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EXECUTIVE SUMMARY 

The Family Planning Association of Kenya (FPAK) has grown rapidly in the past three 
years, adding a significant number of activities and projects to its portfolio. In FPAK's first 
strategic plan and subsequent reviews, one of the key needs identified by the association was 
the development of Management Information System (MIS) to support the management 
functions and to facilitate program implementation. The development of an MIS is an 
integral component in the growth of FPAK. The association is currently installing a 
computerized accounting system and is developing a computerized clinic and mobile clinic 
services information system. The Community Based Services (CBD) information system is 
being updated. In addition, a commodity system and an activity monitoring system are in the 
early stages of development. The combined use of service statistic, accounting system reports 
and information obtained through the proposed activity monitoring system will improve 
FPAK's overall monitoring and evaluation system. This information will give area 
managers, program managers, project officers and other senior FPAK managers the tools 
with which to better manage the association and its activities. The challenge for the 
association is to ensure that the development and expansion of their MIS is integrated with a 
similar development and expansion of FPAK's management capabilities. 

As part of the Family Planning Management Development Project's (FPMD) ongoing support 
to FPAK, technical assistance is being provided in several areas of management 
development. This report focuses on the ongoing management information systems (MIS) 
development work at FPAK. The development of an MIS is often both time and resource 
consuming. Therefore, it is recommended that attention be focused on the following major 
issues: ensuring the compatibility of all systems, strengthening the integration of the 
different information systems, and ensuring that systems are operationalized and 
institutionalized. 

These objectives will be accomplished through a series of workshops, training sessions and 
technical assistance directed toward information system users at all levels. The first of these 
workshops, an in-house one day workshop on the implementation and operation of the 
financial systems, will be held in October. A second two day workshop on monitoring and 
evaluation for area managers, project officers and other senior FPAK mangers is planned for 
mid-November. The objectives of these two workshops are to increase user participation in 
the system development during the implementation stages and to place greater emphasis on 
the use of information for decision making. Attaining these objectives should ultimately lead 
to an improvement in the management of scarce resources. 



INTRODUCTION 

This report outlines technical assistance carried out during a visit to the Family Planning 
Association of Kenya from August 19-23, 199 1. This work was conducted by the Family 
Planning Management Development Project (FPMD). 

The purpose of the mission was to review the ongoing MIS development at FPAK and for 
FPMD to begin development of FPAK's activity monitoring system. Work was conducted 
through a series of meetings with senior FPAK managers. 

FPMD's continuous review of system development work provides guidance to FPAK in all 
of MIS development efforts. A brief commentary is given on each one of the three systems 
reviewed during this trip: the clinic and mobile-clinic based service statistics system, the 
accounting system and the activity monitoring system. 

1. REVIEW OF THE CLINIC AND MOBILE CLINIC SERVICES SYSTEMS: 

Several meetings were held with Mr. G. Magiri and Ms. Riika Trangsrud to review the 
preliminary development work and to make recommendations concerning future MIS 
development work. The current system design work is being conducted by Thunder Kenya 
Limited a local subsidiary of Thunder & Associate, Inc. To date, Thunder has held a 
workshop for senior FPAK staff on May 7th in Nairobi, and begun design work on the data 
collection forms and menu screens. 

Issues and Recommendations: 

One of the major challenges in the development of the new computerized system is to 
maintain the simplicity of the current manual system. Simplicity is defined as the ease with 
which necessary information is recorded on a daily basis and transferred to the reporting 
form on a monthly basis. 

It is recommended that the recording of daily family planning activities (clients and 
commodities distributed to clients) emulate the existing MOH Daily Family Planning 
Activity Register (DFPAR). This register is currently in use at MOH clinics and, 
therefore, staff is familiar with the format. In its present format, DFPAR records the 
information that FPAK is required to report to the National Family Planning 
Information System (NFPIS), National Council for Population and Development 
(NCPD) and major donors. In addition, the register has a few spare columns that can 
be used to record additional service information on a daily basis. The column 
currently used to record "Gloves" can also be used to record service information 
useful to FPAK Managers. 
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Preliminary redesign of data collection instruments has included discussions between Thunder 
consultants and Dr. Achwal, program officer in-charge of clinics. The following 
recommendations incorporate several of these suggestions and evaluate the merit of others. 

Changing the definition of "new" and "revisit" acceptors; It is recommended that the 
existing two columns in the DFPAR, "New Acceptor" and "Revisit" (Appendix I), be 
used to record only those clients who receive a family planning commodity during 
their visit (pill, condom, injectable, implant, IUD, foaming tables, sterilization etc). 
The MOH defines clients either as new acceptors of modem family planning methods 
or revisit clients who receive some form of contraception. Next to the column 
currently being used to record "Gloves," an additional column should be added to 
track the number of clients receiving other FPAK services such as counseling and 
examinations. FPAK should be able to distinguish between clients who receive 
contraceptive supplies and those who receive some other FPAK service. The sum of 
the three columns should equal the total number of clients receiving any service from 
the FPAK clinic. 

FPMD deemed it unnecessary and too complex to add a third, acceptor-user definition 
as a quality of care measure. FPMD recommends that FPAK evaluate the quality of 
service provision through focused assessments such as local rapid assessments. Given 
the large number of possible reasons for using or not using an FPAK facility, any 
evaluation of quality of services should be more elaborate than the recording of new 
and revisit clients. 

Addine Pregnancy testing to the DFPAR: It is recommended that the number of 
pregnancy tests be recorded on a daily basis in the DFPAR. The column with this 
information could replace the "Gloves" column. 

Design of the monthlv re-porting form: FPMD designed a monthly reporting form 
was designed for the clinic and mobile clinic services (see Appendix 11). By 
mirroring each column of information recorded in the Register on the reporting form 
this form should facilitate the transfer of information from the DFPAR. At the end of 
each month, at the clinic level, the records clerk draws a line across each page to 
determine a total. He then adds these totals and presents a monthly total of all pages 
on one line. By placing the monthly reporting form one row below the monthly total, 
each column can easily be transferred reducing the risk of error in transcription. 

Design of a new Familv Planning First Visit Card: Thunder is designing a new client 
file to replace the old MOH FP First Visit Card which will be discontinued. This 
filelregister will be used to record client information from their first visit and all 
subsequent re-visits. A copy of this filelregister with Savosnick's recommended 
changes and additions is shown in Appendix 111. 
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2. REVIEW OF AN ACTIVITY MONITORING SYSTEM 

To enable managers at all levels to better manage project activities, FPMD has proposed the 
implementation of an "Activity Monitoring System". Activity monitoring is important for 
several reasons. To date, the Family Planning Association of Kenya (FPAK) oversees more 
than 20 projects (1991) in 9 areas. Consequently, the Program Manager, project officers and 
other senior managers find it difficult to monitor and evaluate the status of 
project implementation. 

Currently, project implementation progress reports are submitted quarterly, bi-annually and 
annually. The annual report alone provides sufficient information on the status of project 
implementation. The activity reports compiled by area managers do not help area managers 
or the FPAK program manger to effectively understand projects and the relationship between 
repeated activities, workplans, budgets and expenditures. As a result, corrective or remedial 
measures designed to improve performance or facilitate pro-active project management are 
seldom employed. Monitoring financial operations and family planning service provision are 
equally important. Therefore, FPAK needs to implement a more coherent and 
comprehensive reporting system which includes activities, services and financial information. 

This recommended three system integration should takes place at the reporting and 
utilization point and will not require the integration of the subsystem's software. 

Monitoring and evaluation to be conducted by FPAK project managers, area managers and 
senior managers, will focus on: 

1. A quarterly activity monitoring system that facilitates a comparison of the project 
activities planned at the beginning of a year with the activities carried out during the 
year (by quarter). 

2. Financial reports from the new accounting system which monitors project budgets by 
area. The new accounting system will be able to produce monthly reports. Additional 
quarterly reports will be produced showing expenditure by area, project and activity. 
These reports should also facilitate the comparison between budgeted and actual 
expenditures; 

3. A quarterly service statistics report which shows FP services provided in a given area 
by type of delivery system (clinic, CBD, mobile-clinic). 

1. QUARTERLY ACTIVITY MONITORING: 

Project monitoring and evaluation should begin with a comparison of planned activities and 
activities actually carried out per quarter, by area and project. To maintain consistency and 
uniformity, Deloitte Haskins, and Sells developed and coded a list of the standard project 



activities (line items). This list was developed for the new accounting system as part of the 
chart of accounts (Appendix IV). When applied in conjunction with the activity monitoring 
system it will facilitate the comparison of activities and expenditures. 

Based on discussions with FPAK's program and other managers, FPMD has developed a 
conceptual framework for a computerized activity monitoring system. This is outlined 
below. 

Using a pre-printed activity list, the area managers will specify area specific project activities 
and record when these activities will take place. Although reporting may be done on a 
monthly basis, it is seldom useful to compare planned activities with activities carried out 
over a shorter time span than three months. To monitor individual projects by area a 
separate list will be generated for each project and area. At the beginning of the year, the 
area manager will specify the number of times an activity is to take place during each quarter 
or month. For example, if the activity is "recruitment of supervisors" or "National CBD 
Consultation Workshops", the area manager will specify the number of supervisors he/she 
plans to recruit during the quarter and/or the number of workshops to be conducted during 
the quarter. For activities such as seminars, workshops, meetings and training, the area 
manager will specify the number of participants anticipated for each activity during the 
quarter or month. 

A computerized system will enable project and area specific activities to be entered into the . 
"Activity Monitoring System" at the beginning of each year. Area managers will report to 
the head office on these activities on a regular basis (monthly or quarterly) and receive 
feedback from the program manager and project officers on their performance. An example 
of a standard set of reports is shown below: 

- area and project specific reports showing planned, completed and ongoing 
activities by reporting period and to-date. 

- project specific reports showing planned, completed and ongoing activities by 
reporting period and to-date. 

- area specific reports showing planned, completed and ongoing activities by 
area and reporting period and to-date. 

- annual reports for area and project showing planned and completed activities. 

Suggested Flow of Information 

In addition to producing an accurate report on accomplished and ongoing activities, area 
managers will be expected to comment on planned activities that were not carried out during 
the quarter. 
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Upon receipt of this report, the FPAK program manager will conduct an initial review to 
ensure that reporting forms have been completed correctly before they are input into the 
computer. The program manager will receive one printed copy of the report which will 
show planned activities, on-going activities (at the time of reporting) and planned activities 
not carried out during the quarter. These reports will be analyzed by the program manager, 
who will, if necessary, make additional comments which can be entered into the computer. 
After the report with comments is entered into the computer, copies will be generated and 
distributed to area managers, project officers and other senior FPAK managers. Each area 
manager should review these quarterly activity reports and assess the progress made in 
project implementation. In other words, the project manager should know to what extent the 
area manager is able to complete the planned activities. The area managers should use the 
reports to verify that projects are being implemented at the pace originally envisaged and to 
evaluate project performance. 

The system will produce a standard set of reports, the most important of which will compare 
planned activities with completed activities. 

In addition, a budget and report of activities and expected 
expenditures will be produced for each project in each area on a 
monthly or quarterly basis. The activity data will be reported 
through the activity monitoring system and the financial 
information will be tracked through the newly computerized 
accounting system. Each project being implemented in a given 
area will be considered a separate project as far as that area is 
concerned, i.e. each area will monitor and report on each 
individual project separately. 

Recommended Level of Analysis 

In the beginning, the area managers will be expected to understand whether or not projects 
are on track. Are the planned activities being carried out? If not, why not? Variations 
between budgeted and reported activities are anticipated. Area managers will be expected to 
know when these variations occur and to understand why they happen. 

Recommended Next Steps 

Based on discussions with MS. Jennifer Mukolwe and other senior FPAK staff, it is 
recommended the next step in the development of the activity monitoring system be a 
"Monitoring and Evaluation" workshop. The following is a tentative outline of 
topics/objectives for a two day workshop: 
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- sensitize area managers, project officers and senior FPAK staff to the process 
of designing, developing, implementing and maintaining management 
information systems. The focus of attention will be on the development of MIS 
as a means to produce and utilize information for decision making and 
management. 

- introduce the concept of developing an activity monitoring system to track the 
implementation of individual projects in different areas. 

- describe the flow of information and reporting requirements (budget control, 
monitoring of expenditure, etc.) in the new accounting system, the service 
statistics systems (both the clinic and the CBD systems) and the proposed 
activity monitoring system. 

- discuss key issues in reporting, feedback and use of information with the 
current systems and improvements envisaged with the new systems. 

- demonstrate a model computer based activity monitoring system and identify 
the adaptation changes. 

The participants would be the Executive Director, the Program Manager and: 

8 area managers 
13 program officers 
14 assistant program officers 
8 program assistants 
4 senior FPAK staff 

Since there are approximately 50 participants it is recommended the workshop be conducted 
in two sessions. Some senior FPAK staff will be required to participate in both sessions. In 
this way, lessons learned from the first session should be incorporated into the second 
session. 

2. rnANCIAL REPORTING 

FPAK is in the process of computerizing all the headquarter office accounting functions. 
Following a tendering process, FPAK selected Sunsystems, a software package from Systems 
Union Limited of UK. The Sunaccount system will be able to provide five different levels of 
transaction analysis: 

1. Projects 
2. Activity codes (sub-projects) 
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3. Areas 
4. Category of persons and staff members 
5. Clinics 

It is important to note that multi-level analysis is contingent upon the correct posting of 
transactions. Area accounts clerks and headquarter staff will be required to accurately post 
all expenditures to the correct projects and line items. This will require training and close 
monitoring, especially in the early stages of implementation. 

The role of the area manager in monitoring the area specific budgets (budgets for each 
project in the area as well as any overhead or administrative budget) should be defined early 
in the budget development phase. Each area manager will have several projects, each of 
which is funded by one or more donors. Area managers and project officers will be 
expected to familiarize themselves with the preliminary draft budgets. This early 
involvement will provide the program manager with useful workplan and budgeting 
information that he can use to finalize the annual program. All annual budgets should be 
broken down into quarterly budgets by area to facilitate the comparison between financial and 
activity budgets. 

It is important to emphasize the strong links that must exist between 
the monitoring of activities and the monitoring of expenditure. 
Each area manager and project officer responsible for monitoring a 
project must be conversant in all aspects of the project. This 
involves several distinct steps which start with a clear understanding 
of project objectives, planned activities and resources required to 
accomplish those objectives. 

The Accounts Department should provide each area manager and project officer with regular 
feedback on a monthly basis and with a financial report for their area for each quarter and 
year to date. In turn, the area managers should review the quarterly financial reports line 
item by line item and activity by activity. Just as the area managers are expected to know 
why planned activities were not carried out, they are also expected to know the reasons for 
significant variations between budgeted and reported expenditures. 

Activity reports will consist of a summary of the activities planned during the quarter, 
activities carried out during the quarter, and activities ongoing at the time of reporting. 
Quarterly financial reports and activity reports should be combined and used by area 
managers to monitor performance and achievement of project activities. 
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Suggested Flow of Information 

Financial information will be reported through the accounts department. After financial 
reports prepared by the areas are audited, transactions should be entered into the computer. 
Any discrepancy (wrong or missing datatinformation) should result in a memo from the 
accountant to the relevant area manager, calling attention to the enor and requesting the area 
manager to take necessary action to ensure that the issue is resolved. A memo, written by 
the area manager, which explains how the "problem" was resolved, should be placed in the 
file. The accountant will be responsible for following up on the memo while the area 
manager will be responsible for ensuring the resolution of outstanding issue(s). When the 
area transactions have been entered into the computer, the summary report on the status of 
each project by area and by line item should be printed. Copies should be distributed to the 
Head of Finance and Administration, Executive Director, Program Manager, Project Officer 
in-charge of project the area manager. 

Recommended Level of Analysis 

The area manager will analyze the financial report by line item, reviewing expenditures for 
the project in relation to the level of project activity. This will entail a review of the 
quarterly activity report and a comparison of activity and expenditure reports. The financial 
reporting system will also be used by the accountant and senior managers to facilitate the 
completion of different donor claim forms and other government, donor and agency reporting 
requirements. There are several objectives of the monitoring and evaluation process which 
go beyond the basic review of overspent or underspent line items. 

The short term objectives of the monitoring and evaluation process are to encourage good 
project planning, improve project management, maximize resource utilization and improve 
the manager's ability to clearly identify critical project elements and objectives at an early 
stage of the project cycle. The long term objective is to improve the institutional capacity of 
FPAK to develop and manage family planning and population projects. 

It is critical that all area managers document the recommended and taken actions in the 
project files on the basis of the information that the MIS is providing. Periodically, 
individual project files should be reviewed and approved by the area manager's supervisor, 
and or head of department, and the executive director. 

3. SERVICE STATISTICS 

Thunder Kenya Ltd. is currently developing the FPAK service statistics program. FPMD 
recommended area specific reports showing what family planning services have been 
provided by the CBD program, the FPAK clinics and the mobile clinics should be a standard 
output of the service statistics system. 
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Persons Contacted: 

Mrs. Kalimi Mworia 
Executive Director 
FPAK 

Mr. G. Z. Mzenge 
Administration and Finance Manager 
FPAK 

Mrs. Jennifer Mukolwe 
Programme Manager 
FPAK 

Mr. Gilbert Magiri 
Research and Evaluation 
FPAK 

Ms. Rikka Trangsrud 
R&E 
FPAK 

Mrs. G. Armule 
Accounts Dept. 
FPAK 

Mr. Charles Onoka 
R&E 
FPAK 
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APPENDIX I 

MOH Daily Family Planning Activity Register 





APPENDIX I1 

Monthly Reporting Form 
(Clinic and Mobile-Clinic Services) 



 PAP SMEARS 1 NUMBER 1 

SDP #: 

Other 

Serv. 

NAME OF CLINIC: 
No. of WORKING HOURS: 

-. 

Depo- Nori-  Norpla Copper Nova Mul t i  Foanin - 

- .  
provers sterat  Doses T T load # Tablet 

MONTH: 

Natura 

FP 

S t e r i -  

l i z a t i  

# OF ORAL CONTRACEPTIVES INJECTABLES IUCD's (Units) 

NAME: 

Preg. 

Test 

n/vs 

I F A M I L Y  PLANNING ASSOCIATION OF KENYA I 

CLIENTS 

 MONTHLY SERVICE STATISTICS REPORT I 



APPENDIX I11 

Draft Design Family Planning 

First Visit Card-Register 



FAPlILY PLANNING FIRST VISIT CARD 
P a - A :  Soc~odemoqraph~c Data 

I .  Name o f  C l i e n t :  -- 
.*-la .m*dO 1 I - Y C " I m . -  

2. C l l e n t  S e r i a l  Number: 

3. Address o f  c l i e n t :  V i l l a g r  Sublocat ion- 

L o c a t i o n  D i s t r i c t  

4. Name o f  r e l a t i v e  o r  f r i e n d  through whom the c l i e n t  can be 
contacted:  

e a r - .  ma.. 1- -Y r - -m-  

5. Address o f  t h i s  second Person: V i l l a g r  
Sublocat l o n  L o c a t i o n  D ~ s t r i c t  

b .  Sen o t  c l ~ e n t :  I) male 2 ) F e r a l e  

7 .  Age o f  c l i e n t  by years completed: 

8. Age od spouse by years compleeted ( l i s t  ages t o r  a l l 1  spoused): 

H a r i t a l  S ta tus :  
I) Unmarried 3 )  Separated 5 )  Widowed 
2 )  H a r r l e d  4 )  Divorced b )  O t h r r ( S p e c i f y )  

10. Education ( l a s t  standard / form completed):  
I )  No schoo l i ng  2 )  P r l m r r y  3 )  Secondary o r  h igher  

11. Occupation o f  c l i e n t :  

12. Occupation o f  spousr: 

13. Number o f  l i v i n g  c h i l d r e n :  
a )  Sons b )  Daughters C )  Tota l  

14. Obs te r i c  h i s t o r y :  
a )  Gravida b )  Para C )  Abor t ions  

P a r t  C: Phys l ca l  E x a r i n q t i o n  

I. General c o n d l t ~ o n :  1 )  Good 2 )  Fair :) F'oor ( c p e c l f y )  

2 .  V l t a l  s lans:  a )  Welaht r _ t  F ' c ~ I s e - _ _  _ 
b) Blood F'reseure---/ .. d ) R e s p l r a t o r r  r a t e -  

4. F 'e l v l c  e::amlnatlon: 
a )  €: : terndl  genetd l  l a .  v a o ~ n a .  cervl : : :  

1 )  Normal 2 )  Abnormal (descr lbeh _ .. _ 

a )  Hear t  

b  Lunqs 

C )  Abdomen 

d l  Other f l n d l n a s  

b )  Uterine 51-e and shape:  
1 ) Normal 2 )  t n  la rqed c ~ r  rrt~normal ( i l e s c r  I be )  

- 

BEST AVAILABLE COPY 



P a r t  0: R e v r s r t s  

D a t e  . 
1. E X A M I N A T I O N :  

t3 1  ood P r e s s u r e  
W e l g h t  
B r e a s t s :  
F ' ap  S m e a r  ( Y e a r l y ) :  
D a t e  of 1  a s  t m e n 5  t r ua  1  

period: ,- 
, 

Z .  METHOD A T  L H S T  V I S I T : ( t y p e )  

. METHOD FOR PJEXT F 'ERIOD:  
( tl/pe J 

c y c l e s / q u a n t l  t v / s l = e / d o s e  

4.  PE#>SON FOR CHANGE o r  
TEKM I NUT I ON 

w a n t s  p r e q n a n c , / / l s  
p r e q n a n t / c a n ' t  f o l l o w  
t n c t r u c t  ions/husband O b ~ e c t 5  
r ? e d l c a l  c o m p l 1 c a t l o n s  (specify ) 

O t t i e r  ( s p e c r f r )  -- 

5: REMARt  S /REFERRALS/ANNUAL 
CHECb -UP 

F ' r e s c r l b e r  
R e t u r n  D a t e  

Date--- 
1. E X A t l l N U T l O N :  

B l o o d  P r e s s u r e  _ 
W e r g h t  
breasts: 
P a p  S m e a r  ( Y e a r  1  y  ) : 
Da te  o f  l a s t  m e n s t r u a l  

per lod: 

3. METHOD FUR N E X T  PERIOD:  

( t y p e ) .  -- 
c y c l e s / q u a n t l  t y / s l z e / d o s e  

4 .  REASOPJ FOF.: CCHlrNGE o r  
TERMINCITION 

w a n t s  p r e g n a n c y  11s  
p r e g n a n  t / c a n '  t l o 1  l o w  
~ n r t r u c t i o n s / h u s b a n d  o b l e c t s  
M e d l c a l  c o m p l l c a t l o n 5  ( s p e c l l y )  

O t h e r  (specify 

5 : FiEMARb S/REFERRALS/ANNUAL 
CHECb -UF  

F r e s c r l b e r  
R e t u r n  D a t e  

e )  A d n e x a :  1 )  N o r m a l  2 )  f ~ b n r o r m d l  ( r l e c - c r  l b e ) -  - -. 

5. € : : t e r n d l  m a l e  g e n l t a l l a :  
1 ) N o r m a l  2 )  A b n o r m a l  ( d e s c r  l b e  I 

6. F . o s s l b l e  p r e g n a n c y :  I )  Y e s  2 )  N o  

7. Examiner's n a m e  a n d  t l t l e :  

8. L a b o r a t o r y  e . a m l n a t l o n s :  
a )  H e m o q  lob111 o r  H e m a t o c r  1 t ( s p e c  1 is/ t e s t  a n d  d e s c r l  t)e 

f lnd lnq I : .---pp - -- 
b )  U r l n e :  G l u c o s e  ( F o s l t l v e  or P l e q a t t v e - _ _ - _  I 

C )  U r l n e :  F r o t e ~ n  ( F o s l t l v e  _ - o r  P I e q a t  l v e  -- I 

d l  O t h e r  - _ _ -  - -  --- 

9. D a t e  o f  l a i t  p r e g n a n c y  w a s  c o m p l e t e d :  - _ -- - 
d-" ".'," C ., "--- 

10. O u t  c o m e  o f  l a s t  p r e q n a n c \ / :  
1 ) L l v e b l r t t l  ; ) A b o r t ~ n n  S ) O t I l e r  ( 5 p e c l f . t )  - 

2 )  S t l l l  b l r t h  4 )  E c t o p l c  

BEST AVAILABLE COPY 



DATE: 3 September, 1991 

FROM: PETER SAVOSNICK MSH (BOSTON) 

TO: RIKKA TRANGSRUD FPAK 

SUBJECT: Notes from our review of Family Planning New First Visit Card. 

Q4. It is not clear why you need to record the name and address of the relative or 
friend. If you have the name and address of the client and want to carry out 
a follow-up visit it may be sufficient to record his or her address. If the client 
is no longer living at ,the address stated on the 'First Visit Card' how much 
time and effort do you want to spend on trying to track down these clients? 
The questions that you need to determine are, a). do I want to contact all 
clients who have made appointment for a re-visit and not turned up? b). do 1 
have the resources to do this or should I be more selective and maybe only 
follow-up a predetermined category of clients (e.g. female, between the ages 
of 18-30 using the pill ?). c). what additional follow-up activities do I want to 
carry out and is this a random or a selective process? 

Q7. Age of client; it might be better to record date of birth and the age of the client. 

Q8. Age of spouse: what is the justification for recording the age of the spouse? 
Is it necessary to record the ages of all the spouses? (male?). 

Q10. How will the education information be used at clinic level? 

Q12. What is the benefit of adding this questions to the first visit card? 

(213. Is it no longer necessary to collect information on the number of children who 
have died? For example, number of living children. 

NOTES: - you need the date of the first vis it... - You need to know any previous andor current method - How long they have used 'these methods - previous problems 
- need to ask question on menstrual flow regular~irregular - Need.to ask about smoking 
- Need to add breast exam results 

Under Physical Examination section: 

It is probably necessary to include pap smear results on the first part of the patient 
record. 



APPENDIX IV 

Transaction Codes for Accounting System 



Volunteer Cons t i t u t i ona l  Co r r l t t ees  ---------------------------------- 
Area Cor r i  t t e e s  
Branch Cofifii t tees 
Annual Delegates Conierente 
Finance b A d r l n i s t r a t l o n  Sub-Corr i t tec 
Lar Sub-Corri t t e e  
Hrnagerent Co r r i  t t ees  
Nat iona l  ~ r e c u t i v e  C o r r i  t t e e  
Proqrarre Revier C o r r i  t t e e  
Resource Developrent sub-coari t t e e  

Ywkshops --------- 
Area CBD Consu l ta t ion  Yorkshop 
Area S t a f f  I Volunteer Yorkshops 
na t i ona l  CBD Consul t a t i o n  Yorkshop 
CBD T ra in ing  flanual Yorkshop 
CBD Tra in ing o f  T ra ine rs  Workshop 
P ro jec t  p lann ing & flqt Yorkshop 
Senior S t a f f  Planninp Yorkshops 
Service De l i ve ry  Update Yorkshog 
Update Ylshops 
Y r i  t e r s  worlshop 

Advisory E d i t o r i a l  Board l r e t i n g s  
S ta f f  l e e t i n g s  
Preparatory Reetings 

Tra in inp and Tra in inp Courses 

Lrea one-dry IEC t r a i n i n g  
AV (quiprent f l a i n t m u c t  c w s t  
AV Equipment t r a i n i n g  I b r i v c r s )  
f lanagt rmt  Coursts . 
P ro jec t  Ranapewnt T ra in ing  
Regional T ra in inq  
Tra in ing I l o c a l  1 

Studies and Surveys 
-----------_I 

Basel ine Surv@y 
F i t l d  I n t w v i t r s  
F e a s i b i l i t y  s tud ies  
Study on FLE c lubs  . - 
Study Tours 
s t ruc tu red  Observation 

Seminars -------- 
D isse r i na t i on  Ser inars  

?reoared by D e l o ~ t t e  Harkins * S e l l s  N a n a o e r ~ t  Cocrsultants L l r l t e d  



"'P
 

.... 



Counsel l inq and F.P. I n f o r r a t i n  D i s s t a i n a t i o n  - - - - - - - - - - - - - - -  
C o n t r r c t g t i v t  C o u n s t l l i n g  b S t r v i c t s  
Def icnstrr t ion C t n t r o  ( K i z i b t ,  Chonyi, T h a r r k r l  
P r ~ d u c t i o n  o i  Radio and TV s p a t s  a t r s a g e s  

Other A c t i v i t i e s  ----------- 
F i e l d  E d u c r t w s  P u b l i c i t y  L Superv is ion  
Recrui taent  
Fund Ra is ing  A c t i v i t i e s  (Yalks,Dancts e t c )  
I n c e n t i v e s  l o r  Youth P r o a o t e r s  
l n c o a t  6 e n t r a t i n q  P r o j ~ t r  
Operat ing Costs (OSel 


