G @ | TOGETHER

!{’\N i D/? L&y

=S~ vears | for a sustainable future
OCCASION

This publication has been made available to the public on the occasion of the 50" anniversary of the
United Nations Industrial Development Organisation.

’-.
Sy
B QNIDQI
s 77

vears | for a sustainable future

DISCLAIMER

This document has been produced without formal United Nations editing. The designations
employed and the presentation of the material in this document do not imply the expression of any
opinion whatsoever on the part of the Secretariat of the United Nations Industrial Development
Organization (UNIDO) concerning the legal status of any country, territory, city or area or of its
authorities, or concerning the delimitation of its frontiers or boundaries, or its economic system or
degree of development. Designations such as “developed”, “industrialized” and “developing” are
intended for statistical convenience and do not necessarily express a judgment about the stage
reached by a particular country or area in the development process. Mention of firm names or
commercial products does not constitute an endorsement by UNIDO.

FAIR USE POLICY
Any part of this publication may be quoted and referenced for educational and research purposes
without additional permission from UNIDO. However, those who make use of quoting and
referencing this publication are requested to follow the Fair Use Policy of giving due credit to
UNIDO.
CONTACT

Please contact publications@unido.org for further information concerning UNIDO publications.

For more information about UNIDO, please visit us at www.unido.org

UNITED NATIONS INDUSTRIAL DEVELOPMENT ORGANIZATION
Vienna International Centre, P.O. Box 300, 1400 Vienna, Austria

Tel: (+43-1) 26026-0 * www.unido.org * unido@unido.org


mailto:publications@unido.org
http://www.unido.org/

B R N T
™M ey

oA

——ee

201 4" ’3W )
(| of2) ‘

GOVERNMENT OF THE REPUBLIC
OF UGANDA

TECHNICAL ASSISTANCE UNDER
UNIDO CONTRACT NO. 91/111
AMENDMENT A

BR/UGA/89/001 PUBLIC INDUSTRIAL
ENTERPRISES SECRETARIAT

FINAL REPORT

UNITED GARMENT INDUSTRY
LIMITED (UGIL)

AND .

THE UGAi.DA METAL PRODUCTS
AND ENAMELLING COMPANY
LIMITED (TUMPECO)

VOLUME (1)

INDUSTRIAL AND MANAGEMENT
SERVICES LIMITED (IMAS)
ACCRA—GHANA

JANUARY, 1993

e O . L _



TABLE OF CONTENTS
AND

APPENDICES




A ———————— - —_
’
r
1
- {
H
i
N
S
CHAPTER
/.’
1.0.
1.1.
1.2,
A 1.3.
W
o
N
Voo
. 2.0.
2.1.
2.2.

[P O P L e
M T T T S T
OIOVMbHLWN=O

- T i" - S FTW --.‘ L T e

FINAL REPORT ON

TECHNI I

‘K N 4

AND

THE T

ENAMELLING COMPANY LIMITED
VOLUME ()

UGIL

TABLE OF N

PAGE
PART I: _NZ&QQQCHQALIO_UGLLAND_IUMBEQQ
INTRODUCTION 1
Organization of Final Report 1
Background of Technical Assistance Contract 2
Acknowledgements 4

PART II: SUMMARY OF MAIN EQQMMENDATIQA{,S,

DETAI F N RP

PLANNI

AND MARKETING ON UQIL
SUMMARY OF MAIN RECOMMENDATIONS S
Organization Structure 5
Human Resources Management 7
COMPANY BACKGROUND 10
ownership 10
Type of Business and Mission of UGIL 10
Present State of UGIL Business 11
staff Strength 19
Human Resources Management 20
Capacity Utilization 25
Corporate Planning 28
Detailed Action Programmes k]

M




5.0.

= OIS

c 00 0 W o®®®
O o s v v e

.

V.V RV RV}
« e e e
WO
PN

e s = el - et i . e -

3

ii

TABLE OF CONTENTS CONTD..

PROGRAMME OBJECTIVES

SURMARY OF RECOMMENDATIONS
Product Costing

Working Capital Management
Budgeting System

Financial Accounting

REVIEW OF FINANCIAL AND ACCOUNTING OPERATION
Review Methcdolcgy

Review of the Cost Accounting System
Financial Accounting System Review

COST ACCOUNTING SYSTEM DEVELOPMENT

Establishment of a New Costing Methodology
Creation of New Cost Centres

Introduction of a Hybrid System of Product Costing

WORKING CAPITAL MANAGEMENT

General Observations

Inventory Managemeant

The Case for the Adoption of Materials Requirement
Planning Concept (MRP)

Purchasing and Control of Materials at UGIL
Purchasing Procedure

Reconmended Inventory Control System
Recommended Industrial Documentation
Inventory Con:rol Records and Procedures
Recommended Method of Pricing Material Issues
Management of Accounts Receivable

Management of UGIL's Cash

BUDGETING SYSTEM

The Existing System

Recommended Formalized Approach to Budgeting
Budget Formats and Forms

126

129
129
130
130
131

132
132
134
136

138
138
139
140

151
151
152

154
157
158
158
160
161
162
165
166

168
168
168
169

M

~

Al
4
»




\
Y r
' ~
<
iii '
H
: TABLE OF CONTENTS CONTD..
- -
CHAPTER PAGE )
8
10.0. REPORTING SYSTEM 171 _
10.1. Existing System 17 :
10.2. Proposed Manufacturing Reporting Format 171 t
10.3, Non-Financial Performance Measure 172
11.0. EVALUATION OF CURRENT SITUATION 194
11.1. Markets and Marketing 194
12.0. DETAILED ANALYSIS AND FINDINGS 198 ‘
12.1., Product Mix 198
12.2. Product Decisions 204 .
12.3. Pricing Problems 205
- 12.4. Distribution 210
12.5. Advertising and Sales Promotion 217
12.6. Export 220
12.7, Marketing Information Processing, Storage and Retrieval 224
13.0. ORGANIZATION STRUCTURE 226
13.1. Markets and Marketing 228 ’
3.2, Product Mix 226
13.3. Pricing Problams 226
14.4. Distribution 227
i3.5. Advertising and Sales Promotion 227
13.6. Export 227 g
13.7. Marketing Information Processing, Storage and Retrieval 228 >
\ [
\ !
\}
\




iv

LIST OF TABLE

PART 11
Profit Centre, Product line, Cost Centre Relationships

Sales and Percentage Shares for the Six Product
Lines in the First Quarter of 1992

List of Prices of the 5 Product Lines in Each Month
of the First Quarter of 1992

Yearly Sales Volume (In USh): 1985 - 1992

Sales Promotion Expenses in USh., 1989 to June 1992

PAGE

139

199

207
208

217

o\ o

I3




\
T
U
"
i -
; v
? I 'PENDICE
1
APPENNIX PAGE i
RP 0 EPORT I
1 Programme for IMAS Management and Corporate |
Planning Specialist 34
2 Programme for IMAS Finance and Accounting Expert 37
3 Programme for IMAS Marketing Expert 41
4 Present Organization Chart of UGIL 45 '
S(a) Proposed Departmental Organigram - Marketing Department 46
S(b) Proposed Departmental Organigram - Accounts Department 47 -
S{(c) Proposed Departmental Organigram - Internal Audit Dept. 48
5(d) Proposed Departmental Organigram - Personnel and
Administration Department 49
5(e) Prcposed Cepartmental Organigram - Engineering Dept. 50 !
-— S(f) Proposed Departmental Organigram - Production Dept. 51
5(q) Proposed Departmental Organigram - Production and
Engineering Services Department 52
¢ Job Grades 53
7 Oon-The-Job Training Progress Report 55
5 Objectives Form 57
9 Critical Incidents Form 58
In Employee Performance Evaluation Form 59 .
11 Bill of Materials Required for Production 65
2 Strategy and Action Plan Sheet - General Manager 66
1 Strategy and Action Plan Sheet - Production Manager 72
14 Strategy and Action Plan Sheet -~ Marketing 78
15 Strategy and Action Plan Sheet - Accounting 85
1¢ Strategy and Action Plan Sheet - Personnel/Administration 1]
17 Strategy and Action Plan Sheet ~ Engineering 110
18 Strategy and Action Plan Sheet - Secretary 117
19 Strategy and Action Plan Sheet - Internal Audit 118 o
!
; 1
{
' FINANCE AND ACCOUNTING REPORT ON UGIL
- 1 Present Processes and Information Flow Diagram 173
. Pricing Method: Average 174 . v
da) Pricing Method: FIFO 175
i b) Pricing Method: LIFO 176 .
: 177 :




W‘

i{a)

J(b)
1{(c)

L L

10
12

/’,f’;

vi

LIST OF APPENDICES CONTD.

Cash Budget: Week Ending ....

Cash Budget: Month Ending ....

Cash Budget: Quarter Ending ....

Cash Budget: Year Ending ....

Daily Labour Usage Report

Manufacturing Account for August 1977 (Knitwear Plant)
Manufacturing Account for the Month Ended ... 19..
Budgeted Profit and Loss Account for the Year Ending ..
Spinning Production Cost Report

Knitting Production Cost Report

MARKE EP

Product Tteme and Product Lines - Marketing Staff
view by Mr. Senyendo

Product Items and Product Lines - By Herbert
Product Items and Product Lines - By Anthony
Listed Prices

Steps in Determining Products Contribution to Sales
Intorview with the Production Manager

First Quarter Average Prices, 1992

Interview with Chief Accountant

Market Expansion Strategies based on Four Regions
and Four Segments

Sales Procedure Narratives

Observations

Recommended Sales Procedure Narrative

The Three Basic Pricing Strategies

Details of Approach

178
179
180
181
182
183
184
185

189

229
230
231
232
236
237
240
241

243
244
247
248
250
251

SR Y

el

sk

[N

..
-




PART I

INTRODUCTION TO UGIL AND TUMPECO
TECHNICAL ASSISTANCE
| GIVEN BY IMAS

IS
>
'




CHAPTER 1.0.
INTRODUCTION




.
(G4

FINAL REPORT ON

TECHNICAL ASSISTANCE GIVEN TO
UNITED GARMENT INDUSTRY LIMITED
AND THE UGANDA METAL PRODUCTS

AND ENAMELLING COMPANY_LIMITED

INTRODUCTICN
ORGANIZATION OF FINAL REPORT

This Final Report on the Technical Assistance given by
IMAS to United Garment Industry Limited (UGIL) and The
Uganda Metal Products and Enamelling Company Limited
(TUMPECO) is made up of three main parts.

PART (T) of the Final Report comprisea an Introduction
which covers the detailed organization of the Final Report
and also gives some background information on the
Technical Assistance Contract under which the Final Report
was prepared.

In addition, Part (I) of the Final Report ends with an
Acknowledgement of assistance given to the Consultants of

IMAS who rendered the Technical Assistance.

In PART (II) of the Final Report, a Summary of the Main
Recommendations on UGIL is given. This is followed by a
brief history of UGIL togetiner with details of the

shareholding structure of the Company.

In addition, the present state of the Company's operations
is reported on in Part (II) of the Final Report together
with details of the main problems facing UGIL.

at
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Part (II) of the Final Report ends with details of the
technical assistance rendered by IMAS Consultants to UGIL
in Corporate Planning, Finance and Accounting and
Marketing the 1light of the problems facing UGIL and

details of recommendations of the Consultants.

In PART (III) of the Final Report, a Summary of the Main
Recommendations on TUMPECO is given. This is followed by
a brief background report on TUMPECO together with details
of the shareholding structure of the Company.

The present state of the Company's operations is also
reported on in Part (III) of the Final Report together
with details of the main problems facing TUMPECO.

Part (III) of the Final Report ends with details of the
techinleal assistance glven to TUMPECO by IMAS Consultants

as a result of the problems facing the Company in
Maragement, Finance and Marketing together with details of
recommendations of the Consultants.

Since 1970, performance of the Public Industrial
Enterprises Sector in Uganda has been characterized by low
capacity utilization (between 10-25% in most cases), lack
of an integrated system of planning, budgeting, costing,
management information, controlling and steering of the
Public Industrial Enterprises, absence of aggressive

marketing strategies and low productivity.
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; 1.2.2. In order to reverse the situation, a recovery programme
was launched in 1982. As part of the recovery programme
in 1990, selected Public Industrial Enterprises were
management audited with a view to recommending among other

Tinber

: : thinys, steps to increase efficiency, production capacity,
| A~ productivity and control of the affected enterprises.

1.2.3. The Management Audit Reports recommended that general
management training required in the enterprises would be
better performed through on-the-job training given by

- . highly experienced external consultants to guide Managers

of the Public Industrial Enterprises.

i 1.2.4. Consultants of the Industrial and Management Bervices
Limited (IMAS8) therefore rendered technical assistance to
the United Garment Industry Limited (UGIL) and The Uganda
Metal Products and Enamelling Company Limited (TUMPECO) .
s from the 18th May, 1992 to 23rd June, 1992. The
programmes followed by the IMAS Consultants are shown in
Appendices 1 to 3.

1.2.5. The Technical Assistance was expected to provide on-the- .
D\ N ) site advice and on-the-~job training by
‘§ ’ '~ analyzing specific deficiencies in the two Companies

- developing a co-ordinated strategy to overcome the deficiencies

- advising and gquiding hand-in-hand staff of the two Companies with
regard to the strategies to be adopted and implemented to overcome
the problems and

- working to co-ordinate solutions and training programmes to be

instituted in the two Companies.
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The Technical Assistance rendered by IMAS Consultants was
to be in the areas of
- general management, including corporate planning and strategy

- marketing and distribution
- financial management and accounting.

.
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SUMMARY OF MAIN RECOMMENDATIONS
ORGANIZATION STRUCTURE

There are a lot of one-to-one reporting relationships in
the Present Organization Structure of UGIL.

A re-o»ganization of the Organization Structure of UGIL to
remove the one-to-one reporting relationships as well as
improve the overall effectiveness and efficiency of
operations is highly recommended.

Towards this end, the following re-organization of
departments in the Company is recommended.

P’roduction Department

Due to the wide span of control of the Production Manager
who supervises the work of eight Plant Managers, it is
recommended that the quality control and designing
functions should be re-assigned to a new department, the
ENGINEERING AND PRODUCTION SERVICES DEPARTMENT.

Engineering and Production Services Department

It is recommended that a new department should be created
tc handle quality control, designing, product research and
development, work study, purchasing, material requirements
planning as well as production planning and control.
This department is to be called the ENGINEERING AND
PRODUCTION SERVICES DEPARTMENT.




2.1.4.

2.1.5.

Marketing Department

The Marketing Department is to be re-organised into three

sections which will be responsible for Sales (Kampala area
and upcountry), Marketing Services (Research, Sales
Planning and Control, Advertising and Promotion) and
Exports.

Accounting Department

It is recommended that the Accounts Department should be
re-organised into three sections to handle the functions
of financial accounting, cost accounting and planning,

budgeting and management information.

The creation of the Planning, Budgeting and Management
Information dectlon will facilitate the preparation ot

management information reports after analysis of variances
from planned targets thus making it possible for
management to steer the Company's operations towards
achievement of its goals.

Internal Audit Department

The Internal Audit Department should be re-organised and
a more experienced and suitably qualified person appointed

"to head the Department as INTERNAL AUDIT MANAGER.

The Department should be re-organized into two main
sections to undertake the functions of pre- and post-
auditing of transactions as well as internal control
systems review and investigation of fraud cases.




2.1.6.

Personnel Department

The Personnel Department should be reorganized into two
sections with responsibility for the personnel and
administrative functions within the department.

It is recommended that the Department should be
redesignated as the PERSONNEL AND ADMINISTRATION
DEPARTMENT.

It is recommended that the Personnel and Administrative
Manager shoul?l be assisted by two Officers, one of whom
will be responsible for personnel matters while the other
handles administrative matters.

HHUMAN RESOURCES MANAGEMENT
Confirmation

A Pre-Confirmation Check List 1is recommended to be
introduced to guide the Personnel Records Clerk to ensure
that all necessary requirements in terms of personnel
records have been fully satisfied prior to arranging for
new staff to be confirmed as permanent employees.

Grading of Staff

A new job grading system is to be introduced after a job
evaluation exercise covering all jobs in the Company to
ensure that job grades are uniform intra-departmentally as
well as inter-departmentally.




2.2.3.

Manpower Training an velopment

It is recormended that on-the-job training programmes
should be drawn up for employees in various sections of
the Company and their response to such training monitored
through use of a new on-the-job Training Progress Report
Form.

External training courses and vestibule sessions organized
internally should be arranged for employees of the Company
to help remove "training gaps* that become apparent as a
result of the monitoring of employees responses to on-the-
job training.

Evaluation of Work Performance and
Condust of Employces

It is recommended that an employee performance and conduct
evaluation system should be introduced under which the
work performance and conduct of employees is monitored
continuously throughout the year and employees assisted to
improve upon their areas of weak assessment.

Towards this end, an appraisal system based upon
management by objectives should be introduced.

An Objectives Form, a Critical Incidents Form and an
Employee Performance Evaluation Form are to be introduced
for use in appraising the work performance and conduct of
all staff.

PR 1]

t




Mo e

- ——

2.2.5.

Corporate Planning

It is recommended that detailed action programmes that

must be followed by various departments of the Company in

Voadne o

order for it to achieve its long term goals should be
prepared with specific time targets for completing various :
tasks. !

Tn this regard, it is recommended that the detailed action
programmes suggested by the Consultants in this report
should form the basis of current and future action
programnmes.

The Corporate Plan should form the basis of preparing
short-term development plans for the Company.
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COMPANY BACKGROUND

OWNERSHIP

The United Garment Industry Limited (UGIL) was incorporated
in 1964 as a joint venture between Uganda Development
Corporation (UDC), two Japanese Companies, Yamato
International and Marubeni Corporation and the United
Commercial Agencies. The composition of shareholding and
other shareholding details are as follows:-

Authorised Number of Shares 200,000
Value Per Share 20 USh.
Value of Authorised Shares 40,000 ush.
Calls in Arrears:
No. of Shares in Arrears 13,750
Value of Shares in Arrears 2,750 USh.
No. of Pald Up Ordinary Shares 186,250
Value of Paid Up Ordinary Shares 37,250 Ush,
12 1/2% Redeemable Cumulative 20,000 USh.

Preference Shares

Shareholder o, of Value of Percentaqe
Shares ghares Shareholding
1. Uganda Development Corp. 134,250 26,85G USh. 67.13
2. Marubeni Corporation 27,500 5,500 ush. 13.75
3. Yamato International 13,750 2,750 USh. 6.87
4. United Commercial Agencies 10,750 2,150 ush. 5.38
S. = (Calls in Arrears) 13,750 2,750 USh. 6.87
TOTAL 200,000 40,000 Ush. 100.00%

TYPE OF BUSINESS AND MISSION OF UGIL

The United Garment Industry Limited is a Garment
Manufacturing Company which produces Shirts, Trousers,
Suits, Knitted Wear including T-Shirts and Briefs as well
as Uniforms for schools and the Uganda Army.
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The Company regards itself as being in the garment and yarn

industries. The Company's products and markets are in:-

- high quality fashion apparel of knitted products such as T-shirts,
polo shirts, briefs and knickers for export to Europe the United
States of America and Canada.

- fine quality yarn for export

- medium quality knitted woven wear for the local market such as T-
shirts, underwear, sports wear and nappies.

- woven garments for local markets such as shirts, trousers, shorts,
army and school uniforms.

The long term goal of UGIL as stated by its management is
to achieve profitability for the Company to be self

sustaining, that is, to generate internal funds to achieve
a financially healthy position.#

PRESENT STATE

Qrganization Structure

The Organization Chart of UGIL at the beginning of IMAS
Technical Assistance is shown in Appendix 4.

The Organization Chart is characterized by poor interface
between functions which complement each other. For
example, there is a poor interface between production and
the purchase of raw materials as well as between production
and physical custody of raw materials.

* FOOTNOTE: UCHL STRATEGIC PLAN DEVELOFED WITH FIES/UNII
ASSISTANCE, 2IN1) TO 2IRD NOVEMBER, §99

FRYVIN
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In addition, the effectiveness of important functions such
as marketing of the Company's products is hampered by an
inadequately developed organization structure in the
Marketing Department. s

By placing the physical custody of raw materials for
production under the Marketing Department, the Marketing
Manager's attention has to be focused not only on his main
function of marketing but also on the warehousing and issue
of raw materials for production.

The Department is therefore prevented from fully '
concentrating on the critical aspects of marketing such as

selling, distribution, research, sales promotion,
advertising and pricing.

The structurc of most departments including the Marketing,
Accounts and Engineering Departments are characterized by
one-to-one reporting relationships. The one-to-one
reporting relationships tend to make affected
officers/positions virtually redundant as they merely pass

) . documents/reports/memoranda/decisions up or down between

Z

their superior officers and their immediate subordinates.

4

There is a mixture of position titles and grade titles in
the designation of various positions which appear on the

Organization Chart resulting in inconsistency in designa-
tion of positions.
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Finally, important industrial engineering functions such as
Research and Development of Products, Work Study and
Methods Review, Production Planning and Control,
Maintenance Planning and Control, Material Requirements

planning and Quality Control have been given a low profile,
organizationally.

With a view to removing the weaknesses inherent in the

present organizational framework, which acversely affects

overall effectiveness and efficiency, a number of changes 5
= i in the organization structure were proposed, discussed with

the management of UGIL and agreement, in principle, reached -

on implementation of the proposed changes.

These changes, which are shown in the Proposed Departmental

Orqgan‘zation Charts in Appendices S(a) to 5(q) are dotailed
below. '

X 3.3.2. Production Department

A good interface between production and physical custody of ;
raw materials for production is ensured through placing the “
N Raw Materials Store under the Production Manager.

W

A It is felt that quality control within the Company could be

' improved by giving the quality control function greater
independence to review and comment on the quality of both
products produced and maintenance schemes used within the
Company:

~

o~

RS Y Y

R
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‘In order to enhance the effectiveness of the quality

control function, quality control has been removed from the
Production Department and placed under the new Production
and Engineering Services Department.

Production and Engineering Services Department

In the Proposed Organization Structure, functions which are
considered vital to the successful achievement of the
objectives of UGIL in the production area such as quality
control, research and development of new products,
production planning and control, maintenance planning and
control, work study and methods review, material require-
ments planning and purchasing have been placed under a new
department, the Production

and

Engineering Services

Department.

The critical purchases within the Company are those made
for the Production Department and therefore the officer
responsible for purchasing must,

preferably, be placed

under the control of a manager with a technical background.

Due to the need to improve internal checks and control, the
key activities involved in the procurement of inputs such
as ordering, payment authorization, payment and physical
custody of items purchased have been separated and placed
all
activities associated with ordering of inputs, follow-up of
orders and clearing of goods ordered on arrival have been
made the responsibility of the Purchasing Officer who is to
report to the Head of the Production and Engineering

Services Department.

under different departments/sections. As a result,

e
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Marketing Department

A major weakress of the marketing function at UGIL is the
low profile given to marketing services such as sales
planning and control, market research, sales promotion and
advertising.

In the Proposed Organization Structure therefore, the
existing one-to-one reporting relationships are removed by
creating two sections within the Marketing Department to
handle selling/distribution of products and marketing
services,

Furthermore, all activities which are not directly related
to the marketing function such as those related to the
physical custody of raw materials and inputs for production
have boon removed from the llst of responsiblilitles of Lhe
Marketing Manager with the Raw Materials and Inputs
Storekeeper placed under the Production and Engineering
Services Manager.

With regard to marketing activities, a position of
Marketing Services Officer has been created to handle such
services as Sales Planning and Control, Market Research and
Sales Promotion/Advertising.

Finance and Accounts Department

A number of one-to-one reporting relationships within this
department have been removed in the Proposed Organization

Structure of the Finance and Accounts Department.

T

[15F .
.
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In addition, the position of Senior Statistician (a grade
title) is to be redesignated as Planning, Budgeting and
Management Information Officer and made responsible for
duties such as planning, budgeting, variance analysis and
: writing of management information reports.

Under the Proposed Organization Structure therefore, there
. would be three sections within the Financial! and Accounts
‘ Department responsible for Financial Accounting, Cost
Accounting and Planning, Budgeting/Management Information.

C hadt

Finally, the position of Chief Accountant (a grade title)
should be redesignated as Finance and Accounts Manager.

3.3.6. Internal Audi

. The Internal Audit Department has hitherto been given a low ‘
profile organizationally.

W

It is therefore recommended that the department should be
strengthened and headed by an Internal Audit Manager.

N In addition to the traditional internal auditing functions

of pre- and post-auditing of transactions, it |is
A recommended that the Internal Audit Department should also
‘ undertake systems audit to ensure that internal control,
internal checks and balances within UGIL are enhanced and

e
T

various management information reports are prepared as well

s\

as submitted to management on time.

e 5 Y

v
A
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Two sections are therefore to be created in the department
with responsibilities for Internal Control Systems and
Investigations as well as Pre- and Post-Auditing.

1.3.7. Personnel Department

The Peruonnel Department handles all personnel matters as
well as administrative matters of the Company.

It is thernfore recommended that the department should be
- . redesignated as the Personnel and Administration
Department.

Furthermore, it is necessary for all personnel matters to
be separated from administrative matters within the
department and different officers assigned to handle the
personnel and administrative functions within the
department.

The personnel function 1s expected to be handled by a

Personnel Officer while an Administrative Officer is

. expected to handle the Company's administrative matters. P
1N
§ Personnel matters expected to be handled by the Personnel
R -~ Section of the department include recruitment, wages/

salaries administration, personnel records management,
manpower training and development, appraisal of staff
performance, industrial relations, discipline of staff and >
welfare.
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Administrative meztters expected to be handled by the
Administrative Section of the department include office
cleaning, transport, security, protocol, public relations,

general administration including secretarial and clerical 3

services and other general services.

3.3.8. Engineering Department

The Engineering Department is characterized by one-to-one
reporting relationships.

AR All one-to-one reporting relationships within the
department have been removed through the creation of three
sections which are expected to handle all mechanical
enqineering, electrical engineering and civil/estate
maintenance functions in the Company.

The department should be strengthened through training of

Y staff in the department to improve their knowledge and
skills.

RN The Head of Department's designation should be changed from
‘§ Chief Engineer (a grade title) to Engineering Manager (a
position title).

ek S
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P 1.4.  STAFF STRENGTH

13 The United Garments Industry Limited employed 454 members

of staff at the time of the IMAS Technical Assistance

Programme. Out of the total staff complement of 454, 328

. | members of staff were directly engaged within the

: Production Department while the remaining 126 were engaged

- in other departments which render support services to the
Production Department.

- An analysis of the indirect staff complement showed that a
total of 4% employees were engaged within the Personnel and
- Administration Department while 18 employees were engaged
within the Accounts Department. Inspite of the reduction
in the number of staff in the Company in the last quarter
of 1991, it is recommended that additional reductions in
the number of employees especially those engagcd in the
< above-mentioned two departments should be seriously

considered.

It is the view of IMAS that the total number of employees

enqaged~ in the above-mentioned two departments can be
L\ N reduced by ten (10) (ie. two from the Accounts Department
‘§ and eight (8) from the Personnel and Administration
Department).

In view of the anticipated increase in the level of -
capacity utilization by the Company between 1993 to 1995 .
and beyond, no additional reduction in the number of

employees of the Company is recommended.
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3.s.  HUMAN MANAGEMENT

The human resources management function at UGIL was 1
observed to be generally satisfactory. However,
improvements have to be made in job grading, recruitment : f

procedures, performance appraisal and training schemes for
staff. )

Consequently, technical assistance and guidance was ;
provided by IMAS to enable the Personnel/ Administration
Manager and the Personnel Officer improve upon the above
mentioned areas of weakness. ‘

During the IMAS Technical Assistance Programme, it was <

observed that there was a very high turnover of skilled

staff of UGIL. For example, 12% of employees in this

category lett the service of UGIL in 19Y91/92 (i.e. July to )
. May) . |

N Reasons for this high rate of turnover of skilled employees
include low morale arising from low salaries, lack of
training and absence of emplovee performance evaluation.

: N\ It was observed that no comprehensive personnel programme
covering recruitment, training and manpower development,
wages and salaries administration, staff performance
appraisal, industrial relations and welfare was tollowed on
a consistent basis by the Company. |

Thus employees could not easily link achievement of the
Company's goals and objectives to the attainment of their '
own personal objectives.
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§ - The need for the Company to implement a more comprehensive
f

H personnel programme was therefore stressed. Specific areas

v of deficiencies which were identified together with details
of technical assistance given to staff ‘n  the )
: . Fersonrel/Administration Department at UGIL are as .
‘;‘ follows: -

.ot Joh Grading System

The grading of jobs in UGIL was observed not to be
- . comprehensive enough. It was therefore not possible for
job grades in various departments of the Company to be
compared for the purpose of determining salaries of
employsees undertaking the affected jobs. There was thus no
unitorrmity and consistency in the grading of staff both
intra-departmentally and inter-dopartmontally.

Assistance was therefore given by IMAS to the Personnel/

Administration Manager of UGIL to develop a job grading
system that would help to remove the deficiencies that are
inherent in the UGIL job grading system.

W

1 The main objective of the Technical Assistance given to

UGIL was to ensure that a comprehensive job grading system
was introduced, which made it possible tc compare job
grades within departments of the Company as well as between

various departments of the Company.

The proposed job grading system is shown in Appendix 6.
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Manpower Training and Development

The main weakness observed at UGIL in the area of manpower
training and development was the fact that no structured
training programmes were prepared for staff of UGIL to

follow.

The only training given to staff on-the-job was not
structured to ensure proper career development and increase

in productivity.

Furthermore, off-the-job training courses which were
arranged for employees of UGIL were selected on an ad-hoc
basis and were not selected to fill any previously
identified training gaps in employees response to on-the-

job training programmes.

Another weakness was that over any period of time, the
Personnel/Administration Manager had no means of knowing
the sort of on-the-job training being given to staff in

various departments of the Company.

With a view to removing these weaknesses, the IMAS
Consultant assisted the Personnel/Administration Manager of
UGIL to design an On-The-Job Training Progress Report Form
which is to be sent to other Heads of Department from time
to time for them to give Progress Reports on the training
programmes being followed by staff in their departments.
(Please see Appendix 7 for a copy of the On-The-Job
Training Progress Report Form).

Y

i
1
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In addition, the need for employees of UGIL to be made to

go through structured training programmes to enable them
acquire new knowledge as well as improve their skills and

-
f
C e e et ok .

thereby help to increase their productivity was emphasized.

A d
)

.

l 3.5.3.  Appraisal of Performance of Staff
Even though the performance of employees at UGIL was
evaluated at the end of each financial year, the appraisal
system used was characterized by subjectivity and -

performance of staff was not continuously monitored

throughout the year. '

As a result of the absence of an objective performance
evaluation system in the Company, staff could not readily
associate achievement of thea Company's objectives with

attainment of their own personal objectives. '

Furthermore, employees of UGIL could not easily 1link
increases in their productivity with corresponding

increases in their remuneration.

LN Technical assistance given by IMAS in the area of appraisal
of employee performance was therefore aimed at introducing
| - objectivity into the appraisal process and making the
process continuous (ie. one that goes on throughout the
year) and based upon a system of Management By Objectives
(MBO) . *

-
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The performance evaluation system designed by UGIL with
assistance by IMAS consists of a Staff Performance
Evaluation Form which would be completed on an annual -
basis, at the end of each financial year, and is supported

by an Objectives Form that specifies targets for employees

to achieve by the end of specific periods. It also
includes a Critical Incidents Form, which is to be
completed quarterly during the year by all Heads of
,' Department in respect of the work of ali staff in their
departments.

The Critical Incidents Form is expected to list all the ’
positive achievements of staff as well as the negative
incidents they have been involved in during the quarter

under review with recommendations for the employee to

improve upon his/hor areas of weak assagnmant., which have

. ' led to negative critical incidents recorded against him or

her.

The Staff Performance Evaluation Form, Objectives Form and
the Critical Incidents Form are shown in Appendices 8 to
10.

It is expected that introduction of the new Employee
Y o Performance Fvaluation Forms would introduce greater
objectivity into the appraisal of the performance of
employees at UGIL as well as help to let employees see the
linkage between excellent performance on the one hand, and

recognition by the Company through such means as upgrading,

promotion, cash awards and bonuses on the other.
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CAPACITY UTILIZATION

The United Garments Xndustry Limited (UGIL) had seven (7)
main production plants with the following capacities at the
time of the IMAS8 Technical Assistance Programme.

PLANT INNTALLED AUCIHEVARLE CURRENT ACTUAL

CAPACITY CAPACITY CAPACITY UTILL-
ZATNION LEVEL

I Spmning 17 § Tonncs Month 14 Tonnce' M 10 Tunnes/ Month
wn
N 1) Timocs Month 13 3 Tonnes’ M

(U7 WY and UT)

L T i6 (0 Ky Poe Mowth P2 a0 kg M WD Kg/M
LI S0 TR 2i0u He Por Monih 1. 150 Kp/M L0000 Kg/M
3 eMT Baisn oo Month 18,000 Pes!M W Pos/M
N Shate [T 1 IR SR TAE N LIV oM A0 P M

LI FITTIREN Swnt Pieue o Monch 500 Poa M 20 reeM

T Prmong §9 0am Pxces Month 1,2 Pus’'M 7.923 e’

An  analysis of the bottlenecks that would affect
achievement of the above stated capacity utilization levels

was made in terms of the tollowing bottlenecks: -

i1) Workirg capital tied up by the items produced in each plant.

i1} Machine hours used up during the production of each item in
vach of the six shops at UGIL.

(112} Labour cost associated with the production of each item in

each of the seven plants of UGIL.

The analysis showed that working capital tied up by some
products of UGIL before the capital locked up in them was
converted through sales into cash as well as obtaining

sutficient working capital to cover the cost of production

inputs were the most critical bottlenecks.

RU

 aumi
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! Another bottleneck was the low capacity utilization which
g‘ made it impossible to meet potential export orders.
In view of the main bottleneck posed by working capital, g
' ;j prodnction of items which tie up less working capital and
) turn over quickly in terms of sales as well as provide
attractive contribution margins is to be emphasized in
determining the Company's product mix.
] In view of the foregoing, it was decided by the Management ¥
- 0! UGIL to produce at the levels shown below as well as set
. for the Company an objective of attaining the practical o
capacity utilization levels by the end of a four-year
target period (1993 - 1995) as follows:-
PERIOD PLANT PROJECTED CAPACITY
UTILIZATION LEVEL
S January to June, 1993 Spinning 14 Tonnes/Month
- do - Knitting 12 Kg/Month
- do - Dye~House 18.15 Kg/Month
- do0 - CMT 75,000 Pcs/Month )
\ - do =~ Shirts 8,250 Pcs/Month :
- do - Trousers 5,000 Pcs/Month *
- do - Printing 15,000 Pcs/Month
) July to December, 1993 Spirning 30 Tonnes/Month f
\ - do - Knitting 18 Kg/Month
Qh; - do - Dye-House 27.21 Kg/Honth
‘§ - do - CMT 75,000 Pcs/Month
’ - do - Shirts 8,250 Pcs/Month
- do - Trousers 5,000 Pca/Month
v | - do - Printing 15,000 pPcs/Month
' January to December, 1994 Spinning 35 Tennes/Month .
- don - Knitting 21 Kg/Month
- do Dye~House 31.7 Kg/Month ’,
- do - CMT 75,000 Pcs/Month /
- do Shirts 8,250 Pcs/Month
- do - Trousers 5,000 Pcs/Month
- do - Printing 15,000 Pcs/Month

»
o
®
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&
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PERIOD PLANT PROJECTED CAPACITY
UTILIZATION LEVEL

January to December, 1995 Spinning 40 Tonnes/Month

- do - Knitting 24 Kg/Month

- do - Dye-House 36.35 Kg/Month

- do - CMT 75,000 Pcs/Month

- do - Shirts 8,250 Pcs/Month

- do - Trcusers 5,000 Pcs/Month

- do - Printing 15,000 Pcs/Month
Oon the basis of the projected 1levels of capacity

utilization during the period 1993 to 1995 as shown above,
the raw materials and other inputs which will be required
for production at the projected levels are shown in the
Bill of Materials in Appendix 11.

In order to help achieve the projected levels of capacity
utilization, the Management ot UGIL intends to embark on a
its overall

restructuring of the Company to enhance

effectiveness and efficiency in meeting the projected

levels of output.

In addition, the following strategies and action programmes
are to be followed by UGIL during the period 1993 to 1995.

!
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CORPORATE PLANNING

The following strategies was agreed to be followed by

various departments of the Company.

Strategies to_be followed by the
Marketing Department of UGIL

(a) Undertake market research with a view to advising on
appropriate quality standards, customer design
preferences, prices, effectiveness of advertising and
sales promotion measures.

(b} Undertake sales promotion to sell more of the Company's
products.

(c) Advertise to reach specific target markets and monitor
results.

(d) Oopen new distribution channels and evaluate their
eflectiveness In terms of promoting sales and reducing
dis*tribution costs.

(e) Pricing -~ advise General Manager on pricing policy.
(f) Improve customer service by prompt delivery of orders.

(g) Improve mobility of salesmen/representatives.
(h) Re-organise Marketing Department.

(1) Determine sales-mix for optimum results.

(3) Promote branding

(k) Train Salesmen

(1) Strengthen export drive

(m) Analyze sales results and undertake sales planning/
control.

(n) Review the performance of all UGIL sales depots and
close down all depots which are not profitable to run.

-
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; 3.7.2. Strategies to be Followed by the
Production artment
(a) Meet projected capacity utilization levels by ensuring
uninterrupted production.
P (b) Ensure adequate stocks of production inputs :
| (c) Prepare bill of materials on inputs required for
production.
(d) Install standby generator.
(e) Improve productivity of production staff by enhancing s
- efficiency through training of staff and introduction N
of productivity based incentive schemes.
- (f) Instill cost consciousness in all production staff. '
- (g) Undertake cost reduction measures.
(h) Improve quality.
(i) Establish production targets and monitor results,
(j) Re-schedule production lost through interruptions of
S power and breakdowns. )
X . ,
3.7.3. rategies to be Follow h
Accounts Department
W (a) Modernise Accounting System through introduction of an -
W integrated planning, budgeting, costing and reporting
{ . :
b management information system based upon
‘ computerization.
\
» = (b) Secure rescheduling of existing loans and re-financing
of existing loans on more favourable terms. .
(c) Strictly stick to rescheduled or refinanced 1loan
repayment terms.
(d) Arrange improvement of asset/loan ratio through re- N
valuing assets and creation of capital reserves. A
*
(e) Improve budgeting system. .
. (f) Improve costing system. i

3

i
2
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(g) Improve reporting and controlling systems.
(h) Improve financial planning including working capital
management.

(i) Lobby for lower taxes and an increase in float on tax
payments. M

3.7.4. Strategies to be Followed by the
Personnel and Administration Department

(a) Improve job satisfaction through:-
- 1improved welfare facilities

- - productivity based incentive schemes
- improved service conditions
. , - Jjob evaluation and grading .
- ~ motivate staff through an objective staff
) performance appraisal system
(b) Re-organise various departments of Company as will be
approved by UGIL Board.
(¢) Llalse with other Heads of Department. and doslygn
P structured staff training programmes  including .
: induction programmes for new employees.
R (d) Prepare a staff/organization manual.
(e) Ensure more effective and efficient administrative
support systems.
(f) Reinforce security of the Company's assets.
*\
N
3.7.5. rategies llow he Production
-~ . . .
N . and Engineering Services Department

{(a) Secure production and other inputs on time by
undertaking material requirements planning and
arranging purchasing in economic lots on time.

-(b) Monitor quality of prcducts and introduce schemes to
improve quality.

(c) Monitor designs and introduce new designs based upon
- market research.
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(d) Undertake production and maintenance planning/control
to enhance efficiency.

(e) Undertake product/process research and development of
work methods/procedures.

' i 3.7.6. Strategies to be Followed by the
Engineering Department

(a) Ensure uninterrupted machine availability for

production.
-f » »
{b) Prepare and implement planned/preventive maintenance
schemes. v
(c) Reduce machine downtime by improving breakdown repair
times.
(d) Liaise with Production and Engineerinqg Services
Department for purchase of required spare parts on
time. ,
/.'
N 3.7.7. Strategies to be Followed by the
Internal Audit Department
) - (a) Design Internal Control Questionnaires covering all -
KN facets of the Company's operations. ‘
. o 1
§ (b) Test-check all present systems of internal control and
submit recommendations for their improvement.
-~
$ ~ (c) Review all procedures and management systems to ensure
they contribute to optimization of effectiveness and -
efficiency.

(d) Monitor integrated planning, budgeting, costing,
reporting and control systems to ensure that management y
reports that are expected to be submitted under the
system are infact submitted on time and corrective
follow~up action is taken on time.

P
L
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Undertake pre-auditing of all petty cash, cash
disbursements, payments by cash or cheque for inputs,
spares, stationery and all other materials.

Undertake post-auditing of all transactions.

Undertake investigations of fraud and other cases as
and when necessary.

Strategies to be Followed by the
neral Manager’s Offi

(a)

(b)

(c)

(d)

(e)

(f)

(g)

(h)

(1)

(3)

Oversee preparation and review of the Company's
Corporate Plan from time to time.

Arrange for each revised Corporate Plan to be approved
by the Board of Directors.

Oversee preparation of the Company's Annual Budgets
which should be based on the Company's Corpora%te Plan.

Tackle under-caplitalization of Company by lobbying
shareholders to inject new equity into the Company or
permit the floating of shares to new shareholders.

Lobby EADB and other creditor Banks to reschedule or
refinance the Company's loans.

Follow-up export contracts to ensure firm export
contracts are executed.

l.obby Ministry to ensure dumping of second-hand clothes
is reduced.

Ensure financial planning and control 1is strictly
undertaken and followed by the Company.

Oversee re-organization of Company's Organization

Structure after approval of proposed changes by the
Board.

Chair monthly management meetings to review management
information reports.

‘- '.\r;,,-r\
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(k) Review prices at which raw materials and other inputs
are purchased on a regular basis.

(1) Review prices of finished products from time to time. :

(m) Review sales performance reports from time to time.

{n) Review the performance of Heads of Department.

3.8. DETAILED A PR :
‘ Detailed action programmes that IMA8S8 recommends should be “a
- followed by various Sections/Departments of UGIL during the :
. period 1993 to 1995 are shown in Appendices 12 to 19 for -,
the guidance of Heads of Department. )
s
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IMAS TECHNICAL ASSISTANCE
PROGRAMME FOR IMAS MANAGEMENT AND CORPORATE PLANNING EXPEAT

r
iumh

,[Dayo!lnalh

[ X3

1]

iDuy of assignmant

o
-
©

19

TACTIVITY

1. Review overall mansgemen
| of operstices a UGIL

i © ldeniify weahnsssos and

! pussible sohtions including
speuific referenvs to

= Organisation structure
and saff suengih

- Swatus of Corporsie planning
ol UGLL asd introduction
of Corporsts Plasning
wchriques

- Personnel recruitment,
traiming and performance
appeuiml,

4 e

2. Review ovenll mans gemeot of

| oparstions # TUMPECO

o Wentifly wesdincsses and
possible soluions including
spocific referencs to

- Orpanimlion aructure and
safl arength

- Status of Corponate planrung
a1 TUMPECO and iniroduction
of Corponule planning techniquecs

~ Personnel rocruilmend, treining
and parformmme appraisal,

£

3. Actint Genensl Mamager with review
of organiwiivn aruaiure of
TUMPECO 10 improve interface of
relevant Operstivas establish
repostiag relationshipe and

-

ﬂm:

-
X

q;

(ig2a

iy

improve overall effectivencis’efficiency.

Y

p =
g

4. Asavt Genenl mamger 10 review
the atus of Corporste planning af
TUMPECO,
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- PROGRAMME FOR |

]

MAS MANAGEMENT AND CORP

ORATE PLANNING EXPERT

W
P

-r

iMomh

|
L

May 1992

Juns 1992

JDURATION

iDay of month

118 119

U

26 [27

29

10 J11

128

16

17

18 119 )22

iDuy of sssignment A .
IACTIVITY

1 12

v ———

3

4

o

1

©

10

18119

20 121

11 113

24 25 126 |27

{5‘ Assiat Perscane] Mansger with
| intreduction of nhjective
petsonncl recnuiment, \niining
and manpower development
programunes aad a more
objoctive staff performance
sppraisal sydem.

.O.

Camplete drafl tinal repon on TUMPECO.

7. Amist Genera) Mansger with
review of organimtion
atructure of UGIL to improve
interface of relevant oporations,
enablish reporting
relationships and improve
overall effectivoness/efficiency .

-~—t

8. Assia Geners) mamager to
review the stalus of
Corporste plaaning st UGHL.,

9. Asda Personnel Mamager with
introductivn of more

| objective personnel

! recruitment procedurcs more

: efiative and efficient

; personnal training and

!

manpowe! development

programmes end an objectuive

alt performance sppraisal
i _sysaem.

§ 45

10, Complete Draft Fimal Repon
y on UGLL.

RS .

toah

1177 Assint General Mamagor with
review of organ:stion
arucwure of ..
W improve inleriace delween
; relevant operstions, estahlish
) reponicg relationshipe

and imprave ovenl!
! effectivencsslefficieny .

i
)
!
}
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PROGRAMME FOR IMAS MANAGEMENT AND CORPORATE PLANNING EXPERT

IMAS TECHNICAL ASSISTANCE

|

| Month May 1992 June 1992
P DURA'ICN
[Day of month 181912021 J22fasTag Jag lagjao )y 2 |3 la s I8 fo lro 1y [12a]1s 16 17 18 [19 122 123
iDuay of assignment 1 )2 3 14 |5 16 |7 |8 10 11 112 ]13 )14 )15 |16 [17 118 119 ]20 |21 122 |23 |24 (25 |26 {27
faCTIVITY i

|

{12. Asaist with introduction of more

ohjective perecnnel recruitment
procedures, more ettective
training and manpower
development programmes as
well as an objective swff
performance appraisal system.

——— e e

\
i
|
l
!
!
!
I
L

(2]

Coniplete Draft Fina) Report
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IMAO |=\;‘1mum. ADDID | ANLE
PROGRAMME FOR IMAS FINANCE AND ACCOUNTING EXPERT

Month

1
IMay 1992

June 1992

{DURATION

Day of month ‘18

19

20

21

27

28

29

P

10

11

248

16

17

1]

19

22

T

Day of assignment 1]

2

3

4

-~

10

19

20

)

22

23

24

15

26

ACTIVITY o

TUMPECO . '
3. Assist wilh ths }
development and
inroduction of an
imegrated planning, !
budgeting, coating |
reporting and controlling
roamgenent systom st TUMPECO,
4. Assia with imtroduction
of a more effective and
oficiend systexn of working k
el maragement '
s TUMPECO.,
o Detcrmins daily, weckly,
moathly and quanerly
reponing that will be
noccsmry in respoect of
working capital.
© Determine optimum stock
and accounis receivable
lewvels in relation 0
level of activity,
o Lniroduce preparstioa of ageing
schedules for aocounis receivable,
5. Asca with deermination
of product coeting and
_product contribution.

6. Assist with prepantion of projected
satemncats as follows:
schedule of projecied rew meterials
amd p1oduction inpuls Tequirement
1993 10 1993,
- manufacturing/profit and loss
scoounts for 1993 to 1995,
- Cash Flow Suements for 1993 10 1998
= Sources and uses ol funds satements
for 1993 10 1993,

- Balance shoets for 1993 10 1998,

. ,
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IMIAS TECHNICAL ASSISTANCE
PROGRAMME FOR IMAS FINANCE AND ACCOUNTING EXPERT
f .
Month May 1992 June 1992
DURATION

Day of month 18 19 {20 121 {22 12s fas fa7 l2g foo 1 T2 i3 {4 Is 18 To Tio 1y Dn2 [us {is 117 [is {19 122 T2
Day of assignment v [2 [3 [a [s |6 |7 {8 {9 [0t 1213 1a [1s {16 [17 [18 [19 [20 [21 [22 |23 |24 25 {26 [27
ACTIVITY

12. Assist with the development

and introduction of an intcgrated
planning, budgeting, costing,
reponing and controlling
management system At .......ee

trasnsancecsansesan ast

13.

Assist with the preparation of
projected schodules and
statements as follows:
~ Schedule of raw materials

and production inputs

requircments for 1993 10 1998,

- Manufacturing/Profit and

Loss Accounts for 1993 to 1995.

Cash Flow Suements for 1993 to 1995
- Sources and uses of Funds

Statements for 1993 to 1993,
~ Balance Sheets for 1993 10 1995.

14,
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IMAS TECHNICAL ASSISTANCE
PROGRAMME FOR IMAS MARKETING EXPERT

APPENDIX

|
IMonth lMay 1992 June 1992

| b
] DURATION

,"Dayofrnomh 18 119 |20 121 8i29{1 12 13 ¢ IS I8 19 Nho (Nl

Wity
(-
-4
(]
L ALE)
—
<
-—
»
o
w
-
»
-~
v
(-
-~

llfl_)qyotm;nm 1 2 I3 le 18 19

ractivity

Caua (2o

Il. 0 Review slcs and marketing
opersticns &1 UGIL,

o licnlifly axisting wesknosscs
and possible scdutions &
including spocific referen to I3

- prosent and optimum

I product mix

- present and optiraum pricing ks
of various products

- proseni distribution channcls ¥

' and otimurs channel mix .

- present and optimum sdverusing
sles promctica and market
roscurch 10 be aarried v

- presend saf( lovels, background

| and future requirements

! o Wrile interim repont.

2. - Review sules and matkeung operslions
&t TUMPECO, ideniuify, weakncsees

| and posaible solulions including

{ specific reference to

| - present and opimum product mix

b= present and optimum pricing of

‘ various products

|

|

\

!

I

]

preacul distribution channeis and
opumum vhannel mix
- present and optimum adverising |
sales promaticn and 1
- market reecarca to pe carned ouw
. - proset stall levels, background
i and future requirements
O Write intenim o, { l

b———— —

LA -0 ’
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Signature cof Head of Dept

Date:

Please complete and eubmit this form to the Personnel/Administra-
tive Manager before .......... cer s tevreesvan coee

Sig. of Personnel Manager

SECTIQN 3
TO_BE COMPLETED BY PERSONNEL/ADMINISTRATION DEPARTMENT

Hawwd on Lhe Information provided by the employses' Head of Department in SBection 2 (¢
this form, please complete the following:s

(a) Duscribe any trairing gap identified

........................... L A I R A R A A A A A A I N X IC N I I A I}

(b) Follow-up action taken to close training gap

(c) Give brief details of employee's performance after action taken in (b) above

----------------------- L I R R R R A R A B A A A I A I BRI BRI A R A A A A A A A A I B N A A I L A A A )

----------------------------------------------- D I R A A R I A A A I A I A A A A I A )
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f 56 %
{ ; APPENDIX 7 CONTD..
;
t Advise whether or not the employee is ready for the next phase of
» training. Give brief details of the next phase of training (including duration of
training).
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APPENDIX 8

UNITED GARMENT INDUSTRY LIMITED

THIS FORM IS TO BE COMPLETED BY THE

HEAD OF DEPARTMENT OR SECTION

. —d NOTE

REMARKS OF
DEPARTMENT

AGREED ACTUAL
COMPLETION| COMPLETION{ HEAD OF
DATE

OR REMARKS| DATE
ON TARGET
COMPLETION

EMPLOYEES
DATE

COMMENTS

DATE

:PLEASE INDICATE IN THE SPACE| PROPOSED

| BELOW THE OBJECTIVE(S) TO BE| TARGET

jCOMPLETED BY THE EMPLOYEE AS| COMPLETION
IWELL AS THE TARGET COMPLE-

I TION DATE

OBJECTIVE

[ S,

' NO.

- —— - - - o - - -

o — - - o -

Ca . e > - D

POSITION

GRADE

NAME OF EMPLOYEE

- - - P > - - — - o~ -

SIGNATURE OF EMPLOYEE

SECTION

DATE:

e e o D o D o e A ot o a0 = > - ———
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APPENDIX 9
UNITED GARMENT INDUSTRY LIMITED
CRITICAL INCIDENTS FORM
¢
Name of Employee: .............ceiveninnnnnnnnnnn... Position: ............
Department: .............. Cereet e coenan. Section: ...... teceerr et enann i
Name of Immediate Supervisor: ...............0000uu... R R R R T T T, teeecvrrens
Name of Head of Department: R I S R I S D T S
Period Under Review: PROM: ....., ....... ... """ 19... TO ettt e, 19...
NOTE: THIS FORM IS TO BE COMPLETED BY THE EMPLOYEE'S HEAD OF SECTION
OR HEAD OF DEPARTMENT.
PLEASE INDICATE IN THE SPACE BELOW ANY POSITIVE OR NEGATIVE CRITICAL INCIDENTS !
THAT HAVE OCCURED DURING THE PERFORMANCE OF WORK BY THE ABOVE NAMED EMPLOYEE
DURING THE PERIOD UNDER REVIEW
{_ POSITIVE CRITICAL FOLLOW-UP NEGATIVE (GIVE BRIEF FOLLOW~-UP
NO, INCIDENT ACTION NO. CRITICAL DETAILS) ACTION
(GIVE BRIEF DETAILS) INCIDENT
.-
fiteeraeees crrees te e ..
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APPENDIX 10

UNITED GARMENT INDUSTRY LIMITED
EMPLOYEE PERFORMANCE EVALUATION FORM

1' Name ¢ ....cccevverccncanne cecnsacenses veesecans Position: ...cecvevcecrccrvenncos
Grade: ....... oo Department: .....cccccevccscvcenseesss S@BCEION: ...c..ciciiirecane s
Date of Evaluation: ....cccecesvcccccccccacocaces 19...
Date of Last Evaluations ....ccecevececvcerrecres 19...
Period of Last Evaluations PROM: .....ceoveevevee 19... TO: ccoeeeensccsssesve 19...
Date of Last Promotion 3 cecesescesssresvorenes 19...
(If Applicable)
Purpose of Evaluation:

End of Proba- Annual Review Por Bonus or Other Reason
tionary Period Incentive Award

B L ettt el T TP N ——

Give Details of other Reason for Evaluation

INSTRUCTIONS TO PERSON COMPLETING THIS FORM

Carefully consider each of the performance evaluation criteria indicated on this form
and place an "x" or check mark ( /) in the column which best describes the performance of the '
employee being evaluated.

Please be guided by the following scoring details:

(a) Consistently Poor Performance

(b) Fair Performance

(¢) Highly Satisfactory Performance

(d) Very Good Performance

(e} Outstanding or Excellent Performance

U‘&UNHE

Please total your scores for the employee and indicate your overall aseessment in the 1
space provided.
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JOB PERFORMANCE CHARACTERISTIC POOR |FAIR |HIGHLY VERY {EXCELLENT |SCORE
SATISFACTORY |GOOD
1. Quality of Work
2. Quantity of Work
' 3. Performance Under Stress
1
4. Knowledge of Work
L]
.| 5. Initiative
i
"I 6. Adaptability
7. Judgement
- . 8. Resourcefulness
9. Co-operation '
10. Job Presence
11. Administrative or Clerical Ability
‘ OR
Secretarial or Typing Abillity OR
Knowledge of Storekeeping and
Practice of Stores Routine OR '
Knowledge of Accounting or Book-
s ‘ keeping and its Practice OR
i Technical Proficiency OR
: Effectiveness of Public Contact
' ;12. Appearance
113. Attitude
' ’ '14. Discipline
W '
t
X :15. Special Aptitude
'16. Future Potential —
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CLERK
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1
1
|

ASSISTANTS

ACCOUNTS
(WAGES)

{

f

ASST!

UNITED GARMENT INDUSTRY LIMITF
FINANCEZ AND
ACCOUNTS
MAXAGER

FINANCIAL
ACCOUNTANT
1
{ACCTS. ASST'
(CENTRAL
RECORDS)
.
[T Y

‘ACCTS.
(PURCHASES
'& LOANS)

[ ¢

1
|
|
|
i
J

. ACCOUNTS
‘ASSISTANTS
| (REVENUE)
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oh

P

OVERALL ASSESSMENT

N.B: PLEASE PLACE A CHECK MARK ( /) IN THE SPACE PROVIDED

g s
Ve v, v et

SCORE SCORE SCORE SCORE SCORE .
e |
16 l :] 17 - 32 33 - 48 49 - 64 65 - 80 ! _‘
4 POoR FAIR HIGHLY VERY GOOD EXCELLENT ’
SATISPACTORY

IMMEDIATE SUPERVISOR

1) Has the above assessment been discussed with the employee during ’

an appraisal interview?
[] Yes [ wo

2) If your anewer is "No”, please endeavour to conduct an appraisal
interview as soon as possible. '

3) If your answer is "Yes"”, please requast the employee to complete
the next eéection of this form.

SIGNATURE: ...vovvvsecrves
DATE: ..cvevvvvvrrnes

EMPLOYEE

1) Please comment on how yu intend to improve upon your areas of weak
assessment in the space below:-

2) Please give any other comments on your assessment below:

SIGNATURE OF EMPLOYEE! ....vvevvvvevvnn
DATE: ...coevvvcecnons




1)

2)

3)

4)

5)

6)

HEAD OF DEPARTMENT

INTERNAL

AUDIT

MANAGER

UNITED GARMENT INDUSTRY LIMITE

&% own (=S |
’ 0 o€ <D
[
F 4
o
o
<%:
<ot
(L -+
Nr-L
EtE
AR X &0§
&= ™~ *
msm Qa i
> [ ] fa S |
- <O

62

Do you AGREE WITH TIIE ABOVE ASSESSMENT?

SCORE

i

F

SCORE SCORE
16 17 - 32
POOR FAIR

RECOMMENDATION OF HEAD OF DEPARTMENT
(This must NQT be Communicated to the Employee).
On the bagis of my assessment of the em
I recommend that he/she should be given

33 - 48

If your answer i{s "No” then please give your reasons for disagreeing
with the assessment in the space below:

Indicate your own assessement of the employee's performance:

SCORE

HIGHLY
SATISFACTORY

Normal Increment on his/her present scale
Increment should be withheld/deferred
NS PN P eMON I~ e =y il

49 - 64

SCORE

VERY GOOD
What measures do you consider necessary in order to help the employee

to improve upon his/her performance during the next review period?

What othar comments do you have regarding the overall performance
and future potential of this employee?

ployee's performance and conduct,
the followings~

65 - 80

EXCELLENT

~

»
k
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3
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>
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1 .
! y ] - To be confirmed in his/her present position/grade
i! [] - Probationary period to be extended fOr .............. weeks/month(s)
: [ ] - To be given a special Award Of .....ceeeescessccsssssssrescscscsnnscnssscscse
]
! - | [ ~ Appointment of employee is to be terminated
4 [] - other recommendation
(Please give details)
Give any other comments/recommendations in the space below:- .
SIGNATURE OF HEAD OF
DEPARTMENT
DATE
. PERSONNEL/ADMINISTRATIVE MANAGER

1 1 do/do not ondor-oﬁtho recommendation of the employee's Head of Department.

NB: IN CASE YOU ARE UNABLE TO ENDORSE THE RECOMMENDATION OF THE EMPLOYEE'S HEAD OF
DEPARTMENT, PLEASE GIVE YOUR REASONS IN THE SPACE BELOW

©

2) What i# your own recommendation on the employee?

A
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!
! GENERAL MANAGER'S APPROVAL
i
SIGNATURE OF GENERAL
: . MANAGER
. e
DATE
PERSONNEL/ADMINISTRATIVE MANAGER
PLEASE INDICATE FOLLOW-UP ACTION TAKEN AFTER THE GENERAL MANAGER'S APPROVAL
r
| NO. FOLLOW~-UP ACTION DATE COMPLETED
_—
l
|
!
!
L
!
3
SIGNATURE OF PERSONNEL
“\ MANAGER

o

a
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UNITED GARMENT INDUSTRY LIMTI
PRODUCTION
MAMAGER
BLEACHING SPINNING KNITTING PRINTING PLANT PLANT
& DYEING MANAGER MANAGER MANAGER MANAGER MANAGER
MANAGER (C.M.T) (SHIRTS)
SECTION SHIFT [sHIPT SECTION SECTION SECTION
SUPERVISORS | |SUPERVISORS ‘supznvxsoas SUPERVISORS| |SUPERVISORS| |SUPERVISO
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APPENDIX 12 82
!

ITED GARMENT INDUSTRY LIMITED UNITED GARMENT INDUSTRY LIM

RPORATE PLAN 1992 TO 1995 | PRODUCTION AND ENGINEERING SERVICES
RATEGY AND ACTION PLAN SHEET

!
(8) (1) (8) (9) (10) (11)
TARCET REPORTS(S) TARGET POLLOW-UP OPFICRR(S) TARCET COMPLETION ' PRODUCTION AND
COMPLETION  |TO BR SUBMITTED|SUBMISSION [ACTION RESPONSIBLE |DATE FOR POLLOW- ‘ ENGINEERING
DATR(S) PRODUCED DATE(S) POR FOLLON-UP]UP ACTION SERVICES
~ i B HANAGER
Draft[30th November|Proposed Jlst Dec. « Ensure that the [General 31712795 1 .
plani1992 corporate plan.{1992 Corporate plan Manager N . .
sad sarves as the basia i
tted of all annual ;
d budgets during the —
val. plan period. !
PURCHASING DESIGNER QUALITY
AND CLEARING OFFPICER CONTROLLE
, OFFICER
, i:gCQSING DESIGN lI QUALITY
EARING 5 !
x . Daily, . Monthly . Not later{. Ensure bankable General Immediately upon i ASSISTANTS ASSISTANTS | SUPERVISO
paults|veekly, reports to the [than two proposal is Manager receipt of Board B
hTe sonthly, Board of weeks preparsed froa the Directivea/ ~ —
qQuarterly, Directors. before next{corporate plan and reaction up to |
and annually {. Quarterly scheduled secure 31712795, '
up to reports, Pinal |board re-acheduling of .
31712798 Accounts, meeting up jexisting loans. .
Budget and to J1/12/95]. Obtain reaction 2 1
Corporate Plan of board to all .
to the Board reports, take
of Directors. necessary |
corrective action
1 and iaplement
policies of the ;
Board of Directora. f
‘w
) | i N .
e S ST
\ . s . LY V “ b ? ‘,
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ITED GARMENT INDUSTRY LIMITED
RPORATE PLAN 1992 TO 1995
RATEGY AND ACTION PLAN SHEET

‘. B - . . /..-1
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(6) 17 (8) (9) (10) (11)
\RY TARGEY REPORTS(S) TAKGEY POLLOW-UP OPPICER(S) TARGRT COMPLRETION
COMPLETION TO BR SUBMITTED|SURMISSION [ACTION RESPONSIBLE DATE FOR FOLLOW-
DATR(S) PRODUCED DATE(S) POR POLLOW-UP{UP ACTION
1 13 3lst May, . Memorandus 3lst jan. . After approval General By 31lst March
jate 1993. to the Board 1993, of the Board, Hanager 1983
of Directors subait a sesorandum Thereafter carry
pntal on redeploy- to the Personnel ouwt other
Fments. ments and - Manager to give necessary review
pe redesignations directives on of the
gnation of ataff. - Redeploywents organisation
fus - Redesignations structure, staff
s - Reorganisation deaignations and
of Department and new appointments
e re- . Hemorandum 31st Jan. ~ New appointments. a8 apprupriate up
Jtion to the Board 1993. to 31/12/95.
gction, of Directors
{ TR for approval
¢ 1, of the proposed
JAavdat, reorganisation
Fing of departaents.
sunts
NS .
¢e . Memorandua to . Request froa Ceneral Not later than
gent the Board of Heads of Department |Manager three months
Directora on reports on after assumption
the new staff perforsance of of duty of new
4ing to be ataff after eaployeeg or
[ 14 appointed. re-deploywents after redeploy-
gal re-designations and ments/
new appointmsents. redesignation of
qr staff.
Yy .
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b APPENDIX 7
Y UNITED GARMENT INDUSTRY LIMITED
. ) N-THE-JOB TRAINING PR REPORT ‘
; BN FORM 1
i
: SECTION 1
Personal Information
Name: ..................... Employee No: ....... Grade: ..... Position: ............
:f' Department: .....cccieeenecrvecceccnes tecersacecn Section: ........ sesresccsasens cesecs
Date of Report ............cccc..n ...+ Date of Last Progrese Report ...........cvevvees
SECTION 2
To the Head of Department
< SUDJ@CES  vevervirerencncrancaenenonnncnnnnnnn
(Name of Employee)
% Please give details of training given to the above named
employee during the last quarter/month in the space below:-
Details of Training "
. ceececscereroesorserre et ee e eatecsee sttt ocenr e oarne
W© RSP EREEIRSSEORERRRDDPRRRRR
\ ~ Please comment on employee's response to the training given and

~ - suggest ways of improving upon the employee’'s response to the tiaining given.
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CORPORATE PLAN 1992 TO 1995
(B 9] (2) 3) i4) (5) (6) (1) (8) (9} (10) (11)
CORPORATR|OBJERCTIVES STRATRGY orricex NECESSARY TARGRY RRPORTS(S) TARCEY POLLOW-UP OFFICER(S) TARCET COMPLRTION
M1SSION RESPON- ACTION COMPLETION TO BE SUMMITTED [SUBMISSION |ACTION RESPONSIRBLE DATE FOR POLLOW-
S1BLE DATE(S) PRODUCRD DATER(S) POR POLLOW-UP|UP ACTION )
3. To steer « Arrange and General . Review Kot later . Relesvant Not later . Obtain reaction Ceneral . Immediately upon ,
and control chair monthly HManager overall than one week|extracts of than two of the Board of Manager 1eceipt of Board
UGIL, to sanageaent perforsance after wmanage-[monthly and weeks Directors to reaction up to
achieve ita [meetings to as highlighted |ment meeting {quarterly before the {various reports 31/12/95. . -
niasion. review the in reports and|up to reports on the [next that are subaitted ' I
following:- take 31/12/9S company’'s scheduled to it and carry 1
- Profit and corrective perforsance to |[Board out Board )
Loss Account action to the Board of Meeting up |Directives. ‘
- Balance Sheet - Improve Directors. to 31/712/85 -
- Cash ?low overall
Statmsents performance in
- Cash Budget subsequent
- Sales Reports wonths.
- Production « Pinal Draft Same as Same as above General Same as above
Reports Accounts and above Manager
- Personmel - Remove Audited Pimal
Reports weaknesses in Accounts to the
- Internal Audit interal Board of !
Reports control and Directors. )
- Other sanagemsent i
Managesent systeas. ol
! Information '
Reports. Motivate staff
to exceed
targets. '
{ L e
. Review . Not later |
performance inithan one week !
specific areas|after .
N of LGIL sanagement !
operations and |eeeting up to
take 31/12/95.
1 corrective
action.
. Give daily . baily up . Give . A8 and ., Ensure that the Ceneral ., Daily up to
direectives to 31/12/95. [necessary when right action is Manager 31/12/795. N
and guidance queries and necessary taken by all Heads
. to staff as provide up to of Dept. in
necessary. guidance as 31712495 response to 4
necessary.* queries. )
” ‘! . - 1
MU - "4 ’ )’
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UNITED GARMENT INDUSTRY LIMITED
(1) (2) (3) [C B 5) 8) N (8) (9) (10) (11)
CORPORATE JOBJECTIVES STRATEGY orriCczR NECERSSARY TARGET REPORTS(S) TARGET FOLLOW-UP OPFICER(S) TARGET COMPLETION
MISSION RESPON- ACTION CONMPLETION TO BR SUBMITTED|{SUBMISSION |ACTION RESPONSIBLE DATE FOR POLLOW- i
£ 3818 DAYI(S) PRODUCED DATE(S) POR YOLLOW-UP|UP ACTION L
. Oversee General Oversee Three vweeks . honthly + Two weeks|. Ensure Board General Imediately upon i
preparation of Manager distraibution before each Perforsance before each|directives on Hanager recsipt of Board A
Scard papers and of Board Boar! meeting| Reportas. board reports are carried Directives up to '
attend all Board Papers. up to . Quarterly moeting up |out up to 31/12/95. 31/712/98. :
seetings. 31/12/95 Reports to 30th —
« Annual/Pinal [June, 1996.
Accounta
. Budgets
. Corportate
Plan.
. Ensure isport |[Ceneral Monitor . bmily up N/A N/A . Undertake General Whenever necessary
of rav materialsinanager perforeaance/ to 31/12798 continous high- Hanager up to 31/12/98,
spare parts, and activities level lobbying to
other inputs for of purchasing ensure quick
production are and other approval of all !
done on time and departments. forex applications
at the right subaitted to the
prices. Bank of Uganda and i
other Banks.
. DiteL ine Ceneral . Review . After each |. Price liat . Before . Monitor sales General . Contihue , i
pr. - Manager detalled batch up to to Marketing close of and adjust prices Manager sonitoring as .
fi..= coating report|31/:2/98 Manager day on per sarket sagment necessary during \
pre. .. . ich on each batch indicating which batch|[as necenmnary. plan period up ‘
ass aie * from and deterasine incentives for |is produced to 31/12/95 ,
Mar: . Cine prices, retallers. .
Mana -~ ¢ . retailer
Chie. incentives
Accour.tart. and coapany
profit sargin.
+
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UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

) 2) t3) 4 5) (6) (1) (8) (9) (10) (11)
CORPORATR{OBJIECTIVRS STRATRCY orreicee NECESSARY TARGEY REPORTS(S) TARGET POLLOW-UP OPPICERR(S) TARCET COMPLETION
MISSION RESPON- ACTION COMPLERTION TO B? SUBMITTEZD|SUBMISSION [ACTION RESPONSIBLE DATE FOR FOLLOW-

SiBLE DATR{S) PRODUCED DATER(S) FOR POLLOWN-UP{UP ACTION
. Appraise or General . Comaplete By Jiat Dec. |. Complete By 15th Monitor performsance|ceneral . Continue
evaluate Manager perforumance of every performance Aug. yearlylof Heads of Hanager sonitoring am
perforeance of evaluation year during evaluation up to Department and necessary during
Neads of forms for eachthe plan foras for 31/12/98 ensure improvement the plan period
Departaenta. Head of period up to [personal files in al) areas where up to 31/12/95,

Departaent. 31712798, of Heads of they are weak.
Departaents.




PRODUCTION MANAGER 1

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION PLAN SHEET

APPENDIX

13

DEPARTMENT
() 2) 3) (4) (5) (8) (1) (8) 9 (10) (1)
CORPORATR|OBJRCTIVES STRATRCY orricae NRCERSSARY TARGET REPORTI(S8) TARGCRT POLLOW-UP OFFICER(S) TARCET COMPLETION
MISSION RESFON- ACTION COMPLETION TO 88 SURMITTED|SUBMISSION {ACTION RESPONSIBLE DATE POR POLLOW-
SIBLR DATR(S) PRODUCED DATE(S) FOR POLLOW-UP{UP ACTION
1. laprove 1. Complete all [Production [Arrange for By 3lat Dec. [1l. Raw Jlst July a) Ensure orders Production 1. Jist December
capacity necessary Manager procuresent yearly for saterials and yearly for |are placed for Manager yearly for
utilisation installation/ section to subsequent other inputs next year’'s|inputs, spare parts subsequent year's
rehadbilitation acquire all years requiremsenta production. {and other items by production.
of production inputs production, list to be procurement nfficer
plant and required for sent to in good time to
equipment. uninterrupted Ingineering ensure balanced
production. and Production and uninterrupted
Services Dept. production and .o
other opsrationa.
“ (Refer to attached
procureaent/
programae,
« Auquire Same as abouve Same an Same as above Same as above[Same ar .ibave,
other ahbove
necessary
items.
»|See page ..... of report)

Ty -




WY

PRODUCTION MAI

N

A
A

GER 2

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
L) (2) 3 (4) s) (68) 7) (8) 19) (10) ti)
CORPORATEJOBJIECTIVES STRATRCGY OrriICER NECESSARY TARGEY REPORTS(S) TARGET FOLLUW-UP OFrICER(S) TARCEY CONMPLETION
4{ISSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSION |[ACTION RESPONSIDLE DATE FOR rOLLOW-
SIBLE DATELS) PRODUCED DATE(S) FOR POLLOW-UP|UP ACTION
2. Achieve 2. Prepare Bill |Production [2. Prepare 2. Jist July [2. Bil] of 2. Ensure procure- 12, Engineer- |Jlst December 1992
balanced and {of saterials Manager detairled bill [1992 and materials aent ufficer ing and and theresafter
uninterrupted/on inputs of aaterials thereafter showing detaila obtainn General Product ion by J1at Dec. of
production required for to guide the by 3dlat July J[of all inputs Manager's approvul [Servicea each year of the
throughout production one procureaent of each year [required for and places orders Manager/ plan period up
plan period. |[year ahsad of officer in of the plan productian to (or production Procuresent to liat Dec.
schedule dur:ing his purchasing|period up to |procuremseant inputs wpares, and [Officer 1995,
plan period. activities. J1st Decemberlofficer. other msaterialae/
1993, items required by
the coapany (n
good time
4.b) Bnsure
procuresent officer
fullows-up orders
Lo enaurs prompt
devliivery of items
ordered.
f
! ' g
B o * ’ k
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.
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'EPARTMENT
(1 (2) ) () 15) 16) (1) (8) 19 (10) i)
tORPORATE|OBJECTIVES STRATECY OFRICER NECESSARY TARGET REPORTS(S) TARCET FOLLOW-LIP OFYICER(S) TARGET COMPLETION
41SS10N RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSION |ACTION RESPONSIBLE DATE POR POLLOW-
sisLe DATE(S) PRODUCED DATE(S) POR POLLOW-UPJUP ACTION
2.c) Arrange Production [2.c) Determine As required . Detailed . After ., ASSORR 1Bprove- Production Continue assesn~
training Hanager on-the- job during plan on-the- job each round [ment i1n performance |Manager aunt of
schemes for training period up to [iraining of on-the- |of staff as result effoctiveness
staff in prograsees 31lst Dec. programmes to Job of training of training
- - Department for all staff,.[1993. Personnel training Twrai ed. throughout the
Manager. plan period up
tu J1st Dec.
. Contact . Proqress . After 1995,
Personnel reports on each course
Department to both on-the-job|during plan
arrange and and off-the|period up
external job training to Jlst
training courses to be Dec., 1995,
courses for submitted to
stafef. the Personnel
Manager.
i
]
.'
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!
!
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ERODUCTION MANAGER 4

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 18982 TO 1995

STRATEGY AND ACTION

PLAN SHEET

~1§5g?1!‘th4;~ ‘<f*' .

DR 3

~DPARTMENT
(1) 12) t (1) (5) (6) (N (8) t9) (10) (1)
CORPORATE |OBJECTIVES STRATECY orricee NRCESSARY TARGEY REPORTS (S TARGET FOLLOW-UP OFPFICEM(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSION [ACTION RESPONSIBLE DATE FOR POLILOW-
sIBLR DATE(S) PRODUCED DATE(S) FOR FOLLOW-UP|[UP ACTION
Intensify Production |laprove wnrk Throughout Reqular After each |Initiate corrective|Production Continue with
quality control [(Manager wothods and plan period quality controliBatch hut Action to improve Manager gquality contrn)
efforts train up to 31lst reports from within 12 quaiity of afforts up to
' eaployees. Dec. 1995 plants to hours of products, I8t Dec. 1995,
Production and of
! Manager Ratch,
Undertake |Production |. Research Throughout Subait new By end of . Review repurts on|. Production {Continue with
product/process |[“anager into possibi- [plan period findings firat week [ma »» findings to Manager production
innovation lity of up to llist reports to following Gole v . Manager innovation studien
studies and | iaproving workjDec. 1995, General quarter Arrange for Production and continue to
iaplement ] flow and work Manager during planfemployees who Manager encourage antuff
results \ methods as aonthly or period up achieve outstand- to be more
i well as use quarterly as to Jlst 1ng results to be productive
) of existang necessary. Puc, 1999, {rewarded wath throughout plen
H wacnines for | 1NCentIves as period up tn
i nes products. | N ESEATY . st Dec, 199§.
Achieve Intensaty :Prcduc:xan Ensure factory]Throughout Take corrective Production . Continue with
product 1on pollution |Marager waste is plan period attion hy inatall- [Manager pollution control
targets control eftorts : cleared and up to Ing A CORt MOLRUTO8 uUp tn
without : Jdisposed of 31712798 offectaive pollution 31712795,
polluting the i safelv, contrnl sechanism
environment ' VoAan unacueaptably
: hizh ievel of
. pollution 8
; eatablished,
: . Ensure Same as abqyﬁ Same 99 above Same as abhbuvn|Same as above,
; eaployees are
: provided wath i
. adequate :
i protectaive i
' vear.
!
1
i
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PRODUCTION MANAGER 5 '
UNITED GARMENT INDUSTRY LIMITED 1
CORPORATE PLAN 1992 TO 1995

<
(B D] (2) (3) (4) (5) (&) (7) (8) (9) (10) (1)
CORPORATREIOBJEBCYIVES STRATEGY oPrICER NECESSARY TARCEY REPORTS(S) TARGET POLLOW-UP OFPPICER(S) TARGET COMPLETION :
MISSION RESPON- ACTION COMPLETION TO BR SUBMITTED]|SUBMISSION [ACTION RESPONSIBLE DATE FOR POLLOW- i
SIBLE DATR(S) PRODUCED DATE(S) POR POLLOW-UP|UP ACTION
laprove Production |. Set Before end .« Mesoranda Before Jlat
Productivity of |Manager Production of sach year |on productivity|Dec. of -
staff. targets during plan bonuses to each year .
period and Personnel during the * .
whenever Manager plan period
necCeasary., up to 3lst '
Dec. 1995
. Monitor and -
performance whenever
. Complete . Perforsance necessary
perforsance evaluation up to
evaluation foras to 31/12/95.
forma. Personnei
Hanager.
. Discaipline Lp to . Querries and |[. Not . Ensure Production Continue with .
staff 31,12/95 memoranda on Later than |[disciplinary Manager disciplinary
ataff conduct |one working|action directed meaAsSures up o !
and performance|day after by Personnel the end of the
to Personnel each Manager is carried plan period
Hanager. incident out, (L.@ up to - |
requiring - 31/12/98. N
discipli- :
nary action .
. Restructure  Carsv out . dfore « tleavrandum o Bofore . P S Product ian CoLontinue 1o '
- Department to S erntats EIY B on staff Jlar e, rfuireance of fanager monitor .
separate Te-drpic e - re-depluyments [ 1992 re-deployed staff, performance up P |
Frimductaion ~roctaffoan tu Personnel . ta 1/12/95.
i :Supporl Services Depa. t@ent, | Manager
: Ifron direct
Speduction
iact 1vities )
|
b ' :
- |
i
' 1 | 3

g |
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PRODUCTION MANAGER 6
UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

L

DEPARTMENT
) (2) () (4) S) (8) (7) (8) (9) (10} (1)
CORPORATE[OBJECTIVES STRATECY OPPICER NECESSARY TARGET REPORTS(S) TLRCET POLLOW-UP OFFICERIS) TARGET COMPLETION
“HISSION RESPON- ACTION COMPLEY ION TO BE SUBMITTRED|SUBMISSION |ACTION RESPONSIBLE DATE POR POLLOW-
S1BLE DATE(S) PRODUCED DATE(S) POR POLLOW-UP|UP ACTION
Yo reduce . Inatill cost, |Production |1. Organise before end Reports on At the Monitor gaina in Production Continue with
cost in all safety and Manager quarterly of sach reductions in end of cost reduction Manager cost reduction,
facets of efficiency cost, safety Quarter up rate of waste- |each day and take necessary safety improvesent
Departasenta] [conciousness in and efficiency|to 31712795 age to up to corrective action., and efficiency
activity. all staff. improvesent Production 31/12/95 enhancesent
mseetings with Manager on indoctrinatian
staff. daily basisa of staff up to
up to 31/12/95 31/12/9%
« Undertake Production |Rxamine 3Jist Dec. Progreas Monthly + Determine cost Production J1/12/95
cost reduction Manager poasibility 1998 reporta on up to savings from using [Manager f
seasures. of recycling Pilot Project 30th June, |[recycled water
in production to General 1997, . Ensure bottle
process HManager washing is
effectively done.
. Determine 31712798 Cost savings Weekly up . Determine cosat Production Al1/12797
optimsal mix of reports to to 31/12/95]xavings from using {Manager
local and General Manager an optimal mix of
imported input local and imported
for production inputs,
that will not
affect quality "
standards but -
will reduce
cost.,
Ensure Prepare Production |. Coamplete 3lst Dec. Completed
departaent Departuental Hanager standardized yearly during{standardized
has sufficent|Budget. budget froa plan period. |Budget Form
funds for all for departaent to Chief
departeental . Attend Accountant.
operations. budget hearing
meetings.
. Obtain and . Approved Sth January|. Monitor Production . Continue to
be guided by Budget. yearly up performance and Munager. sonitor and
appreoved tn 3171295 |compare actual improve actual
budget ., ! - results to planned results up to
2 targets and take 131712795,
ETY ALY BTN YRR NP I
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targets for
staff in
sales section.
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performance as
necessary.,
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GENERAL/DEPARTMENT
(1) (2) t3) (4) (5) (6) 1) (8) (9) (10) (11)
CORPORATR [OBJECTIVES STRATEGY OPFICER NECESSARY TaACET REPORTS(S) TARGET FOLLOW-UP OFPICER(S) TARCET COMPLETION
M1SSION RESPON- ACTION CHPLETION TO BR SUBMITYED|SUBMISSION [ACTION RESPONSIBLE DATE FOR POLLONW-
SIBLE DAYE(S) PRODUCED DATE(S) POR FOLLOW-UP{UP ACTION
1. Re~ 1. Create Marketing 1. Ensure 31712793 1. Submit 3ist Jan. 1. Monitor and Marketing
organise msarketing Manager Marketing and msesorandum on 1994 appraise staff HManager
Departaent services and sales sections recoamsendations pearformance after
to enhance sales sections are properly for redeploy- re~deployments
effectiveness|in Departaent staffed and sents to
and arrange Personnel
efficiency. induction/ Hanager.
orientation
prograsmes b) Submit meso |3lst Jan. b) Bnsure staff
for new staff. on new ataff 1994 are recruited on
requirements time.
to Personnel
Hanager.
c) Subait c) Subait perform- [Marketing c) Continue to
detaila of ance reports on HManager monitor staff
induction/ new staff tc performsance and
orientation Personnel Manager take corrective
programmes to for their action up to
be followed by confirmantion after 31712795
new staff and their probationary
sectional periods,
heads.
2. Carry out 2. Issue all 2. Job 30th June 2, Ensure all jobs j[Marketing
necessary staff with descriptions 1992 carried out are Manager
redeployaents Job to staff in in conformity
from within desacraptions. all sections. with job
departmsent to descriptions
fill the
positions of .
marketing
services officer
and sales
officer.
3. Place 3. Set sales 3., Continue to darketing Same as above.
f:1naishad goods perforwance appraise all staff [Manager

e v

-



MARKETING 2

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION

PLAN SHEET

GENERAL/DEPARTMENT
) () t3) (4) (3) 18) (7) (8) (8) (10) 1)
CORPORATE |CBJECTIVES STRATECY OFPICER NECESSARY 142CET REPORTS(S) TARGST POLLAW-UP OFPICER(S) TARGCET COMPLERTION
HISSION RESPON-~ ACTION CMPLETION TO BE SUBMITTED|SUBMISSiON [ACTION RESPFONSIDLE DATE FOR POLLOW-
SIBLE DATR(S) PRODUCED DATE(S) FOR FPOLLOW-UP|UP ACTION
2. Ensure 1. Determine Marketing Prepare and 3lst Oct. Projected Jlst Oct., Ensure Production Harketing Daily up to
balanced and |product sales Hanager send projected|yearly during]sales mix yearly Depariment Hanager 31/12/95
uninterrupted)mix sales Mix tte plan reports produces correct through Sales
supply of report to period. quantities of officer and
UG1L producta Production products as Pinished
to 21l market Manager indicated on sales |Goods Store-
aegeents. mix report. keeper.
2. Ensure Marketing a) Monitor 3112795 Daily sales By 10.00 Take necessary Marketing Daily up to
opt isus Manager stock report a.m, of corrective action. |Manager 31/12/9%
distribution positions, Markcting following through Sales
of products to liaise with Manager. day. officer and
various sarket production Marketing
segments. sanager and Services
ensure daily officer
sales targets
are met.
b) Undertake
at least 2
field trips
to msonitor
marketing
activities.
3. Prepare aj) Braef Marketing a) Submat B, 30th April|Sectional Jlst May 1. Cosolidate all Marketing end of June
comprehensive|Sectional Heads (Manager memorandum tc |vearly up to |[Programmes to yearly up sectional Manager yearly up to
marketing on sarketing sectional 2L02283 Marketing to 31/12/495|programmes 1nto 31/12/95
programmes objectives of Heads for thea Manager. Departmental
for the the coapany to submait prograsmes.
company. thear
sectional
programaes to
the Marketing
Manader.
N -y - I 4 A A
~ s o IR 7} - B 1 ‘
TNEYYN LR, ¢ .
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MARKETING 2 CONT’D

UNITED GARMENT INDUSTRY LIMITED

CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION PLAN SHEET

GENERAL/DEPARTMENT
1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11
CORPORATE|JOBJECTIVES STRATEGY OFFICER NECESSARY TARGET REPORTS(S) TARGEY POLLOW-UP OFPPICER(S) TARCEY COMPLETION
HISSION RESPON- ACTION COMPLETION TO BE SURMITTED([SUBMISSION |[ACTION RESPONSIBLE DATE FOR FOLLOW-
SI1BLE DATE(S) PRODUCED DATE(S) POR POLLOW-UP{UP ACTION
4. Ensure Prepare draft Marketing a) Quantity Ind of Nov. Draft Depart- 15th Nov, Attend Budget Marketing 30th Nov, yearly
adequate Departamental Manager cost of yearly up mental Budget yearly up hearing meating. Manager up to 31/12/95
financial Budget. departmental to 31/712/95 to Chief to 31/12/95
support is programme and Accountant
provided for incorporate in Obtain a copy of Same as By Sth January
Departmental Departmental the company’s above yearly up to
prograame. Budget. approved budget 31/12/795.

and be guided by
same up to
31/12/95.

.



GENERAL/DEPARTMENT

2

.
UNITED GARMENT INDUSTRY LIMITED

CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

)
CORPORATE
MISSION

(2)
OBJECTIVES

()

STRATEGY

%)
OFTFICER
RESPON-
S1BLR

(6)
TARGET
COMPLETION
DATE(S)

(7)
REPORTS(S)

TO BE SUBMITTED

PRODUCED

(8)
TARGCEY
SUBMISSION
DATE(S)

(9)
POLLOW-UIP
ACTION

(10)
OFFICER(S)
RESPONSIBLE

FOR POLLOW-UP

TARCET COMPLETION

DATE

UP ACTION

(11)

FOR FOLLOW-

5. Gain
intimate
knowledge of
sarkets and
customer
requireaents.

Undertake
coaprehensive
market research.

Marketing
Manager

1.

Define

Mavx--ting
Res--arch
objertives
and set
targe-ts/

COvVeTINg areas

such as:-

Total
national
demand for
UGIL pro-
ducts

UCIL marhet
share
analysis
Brand
Performance
“arket
Segment
performance
Distribu-
tion
channel
performance
effective-
ness
Effective-
ness of
Advertising
and pro-
sot1on.
Product
1nnovation
Pz duct

S :eS-8lXx
Mairket
Statistics
Caompetion
Export
Market
porential

31/12/95

HMemo on
marketing
research

objectives and

targets to
sarketing
services
officer,

As and when
necessary
during plan
period up
to 31/12/95

1. Ensure
set for M
Research
are met t
reviewing
that are

targets
arketing
activitian
hrough

reports
submitted,

2. Make personal
follow-up of

research
for confi

purposes,

findings
rmation

‘farketing
Manager

Up to J1/12/958

i

R
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GENERAL/DEPARTMENT
(1) (2) (3) (4) (5) (€) (7) (8) (9) (10) (11)
CORPORATE {OBJECTIVES STRATEGY OFFPICER NECESSARY TARGET REPORTS(S) TARGET POLLOW-UP OPFICER(S) TARGET COMPLETION
M1SSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSION |ACTION RESPONSIBLE DATE FOR FOLLOW-
sIBLE DATE(S) PRODUCED DATE(S) POR POLLOW-UP|UP ACTION
6. Increase a) Train Sales- [Marketing l. Arrange Up to
productivity aen Hanager sulitable 3112795
of Marketing on-the-job
Departaent training 1. Periodic
Personnel achemea for exceptational
saleswmen. perforaance
reports to
Personnel
Manager
2. BMonitor Up to
performance 31/12/497
of aalessen.
3. Arrange Up to 3. Copies of
for identified|31/12/97 Certificates
training gaps of eaployees
to be filled to be forwarded
by outside to Personnel
courses, Manager
attacheaents
and 1n-house
training
sessions.
4. Appraise After each
performance training
of salesaen. session,
quarterly and
amually up
3 12795,
5. Arrange Alser Letter /Memo
for deserving [ac-:evement to General
salesaen to o! specifaic Manager for
be daven tavgets and approval of
incentives or juarterly [incentives.
bas:.s.
.. . R{NY
S A ’ (& , b

Bl
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'MARKETING 5

i 4

UNITED

oo

CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

GARMENT INDUSTRY LIMITED

GENERAL/DEPARTMENT
(1) (2) ) 49 t5) (6) (7) (8 (9) (10) l (11
CORPORATE|OBIRCTIVES STRATECY OFPICER NECESSARY TARGET REPORTS(S) TARGET POLLOW-UP OPFPICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSION [ACTION RESPONSIBLE DATE FOR POLLOW-~
SIBLE BATE(S) PRODUCED DATE(S) POR POLLOW-UP{UP ACTION
€. Ensure 1. Monthly and Marketing 1. Ensure latest by endiMonthly and Latest end [1. Analyss Marketing By 15th of next
effective Quarterly review[Manager sonthly and of lat week Quarterly of lst week|performance of Manager. month following
planning of Departmental quarterly of next Salea Susmary. jof next Department and month or quarter
and control achieveasents in asubmission of [month or sonth or ateer departmental of submsission up
of warketing |terus of their perforsance quarter of quarter of |activities to to 31712795
activitias contribution reports by asseasment. Asaessaent. |ensure that cospany
towards the sectional vision is achieved.
company’s Heads.
vision.
2. Compare Same as Honthly and Same as Same as above. Marketing Same as above.
actual above. Quarterly above Manager
sectional analysis of
achisvesents sectiocnal
against performance
planned
targets.
3. Analyse
variances
and take
necessary
action.
2. Ensure Marketing 1. Liaise with|¥ithout Copies of Not later 1. Take necensary Markating Continue up to
regular checks Manager Internal notice 1. Audit than two action to control Sxnager 31712/95%
of Retail shop Auditor fur throughout Reports to bhe days after |shop activities
activities and redgular audit [the plan received by return based upon
sotivate shop checks of period. Marketing from recosmendations
staff. shop Manager. Inapection |in inspection
activities, vinajt, report.
2. Conduct tp to 2. Surprise Same an Same as above darketing Same as ahove,
surprise 3112795 shop Inapection|ahove. Manager
visits to Report.
check shop
acti«ities,
| 1
o o BRI . '\

s Saiaa



UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TGO 1995

STRATEGY AND ACTION

PLAN SHEET

GENERAL/DEPARTMENT
1) (2) (3) (4) {3) (6) (1) (8) (9) (10) (1)
CORPORATE|OBJECTIVES STRATECY OrrICER NRCESSARY TARGET REPORTS(S) TARCRT POLLOW-UP OPFICER(S) TARCET COMPLETION
MISSION RESPON- ACTION COMPLETION TO 32 SUBMITTED|SUBMISSION |ACTION AESPONSIBLE |DATE POR POLLOW-
SIBLR DATR(S) PRODUCRD DATE(S) POR POLLOW-UP|UP ACTION
7. Maintain a|Monitor perform-|Marketing 1. Bnsure st Jan. Hewmo on 3lst Jan. 1. Ensure that Marketing Continue
high standard|-nce and Hanager Sectional 1994 authority 1994, authority limite Manager throughout the
of disciplinelconduct of staff Neads liwmitas to all are complied with plan period up
in department|in departasent. authority Sectional and not exceeded. to 31/12/9%
limites are Heads.
clearly stated
and cossuni-
cated to
subordinates.
2. Ensure Latest by Staff 13th of 1. Ensure staff Marketing Continue up to
Sectiomal 15th of next |performance next month |isprove upon areas Manager. 31/12/95
Heads subait month appraisal forw |[following of weak asseasment
Quarterly following quarter
appraisals of {quarter under under
perforsance review, review,
of all sataff
in their 2. Arrange
sections. incentiven for
staff showing
outstanding
-” performance and
- conduct.
8. Secure 8. Undertake Marketing . Insure 30th June Hemorandua to 3lat Jan. . Ensure Export Export Up to 31/12/95.
gxport a sustained Manager gxport officer|133] Parsonnel/ 1983 Officer maintaina officer
contracts sarketing Drive is appointed Administrative - Maintains
for UGIL to secure Manager contact with
products export contracts existing export
customers
- Attends various
trade fairs
- Eatablish contact
with new and
potential foreign
- buyers of UGIL
products.,
T , ., R [T AR
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UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
(D (2) (3) 4) (5) (8) (&D] (8) (9) (10) (11)
\ CORPORATE]|OBJECTIVES STRATEICY OFPICER NECESSARY TARLLT REPORTS(S) TARGET POLLOW-UP OPPICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED{SUBMISSION |ACTION RESPONSIBLE DATE FOR FOLLOW-
SIBLE DATE(S) PRUDUCED DATE(S) FOR POLLOW-UP|UP ACTION
1. Kodarnise 1. laprove Chief 1. a) Review 28th Aug. 1. Draft J0th Sept. |1.a) Ensure draft Chief
accounting planning and Accountant |projected yearly up to {corporate plan |1992 corporate plan is Accountant
syatea. budgeting sales susmary [31/12/9S for 1993 to amended anm
aystes. prepared by 1985 for necessary after it
wmarketing conajderation has heen considered
9 departasent by management. by managesent and
and detormine prepare final
relative draft corporate
revenue. plan,
b) Review b) Arrange meeting Joth Nov, 1992
’ procuresent of General HManager
schedule and all Heads of
covering Dept. to adopt
materials for final draft of
r production, corporate plan.
; capital
expenditure
from 1993-95
and estimate
relative cost.
c) Determine c) Enmure copy of
e other expendi- final draft of
. ture duri=g corporate plan is
I 1992-95 : forwarded to the
Ceneral HManager
for onward trans-
minsion to the
Board of Directors
through the Board
finance Committea,
d) Prepare
projected cash
flow stateaent
for 1993-9%
[ e) Prepare
projected .
sources and
| . L
d . St e .
7 > *',r » P " )

e S
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ACCOUNTING 2

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
(1) (2) (3) (4) (%) (6) (?7) (8) (9) (10) (11)
CORPORATEROBIECTIVES STRATRECY orriceR NECESSARY TARCEY REPORTS(S) TARCET FOLLOW-UP OPFICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETIUN TO BE SUBMITTED|SUBMISSION |ACTION RESPONSIDLE DATEZ POR POLLOW-
SIBLE DATR(S) PRODUCED DATE(S) FOR FOLLOW-UP|UP ACTION
i) Hake 1Sth Dec. Pinal corporate|3dlst Dec, i) Submit copies Chief Latest by end of
necessary 1992. plan 1992 of rinal corporate |Accountant firat week in
ad justasnt to plan to General Japuary 1993,
corporate plan Manager, all Heads
after comments of Department and
of directors sectional Heads
at finance for their guidance,
committee
level and full
board level.
PN L SR . P G U ‘h L "
PRI BT :

A%
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ACCOUNTING 3

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION

PLAN SHEET

= PARTMENT
() (2) 13) 1) (5) v6) (7) (8) (9) (10) (1
ORPORATEJOBJECTIVES STRATECY OFPICER NECESSARY TARGEY REZPORTS(S) TARGET FOLLOW-UP OFFICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBHMISSION |ACTION RESPONSIBLE DATE FOR POLLOW-
SIBLE DATE'S) PRODUCED DATE(S) FOR PFOLLOW-UP|UP ACTION
3) Develop Chief 2.a)Distribute|3lat Oct. a) Budget 3lst Oct. Enaure budget Chief 15th Nov, 1992
standardised Accountant |]budget 1992. proposal form. {1982, proposal forms are [Accountant and thereafter by
budget proposal proposal forms distributed to all 15th Nov, of each
forsat for use to all Heads Heads of Department year up to
by all depart- of Department. completed and J1/12/798
sents wvhen returned by thea
subaitting on time. (Budget
budget proposals proposal forms
should also be
completed by the
Chief Accountant).
| b) Consolidate|30th Xov,. b) Draft budget|1Sth Dec. b) EZnaure budget is|Chief 15th Dec, 1992 and
departaental 1992 and 30th|to General 1992 there-|reviawed and Accountant thereafter by 15th
budget Nov. yearly “anager and after by endorsed by General Dec. yearly up to
proposals. up to Heads of 15th Dec. Manager and Headsn 31712798
31/12:95 Departaent. yearly up of Department.
to 31/12/95
c) Prepare 20th fec. '92(c) Draft final |31/12/92 c) Present Budget Chief J1st Dec, 1992
final draft and there- budget to and there- |and receive Accountant and theruafter
budget after 20th company secre- [after by comaents of Board by 318t Dec.
dacument . Dec. .early tary for onward]3lat Dec. on bhudget and make yearly up to
up tc transsissiuy tolyearly to necessary adjust- 31/712/95%
3171 38 Board Directors|31/12795 ments to hudget.
d) Submit 3ist lec.'92 |Proposed budget{31st Dec. d) Present and Chief 3ist Dec. 1992
asended budget|and trere- to full board. {1992 and receive commentsa Accountant and thereaafter hy
to full board [after llst thereafter |of full board on Jint Dec. yearly
for approval. |Dec. .early. 31at Dec. budget and make up to 11/12/95
yearly up necessary changes.
I to 31/712/95
|
|
!
]
|
. B o A
S T L T .
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UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

-

e B

f ) 12) 1) 1) (5) \6) (7) (8) (9) (10) (11)
CIORFORATE |OBJECTIVES STRATECY OFFICER NECESSARY TARGEY REPORTS(S) TARGET POLLOW-UP OFPICER(S) TARGET COMPLETION
4158S10N RESPON- ACTION COMPLETION 70 BE SUBMITTED|SUBMISSION [ACTION RESPONSIBLE DATE FOR POLLOW-
SIBLE DATE(S) PRODUCED DATE(S) FOR POLLOW-UP|UP ACTION
2.d)Distribute]Sth Jan. *93 |Pinal copy of Sth Jan. 2.d4) Monitor Chief Daily, weekly,
copies of and there- annual budget. {1993 and performance of all |Accountant wonthly, quarterly
approved after by Sth therafter departaents and semi~annually and
budget to Jan., yearly by 5th Jan.|compare actual or whenever
Ceneral up to yearly up results to neceasary during
Manager, all 31/712/95 to 31/12/95|budgetted results. plan period up
Heads of to J1/12/98
Department and 2.8) Ahalyse
sectional variances and
Heads for submit relevant
their guidance sanageaent
information reports
for corrective
ac biun,
1) laprove Chief d.a) Create Il aug. 3.a) Memorandum|15th Sept. |{3.a) Hold joint Chisf 30t Sept, 1993,
costing system. |Accountant [cost centres 1993, to all Heads of [199) \ccounts Dept/ Accountant
to cover all Departasent to User Departament
functional infora them discussions on
areas of the about new cost new costing
company . centres. Rystem.
3‘.‘,‘- “"@”‘.:-‘ -’ NI ?’T v v —|~.‘.,ml




ACCOUNTING 5

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 19892 TO 1995
STRATEGY AND ACTION PLAN SHEET

EPAPTMENT
- g (R (2) (3) 4) (5) 6) (7) (8) (9) (10) (11
. URPORATE[OBJECTIVES STRATEGY OrriceR NECESSARY TARGE? REPORTS(S) TARGET POLLOW-UP OFFICER(S) TARGET COMPLETION
y 1SS 10N RESPON- ACTION COMPLITION TO BE SUBMITTED|SUBMISSION [ACTION RESPONSIBLE DATE FOR FOLLOW-
" i SIBLE DATE: 3) PRODUCED DATE(S) FOR POLLOW-UP|UP ACTION
5 3.b) Introduce}3O0th Sept. b) Mesorandum 30th Sept. |b) Hold discussions|Chief J0th Sept. 1993
{ revised PlES 1992 to all Heads of 1892 on new chart of Accountant
: chart to Department to accounte with Heada
i accounts explain cost of Departeent to
d codes and clear any
1. break-down of difficulties they
5 costs into may have.
fixed and
ia variable
i eloments (i.e
) controllable
: costs) and non-
| N controllable
i costs).
I
1" 3.c) Updrade 30tr wov, c) Memorandum 3lat Oct. c) Discassions with|Chief Jist Dec. 1994
F? marketing and |1994 tn all Heads 1994 Heads of DepartmentAccountant
;' sainterance of Heads of to sxplain
I cost centres Departments rationale behind
1 B to prof:t cn new profit change to profit
r centres . centres. centres,
'R |
{ B |
. ]
1 I
L 1
I B 1
L '
l ]
[ ” ' "‘
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ACCOUNTING 6

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
(12 (2) ) 4 (5) (6) " (8) (9) (10) (11)
CORPORATE|OBJECTIVES STRATECY orricee NRECESSARY TARGET REPORTS(S) TARGET FOLLOW-UP OFPFICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSTION |{ACTION RESPONSIBLE |DATE FOR FOLLOW-
SIBLE DATE(S) PRODUCED DATE(S) FOR FOLLOW-UP|UP ACTION
4. Imaprove Chieft 4. Design 30th Nov, 4.a) Production|30th Nov,
reporting and Accountant |forms for 1992 and . Production 1992 and
controlling managesent thereafter aa foras thereafter
systems information and vhen » Marketing as and when
reports NECeSSAry foras necessary
indicating during plan + Pinished during
responsibility]period up goods atore plan period
of each to 31/12/95 foras up to
officer in- . Other atores |31/12/95
charge of Head foras
of Departaent . Personnel
foras
. Accounts
forma
. Internal
forms
. Audit forms
. Procurement
foras
. Other fores
to various
departments.
b) laprove b) Assist all Heads|Chief 15th January,
existing of Departmsent and |Accountant 1993 and there-
aanagesent other users with after as and when
information . any difficultiea necessary during
report forms that may surface plan period up to
with regard to use 31/12/95
of new and revised
forms.
B - [ \ 'l o M

‘4?"’&“
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Department
and prepare
relevant
sanagesent
inforsation
reports.

receipt of
form froms

the various
Departments

corrective action
is taken on the
report.

<-- e e yhe,
-:. Rt &'—a—---u-. - "
J DEPARTMENT
’ (1) (2) 3) (4) {5) (6) 1) (8) (8) (10) (11)
CORPORATEJOBJECTIVES STRATEGY Orrices NECESSARY TARCEY REPORTS(S) TARGET FOLLOW-UP OFFICER(S) TARCET COMPLETION
M1SSION RESPON- ACTION COMP_ETION TO BE SUBMITTED|{SUBMISSION [ACTION RESPONSIBLE DATE FOR FOLLOW-
SIBLE DATL:S) PRODUCED DATE(S) POR POLLOW-LP|UP ACTION
4.c) Arrange 3181 Dec. 4.c) Various 31712792 c) Same as 4(b) Chief
printing/ 1982 and printed forms above Accountant
cyclostling thereafter to user
of new forms as aad when departaents.
and distribute [necessary
sane . duriag the
plam period
up teo
31/12/98
4.d) Prepare d) 31712792 |d) circular alzj12/92 d) Obtain General Chief 31/12/92
circular to all Heads Manager’s signature|Accountant
indicating of department on circular and
target dates together distribute circular
for subaission with new foras to all Heads of
of various Department together
forms to with new forms,
accounts Dept.
Submit
circular for
General
Managers
sighature.
4.¢) Analyse Throughout various Throughout |e) Liaise with the |[Chief Not later than
various plar. period [management plan period{General Manager, Accountant two weeks after
reports as up inforsation but not Internal Auditor submission of
and when they l31/.1/95 reports. later than |and relevant Head management
are submitted one week of Department to information
by Heads of after ensure that report.
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ACCOUNTING 7 CONT’D

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

. cmy

0 .. .

DEPARTMENT
(1) 12) 3) (H (S) (6) (7 (8) (9) (10) (11)
CORPORATI!OBJECTIVES STRATECY orriceR NECESSARY TARCET REPORTS(S) TARGET rOLLOW-UP OFFICER(S) TARGET COMPLETION
HISSION RESPON- ACTION COMPLETION TO BR SUBMITTED|SUBMISSION |ACTION RESPONSIBLE DATE FOR FOLLOW-
SIBLE DATZ(S) PRODUCED DATE(S) POR POLLOW-UP|UP ACTION
4.f) Prepare Not later Monthly, Not later Discuss profit and |Chief Latest by end
sonthly, thas end of quarterly, than end loss accounts, Accountant of last week
quarterly and |[1st wveek of |and annual of second |balance sheets and of next month
annual profit next sonth « ProfitesLoss week of sources and uses after issue of
and loss or next accounts next month jof funds statement sonthly quarterly
accounts, quarter or « Balance or next with sanageasnt and annual final
balance sheeta|next yoar sheet and quarter or |and board as accounts.
and sources of plan sources and next year follows: -
and uses of period uses of fundslof plan .« Management -
funds state- statements. pericd up monthly,
ments up to to 31/12/958 quarterly, and
31/12/95 annually.
. Board -
quarterly and
annually.
4.8) Amend Latest by Draft final Latest by g) Liaine with Chief Latest by end
draft final end of firat laccounts. end of 1st Jexternal suditors Accountant of second week
annual week of waek of to ensure receipt of April yearly
accounts as second month March of audited final during plan
directed by after end of yearly accounts. goriod.
the board and |financial during plan
present year. period up
amended final [(i.s August to 31/12/95
accounts to yearly
gxternal during plan
Auditors. period).
h) Prepare board Chief Latest by end
memorandum on Accountant of third week
q final accounts in May yearly
j and submit up to 31/12/92
g memorandum
N together with
i final copies of
M accounts to company -
. secretary.

o 4??-w-ql--.lIIl!lIIlpﬂllllllllllllllll.'l'-'
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UNITED GARMENT INDUSTRY LIMITED
] DEPARTMENT
{ (R 9] 12) 3 14) (5) (6) (1) (8) (9) (10) (11)
CORPORATE|OBJECTIVES STRATECY OFFICER NECESSARY TARGETY REPORTS(S) TARGETY FOLLOW-UP OFFICER(S) TARGET COMPLETION
4ISSION RESPON- ACTION COMPLETION TO BE SUBMITTED{SUBMISSIONM| ACTION RESPONSIBLE DATE FOR FOLLOUW-
S1BLE DATE(S) PRODUCED DATE(S FOR FOLLOW-UP]UP ACTION
= S.a) Introduce Chief a) Select ataf 31/12/92 Hesorandum on 31712792 a) Adunitol Chief Continue monjtor-
R and progre- Accountant |from department to selected staff performance of Accountant ing up to end of
i asively extend receive training to Personnel ataff after the plan period
' use of computers on use of computers Hanager initial training. (ie 31712/95)
\ for all accounts
of coapany. b) Acquire personal|31/12/93 Letter to PIES 130/9/93 b) Seek assistance|Chief Continue with
A compaters, for technical from vendor/PIES Accountant training up to
assistance. to commission and 31/12/9%
give training on
P/Cs,
¢) Liuise with 31/712/98 Letters to PIES|Whenevur ¢) Monitor sataff Chief Continue up to
P1ES for further for further necessury |performance after |Accortiant 31/12/95
training of staff training as up to each training
on use of spread necessary. 31712795 seasaion and re-
sheets, Database train as necessary
sanageaent
computerized
{ accounting packages
and word processing
d) Use output froe |Up to d) various A8 nece- d) Ensure proper Chief Continue up to
P/Cs to isprove 31/712/95 sanageaent sSSary up integration of Accountant 31/12/85
sanagement infore- information to planning hudgeting
ation and control reports. 31/12/95 costing, reporting
systems. and controlling
1 systems.
i3 .
t 5.b) leprove Chaef b) Prepare weekly First thing Cash budget for|b) By 1000 Discuss cash Chief By 12,00 noun
3 financial Accountant |cash budget and on Monday current week a.m on position with Accountant on Monday of cash
] reporting as previous week's morning of and previous Monday of |General Manager. budget week,
3 well as working cash performance cash budget week's cash cush
{ capital report. week. performance budget
) - wanagenent . report to week .
: General Manager
E c) Obtain weekly c) Before c) Weekly Bank jc) Before |c) Discuss 3nk Chief By close of day
n Bank Stateaents close of on reconciliation |cloae of pogition with Accountant on Tussday of
; and du necessary Monday of statement day on Ceneral Manager. reconciliation
) reconciliation. cash budget Monday of week .
' week . Bank
1 . reconcili-
N ation week
)
. . ——--———-—'F-W$
L ’? Y ~ . ; 3y \ [ .
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UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY

AND ACTION PLAN SHEET

DEPARTMENT
(1) (2) {3) (4) (5) (6) (1) (8) (9) (10) (11)
CORPORATZ|OBJRCTIVES STRATECY OFFICER NECESSARY TARGET REPORYS(S) TARGET FOLLOW-UP OFFICER(S) TARGET COMPLETION
MISSION RRSPON- ACTION COMPLETION TO BR SUBMITTED|SUIMISSION  ACTION RESPONSIBLE DATE FOR FOLLOW-
SIBLE DAYE(S) PRODUCRD DATE(S) T0R POLLOW-UP|UP ACTION
5.d) Introduce 1st Jan., Weekly expendi-|Latest by Discuss expenditure|Chief By close of
budgetary vote 1993 ture reports to|Monday positon at Accountant day Tuesday of
control of all Heads of morning of |manageaent meetings svery week up to
expenditure. Department and |[next wesk 31/12/9%
copy to General|up to
Manager. 31/712/95.
S.e) Prepare rirst working{e) Monthly cash{e) Before e) Discuas cash Chieft Before close of
wonthly cash day of carch budget and cash|close of position with Accountant day of second
budgets showing |budget month {performance day on Genaral Manager. working day of
previous months |ug to reports of first cash budget month.
cash performance|3],12/95. previous wonth [working day
to Ceneral of cash
Manager. budget
month.
S5.f) Prepzre Erd of first [Monthly and Before Discuss munthly Chief Before close of
sonthly and wirking day quarterly Bank {close of and quarterly Bank [Accountant day of second
quarterly Bank of next Reconciliation |day on Reconciliation working day
reconciliation wath or statements. firat atatements with of next month
statements. nel’t quarter, working day|General Manager, or next quarter
: of next up to 31/12/95.
month or
next
quarter up
to 31/12/95
4§
. 1L ..
.o 32N ’ : Y v
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UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
(1) t2) 3 (R 3] (5; (6) (7) (8) (9) (10) (11
CORPORATE JOBJECTIVES STRATEGY OFFICER NECESSARY TALGET REPORTS(S) TARGET POLLOW-UP OFPICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BR SUBMITTED|SUBMISSION |ACTION RESPONSIBLE DATE POR FOLLOW-
SIBLE DATR(S) PRODUCED DATE(S) FOR POLLOW-UP|UP ACTION
S.g8) Prepare txd of first |Quarterly cash |Before Discuss cash Chief Before end of
quarterly cash working day budget and close of poaition with Accountant 1at week of next
budget showing of cash previous day on General Manager quarter up to
previous budget quarter's cash [first and Heads of 31/12/95.
quarters cash quarter. perforsance working day|Department at
performance. report to of cash sanagement meeting.
General Manager|budget
and Heads of quarter.,
Departaent for
discussion at
sanagement
meeting.
6. Monitor By end of Analysis of By Tueaday |Ensure that plant Chief Weekly up to
working-in- every week work through of aub- with unacceptably |Accountant 31/12/95
progress levels |during plan put report to asquent high levels of
to snsure that period up to |General Manager|week up to |work-in-progress
too much capital|31/12/95 31/12/985 take action for
in not tied up products to be
in work-in- finished without
progress. any further delay.
7. Monitor Mcithly up to|Ageing schedule|By end of Charge interest Chief Monthly up to
collections of 31 12795 of Debts due lgt week on overdue debts Accountant 31712795,
accounts to UGIL after each -
receivable and month of to|Collect overdue
ensure all 31/12/95 debhts.
outstanding
debts are
collected wmithin
30 days.
. g - ; Y T " vt e w
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UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION PLAN

SHEET

DEPARTMENT
(1) (2) () (4) (3) (6) (1) (8) (9) (10) (11)
CORPORATEJOBIRCTIVES STRATEGY OFPICER NECESSARY TARGET REPORTS(S) TARGET FOLLOW-UP OPFPICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BEZ SUBMITTED|SUBMISSION |ACTION RESPONSIDLE DATE FOR POLLOW~
- sisLE DATE(S) PRODUCED DATE(S) FOR POLLOW-UP|UP ACTION
8.h) Workout all[Monthly, Pinancial Ratio|Monthly Diacuss with Chief Honthly, quaterly
relevant quarterly performance quarterly General Manager Accountant and annually
financial ratios|budget and report to or annuallyjand Heads of before end of
to show the by end of General Manager|before end [department at third week of
financial first week and Heads of of second |wonthly management next month or
coapany's of next Departaenta, week of meetings for next quarter or
position. sonth or next month |necessary next year up to
next quarter or next corrective action 31712798,
or next year quarter or |[to be taken.
up to next year
31/712/95. up to
31/12/98
2) Reduce a) Lobby tax Chief a)increase float|Throughout - - a) Ensure taxes Chief Continue up to
incidence authorities Accountant |on tax paysents.|plan period due are paid on Accountant 31/12/95
of taxes on for lower up to last day of period
coapany . taxes and more 31/12/795 given for payment,
favourable
payment terwms. b) Prepare with |[3lst Dec. b) Paper on 3lat Jan, b} Continue to Chief Continue up to
assistance of 1992 effects on 1993 revise paper Accountant 31712795
PIES a paper comspany revenue during plan period
on the effects and governaent a8 necessary up to
of various taxes of 31/12/98
levea of various levels
taxation on of taxation to
sales and tax be submitted -
revenue for to the Hon,
dovernment. Minister of
Pinance with a
copy to the
Ugenda Rc/enue
Authority,
¢) Use paper to {30th June c) Same as 3lst Dec. c) Continue to Chief Continue revision
argue for sore 1993 above, 199 lobby tax Accountant of paper up to
favourable tax authorities as 31712795
necessary.
[ — L e
s e’ ol . V :
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ACCUUNTING 12

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN

SHEET

DEPARTMENT
(1) 2) ) (4) (5) (§) (7 (8 (9) (10) (11)
CORPORATRIOBIECTIVES STRATECY orricER NECESSARY TARCET PEPORTS(S) TARGET FOLLOW~UP OPFICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BR SUBMITTED|SUBMISSION |ACTION RESPONSIBLE DATE FOR FOLLOW-
S1BLE DATR(S) PRODUCED DATR(S) FOR FOLLOW-UP|UP ACTION
3. Maintain a) Enforce all Chief a) Monitor staff|31/12/9S Queries and Not later a) Ensure staff Chief Continue up to
disciplined company rules Accountant [compliance with letters to than one turn over a new Accountant 31/12/95
and sotivated]and regulations. rules and company day after leaf or improve
staff in regulations and secretary as any upon perforsance/
departasent. arrange for NECESSATY. specific conduct .,
neceasary incident,
disciplinary
action to be
taken.
7.b) Appraise b) Complete 31/12/95 Staff perform- |[Not later b) Ensure staff Chief Continue up to
performsance of ataff appraisal ance evaluation|than one {mprove upon Accountant J1/712/9%
ataff quarterly forms after forms to week after |perforsance in
seai-annually probation and coapany completion |areas of week
andannually. for quarterly secretary. of form assessaent.
semi-annual, and up to
annual assesa- 31/12/95
aent.
7.c) Arrange Chief c) Determine 31/12/95 On-the-)obh AS nece- c) Honitor and Chief Continue up to
on-the- job Accountant |appropriate training asary assess staff Accountant A1/12/95
and external on-the~- job progress during plan|perforsance after
training training reporis to period up training to enaure
courses for prograsmes for Company to 311/12/95]that training har
staff through N staff and SACEve a1y A heen bhenvficial,
Personnel/ avrange (o L YT R Re-train staff{ as
Administrative them to benefit memoranda NECRN3ary,
E Manager. from external tocommend Lhg
training courses BNTeLha.
. where necessars. training
a rourses for
K staff in
department.,
A e
-y » F) ' N




PERSONNEL 1/ADMINISTRATION
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UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION

PLAN

SHEET

DEPARTMENT
(H (o) ‘1 Y A ! 16) (H (8) (9) (10) (11)
CORPORATE[OBJECYIVES STRATEGY OFFICER NECESSARY TARCGET REPORYS(S) TARCET POLLOW-UP OFPICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED|[SUBMISSION |ACTION RESPONSIBLE DATE FOR rOJ.LOW-
siaLt IaTR(S) PRODUCED DATE(S) POR POLLOW-UP|UP ACTION
1. To develup|/l. Review Personnel 1. Re-design 3y dlst New application{By 30th Ensure new Personnel Continue up to
a comprehen- |present methods |Manager application fore|Gct, 1992, fors for Nov, 1992 application form Manager 31/712/95
sive of recruitment for saployment emplosyment, for employment is
pecsonnel in the coapany in order to approved usied by
programme to [to ensure obtain relevant all new employees,
enable the effectiveness personal
company and objactivity. information
achieve its about prospec-
mis%ion in tive eaployees.
teras of
. Recruitment|.Review inter- Personnel Dras up ¥y Jlst Oct., [Con{.dential By 30th Ensure aptitude Personnel Continue using
Training & view procedure (Manager aptitude teats 1392, aptitude tests [Nov, 1992 tests are taken Manager objective
developmsent| and recruitment to be taken by for various and passed hy all recruitment
Reaunera- procedure for all group categories of short listed proceduresd
tion new employwves employwees new employees prospective throughout
. Appraisal to ensure Join:ng the to petsonnel applicants hefore the plan period
. Hotavation objectivity CORpar.y. managqer and thev are up to 31/12/95,
Dascaipline an altl General Manager interviewed,
Welfare recrultaent. for approval,
Dertermine ared [¥. 3lst Circular on By 10th
I advy - member- e, 1992 membership of Nov., 1992
shp ¢ tnters 1ew
rocrs..iment panels for
inter..ew pane.ls various,
for . arious categories of
poait.uns, nev eaplovees
‘ \ th Lereral
| ) Manager and
I . ! i all Heads of :
i 1
l ' | Liwpa "ment
| | | |
] ) j i
| | i
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PERSONNEL

2
2/ADMINISTRATION

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN

SHEET

DEPARTMENT
‘D ) '3 | V3 T 6) (1 EYI (9) (10) (11
CORPORATE|OBJECTIVES STRATECY OFrICER NECESSARY TARGET REPORTS(S) TARGET YOLLOW-UP OPFICER(S) TARGET COMPLETION
M1SSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSION [ACTION RESPONSIBLE DATE FOR POLLOW-
sipLe DATE(S) PRODUCED DATEIS) FCR FOLLON-UP|UP ACTION
2. Ensure . Review all Personnel . Summarise all |list Oct, Sumsary of 30th Nov. . Enaure all Personne! Continue to comply
legalaty of labour laws Manager relevant laws on|1992 relevant labour|1992 recruitment Manager with all labour
eaployment of Uganda and engagement of lawa to prucedures comply through laws up to
procedures. ensure cCoapany apprentices, personnel with laws of the Personnel J1/12/95
complies with casual labour, officer for his country . officer.
thea. contract labour guidance.
and permanent
labour to guide
personnel
officer.
3. Simplafy Design and Personnel Cyclostyle Jist Oct. . Pre-printed JOth Nov. Ensure use of Same as above|Countinue to use
recruitment prepare pre- Manager Pre-printed 1992 appointment 1992. pre-printed pre-printed forms
procedures. pranted appointment forms, appuintment foras, until 31/12/95
appointment letters for
letters f.r: - permsanent,
- pormanent casua! and
appointsents contract
- contrac® appointments.
appointaents
- casual Oobtain Continue to
Appoiniesants. ! refrees reports abtain refrees and
! mcdical fitness
: . Obtain reports up to
medical /827490
i ; examination
| , report.
)
1]
1
\ |
i . |
\ 1 |
| | |
)
|
| | |
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3/ADMINISTRATION

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
1) 12) 13) ) t5) 161 . (8) 19) 110) 1)
CORPORATE|OBJECTIVES STRATECY OFFICER NECESSARY TARGET REPORYS(S) TARGET FOLLOW-U'P OFPICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETIOM TO BE SUBMITTED|SLBMISSION [ACTION RESPONSIBLE DATE FOR POLLOW-
S1BLE DATE(S) PRODLCED DATE(S) FOR FOLLOW-UP|UP ACTION
4. Ensure . Design Personnel . Liaise with JOth Nov. . Induction/ dlst Nov, Ingsure all new Persunnel Continue to ensure
proper induction Hanager Heads of 1992 orieatation 1992 eaployees gu Manager that new staff
orientatioa/ prograsmes Department on programmes through orientatiun are properly
induction of to be followed proposed to be /induction inducted int.
all new by all new induction ful.iwed by Progsamies 0 the company up
eaployees. entrants inte programmes and all new order for them to 31712795
the coapany. finalise all entrants into to et le down
induction the ompany. quickly,
programmes.
. Obtain feadhack Personnel Oon last day of
on new eaployee Manager probationary
perforsance period of new
du: 1ng their employee
probationary throughout the
periods and plan period up
confirm/discharge to J1/12/95.
thea as necessary
. Extend Personnel Continue monitor-
probationary Manager ing progress of
period 1f employees up to
necessary. 31/12/95.
v ‘n “ "
T ' o v
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PERSONNEL 47ADMI NISTRATION i

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
t1) 12) t3) t4) t5) (6) (] (8) (9) (10) (i) ’
CORPORATE|OBJECTIVES FYRATEGY OFFICER NECESSARY TARGET REPORYSS) TARGET FOLLOW-UP OrPICER(S) TARGET COMPLETIOM .
MISSION RESPON- ACTION COMPLETION TO BEZ SUBMITTED[SUBMISSION |ACTION RESPONSIBLE DATE PFOR POLLOW- |
SIBLE DATE(S) PRODUCLD DATE(S) POR POLLOW-UP|UP ACTION i
S. Retain . Prepare Personnel . Arrange for 30th Nov. on-the-j)ob 15th Nov, . Obtain completed |Personnel continue rovuuin_ }
a highly on-the- job Manager on-the-job 1992 training 1992 on-the- job Manager on-the-job .
trained training training progress training training progress t
labour force |[progress report progreas report report form Progress report reports and i
form for forms to be to all Beads forma from Heads arrange further '
general use printed and of Deparwment. of Department. training as -— !
by all Heads distributed to neceasary up to
of department. all Reads of . Rev) w forma and 31/12/95.
Department arrange external
training courses
or other
3. Simplity appropriate
recruitment training to fill
procedures. any identified
training gaps. '
H
. Review Per 1 . A off-thejAnnually Memoranda to Throughout |, Liaise with Personnel » Continue to
existing Hanager Job training throughout Heads of Dept. [the plan Heads of Manager arrange .
training requirements |the plan to inforwm them |[period departmant and necessary .
aschemes and of all ataft period up about staff in |but not arrange for off-the- job {
drav up and review to 31/12/98 their depart- later than ataff to attend training
structured training ments vho have [two waeks training courses courses for ;
training and prograames been selected hafore staff up to ¢
sanpower of external for off-the- job|commence- 31/12/95
development training training ment of '
progranaes institutions. courses. each !
for all staff. training
course,
L]
. i
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PERSONNEL 5/ADMINISTRATION
N X ]
?
CORPORATE PLAN 1992 TO 1995
DEPARTMENT
() 12) (3) () ($) (6) Cn (8) (9) (10) (11)
CORPORATE{OBJECTIVES STRATECY OFFICER NRCESSARY TARGET REPORTYS(S) TARGET POLLOW-UP OPPICER(S) TARGCET COMPLETION
M1SSION RESPON- ACTION COMPLETION TO BE SUBMITTED|[SUBMISSION |[ACTION RESPONSIBLE DATE POR POLLOW-
SiBLE DATE(S) PRODUCED DATE(S) POR POLLOW-UP|UP ACTION
. Select staff Parscnnel . Review . Up to Confidential As and . Arrange special Personnel Continue to
who based Manager on-the- job 31/12/98 apecial staff when training courses [Manager arrange such
upon their training appraisal necesaary for selected special training
consistent progress reports to during plan staff and “onding of
outstanding reporta General period up , Arrange bonding ataff up to
perforsance - ataff Hanager for to 31/12/95 of staff as 31/12/9S8
and future performance approval. necessary.
potential appraisal
should be foras.
developed for
sanageasent
succession.
6. Bnszure a . laprove wagea [Personnel . Conduct wages |. Up to . Wages and By the . Submit recommend-|Personnel continue to
highly and salaries [Manager and salaries 31/712/95 salaries end of ations to Manager review staff
motivated adainistration surveys to survey ecach year General Manager salaries, wages
work force. and link ensure UGIL reports to up to on possible and other benefits
remauneration wages and General 31/12/95 review of up to 31/12/95.
acheae to salariea Manager for conditions of
productivity continue to his inforsa- gervice
of sataff be coapetitive tion prior
through to negotia-
appraisal of tions with
perforsance. union.,
RURRU M —
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PERSONNEL 6/ADMINISTRATION
UNITED GARMENT INDUSTRY LIMITED

CORPORATE PLAN
STRATEGY

AND ACTION

1992 TO 1995
PLAN SHEET

Fv
t
| DEPARTMENT
} () 2) ) (4) ($) (6) (1) (S) (9) (10) t11)
] CORPORATEZ|OBJECTIVES STRATECY OFFICER NECESSARY TARGET REPORTS(S) TARCET POLLOW-UP QPFICER(S) TARGET COMPLETIUN
| MISSION RESPON- ACTICN COMPLETION TO 82 SUBMIYTED|[SUBMISSION |ACTION RESPONSIDLE DATE POR FOLLOW-
r SipLE DATE(S) PRODUCED DATE(S) POR POLLOW-UP|UP ACTION
. Develop a job [3uth June Proposed Jjob Jlat July . Advise all Heads |Personnel 31712795
grading syatems|199) grading report |1993, of Department of |Manager
for the to General new job grades,
coapany and Manager for
determine approval of ., Advise all staff
appropriate nev job grades. of their new job
salary scales grades and
for the new corresponding
job grades salaries,
that will
be determined
. Deterwine 31/12/98 Report on 31/1/793 . Obtain from Personnel As and when
appropriate productivity Heads of depart- [Manager necessary during
productivity related bonus ment and study the plan period
related bonus schemes to reports on staff up to J1/12/95,
achemes for General Manager perforsance.
staff in all for approval of . Submit recommen-
departments. targets to be dations for
achieved by paymsnt of
staf{f in all productivity
departments in bonuses to
order to General Manager
Qquai:fy for for approval,
prodyctivity . Issue letters
bonuses. on productivity
bonuses to staff,
.« Ensure deserving
staff receive
approved bonuses.
e e a e . o e
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PERSONNEL 7/ADMINISTRATION
UNITED GARMENT INDUSTRY LIMITED

L

[
v CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET
DEPARTMENT
Y 12) 1o (4 (s) (6) 17 (8) (9) (10) (1 |
CORPORATE[OBJECTIVES STRATEGY OFFICER NECESSARY TARGET REPORTS(S) TARGCET POLLOW-UP OPPICER(S) TARGET COMPLETION !
M1SSION RESPON- ACTION COMPLETION TO LI SUBMITTED|SUBMISSION |[ACTION RESPONSIBLE DATE FOR FOLLOW-
SIBLE DATE(S) PRODCCED DATE(S) POR VOLLOW-UP|UP ACTION
. Develop an Personnel Re-design and By JOth New staff Jist July, |Obtain approval "
objective Manager arvange printing|June, 1993 perfarsance 1993 of General Manager .
staff of draft of new appraisal foras to revised forma. )
appraisal staff{ perforw- for: - . Distribute
syatea ance evaluation revised forms
foras for junior - grouwp to head of p—
(group) employees and department and
eaployees and General Manager.
for senior - senjor staff.
staff, , organise a
one-day-workshop
to brief all
heads of :
department and !
Ceneral Manager '
on the use of ‘
the new staff
appriasal forms. i N
. Link appraisal]. Annually . Complete Annually . Monitor employees|Personnel . Continue to ’1
proceas to or as staff and performance to Manager monitor ]
productivity neceasary appraisal whenever enguUre 1mprove- employees l
by recomsmend- during fcre o NeCesSaTY sent in areas performance *‘
ing increments plan period General during the of weak throughout the 1
up-grading up to 30th Manager or plan asgesdment ., plan period
and prowmotiona June, 97. Board for period up up to 31/12/95.
for deserving appraisal. to . Iasue letters
ataff. 31/12/95., to positively
reinforce
enployees by
giving them
incentives that
are cosmensurate
with their
performance.
e ey e . ; et Y v
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PERSONNEL 8/ADMINISTRATION

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN

SHEET

DEPARTMENT
i 2) t3) (4) (5) (6) T 15) (9) (10} t11)
CORPORATE{OBJIECTIVES STRATECY OFFICER NECESSARY TARCET REPORTS1S) TARCET fOLLOW-UP OFFPICER(S) TARGET COMPFETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED|SUBMISSION |ACTION RESPONSIALY DATE FOR POLLOW-
SIBLE DATE(S) PRODUCED DATE(S) FOR FOLLOW-UP|UP ACTION
. Prepare a Personnel . Prepare job By 30th Comsprebensive Jist July, |[. Arrange for the Personnel J1lst August,
staff and Manager desacriptions June, 1994 organisational [1994 revised Hanager 1994
organisational and msan- and siaff coaprehensive through
sanual for spacification wmanual. organisaional Personne)
1 UGIL for all jobs and staff officer.
evaluate all sanual to be
Jobs and approved.
re-align
H salary scalesa,
« Determine
; promotion
policy
. Draft training . Circulate Pecrsonnel Be guided by
policy coaprehensive Manager msanual up to
organisational through 31/12/98%
. Determine and staff Parsonnel
| scheme of wanual to all officer.
services for Heads of
all staff. Department and
' General Manager
. Prepare for their
conditions guidance.
of aervice
for group
employees and
senior staff.
. Prepare
revised
Organisational
Chart.
ke ’Nu J 1 ~.'.'f..i Pt "‘

N v;% ” [
(.
‘ .

-

NIROAN L,

s .z




Y

- > - o - - ¢
La 4 ' .
A% - S CY
\ b
' k - —Q'
- b 8
[
PERSONNEL 9/ADMINISTRATION
UNITED GARMENT INDUSTRY LIMITED
» [ ] »
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET
DEPARTMENT
3! (2 (3) () (5) (6) S | (8) (9) (10) (11) :
CORPORATE{OBJECTIVES STRATEGY orricer NECESSARY TARGET REPORTS(S) TARGET POLLOW-UP OFFICER(S) YARGET COMPLETION '
MISSION RESPON- ACTION COMPLETION TO B SUBMITTED|SUBMISSION [ACTION RESPONSIBLE DATE FOR FOLLOW-
sisLE DATE(S) PRODUCLD DATE(S) FOR POLLOW-UP|UP ACTION ] !
Maintain an Undertake Personnel « Redesignate By 30th Letters to By 3lat . Monitor Personnel Continue to 4 i
organisa- activities to Manager positiona in June, 1993. affected staff |July, 1993 perforsanace Manager monitor «
tional chart |. Revise the the production whose positions of staff after perforsmance and !
which ensures|present department. will be they have been train staff up :
that organisational re-designated re-degignated to 31712795, o’
operations chart. .« Redesignate and letters and/or
of the positions in to staff who re-deployed,
comapany lead the Marketing will be
it in the Department. re-deployed.
vight
strategic . Redesignate
direction. positiona in
the Personnel
Departaent.

. Redesignate ; 7
other ' ~\
positions as 1 |
necesasary.

. Carry out ; i
necessary [
deployments o
of staff. 1

i
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10/ADMI NISTRATION

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995

STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
(1) 2) 3) (1) (5) (6) 7) (8)." (9) (10) (11)
CORPORATE}OBJECTIVES STRATEGY OFFICER NECESSARY TARGET REPORYS(S) TARGET FOLLOW-UP OFFICER(S) TARGCET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BAE SUBMITTED|SUBMISSION |ACTION RESPONSIBLE DATE POR FOLLOW-
S1BLE DATE(S) PRODUCED DATE(S) FOR POLLOW-UPJUP ACTION
. To provide ]Ensure Personnel . Handle routine|Each working |Memoranda Within the |Ensure routine Personnel Continue up to
effective availability Manager administrativelday up to letters and shortest adeinistrative Manager 31/12/795
and of efficient functions on 31712798 circulars as time matters are headled|through
efficient adminstrative a day-to-day necessary. possible without undue Adainistra-
adminiatra- support basis. for each delay tive Officer.
tive support case up
servicesa to to J1/12/95
the company.
Review agssets |30th June, Hemorandum on + At least |Enaure all Same as above|Same as ahove
of coapany 1993 type of two weeks|inasurance values
covered by insurance cover before are adequate
insurance and and imsurance expira- and all assets
ensure values to tion or of the company
insurance General Manager present have been
cover as well for approval. policies.|properly insured.
as insurance
values are
adequate.
Schedule use Daily up to Vehicie log . As and Enaure cost Same as above|Same as ahove
of all pool al/12/9s8 books, when effective useage
vehicles to accident necessary{of all vehicles
ensure optimal reports, gate up to up to 31/712/98,
usage at the pasges etc. 31/12/93
least cost
possible.
¥ » ,a! v en 4 hd
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UNITED GARMENT INDUSTRY LIMITED

CORPORATE PLAN 1992 TO 1995
* STRATEGY AND ACTION PLAN SHEET

co— e s o .

PERSONNEL 11/ADMINISTR

‘ DEPARTMENT
' (1) 12) t3) 1) (5) (6) 7 (8) (9) (10) (11) :
; CORPORATEfOBJECTIVES STRATECY o OFFICER NECESSARY TARGET REPORYS(S) TARCET FOLLOW-UP OFFICER(S) TARGET COMPLETION !
' MISSION RESPON- ACTION COMPLETION TO BE SUBMITTED]SUBMISSION |ACTION RESPONSIBLE DATE FOR POLLOW-
SIBLE DATE(S) PRODUCED DATE(S) FOR POLLOW-UP UP ACTION !
9. To secure |Reinforce Personnel . Arrange . Daily up . Daily . Daily . Ensure ascurity Personnsl Continue security v
all coapany security Hanager effective to 31/12/98 occurrance up to ofticers perform |Manager vigilance until t
assets and procedures security at reports. 31/12/95 effectively at through 31/12/95. ' .
products. and strengthen exit points exit pointa, Security !
security from factory Superinten-~ ;
section. yard and Head dent, — |
office,
. Arrange . Daily up « Same as . Daily . Ensure night Same as above|Same aa above.
adequate to 31/12/95 above up to security officers
overnight 31/12/795 perform
security at effectively - }
all coapany B
bungalows, o
officen,
retailshops i
and factory. :
R |
. Investigate . As and « Investigation|. Within + BEnsure actioun Same as above|. Continue to |
atealing when reports. 1 hr, in is taken to investigate all
cases, fraud necessary emergency prevent similar fraud and s ;
and accidents up to cases and accurances in stealing cases L.
involving 31/712/95 within future, up to 31/12/95 ’ \
company two days g .
vehicles. of ,
incident i
up to
31/12/9%
L}
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PERSONNEL 12/ADMINISTRATION

UNITED GARMENT INDUSTRY LIMITED
CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
1) (2} (3) (€3] t5) (6) ") 18) (9) (10) [BRD)
CORPORATE|OBJECTIVES STRATEGY OFFICER NECESSARY TARGET REPORTSIS) TARGET FOLLOW-UP OFFICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TC BE SUBMITTED|SUBMISSION |ACTION LESPONSIBLE DATE POR FOLLOW-
SIBLE DATE(S) PRODU YD DATE(S) POR POLLOW-UP|UP ACTION

9. Secure . Prepare and Personnel . Determine

sufficient obtain Manager vacancies

funding for approval of to be filled

the opera- Personnel during plan

tions of the Departaent period.

Personnel budget.

Department. . Determine By 30th Sept.|Draft Jepart- 15th Nov, . Attend budget Personnel Be guided by
likely cases 1993 and wmentai Budget yearly hearing meetings. |Manager planned targets
of promotion. |[thereafter by|to Chief during the in the budget

30th Sept. Accountant for |plan period up to 31/12/95.
yearly during|consolidation up to
the plan in the 30/12/95
period up to |coapany's
31/12/95 Draft taster
Budget .

. Determine Same as . Obtain approved Same as 5th January
likely salary |above. company budget above. yearly up to
and wage:. for guidance 31/12/95
increases of the department
during the
plan period

. Deteraine Same an
training and above.
msanpower
developaent.

. Determine
capital
expenditure

. Deterunine
cost of
welfare
services.
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UNITED GARMENT INDUSTRY LIMITED

CORPORATE PLAN 1992 TO 1995
STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
() (] t3) (1) (51} (6) 7) (%) (9) (10) (1)
CORPORATE|OBJECTIVES STRATECQY OFFICER NECESSARY TARGET REPORTS(S) TARGET FOLLOW-UP OFFPICER(S) TARGET COMPLETIUN
MISSION RESPON- ACTION COMPLETION TO BI SUBMITTED|[SUBMISSION |ACTION RESPONSIBLE DATE FOR FOLLOW-
SI1BLE DATE(S) PRODUCED DATE(S) PFOR FOLLOW-UP|UP ACTION
9. Achieve . Enhance Engineering|. Arrange for By the end Scheduled By end of Ensure scheduled Eatate Continue with
sound cost effective- |Manager scheduled of each estate first estate maintenance |[Maintenance effectiva esntate
managesent ness of estate aaintenance scheduled msanagement working management tasks Supervisor management up
of the maintenance of factory daily, book. day of are undertaken or foreman to 31/12/95%
coapany's function. building, weekly, next as necessary.
properties/ and coapany monthly, scheduled
estates. bungalows quarterly saintenance
to be and annual period up
undertaken. saintenance to 31/12/95
period up
to 31/12/9§

« Supervisae . Daily up baily job By close Ensure day-to-day Estate Continue with
day-to-day to 31/12/95|cards/time of each work of sectional Maintenance |day-to-day
carpentry, sheets as working staff is properly Supervisor supervision
masonry and required, day up to supervised and or Poreman, up to 31/12/95%
plumbing jobs 31/12/95 appropriate
that are forma coapleted.
undertaken
in the
company .,
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ENGINEERING 2

UNITED GARMENT INDU?:I‘RY LIMITED
" CORPORATE PLAN 1992 "TO 1995
STRATEGY AND ACTION PLAN SHEET

DEPARTMENT
) (2) (3 (4) (5) (6) (RS] (8) (9) (10) (1))
CORPORATE |OBJECTIVES STRATECY OFPFICER NECESSARY TARGEY REPORTS(S) TARGEY PoLLOW-UP OPPICER(S) TARGET COMPLETION
MISSION RESPON- ACTION COMPLETION TO BE SUBMIYTED|SUBMISSION |ACTION RESPONSIBLE DATE POR POLLOW-
sieLe DATE(S) PRODUCED DATE(S) FOR POLLOW-UP|UP ACTION
2.5) Carry Engineering|Undertake daily |Daily up Daily scheduled|Latest Ensure daily Engineering Continue daily
out planned Manager acheduled to 31/12/95 |maintenance by close inspections are r'anager up to 31/12/9%,
and preventive through maintenance?® book . of day carried out. through
maintenance Mechanical or first Correct all Mechanical
schemes. Engineer thing on detected faults, Enginesr and
and next day change parts, Llectrical
Rlectrical up to lublicate/greame Engincer.
Engineer 31/12/98 a8 DECESSAry.
® Refer to Appendix .... for further details of
maintenance programmes.
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ENGINEERING 3
UNITED GARMENT INDUSTRY LIMITED
. CORPORATE PLAN 1992 TO 1995 '
STRATEGY AND ACTION PLAN SHEET
DEPARTMENT
) l 12) () _l_ (4) (5) (6) 17) (8) (9) (10) (11) )
CORPORATE OBJECTIVES STRATEGY yOFFICER NECESSARY TARGET REPORTS(S) TARCGET FOLLOW-UP OFPFICER(S) TARCET COMPLETION |
MISSION RESPON- ACTION COMPLETION TO BL SUBMITTED|SUBMISSION |[ACTION RESPONSIALE DATE POR POLLOW-
sisLe DATE(S) PRODUCED DATR(S) POR FOLLOW-UP|UP ACTION
Undertake Weekly up Weskly Lateat Ensurs weekly Engineering Continue weekly
scheduled to 31/12/98 scheduled by close inspections are Manager up to 31712795
weekly maintenance of first carried out and through
saintenance., book. working all necessary Yechanical
day of faults corrected Engineer and
next week a8 NOCEsBAry. Electrical
up to Engineer
31/712/98
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UNITED GARMENT INDUSTRY LIMITED

CORPORATE PLAN
"STRATEGY AND ACTION

1992 TO 1995
PLAN SHEET

DEPARTMENT
1) @2y (3) 14) (s) (8) (7) (8) (9) (10) (11)
CORPORATE|OBJECTIVES” STRATECY OPFICER NECESSARY TARGET REPOBRYS(S) TARCET POLLOW-UP OFFICER(S) TARGET COMPLETION
MISSION RESPON~ ACTION COMPLETION TO 8P SUBMITYED|SUBMISSION [ACTION RESPONSIDBLE DATE TOR PFOLLOW-
siaLe DATER(S) PRODUCRD DATE(S) FOR POLLOW-UPIUP ACTION
Undertake Monthly up Honthly on first Ensure monthly Engineering Continue every
acheduled to 31/12/9% scheduled day of acheduled Manager monthly up to
monthly maintenance next month |saintenance ia through 31/12/98
maintenance book. up to carried out and Mechanical
31712798 faults rectified. Engineer and
flectrical
Engineer,
Undertake once every Two-moathly on first Ensure two-monthly |Same &s Continue every
scheduled two months achedaled day of acheduled above two-monthly
two-asonthly up to =a intenance next two- saintenance is period up to
waintenance 31/12/98 book. sonthly carried out and 31/12/98
period up faults rectified,
to 31/12/98
Undertake Rvery Balf-yearly on first Ensure half-yearly |Same as Continue every
scheduled half-year scheduled day of saintenance s above half year up to
half-yearly up to maintenance next carried out and 