK. . 

Bashkimi Kombetar i Fermereve 
Shqiptare: "Promovimi i Politikave 

ne ~lbeshtetje te Zhvillimit 
Agrokulturor" (Grant per zhvillimin 

e aktivitetit - 25,289 USD) 

Granti i DemNet siguron fmancim per 
veprimmtarite vjetore te organizates per 
t~ trajnuar aneta ret e saj. per [e 
rtStruJ.:ruruar dbe forcuar shoqaten duke 
rritur shperndarjen e saj nga 25 ne 30 
rrethe. per te mbeshtetur drejtuesit dbe I 
anetare[ e shoqa[es [e ndjekin takime[ I 
qeveritare per politikat e avokatise, dbe te 
permiresoje marredheniet publike te 
shoqates. Bashkimi Kombetar i Fennereve 
Shqiptare do te pergatise dhe mbroje 
politika ne fushen e taksave te 'tokes, 
pensionet e fermereve. Granti do [e 
mbeshtese organizaten per nje degjim 
publik ne rrethin e Lezhes dbe per botimin 
e nje gazete. 

Qendra Shqiptare per Kerkime 
Ekonomike: "Penniresimi i 

Sherblnaeve Bashkiake: Zhvillimi 
dbe Zabtimi i Plan-Veprimit Anti­

Korrupsion ne Nivel Lokal" 
(Mikro-grant - 5,000 CSD) 

Granti i DelllJ'iet do te siguroje mbeshte~e 
shtese (bashke me financimet e donatoreve 
te tjere) per QShKE qe ajo te luaje nje rol 
konstrukuv ne ndihmen e dhene organeve 
te pushtetit lokal per Ie zhvilluar nje plan­
veprim anti-korrupsion. QShKE do te 
kryeje nje vezhgim per zyrtaret basbkiake 
dbe komunitetin lokal, do te pergatise nj. 
raport vleresues te korrupsionit, do te 
ndihmoje pushtetin lokal te zhvilloje 
diskutime publike dbe ne projek"timin e nje 
plan-veprimi lokal. QShKE do te ndibmoje 
gjithashtu pushtetin lokal te laijoje nje 
organ [e perhershem [e seh.'torit privat ~Nje 
Forum te Komunitetit, per te vleresuar 
punen e pushtetit lokal ~do vit. Financimi 
nga DemNet do te mbeshteSe ne men}'re 
specifike dialogun publik per plan­
veprimin, duke perfshire informacionin, 
takimet basbkiake, median dbe fushatat ~ 
edukimit publik. 

Grate IntelektualelPuke: "Biznesi i 
Vogel nje Mundesi per Punesimin 

dbe Veti!-Punesimin" 
(Mikro-grant - 3,816 USD) 

Granti i DemNet siguron financimm per 
Grate Intelekruale Ie Pukes per te mbledhur 
informacion nga rreth 63 gra qe kane ose 
Jane te perfshira ne biznes ne rrethin e 
Pukes, per te pergatitur rekomandlnae te 
nje politike mbeshtetese per zhvillinain e 
biznesit, per te trajnuar grate e biznesit 
per zhvillimin e biznesit te tyre, dbe per 
te terhequr subjekte qe japin kredi te vogla 
ne rrethin e Pukes. Projel(ti synon te krijoje 
mundesi ekonomike dhe politika 
mbeshtetese per grate ne rajonin e Pukes. 
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Albanian National Training And Technical 
Assistance Resource Center 

ANTTARC 

MANUAL OF POLICIES 

AND 

PROCEDURES 



INTRODUCTION 

ANTIARC is an Albanian Non-Governmental Organization (NGO) that intends to 
"build leadership in order to ensure sustainable social, economic, and political 
development through implementation of new, creative, and effective strategies and 
initiatives for NGOs, government, and business. " This Manual of Policies and Procedures 
regulates its internal and external relationships. 

Purpose: ANTI ARC Manual of Policies and Procedures formally regulates relationships 
within the organization and the relationships between the organization and organization's 
members and the outside actors in order to ensure operations' efficiency and outreach 
effectiveness. It gives guidelines to employees, volunteers, counterparts, etc. about the 
organizational performance, values, and standards. 

Resources: This manual was developed with the contribution of all of the organization's 
members. International standards, Albanian practices, and individual experiences were 
used as the starting point of the whole process. Policies and procedures from other NGOs 
were reviewed and considered as part of a benchmarking process. 

Legal Compliance: This manual is in compliance with Albanian legislation. 

Principles: This manual has been developed based on the principles of organizational 
integrity, disclosure, flexibility, accessibility, fairness, consistency, coherence, non­
discrimination, and personnel empowerment. 

Responsibility: Each staff member is responsible for reading the policies, complying 
with them, and proposing improvements. It is the responsibility of staff to ask questions 
about and seek clarification from the Executive Director for any policy that they do not 
fully understand. 

The Executive Director is responsible for ensuring that ali staff are informed regarding 
the existence and importance of this manual. This manual will be made easily accessible 
to all staff at any time. Furthermore, the Executive Director is responsible for the fair, 
consistent and equitable implementation of all policies and procedures described in this 
manual. Finally, the Executive Director is responsible for ensuring that all staff are 
notified, in writing, regarding updates, modifications and additions to this manual. 

Revision: This manual will be reviewed annually. Any changes will be consistent with 
Albanian legislation .. 

/J/ 



ANTTARC 

STANDARDS 



STANDARDS 
OF ALBANIAN NATIONAL TRAINING & TECHNICAL 

ASSISTANCE RESOURCE CENTER (ANTTARC) 

1.0 GOVERNANCE 

J.l ANTI ARC is governed fairly, impartially, and responsibly by an 
independent Board of Directors and its duly constituted Executive Staff. 

1.2 ANTI ARC has an independent, active, and informed Board of Directors, 
serving without compensation as directors. The Board has policies which 
specifY the frequency of Boards meetings (at least two per year) and 
adequate attendance by directors (at least a majority on average). The 
board has designated an Executive Staff to act in its place. The Board has 
policies restricting the number of employees who are voting members of 
the Board; providing limits for directors being related to one another, the 
Founder, or the Executive Director; and establishing limited terms of 
service for directors and officers. 

1.3 The Board has adopted a policy that prohibits direct and indirect conflicts 
of interest by members of the Board, employees, and volunteers. Board 
members, employees, and volunteers make known to the Board any 
affiliation they might have with an actual and potential supplier of goods 
and services, recipient of grant funds, or organization with competing or 
conflicting objectives. Board members and employees absent themselves 
from discussion and abstain from voting or otherwise participating in the 
decision on any issues in which there is a conflict of interest. Large or 
otherwise inappropriate gifts to Board members or staff for personal use 
are forbidden. 

1.4 Though the Board has delegated to staff, it accepts ultimate responsibility 
for governance over all aspects of the organization .. 

1.5 The Board approves the annual budget, appoints an independent auditor, 
and receives the annual audited financial statements in order to review the 
financial statements and activities of the organization. 

1.6 The Board has adopted a policy requiring that no person be excluded from 
participation in the organization, be denied the benefits of the 
organization, or be otherwise subjected to discrimination by the 
organization, on the basis ofrace, color, national origin, religion, handicap 
or sex. 



I. 7 All acti vities are conducted within applicable laws. 

2.0 Organizational Integrity 

2.1 The affairs of ANTI ARC are conducted with integrity and truthfulness. 
Its activities are open and accessible to scrutiny by its donors, excepts for 
personnel matters and proprietary information. 

2.2 ANTIARC has a written standard of conduct for its directors, employees 
and volunteers, which it is committed to follow. 

2.3 ANTI ARC endeavors to assure confidentiality to employees desiring it 
that present evidence of misconduct or other irregularities on the part of 
anyone associated with the organization. 

2.4 ANTIARC opposes and is not a willing party to wrongdoing, corruption, 
bribery, other financial impropriety, or illegal acts in any of its activities. 
It takes prompt and firm corrective action whenever and wherever 
wrongdoing of any kind is found among its Board, employees, contractors, 
and volunteers. Ethics standards are maintained despite possible prevailing 
contrary practices elsewhere. 

2.5 In all of its activities, ANTI ARC respects the dignity, values, history, 
religion, and culture of all of its constituents. 

2.6 ANTI ARC recognizes that all of activities impact on the public 
perception of the NGO community, and that it shares a significant 
responsibility to enhance the public trust. 

3.0 FINANCES 

3.1 The finances of ANTIARC are conducted in such a way as to assure 
appropriate use of funds and accountability to donors. 

3.2 ANTIARC has an annual audited financial statement, conducted by an 
independent Certified Accountant. The audited financial statement 
complies with Generally Accepted Accounting Standards (GAAS). The 
auditors present a "management letter" to the Board of Directors. 

3.3 ANTIARC completes the appropriate form annually to the Albanian 
Government. 
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3.4 The audited financial statement is provided to any inquirer upon 
reasonable written request. 

3.5 An Annual Report including a statement of the organization's purpose, 
full or summary financial statement description of the goals, summary of 
overall program activities, results of the work of the organization, and 
information about Board members is provided upon written or verbal 
request. 

3.6 The organization's combined fund raising and administration costs are 
kept to the minimum necessary to meet the agency's needs. Allocations of 
expenditures to administration fund raising, and program services reflect 
the organization's purposes, actual activities, and generally accepted 
accounting principles. 

3.7 ANTIARC operates a budget approved by the Board. It accounts for 
funds from the moment they are received until they are used in the project 
or services. It exercises adequate internal controls over disbursements to 
avoid unauthorized payments. The organization has not secret funds and it 
prohibits any unaudited transactions or loans to Board members and to 
staff. 

3.8 Contributions are used as promised or implied in the fund raising appeal or 
as requested by the donor. If funds cannot be spent this way, ANTI ARC 
returns them to the donor, or the donor is advised of the planned 
alternative use and given the opportunity to request a return of the 
contribution. The organization substantiates, upon request, that its 
application of funds is in accordance with donor intent or request. 
Resources are not used as instruments of partisan influence or personal 
gam. 

3.9 International currency exchange complies with applicable laws, has 
appropriate Government approvals, and is clearly recorded. 

4.0 COMMUNICATIONS TO ALBANIAN PUBLIC 

4.1 ANTI ARC is cornmitted to full, honest, accurate disclosure of relevant 
information concerning its goals, programs, finances, and governance. 

4.2 Fund raising solicitations is truthful and accurately describes the 
organization's identity, purpose, programs, and only makes claims, which 
the organization can fulfill, and avoids placing excessive pressure on 
donors. There is no material omissions or exaggerations of fact, no use of 
misleading photographs, nor any other communication, which tends to 
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create a false impression or misunderstanding. Information in the 
organization's appeals gives accurate balance to the actual programs for 
which the funds solicited are used. The organization does not undertake 
negative advertising or criticize other member organizations to benefit 
themselves. 

4.3 ANTIARC's communications respects the dignity, values, history, 
religion, and culture of the people served by the programs. It neither 
minimizes nor overstates the human and material needs of those whom it 
assists. 

4.4 If ANTI ARC sells, rents, or exchanges the names of its donors, it shall 
notifY the donors of its intention to do so, giving them the option to be 
eliminated from the list for sale, rent, or exchange. 

4.5 If the organization is engaged in fund raising events or cause-related 
marketing, the amount of funds going to the charity shall be clearly 
described prior to, or in conjunction with, the effort. 

4.6 The organization controls all fund ralsmg activities conducted on its 
behalf. All fund raising contracts and agreements are reduced to writing. 

5.0 MANAGEMENT PRACTICE AND HUMAN RESOURCES 

5.1 ANTIARC endeavors to follow best management practices appropriate to 
its mission, operations, and governance structure. 

5.2 ANTIARC periodically reassesses its mission and operations in light of 
the changing world environment through an on-going strategic planning 
process. 

5.3 ANTI ARC has clear, well-defined, written policies and procedures 
relating to all employees and volunteers, including host country nationals 
and expatriates. 

5.3.1 Such policies clearly define and protect the rights of its employees, 
assuring fair treatment in all matters. 

5.3.2 Employee benefits are clearly described and communicated, and the 
organization makes financial arrangements to protect its ability to honor 
its obligations to employees. 
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5.3.3 The organization's expectations of employees is clearly defined and 
communicated. 

5.4 A member organization has policies and procedures to promote gender 
and minority equity, pluralism, diversity, and affirmative action in 
recruitment, hiring, training, and professional development and 
advancement. 

5.5 ANTI ARC endeavors to recruit and retain· staff that combines 
professional competence with a commitment to service. 

6.0 PROGRAM 

6.1.1 ANTI ARC facilitates self-reliance, self-help, popular participation and 
sustainable development, to avoid dependency. 

6.1.2 Participants from all groups affected, to the maximum extent possible, are 
responsible for the design, implementation, and evaluation of projects and 
programs. 

6.1.3 ANTIARC gives priority to working with or through local and national 
institutions and groups, encouraging their creation where they do not 
already exist, or strengthening them where they do. 

6.1.4 In its program activities, the organization respects and fosters human 
rights, both socio-economic and civil-political. 

6.1.5 ANTIARC respects the dignity, values, history, religion, and culture of 
the people served. 

6.1.6 ANTIARC's fundamental concern is the well-being of those affected; its 
programs assist those who are at risk without political, religious, gender, 
or other discrimination; and a high priority is given to strengthening the 
capacities of the most vulnerable groups, typically women, children, 
minorities, the disabled, and the very poor. 

6.1.7 ANTIARC's programs promote the advancement of the status of women 
and their empowerment. 

6.1.8 In the planning of programs and projects, ANTI ARC considers the full 
range of potential impacts upon the country including: the potential to 
strengthen the capacity of local structures and institutions to absorb 
constructively financial and other inputs, and where resources exceed 
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capacity, to create new auxiliary structures such as locally controlled 
foundations or funds; the potential for sustaining the program in the 
future; the effect upon the demand and markets for locally produced goods 
and services; the potential for individual and community empowerment; 
and the effects upon the natural environment and ecosystems. 

6.1.9 ANTI ARC has defined procedures for evaluating, both qualitatively and 
quantitatively, its programs and projects. These procedures address both 
the efficiency of the use of inputs, and the effectiveness of the outputs, i.e. 
the impacts on the program participants, and the relationship of these 
impacts to the cost of achieving them. 

6.1.10 ANTI ARC is willing to share program knowledge and experience with 
program participants, other agencies, donors, and other constituencies. 

6.1.11 ANTI ARC adheres to the professional standards in their field of activity. 

7.0 PUBLIC POLICY 

7.1 ANTI ARC has a clear policy describing the circumstances in which it 
involves itself in advocacy, public policy and/or lobbying activities. 

7.2 Having adopted advocacy and public policy positions ANTIARC has an 
organizationally approved policy that defines the process for adopting and 
implementing such positions. 

7.3 ANTIARC's advocacy, public policy, and lobbying activities are non­
partisan (i.e. not associated with a specific political party) in nature, and in 
conformity with applicable Albanian non-profit law. 

7.4 Activities intended to influence public policy in the Albania are 
undertaken in accordance with the organization's established policies, and 
with applicable laws. 

7.5 In taking public policy positions, ANTI ARC is informed and guided by 
public policy positions. 
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INTERNATIONAL COOPERATION 

November 2, 1998 

Ms. Charlotte Watson 
Democracy Officer 
USAID/Tirana 

Dear Ms. Watson: 

We are pleased to submit the Albania Democracy Network quarterly report for the period from 
July-September 1998 which includes our annual workplan. 

Lisa Davis and Lori Jenkins are doing a great job in Macedonia, and would like to keep on 
schedule. In order to do so, we will need additional funding to bring groups of i\lbanians to 
Macedonia for training and technical assistance, as well as hiring short-term TCN consultants to 
conduct training in Albania. 

Therefore, we are submitting a request for additional funding for 5297, 249 per the attached 
budget. I am familiar with the OP process which can take several months to issue a 
modification. Would it be possible to use existing C.A. monies for these additional costs if you 
concur with the request? Hopefully, the proposed modification would be effective within 90 
days. 

We look forward to discussing our request with you. 

Sincerely, 

C'l~c:iAno 
Director 

cc: Michelle Otte 

202S "I" Street. NW • Suite 320 • Washington, DC 20006 USA· (202) 293-2S60 • FAX (202) 293-2Sn • E-MAIL ortdC@aol.com 



ORT Albania Democracy Network Program 
Rruga Mustafa Matobili #16, lmIDa,A1bania Tel: (355 42) 47601 Tel/FIll:: (355 42) 47605 

February 17, 1999 

Ms. Charlotte Watson 
Democracy Officer 
USAlDlTirana 
Washington, DC 

Dear Charlotte: 

ORT submitted a six-month budget to USAID in November 1998 projecting additional costs of 
approximately $300,000 due to the evacuation. Thus our normal burn rate increased from 
approximately $83,000/month to $133,000 effective November 1998. 

This six-month period will now be extended beyond April 1999 due to the continued evacuation. 
We are prepared to submit a request for an increase in our budget for the duration of the project 
through June 2000. 

As of January 31, 1999, we have expended approximately $2.5 million of the $3.75 million 
grant. We estimate total additional costs of approximately $750,000 if grantees are not allowed 
to return to Albania before the end of the project. 

We look forward to your response. 

cyY\~ 
Celeste Scheib Angus 
Project Director 
Albania DemNet 

cc: Michelle Otterman 

ORT International Project Director, Celeste Scheib Angus 
1900 L Street, NW, Suite 603, Washington, DC 20036 (202) 293-2560 Fill:: (202) 293-2577, E-mail: ortdc@aoLcom 
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