


A GUIDE FOR TRAINERS
.

LOCAL SELF-GOVERNMENT IN AZERBAIJAN

Ann Graham

ThaddeusJ. Jankowski, Jr.

IFES Azetbaijan. 2003 I



Foreword

It iswith greatpleasure that I havethe opportunity to write a short foreword to the IFES
Guide for Trainers in Local SelfGovernment inAzelbaijan. This Guide is produced to
assistexperienced trainerswith the training ofcouncilorsand slaffofthe municipality.

IFES has been working closely with nine municipalities since early 2002. Nine out of
2667 municipalities is a small number but we believe we have made a ditrerence to
the way these councils function. The training techniques ouUined in the Guide have
been tried and tested on the IFES municipalities. Our training methods have been
appreciated by participants, showing them for the firsttirne ideas and techniquesthey
found veryuseful.

The guide will be a useful resource for trainers working in the field of local self
governance. It is nota stand alone docurnenlltshould be used in conjunction with the
IFES Manual for Councilors in Azerbaijan, another piece of work produced by the
IFES Local GovemmentTeam.

IFESwould appreciateanyfe8dback from trainersusing the Guideand the Manual.

Sincerely,

Chartes Lasham
Project Director
IFESAzerbaijan
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I. INTRODUCTION

1. Purpose of Guide

This guide is specifically intended to be used as a customizable resource for
experienced trainers conducting training sessions for the councilors and members of
the executive apparatus of the municipality.

2. Background Information

This guide is not a stand-alone product. It must go in conjunction with the "Manual for
Councilors inAzerbaijan",which provides the detailed information on each topic.

It provides trainers with guidelines on what to include, how to conduct training and
how to arrange the sessions. However, the trainers can arrange the training in any order
they feel is appropriate.

3. Use ofthe Training Guide

The topical areas included in the Manual forLocal Self-Government Officials are used
in this Guide for Trainers.

The guide has the following components:

Introduction introduces the gUide.

Training Design discusses a general training design process.

Workshop Introduction exercises for workshop introduction and introduction to
brainstorming.

LocalSelf-Government in Azerbaijan exercises to understand the purpose of local
self-government.

Responsibilities ofLocalSeff-Government

Budget and Finance - exercises to introduce budget and finance and
methods to assess local budget needs and learn the basics of the budget
process.

Citizen Participation - exercises to introduce and learn methods of citizen
participation.

Strategic Planning - exercises to introduce strategic planning and methods
intrinsicto the strategic planning process.
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CommunalSetVlces-exercises to introduce communal servicesand method
to implementplans ofaction.

MunicipalAssociations· exercises to introduce municipal associations and
methods toexplore theirpotential.

GrantProposalWrItIng- exercise on howtowrite agrantproposal.

TrainingEvaluation -workshopand professionalevaluation.

The guide lists the primary exercises within each sUbject area (assessing needs,
stakeholder identification, problem identification and prioritization, SWOT analysis,
goals and objectives, and action plans) in an order that when used in sequence
comprise a step- by -step guide to program developmentorstrategic planning.

To design a complete training workshop, the introductory session (welcome) should
be used prior to any of the topical area sessions. The Vision of the City, Local SeIf­
Government inAzerbaijan, and Effective Councilperson mayalso be used priortoany
of the topical workshops. With the introductory exercise, one ofthe latter exercises,
and one or two of the topical area exercises, a workshop is complete and can last
approximately 5to 6 hours.

Each of the exercises in all of the topical sessions is adaptable to different subjects.
For example, the exercises in the citizen participation session can, with a liWe
creativity, be adapted for the strategic planning session. Techniques such as
brainstorming and SWOT are always useful for any topic and, in fact, are used in
differentsessions in this guide.

sections ofsome sessions can also be used separately. For example, discllSSion of
the meaning and benefits ofanytopiccan be used with anothermethod such as goaJs
and objectives or problem identification and prioritization.

Sessions are designed for approximately one day. Iftwo days are needed, exercises
can be adapted to continue the topic for another day. The times ofaU ex8iCiS8S are
approximate. Trainers need to evaluate these times when designing wortcshops.
Times can be shortened or lengthened by reducing the number of group
presentations and shortening or lengthening groupworktime.

It is important, however, to ensure that trainees are familiar with initial plUYiaID
develop or planning steps such as assessing needs (in any topic) before all8nding a
workshop thatexplains howtodevelop and implementaction plans.

Each training session has thefollowing components:

TItle - identifies the primarytopicofdiscussion.
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Leamer Objectives - describes the knowledge and skills the trainee will have at the
end of the workshop.

Time indicates the approximate time of the session.

Preparation and Materials - lists what needs to be prepared prior to the workshop
and what materials are necessary for the workshop. The phrase "covered flipchart" is
used to note that a task, definition, or explanation written on a flipchart or board to be
used in the workshop should not be revealed to the participants until the designated
time.

Process - provides specific instructions and a step-by-step guide to the trainer.

Trainer's Notes - written in italics, these describe necessary key points, definitions,
and possible responses to questions.

The trainer should read each session very carefully prior to the workshop and
understand fully its topic, exercises, logic, steps, and preparation requirements.
Particularly important is the trainer's comfort level with the exercise. Prior to
completing the workshop agenda, it may be necessary to alter or redesign a session
based on trainee needs or the workshop subject. Each exercise and associated
handout must be reviewed to ensure they match the workshop topic. 1

1 'In the process ofdevelopingthis guide. the following materials were consulted:

CEDPA. ProjectDesign for ProgramMaoagers, The CEDPATrainingMaoual Series Volume II.
Washington, D.C: Centre for DevelopmentaodPopulationActivities. 1994.

Hinchley, Enid Blackwellaod Linda Souter. Planning for Chaoge: AHaodbook forTraining Workshop
Leaders in Organizational Development and Strategic Planning. Geneva: International Federation of
University Women, 1995.
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II. TRAINING DESIGNPROCESS

Successful training is well designed. Potential trainees are identified. nnds are
assessed. and learning methods are developed appropriate to the targeted audience.
Designing successful workshops requires that the conbibutions. knowledge and
skills of trainees be acknowledged not only by the worbhop design but also
throughout the workshop itself. Activities that actively involve the participants
through group discussion and exercises are the most appropriate methods for adult
learning. Potential trainees' professional experience affords them credibility and
respect during the learning process.

Adults learn through an "experientiar learning cycle. Itselements include:

• Learning bydoing and acting (exercises).
• Processing experiences by sharing, comparing, OOIlbasling. retlecling

theirexperiences (group discussions).
• Generalizing these experiences by generating oondusions and

identifying general principles (groupdiscussions).
• Applying the knowledge and skills a1terthe workshop.

We remember:

• 10% of what we read

• 20% ofwhat we hear

• 30% of what we see
• 50% of what we see

and hear

• 80% of what we say

• 90% of what we say as we
act

The training design process is:

1.Training needsassessment
2. Workshop learning objectives
3.Activities to accomplish the objectives
4. Resources and time

IFESAzerllP'ln.2OO3 9



1. Training NeedsAssessment

Determining needs requires knowledge of the targeted audience or potential
trainees. Who will be the potential audience of the training? What are their training
needs? Howare these needs assessed?

When contacted by a municipality or group of municipalities requesting training for a
specific department, the trainers need to ask the following questions:

• Who will be trained?
• What is the precise training request?
• Who has received previous training?
• What topics were covered in the previous training and with what kind of

methods?
• What are the learnerobjectives?
• What is the level of training required for the upcoming workshop? For

example, the first level of training about the budget process ora specific
focus on capital bUdgeting?

• What are the time limitations?
• What are the resource and space requirements?
• What knowledge and skills do potential trainees need for the job? What

do they have or what do they not have?

These questions will help you decide the content of the workshop and may need to be
asked through a short survey with potential trainees. It is helpful to check with the
municipal officials or organization sponsoring the workshop to make sure the content
iswhat is expected.

2. Workshop Objectives

When trainers know the needs to be addressed, the workshop leamer objectives
should be clear. Workshop objectives state the overall level of competence the
participants should have atthe close ofthe workshop. Forexample, an objective may
be to acquaint participants with the importance of citizen participation and to acquire
the skills to use one method ofgathering information from citizens.

Forexample: Atthe cQnclusip\1 of the workshop, participants will be able to:

• Introduce the concept of citizen participation to municipal councilors.
• Identify the benefits ofcitizen participation to municipal councilors.
• Identify the types ofcitizen needs' assessment tools.
• Construct a citizen survey instrument.

Objectives that describe learning new knowledge or information use words such as
identify, explain, and/or describe. Objectives that describe skills use such words as
develop, construct, plan, examine, and analyze.
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Both types should be included in allworkshopagendas.

3. A~ma~~.h~~._

Once you have identified the pur'J)o!;e and objectives baM on the assessment
results, the training activities or methods must be designed and selected to mak:h
trainee needs. Methods must meet the objectives and match the knowledge trainees
need to leam and the skills they need toacquire. Methods mustalso be sele cted that
conform to the comfort level ofthe participants.

Questions toaskasyou design the workshopare:

• What typeofgroup activities wililhey becomfortablewith?
• Do theypreferproblem solving andlorsmall orlargegroupdiscussion?
• Howmuchtimeisnecessaryforlectureorpresentations?

Note: Lecturesmustbe short, conciseandleadtodisarssbJs.
• Howeffective arecasestudies?

Once the activities are selected, the sequence is determined. The sequence must
begin with an explanation ofthe objedlvesand gothrough each logical sIBp required
to achieve the knowledgeand skillsobjectives.

4. Agenda, Resources and TIme

After trainers decide on objectives and methods, the trainers need to prepare an
agenda that matches the issues discussed above and to calculate the time and
resources required to conduct the workshop. Sample agendas 818 allached as
AppendixA.

• Wherewill the training take place?
• Are the required materials already there? Items such as Iipcharls,

markers, space, chairs, and tables, special exercise mal8rials or
handouts, and name tags.

• Are evaluation questionnairespreparedand available?
• Are theappropriate trainersavailableand are roleswell defined?

IFESAzerfJajen.2003 11



III. WORKSHOP INTRODUCTION

Exercise: Introductions, Objectives, Expectations and Rules

Objectives: To welcome participants
To introduce participants and trainers
To understand objectives
To clarify expectations
To explain rulesllogistics

Time: 30 to 45 minutes

Preparation and materials:
Write leaming objectives and agenda on f1ipchart
Mail agenda in advance
Evaluation forms (see Handout#14)
Flipchart paper and markers

Process:

1. Welcome participants and introduce trainers. Ask each participant to
introduce him or herselfby name, position, and city orvillage.

2. Distribute agenda.

3. Review learnerobjectives and clarify, if needed.

4. Ask participants to state their expectations. Write on a f1ipchart. Clarify
expectations that will not be met and why. The trainer must determine if
additional expectations can be included or are outside the scope of the
agenda.

5. Explain rulesllogistics. For example: meals, breaks, and transportation.

6. Ask participants what rules should be agreed upon.

Note: Rules mayinclude:
• Respectthe views ofothers.
• Maintain a sense ofhumor.
• Opportunity forallto participate.
• Respect the experience andskills ofothers.
• Start on time.

12

7.

8.

List on f1ipchart.

Explain thatthe rules listed comprise a training contract.
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Exercise: VISion of the City -Introduction to Bralnstonnlng

Exercise: What isyourvision ofyourcity?

Objectives: To imagine thedesired vision orfuture ofyourmunicipality.
To usethe brainstorming method to think creatively.

lime: 1 hour

Preparation and materials:
Write leamerobjectives and agenda on aflip chart
Write Brainstorming definition on covered f1ipchart
Write Vision definitionon covered f1ipchart
Brainstorming Techniques (see Handout#1 )
Evaluation forms (see Handout#14)
Flipchart paperand martters

Process:

1.Welcome participantsand review leamerobjedives.

2. Explain the technique of brainstorming by first asking participants what it
is. Write down their definitions on a flip chart. Uncover the Brainstorming
Technique Handoutand the following definition. Build on theirdefinitions by
introducing thefollowing:

Brainstonning is an effective method to genenJte ideas and solutions
through the creatMtyofa glOUp. Worlrshop pat1icipants al8 invited to IIOke
ideas in a group setting. Brainstorming must be non-judgmental (aR ideas
al8 accepted). encourage all participants to IIOice their opinion. stimulate
andencouragenewideas, andcreate excitementamong theparticipants.

3. Explain that theexercisewill use the brainstorming technique toencourage
participants toenvision the future oftheircities.

4. Ask participants if they know what the word "vision- means. Write down
ideason aflip chart. Build on theirdefinitionsby introducing thefollowing:

Note: A visionis whel8 we wanttobeandwhat we wantto be in the futute.

5. Divide participants into small groups of4 to 5 participants. Give them each
flip chart paper and martters. If the entire group is small (10 to 12
participants), you may conduct this exercise with the group. Ideally, the
groups should be divided by type of municipality: large, small, village.

IFESAzertJafan, 2003 13



6. Ask each group to brainstorm the vision of their city orvillage and
write down their ideas on the flip chart paper.

7. Trainer should circulate among the groups to ensure
brainstorming rules are adhered to.

8. After 15 to 20 minutes, ask each group to share their ideas with
the entire group.

9. When finished with each group, ask the participants about the
process of brainstorming. Discuss their responses and clarify
the effectiveness of brainstorming as a technique to think
creatively.

10. Compare and contrast the VISions and develop a
comprehensive visionary list of how they envision the future of
their municipalities.

14 fFES Azerbaijan, 2003



IV: LOCALSElf..GQVERNMENTINAlfRBNJAN

Exercise: What makesa Succllaful LocalSeIf-Gcmtmment?

Objectives: To explain the concept and issues of Ioall seIf-gowmment in
Azerbaijan.

Time: 1 hour

Preparation and materials:
Write leamerobjecllvesand agenda on f1lpchart
Write questions raised inpoint5 belowon covered f1ipchart
Write headings for point8 on covered f1ipchart
Evaluation forms (see Handout#14)

Process:

1. Welcome participantsand review leamingobjectives.
2. Give a brief introduction and discuss the concept of local self ­

govemment in generaland the recent history of Iocal-self government
in countriesofthe fonnerSovietUnion andAzerbaijan.

3. Discuss the concept of local self-government in Azerbaijan. Refer to
legislativeframewort chapter.

4. Ask the participants for input and whether or not the trainer's
introduction matches theirunderstanding. Record answerson f1ipchart.

5. Come to an agreement on the concept and purpose of local self­
governmentand write on f1ipchart.

6. Divide the participants into small groups offouror five persons and ask
them to brainstorm thefollowing questions:

• Whatarethe responsibilitiesoflocal self-government?
• What are the barriers to developing elfective local self­

government inAzerbaijan?
• Whatcan bedone toOY8Icomethesebaniers?

7. Askthegroups toselecta recorderand preseilter.

8. Ask the groups to record brief answers on flip chart paper with the
following headings:

• Responsibilities of Local Self-Government in Azerbaijan

IS



• Barriers
• Howto Fix

9. After 30 minutes, ask the group to share their responses with all
workshop participants. Subsequent presenters after the first group do
not need to repeat first group issues.

10. Initiate discussion about common points, differences, and relationships
among the listed items.
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Exercise: Whatmakes anEIIKU....COUncilperson

Objectives: To describe the role ofan elected municipal councilperson ormunicipal
official.

TIme: 1 to 1%hours

Preparation and materials:
Write leamerobjectivesandagenda on f1ipchart
Write responses to point3 belowon covered f1ipchart
Write answers for point5 belowon covered f1ipchart
Evaluation forms (see Handout#14)

Process:

1. Welcome participants and review leamerobjectives.

2. Discuss with the participants how all elected and municipal oIIiciaIs
bring different ideas and perceptions about their role.

3. Ask participants abouttheirinilial perception ofthelrmunicipal role.

4. Initiate a discussion about theircontactwith citizens andwt.e1herornot
the contact has atrected their perception. Refer to the citizen
participation chapter.

5. Divide the participants into small groups of four or five persons and
brainstonn thefollowing questions:

• What qualities, skills. knowledge make an eII'8ctiv8
councilperson ormunicipal official?

• What are councilperson's or municipal officials'
responsibilities to cllizens?

6. Ask the groups to select a recorder and presenter and provide each
groupwith f1ipchart paperand markers.

7. Ask the groups to record brief answers to the above questions to tfle
following headings:

What Makes an Effective
Council Person

lFES Az8I1Iaien. 2003

What are councilperson'slofficials
responsibilities to citizens
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8. After 30 minutes, ask the group to share their responses with all
workshop participants. Subsequent presenters after the first group do
not need to repeat first group issues.

9. Place flipcharts on the wall for all to see.

10. Initiate discussion about common points, differences, and relationships
among the listed items. If necessary, initiate different ideas about
council's responsibilities such as promoting and protecting rights,
providing information, delivering quality services, responding to citizen
needs, and developing policywith citizens.
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Handout 11

BRAINSTORMING TECHNIQUES

1. Generateas many ideas as possible.

2. Withhold judgmenton all ideassuggested byolhers.

3. Any idea isa good ideadon't prejudgeyourown ideas.

4. Don'tbe bound bywhat is possible. reasonable. orpractical.

5. Crazy and/or foolish sounding ideas are often the foundation of gr8lIt
ideas.

6. Don't feel that you have to defend your ideas. No one should ask that
you doso.

IFESA28d1I11jan.2OO3 19



v. RESPONSIBILITIES OF LOCALSELF-GOVERNMENT

1. Municipal Budget and Service Delivery

Exercise:Assessing Community Needs

Objectives: To examine budget purpose beyond the numbers.
To examine why the budget process requires community Input.
To create a citizen survey to assess community needs for budget
development.

Time: 2 Y. to 3 hours

Preparation and materials:
Write learnerobjectives and the agenda on a flipchart
Write bullets for point 2 on covered f1ipchart
Survey Methods (see Handout#2)
Write tasks in point 9 belowon covered flipchart
Evaluation forms (see Handout#14)

Process:

1. Welcome the participants and review learnerobjectives.

2. Lead a discussion about the purpose of the budget. Refer to the budget
and finance chapter. Ask participants to discuss the purposes of a
budget. Facilitate the discussion to ensure participant knowledge ofthe
following key purposes ofa budget:

• Method to develop municipal policy
• Method to increase municipal effectiveness
• Method to assess community needs and include citizen interest

in budget deliberations and decisions.

Lead discussion about why the budget process is as important as the final
product.

3. Ask the group to identify methods to assess community needs. Refer to
the citizen participation chapter for detailed information.

Possible responses: interviews, focus groups, citizen surveys, andcity council
meetings

20

4. State that the most comprehensive method is the citizen survey. Lead a
discussion ofwhy.
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5.

6.

7.

8.

9.

10.

11.

Possible msponses: ...!!....~ofpersons.slows fora
Iarger&preSlJlJtatjvsample'll~be~oransweredbytetep.'Jone.

I!I:I,':",::-;' : " I

Lead. a discussion about If!.•'."." Y pu~..~se and the importance of
knowing whatyou want to ~i9Ul II,

I!':!"_"'_"0 ., ~_ ..__
how to develop survey ~ na' . . ~nd the advantages and
disadvantages of different, of q' .' : openIcIosed, Lbrt
scale, survey admin" fer to .•. 1 ic planning and citiZen
participallon chapters.

Ask participants to discuss
used asurveymethod and !

Divide participants intoSmal~'~ of4~5 peISOIlS. DistnbutBsurvey
methods handout. III '11';1 !!

iii,i;ll,i!I::,' ;; ,
Askeachgrouptocompletel 'ng:1
• Detennine the pu lhesu~. What is it that you want to

find out? ..

• ldentifythefargelau from~themunicipalitywanlsto
gather information. . , •

• Prepare a draft su 'rhree :. to .five questions from each
" i ' I· =~~): 1,'I~1==tcJ~=-,

! I,! I, • I' I I
Ask each group to present ~.~recorded on tIipchart
paper. Ask group what ".: f IqueSufiM were the most difIiaJIt to
prepareand why 1"1 ,ii , 1'1:

Lead a group ~iSCllSSion I'il I" I ll,pose, consbuclion, type of
quesllonsand why, and ornot';;; slJrveywllachieve its goals.

I; i

lFESAzcri f n,2003 21



Handout #2

SURVEY METHODS

Sample Survey Formats

Open-ended orClosed Response Questions

Closed-response questions discuss a specific issue and elicit specific attitudes, but
not different interpretations. If you want to know whether or not citizens mayor may
not be supportive of a particular decision or service, the following questions may be
asked:

1. Do you agree or disagree with the proposed xxxx decision about
municipal taxes?

Agree
Disagree
No opinion

Open- Ended Questions

Open-ended questions leave room for different interpretation by different
respondents. If the council intends to survey citizen needs, a few open-ended

I questions are more than acceptable. Questions such as:

1. Name the three most important problems your community faces
2. What three services does the municipal council do the bestjob ofproviding?
3. Whatthree services does the municipal council do the worst job ofproviding?

Likert Scale Questions

Likert Scale questions increase the variety ofanswers to closed questions.

1. The municipal bus service on line A requires a start time of 6 am rather
than7am.

Strongly Agree Agree No Opinion Disagree Strongly Disagree
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Exen:llle: HowloPrep....nAnnualOperidlngBudget

Objectives: Todevelopadraftoperating budgetforyourmunicipality

lime: 3-31l2hours

Preparation: Write "Preparing an Operating Budger and the agenda on a ftipchart.
Prepare ftipchart pages forTasks 2 and4.
Write examplesfortask 3 todiscuss.
Annual Operating BudgetWorksheet Handout(#3).
calculators preferablybasicand one foreach participant.
Flipchartpaper, markers, pencils.

AclivitlesandTasks:

1. Welcome the participantsand review theday'sobjectives.

2. Start with the BIG picture. Discuss the importance of FInancial
Managementand how it is the foundation ofmunicipal governmentand
of service delivery. Referring to Section 1 of the Budget and Fmance
chapter of the book review the main processes relating to financial
management. Writethem on the ftipchartand diSCI ISS the following:

• Budgeting
• Safeguarding
• Monitoring
• Auditing

3. Lead a discussion about the importance ofeach process. Focus on the
need at each step for transparency and give examples. For instance
when "5afeguarding" is discussed, talk about the need to separate
duties. For example, the same person who determines what the value
ofan individuars land is for the levying ofa land tax, should not also be
the same person who collects the actual money. Emphasize the need
for chec:ks and balances so that citizens and the state gowemment
haveconfidence in howtheirtaxesandfees are being spent.

4. On a new sheeton the ftip chart write "Key Dates in the Financial Year".
which runs from January 1to December31.The budgetforthe financial
yearbeginning in January 2004 mustbe approved before ofDecember
2003. Adraft budget should be prepared by staffby the end of0ttDtler.
The policy makers - the Councilors, should began their review of the
bUdget in conjunction with the staffby November to allow them enough
time for discussion and passage by December 1f{" in accordance with
law.
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5. Refer to Section 2.1.2 "Finding Budget Staff" and have a general discussion
about the types ofstaff that can assist in the budget process, and remember - it
doesn't necessarily take an accountant.

6. Next refer to Section 2.3 of the Budget and Finance chapter of the book and
discuss the difference between an Operating Budget and a Capital Budget.
Give some examples of each and discuss them. For instance ongoing
recurrent expenditures like staffor utilities are part of the operating budget, but
building a new school would be part of the capital bUdget. Buying furniture or
equipment mayor may not be. Is it an ongoing recurrent expenditure? For
example, ifeach year the municipality is buying one ora couple ofcomputers it
is probably part of the operating budget. However, if the municipality is
replacing or buying new computers for all of the staff, and therefore will not be
buying any in the following financial year(s), then it is part of the capital budget.

7. It is important to note that given the amount of infonmation that goes into an
Operating Budget as well as a Capital Budget there will only be time at today's
workshop to create a sample Operating Budget for one financial year.
Emphasize to participants that preparing and understanding a budget is NOT
hard, it just takes some time.

8. Distribute theAnnual Operating BudgetWorksheet handout.

9. Ask the participants to first focus on the entire worksheet both revenues and
expenditures. Remind them that they need enough revenues to support all of
the planned expenditures. Provide a simple example of a single revenue item
that equals several expenditures - this is a balanced budget. Now use the
same example - but with the expenditures exceeding the revenue and lead a
discussion on howthe budgetcan be balanced.

10. Now you are ready to go to work. Referring to Sections 2.4 and 3.2 in the
Budget and Finance chapter review and estimate each revenue category one
item at a time. Add additional revenue items to tailor the worksheet to each
municipality.

11. Starting with the Taxation section, discuss the importance of not
overestimating any revenue source. Emphasize that it is best to be very
conservative in the estimates ofwhat will actually be collected in the upcoming
budget year.

12. Initiate a brainstorming exercise on Service and User Fees. Are there any new
userorservice fees that can practically be adopted by the municipality to help
offset the cost of providing the service? Refer in the chapter to Sections 3.2.6
to 3.3.9 for guidance.
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13. When reviewing the Intergovernmental Transfersection pointoutthatrewnue
provided by the slate government is the single largest source ofrewnue and
emphasize the need to strive to be as revenue Independent as possible. This
will allow councilors and local officials to gamer inaeased "local contror over
theirmunicipality in the future.

14. For the Nonrecurring Revenue section emphasize the need to eslabIish
properprocedures priorto the sale or leasing ofany municipal assets.

15. Now you are ready to review the expenditure items one at a lime. With both
Revenue and ExpendibJre items strive to select items that are germane to the
individual municipality in which your conduct training and to amendledit the
worksheetaccordingly.

16. In drafting planned Salaries and Wages expendibJres emphasize that this is
the single largest expendibJre of municipal govemments. Ttoererore, it is very
important make the best use of existent staff and not to add new positions. It
may be far more cost effective to contract out public services on a compelllive
basis to theprivate sector.

17. In the Good and Services section note that it is very Important to check with
suppliers aboutany projected cost inaeases in the upcoming financial year.
Ask participants for their input. Do they think that the cost of gasoline or
electricity will be going up next year? By how much? What is inflation?
Brainstorm on howsomeofthese costscan be reduced.

18. TheTransfers section iswhere the municipalitymust"transrer" funds to payfor
services provided by NGOs and other agencies for the provision of social
services and such costs as transportation. How much will the municipality be
asked to contribute in theupcoming year?

19. Other ExpendibJres is the category where all other expendibJres go. Ask
participants if additional expendibJre catego,ies should be developed. For
instance, if Water and Sanitation expendibJres repnlS8nt a large portion of
overall expendibJres reet free to create a separate categoIy for those costs.
ExpendibJres are often grouped by function or by the department who is
responsibleforcarrying outthe functions likepublicworks. recnNdion, etc.

20. Continually compare total ExpendibJres as you go along to toIaI Revenues. Is
the budget balanced? Do expendibJres have to be cut? Should stafting levels
be reduced? cananyserviceand Usersrees be increased responsibly?

21. Conversely. are there any new services that we should be providing our
residents that we can afford to provide? Review. discuss, and revise the Ina
itemswithin thegroup.
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22. Prioritize by consensus all items. Discuss how more citizen ·stakeholders" can
be made a part of the budget process. How many public hearings should be
held? How can we publicize the draft budget document?
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Hancloutl3

Annual Operating Budget Worksheet

Intergovernmental Transfers and DonatIons

Subsidy from govemment
Donations and grants from legal entities
Donations and grants of intemational organizations
Donations and grants of physical entities

REVENUES IFinaneial Y.r 2004

Taxation

Land tax from individuals
Property tax from individuals
Mine taxes for construction materials
Profit tax from municipal enterprises and organizations
Payment for installation and distribution of street
advertisements
Hotel tax
Other local taxes and payments established by the law

service and user Fees

car parking fees
Rental of municipal property (lands. buildings)
water Service fees
Revenue from lottery
Other incomes from municipal activities

!

Nonrecurring Revenues

Income from sales of municipal assets
Income from sales of lands
Revenue from privatization of muniCipal property

TOTAL REVENUES
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EXPENDITURES Financial Year 2004

Salaries and Wages

Regular Salary for staff members
Overtime
Benefits

Goods and Services

Payment for electricity
Payment for gas
Payment for water
Office Supplies
Payment for lease of buildings
Repair of vehicles

Transfers

Payment for transportation services
Payment for communal services
Public Assistance to elders, war handicaps and poor
families
Financing social and ecological programs

Other Expenditures

Improvement of sports fields
Organization and start of industrial enterprises

I Development of agriculture

TOTAL EXPENDITURES
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Communal 8erw".c:81

Exen:tse: Howtowrite an action pIlIn

Objectives: To developa listoftaskswhich need to becompleted in ordertoachieve
organizational objectives.
To developan action plan.

lime: 2to3hours

Preparation and materials:
Write leamerobjectives and agendaon a ftipchart
Goals and Objectives (see Handouts#11 and #12)
Action Plan (see Handout#4)
Write sample goal and objective in#5 on covered ftipchart
HousingConstructionTasks to bedone (see Handout#5)
Write answers to point8 on covered ftipchart
Flipchartpaperand markers
Evaluation forms (see Handout#14)

Process:

A Ac:tMIiesandTasIcs

1. Welcome the participants and review leamerobjectives.

2. Lead a diSa.Jssion aboutcommunal services and the level ofservices in
theircommunity. Briefly diSa.Jss the problems and successes they
have encountered.

3. DiSa.JSS the development ofgoals and objectives and its Importance in
the planning process and in the projectand program management. Ask
participants ifthey are familiarwith goals and objectives in the planning
process. Refertothe strategicplanning chapter.

4. Review goals and objectives and ask participants for 8X8II1fI1ell.
D~bute goalsand objectives handouts. Ask participants if they have
examples of goals and objectives for communal services in their
municipality. Discuss howtheyweredevised.

5. Provide an additional example ofa goal and an objective for communal
services.

Goal: To ensum the availability ofquality housing in the city.
0bjectiIIB: To supervise the construcIion of len two bedtoom
housing units in X neighborllood (define geographic8I8a) to be owner­
occupiedbyMayof2004.
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6. Discuss briefly the concept of an action plan. Refer to the strategic
planning chapter.

7. Distribute the Housing Construction Handout and tell participants to
pretend they have just been appointed supervisor of a housing project
after the departure of the previous supervisor. The only information left
by the previous supervisor is a list of tasks.

8. Initiate a brainstorming exercise on the information required to oversee
and manage the bUilding process. Ask the following questions:

• What tasks are missing?
• Are the tasks listed in the correct order?
• Do they give you enough information?
• As the new supervisor, what other information do you need?

9. Listthe responses on aflipchart.

Possible responses: Who is responsible for each ofthe tasks? When will each
taskbe completed? Howlong will each task take? Is the budgetapproved?Are
the funds andpersonnelavailable?

10. Ask participants to define andlor list characteristics of tasks or activities
required to achieve an objective. Write answers on a flip chart.

11. Possible responses: Tasks oractivities are a series ofsteps required to
achieve an objective. The steps must be listed in order.

12. Divide participants into groups and complete a thorough list of tasks in
sequence for the construction of the housing project. Allow Yo hour.

13. Review, discuss, and revise the tasks and sequences, if necessary,
with the group.

B. Writing anAction Plan

1. Askparticipants to discuss the components ofan Action Plan keeping in
mind the information, activities, tasks, and sequences discussed.

Possible responses: Objectives, activities, responsibility, time period,
resources, andevaluation.

2. Ask participants why an action plan is necessary?

Possible responses: Planning, evaluation/monitoring, and
management
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3. Distribute the Action Plan Handout and review it to ensure
understanding.

4. Askparticipants to return to theirorlglnal groups.

5. Ask participants to refine and sequence the activities or tasks Iisled
previously and add additional tasks, if necessary, to achieve the
objective into an action plan using the format provided. Include dates
and responsibilities.

6. Ask each group to present their plan. Discuss whether or not the
activities are sequenced correclIy, the resources and responsibilities
are complete, and ifthe time frame is realistic.

7. Discuss the action plan process end product and its use as a WUiIcable
document.
Do the participants believe the product is beneficial? Does it provide a
structure to accomplish objectives? Why or why not? What are the
nextsteps?
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Handout #4

ACTION PLAN

Objective: _

Tasks Task Start Task End ResourcesPerson

Date Oat" •• _. d ReSDonsible
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Handoutts

COMMUNAL SERVICES ACTION PLAN EXERCISE:
HOUSING CONSTRUCTION

Tasks to be Done

1. Orderbuilding materials
2. Identifypersonnel responsible
3. Selectneighborhood bUilding site
4. Beginconstruction
5. Hire an architect todrawplans
6. Orderappliances
7. Meetwith neighborhood citizens
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2.Citizen participation

Exercise: Stakeholder Identification andAnalysis.

Objectives: To identify and analyze stakeholders.
To develop a stakeholder list and stakeholderanalysis chart.

lime: 2 Y:z hours

Preparation and materials:
Write learner objectives and agenda on a fJipchart.
Write stakeholderdefinition on covered f1ipchart
Write identification questions for point 8 below on covered f1ipchart
Write stakeholder identification and analysis chart on covered f1ipchart
Municipality Case Study (see Handout#7)
Evaluation forms (see Handout#14)

Process:
1.

2.

3.

4.

5.

34

Welcome the participants and review leamerobjectives.

Provide a brief introduction of citizen participation. Refer to the citizen
participation chapter.

Askparticipants about the meaning and benefits of citizen participation.
Use the brainstorming technique to solicit their ideas and list them on
flip chart paper.

Briefly discuss the meaning of stakeholders. Ask participants what the
word stakeholder means to them. At the conclusion, build on their
definitions by introducing and uncovering the following:

Note: Stakeholders are citizens orspecific groups orclasses ofpeople
especially interested in a project or service. Their different
perspectives, opinions and ideas are most likely to affect the outcome
of a specific initiative, service or project because of their 'stake"
or interest in how the issue is addressed. If stakeholders agree that a
specific problem resolution is in their interest, the resulting project,
policy, orservice willbe more effectively rea Iized. Exa m pies 0 f
municipal stakeholder groups would include citizens (include all
citizen groups living within the municipality), taxpayers, service
recipients, govemingbody, employees, unions, interest groups,
NGOs, the financial community, businesses and other governments
(local, provincial).

Explain that this exercise will use a mock community project to identify
and analyze stakeholders.
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Note: the trainer should develop a briefcase study that matd1es Ihe ilbwests
of trainees. E.g. communal service participants cen disaJss the development
of a new housing project, strategic planning participants can discuss Ihe
membership of a strategic planning team. The trainer will need to prepare a
written problem in the speciIic area to be distributed among participants. (The
trainer may also use the citizen participation "Municipality Case study" and
change the purpose to identifyandanalyze stakeholders).

6. Divide the participants into smaD groups of four to five persons by
municipalityorinterestgroup.

7. Handoutthecase studyandask participants to read it.

8. To identify potential stakeholders, ask the group ID brainstorm the
following questions listed on ftipchart:
• Who are the citizen stakeholders arred8d bylhe pot8Iltia/ policy.

service, orproject?
• Who are the municipal official stakeholders arrecl9d by a

potential policy, service, orproject?
• Who are the business and industry stakeholders? Induslrial

plants, retail businesses, tourism industry?
• AnyoIherstakeholders?

9. Ust potential persons or rep ese. ltati\le& of the abOve (depending on
whetherthegroup is from same cityordilferentcities)onftipchart.

10. Discussthe responses from eachgroup. Are the lists complete?

11. In each group, ask participants ID use the above list to oompIeIB the
following chart

Stakeholderklelllllk:allon andAnaIysis

S1BkehoIder Identify Role and Ass BSS Impac:tof Asss IS relative O_lIill8 how
List Intelest AdiYityon inlIuence of slak8hddeIs (3l

SlakehoIders Stakeholders on assist desigliilig
the activily or imllllllTllllililig

I
the Ploject

I

12. After one hour, ask each group ID share their responses with aI
workshop participants.

13. Initiatediscussion aboutcommon points, crrtrerences. and Rlilltionships
among listed items.

14. Condude with a disaJssion of the merits of stakeholder identification
and analysis and how itcan bebeneficialforcilizen participation.
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exercise: Problem Identification and Prioritization

Objectives: To obtain knowledge and skills about problem identification and
prioritization.
To identifyproblems that municipalities need to address.
To build knowledge about what needs to be changed, its causes, and
consequences.
To acquire problem identification and prioritization skills.

11me: 3 to 4 hours

Preparation and materials:
Write leamerobjectives and agenda on flipchart paper.
Municipality case study (see Handout #7). Review case study handout
and replace, ifnecessary, prior to workshop to ensure the problems are
audienceappropriate.
Elements ofEffective Problem Identification (see Handout#6)
Paper for Snow Cards
Pageofsticky dots
Flipchart paperand markers
Evaluation forms (see Handout#14)

Process:

1. Welcome the participants and review the learnerobjectives.

2. Ask the participants howthey define the word "problem".

3. Write suggestions on a flipchart.

4. Write the follOWing "problem" on a flip chart:

The numberofunemployedpersons is increasing in CityA.

5. Ask the participants to imagine that they are outside consultants asked
to help the municipality resolve this problem. What additional
questions should be asked? What additional information is needed?

Possible responses: How much increase? What type of
employers? What sort of jobs? Population affected? Male or
female? What age? What is the cause? What types of job
training programs are available?

36

6. Discuss with the participants why it is important to define the problem
clearly.
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Possible f8SPOIIS8S: Clearproblem dfIIin/Iion ptDVides Ibc:us on
directions to a solution. It clearly d88igf1ate& specific 8I88S of
change.

7. Distribute the 'Elements of Effective ProbIeIIl Identification· handout.
Discuss the elements ofe1fecIive problem idenIilication.

8. Distribute 'MunicipalityA& B'handoutand ask participants to I98d it.

Note to trainers: review the handout ptior to the training session and
insertproblems thatrelate specificallyto the trainees ifneeded.

9. Divide the participants inlo related 'consultant"workgroups.

10. Ask participants 10 use the case study handout and select the problem
or problems they wish to address. Using the 'Elements of Effective
Problem Idenlificalion' handout and flip chart paper, analyze one
problem and write a brief, clearstatementthatexplains the Ploblemand
includesall elements.Allow 1hour.

11. After each group has developed their statement, exchange
statements with another group and make SUI8 each group's
statements contain allofthe elements.

12. RebJm the statement 10 Us original group and make recommendaIions
on 00.10 improve it.

13. Each group I8vises its statements acoon:Ilng to suggestions
received.Allow 151020minutes.

14. After completion of statements, each group win present their Wiillllil
statements to theenlil8group.

15. Discuss with the group their opinions and f8e1ings about the
experience, what diftlculties they experienced, what was useful and
howtheywill usethis skill on the job.

Problem PrioriIizaIion:

1. The group must now prioritize the problems. Hold a brief disCllSSion
about the diftlcullies Inhenmt In addressing all problemsatone time and
the importanceofprioritization.

2. Introduce the Snow card method of Ploblem prioIilizalion. Refer 10
strategicplanningchapter.

Note: Each problem mustbe written on separate sheets ofpaperptior
to the exercise. The trainershouldcomplete this taskduringa bI8aIc.
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3. Each piece of paper is attached to the wall by general themes.
Participant(s) may be asked to complete this task.

4. Participants are asked to name the categories. For example,
employment, environment, and education.

5. Participants decide together whether the categories are a good fit with
one another, ifthere are any subcategories, and if there are any
linkages from one category to another. Snow cards may be moved from
one category to another.

6. Each participant is given a number of dots to designate his or her
priority. Each participant places the dot by one problem on each
category list that he orshe feels is the top priority.

7. List the category rankings on a flipchart. Assign numerical ranking by
numberofdots next to each item.

8. Discuss the rankings. Changes may occur by consensus or the orderof
priority is set by the rankings. Problems that did not receive a dot may
be discussed and given a ranking at the bottom ofthe list.

9. Discuss the prioritization process. Does it achieve participant
preferences? Does it satisfy everyone? Why orwhy not?

10. Discuss methods to include citizens in the problem identification and
prioritization process.
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Handout 16

ELEMENTS OF EFFECTIVE PROBLEM IDEN11F1CATION

An effectiveproblem identification:

• States conciselywhat needs to be changed.
• Stateswholwhat is affected.
• States how manyareaffected.
• Relates to municipal purpose/needs.

Causes

Includethe following in an additional sentence:

• Whydoes the problem exist?
• Isthere more than onecause?
• Are thecauses related toone another?

Consequences

Include the following in an additional sentence:

• Whatare the short-tennconsequencesofthe problem?
• Whatare the Iong-tennconsequencesofthe problem?
• Whatare the political consequences?
• Whatare thesocial consequences?
• Whataretheeconomicconsequences?
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Handout #7

MUNICIPALITY AAND B CASE STUDY

Municipality A is a young administrative unit established in 1996. Prior to 1996, two
settlements separated and each - Municipality A and B - received independent
municipal status. A is a small (18000 inhabitants) workers' settlement formed by three
different enterprises into contiguous settlements. Large industrial enterprises are
located in A primarily due to its proximity to the capital city. A's development is
primarily housing for low level industrial workers. The development of the neighboring
town of Municipality B is a challenge toA's development. Municipality B is developing
into a comprehensive settlement with retail, high quality educational and cultural
institutions, and improved infrastructure and housing.

The area lacks basic infrastructure to sustain the industries and basic amenities for
citizens such as cultural attractions, educational institutions, economic opportunities,
and retail establishments (Higher level industrial workers are primarily from
Municipality B and the capital city). Local citizens are primarily employed as lower
level workers at the major industries, but the unemployment rate is higher than the
neighboring community. The industries are major pollutants in the area and the
workers, especially the lower level workers, are at risk. Many young people do not
finish higher level schooling and are not prepared for professional orworking life.

The municipality needs to identify and prioritize its problems and include local citizens
in that process. Local residents are unfamiliar with municipal govemment and its
functions. The industries and other businesses are interested but do not see the
whole picture.

The Council has invited all department directors to attend a special meeting to begin a
planning process that will include citizens. A development plan is needed. However,
the council and the municipal officials are not clear about the problems and who
should be involved in the problem identification process.
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3. Sb......IcPlannlng

Exercl.e: Howfoconclucte SWOTAM.,."

SWOT Ane.,.1s • Strengths, We8kness, Opportunities, end Th....

Objectives: Todarifythe purposeand benefitsofstrateglcplanning
To identify external opportunities and obsIac:Ies facing local self
government inAzerbaijan.
To identify internal strengthsandweakness.
To construct a key information and assessment tool In sbateglc plan
development

Preparation and materials:
Write leamerobjectives and agendaonflipchart
SWOTAnalysis (seeHandout#8)
Write blankanalysischartona covered fllpchart.
5ampieSWOTAnalysis (seeHandout#9)
Write tasks in point7 belowon covered f1ipchart
Evaluation forms (see Handout#14)
Flipchart paperand markers

lime: 2 hours

Process:

1. Welcome the participantsand review leamerotljectives.

2. Discuss the purpose and ber",flts of sbaleglc planning. Refer to the
strategicplanning chapter.

3. Ask participants about their opinions and experience in de'l8laptllg a
strategic plan and its $UCC asses orfailures. Ifno experience, discuss lis
purpose and benefits. .

Note: The tr8iner may discuss other fopics such as ssMces
and budget and theirplanningprocesses ifSWOTtedInique is
usedin a ditrerenttopicalexercise.

4. Ask participants if they are familiar with the SWOTanalysis. Ifany, ask
them todiscuss itspurpose.

5. Discuss the purpose of the SWOTAnalysIs. Disbibul8 SWOTHandout
and SampleAnalysis Handout. Introduce the analysis as a tool to help
municipal officials examine the current state of the
municipality/community IIseIf and the external environment Use the
uncovered chart.
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6. Divide participants into groups by municipality, if possible, or by urban,
rural, village municipalities and discuss each category to ensure that
participants understand internal strengths and weakness and external
opportunities and threats. Discuss examples in the sample handout.

7. Give the participants the following task uncovered from the flipchart:

• Brainstorm points to enter on the worksheets conceming
external opportunities and obstacles to be faced in the next three
to five years.

• Choose four to six points that are the most important for the
future of the municipality

• Repeat the above steps for internal strengths and weaknesses

8. Allow forty-five minutes forgroup discussion and completion oftask.

9. Each group presents findings to the entire group.

10. The trainer records common points and initiates discussion
concerning common points and the utility of the SWOT analysis.
What are its benefits?
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Handoutt8

SWOT ANALYSIS

S-Strength
W-\Yealmess
O-Opportunlty
T-Threat

InternalAnalysis (Strengths andwealm.....):
advantages and liabilities and problems of the
community.

Strengths:

Analysis of the assets and
municipal organization and

•
•
•

~tdothe municipalityand the communitydowell?
What are the assets?
Whatare you proud of?

Wealmesses

• What do the municipalityand the communitydo poorty?
• Whatare the disadvantages ofthe community/municipality?
• What decisions, events, and actions should nothappen again?

ExternalAnalysis (Threats and Opportunities): Identification and evaluation ofthe
primary opportunities and threats of the external environment that can or camot be
influenced by the community. The external analysis examines possibilities, benefits,
dangers, and unintended consequences orpositiveand negative assessmentsofthe
future.

Opportunities:

• Whatcan bedone better?
• Whatdoes the future hold in yourdepartmentorfield ofillterest?
• What changes can you influence?

Threats:

• What are the constraintslbaniers to improved municipal performance
and a livable city?

• What are areas in your municipality orcommunity in which you have no
influence?
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Handoutt19

SAMPLE SWOT ANALYSIS

STRENGTHS WEAKNESSES

MUNICIPALGOVERNMENTASSETS

GOOD DECISIONS
Human resources: labor, family.

Poor decisions, infrastructure, poor
planning,lackoffunds.

Inability to attract outside grant
funding.

minerals,

Lack ofprofessional employees.
Man-made resources: roads, utilities,
schools, pUblicservices.

Natural resources: land,
water, relief, etc.

OPPORTUNmES

External factors to the community, with a
favorable impact. Can influence.

National and locsllegislation, policy.

Future trends to capitalize on.
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Exercise: Howtowrite goals and objlctlV"

Objective: Todefineand developgoals and objectives foryourmunicipality.

lime: 2 to 3hours

Preparation and materials:
Write leamerobjectivesand agenda on aflipchart
Write answers to point4 on covered f1ipchart
"MyMunicipality"Case Study (see Handout#1 0)
Goals (see Handout#11)
Objectives (see Handout#12)
Aipchartpaperand markers

Process:

A. Definingand Developing Goals

1. Welcome the participantsand revlewleamerobjectives.

2. Discuss the importance ofclearty understanding the problem and howit
leads to achievable goals and objectives. Refer to sbalegic planning
chapterand problem identificationexercise. Review, ifnecessary.

3. Begin a discussion about problems and goals. Ask one participant to
desaibe a problem in his orhercommunity.

4. Initiate a discussion about the problem and lis solutions by asking the
following question:

• What is the solution to the municipality's problem?

The trainer must ensure that the group focllSes on the endDojnt
(improving education for young people in the convnunily, not hiring
teachers) not the specificsteps the municipalitycan take.

Write the solutions on f1ipchartorchalkboard.
• Howwould you state the solutionorendpointasagoal?

The trainer must ensure that the goal desaibes the endpoint. For
example, "To improve the education of young persons in the
community".

5. Write the group's goal on theflipchart.

6. Ask the group to define a goal. The trainer can refer to the Goals
Handout and to the Goals and Objectives discllSSion in the Sbalegic
Planning Chapter.
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7. Write the group's definition on the flip chart. Distribute the Goals
Handoutand ask participants if their goal matches the criteria.

8. Divide the participants into groups of 4 to 5 persons. Distribute Case
Study: "My Municipality" and ask each participant to read the case
study.

9. Give each group Yz hour to identify the problem, solution, and goal for
the case study.

10. Ask each group to presenttheir problem, solution, and goal.

11. Review goals and initiate a discussion on the ease or difficulty ofwriting
a goal and the importance of its relationship to the problem and
solution.

B. Defining and developing objectives

1. Review the goal developed by the group.

2. Ask the participants to describe the list Krakow developed in the case
study conclusion. Possible responses: A list of activities or tasks that
mustbe completed to reach Krakow's goal.

3. Initiate a discussion about whether or not the list is complete. Why or
why not? Whatotheractivities can be taken to achieve the goal? Why?

4. Ask the group to define an objective. The trainer can refer to Objectives
Handout and to the Goals and Objectives discussion in the Strategic
Planning Chapter.

5. Facilitate discussion to reach the definition given in the handout.

6. Write the group's definition on the flip chart.

7. Distribute the Objectives Handout. Discuss SMART objectives.

8. Ask participants to return to their goal Writing group.

9. Give the group 45 minutes to write at least 4 to 5 objectives to achieve
the Krakow goal. Emphasize the use ofSMART objectives.

10. Each group presents two oftheir objectives.

11. Ask the group as a whole to review objectives using the SMARTcriteria.

12. Discuss the differences between goals and objectives and why each is
necessary.
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Handout ...O

"MY MUNICIPAUTY" CASE STUDY- LOCAL GOVERNMENT KNQWI EDGE OF
THE YOUNG PEOPLE

Krakow is a city of approximately one million people in southern Poland. Renowned
as the ancient capital and former seat of Polish Kings, Krakow is now a center for
tourism and a growing commercial center. Since the transition to demoaalic rule and
the establishmentof local self-government in 1989, Krakow 43 councilorsare elected
every four years by popular ballot through proportional representation. ExeaJtive
power lies with the Mayor. In 2002, the Mayor was, for the first time. elecI8d by
popularballot ratherthan elected byCouncil.

Research on the last two elections revealed that the youth in Krakow vote
proportionally less than any othersegment of the population. Krakow youth are also
lessknowledgeable aboutcitygovemmentand less inclined to visitCityHall.

Krakow's municipal govemment wants to rectify this situation, encourage young
people to become interested in cityaffairs. and understand the importanceofvoting.

A sulH:ommittee of the City Council agrees to work on this problem and develop
some ideas to resolve it. Attheirfirstmeeting, the committee disCIlSSes the issue.The
recording secretary writes "Youth Involvement in Krakow Municipal Government". at
the top ofthe flip chart, and the group begins to make a list

1. Intelviewyouthabouttheirneeds.
2. Conduct research onwhatolhercitiesaredoing about this problem.
3. Studythe voting patterns.
4. Collect data on the number ofyoung people who come to city hal and

why.

The first meetingends.
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Handout #11

GOALS

Goals are the results the municipality hopes to achieve by working to resolve the
strategic issues or problems. A goal must be the solution to the problem.

Goals are long term and stated in general terms about what we hope to happen in
the future. Goals, however, should be realistic.
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Handout 112

OBJECTIVES

Identify the objectives the municipality will pursue to wort toward achieving the goal.
Each goal will require more than one objective.

The objective answers the questions: what and when. The objective must also be
SMART:

• S - specificfconcrete (children'sclothing)
• M- measurablebynumbers(onestore)
• A - achievable(feasible.canthecommunitysustalnthestore)
• R- realistic (resourcesofthecommunitycan makethis happen)
• T - timebound (completed bya certain date December31,20(4)

Developing SMART objectives will help to determine whether they are realistic or
attainable. Identify the barriers to the realization of suggested goals. I-Iowewr
innovative and dynamic the goals may be. this step provides a "reaIlty check.. What
would prevent the achievement of these altematives or visions? Barriers could
include. for example. lack of resources (economic and expertise), physical
constraints, and conflicts with othermunicipal goalsand objectives.
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4. Municipal Associations

Exercise:Why municipal associations?

The Purpose ofMunicipalAssociations

Objectives: To gain knowledge ofmunicipal associations.
To understand the reasons for and advantages of municipal
associations.
To explain potential memberneeds and benefits.
To analyze municipal association opportunities and constraints in
Azerbaijan.

Time: 2 to 3 hours

Preparation and materials:
Write learnerobjectives and agenda on flipchart
SWOTAnalysis Chart on covered flipchart
Brainstorming Techniques (see Handout#1)
SWOTAnalysis (see Handout#8)
SWOTAnalysis Chart on covered flipchart paper
Flipchart paperand markers
Evaluation forms (see Handout#14)

Process:

1. Welcome the participants and review the workshop objectives.

2. Discuss the meaning of a municipal association. Refer to chapter on
municipal associations. Ask participants fortheirexperiences.

3. Ask whether or not participants have used the brainstorming technique.
If not, refer to "Vision of the City" exercise (Section III) for discussion
points.

4. Distribute Brainstorming Technique Handout and review.

5. Divide participants into small groups. Give them f1ipcharts and markers
and ask them to divide sheets into the following headings:

50

•
•
•
•
•

Purpose
Membership (geographic, type of municipality)
Programs
Information Dissemination
Services
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• Leadership
(Additional headings maybeadded)

6. Using the brainstorming technique, ask the groups to brainstorm their
idealofa municipal association underthe aboVe topics. AIcNt%hour.

7. Ask each group to prepare a paragraph that succinclly des .. ibes the
ideal municipal associati9n.A1low30 minutes.

8. Askeach group to presenttheirparagraph.

9. Lead a discussion about similarities, differences, and relationships
among the ideals.

10.Using the brainstorming technique with the entire group, lead a SWOT
analysis of municipal association potential in Azelbaijan. Refer to
SWOTanalysis exercise.

11. DiSClISS the potential of establishing an association and what the next
stepshould be.
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5. Grant Proposal Writing

Exercise: Howto Write a Grant Proposal

Objectives: To examine the basic requirements ofa grant proposal.
To draft an outline ofa grant proposal.

Time: 3 to 4 hours

Preparation and materials:
Write learner objectives on a flip chart
Requirements ofa Grant Proposal
"My Municipality" Case StUdy (see Handout#10)
Goals and Objectives (see Handouts #11 and #12)
Action Plan Handout (see Handout #4)

Process:

1. Welcome participants and review learner objectives.

2. Discuss the purpose of proposal writing.

3. Ask participants about their knowledge ofand skills in proposal writing.

4. Discuss potential funding organizations for municipal governments in
Azerbaijan.

5. List suggestions on f1ipchart.

6. Discuss the importance of strategies used to contact donors. Ask
participants what strategies they have used and whether or not they
were successful.

7. Ask participants to brainstorm strategies appropriate to the donors
listed in point#5 above.

Note: Introductory/Brief Proposal letter, meeting request, research
aboutdonorgoals, average size ofg~nt, deadlines, contactpersons,
request for introduction byprevious grantee, etc.

8. Distribute the Requirements for a Grant Proposal and the "My
Municipality" Case Study. Ask participants to read each handout
carefully.

9. Reemphasize the purpose of a grant proposal. Emphasize the
importance ofpresenting a well-defined need and clear goals.

10. Ask the following questions:
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• Howwould you desaibeKrakow's problem?
• What is thesolution to Krakow's problem?

The trainermustensure that the group focuses on the endpointnot thespecific
steps Krakowcan take.

• Howwould you state thesolution orendpointasa goal?

The trainer must ensure that the goal desaibes the endpoint For example,
"To inaease the interest of young persons in Krakow about IocaJ seIf­
government".

11. Askeach group to prepare a proposal outline bywriting a briefsummary
for each of the starred categories on the Grant Proposal Handout.
Continue to use the Krakow Case as an example. Emphasize the
importance ofthe steps required to develop problem statements, goals,
objectives, and action plans.Allow 1%to2 hours. .

Note: The logic ofa proposal follows the logic ofdeveloping a ~atIl{;c:

plan. "parlicipants have notparlicipated in stJategic planning training,
provide them Mth asmanyhandoutsasneededfrom thatchap(er. The
trainermayneedto go through some BINS in moredetaildependingon
the audience.

12. Ask ifthere are anyquestions.

Note: Trainers shouldcirculate andassistthegroups.

13. Ask two groups to present their summaries. Ask the remaining groups
to act as potential donors. Would they fund this project? Why or why
not? Encourage comments and disclission. If time allows, switch the
roles ofthegroups.

14. Review the logic of each and point out areas that require improvement
byasking how an issue may be betterstated.

15. Review the exercise and disa'SS the diftlaJltIes of writing a JlfOPQ68I
and why good proposalsare more likelyto be funded.
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Handout #13

PROPOSAL GUIDE

1. Title Page

2. Summary of Proposed Program
• To be completed after the proposal is written
• Project/Program Title
• Name of Organization
• Executive Summary

a. Why is the project needed?
b. How do you know it is needed?
c. Who will benefit from the project? Specify age groups, gender and

quantify ifpossible.
d. Who will do the planning, administering, monitoring? Who will be

responsible and accountable?
e. What will your project achieve? Create jobs? Deliver a certain service?

Increase activities for a certain population?
f. When will it happen and forwhat time period?
g. Will it continue after funding ends?
h. Where will ittake place?
i. What will the municipality contribute? Time, money, in-kind items?
j. What is the funding request?

3. Proposal
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a.

•
•
•
•
•
•
•
•
•
b.

•
•
•
•

Introduction to the Municipality

A mission statement and! orcurrent long term goals
Founding date ofmunicipality
Pastand present majoractivities and achievements
Population size and characteristics
Funding sources
Local NGO support
Current and past activities in the topic area
Members ofCouncil
Brief History

*Identification of Needs

Aclear assessment of the need or problem stated in terms ofcitizens
Statistical and qualitative (from citizens) data about the problem
How data was collected
Support from experts
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•
•
•

c.

d.

e.
•

•
•
•

f.
•

•

g.

h.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
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Evidencethatit¥' problemcan be I1I8SOl18blyhanded
Noassump~

Information th~ illogically follows and reIaIes to purpose and
goals ofthe municipality I' .

! i!· !

*GoalsaodobIebtivestolsolve the ,bpVe problem
One ~j gqal and~ many! isMAiU objectives as are
needed toachie1'e the goal.

*Methods .
Work Plan ancIJ ~b1e ~ng I the major activities to
achievethe~andwhowillltOwhatandwhen.

*Budget I ASkfo exactlyWhatyou ,
Makesu~ tt)e Is rk>tot:=~ IrMitthedonordoes nothave
to look ld: tJie t tol df • wturt you want. All budget
Items shoulCt ~ the •~. and activities
Listand~ alliesotlrces088*
Listand Cost an sourCes of ," ,and in-kind contributions
ShowclearlY you are requestirlg from the donor.

*Evaluatlon
When wih e :;;'Itake pi ? It may be requir8d by the
donor to! hi ,eval . the end of the project.
Makesuft isCost bereq inthebudgel
Write ani I p1athat indicates how the project
purpose~nd ",. ,, be . OUb::0m8S. goeIs met,
why or ¥.!hY i the 188 to were met and
how the s or actiVities not for each necessary

component I I , ' ,

FoIIowufPt!msand+. UL!
Howwill rulcor 'nue~ projectwmnlfunding isended?
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VI. EVALUATION

Future Plans

Exercise:Steps to the Future

Objectives: To prepare personal goals and steps for participant's work with the
municipality.
To evaluate the workshop

Time: 45 minutes to 1 hour

Preparation and materials:
Write learnerobjectives and workshop agenda on f1ipchart
Write bullets in point 3 below on covered f1ipchart.
Letter size paper
Flipchart paperand markers
Evaluation forms (see Handout#14)

Process:

1. Discuss the importance ofclosure in a professional training workshop.

2. Ask participants about their workshop experience and how they plan to
use the information learned and skills gained in their professional work.

3. Provide paper to each participant. Uncover f1ipchart and ask each
participant to complete the following:

• Professional Goal for the Future: Where I want to be in five
years

• Two short term objectives: Where Iwant to be in 1year, 3 years
• Steps to achieve goal and objectives

56

4.

5.

6.

7.

Each participant is asked to share goals and objectives and discuss as
a group. The participants may also choose not to share goal and
objectives.

Distributeworkshop evaluation questionnaires to each participant.

Ask each participant to complete the questionnaire and return to the
trainer. The evaluations can be anonymous by choice of the participant.

Thank the participants fortheir participation in the workshop.
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~~
EVALUATION FORM

1. Overall, howeffactivewas thewortcsl1op? Please circle.

Not at all Very EtJective

1 2 3 4 5

2. Did the workshop meet yourexpectations in terms of its subject
content?

_verySatIsfactory
-5atisfactofy
_Not8atisfactory

Pleaseelaborate:

3. Did the trainers com"'unicate the jj.funnation and facifilalB the
worbhopin adear,~. and friendly manner?

'Vi Satisfied- ery
_satisfied
_Not5atlsfied

II

! i

Pleaseelaborate: , i '

4. How prupared 8I'8.J. to use the~ and skiIs laamed
onthejob? 'T !I

_Prepared
_NotPrepared

PleaseElaborate I Ii

5. =-=~~_.................,..
I

II

Maybesignedora~s
,

IFES Az1rllsjilln. 2003
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APPENDIX A

Sample Agenda #1

LETTERHEAD

TITLE OF TRAINING (Citizen Participation)
LOCATION
CITY

DATE(S)

SPONSORING ORGANIZATION

FUNDING ORGANIZATION

WORKSHOP OBJECTIVES:

AGENDA

An agenda consists of a chronological step-by-step listing ofthe day's activities. The
activities should also include breaks and meals..

9:00am

9:30am

10:30am

11:00am

11:30am

2:00pm

3:00pm

4:00pm

58

Introductions and Review ofObjectives

Vision ofthe City - Exercise

Introduction to Citizen Participation - (Why Citizens Matter - Brief Mini­
lecture and Discussion. How Citizens contribute to the stated vision of
the City - Brainstorm of Benefits of Citizen Participation.)

Coffee Break

Stakeholder Identification and Analysis

Meal-

Evaluation and Future Plans

Closure
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LETTERHEAD

TITLE OF TRAINING (Budget DeveloPment)
LOCATION
CITY

DATE(S)

SPONSORING ORGANIZATION

FUNDINGORGANIZATION

WORKSHOPOBJECTIVES:

9:00am Introductionsand ReviewofObjectives

9:30am WhatMakesan Effective Council Person

10:3Oam Overview of the BUdget Process in Azerbaijan (Mini-ledur8 and
Discussion)·

10:45am Assessing CommunityNeeds for BudgetDevelopment
(Completion ofstep#2)

11:15am Colfee Break

11:45am Assessing CommunityNeedsforBudget Development (Continued)

2:00pm Meal

3:00 pm Evaluation and Future Plans

4:00 pm Closure

·An introductory exercise about the standard municipal budget process and how it
works ordoes notwork, orhowitean be improved ean be inserted here.
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Sample Agenda #3

LETTERHEAD

TITLE OF TRAINING (Strategic Planning)
LOCATION
CITY

DATE(S)

SPONSORING ORGANIZATION

FUNDING ORGANIZAITON

WORKSHOP OBJECTIVES:

9:00am Introductions and Review ofObjectives

9:30am Problem Identification

11:30 Coffee Break

12noon Problem Prioritization

1:00pm Meal*

2:00pm Howto Conduct a SWOTAnalysis

3:30pm Evaluation and Future Steps

4:00pm Closure
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sample Agenda 14

LETTERHEAD

TITLE OF TRAINING <Communal Services)
LOCATION
CITY

DATE(S)

SPONSORING ORGANIZATION

FUNDING ORGANIZATION

WORKSHOPOBJECTIVES:

9:00am Introductions and ReviewofObjectives

9:30am HowtoDevelop Goals and Objectives

11:00am CoffeeBreak

11:3Oam Howto DevelopGoalsand Objectives

12noon How to WriteanAction Plan

2:00pm Meal*

3:00pm Evaluationand Future Steps

3:30pm Closure

• Mealtimecan alwaysbe used tocontinuegroupWOf1(and shorten the day
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APPENDIXB

List of Handouts

1. Brainstorming Techniques
2. Survey Methods
3. Annual Operating BUdgetWorksheet4. Action Plan
5. Action Plan Exercise: Housing Construction Tasks to be done6. Elements of Effective Problem Identification7. MunicipalityAand B case study8. SWOTAnalysis
9. Sample SWOTAnalysis
10. Case Study "My Municipality"
11. Goals
12. Objectives
13. Proposal Guide
14. Evaluation Form
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