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SECTION 1
 

INTRODUCTION AND EXECUTIVE SUfUliARY
 

of Informati onSys temN-eedsfo 
the. Giza_ Goy In I)I;I01 I; the I jiml detiverable undor ta;k six 

(Program JHudgeLillgt aind Main;qmen t Information Systems) specifi ed 

in the ocaU I I)e-ve l op nt L I1 U rbani l rolect 1,_.i )I!in : .c 

This document, enti tled As;s s,' l;-ent _r_ 

ma l 5o 

Report. The primary purpose of this assessment is to identify areas 

in which automation can be effectively applied within the GIZA 

governorate for the direct benefit of the organization. To this 

end, the report presents a functional description of depart-ments 

within the General Secretariat and assesses potential information 

systems, their benefits, and the time required for detailed system 
automationanalysis. The report provides a starting point for an 

strategy withiii the gwrlorate, and a guideline for AID funded 

technical assistance.
 

Throughout the a-;;s:ment, careful consideration is given to the 

capability of the existing Information Systems department in Giza. 

At present, this capability is quite modest. The department has 

four IBM microcomputers that were implemented by LDII. The MIS 

staff have received training in basic computer operations, system
 

analysis, programming, and some software packages. So far, they 

have supported sy:;tems that wer'e developed by other organizations, 
but have not successfully developed systems of their own. Most of 

the potential :;ystem projects identified in this study are well 

beyond the scope of technical, financial, and personnel resources 

available in tlhe qOVe'llur t.. flonethieles; , these f inding,- have 

been included to give a comp}rehensive overview of need that should 

remain useful as technology and abilities advance. 

Wding interviews which form the basis of this assessmentThe fact f 
cover 23 departments. These areas of concentration were specified
 

by the General Secretary of Giza and the steering committee 

assembled to oversee this assessment. They represent the core 

functional and administrative organization within the General 
referenceSecretariat and impose a sharp expansion to the terms of 

specified in the l,1)_1lUrban_ ProjectFina] Diagnostic Report which 
area alone. The general scope
 

of work for this task was thereby increased three fold.
 
call for assessment in the financial 


The results of our interviews and analysis show sixteen potential
 
in theareas of automation whiclh could impact decision making 

(Table 5.1). Each of these has been evaluated on the
governorate 

basis of technical complexity, potential benefits, and desire on 

the part of the user department. From these criteria, the systems
 

were ranked into a recommended developmental sequence using a 

weighted average The recognizes that simplerTeasure.sequence 
be devel-oped first in concert with the capabilities
systems must 


of the existing MIS department. Within this framework, priority 
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evolves on the basis of benefits provided. The third factor, user 
desire, is considered in reoynuition of its critical importance to 
the successful iiniplemeit--ation of an information system. 

Comparatively small microcomputer applications represent eleven of 
the sixteen potential systems identified in the assessment. 
Specifically they include the following: 

SYSTE M ES'[CI 1,1'IOI1 [SlE?]R DEPARTMENTS 

1) 	 Inventory Management Inventory, Stock Control, Procurement 

2) 	Project Tracking Planning and Follow-up
 

3) 	 Wordprocessing Analysis and Follow-up 
(Central Agency for Accounting)
 

4) 	 Budget Planning and ORDEV 
Monitoring 

5) 	 Wordprocessing Conferences and Committees 
(Central Department for Local Units
 
and Councils) 

6) Demographic Database General Department for Local Units 

7) Election Administration Election Division
 

8) Vendor Database Procurement
 

9) 	 Statistical Analysis Statistics 

10) Loan Trackin)g System ORDEV 

11) Vehicle Management Mechanical Campaign 
(Administrative Affairs) 

This caliber of system can be implemented using the types of 
hardware and software resources currently available in GIZA. The 
applications are good projects for the MIS department and will help 
apply the skills they have learned in LDII training. The software 
resulting from development of these systems would be useful in all 
the governorates with little modification.
 

One systems identified in the assessment represents a more 
sophisticated level of application requiring a microcomputer 
network environment:
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SYSTEM DESCRIPTION 	 USER DEPARTMENT(S) 

12) Wordprocessing Network Secretary and Archive
 
(20 users) (Administrative Affairs)
 

This system would r-'equire the implementation and linking of 
many (up to 20) microcomputers. The size and technical complexity 
of this system substantially exceed the current capability of the 
Giza MIS department. New hardware and software will have to be 
introduced to the govetrnorate along with substantial training in 
network and multi-user operating concepts. 

The remaining four system groups identified in the study must 
be implemented on a centralized minicomputer. They include the 
following core administrative functions of the governorate: 

SYSTEM DESCRIP11TIO 	 USER DEPARTMENT(S) 

13) 	 Integrated Personnel Personnel
 
Administration.
 

14) 	 Payroll Accounting, Personnel
 

15) 	 Integrated Accounting
 
Accounts Payable Accounting
 
Accounts Receivable Treasury, Accounting
 
General Ledger Reconciliation
 

16) 	 Budget Monitoring Budget Control Dept. 

These systems, implemented together would create a 40 - 60 
user envir'onment. A New programming language, operating system, and 
a host of utility software iould have to be mastered by the MIS 
department to successfully maintain the systems. Off the shelf 
software should be examined as an alternative to developing such 
large applications. A substantial ongoing financial commitment will 
be required by the Giza Governorate and/or AID to implement and 
maintain systems of this caliber. 

An important policy issue emerges from this report with 
respect to AID funded technical assistance. Any attempt to provide 
automation to the governorate should be tempered by an 
understanding of wlat can be independently be maintained. Applying 
technology wiuhout upgrvading the knowledge base of the GIZA MIS 
department will result in systems that cannot stand alone. A more 
practical strategy calls for the systematic, albeit slow, 
development of capacit:y within the MIS department itself. Under 
this framework, system.: will emerge gradually alongside tile skills 
needed to maintain them. We strongly recommend this approach for 
ongoing technical assistance. 
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Our recommendation for developing MIS capacity in GIZA calls 
for a three phase piojam which systematically addresses the 
applications ident if i led in this asscssment and develops the 
technical infrastructure needed to perpetuate them. The Governor 
and General Secretary should be consulted to define the actual 
order of system development. In all phases, development efforts 
should be undertaken jointly by the MIS department in Giza and the 
TA Contractor. The Coltractor will guide and assist the GIZA HIS 
department in thu actual ! ystem analysis, design, development, and 
implementation required for each system. The MIS departmen"- will 
retain maintenance respoinsibility for all implemented systems. 

In Phase 1 , impl i microcomputer applications will be 
attempted. Existing hal-dware and software will be used as the 
development plat form tlheireby utilizing resources presently in the 
governorate. This wil L give the MIS department a chance to apply 
what they have Learned, receive hands-on experience, interact with 
user dep artments, and develop a sense of purpose in the 
organization. Technical documentation should be produced for each 
system to permit easy understanding modification and portage for 
use in other governorates. Likewise, microcomputer software 
developed in other governorates will be made available for 
implementation in GIZA. Given the current level of AID contractor 
support, we expect Phase I to take between 2-3 years with existing 
technology. Elmphas is should be placed on building a capable MIS 
team with skills necessary to implement and maintain more 
sophisticated system:s. 

In Phase 1ll, mo'(2 cumplux microcomputer based systems will be 
attempted. A mul L i-lln;;e operating system and appl icat iol 
deveol)ment tl wi I I he' intruoduced which can serve the governorate 
as its autout it:ej lieed ; expand beyond microcomputing. Advanced 
programming acid data umiiaqument training will be given which cover; 
Local Area lltwurklti ng, System Security, Multi - User application 
Development, and Data Hanagement. Systems developed in Phase I will 
be upgraded as needed to multi-user configurations, and off-the­
shelf Arabic application puograms will be evaluated as they become 
available. 

In Phase Ill, Ilenghy system analysis activities will be 
undertaken to define requirements for the Personnel and Accounting 
Functions in tie governoirate. Hardware specifications from this 
analysis will be used for implementation of a central minicomputer 
which will be maintained by the MIS department. Off-the-shelf 
software will be evaluated against requirements and utilized if 
possible. A new operating system will be introduced which can take 
advantage of the more sophisticated hardware environment. Existing 
applications which have outgrown their microcomputer platforms will 
be migrated to the new minicomputer for production. 
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Throughout this strategly, training will be an integral component. 
Each phase will have specific technical areas for which formal 
training must be administerd. As new hardware and software is 
applied in the (Jovel.n ita tO, a direct proportion of skilled 
personnel will be reqluir-ed to maintain it. These people must 
recieve t ra Winq a!; j)a;,t of each implementation. In addition, r-IS 
strategy and management concepts must be tauclt to decision makers 
in the governurate. 

Over tim,i, the aC l outlined here will yield comprchensive 
information sys; Lcumi tl. oughout the governorate. A simultaneous 
development o[ skill!; aid appl ication of technology will be 
accomplish ed wiLi mi.nimum ua:;te of prog ramming time and hardware 
resources. Each phase builds upon the infrastructure developed in 
a previous phase without obsolescing equipment, software, and 
training in the process. The IllS department will become a support 
organization for the rest of the governorate, armed with the 
knowledge and tools necessary to address ongoing information needs. 



SECTION 2
 

STATUS OF GIZA MANAGEMENT INFORIMATION SYSTEMS 

The MIS department in Giza is typical of those operating in 
conjunction with the IUlI project in other the Urban Governorates. 
A single room appru ximituly 13 x 12 meters in size has been 
allocated by the governurete to house the department which is part 
of a larger iifu-matitiun center that includes the documentation 
department, compuLer 1 pa rtment and publiications department. Ten 
employees and LnIe an1il(Jer." have been appointed by the General 
Secretary to operaLte L1e computer facility. The LDII Urban Project 
has implemented four .1.1311 XT microcomputers which are used 
respectively for the foilowing purposes: 

1. 	 Project T'ac i.ing System (Developed by the TA contractor 
to monitor BS1,S projects status). 

2. 	 Current Budget Development System (Developed by the TA 
contractor to support OMED current budget development). 

3. 	 Capital Improvement Program (Developed by the TA 
contractor to support OMED multi-year capital budget 
development -bAB 3) 

4. 	 Training. 

All of the compuiers have been equipped with the following 
software: 

1131. DOS Ver 3.2 (Microcomputcr operating system) 

dBase III + (Data base development environment) 

Lotus 123 (Spreadsheet - Financial) 

Harvard Graphics 

Hafitha (Utility for Arabic character generation) 

Sidekick (Text Editor)
 

The HIS staff in GIZA have received extensive training through 
the LDII Urban Project. The curriculum has included most of the 
above mentionea ,;oftware packages as well as courses in basic 
System Analysis, 'easibility Studies, and MIS management. 

To date however., the department has not successfully utilized 
its training to develop and implement an information system ol its 
own. Joint efforts with the TA contractor will be required to 
provide an example of how to apply skills that have been academical 
acquired. The hardware and software currently available in the 



department can support the development of one or two small systems 
however more equipment will have to be purchased to place such 
systems in production. 

There is some limited information system activity outside the 
MIS department in Giza. Two IBM AT compatible microcomputers have 
been implemented by the LDI[ Urban Project in the OMED department. 
These machines are currently used for financial lorecasting. In 
addition, a sinj le ]iM XT microcomputer has been implemented in the 
ORDEV department. Thils system contains a dBase III application 
program which reports LDLI provincial project data to the central 
ORDEV administration in Cairo. 

A project initiated by Central Cabinet Affairs Office has 

promised to install two microcomputers with a sector database on 
them for use as a reporting tool to the Cabinet. They have provided 

extra training to the HIS center staff in DOS and Dbase III plus. 
They have also provided special training in the use of their own 
ap[lication, which the department will be expected to maintain. The 
computers are to be installed in early 1990. 

Cairo university suppl ied the governorate with a mirrocomputer 
personnel application which was never implemented. The program is 
by its nature too small to handle the volumes of data processed by 
the current mannal )ers),onneL system. There appears to have been no 
training or support provided with the software to insure its use. 
The appliction does not consider the unique organizational 
environment in the governorate and the special system requirem-nts 
that this presents. 

To date, we can see no meaningful attempt to provide 
automation to the governorate for its own administrative benefit. 
All systems currently implemented at Giza are reporting mechanisms 
for one or another oversight organization. The information needs 
of the governorate itself have gone attended. 
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SECTION 3
 

IIETIIODOLOGY 

Classic strategic ,system planning methodologies break down 

quickly in the Govermrlent of Egypt operating environment. These 

methods presuppose an orlganization in which boundaries are easily 
crossed or syncliron Led with the apparent flow of information. 
Within a GovernoraLte this is not the Ministries and othercase. 
oversight ageic.ie!s dictate much of the administrative process and 
departmential str.ucture. ''he manual procedures and formal 

not: easily changedinstitu'[ons currently in place are therefore 
for the sake of a coordinated information system. 

Knowledge (information) of the organization is held closely by each 
questionsadministratoc, who may feel thireatened by the probing 

required to identify potential areas of automation. In addition, 

the ongoing trole of a fledgli ng MIS Department (and automation in 
concern that a departmentgeneral) is not w.ell understood. There is 

whose charter is to collect information would quickly rise to 
this andprominence. As consultants, we remain very sensitive to 


emphasis the cooperative nature of our undertaking at every turn.
 

Another primary 	 consideration in developing our methodology 
of the .11S staff in the governotate. The was the involvemwnt 

a opportunity for them to seeassessment project presented valuable 
planning in action. To encourage this, wesystem investigation and 

the 	 TAinsisted that an !1]" department staff member accompany 

interview team at all times. 

With these factors in mind, we proceeded to establish clear goals 

for the assessment project, which included: 

1. Examine the cxisting level of automation and technical 

skills.
 

2. 	 Determine attitudes and prejudices toward computers.
 

3 	 Study the business processes of each department and
 

document them in a summary narrative.
 

4. 	 Identify beneficial appl" acions of automation
 
cata fVow diagrams where
and provide a high lciel 


applicable.
 

5. 	 Discern the technical and organizational feasibility of
 

each application notwithstanding resource requirements.
 

Provide an of scope technical
6. 	 estimate system and 


sophistication.
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7. Prioritize the developmental sequence into an
 
implementation plan. 

8. Provide a concise recommendation. 

Although we have inIcluded resource estimates as part of our 
objectivesJ, we do o;(wiith expi 'ict caution. Resource requirements 
cannot be accu:ately defi.ned for any system before a thorough 
analysis has been , in ]ogical document.ptrJ ormed endinig a design 
Attempting to defi ni.ng hardware, software, and manpower 
requirements with any degree of accuracy is impossible without 
imposing the logical parameters that result from such analysis. 
With this in mind, We have at least provided estimates of resources 
required to pe rform a system analysis, and whenever our 

professional judgement pirinLii. tted, a potential hardware and software 

configuration has been2 as abl ished based on an early assessment of 

requiremenL. 

Having estabL ilied our objectives, the next task was selection 
of a site whe:e Lhese objectives could be met. Of the six urban 
governorates, Giza was chosen for the pilot assessment for several 

implementing microcomputerreasons. Fi rst, our experienc( in 
application in the MIS department indicated that a cooperative 
environment was prosei t at-. Giza. Also, Giza has both urban and 

provincial jutri.:;diction whichirenders a study of the organization 
more univerL'sally relevant thian would otherwise be the case. The 
site was al-so prilox taI Lo the Cairo based I)II proj ect office, and 

a strong relatiol;lp txisted between the II)1 Staff and the 

General, SecmetLaMy, whiuse:, ,ndorsement of the project was essential 
for it's success. These Lactors made Giza a logical choice. 

The Project Implementation Coordinator arranged a meeting with 

the Gene:x l.Secretary to review our objectives and solicit his 

support. The General. Secretay was asked to define the scope of our 

study anl to assist us" iii estabiishing a steering commilttee to 

guide the process. Ti s committee was si.bsequently formed, 
consisting of the General Scretary himself, The head of each 

department to be assessed, the AID MIS coordinator, the Project 

Implementation Coordinator in Giza, and the consultant interview 
team. 

Our next step was the development of a structured interview 
form, a conden!s:ed version of which is included as Appendix C. The 

objective of tiis form was to provide consistent and complete 
assessment of: each deparl"ment., while remaining flexible enough to 

app.y ili a lI1 casesI. Tl.h,, forllm ;ought to capture; reporting 
requirements, business processes, use of standardized documents, 
data -torage (filing) , volume and velocity of data, manual 

procedures, relationships with other departments, existing 
readiness to accept technology. Toautomation, education, and 

improve the productivity of our interviews, we also developed pre­
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interview instructions (Appendix B) which outlined the subject 
matter of the interview, and requested that certain materials be 
assembled beforehand b. the interviewee. 

A meeting of the stecring committee was held at the Giza 
Governorate to ki:k off the needs assessment. The purpose and goals 
of the study were oxplicitly stated. The General Secretary re­
empliasi ze(d the couperat ion of the depa tLment heads who would be 
involved. Pro-interview preparatory materials were distributed and 
discussed. It was aqJreed that the Proj ect Implementation 
Coordinator would arraiige the schedule of interviews. Finally, the 
interview team was forimlly introduced to the department heals with 
whom they would work in the coming months. 

The interviews themselves were designed to be brief yet 
comprehensive. In most departments, six to ten hours of 
interviewing was spread across one to three days. In some cases 
information was uncovered which affected other departments and 
required a follow up interview for verification. Figure 3.1 shows 
the departments of the Giza general directorate (those outlined 
in bold were subject to our interviews). 

From the fact fi, ling interviews, a narrative was written for 
each department describing significant findings and areas of 
potential automation. These were reviewed with the department 
directors for concurrence and additional comments. 

From these narratives, we reviewed potential system 
opportunities and courdina ted those spanning organizational 
boundaries within the governorate. Feasibilicy measurement criteria 
were established as follows: 

- The pro[,osed system must be technically feasible within 
the current state of the art. 

- Proposed systems must provide substantive benefit to the 
department or governorate apart from a reduction in 
manpower. (Manpower saving is not perceived as a benefit 
by the department directors in the GOE). 

- The user department must be willing to accept automation, 
and to cooperate with system analysis and implementation 
efforts on the part of the MIS department. 

rThe system must not propose obvious violation of 

procedures dictated by a ministry or other oversight 
organization. 

- The department manager must be willing to dedicate staff 
to the maintenance of the automated system and provide 
for dismantling of any manual system. 

10 



Feasibility is not considered from a cost perspective. (Again, 
costs cannot accurately be determined without specific analysis of 
each potential system) . Likewise, technical expertise and manpower 
available in the governorate were not determining factors in 
feasibility although they constrain the scope of what can be 
sustained by the governorate. 

For each system detwr:mincd to be feasible under the above 
criteria, data [.1ow diaqi.-;ai have been developed (Appendix D) . These 
diagraim; documLnt Ule in formation storage, ]'eporot i ng, 
communication, proce ;s lng, and movement within the department. They 
provide a benchmarl: for e;s;tablishing the boundaries of an automcated 
system within the exi.ting manual process. They also establish 
information relationships with other departments and considers the 
technical consequences of such relationships. In a complete 
analysis for any proposed system, this document would be expanded 
to reflect the detailed processing and data requirements of the 
system. 

13. 
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SECTION 4
 

SYSTEII INVESTIGATION AND ANALYSIS
 
The following analysis is
understanding the 

a preliminary step toward
fuilctional 
stL'ucture(in this case GIZA). of a General SecretariatFom it, canwe developthe physical organizatio an overall picture oflnformation flows,occurring there. and manual processesThe illvest.iJation 
existing manual and 

inl Section 4 seeks to documentautomated systems asrequirements. well as informationWe acknowJledge 
at theprocedures withii 
outset that in most cvses,the governorate are definedagency or mini. ;tLry by an oversightand therefore cannotpart of be inherently changedan automation effort. asThrough our obseriations,and study of interviews,physical documents we have obtained, as closely aspossible, the major workf.ows, data stores,occurring in reports, and processestie goveirnorate. These are depicted belownarratives in processand in Appendix I) in diagrammatic form.
 

This report 
 is not itself a completeproposed system. It system analysis for anyis an organizational
purpose investigationf or assessing areas which for the 
ipliementation might benefit Iromof computer technology. the 

candidates Areas identifiedfor analysis and then becomedesign
requirements tasks from which resourceand sytem specificationsdetermined. The can accuratelyna:'rati,.es bein this sectionregarded should thereforeas "system not be 
Specific system. 

aria lysis', with a disposition toward anyThey aie an inve:stigation o[- the organizationassesses 
 informatioi thatneeds and considersapplying automation the feasibility ofto -,atisfy those needs. To thisfollowing information end, thei;is been recorded for each department: 
- Funct~i~ns: Definition ofdepartmcnt. tie work performed by theThis includes all manual processes,
coordination of tasks, oversight responsibilities, and
origination of data. 

- Resources. U!s ed: Details related 
personnel engaged 

to the number ofin the performancethe number of various tasks,and type of machinesoperations, in use for specificthe number and types of forms or reports
generated.
 

- Perationalda!ta: A description of the empirical natureof various tasks anI activities performed,to perform them, their the time takenvolume, and frequency.includes details It alsoof bottlenecks and delaysas well in the systemas other system strengths and weaknesses.
 
- Ci ica ios:
m 1: The flow of 
 information 
wi thin the
department, between departments, between the department
and internal or external organizations. It also includes
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evaluation of functions which cross departmentalorganizationi] andbjoundaries. This can indicate the natureof the commun cat ion which will demanded ofsystem. a proposedThereby defining technical need for on-linetetninals, Iccess to a database, 
 or distributed
 
processing.
 

Again, ijvec o[the o i( tUisassessment of departmmL; 
study is to make a prelimillaryor functionsthat ate worth within the scope of workauto1atilj. The analysis is structured by departmentand includes fact findinj, observations, and recommendations that
can be used by governorate management

priority. as a basis for establishingIn areas where a potential
estimate of time 

system is identified, anrequired far a specific analysis task is included. 

4.1 CENTRAL STATISTICS DEPARTMENT 

The Central Stat L;t L:s department 
 is responsible for
assembling statistical data requiredPeople Mobilization by the Central Agency forand Statistics
demographic profiles 

(CAPMAS). This data includesof' each governorate and an assessmenteducational, health, aricultural, ofand basic infra-structure
capacity.
 

To collect this data the department- distributesforms by mail 30 specializedto the 48 local units. Eachinstructions form includesfor completion to cnllectdepartment the required data. Thesends a motico every six days askingthe results of the the local units fordata collection activity.or misunderstanding, a 
In cases of confusionresearcher is sent to expedite the process. 

When completed forms are returneddepartment, to the Central Statisticsthe retearcliers analyze thethe type data and categorizeof activity (e.g, educational, it by
health,food security) agriculture, and. The data is compared to historicalprevious year. data fromIf there is anyconcern, major discrepancythe department area ofsends a letter to 

or 
the local unit requesting


verification.
 

The compiled data is sent annuallyseparate reports. Three 
to the CAPMAS in eightof the reports contain"people mobilization demographic ordata" which is classifiedreviewed in this and could not beanalysi:,. The remaining five reports concernfollowing areas theand i nfrmaLtion: 

o Education: Number of students, teachers ,schools. 
o 1lealt: flumber of hospitals, clinics, doctors, nurses,

beds.
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o Civil InfratrLctu. Status and No. of roads, water
projects, sewage system
 

o Food ,ecurty: Number of distribution outlets andproductioni projects (eggs, chickens, 
 cowiproducts) I dairy 

o A rhtictilt- t--": ,,11d uL i]ization, type of crops. 
The Central Statistics departmentoccupies one employs 14 people. Itroom, which is crowded and noisy. The departmenta small calculator hasand one manual typewriter. Thereconditioning is no airand little space Lou computer equipment. 
The department's personnel have a high degree of experiencewith automated systems. Mrs. Taghreed, the head of thehas departmenttaken courses in programming with COBOL, BASICis studyillJ and PASCAL. Shenow 'ol-

of the staff 
110- dilloina in computer tsListlIcs. Ten membershave attended courses inCOBOL. Mrs. Taqhreed i:; 

DOS, BASIC, and PASCAL orh i ghly receptiveimplementing to the concept ofanl automated system in her department.that hardware She believesshould be located in the departmentadequate security to providegiven the classified nature of the informationthat would be handled by the system. 

Recommenda t ions:
 

A iii icrocomp 
 tez" -;y--tei
statistical cou I.d be dove] apedi loritatioti r(eported to 

to compile 
existing the department usingforms and procedures. their

The systemgenerating different woula be capable oftypes of reports currentlydepartment produced by theand requir~ed by the CAPMAS. The systemimproved accuracy will provideand butter administration
sophisticated of data,
reporting, moreand graphic reporting.microcomputer A singleshould be sufficient based upon preliminary estimatesof data volume. 

The Cabinet Affaitrs system
provide some of the 

now being implemented in Giza mayfunctions requireddepartment. Analysis of 
by the Central Statisticsthe manual existingto determine system will be neededactual requirements

the Cabinet 
and assess the applicability ofeffort. Thti coordinationdevelopment of will bean application requisite tofor this department.6 man/months of analysis We estimate thatwill be needed to define requirements forthis system.
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4.2 	 GENERAL DEPARTMENT FOR PLANNING AND FOLLOW UP 

The General department for Planning and Follow Up consists oftwo departments: l'lanning department, and Follow up department.
The General department undertakes the responsibility of preparing
the General Directorate's Five-Year Plan, estimating annual Capital
Budget requests, and following-up on the implementation of the 
appropriated Capital iet.Hultn 


4.2.1 Planing Departmenit 

The 	 P'lann i nq depa rtmient organizes and coordinates thedevelopment of the strategic plan for the governorate. Thisrepresents the Chapter 3 Expenditures (capital investment
applications) of the Budget structure. The process occurs as 
follows:
 

1) 	 At the beginning of the Fiscal year, the deparument
receives a ltter requesting budget estimates from the 
Ministry of 'laniing. 

2) 	 A circular and investment forms are issued by the
Financial Directorate in the governorate, requesting
budget preparat-ion. 

3) 	 The department notifies the City Councils and districts 
to prepare their statement of needs, and submit it tothe Executive Counciil and Popular Council for approval. 

4) 	 The consolidated, approved, and reviewed district and
City Council projects are submitted to the Planning
department where they are reviewed in light theof five­
year plan and surveyed according to the central needs. 

5) 	 Finally, the consolidated Capital Budget is submitted 
to the Executive Council, Popular Council, and Ministry
of F inance for approval and appropriation. 

6) The Plaming department receives the appropriated capital
budget from the Ministry of Planning. An amount is
retained for central needs and isremainder re-allocated 
among the local units. 

7) 	 The approved and re-allocated budget is approved by the
Executive aid 'opular Councils, then submitted to the 
City 	councils and districts. 

8) 	 TUe City Ceunicl,, and districts distribute the funds
accodi nq to actlvities and Theprojects. following
priorities are observed in the distribution: 
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1. Completion of unfinished projects
2. R eiewal and replacement of old 

componients (maintenance) 
3. New projects.
 

9) The I'lainiiiig department receives the finalized, re­allocated, di:;trihited, capital budget and files it to 
start the I C) IIw up ,roce.s- . 

10) The National ljivestment Bank is notified of the finalized
capital budget ien order to reserve allocated funds for 
tile gove ruora Le. 

4.2.2 Follow up Department 

Upon receipt of- tile appropriated budget, the local units atthe governorate level begin implementation of the approvedprojects. They convey their fund re-allocations to the following 
agencies:
 

o MOP Through the first follow-up report.
o AMANA : Thrfough additional follow-up reports.o INIB ']Vhrough special data forms designed by NIB 

showing proposed time schedules for 
disbursement of funds. 

The NIB disburses funds rualiterly in the form of a depositportfolio pla:d at th (h't,'Lral BPan] or oeri of its branches.Disbursement is-; based upon the receipt of tile following documents: 

o Time schedule for finance and percentage of execution. 
o Follow up reports. 
o Account bal ance sta temlents. 

The ollow up depart-ment receives different types of follow­up reports from di ffureit agencies. These reports, are receivedmonthly from the local uniits and include information about
location, completion ';tatus and expenditure 
the
 

for each project.Similar reports are submitted quarterly by the directorates. 

A quarterly progress report is prepared by tile departmentstating thre iIpl ementation tatus of the projects. It is sentthree organ i zatl;ier;, e;oloc in ::lpial format to meet 
to 

the needs ofeach one. TheSe oLga llizitl[ulls are tile Ministry of Planning,National I 1. ve_;tmnt ;r ht:, and AMANA. They include summaryinformation from monthly oftire reports the local units, and areused as a tool to rep:t Ltie progress in the annual plan. 

Another responsibility of tile Follow Up department is solvingproblems which arise during the execution of the projects in orderto guarantee adherence to the work plans. These problems could be 
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technical problems or financial problems that are observed during
the monthly follow-up trips conducted by the follow-up staff. 

Execution and follow up of projects planned by the service 
ministries are the responsibility of the Service Directorates in 
the governorate. 

Currently there is no automation in the department. Out of 35
employees, only two have had some exposure to compute-s. All the 
employees that ",.,cr interviewed were quite ready to have automation
applied in they awaretheir departinwiits, were that automation could 
improve the quality of their work and save time and effort. 

Observations: 

The existing Capital Budget System used by OMED is a data base 
system that provides a total appropriation request and allocation 
information by government, sector, and departmnent. It holds
detailed information about the projected need of each local unit. 
This information iriclurLes required, unitsthe budget resources, to
be executed, the local and foreign currencies used... etc., these 
needs are integated into a summary plan for the governorate and 
is sent to (mOP). 

Another applicatioLn existing in the governorate is the LDII

Project Tracking System .which is a database system, in
implemented

the LDII Urban governorates, primarily to 
track LDII projects. The 
system meets the needs of the governorate from the LDII follow-up 
perspective
 

Recommendations: 

A system for follow up of projects ( Bab 3 expenditures)
implemented by the governorate is recommended. The system should 
handle all projects regardless of the source of funding, and should
be capable of producing periodic and ad-hoc reports required by the 
governorate, MOP, AMANA, and NIB. The existing capital budget
system which is currently used in the OMED forms a good basis for 
a follow up system. 

The Planning department could get a summary plan produced by
the system and submit it to the Ministry of Planning for approval.
Once the allocation is approved, the Planning department can re­
allocate funding (as mentioned in the process above) and track 
performance data with the system. 

We estimate that 4 man/months of system analysis will be
required to determine user specifications and assess the
possibility of upgrading an existing system. Based on the analysis,
an evaluation of the existing CIP System and LDII tracking systemcan be conducted to determine the extent of modification required 
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for a follow-up system to assist the Follow up department. The new 
system would monitor the execution of projects conducted directly 
by the governorate or supervised by the local directorates. It 
should also generate reports and queries required to assist the 
department employees in their continuous follow up of projects and 
point out immediate discrepancies. 

4.3 CENTRAL DEPARTMEIiT FOR FINANCIAL AFFAIRS 

4.3.1 Inventory Department 

The dupartuert is responsible for storage and distribution of 

supplies for the governorate. These supplies include; office 

equipment, stationary, car spare parts, furniture, and 

publications. 'They are stored in eight stockroom, positioned in 

two places: some are located in the old building (main governorate 
building) , the others are located on the ground floor of a new 

building. These stock rooms respectively conftain: 

- Paper and work supplies (150 types of items) 
- Cleaning supp] iC-; aid furniture parts (110 types) 
- Publications (all the publications related to service 

directorates and city councils (63 types). 
- Valuable paper (checks, fuel tickets, mail permits (51 

types).
 
- Remainder items (five categories of items to be sold)
 
- Car spare parts (42 type.;)
 
- Quarry leases (30 types).
 
- service taxis permits (40 types)
 

The departniient: prepares part of the Chapter 2 budget related 
to the supplie:: and equipment needed for the General Secretariat. 

In preparing tlre budget, needs are forecasted by averaging the 

quantity and price of stock for three previous years and adding a 

25% inflation factor. This budget is submitted to the budget 

department for incAusion with tile rest of the governorate's Chapter 

2 budget request. 

The Inventory department receives delivery sheets from the 

Procurement department containing specifications and delivery 
schedules for all purchased items. A control c].erk monitors actual 
receiving in the stock rooms and issues receipt vouchers for all 
incoming goods. The:;e vouchers are sent to tire Procurement 
department and a reconciliation clerk in the accounting department. 
(So1i1etlhui1[es a 170ceivi ri committee is convened, including members of 

the Prel- RlieOn t department, Inventory depa rtment and 
representa t i~veu; i~i-imI11 requesting departments) . In FY 1988-89 
there were 1,757 deliveries made to the department. The stockroom 

clerk adds newly delivered items to his physical inventory. The 
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vendor's invoice number and amount are added to the warehouse 
books. 

A reconciliation clerk from the Accounting department records 
and audits all delivered items in a separate set of books. lie 
issues a permit for additions to physical inventory which are 
signed by the comtro.] clerk, head of the warehouse, Inventory 
department, and are f'ile d in the inventory department. The receipt 
procedures are reviewed by auditors who approve such voucher and 
addition permits. At the end of the process, the control. clerk 
sends the vendor invoice, receipt voucher, and addition permit to 
the Procurement and Contracts department to be filed. The 
Procurement and contracting department conducts a monthly review 
of the stocnroom reconciliation books. Any dis( epancies trigger 
a physical inventory count. 

Tile Inventory deparLtment is responsible for distribution of 
supplies to other deportments of the General Secretariat. The 
necessity, volume of .or]:, and stock quantity c-termine the 
priority and supply for each department. Supply levels are 
carefully administered to retain some stock for the duration of 
the year. In FY 1988-1989 there were 4,287 distribution activities 
conducted by the department. 

Recommendations: 

We strongly believe all inventory management system could 
benefit this department. The system would track inventory levels 
for various types of commodities, and in multiple warehouses. 
It would record physical inventory and voucher information, and 
could report the valte and amount of any item currently held in 
stock. It could also be used as tile basis for formulating budget 
request amounts needcd to sustain inventory levels. Tile system will 
reflect physical inventory records, requisition, issues, transfers, 
scrap, and surplus transfers. It will provide accurate and timely 
reporting of inventory status for any given commodity. 

The system will also provide reports for the Stock Control 
department to keep track of stagnant item sales. A complete 
inventory report from this system will eliminate the need for 
duplicate record keeping by the Stock Control department. Also 
reports can be produced irom the system to facilitate the monthly, 
quarterly, and annual physical inventories. The system will serve 
the Procurement depalrtment by reporting physical delivery of items 
purchased on an instal lment basis. 

Inventory management can save money, improve forecasts, 
ensure the availability of components and products for customer 
delivery, and help maintain stock levels. It will provide a means 
of reconciliation with books and physical inventory process. It 
will improve accuracy and timeliness of information. eliminate 
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duplicated between the department and the Stock Control department, 
and improve reporting capability and estimates of future commodity 
needs. We estimate that 8 man/months of system analysis will be 
required to adequately define requirements for this system.
 

In a secondary development phase, the system could be enhanced 
to track the capital a,;ets of the organization and allow for 
detailed tlrack iij eI. I ::o I ;.ets including tile user, location, 
purchase cost and source, and expected life span. This will provide 
the financial and accounting records showing tle aged value of the 
stock of goods at a particular time. It will also enable the 
department to track inventory as it moves among different 
warehouses.
 

4.3.2 Stock Control Department
 

Thle department's primary responsibility is to audit the 

records of tile Inventory department and the physical inventory in 

each warehouse. The Inventory department reports the status of the 

warehouse on a daily basis and tracks the receipt or withdrawal of 
commodities from tie stoc:. This information is recorded in a 
duplicate set of book. by the stock control department. Quarterly, 
a reconciliation of the two department's books is conducted. A 
physical inventory is performed at this time to eliminate any 
discrepancies.
 

The stock control department identifies items which stagnate 

in inventory, (an item is considered stagnant after three years 
without ti so) . Lta intiiLteim;; are then auctioned by tle Procurement 
department to provide revenue. Typically, the funds from sale of 

such items are allocated to the department which originally ordered 

them. The stock control department monitors the sale of stagnant 
items for tile Local Units and Service Directorates. A report is 

received monthly FLom these organizations specifying stagnant 

inventory and selling activity. The Stock Control department 

reports monthly to the Financial Directorate and tle General Ager-cy 

for Governmental Services regarding stagnant inventory and sales 

for the whole governorate. It is informed annually by the Invcntory 
department about planned supply purchases for tle upcoming year. 

These plans are compared with stagnant inventory to avoid
 

purchasing of already stagnant items.
 

Recommendation: 

We do not believe an automated system is required by this 

department. [However, the department could benefit from the
 

development of an Inventory Management System within the Inventory 

department. The information requirements of the Stock Control 

department should be considered in the analysis of an inventory 

control system. A report of physical inventory from the system 
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would be used in conjunction with the quarterly audit of the 
warehouses. Likewise, a report of inventory aging could be used to 
evaluate stagnant items. 

The Inventory Control System would eliminate the need to 
maintain duplicai"2 paper inventory records in the department. 
Employees freed from this activity could be used to conduct audits 
of stagnant inventory in the City councils and Service 
Directorates.
 

4.3.3 Procurement and Contracts Department 

The Procurement and Contracts department is responsible for 
procurement of all supplies and equipment for the General 
Secretariat, 1'ire 13:'igade, and Traffic Directorate. In some cases, 
Local Units in the governorate request that purchase be 

administered by the Procurement and Contract department. The 
request in this case should be must approved by the Governor or 
the General Secretary. 

The procurement process occurs as follows:
 

1) Annually, the Inventory department prepares a Bab 2 budget 
request. 

2) According to this budget the Procurement and Contracts 
department initiate purchases for the items in the budget. Ill 

some cases where the items are not included in the budget the 
department for which tie item or service is needed submits all 
approved request which is signed by the department head or 
general secretary.
 

3) Purchase orders are cut containing technical specifications 
for the items to be purchased and estimated cost to be applied 
against the budget. 

4) The Pocuremeiint and Contracts department decides what 
purchase process will be administered. This can be either a 
direct purchase process (which needs no tendering) or a 
competitive tendered bid. 

5) Before initiation of purchase process, the Procurement and 
Contracts department contacts the Accounting department to 
allocate funds fr-oll tile budget. 

6) If a tender 
soliciting bids. 

is required, an advertisement is run, 

7) Bids are reviewed by a committee 
opening and administration of bids. 

responsible for tile 
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8) Another committee decides on the bid, this committee 
conta ins representatives from the Procurement and Contracts 
department, Lejal a ffairs, Financial Affa irs, and the 
department fur which the purchase process is conducted. 

9) AIl potential vendors are reviewed to determining the 
status of their credit and insurance. 

10) ; letter authorizing purchase is sent to the selected 
vendh r. Approximately 15 tendered bid operations are conducted 
each year. 

In c ises of tendering that require no advertisement, the 
department sends letters to vendors dealing in the items to be 
purchased v'equesting quotation. A vendor is selected for the final 
purchase Iised upon price. The selected vendor is notified with a 
purchase ,Lder and the Inventory department is informed of the 
purchase mount and terms of delivery. 

It it is direct purchas;e (l.ess than L.E 2,000), representatives 
from the partAment conduct a market survey and purchase the items 
directly. 'qpproximately 200 direct purchase operations such as this 
are condut ted annually. 

Delivery data is received from the Inventory department 
indicatino' the status of the procurement which contains invoice, 
delivery (hieck, list, and an inventory addition permit. In cases of 
delayed d ivery or violation of contract terms, legal actions are 
taken by lhe Irocuremeni t amd Con tract department against the vendor 
to insure administration of the contract. 

The procurement department maintains records of foreign and 
domestic vendors. These records include information about the 
company, it's credit status, and it's products.
 

For each pirocurement, the following forms are maintained: 

o 	 Letter of Credit & letter of insurance are sent to the 
accounting department for administration. 

o 	 Contract terms (foreign, tendered, conference bid, and 
direct purchase) 

o 	 Sample record (descriptions of samples provided) 
o 	 Notification of award 
o 	 Minutes for opening of tenders 
o 	 Minutes for award committee 
o 	 Procurement status and history 

The department is also responsible for auctioning of aged 
inventory and used items from the warehouses. This is done in 
conjunction with the Stock Control department. The Stock Control 
department' specifies which items should be auctioned, and the 
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Procurement and Contracts department runs advertisementq for the 
items to be sold. Auctions are conducted by the Procurement and 
Contracts department in the presence of members from the Stock 
Control and Legal Affairs departments. 

Recommendati on,-,: 

We beli eve i11 automat-ed system could benefit the vendor 
tracking Luncti'J,'; pcOiOLurned by this department. The system would 
track vendor records3, i.ncluding company information, inclusion 
status, products, and performance history. It would follow the 
completion status of each procurement operation. The system would 
be able to asse;s the delivery of items pursuant to the awarded 
contract and maintain a record of performance. The system will 
provide administration and tracking of direct purchase orders to 

determine the volume of purchasing for the same item. It can be 

used to provide an instant record of contract delivery terms. 

The following reports could be produced by the system:
 

1) Listing of qualified vendors for procurement of a 

particular item
 

2) Individual p.-ocurement status, including the following: 

- Order type
 
- Contract amount 
- Vendor name 

- Quantities 
- Items 
- Delivery order date
 

- Delivery terms
 

3) Status report of deliveries pursuant to each contract.
 

accurate definition
We estimate the system analysis required for 

of requirements for this system to be 5 man/months. 

4.3.4 Accounting Department 

The Accounting department consists of four divisions, 

Reconciliation, Accoun:-s Receivable/Payable and Auditing, Revision, 
by theand Secretary. The following functions are performed 

department and cross through the divisional boundaries while 

following a rigid set of pro;edures: Salary and Benefits, Service 

and Maintenance invoice processing, Construction Contract Invoice 

processing, Loan administration, Procurement invoice processing, 

Revenue book keeping, and Ledger Keeping. 
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4.3.4.1 Salary and Denefits function
 

The salary and benefits function involves monthly payroll for 
approximately 5,000 employees in the governorate. In addition, 
benefits are paid to approximately 3,000 persons annually on an 
ad--hoc basis.
 

1) Blank payroll worksheets are sent by the accounting 
department to the petrsonnel departments in the districts and 
general secretariat. 

2) Personnel departments complete these worksheets using their 
own set of employee salary records. 

3) The completed worksheet is returned to the Accounting 
department around the 21'st of the month. 

4) The Accounting department verifies the data against its 
own records, correcting any errors, and reconciling 
inconsistencies with the personnel records. 

5) 'when the payroll worksheet is finalized, subtotals are 
ca" .ulated for expense categories and a total salary expense 
is determined for the department. 

6) The Accounting department issues a cheque for total salary 
expense which is forwarded along with the final salary 
worksheet to the Trea;ury department for disbursement. IITloUU 
checks draw on the 13AII 1 account at the Central Bank. 

7) Additional checks are issued for insurance and social 
security. In soome cases, special vouchers are issued to 

employees rLequesting direct deposit to their bank account. 

hen a new employee joins the governorate, a memorandum is 
prepared by the Personnel department describing salary level, 
benefits, and withholding. This is sent to Accounting department 
where they cre; ,te a new record in their employee master file. The 
record is placed at the end of the file so as not to disturb the 
alphabetical listing. When an employee resigns, the Personnel 

and sends a similar letter to accomplishdepartment prepares 
When anelimination of the salary record for that individual. 

employee retires, a three month delay occurs before elimination of 
their record from the salary files. 

At year end, the Accounting department revises its salary 
records Co include new employees in the alphabetical listing. 
Resignee and retiree records are permanently removed.
 
New salary records are verified against the newly revised personnel 
records.
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There are some notable problems with the existing manual 
system. First, the respective personnel departments frequently 
commit errors in transcribing data from their records to the 
payroll worksheets. This requires the Accounting department to 
spend considerable time revising payroll worksheets. Second, 
difficulties in communication between Personnel and Accountinq 
often result in dis-parity heLwoen their duplicate records. This is 

adjustmentprevalent when an employee changes rank and a salary 
be reflected in both records. Third, the payroll worksheetsmust 

are returned from all the Personnel departments simultaneously, 
creating a substantial workload peak around the 21'st of each 

month. There are eight employees in the department dedicated to the 

review of payroll worksheets. 

4.3.4.2 Service and Maintenance Invoice Processing function 

The Service and Maintenance function processes invoices from 

utility companies and other organizations who provide routine 

services to the governorate. The funds for this activity are 

provided by BAB 2. The Revision division verifies each payable 
are issued by the Accounts Payable division toinvoice. Cheques 

the department for which the charge was incurred. The department 
itself is responsible for distribution of the payment. There are 
five employees in the Accounts Payable division who issue 
approximately five checks per day. 

4.3.4.3 Construction Contract Invoice Processing function 

The Construction Cohtract Administration function procesf:es 
invoices for all constructions contractors currently engaged in 
projects for the governorate. Coordination takes place with the 
Planning and Follow up department to define budget ceilings for 

payments to each contractor. The Ministry of Planning provides 
forms which are completed by the Project Engineering department. 

These forms are sent to the Revision division along with each 

invoice as justification for payment. The Revision division reviews 
be sure it fallseach invoice with the Reconciliation division to 

within the approved budget. There are three persons involved in the 

review of these invoices. After approval, Form 61 is completed by
 

the Revision division and sent to the Reconciliation division for
 

posting. The volume of payments is approximately 100 per month. 
Funding is provided by BAB 3.
 

4.3.4.4 Loan Administration function 

The Loan Administration function is a joint effort with the 

Investment Bank to monitor payilents of loans by the governorate. 
There is currently one person who maintains loan payment records 

is provided by BAB 4.for the governorate. Payment for these loans 
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The Ministry of Finance administers the loans through the 
Investment Bank, and holds the authoritative payment records. 

4.3.4.5 Procurement Invoice Processing function
 

The Revision department receives procurement documents from 
the Procureme;lt andl CuJ f1t-rict dep artment to rev.iew them and insure 
the legali t ies of the tenderl.ng and bidding process are observed. 
The required funds are tihen verified with the Reconciliation 
division to check tihe availability of the cash within the account. 
If the account's balance allows new withdrawals, the invoices are 
sent to the Reconciliation division to post the transaction in the 
relevant ledger and issue the cheque. If the balance does not allow 
the withdrawal, either the documents are sent back for adjustment 
to the Procurement department, or the Reconciliation department 
conducts a fund transfer between line items within the allowed 
limits. The purchase of inventory commodities follows the same 
procedures.
 

4.3.4.6 Revenue book keeping 

The governorate receives its share of revenues from the 
different revenue collection organizations. The share is either 
sent in cash to the Treasury department, or a cheque is deposited 
directly to the Accounts Receivable division. In case of cash 
deposit, a receilpt is issued by the Treasury department to the 
Accounts Receivable division where the cash/cheque transaction is 
recorded oin Form 61 and delivered to the Reconciliation division 
for posting. Both chle:ilues and cash are then deposited in the 
governorate's account in the Central Biank. 

4.3.4.7 Ledger Keeping
 

The Reconciliation division maintains it's ledgers by posting 
transactions received from the Revision division. The ledgers are
 
divided in a manner similar to the local government budget, i.e 
Chapters, Groups, Items, and Varieties. A staff of 28 employees in 
the Reconciliation division are responsible for maintaining 
approximately 100 accounts. A month-end process occurs to post 
opening balances for the new month in each account. This is done 
to simplify the year-end processing and to facilitate the audit 
function by jroducintg monthly balance sheets for the Auditing 
division. 

Strict security procedures are followed in the manual system. 
Personnel are given access authorization only to those accounts 
for which they are immediately responsible. 

Recommendations: 
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We strongly believe that an automated system could be 
implemented in thi department to serve tlin salary administration 
function. It would be a large scale system, providing a core 
function in the governorate. Automation of this area should be part
of a carefully planned integrated financial system. It should not 
be among the first projects attempted by the MIS department. It 
would require a substantial investment in time, hardware, and 
software. We estimate the system analysis required for automation 
of the payroll function alone to be 10 mian months. 

The payroll administration System would provide a current 
record of employees, salary information, benefits, and withholdings
for the governorate and each district. The system will 
automatically produce complete and correct payroll worksheets and 
will provide reports of- payroll expense required by the Ministry
of Finance. This would eliminate duplicated effort between the 
Accounting and lPersoninel departments, reduce human error related 
to the transcription of (],ita, smooth workload peaks, eliminate year
end processes, and provide improved reporting accuracy. 

The Ministry of Finance regulates the process of payroll
administration closely within the governorate. Any attempt to 
automate the payroll process or alter existing forms and procedures
 
must be done with their kno,-:lcdge and cooperation.
It should also be noted that a natural integration of data is 
possible between the Personnel and Accounting departments. The 
Salary administration system could be l.-.nked as subsystem of a 
comprehensive database structure for the governorate. The MIS 
center would require a central minicomputer which cannot be 
technically supported by the governorate at this time. 

As part of an integrated financial system, the Accounts 
receivable, Accounts Payable, Invoicing, and General Ledger
functions should be automated. The Reconciliation division of the 
Accounting deparutment currently accomplishes these functions. An 
integrated system could provide opening and closing balances, 
accept day-to-day transaction. The system would produce balance 
sheets, budget expenditure reports, accounts payable and accounts 
receivable reports. It would facilitate monthly and year-end
processing, monitor expenses, and allow performance evaluation. A 
tremendous improvement in speed and accuracy would result. 

We estimate the sstnm analysis required for integrated
automation of the Accounts Payable, Accounts Receivable, and 
General Ledger functions to be respectively: 

Accounts Payable 10 man/months
 
Accounts Receivable 10 man/months
 
General Ledger 14 man/months
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4.3.5 Treasury Department
 

The Treasury department is responsible for the receipt and 
disbursement of cash in the governorate. This includes the 
following functions:
 

4.3.5.1 Payroll Disbursing function:
 

The dI sbursing of cash of payroll is the primary 
responsibility of the department, and may occur more than once 
monthly accordiiig to the schedule of bonuses and incentives. 

The Accounting department delivers the payroll worksheet and 
cheque for the General Secretariat staff each month to the Treasury 
department. The payroll contains a listing of salary, deductions, 
and incentives [o each employee. An employee card containing 

full and preparedemployee Iiumber,uiame, net salary is monthly in 
the depart-ment, and tle employee number is added to the payroll 
sheet. The ca rd. are serial [y ordered, so when an employee submits 
his number his card i.:;picked out and his line item is poini'-d on 
the payroll worksheet for his signature. Each employee signs off 
on the worksheet as lie is paid. The payroll includes 2,000 to 2,500 
employees in the General Secretariat. 

The signed payroll sheet is returned to the accounting 
department. lRONinia ng cash (undisbursed salaries) is deposited in 
the bank as revenue. In the salary bank account. The bank receipt 
is sent to tie Reconciliation department for posting. 

4.3.5.2 Annual Emergency Loan Administration
 

The department cashes loan checks totalling about 1,500 L.E 
per year. These funds are used as cash-on-hand for emergenc.es 
approved by the governor or the secretary general. When a loan is 
disbursed, another cheque is issued to maintain a cash balance. At 
the end of the year the Treasury department prepares and submits 
a report of emergency expenses to the Accounting department.
 

4.3.5.3 Personal Loan Administration Function
 

The Treasury department is also responsible for the employee's 
personal loans. Each month the department completes a record of 
disbursement to employees for the Accounting department. The 
Accounting department is res-,ponsible for approval of loans, while 
the Treasury department disburses, and keeps track of the 
repayments. (Average of 1281 loan forms each month) 

4.3.5.4 Revenue Collection Function
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The department is also responsible for collection of cash 
revenues. The Service Directorates and the General Secretariat 
issue deposit permits to the private sectors for deposit to the 
Treasury. The Trea--;ury department collects the cash (average of 
100,000 per week, on about 35 permits) and deposits it weekly in 
bank accounts g7ouped by Chapters of the budget. The deposit 
receipts and bank 'eceip- are sent to the Reconciliation 
department. Reconciliation for cash balances and receipts are 
conducted weekly.
 

Recommendations-;: 

We do not believe a computer application is needed by the 
Treasury department at this time. Automation of the cash receipt 
and disbursing function could be included as a module of an 
integrated accounting system for the governorate. Its development 
should not precede aatomation of the Accounts Payable, Accounts 
receivable, and General Ledger functions.
 

4.3.6 Budget Control Department
 

The budget control department is responsible for preparation 
of the consolidated annutl, budget for the General Secretariat, and 
Councils. The dulpartment is also responsible for monitoring the 
approved budget for over expenditure of line items and processing
 
of budget chantjes during the fiscal year 

The budget preparation cycle occurs as follows: 

1) The Ministry of Finance sends a circular (Manshour No. 1) 
to the General Secretariat and councils, through the Finance 
Directorate, requesting the preparation of annual budget 
estimates for the coming fiscal year. 

2) The Budget department coordinates the process with the 
other departments involved. 
3) The Personnel department prepares Chapter 1 (Wages and 
Salaries)
 

4) Planning and Follow Up prepares Chapter 3 (Capitai 
Expenditures), 

5) The Financial Directorate is responsible for preparing the 
four Chapters of Revenue.
 

6) The Budget department prepares Chapters two and four 
(Current Expenditures and Capital Transfers). 
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7) 	 Each department addresses its relevant department at the 
City Council and District level to survey needs and prepare 
draft budgets.
 

8) The district dri'ft budgets are approved by the district 
Executive Council and Popular Council and then sent to the 
City Council for con3olidation. 

9) The City Council submits the consolidated district budgets 
to the Executive Council and Popular Council for final 
approval. 

10) The ap-ovcd, consolidatod district budget is forwarded 
to the General Secretariat where each department receives its 
Chapters in a consulidated form for review and discussion with 
its authorizing agency. 

11) Chapter I (Wages and Salaries) is neqotiated between the 
Personnel departmenUt a"& Le Centra! Agency fur Organization 
and Administration (CAOA) 

12) Chapter 3 is ngotiated between the Planning and Follow 
Up department and Ministry of Planning (MOP). 

13) After negotiations, the budget is sent to the Ministry of 
Finance tlhrougl the Finance Directorate for appropriation. 

14) The Ministry of Finance sends the appropriated budget to 
the Finance Director;ate to distributed among the involved 
department:; monitioned above. 

15) The dep a rtments re-allocate the budget among the local 
units according to the proposed budget as approved by the 
Executive Council and Popular Council. 

During the fiscal year, the department receives requests from 
the local units and General. Directorate to change line items within 
Chapter two and Chapter one. These budget revisions must be 
approved by the governor or his designee. 

Budget changes occur in the following forms: 

1. 	 Remove prohi b i tions on some budget items to release 
funds. 

2. Utilization of savings. (Some savings cannot be used 
unless approved by the governor). 

3. 	Addition of items not included in the original budget.
 

4. 	Transfer of funds between budget line items.
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In addition to the budget revision process, the department is 
responsible for determining if a request for purchase or
 
disbursement will exceed the line item appropriation. This function 
entails working with the accounting section on obligation requests 
and account balances af ter actual expenditures. Requests or 
disbursements which would resul.t in a line item over-expenditure 
aLe170 referreJd to tH (; ' :,'metary for subsequent action which 
could be refusa] o: the request or budget revision. There is a 
considerable delay in I ine item volume of transactions. The current 
manual processing anl posting procedures incur delays in 
recognition of exact- daily line item balances. ln addition, 
difficulties in ascertaining exact account budget status leads to
 
subsequent delays in publishing final accounts status.
 

Observations:
 

The manual process of preparing the budget faces difficulties 
in the re-distributing of Chapter 2 appropriations and tracking of
 
daily changes to line items. Another area of deficiency in the 
system includes preparation of budget estimates which are largely 
based on historical precedents with no performance, economic, or 
cost-benefit basis. Also, technical and financial justifications 
attached to budget r'equUsts are ignored because there are no 
validation criteria. 

Microcomputer applications have been implemented by LDII in the 
OMEID 	 office wiich provide these functions. The Current._jto1e 
I)evelponjont -;y,; tern provides . or all four budget development phases 
in th(' (wu,. Irlt .'; rc'ta rnat (Reqeolest, Go)vernor, recommendation, 
Executive and l'opular Council Approvals, and Allocation) . The 
system also consolidates the four chapters of the budget for the
 

Governorate as a whole, and provides an information database of 
historical budget line items. The Five Year Forecastin system 
includes a linear trend model and a quadratic trend model for 
generating five year forecasts of revenue and expenditure based on 
based on historic data.
 

Recommendations:
 

The department would benefit substantially from a system that
 
could:
 

1) Track obligation requests against remaining budget
 
line item balances.
 

2) 	 Reflect actual expenditure transactions in a timely 
manner thereby reporting available balances.
 

3) 	 Check obligation and expenditure requests against
 
available line item balances.
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4) Automatically interface the annual appropriation
 
to the fiscal system and update revisions to the 
appropriation file.
 

The automation of budget monitorling would provide timely 
status reporti ing on available balances thereby improving 
flexibility ill reallocation of savings early in the fiscal year. 
Automation of the Budget monitoring process would enable the 
governorate Lu expand their chart of accounts to provide needed 
cost accounting information for management of the governorate 
financial system while meeting MOF requirements. 

Monitoring chall'jcs to the budget line items, or testing 
available balancei is not a capability offered by the existing 0MEI; 
software. The development of a transaction oriented system for 
monitoring daily financial obligation and expenditure could be 
developed. Given the high volume of transactions and the 
advisability of an expanded chart of accounts, a system to address 
these functions could not be developed cn presently installed 
microcomputers. The need for multi-user access, large data storage 
capacity, and real-time processing imply the use of a minicomputer 
platform. The MIS departtment in Giza will not be technically able 
to undertake even the maintenance of such a system for several 
years.
 

4.3.7 	 Analysis and Follow-up Department (for the Central Agency 
of Accounting) 

The Analysis and Follow-up department is responsible for 
coordinating the resolution of issues related to any financial 
report submitted by the governorate to the Central Agency for 
accounting. Annually, the Central Agency for Accounting (CAA) sends 
to the analysis and follow up department a financial report 
containing remarks regarding unbalanced statements or 

contradictions to financial legislation from the previous year's 

final accounts for the four budget: chapters. The analysis and 
follow-up department gathers all remarks assigned to the General 
Secretariat, Service Directorates, ard Local Units in Giza. They 

produce an index based upon page number of each remark and 
classified by account and unit (department). After that, an 
analysis of the reLmarks is conducted by the staff using the report 
as a guideline. Letters requesting explanation of the remarks are 
sent to the units in question. 

On receiving an explanation of a remark from the organization 
in question, the fi nancial analysts ill the department analyze it 

and write thejir coiiiii-nts. A letter of explanation plus analytic 
comments is sent bach: to the CAA for filing. If the explanation in 

the letter is not convincing to the analysts, another letter is 

sent to the unit requesting further explanation of the subject. If 

the department in question does not answer this letter, follow up 
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letters are issued on a bi-weekly basis (The same form letter is
 
used each time) . The original copy is sent to the department in 
question through the central filing unit, one copy is kept in tile 
department for fi-ling, and the other copy is filed in the central 
filing unit. The CAA may also senids special remarks, separate from 
the yearly report to the Analysis and Follow-up department for 
investigation.
 

Hecommonda t I oh;: 

A need exists in the department for word processing capability 
to address recurrenit composition and mailing of form letters. Each 
year, the department distributes approximately 45 custom letters 
to departments in the govcrnorate. An additional 700 form letters 
requesting Lusponse from the departments are also distributed. 
Tracking of the of the responses from eaci department is divided 
among 3 analy.;ts who accomplish the task easily. Although word 
processing could assist the department in some ways, we do not 
believe its implementation should be assigned high priority ill tile 
governorate. 

4.4 ADMINISTRATIVE AFFAIRS DEPARTMENT
 

The administrative affairs department is functionally divided 
into three smaller departments. These are: Facilities Management, 
Secretarial and Archiving, and Mechanical Campaign department. The 
department's total staff includes 89 employees and 350 laborers and 
tradesmen. 

4.4.1 Facilities Management (of the General Secretariat) 

This department is staffed by 10 employees who are responsible 
for management of the main governorate building. This includes 
administration of office boys and security staff for whom shift 
schedules are developed. Periodical maintenance plans for 
sanitation, painting, furniture and other equipment needs are also 
prepared by the department. The department administers a service 
contract for the governorate cafeteria, and supervises the grounds 
maintenance staff. Management of the fist aid clinic and 
information desk also fall under the responsibility of the 
department.
 

4.4.2 Secretary and Archive Department. 

Mail and Distribution function: This department is responsible for 
receipt, sorting, and distribution of incoming mail to all 
departments. They also collect all outgoing mail. 
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Archiving function: This department records all internal 
correspondence between departments as well as incoming and outgoing 
mail. A physical record (copy) of each document is maintained for 
a period of five years, after which it is archived to a central 
archive.
 

Typing function: The central typing pool for the secretariat 
resides in this department, typing services are provided by this 
department for other parts of the governorate. There are 20 typists 
in the department, all of whom use manual typewriters. All 
documents produced by the department are filed for a period of 10 
years, after which they are archived at a remote site. The daily 
volume of production depends on the required documents, and Lhe 
full capacity of the typing force. However, we approximate the 
output at 400 pages; daily. h'lie average turnaround time is 48 hours. 
Due to the number of typists, there is no work backlog currently 
in the department. The department also provides a service to 
prepare administrative documents from its archive for different 
supervising- organizations. These include, the governorate 
accounting department and the Central Agency for Accounting. In 
cases of s11spicious criminal action, documents may be required by 
the general prosecutor or the administrative prosecutor's offices. 

4.4.3 Mechanical Campaign Department (flotor Pool): 

This department is concerned with the use and maintenance of 
personal transport vehicles owned by the governorate. Their tasks 
include; transporting governorate employees to and from their 
homes, administering travel orders for vehicles and motorcycles, 
monitoring utilization and fuel consumption, monitoring vehicle 
operating condition, monitoring maintenance and repair records, 
and administration of the fuelinci process. 

4.4.4 Employee Register :
 

The general manager of the administrative affairs department 
has the employee doily register (where supervisory employees in 
the govuLriort,.- sijl in and out) under his direct supervision. By 
the end of each :ionth the working hours for each employee are 
calculated and ser t to the personnel department. In cases of 
excessive tardiness, the manager of the Administrative Affairs 
department must take the necessary disciplinary actions. 

Observations: 

The department currently has no automation. None of the 
employees have been exposed to computers or automation, amd tje 
deparment head has no s tL:olng opinion e ither for or against 
automation. The head of building affairs department, one of the 

main departments under him, encourages the use of automation in 
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some areas especially tile archive, where he would like a microfiche 
system installed. I'hie department is currently undergoing an 
administrative reorganization which will affect the division of 
tasks and responsibilities.
 

Recommendat ion:-,:
 

One area wher-e automation could be applied is the mechanical 
campaign (motor pool) . A microcomputer application could be 
developed to odmini:ter thie transportation process, track the 
maintenance LLatus; of vehicles, monitor vehicl.e operating 
condition, administer travel orders, and monitor and utilize fuel 

consumption. This sys;tem will help the managerial level to track 
the maintenance record of its vehicles and control cost and driver 
misuse. in Giza there is only one garage. A single microcomputer 
could adequately accommodate the vehicle management application. 
We estimate the analysis for this system would require 5 
man/months. 

The general secretarial section is a natural candidate for the use 

of arabic word processing. The potential benefits of such a system 
include:
 

- facilitate document production among the 20 secretaries 

- Save time spent editing drafts of documents.
 

- Improve tile quality of output. 

- Reduce storage space currently required for paper 

documents. 

- Stre:,mline the archiving and retrieval process. 

We estimate the analysis of a word processing network for the 

department would reql i re 3 man/months. This system would be 

complicated from i I';e manmagement standpoint. Coordinating tile 
typists in al organized waysimultaneous producLive capacity of 20 

would require tile design of a local area network and file server.
 

An administrative coding and retrieval system would be a primary
 
system design challenges.
 

4.5 ORDEV DEPARTIIEIT 

The ORD)EV department is the representative department of the 

Organization of-[Recon-truct[on and Development of Egyptian Village 
(ORDEV) in the governorate. 

The governorate OlDl;V department is responsible for activities 

concerning village development projects assigned by the central 

ORDEV. These include: 
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o Assisting local units with annual budget planning and 
follow up on the execution of the projects..
 

o Administration of Local Development Fund (LDF) Loan 
repayment.
 

4.5.1 Annual Budget Planning
 

The projects supervised by the ORDEV lie in two categories:
 
1) Donation financed 11on-profit projects, and 2) Loan financed 
projects designed to generate their repayment through profit. 
The procedures for developing and obtaining approval of annual 
budget for A]I) funded projects are as follows: 

1) A ses,;i n of Mhe Governorate Lcal Development Committee 
(GLDC) is held at the governorate to allocate funds approved 
for the governorate by the Provincial Local Development 
Committee (PLDC) among the different City Councils.
 

2) Upon approval of the allocation for each city council, the
 
villages prepare their annual plan within the available 
budget.
 

3) The village annual plans are submitted to the markaz and 
city counci l for app roval.
 

4) The UId)lV depaul'menit at the governorate level receives 
plans from the city councils and assembles them into a 
consolida ted plan for the governorate which is then sent to 
the GLDC for approval. These plans include water project 
maintenance, roadways maintenance, maintenance centers (for 
equipment repaius) and new village development. 

5) Funds are released to each village to start the
 
implementation phase of the plan.
 

6) The ORDlV department has a responsibility to inspect and
 
supervise the implementation phase to insure village
 
commitment to the plan. This is done through site visits from
 
the ORDEV staff to the projects to supervise technical and 
financial over the implementation.
 

7) Each village prepares monthly progress reports which are 
submitted to the ORDEV department at the village.
 

8) These reports are consolidated and submitted in turn to 
the ORDEV department at the markaz level, and finally to the 
governorate ORD)EV. 
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9) The ORDLV at the governorate level assemblesreports and the progressprepares quarterly progressORDEV, 
a report for the Cairothe Financial Directorate, 
 and thedepartment Accountingin the qovernorate. On request, itstatements submitsof final account for completed projects to theGeneral Ajency for Accountancy (GAA)
 

Taie prelparation of BiAB 3, (gove1noratefollows a difie.entr funded projects)set of procedures
Follow up departimeiit 

in which the Planning andcoordinates 
Secretariat. 'Tie 

the BAB 3 Plan for the Generalpr; starts in the budget pre.parationwhen the ORDEV departiment receives request for the plan. 
phase 

of correspondences A seriesar.e exchanged betweengovernorate and the ORDEV at t:hethe maralez and villages for the preparation and 
Governor-te 

thu! pan. The consolidated plan is 
delivery of 

ODEV preparedand then sent at theto the Planningdepartment and Follow upto be iludetli il the
Follow up 

total governorate capital budget.of the plan doneis through the ORDEV, wherethe monthly they collectprogress reports from the villagesimplementation. and superviseThe department sends a copyprogress report to the 
of the compiled

Planning and Followinformation up departmentonly. forThie Planning
authority 

and Follow up department has noover the ORDEV department in the Preparation 
or of the planthe follow up process. 

4.5.2 
 Loan Administration Function: 

The ORDEV department follows up oninstallments for the payment of theloan. which have beenunits by the made to the different localLocal Development 
payment in a single cheque 

Fund. The department consolidates 
sent to LDF Cairo. 

The procedure for getting a loan for productive projects is asfollows:
 

1) The village conducts a feasibility study for one of these
projects using special forms.
 
2) The study is reviewed by ORDEV, approved by thesecretary, and sent to LDF at ORDEV Cairo for final 

general 
revision

and approval.
 

3) A condition prerequisite for the approval ofis a the projectvillage participation of at least 25% of the total cost. 
4) The LDF extends credit for the remaining 75%.is 6%, and Interest ratethe repayments return
other projects. The 

back to LDF Cairo to reloanterms of repayments are: 
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o 
 There is a tolerance period in which no installments are
paid, this period depends theon type of project and its
duration (3, 6, or 12 months). 

" For the next nine months after the tolerance period,project pays the interest only in 
the 

three installments 
every three months. 

" After the nine month interest period, the installments 
are paid every three months including the interest. 

The ORDEV department is also responsible for preparingtraining courses thefor employees in localthe units, andorientation sessions regarding AID projects and activities.The training includecourses subjects such as: 

o Training trainersof to supervise productive projectso Solving problems of productive projects 
o Maintenance t:aining courses 
o New ideas in economic development
o Seminars for exchanging experience between governorate. 

Observations: 

Some automation has been implemented in the department. AnIBM XT microcomputer has been installed with a dbase III + filewhich track:i i nformation about maintenance projects. The existingdatabase does not track development projects which receive fundingoutside AID. Five of the department employees are assigned to thecomputer section. They receivedhave training on DOS and DBaseIII+, and are generating reports required by usingAID the 
database.
 

Recommenclati ons: 

Ali integrated system to develop the annual budget and annualplan would provide substantive benefit to the department. Thesystem should include a follow up feature to monitor the
performance and expenditures of 
the projects, and should be capableof producing standardized reports for ORDEV, the FinancialDirectorate, and the Accounting department thin governorate. 

The system Should provide an efficient method of recordingand and reporting annual budgets for local Itthe units. shouldinclude performance indicators to measure project progress. Reportsfrom the cansystem be coordinated with the data entry requirementsof the OMD Capital Budget System. This will ayield comprehensiveand effective method of consolidating a total BAB 3 budget for thegovernorate and provide timely information for management decisionmaking. We estimate that six man/months of analysis will be 
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required to define user requirements for th. department and assess
the feasibility of interfaces with the Provincial Project Tracking
System and Capital Budget Systemsand. 

A loan tracking system to automate the loan administration 
function will benefit the departaent and could potentially improve
debt repayment performance. The system should include information 
about projects recjve It should trackwhich loans. repayment
performance and -s credit worthinessas the of recipients. it
should be capable of producing reports of payment schedule and 
performance history each This will concisefor loan. provide an 

monitoring tool, aiid will alleviate clerical 
 work and improve 
accuracy. We estiimate that six man/months of system analysis would
be required to adequately assess requirements for this system and 
produce a logical design.
 

4.6 GENERAL DEPARTMENT FOR PERSONNEL AFFAIRS 

4.6.1 Recruitment, Transfer, and Termination 

The Recruitment, Transfers, and Termination department is
responsible for appointing new employees, transferring employees
from/to the governorate, and terminating employees. Procedures 
for each section are as follows: 

4.6.1.1 Recruitment:
 

Direct appointment from the Central Authority of Organization
and Administration (CAOA) is the process by which university
graduates are granted public service appointments. Following these
appointments. The recruiting department announces remaining vacant 
posts in the governorate, districts, local 
units, and villages.

These personnel are presented tc theneeds then Governor for 
approval to begin recruitment. The public is invited to apply for
the empty positions through newspaper announcements. Candidates 
are evaluated through interviews, written tests, or both.
Unqualified applicants are dismissed and the qualified candidates 
are arranged serially according to results of tests and/interviews.
Vacant posts are filled wit:h the best qualified candidates, the 
rest are held on a waiting list until the end of the year.
 

Each year, a list of new employe-s is prepared and laid before
the personnel committee. This committee is headed by the General 
Secretary and includes a representative of the Syndicate of 
governorate employees (Union). Upon approval, an appointment decree 
is issued and appointment letters are prepared for each candidate
 
asking them co commence work. 
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Upon appointment, the recruiting department requests
candidates to submit their employment documents and to pass a 
medical exam. If a candidate does not show up within 15 days,
another letter of notification is mailed to him. If he still does 
not show up, he is excluded from the list and the next candidate 
is invited to f ill the posit.ion. 

The employmelnt documents :11imbitted by the candidates are then 
sent 	to the 1'e ':;onnel A'r:iive p,
(,parment. Copies of the appointLment

decrees are sent to the Promotions department and Compensation and 
Benefits department. Acco rdiqly, these departments will record 
the new employees in their books. New employees then sign off on 
a commencement date and begin a probation period of two months 
after which an ap~praisal is performed (in a special form) by his 
direct boss. According to the results of the appraisal, the 
employee is either offered a permanent job or is transferred to 
another position in the q-overnmenta sectors (such transfers are 
extremely rare) . Sometimes when an employee is dismissed due to 
high 	 rate of absenteeism or any other minor reason, he can submit 
a request asking to be returned to service. In such cases, the 
recruitment department checks for an empty position. If there is 
one available, the employee is reappointed nrnce more.
 

4.6.1.2 Transfer, and Delegation:
 

Accordinq to the needs of the governorate, transfers or 
temporary Ciuty a(signments (IDY) may be required. Determining
whether the move is a tr'ansfer or a TDY depends on whether there 
is an 	empJty po';i tion in Li o tat'-et organ i.za t.ion/depar-tmeit or not. 
If there is, then it is a transfer, if there is no empty position,

it is 	considered TDY which means that the employee gets his salary
from the source organization/depa r tmenit (an employee may be 
delegated to a position similar to/higher than his rank but not 
lower). 

Transfer can take any of the following types:
 

1. 	 Internal transfer: among the departments of an 
organization.

2. 	 External transfer: outside the governorate (to any other 
government organization) 

3. 	 Internal and external delegations.
4. 	 Leave of absence: The employee takes a non-paid vacation 

for a certain period of time to work in another 
organization or country then returns back to his job. 

To accomplish the transfer the general secretary or governor
 
approves a written decree which is sent to the transfer department.
The tiansfer department informs the recipient department and the 
department currently employing the transferee. A letter is sent to 
the accounting department to ofect a formal change on the payroll. 
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4.6.1.3 Termination: 

Termination can take place for one of the following reasons: 

1. 	 Absenteeism: if a person is absent for 15 consecutive days, 
a warning letter is mailed to him, after another 15 days 
anot'her warning letter', if still did not show up, he is 
d., _4ed from the job. 

2. 	 Resignation: the employee submits his resignation, gets an 
approval from the head of his department, then he is 
dismissed. 

3. 	 Retirement: when the employee reaches the legal retirement 
age (60).
 

4. 	 Death: the procedures for cashing the pension to the family 
takes place after (jetting a formal notice from the department. 

Based on a decree by the governor or general secretary the 
procedure for termination is the same as the procedure of transfer. 
The volume of termination in the governorate does not exceed (10 ­
20) 	cases per year.
 

The 	 recruitment dcpartmeiiLt maintains the following records 

1. 	 Labor power record: in which the following is recorded: 
employee name, qual.if ication, date and grade of graduation, 
address, place of appointment, date and number of the 
employment decree, date of commencing work. 

2. 	 Probation period record: same informa .ion in the previous 
record with the addition of the date of finishing probation 
period and the final grade he reserved. 

3. 	 Termination record: employee name, date and number of 
termination decree, position held when terminated, and reason 
for termination. 

4. 	 Military service follow up record: employee name, position, 
department where he is employed, number of his military unit, 
date of commencing the military service, decree No. for 
reserving the position, date of terminating service, date of 
recommencing work. 

5. 	 Delegation record: employee name, file No. , position, 
organization or department to be delegated to, period, date 
(from-to) , date and No. of decree of delegation. 

6. 	 Leave of Absence record: same as TDY record. 
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Observations:
 

The head of tile department and his assistant encourage 
automation of the department, they think that automation would 
improve the quality of the job done and would save time and effort. 
None of the existing staff (11 employees) have any degree of 
exposure to comLut r , ) they are willing learn. Thehut to 
department depart:int currently administers about 1500 employees. 

Recommendati ons : 

The recruitment, transfer, and termination department is the 
point of entry for much of the information maintained by the 
personnel depa-tmeint as a whole. Tile department would benefit 
considerably [.!m the implementation of an integrated personnel 
system. The du,:;irtment would retain its current responsibility for 
maintaining the following data: personal data, probation period 
records, termination records, and delegation or tronsfer records. 
An autoacuted sulbs.:y;tem dedicated to this department would provide 
an easy, accuLrate, and fast- method of accessing employees records. 
Retirements can be determined from records showing those at tile 
mandatory retirement age and by a survey of those planning early 
retirement. We estimate that 20 man/months of system analysis would 
be needed to define requir]ements For an integrated personnel system 
for the governorate. 

4.6.2 Archive and Benefits Department 

This dep rLtment has two major functions which are the 
maintenance o employee master files and coordination with the 
accounting department of salary administration and compensations. 

4.6.2.1 Maintaining Master Files 

The master files include the following information:
 

" A Service file of original documents related to each 
employee, that includes his qualifications, experience, 
the languages he knows, special skills, salary, bonuses, 
raises, promotions, vacations and leaves, properties he 
owns, any discip)linary actions taken against him, 
transfer, and employment duration. 

o 	 A history record containing a written chronology of the 
activities and documents contained in the service file. 

o 	 A salary history record containing detailed information 
about time employee's salary, bonuses, and raises. This 
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information is obtained through the raises and/or bonuses 
decree. 

Whenever an employee ;,ippli I fl. vcic ai t on, transfer... etc, a 
memorandum is sUtt b hi.-s manager to this department to check his 
balance of vacatio-n:; or hi". :;tatus for delegation or transfer. 
Depending on the 'eptiy of the archive department, the appropriate 
action is taken [roi the department requesting the information. 
Also, whenever itp vyor i:; tertinated for any reason, documents 
required to :;h tlhiin termination procedure are sent to the 
Pension department . Th r'e:;t oF the employee's ma[ter file is 
archived in the departtient for five years. 

4.6.2.2 Salary Administration, and Compensations 

The department aditiitisters the payroll process of the General 
Secretariat in cot jutct iOtt with the Accounting department. The 
department maintain:; tu-:;ter payroll files for employees of the 
General ,ecetat'ia. records used calculater't'':e are to gross 
wages, taxes, nattohal i:.urtance, employer's share of national 
insurance, other deductiotts, benefits, incentives, compensations, 
raises, and bonuses on a monthly worksheet. The worksheet is sent 
to the accounting departtitent , around the 21'st of the month, where 
they verify it against thteir own set of records. 

The depma rC1"tert updatCes tLe master files whenever an employee 
joins tite governorate or is terminated for any reason. When a new 
employee i:; Co t a is lista(hkle.d l h, yr-ll, memo randum prepared .ingj 
the employee-; gjrot;:; atd it(.!C salary, insurance, deductions , and 
withholding[;, tild i:; seiLt to the Accounting department to be added 
to their record:;. When ali empl.oyee is terminated, a memorandum is 
sent to the Accuunting departnettt to eliminate tha employee from 
their records. 

Also, the calculation of boittses, incentives, fringe benefits, 
and compeitsatioin:; are done in the department. This could be part 
of the monthly process of preparing the payroll worksheet, or can 
be a separate function that occurs any time during the month. Such 
compensations are the May .'st grant which is paid around the 20'th 
of the month. 

Obse rva t ioti:: 

There is substamtial, duplication of effort between the 
Personnel department'L; Salary Administration and Compensation 
section and the Accouiting department that can be eliminated 
through automation of the payroll process. Also, payroll records 
should be kept in one site instead of the existing situation where 
books a nd calculation:; take place in both the Personnel and 
Accounting departments. Automation of the payroll process should 
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take 	place in the Accounting department since they administer the 
payroll for the districts in addition to the General Secretariat.
 

4.6.3 Promotions, Vacations, and Penalties 

The department is divided to five divisions: Promotions, 
Vacations, Penalties, Raises, and Reconciliation of Employment 
Durations. 

4.6.3.1 Promotion Division: 

The divisionl s Utesonsible for defining when promotions are1
due for employees:; of tme General Secretariat and Local. Units. This 
is based on the seniority of the candidates, performance, 
employment duration, and the number of vacant posts within the 
governorate for that grade 

The division maintains several books that hold the following 
information: 

o 	 Personnel Records. name, date and place of birth, job 
title, qrado, positional group, certificates, date and 
place of (jraduailoNm, previous positions and date of each 
position, date of joining the department, and date of 
termination. 

o 	 Seniority Records. The records for seniority are indexed 
by positional group, and include personnel data, prior 
employment durlations, and salary history. 

o 	 Grade Records. The Grade Records are indexed by grade 
and date of filling, and include each employee's name, 
qualification, date of birth, and date of employment. 

Whenever a promotion is approved the employing organization is 
formally notified via letter from the department. 

4.6.3.2 Vacations Division:
 

The Vacations Division monitors the vacations of the General 
Secretariat's staff. This is done by maintaining the following 
records:
 

o 	 General Vacations Records. Vacations are classified into 
annual Leave, sick leave, and emergency leave. The 
records are indexed by employee name and include the 
department, hirlng date, date of birth, date of 
commencing work:, type of vacation, duration, and purpose. 
An employee submits an approved vacation request ahich 
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is checled against his balance. If his balance permits 
the iew vacation, it is added to his record and approved 
by the head of the division. The request is then sent to 
Archive department to be added to the employee's master 
file. 

" Special Vacations Records. Special vacations are: child 
care, rel. ativs -ichtss, husbanId or wife accom panying. 
These vac, Ciow; ar-e unpaid vacations. 'The records are 
indexed by employee name and include number of master 
file, date of birth, hiring date, certificates, basic 
salary, position, grade, duration of vacation, when the 
vacation starts and ends, number and date of vacation 
decree, and remarks. 

" Sabbatical Records. Sabbatical leave is a paid vacation, 
which needs a committee approval. 

" Delegation Vacations: When all employee is delegated to 
another job, he applies for a vacation from his current 
position to reserve it until he is back. Records to 
implement: th i:- transacti( i contain: employee name, 
employee master file nunber , date of birth, hiring date, 
certificate, contract salary, grade and position, 
duration of vacation, when the vacation starts and ends, 
number and date of vacation decree, and remarks. 

4.6.3.3 Penalties Division 

The Penalties division registers penalties in special records 
that include name, position, department, penalty type, reason, and 
number and date of penalty decree. The Penalty division informs the 
following parties to take appropriate action: Personnel is informed 
of the type of penalty and effective date to take immediate action 
in case of salary dic;-ount penalty, the Archive department to 
include a copy of the penalty decree in the employee's master file, 
Promotions department in order to consider it during the promotion 
process and performance appraisal, and in case of robbery or theft 
the Central Agency for Auditing is informed. Penalties are 
cancelled from the master files after a specific period prescribed 
by the law, and after referring to the direct superior of tile 
employee, and to the evaluation reports. Cancellation takes place 
after it is approved from a personnel committee held for that 
purpose. 

4.6.3.4 Raises Division:
 

The Raises Division maintains the evaluation records for the 
employees in the first and second grade in the General Secretariat 
and Local Units, and for the third, fourth, fifth and sixth grade 
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in the General Secretariat only. Evaluation Reports are divided to 
three parts: Form A which is used for department heads and 
managerial posts, and Form 13 which is used for technical, special, 
and clerical posts. Form C is used for workers and services 
employees. It includes the following data: employee nlame, date of 
birth, hiring date, position, gr'oup, department, and evaluation 
result. 

Each department head evaluates his employees and completes a 
report which is presented to the personnel ccnmittee for approval. 
After approval, the reports are .s;ent to the promotion division to 
inform the employees with the results and provide them with a copy. 
Another copy of the report is included in the employee's master 
file.
 

Performance appraisal is conducted on an annual basis and is 
used in conjunction with the seniority history for approving 
promocions. 

4.6.3.5 Reconciliation of Employment Durations:
 

This division holds records of employment durations for the 
General Directorate's staff. Updating records includes adding 
public service durations, and prior employment periods. Public 
service durations are calculated for the university graduate 
employees ill the General Secretariat. Prior employment periods are 
cal culIated -- of arefl:om the1l10 r I il.1e:; the employees and used in 
defining seniorities and defining basic salaries. 

Recommendations: 

As part of the integrated personnel system, this department 
will share the same database and will maintain the following data: 
vacations and leaves, penalties, performance appraisal, seniority
 
records, promotions and incentives, training received, prior 
employment durations, and public service durations. The system will 
have the capability to provide the following information: Track 
filled and vacant posts within each positional group, provide for 
a means of tracking the employees by name, or post, or positional 
group, and provide the actual operational labor power in any 
organization.
 

4.6.4 Position Control Department
 

The Position Control department prepares Chapter 1 (Wages and 
Salaries) of tne Budget for the General Secretariat, and 
coordinates the process for the local units. This is done annually, 
and follows this process:
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1) The department receives the circular, (sent from the MOF), 
from the Budget department requesting the preparation of the 
Chapter 1 budget request.
 

2) Upon receiving the HO pn.blishing, the department issues 
letters to the local units to prepare their budget requests. 

3) The ;rqii---sreviewed, and approved thebudget a i- by 
Executive and l'ojuIar CounLcils, then are sent to the 
department where it is discussed then approved. 

4) A consolidated budget is put together for the Local Units 
and General Secretariat.
 

5) The consolidated budget is prepared on special forms 
indexed by grade, containing the number of employees, 
estimated cost: th,'ough out the year, previous year cost, 
number of new obligatory positions requested and its cost, 
number of new positions and cost, raises bonuses, incentives, 
etc...
 

6) A separate form is prepared containing the number of 
employees in the existing grades, number of new grades 
requested and number of employees to be assigned to them. 

7) These forms are done for each local unit separately. They 
are sent to the CAOA for review. 

8) The CAOA may negotiate the final request with the Position 
Control department and the Organization and Administration 
Directorate.
 

9) The MOF is notified of the final budget requests and 
finally approves it.
 

10) After the MOF appropriation, the Position Control 
department receives a budget and starts to re-allocate budget 
among local units. The department determines central 
expenditure allocations at the governorate level and the total 
share of each City Council to be allocated among sectors and 
activities. 

11) The department prepares a form including the names of 
employees by positional group and grade. 

12) The Promotion department is informed with the number of 
new allocated grades, which in turn allocates the new 
positions. 

13) The Position Control keeps track of the promotions taking 
place to the new positions and among them. This is 
accomplished with a manual set of record books. 
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Observations:
 

The existing manual system of preparing Chapter 1 (Wages and 
Salaries) has; aIready beenl automated by the OMED Current Budget 
Development System that is implemented in the governorate. The 

system provides four budget development phases: request, governor 

recommenda Lion, EXecu tive and Popular council action, and 
allocation. It accepts data from personnel by job classification: 
on actual salaries and number of vacant or filled positions, on 
budgeted salaries and number of positions by job classification, 
and historical data. The system allows for on-line changes to all 
phases during the I idgetary process until the allocation of the 
MOF. 

The existing am1.-omated system meets the needs of the Position 
Control department from the budget preparation side. Tracking 
vacant and filled positions during the fiscal Year should be 
function considered in the design of an integrated personnel 
system. The Position Control department would share access to a 
central personnel database. 

4.6.5 Personnel Care 

The Personnel Care department provides medical care and social 
services to the General Secretariat staff. Medical care is provided 
through a small clini.c at the General Secretariat premisses. The 
clinic has a general practitioner who checks sick employees, and 
either prescribes treatitent, or issues a letter to tiansfer the 
employee to a specialist. The department follows up the case till 
the employee gets back to work. 

In the social service area, the department is responsible for 
investigating cases sent from the general secretary office. These 
investigations include: assessinig employees who apply for loans, 
donations, or buying flats in the governorate buildings, and 
investigate cases of fired employees when they apply for 
reappointment through the personnel department. The department 
assesses the financial status of the candidates who apply for the 
loans or flats. A report is written and submitted to the general 
secretary which includcs a summary of the investigation and 
recommendation of whether to approve the loan or flat or no. Tile 
general secretary discusses the results of the report, and after 
approval transfers the issue to the concerned organization to take 
the appropriate action. Another responsibility of the department 
is organizing recreation trips for the governorate employees. 

Observatiois: 

The department does not keep any records of the cases they 

investigate (which are personal in nature), except in the case of 
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selling flats. The responsibility of the department is primarily 
administrative and does not include any colplicated procedures. We 
therefore do not recogniz.e a critical need for automation. 

4.7 CENTRAL DEPARTMENT IOR LOCAL UNITS AND COUNCILS 

The Central departmluW1t for Local Units and Councils is divided 
into four functiuna 1 departments: General department for 
Conferences and Committees, Cemetery department, General department 
for Local Councils, and General department for Local Units. 

4.7.1 General Departmenit for Conferences and Committees 

The General department for Conferences and Committees includes 

the Conferences and Committee department, and Executive Council 

Affairs. 

4.7.1.1 Conferences and Committees 

This depa rtment Prepares for conferences and committees held 
under the chairmanship of the Governor or General Secretary. A 
request is sent to the department asking them to prepare for a 
conference or meeting. The requests usually describes the 

participants and ti.me when the conference will be held. The 
department prepares the site and sends invitations to the 

attends the conferenceparticipant!;. A clerk From tbio department 
to record the minutes. 

After the conference, the minutes are finalized and a copy is 

sent to each participant. if important decisions are made, it is 
the responsibility of the department to inform any involved 
organization and follow up with relevant persons for whom action 
has been decried. The depar~ment has no standardized forms to be 
used in recording decisions, or following up execution. All 
correspondences between the department and other organizations are 
done through typed letters or memorandums. Minutes of meeting are 

written in non-standard Iformat and are filed in the department. 

The Conferences department administers a monthly committee, 
a bi-weekly committee, a weekly meeting, a quarterly conference, 
and other non scheduled meetings held by the governor or general 
secretary for special purposes.
 

4.7.1.2 Executive Council Affairs 

The Executive Council Affairs department supervises the 
works of the Executive Council at the governorateadministrative 

level. This includes preparing the monthly meetings and its agenda. 
The agenda isses are submitted by organizations requesting 
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discussion and approval by Executive Council. The Executive CouncilAffairs department consolidates, establishes priority, and prepares
the agenda of the meeting. 

The department also 	has follow up responsibility relateddecisiolls of the CoUilu 1. This includes 	
to 

only administrative
Supervisionl and not authority to take action against a deficientpart'y. A f,( I I(v ill) r- i s wr it ten idi ijr Lt 	 inc the case, thesolution declared theby Executive CuunciL, and results ofinvesti-qtioin;. This; report is delivered to the governor, or his 
delegate. 

Recommendations: 

The department's responsibly is primarily administrative
involving document preparation and revision. it is an area whereArabic wordpruces..ing can be easily and successfully implemented.
A -Imple microcomputer bases system would be able to: 

- Improve the speed, accuracy, and priority of agenda 
preparation. 

- facilitate report writing and revision.
 

- Save time, e:,;pecially when 
standard letters are produced. 

One man/month of anWalysis would be required to define final 
requirements for this sy;tem. 

4.7.2 	 Cemetery Department
 

The department receives requests 
 from governorate staff to 
buy land which is icenced for building cemeteries. These requestsare submitted on StCdaI:dized request forms. isIt 	 the department's
duty 'co assess the worthiness of applicants based on criteriaincluding: employment status (GOE employees are favored), residence 
in Giza, and previous purchase history.
 

Priority is established among the applicants and they areinformed of their selection. The buyers are requested to pay a down
payment aft:er which they receive a licence to begin consuruction.The cemetery must follow a standard design prescribed by thegovernoratCe. Huyes-; arl*e given a grace period in which constructionmust 	 begii or the lanl i.- withd rawn from them. 'he department has a group of thiat up theengi neelrs fo[low on construction to ensurethat 	 the regulations are f'olovied arid that standard designs are 
followed.
 

The department has 1.5 staff members and a of 240administer volume 
correspondences per week. 
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Recommencla tions: 

The current staff accomplish their workload comfortably. Thereare no seasonal peaks or other complications in the flow of work or information. We do not believe that 	automation should be appliedin this department as it would provide no 	 benefit.substantive 

4.7.3 GENERAL DEPARTIIENT FOR LOCAL COUNCILS 

The General department for 	 Local Councils includes two
divisions: Division of Elections and Administrative Structure, and 
Local Councils Affairs.
 

4.7.3.1 
 Division of Elections and Administrative Structure
 

The Division of Elections and Administrative Structure has
two main responsibilities: study suggestions to change
administrative strt-"ture of tile local councils, and administer the

election process of the local popular councils.
 

Structural Change Process:
 

1) 	 The division receives a formal request from the concerned
Local Council suggesting a structural change in a
subordinate local organization. Examples of such changes
include: establiL-lhing a new markaz, changing a village

into a city, establi.shingj a di-Strict, changing a
plantation to a village, or combining a village with 
a
 
city.
 

2) 
 The request is studied in the division then submitted to

the governorate Popular Council and gove 
icrate Executive
council, through the Committee departmc ;, for discussion 
and approval . 

3) 	 Upon approval, the division obtains approvals from the
diffelrent service directorates: agriculture, housing,
health, education, ...in order to start their activities
 
in the new organization. 

4) 	 The division addresses a memorandum to the Governorexplaining the new administrative change and including
the obtained approvals. 

5) 	 The Governor deleates an administrative committee to
discuss and approve the issue, after which the department
addres(es the appropriate central supervisory
organization to obtain their final approvals. These
central organization vary according to the required
change. In cases is Primemost it the Minister, or 
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whoever lie delegates, with two notable exceptions: When 
a new markaz is proposed, it is the Minister of Interior
Affairs who must give approval. When changing plantation
to a village it is the Governor. 

6) 	 Upon Cinal approval, all the involved parties are
informed, and each service directorate begins procedures
to start acknowledge the new organization. 

7) 	 A memorandum stating the new organizational structure is
sent to tile General department of Local Units to formally 
establish the change. 

8) 	 The General department of Local Units assigns personnel
and facilities as needed to accommodate the 
administrative reorganization. 

The other main responsibility of the division is to supervisethe elections of the local popular councils. Elections occur every
four 	 years and there are two types: elections by list which are 
limited to political parties, and open individual elections.
 

Local Popular Council Electoral Process:
 

1) 	 The division receives election forms (Form 46/1 for list 
elections, and 46/2 for individual) from the AMANA. 

2) 	 These are delivered to representatives of each local unit
who in turn distribute them among the representatives ofthe parties, or to the individuals in the local unit. 

3) 	 The division, after approval of the governor, administers
the establishment of temporary committees to conduct the
election in each local unit. A temporary election office
is established at the governorate headquarters to train 
members of the survey committees.

4) 	 The forms are delivered to the survey committee which
study each form individually to check and verify the 
data.
 

5) 	 The department then prepares a consolidated list (form
47/2 for individuals, and A7/1 for list elections) andsends it to the division where they finalize it and
submit it to the governorate election office. 

6) When 	 the election results are calculated, a list of
qualified candidates is prepared at the local units and
is sent to the division where it is assembled and 
consolidated for the governorate.
 

7) 	 The governor is informed with the results and the elected 
members of the local popular councils are invited to 
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meet, through the division, to elect the chairman and his 

assistants. 

Recommenda t ions: 

There is no prescr:ibed or standard form used by the department 
to carry on the administrative restructuring work. All the 
memorandums and corrfespI)Ondences generated by the department are 
custom production and are typed in-house. There are no p rocedures 
to guide their work, and therefore no real application to aut-mate. 

With respect to tile electoral process, there is a lot of 
administrative work involved that can be simplified through
automation. This could be done with a single user microcomputer
application that would automate data entry from the forms used at 
the local unit and tle division level. The system would record 
election results, and update the member status of the popular
council. It would record resignations, replacements, meetings, 
decisions, and action done to carry them out. 

We estimate that six man/months of system analysis would be 
required for this system. 

4.7.3.2 Local Councils Affairs
 

The Local Counc [i. Affairs department supervises the 
administrative a(Aa u- oI7 tile governorate Local Popular Council. 
This function closely parallels that of the Executive Council 
Affairs department. It includes: receiving subjects from different 
organizations to be Cii;.s:ussed in the popular councils and 
scheduling them in the agenda of the meetings, arranging for the 
meeting and preparing list of participants to be invited, recording 
the recommendations of meetings and informing the involved parties, 
and following up on the execution of the decisions. 

An annual report is prepared by the department which includes 
all the subjects that were received for submission to the Council, 
activities of the Council during the past year, recommendations and 
decisions made by the Councils, and the subsequent progress 
resulting from each decision. The division keeps records that hold
 
information about the members of the councils: name, practice, 
qualifications, and how long they have been elected. 

Recommendations: 

The Local Councils Affairs supervises administrative work with 
no peaks or coimplicated procedures. Most of the work is done 
through corre,;pondences aid memo between tme division and the 
popular council. We believe that automation is notrequired in the 
division.
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4.7.4 General Department for Local Units 

The General department for Local Units is divided to two 
functional departments: Village affairs, and Markaz, City, and 
District affairs. The department maintains a demographic database 
for the local uni.ts whi i holds information required to assess the 
size and capability of the local unit. This database is primarily 
used when a change itn the administrative structure is requested by 
a local unit. The department conducts a survey regarding the area, 
population, services, and existing government organizations. If the 
required changes meet the criteria prerequisite for it, the 
department approves the change and forwards it to the Local 
Councils department for consideration. 

The department monitors the administrative affairs of the 
local units by conducting field visits. This includes checking on 
the productivity of1 the local unit staff and investigating 
administrative problem:; that prevent tile work progress and solve 
if possible. 

Recommendationis: 

Automation of the demographic database maintained for the 
local units would substantially reduce the time required to perform 
several functions in this department. Information could be provided 
instantly to supl. rt the decision making process involving
potential changes in admtini;trative structure. Queries about the 
status and services of the local units could be answered more 
accurately and ef[icienitly. The database would hold data about 
populaticn, area, seurvices, and projects in each local unit. The 
department is anxious to have this activity automated. 

Six man/months of analysis would be needed to define complete 
requirements and logical design for this system. 
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SECTION 5
 

SYSTEIM EVALUATIONS
 

Table 5.1 presents the potential systems identified in our 
analysis of each department. The systems have been listed in 
developmental priority on the basis of three primary measures, 
which have been weighted according to relative significance and 
current feasibility. A point accumulation measure is applied that 
uses the following ranking criteria: 

1) 	 Technical. CompcxIty: A measure of potential technology 
involved in providing the automated system. This has been 
established from preliminary estimates of data volume, 
communications, and potential operating systems and 
application software requirements. Categories are established 
on the basis of hardware environment, number of potential 
users, and analytic and developmental requirements. Less 
technically demanding systems receive a higher point value. 

Very Low Complexity 	 Single user systems requiring no 
analysis or programming (such as 
implementation of an off the shelf 
software package). Weight: 4 

Low Complexity 	 Single user systems requiring some 
system analysis and programming. 
(Modification of an existing system 
or development of a simple database) 
Weight: 3 

Medium Complexity 	 Single user systems requiring five 
to ten man/months of system analysis. 
Weight 2
 

High Complexity 	 1 - 5 user system or microcomputer 
networks with one user department. 
Weight: 1 

Very High Complexity 	 More than 5 user minicomputer systems 
spanning several departments:. Weight: 
0 

2) 	 Level of Benefit: A relative measure based on the potential 
impact of an automated system within the organization. In most 
cases these represent the broadest and most obvious benefits. 
They ignore reduction in manpower and establishment of firm 
procedures as potential benefits. These benefits occur in 
almost all cases, however they are not significant reasons to 
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automate in the GOE environment. High levels of benefit 
receive higher point values. 

Very High Benefit: 	 Automation of a process not posuible 
with manual procedures. Saves money, 
increaser, productivity, provides
 
critical reporting, benefits multiple
 
departments. Weight: 4 

High Benefit 	 Automation of a process not addressed 
by maluaIl procedures. Saves time. 
Improves productivity, security, and 
reporting. Eliminates duplicate
 
efforts. Weight: 3 

Medium Benefit 	 Automation of a process not
 

adequately addressed by current
 

manual procedures. Time saving, 
accuracy improvement, raises 
productivity, provides reports
 

currently unavailable.
 
Weight: 2 

Low Benefit 	 Automation of a functioning manual 
process. Provides Some labor saving, 
some time saving. Improves 	reporting. 
Weight: 1 

Very Low Benefit: 	 Automation of a functioning manual 
procedure. Provides minimal time 
saving or improvement in data 
accuracy or availability. Weight: 0
 

3) 	 User Desire: A measure of desire for implementation of an 

information system on the part of the user departinent. User 

desire is considered a critical factor in the potential 
success of a system. This category establishes the ease of 
implementation and ongoing feasibility of a potential system. 
High user desire is weighted more heavily. 

Very High Desire: 	 User actively solicits automation, 
clearly understands and advocates 

potential benefits. Weight: 4
 

High Desire: 	 User is enthusiastic toward 
automation, may understand some 
benefits. Weight: 3 

Medium Desire: 	 User is open to the prospect of 
automation but does not actively 
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request it, does not understand
 
potential benefits. Weight: 2
 

TLow Desire: 	 User is averse to automation. Ilay be
 
afraid of technology, changes to the 
organization, erosion of power, etc.. 
Weight: 1 

Very Low Desire: 	 User actively resists automation, 
perceives it as threatening to his 
job security. W;eight: 0 

These rankings were applied toward each system identified in 

the study. Priority has been established based upon their 
score in each category. A multiplier was used toaccumulated 

establish relative significance among the categories. In the final 

ranking, ligher scoring systems recognize more potential benefit 
a moreto the organization with less technical complexity and 

relativeenthusiastic User (and therefore better chance of success) 
to other systems. Systems with tying scores were subsequently 
ranked on the basis of technical complexity to reflect the reality 

by the GIZA MIS department.of what can b,2 developed and sustained 
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TABLE 5.1 

SYSTEM APPRAISAL 

SYSTEM USER DUPARIIIENI(S) SYSIEM ENVIRONMENT LEVEL OF USER 1ECIINICAL 

DESCRIPTION BENEFIT DESIRE COMPLEXITY 

1. Inventory Management Inventory Micro Comiiputer Very High High Mod 

Procurement 

Stock Control 

2. Project Tracking Planning & Folow Up Micro Computer High Very High Med 

3. Wordprocessing Analysis & follow Up Micro Computer Med High Low 

(CAA) 

4. Budget Planning ORDEV Micro Computer High High Med 

& Monitoring 

5. Wordprocessing Conferences & Coimittees 2 Micro Computers Med Med Low 

(Central Department for 

local units/councils) 

6. Dciogralihic Database General Department for Micro Coputer(1-3 Users) Med Nigh Med 

Local Units 

7. Election Admininstration Election Division Micro Computer Med High Med 

Appl icat ion 

8. Vendor Database Procurement Micro Computer Med High Mod 

9. Statistical Analysis Statistics Micro Computer Med Med Mod 

10. Loan Tracking System ORDEV Micro Computer Med Med Med 

11. Personnel Personnel Minicomputer (12 users) Very High hligh Very High 

12. Wordprocessing Secretary and Archive Micro Computer Network Med lligh tigh 

(Administrative Affairs) 

13. Vehicle Management Mechanic. I Caip>aign Micro Computer Low Med Med 

(Administrative Affairs) 

14. Payroll Accounting flinicmilNuter (8 users) Hihigh Hiigh Very High 

Personnel 

15. Accounts Payable Accounting Minicomiputer (5 users) Very High Low Very High 

General Ledger Reconcititation Minicomputer (10 users) Very High Low Very High 

Accounts Receivable Treasury, Accounting Minicomputer (5 users) ery High Low Very High 

16. Budget Monitoring Budget cuntruL department Mini-Comiputer High Med Very High 



SECTION 6
 

RECOMMEDATIONS AND CONCLUSION 

There are sixteen potential systems or itegrated system groups 
identified in tI.is afssessment. They range in size from 
microcomiputer applirai ioAn pro(.'grams to fully integrated m1ulti-user 
systems requiring a central minicomputer. Generally the systems 
can be categorized into three classes: 1) small microcomputer 
applications, 2) Local Area Networks and microcomputer multi-user 
systems, and 3) centi:alized minicomputer applications. 
Our recommendati.on for developing MIS capacity in GIZA calls for 
a three phase program which systematically implements the 
applications identified herein and also builds the infrastructure 
to support them. 

PHASE I (Fiq. 6.11
 

Phase I targeLs the development of small microcomputer 
applications which represe.it eleven of the sixteen potential 
systems identified in the assessment. These systems are relatively 
inexpensive fro!i a hardware and software standpoint. They can be 
developed with the I11.1 XT computers and dBase III + software 
currently available in GIZA. Their development will provide 
excellent opportunitieS for the MIS department to apply the skills 
they have obtained academical]y through LDII sponsored training. 
We recommend -in Iha.e I a joint, effort between the MIS department 
and TA Contractor which addresses the simplest of these systems and 
moves g ladkud I I.y t.(,a rId iore soph sti ca ted microcomputer 

applications. 8.cie fically, the microcomputer systems identificd 
include the following: 

SYSTEM. DESCRIP1ITION USER DEPARTMENTS 

1) Inventory Management Inventory, Stock Control, Procurement 

2) Project Tracking Planning and Follow-up 

3) Wordprocessing Analysis and Follow-up 
(Central Agency for Accounting) 

4) Budget Planning 
Monitoring 

and ORDEV 

5) Wordprocessing Conferences and Committees 
(Central Department for Local Units 
and Councils) 

6) Demographic Database General Department for Local Units 

7) Election Administration Election Division 
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8) Vendor Database 	 Procurement
 

9) Statistical Analysis 	 Statistics
 

10) Loan Tracking System 	 ORDEV 

11) Vehicle Management 	 Mechanical Campaign 
(Administrative Affairs) 

T ie precise order of implementation should be determined in 
a review of this document by the Governor and General Secretary. 
These systems can exist independently of one-another and call 
therefore be reordered in the development queue as necessary. The 
order shown above reflects our recommendations. 

The current skill level of the MIS department in GIZA, as in 

most governorates, is quite modest. During I'hase I, a concentration 
on basic system developmenta] techniques should pervade. 

Deliverable guidelines will be set including; logical design, 
physical design, system documentation, and user documentation. 
These documents can serve as benchmarks of compliance with the 
Yourdon/Dimarco system development methodology in which the MIS 
staff have received some training. Th, applicability of developed 
software in other governorates will be of paramount importance and 
should constrain the design snecifications. The TA contractor staff 
will assure the (uality and accuracy of the documentation and 

progromming efforts conducted in GIZA. In addition, the Giza MIS 
staff will need training in uho following software and automation 
concepts during Phase I: 

I BM DOS
 
dBase III +
 
Sidekick
 
Feasibility Studies
 
System Analysis
 
Advanced Programming Concepts 
Application Development
 
,rcrocomputer Hardware Theory
 
Microcomputer Ma intenance
 

As more systems are implemented, an investment in additional 
microcomputer hardware and software will be required. We hope that 

by providing an example of how a system can be implemented in the 

Governorate, enthusiasm and financial support will follow. Our 
measure of success will be the capability of the MIS department to 

undertake its own succeSsfUl development and implementation of 

microcomputer applications. The department should also demonstrate 
competence in modi fying .of twarye from other governorates, producing 

formal docum1entation, and in procuring and maintaining hardware. 

We estimate that two to three years will be needed to accomplish 
the objectives of Phase I. 
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FIGURE 6.1 

PHASE I - MICROCOMPUTER SYSTEMS 
Duration: 2 - 3 Years 
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PHASE II (Fig 6.2)
 

A second class of systems emerges in the investigation of the 
Secretarial and Archive department (12) where an integrated word 
processing system for 20 users is recommended. This system would 
require implementation of a microcomputer network and file server. 
The complexity of Uhe app I ication substantially exceeds the current 
capability of the Giza HIS department. It also requires commitment 
to a policy of di,;tributed processing within the governorate which 
has not been adopted at this time. 

Systems developed in Phase one will grow in terms of data and 
processing requirements. These systems can be modified to take 

advantage of newly Arabized multi-user operating environments which 

are not available currently. Single user systems developed under 
Phase I will undergo enhiancement to alleviate data entry 
bottlenecks. In addition, system investigation and feasibility 
studies should be conducted in areas of the governorate not 
originally covered by this assessment. 

The implementat ion of network group computing will necessitate 
toe use of Local Area Iletwork software, communications hardware, 
and file servers. Administering such a network will be a 
chall-nging job for the Giza MIS department. A substantial program 
of training in the use of specific software selected for these 

application will be required which includes: 

4ulti-user ol C at.ng elnvironments
 
Local and Wide Airea Networks
 
System Secu rity
 
File Server Concepts (Theory and Maintenance)
 
Data Management
 
Microcomputer Comlmunications
 

Completion of Phase 1I will be marked by the MIS department's 
demonstrated ability to configured and maintain multi-user systems 
and network environments, modify and expand existing systems, and
 

manage independent analysis and feasibility studies. We estimate 
that one to two years will be needed to complete Phase II.
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FIGURE 6.2 

PHASE !I- COMPLEX MICROCOMPUTER SYSTEMS 
Duration 1 -2 Years . 
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PHASE III 
(Fiq.g.3)
 

The remailunig four sysLem groupsbe implemented on cuntr'al ied 
identified in the studya mustminicomlpuer.administrative They representf'unctjoi; coreof the governorate, 

a ­woull create 4c 5U user environment. Specifically 
and together, 

they 
they 

include: 

(13) 'ersonnlel Adiiiiist-aLion 
(14) Payroll(15) Integrated Accoun[ting Functions 

Accounts Payable, 
(Accounts Receivable,

and General Ledger)(16) Budget Monitoring 

In Phase III, lengthy systemunde 'aken analysis activitiesto defi.n1e rta-lU.iremcmts should be 
and Budget for the 17ersonnel, AccountingMonitoLr rg Funlctionsspec-fications fromu listed above. Hardwarethis analysisof a central miniconlputer. 

can be used for implementation
'his machine shouldto wLthstand 
in 

be powerful enougha 1006 increase throughputsubstntial and data storage withoutmodification of the hardware.facility itself The MIS departmentwill rtequir-e upgradingsophisticated to safely accommodateprocessinig moreand communications hardware.
 
A new programming 
 languagebe intr0oduced which can take 

and operating system will have toadvantage t.e morehardware envi ronment. of sophisticatedThis softwar-eutility t)Lat Calll should include a conversionaccept (hiaSe I I sEourceautora t ica 11Il code and translatet•o the new itprogrammingexiLstjng language.app1.icat ioi:; In this way,(developed in Phase Ioutgrown and iI) which havetheir microcamputei- platforms can be migrated to the newsystem. 

Off the shelf software will be examineddeveloping as anlage app].ications. alternative toA substantialcommitment would be ongoing financialrequired either procure by the Governorate orequipment and software, AID toand compensatecapable professionalof maintaining .staffthe systems. The involvementsystem vendor of a competentwill be required to insuresoftware support proper hardware andover the life of the equipment. 
Additional training concepts which should be emphasized in PhaseIII include:
 

Minicomputer architectureAdvanced Multi-user, Multi-tasking Operating EnvironmentAdvanced Application programming
Strategic System PlanningProduction Data Processing Techniques(Development, and utilitiesTesting, and Proac' tion Batch/Online
Processing)
 
Systenm Migration
 
System Security
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Change Control
 

Data entry terminals will havedepartment to be implementedas minicomputer in each usernew applicationsserve them. The are brought on-line toaccess which is coincidentallycentral minicomputer by granted to thedozens of connectedsevere administration terminals presentsand security challenges 
 for the 
 MISdepartment.
 

The benchmark of success in phase IIIimplement,ttion will be the functioningof core administrative 
assessment. Formal syGtems outlinedmaintenance in thisproceduresbe active in the and change control shouldGiza MIS department.successfully The staff shouldcompleted havetheir training,independently and shouldadminister be able toand maintainsystem development the provided systems.and management process A

should beMIS department and ongoing in thesubject to reviewand Governor. the of the General SecretaryProblems whichshould be reftrred 
exceed the MIS departments abilitiesto a vendorrelationship is 

with whom a healthy, competitivemaintained. We estimaterequired to establish this level of 
that 3 to .1 years will betechnical and administrative

performance.
 
CRITICAL SUCCEs RE,
 

The same skills needed to implementalso needed to an automated system 
betwren 

maintain it. The permanent transfer of 
are 

the TA contracto- these skillsand thecritical success Giza MIS staff is thefactor in the mostestablishmentthis, development of systems.eflfortr; should To insurebe undertaken jointly byMIS department and time GOEthe TA Contractor. Workingsite, the contractor at the governorateshould
department guide and assistin the actual analysis, the GIZA MIS 
for each system. design, and development requiredTo the greatest extentactivities possible, all developmentwill be performed by the Giza MIS staff so that acomplete set of technical skills is transferred.
 

The use of Arabized off-the-shelL
has been commercially produced 
software (software which
 

programming) will 
and therefore requires no
be evaluated 

any system against requirementsresulting defined by forfrom this assessment.systems prove Toavai-Labr. the extent these 
Systems could be 

te time frames for implementationreduceC2 dramatically. of 
there At the currentare very F~ew commercial time however,arabic applicationsIn most cases those that are on the market.availablebusiness are designed foror industry and do not private 
governorates. meet the specialized needs of theOver the next few years weavailability can reasonably expectof commercial thesoftwarelo to improve.commcrcial, Minor modificationssoftware packages is servicea offered by somevendors. This option will likewise be explored before engaging in
development activities.
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A critical factor in selecting off-the-shelfformat which solutions tilein isthey store data. Thiswith tile oper--Uing 
format must be compatibleand development environmentsgovernorate selected-'.id anticipated for thein future systems. Oftento be an adequate of[-the-,;helf what appears

packageentered in fact commits the datain it to a state of obsolescence.
by the system is simply 

The information storedinaccessible to other systems and cannotbe manipulated by tile programming staff. 

Compatibility of hardware and softwareconsiderations are primaryin tile formulation
the of an automation strategygovernorate. forit i-s imperative
used that tile programming languageto develop systems in phase I be compatible withenvironment implemented the operatingin phase I1 and III. Thissystems will insure thatwhich are originally developed on microcomputersported (moved) onto the can belarger capacity minicomputerrewritten. Money, time, 

without beingand frustration will be spared
processing requirements asand hardware change over time. 
Jointly developed systems should be carefully documentedmade available andfor implementation

systems developed 
in other governorates. Likewise,
in other governorates will be
By distributing development in 

introduced in GIZA.
 
manner, considerablebe saved toward the complete 

this time canautomation
In most cases, of all the governorates.the operational procedures in Giza are the asother governorates are same(The, usually defined byorganization or an oversightministry). Systems developed intherefore other governoratesstand a good chance of applicationor no modification. in Giza with littleThe TA contractor
coordinate will have to carefullydevelopmcntal activities 
 amongguvernurates the six urbanto el imina te dupLicate efforts.will retain The MIS departmentsimplementation and maintenance responsibility for such systems.
 

A significant Lraining component willsuccess of system be critical to theimplementation in the governorate.require ongoing basic This willcomputer literacy courses for newas
user well as training systemsin the operationalapplication program. specifics of eachrhie technical MIStraining staff will need formalin the uS-e of each new type of hardware and softwareit is implemented asin the governorate. The importance of building
a capable technical staff is paramount toward the lasting transfer
of technology itself.
 

As the MIS center in Giza 
develops its technical knowledge
base through training and experience,
department will the personnel in thegain value as professionals.
develop skills in 

They will not onlycomputer operations, they will obtain intimate
familiarity with 
the governorate organization and
systems built to the automated
support 
it. Their individual
governorate value to the
and the private sector
Under will increase dramatically.the current compen.nsation plan (LE 100 - 400 / monthly) that 
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these persons will very I ikely move oi as they gain competence.Some attrition has in fact occurred been observed as a result oflimited microcomputer training administered to date by LDII. 

As the Phases of this program advance, the skills transferredwill be even more valuable, spurring attrition of directproportions. The governorate cannot
personnel who in 

afford to lose technical[-act are the human interfaces whichsystems run. make theirThese people moreare(! important assets oforganization than thehardware and software, which can easily bereplaced. If the goverlnorate is committed to establishingmeaningful informatoion systems, it will have to revise itscompensation policy upward to retain MIS professionals. 

CONCLUSION
 

Over time, the three phase strategy presented in thisassessment will ayield comprehensive information systemsgovernorate. A simultaneous development 
for the 

of skills and applicationof technology will 
 be accomplished with 
 minimum waste
programming time and hardware of 
resources. More importantly,technical staff thein the governorate will receive exposure to ailarray of system solutions ranging from extremelymicrocomputer simplesys[ems to complex applications spanning severaldepartments. This will prepare them meetto new data processingrequirements with j udgement and experience. The equipment,software, and training appl ted will not be obsolesced by activitiesin a subsequent Phase. Ol chroooogical and compatible approachvirtually eli mia tes du)licaLe development efforts. The result will
be a viable MI!, department with tools
tile necessary to address theongoing information needs of the governorate. 

It is possible, given enough funding and contracted resources,to rapidly accelerate tile process of automation in Giza. Anysystems identified of thein this study could be developed in the shortterm by a large team of trained analysts and programmers.likelihood Thethat tile governorate could maintain a system implementedin this way for any length of time
availability of capable technical staff 

is 
in 

very slim. The ongoing 
the governorate itself
is crucial to t-h,, success of any automated system placedAttempts to accelerate the 

there.
delivery of sophisticated technologywill fail to the extent they theexceed maintenance capacity of theorganization. A workablemore strategy calls for systematic,slow, infrastructure albeitbuilding within MIS department itself. Givenproper guidance, training, and financial support, this departmentcall become the repository of expertise needed to sustain meaningfulinformation systems. We strongly recommend this approach. 
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Appendix B - Pre Interview Instructions
 



PRE INTERVIEW INSTRUCTIONS:
 

1. 	 Consider the information requirements of your department, and 
prepare examples of the following:
 

All reports and documents routinely prepared by your 
dt. oartment. 

All reports and documents routinely received by your 
department. 

2. 	 Consider the filing requirements of your department, please 
list the type of documents filed, and the quantities of 
each currently maintained. 

3. 	 Please summarize the purpose and responsibilities of each 
staff member under your direct supervision. 

4. 	 What problems are encountered with the existing work processes 
in your department? 

5. 	 H1ow do you think computers could be used effectively by your 
department?
 

6. 	 Please list other departments or offices in the Giza 
governorate you routinely work with?
 

7. 	 Please list organizations outside the Giza governorate do you 
routinely work with? 



Appendix C - Interview Form
 



NEEDS ASSESSMENT INTERVIEW
 

DATE: 
INTERVIEWEE: 
POSITION TITLE:DEIPARTMENT 

:
INTERVIEWER: 
IjTi:RVIEW NO. ---.----

POSITION
 

1. Describe the responsibilities of your position: 

2. What decisions do you make?
 

What infor'mation 
do you need for each decision? 

3. What is your level of experience with computers?
Give a rating from 1 - 5. 

1 2 3 4 5
 
If you have any experience with 
computers, state thehardware you know. 

4. Are you familiar with software (Y/N)If YES list the software with whichgive a rating to your experience on 
you are 
a scale 

familiar, 
of 1 - 5. 

and 

1 2 3 4 5 
1 
1 

2 
2 

3 
3 

4 
4 

5 
5 



OPERATIONS
 
5. Describe the responsibilities of your department. 

6. Describe the structuj'e and responsibilities of yourdepartment.
 

7. List each functional task performed in the office: 

A) Describe the task: 

B) The frequency and duration of each task 
C) Details related to bottlenecks, delays, otherweaknesses in the existing system. (which onesbe solved with can

automation)

D) flow many personnel 
are required to perform this 

task?
 

E) What is the oatput of the activity 
F) What is used to measure effectiveness in achieving

the output 

G) What other departments are How?involved? 

RESOURCES
 
8. How many employees are there in youLj department. 
9. List each staff member, and describe their responsibilities. 

For each staff member, what percent of THEIR time each dayis spent:
 

a. Meetings( 
b. Phone 
c. Typing
d. Wr ting reports
e. Financial analysis 



___ 

f. 	 Filing 
g. 	 Reviewing reports 
h. 	 Decision makiing 
i. 	 Coordination 
j. 	 Other 

10. 	 How many computers are currently in use in the 
department: 

Describe the application each usedis for? 

REPORTING
 

11. Describe each report received by your department 

Report 1 


a. 	 Where is it produced? 

b. 	 Who receives it? 

C. 	 What is it used for? 

d. 	 Is it filed by your office?
 

e. 	 Frequency Daily Weekly 
Monthly Quarterly Yearly
 

f. 	 What is 
its relative level of importance? 1 2 3 4 5 

g. 	 Is the information on the form adequate? 



h. What else should be included? 

12. Describe each- report generated by your department 

Report 1
 

Destination department(s) 

What is it used for (by the other departments): 

Are copies filed by your department?
 

Are copies filed by tile recipient department? 

What is its 
relative importance: 1 2 3 4 5 

Is the content of the document adequate? Y :r N
 

What information 
should be added and why? 

Frequency: Daily Werkly ilonthly Quarterly Yearly
 

13. 
 Describe each form received by your department
 

Form 1 

a. Where is it p.oduced? 

b. Who receives it?
 



c. What is it used for?
 

d. Is it filed by your office? 

e. Frequency: Daily Weekly Monthly Quarterly Yearly 

f. What is its relative level of importance? 1 2 3 4 5 

g. Is the information on the form adequate? 

h. What else should be included? 

14. Describe each form generated by your department 

Fo rm 1 

Destination department(s) 

What is it used for (by the other departments): 

Are copies filed by your department?
 

Are copies filed by the recipient department?
 

WhaL is its relative importance: 1 2 3 4 5 

Is the content of the document adequate? Y or N_ 

What information should be added and why? 

Frequency: I ally Weekly Monthly Quarterly Yearly 

-i 



Filing 

15. 	 File Description:
 

Source Documents: 
bn
 

Purpose for maintaining the file: 

Volume of file:
 

Sec:rity Level: 1 2 3 4 5
 

When is 
 it archived: 

16. 	 What information, not currently available, would assist you
 
in the performance of your job?
 

1. 
Describe Information:
 

Information Source:
 

Benefit perceived: 

2. Describe Information:
 

Information Source: 

Benefit perceived:
 

3. Describe Information: 

Information Source:
 

Benefit 
perceived: 



4. Describe Information:
 

Information Source: 

Benefit perceived:
 

17. List other departments in the GIZA governorate that you 
routinely work with, describe the information shared and the 
method of exchange. 

PROPOSED AUTObATION
 

18. Do you believe the use of computer by your department can:
 

Improve the accuracy of data 
Improve the quality of data 
Save time 
Eliminate paper documents 
Improve Ifficiency 
Productivity
 
Eliminate staff
 

What other effects do they perceive from automation?
 

19. Do you think your department can benefit from the use of
 
computers? (Y/11). 

20. Have any manual systems in your department been automated 

before? 

- If yes, by whom? 

- Would an upgrade to the system be a solution to 
your problem(s)? 

- Should a new system be developed? Why? 



21. What system development do you propose as needed?
 

List the objectives of each system?
 

Prioritive the systems based upon need.
 

22. 	 The implementation of computer systems may require
reorganization of the department, elimination of clerical 
steff, addition of MIS staff, and merger or division of some 
sections. Are you p~repared to manage these changes? 

23. 	 Are your staff prepared to accept automation as a solution
 
to information problems in the department? 

24. 	 Do you believe that computer hardware should be kept in a 
central office or disLributed as needed throughout the 
governorate. 

25. 	 Are you willing to accept the costs and responsibility of
 
maintaining a computer system? 

26. 	 What software do you believe should be used by your

department? What would each package accomplish for the 
department? Prioritize the benefits. 



DATA PROCESSING
 

Accounts Receivable
 
Accounts Payable 
Invoicing
 
General Ledger
 
Stock Movements 
Credit Control
 
Inventory Control 

OFFICE AUTOMATION
 

Word Prec2ssing 
Electronic Mail 

Graphics
 
Microfilm
 
Tel ecommunica Lions 

DECISION SUPPORT
 

Spreadsheet
 
Model ing/Simulation 
Statistical Analysis
 
Forecasting
 
Linear Proj rammLng 
Regression Analysis
 
Financial Modeling 
Se.isitivity/Risk analysis 
Expert Systems
 
Project Management 

ENGINEERING SYSTEMS
 

CAD/CAMI 
Mapping
 

OTHER APPLICATIONS:
 

SOFTWARE CHECKLIST
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Appendix E - List of Interviewees
 



LIST OF INTERVIEWEES 

Title
Name 


1. Administrative Affairs Department
 

Mr. Yehea Sheta General Manager 
Mr. Adel Moselhi lHead of Secretary and Archive 
Mrs. Fatma Allan Head of Building Affairs 
Eng. -1.ohaiied Abdol Ilamid Head of Mechanical Campaign 

2. Central Department for Financial Affairs 

Mr. Mostafa Ei-Zait General Manager 
Mr. laindy IbrahiI Head of Accounting 
Mis. Omaywa Fathallah Chief of Auditors 
Mr. Ahmed Abedel-Moneim Head of Reconciliation 
Mr. Abdel--Rased Youssef Head of Treasury 
Mr. Adley Aly Abuel-Alan Head of Budget Control 

Mr. Refaat Abdel-Maksoud Head of Follow-up 
Mr. Hohiamed Ilessien 'lead of Stock Control 

Mrs. Sabah Aoud Procurement Staff 
Mr. Aly UIohia med MouI*,a fa I ocUr.melnL Starf 

Mrs. Fatima hiosny Accounting Staff 

3. Central Department for Planning and Follow-up 

Mr. Zaki Taha General Manager 
Mrs. Regaa Head of Follow-up 
Mrs. Wafaa Head of Planning 
Mr. Ahued Kilani Head of Educational building 

Mrs. Sohier Head of Housing project 

4. Central Statistics Department
 

Mrs. Taghreed General Manager
 

5. ORDEV Department 

Dr. Nazek Saleh IHead of department 

6. General Department for Personnel Affairs
 

Mr. Moris Beshay Head of Recruitment
 
of Penalties 

Youssif Head of Promotions 
Mr. Hassen Shebl Head 
Mr. Mohamed 



7. Central Department for Local Units and Councils 

Mr. 
Mr. 
Mr. 
Mr. 

Ahmed Gabf-i: 
Ahmed Tallat 
Amin Abdel-3Sad 
Mohamed Shiehata 

General 
Head of 
l1ead of 
Head of 

Manager 
Local Councils 
Local Units 
Councils and Committees 

Mr. 
Mr. 

Flat '2r Abdc] -llamid 
Mahmoud Ismail 

Head of 
Head of 

Cemetery 
Election Section 


