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Dirin~ ::i1xni+. 3 1/2 ~rer-:rr- "f' ,.,,.,,,,-,-,+.;'.',.,, ST"'J0 h.,-c "'e 0 "' .,,..,r\d!l'' h_,..rr. tr.> est2.-

i.,1ieh it.pelf es? "'"~or for-re.;~ t"e f'ie1c' "f' SEI C!evelon,,,er-t~ ::>:riv~".1'"'. 

for frir!'I11l;•tioI" ;:i!1d il"l0le"'P'"'t-ti_o,., 0f ..,oJ icie:=: ,.,~ n;:,t.io!"'.<l nl:")gra:nmee. A 

cle:cir eircentioT' to thifi :i ~ STTf:· 'c- ·~SB +:r:,.,;_,..,i~,... "C. i:ivi tie!'! i~ COO:'.'.)eration 

with other or~,.,nizP+io~P. 

I::i· its efforts to beco!'le kr·""~ "'"'11 re,..."~""'i:>ec' STn) oversold itself initial-

ly reff11ltinr i'l"? l"'te::- lol"f" of ""O"'!eP'bJ"'. T'"':ir- h::;~ 'however not dampened the 

exnec~etions 2nn hope~ ett::>!'her< +.0 SJ1)C1• 

SIDO ha.!'-'. in the develo'!'1:i:e!lt of' i"""' O"'T'."!"i"'~tion --...eer, ,12.mnereiJ by: 

- not cle2r formul?.tion of ~ert..,L 1 cl.::: 1 J.~2s of +.he SID Act by which SIDO 

wrs esta~lished, 

- the ?.bsence of fo1'.'It!U.l2tec co:rrior"i:e ?'"'0 oner::>tian?l no1icie~, resultine 

in i.i=i. c>n orn;anization::>l i:it.::rnrt.n:re in ;;11frh f1rnction?l ~n<'l denartmental 

est;=-bj i.s.,en, 

- the 2);se:"'ce of' :o fo:-:i1r1J:o+,,..;; lr'J:i:::-+,0".":1 "evel.n,....~,e,..,t T'l;c:· for SI:::,() basea. o;. 

not been b~.seC. Or! e lon·~-te~:; ""] ::>c .. 

in2deo1.12te !'>ro~~Clures for t'--i; T"-:"'€';J .. ,. ... ~+~.0'"' (rm ... i,,e!'ti f'ic;:itfo-r:/fo:rmula-

tion end to nrese!'lt2-Uo-:" f'0.,... fir_~"'.''"~'~.z) c-f STDO Tlm.~ects (e.g. eet~.blishnent 

of re~i1H~.el offices, i:!r'l''+,;-;01 !:;+.,.-.tp.r), ::>l~'I ::>ffP.c~ea by the absence of' 

"'t:iori whicli wn·1l r'l r~,,uire SPi'· +.o beco,,,n -~~ti ve j n theAe fields of ass is-



-~ 

ti>.!lCe to SSI. 

'!'he technicel PPeistPnce to SIDO h~~! 

- for profeseionel devefotl!llent of !lm~ect officers 2nd for establishment 

of be.sic trE!inine !)r'l~rt':!'l"!e~ fo'.!' SSE ~en ~ae,.u?te bi1t not yet suffici-

ent, 

been inadequate end iru!IUff!cie"'!i: for t1'e develo..,'!lel'!t of SIDO !X)licies, 

org-anize.tionlll structure, lonrr-tel'.'!!'I nl"".mrln~ and bti.d~ting, plan -, bu.d­

e-et - pnd !>8rfomance control, l"l'letl-ior'.'F: ~"'!~ nrocedureE:l for studies on 

_which to r111te lon~tel"ft l'ler!'?.i!'l~, T'!et"io~Ei ~nd !>?OCedureA for !)reparation 

Pnd :present2tion of SilX> -oro~ectP! ~n:nir.istrEttion procedures and :routf;.. 

nes. 

Conclusions 

SIDO is PD established SSI ~evelo!'f!?erit j_nstitutfon end ~enerally regarded 

RS the coordinator of efrort.~ ~nd ?ctivit.ie~ in the develo~ment of the SSI 

sector (e.g. it has recently, to..-et'ier vi th VIS, been a!>pointed by the 

B~mk of Ze:nbia as the a!)pre.isal ?.nd certifyin~ instance for SSI pl.'Ojects' 

access to the :Ben1c's SSI CreM i. ·-'11a_,.~!'tee Scheme). 

It mi~ht be difficult for SIDO i,, cnmbine activities reouired to achieve 

its first objective (SID Act) "to formul<>te end implement !JOlicies and ne­

tionPl ~ro~?mmes ••• • with the pr,tlvi+.ie~ resulting from j.ts other objec­

tives which directly relPte to nracticd essishnce to SSI e.t the pmject . 
level in close cooperation with. other or.-·a.I".izptfons r>r-d institutions ln the 

fi.eld of SSI <!P.velo'."'l!lent. 

ibr the forrro.btion of corpor::ite er'.d "pe:w-?tional !X>licie.J, re-etnicturing 

f'lf the or.'rP.!'!izetion, methode en<" proce~1tre.F etc. as indicated by the fin­

~.:i.n~ in this report end recommende~ in t:tie P.ttecrecl· consultancy report, 

i.e. to continue the developrnP.nt of Rn efficient SSI assistence or~aniza­

tion, Snx> would reQUire techr.j cpl Pssishnce e.t f!le.net_·:en1ent level and con­

tinuet! aseistence i:n profesefonpl develO!'T"ent of pmject o1"ficere at all 

levels. 

Recommende.tione 

It ie recormneruled thats 

- SIDO ae soon M possible oieciu1Aee the conAi1lt:inl'.l~' renort i?'l order to 

pl?n end b~~i~ tre imylc~e~tcition o~ r~co~~en~~t~ons Pnd ~ropoARls, 

- SIDO durin~ the implementPtion ~crioc1 I'E-'t~j_ns the services of the two ad­

visers eeeon~.ed by thtt Cotn'!lOflwei:i.l t~ li\,y•~ for Technical 0o">perat1on of the 



Comionwe?.l th Seerete.ri1tt ;otr, ~h~:' "'.""r' e>:""'!le:-:.ie~ce-:t ~e..,ior "r.;ma-:,eni fro:"' a 

well est.pbli~hed simnar ,,.,.. ·:an; ~:aHl"\Tl c~~rno' T::onzania)' 

- UNIDO ex!)a""lds its -present tp(':l-.-,;c._,l :-:=;~~~ta.nee with one m?.n?~ment advi­

ser for the implementetion of the recommende.tions of the consultancy re­

port and as adviser to SIDO'R Execu+.ive Director A.nd to the t>ro~sed 

Chief 0!19rations, 

- UNDX>'e piooject formulation mission for a possible "umbrella" pro-

ject considers whether it is desirable/:poesible to relie~ SIDO from the 

obligation to •fo2'11111late and im~lement policies and national progranmes 

·relating to the develo:pment and nromotion of smpll industries" or to 
strengthen SDlO eo that it ·can fully eho11lcler this obli,"?:2tion. 

Annex 

Report to SIDO M2n~r-ement on e co~ult::incy PSSi'.:'TIJ!lent to SIOO November 

1986 - Pebrue.ry 1987. 
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1. INl'RXl£l'IW 

1.1. Pl'Oject to which assinc;Jlent is related. 

'!he assigm'E!nt cxnstitutes part of the project IP/ZM(/82/018 the 

purpose of which is: 

to assist the Sna.11 Industries Devel.qmmt arg.nization a sani­

auton::m>us institution cxeated by the Goverment of zad:>ia. SIOO's 

purpose is to provide btoadbased assistance to sne.11-scal.e iniustty 

developrent in the CX>Untty. '!he project should assist SIOO to 

develop the capacity to perfoxm the required ftlr1'.-tions, especially 

to deliver an efficient and effective industrial extension 

(mnsultancy) sexvice to existing as well as new small-scale 

industxy mits. 

1.2. Assigment and workplan. 

'!he assigment was fomulated and the pni>lesn areas indicated as 

follows: 

'!he ronsultant will advise the SIOO Manaqenent and work closely 

together with the eoonanist in inprovinq the perfOIIIBDCe of the 

organisation. Specifically, he will be expected to: 

a. Study the existing structures in SIOO as well as the 

instrurents available at the mz (~lopnent Bank of 

Zanbia) , cannercial banks and other organizations (SEP) 

in regard to assistance to small-scale industries. 

b. ~ to the SIOO management measures to perfonn tha 

required functions in three different levels. 



- 2 -

SIIX> internally to 00.i.ld up a flft:tionai nenageent 

arw:1 m:qani.zation structure with Job Descriptions, 

perfoi:manoe evaluaticn criteria and qleraticmal 

procedi>res for SIOO's various functims ani depart­

llEflts, as xequi.red. 

- SIOO vis-a-vis banks as for instance, mz, <X11112rCial 

banks and other organizations, (StP). 

- snell scale unustrial entrepreneurs for industrial 

extensim services and other assistance neasures. 

'...be irdicatim was fourd acceptable for a workplan for the 

assi9111ent. ibe table of CXJl'ltents reflects this worlcplan. 

1.3. Fact finding. Interviews. 

Infomatim, facts ard data have been obtained fran i.a. 

- tmP's ibe national policies for the decade 1985-1995, 

Guide] i nes for the fo]]111).ation of the fourth national 

developlE:Ut plan, 

- SUndxy statistics fran central Statistical Office, 

- Sundiy PIOVincial Developtent Plans, 

- '!he Industrial neveloprent Act of 1977 as amen:led, 

- Snall IMustries Developteiat ~. 

- Developtent Bank of Zarrbia Act, 

Annual reporta and aooounts fmn Devel0(1leiat Bank of 

Zeltt:>ia, Zeltt:>ia Natiooal camercial Bank, S'lall scale 

F.nteq>rises Pmmtion Ltd, Small Scale Industries 

Organization, 
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- D:>curtentation fran zatt>ia Brployers Federation, 

- I:k>Clmentatim fn:in Small Industries Associatiai of Zcltbi.a, 

- Ik:>ClDentation fran Village IndustJ:y Service, 

- Status report on extemally assisted projects in i.ndust.."'Y, 

Decenber 1986, 

- Minutes fran board neetings and management neeti.ngs in 

SIOO, 

- SUndry Project feasibility/viability reports, surveys, 

plans prepared by SIOO. 

Intervlews and discussioos have been held with following 

organizations and officials: 

Small Scale Entexprises PI:arotion Limi.ted 

General Manager Mr. G. Ngulube 

Financial controller Mr. G. MNartbazi 

Supervision Manager Mr. M.L. Sanpa 

lldviser Mr. G. Schirra 

Financing of SSI projects, a:ioperation with SIOO. 

Develcptelt Bank of Zdrrbia 

Managing Director Mr. L.M. Nyanbe 

Director Project Appraisal Mr. A. Ml.:.changa 

Adviser Mr. A. Isaksen 

Financing of SSI projects, a:ioperation with SIOO. 



Village lnc1ustry Service 

Clla:i.l:man Mrs. J. Mai;:ana 

- 4 -

Coordination of training and other activities with SIOO. 

Zarrbia Federation of Srployers 

ExecUti ve Director Mr. F. c. SurrtJwe 

Coordination of training activities. 

Bank of Zambia 

Deputy General Manager Mr. J.L. Muchinga 

credit Guarantee Scheire 

National Ccmnission for r::eveloµtent Planning 

Mr. o. Mirovic 

Provincial develq:mmt planning for SSI and projects with 

external assistance. 

Zant>ia National camercial Bank 

Advance Manager Mr. A. ~na 

Financing of SSI projects, cooperation with SIOO central and 

regicmal. 

Snil.11 Scale Industries Association of Zarrbia 

Chainnan Mr. N .s. M.-Tashi 

coordination of training activities. Selectim of potential 

SSE in the ~.:rovinces. 

Ministry of Commerce and Industry 

Hon. M. Muzungu, M.P. Minister of State 

Deputy Permanent Secretary, Mr. M.X. Mufwaya 

Coordination of SSI development effort. 

And, of course, on a daily basis with Chairman, F.xecutive Director and staff of 

SIDO. 
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1. 4. 'lhe snall Irdustries Develcprent Act and other basic 

chclmmts. 

UNIP's "'lhe National Policies for the Decade 1985 - 1995" puts 

an enphasis on i.a. develotmmt of rural areas, interoepemence 

and integration of ea:nanic sectors and their respective produ­

ction milts, specifically the integration of agricultural, 

nenuf acturing and mining sectors and the establishnent of 

· -small scale engineering mli ts for the supply of inplarents and 

services to famers. 

'lhe "Guidelines for the Fomiulation of the Fourth National 

Developrent Pl<::.n" stresses i.a. such matters and aspects as 

agrobaseci irrlustry, the use of local raw materials, establish­

nent of industrial estates, utilization of mineral raw materials, 

ancillary engineering mti.ts, diversification of the manufacturing 

sector and the establishlrent uf SIOO (and VIS) as a Goverrment 

policy instrunelt for reorganizatj.on of the .~tic mam.u "'cturinq 

sector. 

'!he Industrial Develcprent Pct, Part N, Section 18.(2) lists 

six crit~ria by which an entexprise may qualify as a priority 

enterprise. '!he criteria are related to: darestic raw materials, 

intemeliate goods, diversifi-:.:ation, pennanent enploynent, dclle­

stic ir.dustxial skills and tf'ctmology and develcprent of rural 

areas. A nuri:Jer of fiscal and other incentives apply to priority 

enterprises. 
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'ttle Sltall L""ldustries Develcprent Act. establishes that, if an 

enterprise is approved in writing tr,y- SIID as a small scale 

enterprise, t:Pis enterprise may apply for art/ incentives 

urrler the Industrial Oevelcprent Act. 

Am finally, the functions of SIOO as to the Small Imustries 

Developrent Act are: 

(1) • • • • • • • • to <D all such acts and things as are necessacy 

to foster and enex>urage the develq1Telt of snail .i.OOustries or 

as are conducive to the att:aiment of that purpose. 

(2) Wit.rout derogating fran the generality of subsectioo (1) , 

SIOO may: 

(a) formulate, CCK>rdinate and inplenent natimal policies 

and prograimes relating to the developnent and p:ratotim 

of small iniustries; 

(b) cany out research projects, surveys and market i:eSearch 

on any aspect connected with snail industries; 

(c) provide or assist in providing, training facilities for 

persons engaged or arployed or to be enployed in small 

industries and oo-ordi.nate the activities of other 

institutions engaged in such training; 

(d) provide extension, manaqenent and oonsultancy services 

for small industries; 

(e) pratDte local and foreign im:es'b'Tent in small industries; 

(f) assist in procuring, obtaining or providing supplies, 

equiprent or rCM materials for small industries; 

(g) assist in locating and develcping industrial estates, 

a:cmon facility centres and ancillary services. 
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'!be fairly explicit reference to policies arxi legislation 

governing the develOEJuent of snail scale iOOustry served 

two purposes: 

- as irxli.cator of the direction of the ronsul.tancy assign-

ment, 

- as a guide for the better understaOOing of the rea:imerrl­

ations. 

Tine during the assigrll'!Blt did not allaN to write this 

section in Lusaka. '!his is l:nlever of mi..mr :inp>rtance 

as all details are <X1lltai.ned in the report. 

T 
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3. REC.'CM'1ElIDl\TIO~ RfilATED 'ID f'UOC'T':ONAL MANAGEME'N'l' 

AND OR:iANIZATirnAL STRJC'1URE 

'lhis part of the rea:mrendations begins with an overview of the 

prQEX>sed organization and oontinues with an organizational 

description of each function/departmant. As SIOO' s past and 

present situation is well known fran mission reports and one 

evaluation report, little space will be used for historical 

analysis, the much nure for the SIOO for taron:ow. 

3.1. Functional and depart:Itental organization. 

'!be proposed organization is designed: 

- for SIOO to be able to t.mdertake the activities necessazy to 

neet its objectives as laid <bwn in the SID Act (1.4.), 

- for SIOO to be able to play the inportant role interrled for 

it through the SID Act in cooperation and inter-action with 

the other organizations involved in small i.OOustries develop-

rrent, 

- for proper distrib.ltion of \oA:>rk (activities) as a prere:JUisi te 

for linking acrountability to authority and perfo:miance oontrol 

to pl.arming and bJdget, 

- for organizational flexibility as a prerequisite for 

optimizing achieverent of objectives with limited resources 

(skilled manpower and funds) • 
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3.1.1. Main functions. Corporate policies. 

'!!le d:lcmentation referred to in sectioo (1. 4. ) gives. a clear 

direction for SILO's main functions: 

...;. SIOO was established to ~ a ooordinating organization 

for the Cbvemrlent's develOplBlt policies for SSI: 

"fonmll.ate, co-ordinate and inplem:mt national policies 

and prograrmes", 

to urrlertake research projects related to SSI (which also 

would include studies/surveys for SIOO's own developtent 

of SSI assistance (provincial officers, imustrial 

estates etc.) , 

direct assistance to SSE: 

- training, 

- teclmical/professional assistance, 

- investJtent pran:>tion I 

assistance to acquire production facilities. 

'Ihese basic functions, derived fran the objectives for 5100, 

would rather belong to two different organizations, difficult 

to bring under one hat: 

- '!he first blO basic functions cover the sector SSI 

develoi:rrent in general: fonnulation, coordination, 

i.nplenentation of national policies and programnes, 

and SSI sector research. '!hese functions are ~ 

much part of Govemrrent's overall policy for the 

long-tenn structural changes of the econany. 
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- 'ttle other objectives fonn a functioo which is at the 

individual enterprise level (altb::Jugh natioowi.de): in 

the technical/~gerial fields to assist 

the indi vi.dual entrepreneur/enterprise fran identifi­

c-ation of an opportunity to the SrtCOth qierations of 

an established enterprise which also includes assist­

ance to aCXJlli.re necessary facilities. 

'lhls quite real problem will noot likely be solved in the 

proposed new organization in ,,_hi.ch: 

- the Board will assure an active role, 

- the SSI R & DP function rem:>ved f ran Operations and 

relocated as a separate depart:nent directly un:ier 

the Ori.ef Executive with its C1Nil objectives. 

'rtle departnental organization (further developed in section 3. 3.) 

'NOUld be: 

- OOard and executive director would be directly ~ 

nsible for fonrulatim, oo-ordination and inplenent­

ation of national µ:>licies and programres, 

- a new departnent would be established directly under 

the executive director to un:]ertake SSI related 

research projects, 

- the present Project Appraisal departnP..nt and Project 

supervision departnent would be brought together in 

an Operations Departm:mt. 
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'lb this would ane the existing Finance Deparbrent (wi·::h partly 

new and widened objectives) and then, also existing, General 

Adninistration Department (with partly new activities). Details 

about ~ depi:i.rt:mants '¥Jill be discussed in sections 3. 3. 3. and 

3.3.4. 

Pea:mrendatioos: 

- '!he Board in oooperation with the Executive Director to w::>rk 

out guidelines (oorporate policies) for the main functions: 

SIOO as the apex organisation for Goverment' s SSI devel~ 

nent policies, SSI research, ~tions depart::nent, for the 

departnents Finance and General Mninistration. 

- 'lb establish a SSI R & DP departnent headed by a Research 

Manager directly urrler the Executive Director. 

- 'lb establish an Operations Department headed by a Director 

of Operations directly under the Executive Director and 

i.n<X>:cporate the present Project Appraisal and Project 

Supervisioo. Departments into the new q,erations Department. 

- For ·the identification of 11SriJers of the management team 

it may be advisable to change the title Finance Manager to 

.Director of Finance and the Board Secretary to Director 

Administration/Board Secretary. 

Recatm:mdation 
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3.1.2. Pro:EX>sed organization chart. 

'lhe departnental organization chart on the next page is the 

result of an analysis of functions and activities, present and 

future to the extent they oorrespond to the oojectives laid 

cbwn in the SID Act. 'lhe furmrentals for the design have 

al.ready been indicated (section 3 .1) • 

In the following subsections (3.3.1. - 3.3.4.5.) each depart­

nent subgroup will be presented fran all organizational view­

points. Alt:OOugh sooe changes already are urxlerway (e.g. 

departnentalization of accmmts) arXl sate activities ~l 

established, the wh:>le subsection (3.3.) should be regarded 

as one recamendation. 'lb leave out already established 

pi:ocedures \#JOUld have resulted in a piecaieal presentation 

of the proposed organization. 

'lhe lines f:r:an box to box in the organization chart rrre the 

traditional ones of autb:)rity/accx:>untability (or responsible 

for - responsible to) • '!he positions in heavy-lined boxes 

are the members of the rranagement team (one CX>Uld consider 

to leave the research rranager out fran the team) • F.ach 

netber of the managenent team is head of a detart:rnent. 'l11e 

activities of a depart:m:mt are functionally brought together 

in groups, each headed by a nanager (or equivalent) wh:> is 

accountable to the head of the department. 

Reccmrendation 
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'ttle dlart <Des of oourse rot show the nmerous lines of 

'DRtUlilication, of cooperation, infonnal neetings etc. 

with:>ut which an organization caraIX>t work. 

3.1.3. I:X>cUrnailts related to the organization dlart. 

'ttle organization dlart will be part of SIOO' s organization 

Manual. It is recx:mtelded to prepare such a manual based 

on guidelines in this report. 'ltle contributions to the 

Organization Manual v.uuld c:x:ne :Eran: 

Board and Executive Director: 

CDi:p:>rate policies and gl:!Ileral guidelines in accx:>rdance 

with which SIOO is (will be) organized for the PurPose 

of ~rking toward the achievanent of its objectives. 

each Head of. ~part:rcent, for the departnent and each 

sub depart:nental group: 

- organizati.on chart, 

- organizational description (along the sane lines as 

used in this report, e.g. cxmtents of subsection 

3.3.1.2.), 

- position guide/job description for each position in 

the deparbrent (layout and guidelines for a position 

guide attached to this report). 

'ttl:is organizational docutentation, the Organization Manual, 

will be kept all ve through regular reviews, changes and anend­

mants. Relevant par,_s of it will be given to each SIOO enployee 

so that he/she will understand his,lher position and the nearest 

organizational surroundings. 

Rea:.mtendation 



SIDO 

Positiai guide. :id> descripti.ai. 

Department: 

Olit: 

1. Cbjectives: 

APP. to Report to SIIXJ 
mmagB'll!llt, FebEua1y 1987 
Secti.CXl 3.1.3. - Page 1 -

Pcsitiai(job): 

'1hese are the 1cnJ-tezm goals for the positioo :related to the objectives 

of the departnent/sibdepa:t btental gn:q> to mich the position belmgs. 

'!be d:>jectives s1nJdl qualitatively in:licate ~is expected by way 

of achievenent CNer an unlimited period of time. (A short tenn ;id> 

will have d:>jectives that will have to be achieved at the em of a 

specific period.) 

2. 1tctivi ties: 

'lhis is a list of specific ca1CXete tasks to be perfcmned Un a 

ooordinated effort with others) toward achievenent of the objectives 

am in acrordance with q>eratiaial policies. It is the how of the 

jd:> descriptic:n. 'Dle tasks DllSt be clearly defined, blt sufficiently 

wide to leave roan for individual initiative and indicate the vertical 

and horbont.al linlcages to other positims/units. 

3. Organ.izatiooal i:elatiaiships: 

Vertical: 

- responsible for: 

aooountable to: 

HarizmW: 

- liaisc:m,lregular cooperaticn withe 

External: 

I II 



l"'P"""--------------------------------- - ---

( 

4. Qualifications required for entry into positicn: 

- General formative Educaticn: 

- Vocatiooal training: 

- kadenic studies: 

- Major: 

- Post-gnduate studies: 

- Experience: 

- Field: 

- Managerial. positioo: 

- Mininun nmber of years: 

- Special qualifications required: 

- Special persmal attr....but:es required: 

App. - Page 2 -

(R>te: wlst a copy of itens 1. - 3. will be given to the ilx:mtlent 

itan 4. reneins with the personnel manager.) 
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3.2. ~policymaking and executive functions. '!he SID Act. 

'lhe SID Act Part II ~.i.on 4 gives the nmiler of nerbers of the 

Board and the cxrrposition of the Imrd. 

'lhe abbreviation "SIOO" is in the Preliminaries given as neaning 

Small Industries Developnent Organization. "SIOO" is in the text 

of the Act also used with the same meaning as usually is given 

to the w:>rd "Board" or "Board of Directors" (c:nrpare the Develop­

nent Bank of Zambia Act Part II section 4. (1)). In this rei:ort 

fran here on the wo:rd "Board" will be used where the sm Act 

uses either "Members of SIOO" or "SIOO". 

'Ihe catpOsition of the Board reflects clearly the legislator's 

intention of giving the Board an active role in the formulation 

and in{llemantation of national. SSI t:elicies and an active role 

in the coordination of progranmes in the field of SSI develop-

nent. 

'!he SID Act, with specific eJ«..~ons, vests all ~rs in the 

Board, but does not nention the right of the Board to delegate 

{X)Wers to the Director (chief executive). Furthenrore, the Act 

does not nention whether the Chai.man of the Board shall have a 

full-~ position. 

'!he Board shall as to the Act, appoint a Secretary who shall be 

responsible for the aani"listration of the day-to-day affairs of 

SIOO under the supervision cf the Director. N:> further pc:Mers 

or fune:tlons of the Director are nentioned with the exception 

that the Director shall attend Board meetings wi. thout a vote. 
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~ to the minutes of lk>ard Ireet.i.ngs for 198( m ex>qX>rate policy 

matters or SSI policy issues have been discussed. 

'!be unclear situation as to the Act, betweer. the 8::>ard and the 

executive furx:tion of SIOO affects the ~rk and devel.OEJteilt of 

SIOO. It is therefore recmmeOOed that the Board uses its 

power in aooordance with rart II section 7. Cl) and/or prepares 

prop:>sal for what it considers ti:> be necessary anerrlrents to 

the SID Act in this field. (catp. DBZ Act Part II 7.1. and 

8.3.). 

Part II section 14 of the SID Act regulates the nanagerent of 

SIOO tums. '.Ihe ~rding of subsection (3) (~)is: "any other 

expenses incurred by SIOO in the discharge of its functions." 

'lbe tenn "expenses" neans by definition such expenditures 

which will be charged to the profit/loss aCCX>\mt (against the 

:recurrent bl.dget). A strict application of SID Pct Part II 

section 14. (3) prohibits SIOO from incurring capital e>q:>encli­

tl'!re (c:::irrpa.re DBZ Act Part IV section 15.f WU.ch gives DBZ 

the right to apply funds towards capital ~ndi ture) • '!he 

SID Act as it stands 'WOUld consequently not pennit SIOO to 

anbark on activities which it already has decided up:>n as 

the activities require capital expenditure (= capital invest­

rrents). ~ these activities, hire purchase s=hete for machines 

and construction of i".ldustrial estates and training centre, 

are in;x:>rtant oonplenents to other inputs for SSI developrrent, 

it is reconmended that a proposal be prepared for the necessaiy 

arrendrrent of the SID Act. '!'his should also bring capi ta1 

experdi ture already incurred by SIOO under th~ Act. 

Reccrmendatio: 
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of the SID .Act be prepared far the Preliminaries. '!he 

definiticn of "small-scale enterprise" slx>uld be exparded 

to also rreaning that the enter;>rise sh:>uld be owner - managed 

or that the (majority) owner sOOuld have a full t:iJte occup;.i-

tioo in this enterprise. 

Finally it ~ be useful to incl\lle the word "processing" 

under the definition of "Manufacture" (manufacturing, asSE!!ttr .. 
ling and processing industry). Another question is a possibly 

clearer definition of "services" (o:irpare e.g "services" as 

listed in the Sales TaX .Act, cap. 663 of the laws of Zambia, 

schedule of taxable services. 

3. 3. Departm::nts, groups and subgroups. 

'1he follCMing is a description of a flmcticnal organizatioo of 

SIIX>. The main objectives for this pJ:'OEX)Sal are: 

- to make a clear distinctioo between the main functions: 

operations, res£arc::h, finance, adrninistratioo (general 

services), 

- to have a clear definition of departmental objectives and 

tasks, 

- a sufficiently narrow rnanagemant span of supeIVision/control 

and a minimum need for coordination for the chief executive 

to leave him maximum time for corporate :x>licy fonmlation 

and planning and for policy foITnUlation and coordination in 

the field of SSI develc:pnent, 
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- to establish a basis for cxrordinatioo of organizaticn -

planning - bXlget - accounting - perfcmnanoe caitml with 

a feedback to planning, 

to ac::cumo:late in the SIDO organizaticn also sudl functions/ 

activities liirich at the present nment are not carried rut, 

Wt for which a principle decision has been taken or can be 

expected, 

- not to cause rrcre or deeper chango_s than necessary in order 

to minimize disturbances in the day-tcrday 'INOrk of an 

:inportant organizatim. 

3. 3 .1. (\?erations departnent. 

The prq:osed o.rganizatioo of the q:>eratialS Departm:?nt is shown 

on the next page. 

'!be objective~ of the ~rations depart:nent are: 

- help SSE fran studying the feasibility/viability of his identi­

fied project qp:>rtunity through all stages of the project to 

a i;.:oint where production runs srroothly, the product(-s) is/are 

well established in the market, the return on invest:rrent is 

satisfactory and stabilized and a sound liquidity maintained, 

- identify projP.ct opport\.mi ties, st\rly their feasibility I 

viability and, if found satisfying SIOO criteria, pratote such 

projects (preference should be given to industrial sectors/ 

geographical areas which are neglected/overlooked by SSE, 
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- identify potential SSE, 

- provide training qipartunities in professional, nanagerial. 

a."ld vocatiaial skills for SSE, their errployees and for SIOO 

professional staff and organize SSI saninars and conferences, 

- rontimx:>usly to adapt the activities to the needs of the SSI 

sector and national. SSI policies, i.a. to establish SIOO in 

the provinces, 

- identify, prepare, plan and ll?plement new activities within 

the franework given by SIOO objectives and the policies 

established by the Board. 

It rrust be errphasized t.'1at all functions and activities toward 

adti.evenent of these depart:nental. d:>jectives shall be planned 

(physically and financially) and carried out in accx:>rdance 

with rolicies I priori ties and long-tenn plans approved by the 

Board and by applying operating principles established by SIOO 

nanagenent. 

A nest .inportant aspect of the ~rations Depart:rrent's functions 

and activiti~ is the cooperation with other organizations/ 

institutions operating in the field of SSI developrent. 

Although sare CXX)rdinating effort in the fields of training and 

seminars over the years has been quite successful and a 

a:x>peration in the field of project prarotion/financing has 

been going on for sate ti.ItE (llllfortunately this cooperation 

seems to have CCJtE to a stop) nuch remains to be done both at 
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SIOO head office level and at provincial level (even before 

SIOO has established provincial or regimal offices): 

- to cxx:>nlinate en a regular basis the activities of SIOO 

and other relevant organizatioos/instituti~/authorities 

especially in the fields of identificaticn of project 

~unities and potential entrepreneurs, prutoti.oo, 

appraisal, financing, follow-up and a:msultancy, establish­

nent of unustrial estates and related activities, training, 

(ref. Section 4.) , 

- tr initiate cooperation between organizatioos/i.nstitutions 

ooncemed for the preparation of joint presentations of SSI 

development policy proposals to Govenment, 

to cxx:>rdinate and to initiate cooperaticn in the field of 

joint infonnation about SSI actual developtent, opportunities, 

procedures, training, assistance and facilities that can be 

offered, incentives, etc., 

- to cxx:>rdinate layouts of projet..~ xeports and presentatioo of 

projects, nenuals for preparation and awzaisa1 of projects, 

qualifications and criteria for assistance and finance, etc. 
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Head of the departltent will be the Director of ~tians, one 

of the few new positions in the prc:p>Sed organization. A 

successful candidate for this IX>Sition would possibly be an 

iniustrial econanist with plstgraduate stoo.ies in (at least) 

cne of the fields small industries devel.opnent, fi.nanci..ng, 

:iniustrial organization/administration, business adnini.stra­

tion. He would have sare years practical experience at 

nanagerial level in an organization in the field of SSI 

developlElt, or in a project developrent depart:nent of a 

rrediun scale nanufacturing industry, or in the projects 

·lepart:irent of a fi.nancial institution. He slx>uld further­

nnre have a good general urrlerstanding of technical and 

organizational natters. 

'!he functions of the ~tions tepart:mmt are distributed 

to sub-depart:.nen groups presented in the following sub­

sections 3.3.1.1. - 3.3.1.6. 

3.3.1.1. Depart:Irental secretary. 

('lbere will be only two positions with personal secretaries, 

the Chief Executive and the Board Secretary /Director 

Mninistration.) 

'1he departnental secretary is a CXlti:>ined posi tian of qualified 

secretaty and "assistant to" with the following activities 

(without first listing the objectives) : 
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- Secretarial services to the head of the departr!ent am the 

group nanagers in the depa.rt:Itent. For typing wo:X the 

secretary will be assisted l7j a typist (this \\'OUld be typing 

wod~ whidl will oot be perfumed l7j the typing pool) • 

- tmder guidance f:ran Mnini.stration Depart::nent organize the 

Ceneral Files system and the Projects Files system for the 

Operations IEpart:Itent as well as the system for registering 

incaning/outgoing cx:rmnmication, reports including ti1re 

. statistics for assignments, minutes of neetings, CXJpies of 

contracts (originals always with the Registry Cleik), other 

doctmmtation. '!hereafter to run the systems, keeping them 

in perfect order and updated. 

- '!be general infonnation function of ~rations Depart:Irent. 

'!his requires satE elaboration. 'l'1e present Front Office 

function "°11.d disappear. 'rtle departnental secretazy will 

receive requests far general and special info:rmation, applica­

tion foms etc. fran SSE• s, potential SSE' s and .i;ossiblY quite 

a few just interested or curious people, visiting, l7j letter 

or teleplxme. 'l'1e secretary has to function as a frienclly 

but very selective filter. She ~11 on own initiative and 

juigenent hand out/mail requested fonns, general ir.fomatian 

(brochures, folders etc) and al.so to quite sane extent have 

the knowledge to answer specific questions up to a certain 

level or ref er the izXIuierer to another relevant orqaniza­

tion/ institution. 'ttle principles should be: 
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- '1he infonnatiai period of a 5mVpotential SEE cxmtact is 

dealt with by the departneltal seaet:aJ:y. lt> files will be 

opene(l, only l".Dllthly lists of nme, atitess and fmnVi.nf'omr 

at.i.cn handed out/nailed. 

- A project officer will take over "81 a SSF/potent.ial SSE is 

mady to discass his project idea (or problan) mn possible 

SIOO assistame. 'lhi.s has not neoessarily to be indicated 

by a letter or an awlication. lt> file to be cp.ned befme 

a contract/agremeit has been signed for a specific assign­

ment (fee or no fee is a diffetent questim, mf. Secticn 6.). 

In additim to ooe outstancli.ng and experienced secretaty this 

\mit 'WQ.l\d n!qUlle cme efficient typist. 

3.3.1.2. Project PmlDtion groq>. 

'lhi.s g:aJp will deal with the preparation and pm1utim of $l 

projects. 

Cbjecti vie: 

'lb develop $1 project ideas/ogx>rtunities in line with SIOO 

policies, criteria and priorities t.o a project prospectus and 

follow the project q> to a point \h!re necessm:y finance bu 

been aecured. 

1\mctia'lfJ: 

- Asai.stance to SSE•s. 

- Dewlopnent of •own• projecta in line with the d>jectiw, 

cmbined with pmlDt:icn of llUCb piojecta and ident.tfimticn 

of pota1tial •••• 

I I I 
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Activities: 

- q,portuni ty and project identification stOOies, project 

follmllation. 

Carplete or partial feasibility/viability studies, when 

necessacy incluilng alternative product design, altema­

ti ve techoology. 

- Studies of financial requirsrents ani capital structure, 

liquidity. 

- Appraisal of projects. 

- Preparation of project prospectus ani negotiations with 

financial institutions and other sources of finance. 

Publicity, contacts, inteIViews for identification of 

potential SSE :s. 

- Professional supervision and support of a:>rre5EX'Jlding 

activities at provincial offices. 

Organization: 

'n1e group will be h-:!aded by a manager and have project teams 

of one i.rrlustrial econanist and one industrial engineer. 

Linkages: 

Internal: 

- With Extension and Callrercial Services Gra.ip for exchange 

of project officers to maintain an efficient use of 

especially industrial engineers, as the project input of 

engineer man-days rarely is the sane as the input of 

ecxnanist man-days, and for "handing over" a project a10e 
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finance has been secured. 

- With SSE Training Coordinator for establishing general or 

specific training needs at an early stage. 

- With Iegimal Supervisioo and Stg;>e>rt Group and leJimal 

offices to provide professimal supervision and ~rt, 

to receive and review project reports prepared at the 

Regiooal of fices and for ~ation in the fields of 

identification of project opportunities and identification 

of potential SSE•s. 

With SSI R & DP· for stu:lies related to the activities 

of Project P~on, especially sector, resource and 

applied t.echnology studies. 

- Exten1al: 

- With OCDP and Provincial Planning Units to be oontinoously 

aware of the future, of changing priorities, manpower 

situatioo etc. 

- With VIS for cooperatioo and regular exdlange of infoi:m­

ation, for joint, or at least axmlinated, infonnati.m 

about project prcm:>tion, specially to ~rate in that 

narrow strip where the two fields of interest meet or 

overlap, and for keeping each other info:med about 

nethcx:is/procedures, manuals, priori ties, criteria and 

standards used and applied in the activities of Project 

Praroti.on. 
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- Witn develo:i;rrent banKs, other develq:rrent finance institu­

tions, cx:mrercial banks, credit institutions etc for regular 

exchange of infonnatiai :related to SSI financing, establish­

ing pennanent "project channels" between SIOO and the for 

SSI finance rrnst suitable sources, adapt, if mt standard­

ize, fact sheets, project reports, manual~ appraisal rcethods 

and procedures, appraisal criteria and standards and finally 

to offer SIOO services to these financial. institutia'lS whidl 

do not have the capacity to assist their custaters with 

feasibility/vi.ability studies and :related. 

- With Small Scale Industries Association of Zarct>ia, provincial 

and district autlxJrities in the effort of identifying Project 

oWQrtuni ties and potential SSE 's. 

Staffing: 

'!'he Manager ~uld preferc.;.bly be a t:0stgraduate industrial 

eoonani.st with sare years practical experience fran project 

preparation and appraisal, familiar with SSI problematic and 

supervisoi:y experience. 

'!be staff ~uld consist of industrial econanists and industrial 

engineer- or Ireehanical engineers With a bacherlor's deg:ree 

with sane practical experience, preferably related to small 

industry. 
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Nurtber of staff will depeOO an "WOrltl.oad, level of 

regiooalizatiai and carputerization. As a guideline 

for staffing ooe If1ir:1 calculate roughly with 3 experienced 

man-weeks or 4 inexperienced man-weeks wi. th good supervi­

sion for the preparatioo of a feasibility/viability 

report for an average SSI project. 

For the work in the Project Praroti.on Group it is strongly 

recamended to a01Uire the a:ME"AR Progrcmre and a suitable 

cx:rrputer wi. th the necessary p:riiJherals. '!be cxnputer 

would save ti!re presently used for very tmcreati ve calcula­

ticn joo wi. th a high potential for calculatiai errors. 'Ihe 

oarputer will furthenrore enable the project officer to cb 

Ml.at nonnally not is done manually (due to high t.:ine consunp­

tion) narrely the inp:>rtant "what if ••• " calculations or, as 

they so scientifically are called "sensitivity tests". 

l))cmentation: 

For every assignrrent a project file will be opened and given 

a cxx3e mmber which will be used as reference for project 

reports, correspondence, working papers, in nonthly progress 

teports. 'Ihe code system has to be coordinated with the 

total registration system of SIOO (by 11drni.riistration 

Departnent). 
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- 'ttie first doc\:.mant/paper in each project file will be 

- for extemal assignmants: 

a OOT!:f of a oontract/agrearent (recamendatioos section 

5.4, and 6.3. are applicable also to Project Prarotian) 

between SIOO and client, 

- for internal assignmants: 

a COf1i of the minutes of management (or Q.:>eratians 

Depa.rt:Irent) reeting in which the assigment has been 

decided, cx::upleted with necessary project infonnatim 

such as: estimated starting and a:rrpletian date, estima­

ted n'lltlber of man days, fomat of output (report), i.e. 

basically info:cnation which in an extemal assi<;,.mmt 

are included in the oontract/ag-.• :cerrent. 

- Before a file is opened there will in nmt cases have been 

ccmm.micatian by way of correspondence and discussion 

(telephone or neetings) • Fran discussions there will 

always be a written nenD (in case of significant agree­

rrents a confinnation letter) • Menus and copies of corres­

pondence will be kept in the ~atioos Departnent by name 

and in chronological order. l-llen a file is opened the 

copies kept by name will be roved t.:i the corresponding 

project file. 
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- In principle the last dooment in a project is the CD'lfll:m­

ation (fran a financial institution or othexwise) that the 

necessai:y financing has been secured. 'llle project file will 

be raroved fran Project Prarotion's live :register to a 

reference :register. Fran there on, in relevant cases, 

Extension and Coon'ercial Services will take over, opening a 

(new) project file for m::nitoring, follow-up or what the 

assigmrent might be, with the sane file procedure as Project 

P:rarotion. 

Inp::>rtant enough to repeat is that IYBTDS to the file should 

be prepared on all discussions, fran neetings as well as 

telepb:>ne oonversations. 

Reports (primarily for tine plarming and control): 

These are the internal reports related to progress arrl perf or­

rnance and, in case of services for which a fee will be charged, 

as a base for invoicing. 

- Tine sheets for each project officer on which he daily rotes 

the hours used for each j,)roject, ext.ari.lal or illte:rual, anu i1oura> 

for general purposes (non-project hours, administration). The 

hours will be added up monthly per project. Time sheets from all 

project officers will then be added per project. 

- Progress report per rronth showing for each project started, 

in progress, carpleted (:=finance secured) during the rronth: 
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- project officer in charge, 

- brief description of work done during mcnth, 

- total hours used for the nonth, accmul..ated, and :remain-

ing hours of estimate, new estimate of l'nlrs required 

for rercaini.ng w:>rk. 

Similar reports will be prepared at Iegional Offices. 

Perfonnance: 

Perfo:cnance indicators are: man-days per ccnpleted (= finance 

secured) project, ratio between a:mpleted projects and contrac­

ted assignmants, ratio be'bNeen infoi:mation requested/given and 

oontracted assigrments, nurrter of man-days charged to projects 

as percentage of m.1tber of man-days actually available as 

percentage of nurber of man-days budgeted and, when sexvices 

will be debited and invoiced to client, man-days invoiced as 

percentage of man-days charged to projects. 

This perfonnance follOtl"-up should be dale for four-nDnths 

periods, i.e. three times per budget year. 

Manuals: 

Organization manual including cbjecti ves, functions, acti vi.­

ties etc. to and including perfonnance and position guide/ 

job descriptions for each position. 

- Manual for the preparation of project reports and project 

prospectus. 
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- Manual for project preparation i.e. awortunity/identifica­

tion studies, feasibility/viability studies, project appraisal 

based on UNIOO literature. 

lt>te to 3.3.1.2. "Activities": When necessary the group will assist 

the SSE to establish the legal entity for the project 

{required befo~ financing can be discussed). 

3.3.1.3. Extension and camercial services group. 

'lbis gr0up takes over SIOO's responsibilities for SSI projects frcrn 

the point when finance for a project has b...--ien secured and as long 

as assistance is requested or required. T.U:ough the skills required 

and the experience acquired in this field the grou;> will also be able 

to anbark on SSI ccnsultancy for already established SSE' s. - When 

SIOO organizationally and administratively is ready for it the group 

will also have the responsibility to manage a H/P schelte and a R/M 

scheme. 

Cbjecti ves: 

- 'lb assist SSI projects for which finance has been secured 

through the different stages of planning and .inplemantation, 

test runs and production and marketing till a sound cash fl.CM 

has been achieved allowing for debt service, re-invest:irents 

and a healthy _return on inves1Jrent. 

- 'lb assist, on request, established SSI enterprises to solve 

nanagerial, production, marketi.r.:;, organizational, financial 

problens before they have reached dangerous proportions. 
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- 'lb assist, on request, established SSI enterprises to plan and 

inplemmt expansions or restructuring of the-enterprise. 

Functicns: 

- Follow-up of new SSI projects for which finance has been secured, 

guidance and advice oo. matters d:>served during follc:M-up, assist­

ance in :i.nplarenting such advice. 

- Consultancy services to established SSI enterprises, follCM-up 

on advice given and assistance to implement such advice. 

- ~ration of a H/P schema and a R/M schere ~ a cxrrplerrent for 

qualifying SSI projects in cases of insufficient or inadequate 

financing. 

Activities: 

- Assistance to SSI projects in prepa.ratiai of inplemantation 

planning, t.ine plarming and payment plan. 

- Assistance to SSI projects in the selectiat of building ccn­

tracto~ and suppliers of madri.nes, in m:dering, shii;ping and 

inp:>rt procedures. 

- ltmitoring of inplerrentation and test nm. 

- Iegul.ar follow-up visits with lending institutions involved, 

reports of observations for further follow-up or direct assist­

ance with oopies to SSI project and srro project file. 
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- Assistance in the fields of product(-s)jmarkets/marketing, 

purchasing/stock control, production, bookkeeping and accounts, 

administration, general managarent. 

'lhe regular follow-up visits will also be used for perfomance 

neasurarent of the SSI enterprise: production, cx:rmercial, 

financial for discussion with the SSE. 

- Ql request fran established SSI enterprises provide amsul t­

ancy within SIOO's soope of professional CCJtFetence. 

- Together with SSI enterprises establish training needs. 

- 'lb manage a H/P schare and a R/M schate (ref. further 3,4.1.4. 

and 3.4.1.5.). 

Professional supervision and support of corresponding activi­

ties at provincial offices. 

Organization: 

'!be group will be headed by a manager and have a staff of 

industrial ea::manists, Wustria1 eD,}ineers. 

Linkages: 

- Intemal: 

With Project P:rarotion Group for the taking over of financed 

projects and for exchange of project officers. 
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- With the SSE Training Co-ordinator for establishing ~.her 

training needs, especially on-the-job training. 

With Pegianal Supervis~on and SJRX)rt Group and Begiaial 

of fices to provide professiooal. supervi.sicn and ~ in 

the activities nari.tori.ng and follow-up of SSI projects, 

oonsultancy services. 

- With Pegional Offices to manage and cxntrol the regiooal 

H/P and P./M scllales ·especially 11/P oontracts, P./M invoicing, 

installation of machines, regular maintenance oontrol, 

reception and distribution of raw materials. 

- With purdlaser for selection of machines/spare parts, nate­

rials, suppliers for qootations/tenders, negotiat•'Xl of 

price and oonditians, oontrol of gocx:ls and invoices. 

- With cashier for availability of local currency or foreign 

currency :ftmds for paynent of machines, materials. 

- With the Olief h:Xnlntant and Cashier for control of 

oollection of H/P rent and payrrent of R/M invoices. 

Erternal: 

- With VIS and SEP (and possible others) for cooperation 

and cxx:>rdination of activities related to ronitoring· · 

and f ollo.rup of inplementation and operation of SSI 

projects, consultancy and other services such as book­

keeping services~ perfonnance analysis, H/P and R/M 

sche.rres. 
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- With all finance institutions directly involved in lending 

to SSI projects for exx>rdination of activities related to 

rroni.toring of project iltplenentation and to follow-up 

through the loan period. 

- With develq:mmt banks and other developrent finance insti­

tutions for develoµrent of standardized m:mi. toring and 

follow-up foms and procedures for SSI projects/enterprises, 

standardized forms and procedures of performance control of/ 

for SSI enterprises, standardized SSI book-keeping. 

- With Zambian consulting engineers for cooperation in cases 

where an assign.TYEnt is beyond Sl!X)'s professional ca?acity. 

Staffing: 

The manager 'WOuld preferably be a postgraduate industrial 

engineer with shop floor experience fran SSI enterprise o:;­

nechanical industry or with experience fran a firm of 

consultants, or he would be a postgraduate industrial 

economist with sone years experience in SSI develq;:mm~ 

in the field or as a consultant in industry. 

The staff would consist of industrial econanists and 

industrial/nechanical engineers. At a point in the 

future, when the skill will be required, one of the 

economists should be familiar wi. th industrial administra-

tion a.rid rookJ.:eepi ng. 
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Nunber of staff will depend on workload and level of region­

alization. ti:>rkload ronsists of rronitoring, follow-up, assist­

ance, perfonnance rontrol, {bookkeeping), consultancy, H/P and 

R/M schates. For the next future there will only be rroni. taring, 

follow-lJE:, srne limited assistance and possibly perfonnance 

control. With rroderate efficiency this would may be take one 

rran-week per project and ronth at an average which gives an 

indication of the imred.l.ate staff requirarent. At a kter 

stage, when sun will be geared to embark on consultancy it 

will be easier to balance "NOrk.load and nunber of staff by 

reducing or increa!Sing consultancy acquisition activities. 

r.bc'.r-~ntation: 

- for 2ver1 assignrrent (r:cni taring, follc:M-up, consul tanc:.y} a 

OC!"lSultancy file will be opened and given a code nurrber. 

- T.1e first doctment/paper in each file will be a c:.·opy of a 

contract/agreercent (ref. 5.4. and 6.3.) between SIOO and 

client. Correspondence and rreoos preceding and related to 

the contract will be rroved to the ronsultancy file. 

- F.ach file will rontain working papers, copies of rorres­

:.x:indence, me.sros, minutes fran meetings, copies of interim 

and final reports to client, perfonnance control, follow-up 

of advice given. (For adequate registry administration it 

should be remembered that a follow-up assignment may stretch 

over several years.) 
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- '!here will be clients. register Dre each mi9111&at will 

have its Clllll card: nane and cdb::ess of client, date of 

cxnt.ract/a:µeerent, brief descript.icn of assigment. '!here­

after lines and a>lmllS for date of visit, nane of project 

officer, brief descri.pti.ai of reucn for .m msult of 

visit, planned next act.ia1 and next visit. 

- Invoices (in case of services c:hargeab1e to client) will be 

prepared in aexx>rdance with cxntract and based <Xl tiJ1B 

infomatioo fran tine sheets as described in secticn 

3.3.1.2. 

- t:bclmlentatioo related to Hft> and R/M sdetes, ref. sections 

3.4.1.4. and 3.4.1.5. 

Will be similar to those described in sectiai 3. 3 .1. 2. 

Perfo:cnanoe: 

'1he group has a mix of activities: 

short-tenrv'lon9-teim clSSigtlietlts, chargeable/mt chargeable 

to client, oonsultancy /HIP schall!!/RIM scheme. And the 

group will, at least initially, be 110 snall that each 

pD:>ject officer has to DICM9 bab:een all activities. It is 

therefm:e difficult to find maaningful perfomanoe indica­

tors apart fran asaigmenta lllhich are charged to the client: 

actual result to estimted nmlt. lbr other aaigmanta 

the a:mpui.9cn would cnly be bebam estinated and actual 

hours. ht ia neoeseuy for future planning but of no 
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value for perfomance CXll'ltrol. SO, perfamance cmtrol 

has mainly to be based an supervisiai and tmget/financial 

perfomiarn! a:ntrol. 

Manuals: 

- Organizatioo rranual including d>jectives, functions, acti­

vities etc. to and includiDJ perfomance and positiai guide/ 

jd> descripticn for each positioo. 

- Manual for 110ri.toring activities am reports. 

- Manual for a:.msultancy activities and preparation of amsult­

arct reports. 

- Manual for H/P procedures. 

- Manual for RIM procedures. 

3. 3 .1. 4 ., SSE training cxxmlinator. 

'l'1e SSE training ooonilnator is a cme-11BJl jcb at MBJ1a9er level. 

arjectives: 

'lb provide trainllrJ facili tiea and ~ties for SSE' s 

and SSI enployed to secure the necessary managerial and 

vocatiooal skills to successfully establish, i.nplemnt and 

run an $I ent:elpriee. 
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- 'lb pmvi.de training facilities and opportunities far SI1X> 

professicmal staff for a cxmtimnls qJgradinq of skills 

to neet new c:hal.lenges and to be able to take q> new 

posi. ticns in SIOO. 

Oxmiinat.m;J the efforts fran several m:ganizatims/imti~ 

tioos active in $1 develq:lll!nt to identify training needs, 

prepare and CD'lduct traininq activities, evaluate results 

and cxxperate with other SIOO units in the follar-q> of the 

individual participants after cxmpletioo of training. 

ktivities: 

- As a cx:x:>rdinator: 

- Identify lalg-teIJR and stmt-tem training needs. 

- Put these needs in lalg-tenn and short-teim plans and 

develop the short-tenn plans to annual training plan 

and - rulget, central and provincial. 

- Develop and prepare pt031ames md curricula for 

standard CDJrses, saninars, workshops. 

- De\lelop and pxepa%e pro;µ:ames and curricula far 

cxmses, seminars, woxtcalqle m special topics, 

mvelties in tedmology, legislatim, management 

techniques, or for special categories, or for specific 

99CJ9tap'Ucal areas. 
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- De'1elq> and prepare in close a:qieraticn with individual 

5.51 enterprises in-to.lse oourses and ai-~jd> tra.ininq. 

- Select ocurse d:iiectors, 'WOrlaltq> leaden, l.ectmers etc. 

for oourses, seninars, worlcshJps. 

- Prepare evaluatioo it!(Xlrts after each <X>UrSe/seminar/ 

workshop. 

- Prepare together with SIOO Extensicn and ODnercial 

services group foll0#-'4> of imiviWal participants. 

- OX>rdinate all these activities also for joint in-house 

cx:n.irses and on-~job training for professional staff 

of SIOO and with SIOO CXXJperating organizatiais/insti­

tuticns in $1 develqmmt. 

- As oourse director/seminar leader: 

- Plan and arrange all facilities for lectures, group 

~rk, board and neals, printed material, audio­

visual aids etc. , transport. 

- Select and invite participants and lecturers/trainers. 

- As training manager for SIID: 

- ~ible for all theae activities at SIOO training 

centre(-s) (a possible future dewlcp11!nt) to the extent 

they are awlicable. 
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Linkages: 

- Intemal: 

- With Project PmlDticm Grcq>, Extensicm and OJllDercial 

Services Gaq> and B!qialal. Offices to identify and 

establish traininJ needs, to select participants far 

training activities, to select lecturers and trainers, 

to ooordinate oourses and other training activities 

geograpri.cally and as to time. 

-Wi~other~oodepartmmtstosecure~oolecturersm 

special fields not represented in ~tioos Departnelt, 

e.g budgeting, cost accamting, office aaninistratian 

etc. 

-~: 

- With VIS, de\ielqlnent banks, other financial institutials 

for SSI financing, ca1uercial banks, ZFE, SSI Associaticn 

of Zanbia, '!CF, Provincial Pl.anninq 'Chi.ts, SSI deve~ 

ment projects receiving extemal assistan•:e to a>-mdinate, 
' 

centrally and i:eqialally, training plans, pmgta111es, 

oourses, seminars etc., to ooordinate selction of partici­

pants, to select lecturers and other training assistance, 

to a>omi.nate ld>licity for and amlnl training activities, 

to cxxmlinate CXJU1'8e evaluatiai and training fol.lat-q>. 

- With !«XI' to keep abreast with S8I de\181.q:nent,pl.anning 

and manpower planning. 
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Staffing: 

'!his will, at least in the beginnin:J, be a ooe-man j<i>. '1be 

ooard:inator should be an industrial ecxxonist or - engineer 

with practical experience as organizer/dizector of courses 

fran a training unit of an industrial enteI'prise or a BA with 

a major in edx:atiai and with substantial practical experience 

fran a training unit of an industrial entezprise. 

D:>c::ulentation: 

~re will be for every year a progx&me for oourses, seninars, 

workshops and other training activities in:licatin; type of 

oourse etc. , dates and venue. (A separate annual prograrme 

will be prepared for SIOO training centre(-s). 

F.ach course etc. of 'Which SIOO is the :responsible organizer 

will have a separate file containing narre and type of course, 

sani.nar etc., code nlltt>er, organizing institutions, date and 

venue, curricul\.l'I\, course etc. director and list of lecturers 

and ass:ic;tants, cq>ies of invitatioo and/or advertisenent and 

other publicity, list of participants, list of (X)U["Se neterial, 

list of a/v rraterial and equiprent, a oopy of oourse evalua­

tiai Iep:>rt, a oopy of course follcw-q> progx:ame (actual 

follow-up to be dale by Extension and CClmercial Services 

Group or Regiooal Offices with feedback to Training O>i-ordinator, 

calculatiai of est.inated CX>St and incc:m! and actual cmta and 

cmt.ribltiai fmn participants. 
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cne oopy of all CX>UrSe mterial will be kept in a separate 

libraey for reference. OJlmse mterial to be used in future 

oourses will be kept as originals or master cq>ies for futme 

repmductim (ooul.d at a later stage be stmed cm cxmputer 

discs) • 'h librazy will also incl\de copies of murse 

material prepared by SIOO staff for oourses not organized by 

SIOO but with participa.tiai fran SIOO staff. 

Reports: 

Every six IrDnths: oourses etc. planned am actually carried 

out, nuti:>er of days planned and actual, nmber of participants, 

SIOO in?Jts, neasurable results if aey, follow-up planned and 

carried out, total cost, i.ncDte if aey. 

Perfoimanoe: 

It is difficult to establish aey true perfoJ:manoe indicators 

as there is no direct relatiai between input and output. 

'!be nuti:>er of participants has ro relatim to acceptanoe and 

quality·of. cx:>urse etc. With the possible exoeptiai of courses 

at training centres there is no passed/failed examinatiai at 

the end of a course. A qualitative juigeslent of cxmse 

evaluation (by pa.rticipmt:a) am the a:Jm:11e folJ.c».q> will 

give an indicatiai as to perfon1Buce. 
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Manuals: 

~f. "l))clJrentation" , third paragraph. 

Special c:::ourses: 

'1he following topics sh:W.d be ansidered for future pe:manent 

SSE courses (in actiitioo to established <XJUrSeS) : 

- S:inple job-order oosting 

- for price quotatioo, 

- for oost oontrol. 

- Costing/pricing umer anlitioos of inflation or deflation. 

- Raw materials and stock managenent with special etphasis 

on stock oontrol, costing of raw material, re-<)rdering 

Ix:>ints aOO optinun re-ordering quantity. 

- Preventive neintenance of hri.l.dings, machines am vehicles 

versus rehabilitation. 

- SUperviso:cy training for SSE, supervisors and foiaJB1. 

3.3.1.5. Regional supervision and SUWort group. 

'lhi.s sectioo is presently only an indication for the place in . 
SIOO's organizatiai of a future group. As long as SIOO has no 

regional organization (apart fran the Kitwe office) , there is 

of a>urse oo need for Regional S\4>e?Vision am S\g:ort. A brief 

the umerstanding of SIOO's central and regional organ:i.zatiai. 
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SIOO is planning to establish prorincial (or, when covering nme 

than cme p~, regiooal.) SSI devel.opnent offices. 'Dlese 

offices will carry the functiam and activities of the ~tic:ms 

Departnent out to the Pmvinces and be guided by the same object- · · 

iVleS as the q>eratials Department, althJugh geograpri.cally limited 

to a province (or regioo) • '1he ~ and CXWIEq\Jently the 

nmber of staff at the SIOO head office will siJrultaneomly De 

In addition to the furx::ti.cms at provincial level of project 

pca1otion, extension and cxmnercial services, training activities, 

there will in due ~ be sate industrial estates and/or training 

centres which will be :illplatented and nm umer the management 

of the mana<Jer for the provincial/regi.ooal office in questicn. 

Fbr the ax>rdination of regia1al plans with head office plaim:i.ng, 

nali.toring of regional activities, analysis of reports, for direct 

SllpEX>rt to regional. of fices and as a link between regiooal offices 

and other groups of cp~rations Department as 'Nell as with Finance 
• 

and with ldninistration departments there will be a Regimal 

SUpervision and S\JRX>rt Group. 

'lhe gn:q> would be small am ramin sml.l: ale nanager and one 

project officer for every three reqi.onal offices, i.e. men fully 

organized b«> project offioen. A positi.al as project officer 

in the graJp is a c,JX>d training for JIDYing to a recJl.CNl office, 

eventually as regional manager. 
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F\lrther details as to objectives, functioos, etc and to posi­

tion guide/jcb descriptioo can be prepared later, closer to 

the :realizatioo of the group. 

3.3.1.6. .Regional Offices. 

A regional (or, when such office oovers only one province, a 

provincial) office will carry the fuootians and activities of 

the ~ratioos Depart:Jrent out to the :regicms/provm::es guided 

by the objectives of the deparbtent and its different gn:q:is. 

In addition, and where such facilities exist, the nenager of 

a regional/proviocial office will have the responsibility for 

inplarentation and nanagement of i.Idustrial estate(-s), train­

ing oentre(-s) and other 5100 facilities in the region/ 

province. FUrthemore, the i:egional office will have its own 

mini administration and, oo behalf of the cashier in the Finance 

Department oollect rents, H/P rents and payrrents for invoices. 

Cbjectives, functions and activities will be those of the 

~tiOQS Depart:Jrent, Project Prarotion Group, Extension and 

CClmercial Services Group adapted to regional/provincial level_. 

and oooperatioo with the SSE training coordinator for local 

training activities. 
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.Additional objectives: 

- 'lb have suitable workshop space readily available for SSI 

enterprises which want to rent rather than invest in build­

ings and which are ready to ITDVe in, with preference to 

new SS! projects. 

- 'lb assist SS! enterprises, whether in SIOO or own pranises, 

with installation of machines etc., start-up, test-nm to 

nonnal prcxluction. 

- To manage industrial estate(-s), training centre(-s), other 

SIOO facilities, property activities in the regio:1/province 

in accor<lance with SifX) established policies anct ~~und 

financial principles. 

l\dditional functions: 

- Property managerrent of SIOO owned land arxl buildings, of 

SIOO owned machines and equiprent. 

- Control of raw materials bought through SIOO R/M schare. 

Additional activities: 

- Regular m,i11tenance an<l repair of buildings, roa<ls, fencing 

etc., machines and equiprent to the extent the responsibi­

lity rests with Sito. 
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- Regular control of SIOO blildings, nachines, equi.tJtent 

"1en the re5EX)nsibility for regular maintenance and 

repair rests with the tenant/user of ffll> machines and 

equi.ptelt.. 

- 1Ecei. ving and oontmlling machines and equipnent and 

mrrespcnling specificatims, orders, invoices and H/P 

c:xntracts. COOtrol of prq>er installaticn am test runs 

(without and with load) • 

- Fecei ving and cmtrolling rCN materials lx>ught on behalf 

of SSI enterprises and oorresµ:mding request, order, 

specificatioo, invoice (SIOO R/M Scherle). Inwice the 

SSI ente.Iprise (ultil1Bte cust.ater) and copy to SIOO head 

office. 

- calculation and prqx:>Sal to head office of rent of SIOO 

premises in industrial estate and H/P rent. 

- Collect rent, H/P rent, payrrent for invoices. Transfer 

rroney to SIOO head office. Rep:>rt arrears. 

- Maintain a bank acxxAlllt, petty cash and a cash boat. cash 

report, ·bank statenents an3 a>rrespc:n:li.ng wudlers 

nonthly to SIOO head office. 
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Qrqanizaticn: 

'lbe regi.ooal. office would be headed by a regional/provincial 

manager, have a ~ far project wm:k (project ptatDtion, 

extensi.cn service and related) , am staff for general cdnin­

istraticn, aaninistrati.cn of in:lustrial estate (-s) and train­

ing oentre(-s) and a&ninistration of B/P and P./M sdlmes. 

Linkages: 

- L~: 

- With aegional SUpervisioo and SlJRXrt. Groq> for all matters 

oonoeming SSI projects (ooly when necessary this group 

w:>uld refer a regional of fioe to 8ff:/ of the other groups 

of ~tioos departnent) , all r.etters conoeming •sIIX> 

projects•. 

- With SSE Training Coordinator for training activities at 

regicnal/provincial level. 

- With Cllief .Aca:>untant for bookkeeping am accounts. 

- With Cashier for oollectim of rent, B/P nmt, payrlBlt 

of invoices and cash/bank matters. 

- With Extension and Qi111ercial services ~ for all 

(with exceptim 

of oollecticns). 

- With P.toperty Manager for maintenance and repaiz' of smo 

piqerty (expenaes over certain aunt wu1d nqui%e 

Director of ~ appmval). 
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- Extemal: 

- With same mganizatioos/institutials as the ~ticn 

Departnent and its different grcqis at SIOO head office 

but at provincial level. Of special interest: would be 

the Province Planning thits, National O:nnercia1 Bank 

branches, lcx:al representatives of VIS am SSI Associa­

ticn of Zarbia, tedmical schx>ls am vocatiooal train­

ing llisti tutioos. 

Staffing: 

'1he Regional Manager WD.lld be an i.Jxlustrial erosonist/engineer, 

recruited fran wi. thin SIOO (a very senior project officer) • 

'Ihe type and nurtJer of staff will depend up:m the level of 

SIOO activities in the region/province. 

'1he mininun fully established SIOO office in a province 

(without sharing facilities with e.g. VIS, a sharing which 

is rea:mtended where 1X>ssible) would 1X>Ssibly be: one 

manaqer (im. ea:m.) , one project officer (ind. eng.) , 

ooe secretary/typist, me driver/messenger. 'lhis nmtJer 

would increase: 

- project of fioers with the mJltJer of assigments 

ticn and extensim/CX1111el'cial services} and tine esti­

mates for assigments, 

- l - 2 offioe clelXs to oover the aaninist.rat.j.ve "°rk 

when an imustrial estate and a training cenb:e and H,11' 

and R/M sdsnes are established in the pmvi:nce, 
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- cme superviaor, technician/mechanical engineer, Wei an 

industrial estate is equipped with Cl'F or CRF (= cama1 

pn:dx:tim facilities or <XJma& repair facilities), 

- cme supervi!IC>r/trainer, technician, when the province/ 

region has a training centre, 

SIOO mul.d actually begin with regular provi.Jx:ial activities 

before having an office established in a province by Cl(:P>int­

ing a project officer in charge at head office for cme or 

several provirees and establi~ a 5100 SSI developtent 

cxmnittee in each such province (this is mt an instant develop­

nent, hit, just as the establisbnent of regional. offices, a 

plarmed develoµrent as availability of operational funds and 

manpower will allow) • '!be <Dttnittee would have rrerbers fran 

the xelevant provincial auth:Jrities, provincial brard1es of 

cx:mnereial banks and other financial institutions, provincial 

representatives of VIS, SSI .Association of zant>ia etc. and 

be chaired by the SIOO project officer in charge • 

. 
SUc.h a cxrrmittee should after the establish'rl!nt of a SIOO 

office remin active as an advisory cannittee with sane 

regularity of meetings. 

b:>cllnent:atioo: 

A regional office lrOlld have its own cb:utlentatim am filing 

systan blil.t up along the sane line as at SIJX) head of:Uce 

(ref. Departmental Secretm:y, Pl'Oject Pxaiotion Gl'oql, 

Extension and QJnterdal. Services ~l , 
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In additicm there would be the rent contracts, H/P cxmtracts, 

requests - orders - ?Jidlasing invoices - delivery mtes -

sales invoices, oollection receipts, cash reports. 

~rts: 

Peports and reporting \Olld be alcn:J the sate lines as at 

head office (Project Pitm>tioo Group, Extensia'l am 

Cbmercial Services Group). In adiition there would be 

rronthl y cash reports, oollection rep:>rts, H/P reports, P./M 

IefX>rts, status IefX>rts on SIOO l::ui.ldi.n:Js and machines/ 

~pnent. 

Perfonrance: 

In pr~iple the sane as described for head of £ice group15 

but with due regard to that the activities are veey mixed 

at a regional office. Q1e has p::>ssibly to rely nu::h nore 

on the Itl)f'lthly rudget control reports fran Finance Depart­

mant with analysis and cxmtents. 

Manuals:. 

- organization manual incl\Xiing objectives etc. to and 

including perfonnance and p::>si tion guide/job description 

for each position. 

- ())pies of same manuals as listed for Project Pnm>tiai 

ani E-<tension and Cl:llrnercial Sel:vices • 
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- '!!le follallfinq idninistrati.al nmwal.s Wlich al9o sbould 

have been listed in sections 3.3.1.1. - 3.3.1.S (bit by 

mi.stake were ani.tted): 

- fili.JV3 nanual, 

- reporting manual, 

- tmget nenual. 

3. 3.1. 7. O>rcluiinq xanarks aboot ~ti.ems ~. 

About the depart:nent. 

'lhe managers in the departnent at head office sOOul.d have opera­

tioos rreetings cn::e a week chaired by the Director of <:perations. 

Staming items on the agerm \10\lld be: 

- review of past week, 

- activities for week ahead, 

- balance of worldoad between gI'OUpS (am regional offices) for 

p:>Ssible IIDV'E!telt of professional staff fl:an one group to 

another, 

(a.ssigment = identification study, 

feas]bility/viability study, awraisal, preparation of project 

pro~, narl.toring, fol.low-up, oonsultancy, on-the-joo 

training at an SSI enteiprise) including ass:j.gments referred 

to head office by regional. offices, 

approval of Ieports of ampleted assi9111euts before sutmi tt.ed 

to client, 

- appl'OVal. of project ptospectus for finance negotiations. 

'lhe regional. offices are at these meetings i:ep:esented by the 

Manager of the ~ Sq:lervi.sion and Sq:p>rt Gtoup. 
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regiooal nenagers far four-nmt.'lly reivew and plans and perfcr-

manoe review. 

Before the department has established criteria and standards 

for acceptance and approval tie regiCllal offices will send all 

prqlOSal.s for new assi9111ents, reports of CXJ!Plet.ed cmsi9111Brt:S, 

project prospectus to the operatic:ms meting (Di.rectar q>el-uims) 

for acceptance resp. cg>roval. 

1'boot Professiooal staff. 

SIOO should not anploy iOOustrial specialists \.D'lless it has a 

:progrc.mre running over !ie"Jeral yea."'.'S a~ is, and will be, the 

case with leather tanning and manufacturing of leather goods. 

Far clearly defined specialist assigrmmts of short duratim 

it will be less expensive to oontract an indepesmtt specia­

list. 

3. 3. 2. Snall scale Industries ·:Research ·and Develcpnent Planning 

'!he work of this depart:nent has a long tem effect. It is just 
' 

not possible to relate output to input, i.e. rreasurable effects 

at the SSI level to mst of ~ the departrrent. 'lbe ~ 

aticm to establish this depilltJlelt is based ai the d>jectives for 

SIOO as laid cbwn in the SID kt am the necessity to JtDVe these 

activities out fJ:an operatims Viere they presently ha\le too little 

attention. 
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1!1e main fields of study 1IDl1d be 

- i.rxiustrial sector studies, 

- regimal stmi.es, 

- resource stmies, 

- applied t.echD:>logy stld:i.es, 

- SSI polic.y stu:lies. 

A main approach to the worlt would be to analyze ~ 

stulies in the relevant fields, natimal, lfi studies or 

stall.es fran other <DUntries, assess them as to their a;:iplica-

bility and usefulness to SIOO, CD'lplE!'IBl'lt, CXl!plete and 

finalize. 

Cbjecti ves: 

- 'lb uOOertake stall.es in aooordanoe with SIOO objectives, 

boam policies and management priorities the results of 

wch directly will enable SIOO and especially q:>eratims 

~t to prepare rewlving S-year plans and to plan 

ahead of need new facilities and activities. 

' 
- 'lb urdertake stud.i.£.s leading to proposals for ~its 

to the legislation affecting SSI developnent and stu:lies 

leading to pxqosals for fOinlllatim of natic:mal SSI 

developnent pro:µa111es, all in line with Govenm!nt's 

policies for· structural transfoIJ'llatim of the eaxx:my and 

far SSI devel.opnent. 

- To prepare with sate MgUlarity nr...erlal for pubUcity 
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Functions, activities, organization, staffing. 

'lbese aspects can be left to a future 1:-0int of tine. 

T.rrqx>rtilllt now 1hUUld be: 

- to E!fI>loy a research/planning manager with postgraduate 

studies in econanics related to SS! developmant and with 

sare years practical work in the field, 

- to let this manager together with Director q:erations 

prepare (for awroval by managerren':.) a. five years research 

progranrre of which the first yeai: ·.-.uuld he a detailed plan 

for s~cif ic Ftudics which will have direct application 

to srr:o operations: ~ plan for the first year should 

ulso cowprisc an cstim3tc of staff rcqni rcJTCnt rtnd/or 

other input and a bc::3et prop:>sal. 

Linkages: 

- Internal: 

- t'li th Operations D::?partlrent to keep in touch with actual 

developrrent in the field and to be able to formulate 

studies directly applicable to SIOO operations. 

- External: 

- With NCDP to adapt research progranues to national develq:>-

ncnt plrms and C":i0vcrTIJTrnt policiC'S for SST clcvel~nt. 

- With UN7.A and other research institutions to cooperate 

ancl roordinate rcseurch · rnqramncs and studfos in the 

field of SSI devcLJpnrnt. 
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lbcuncntation: 

- Minutes fran managatent rreetings in which decisions have 

been taken to launch specific studies. '!he min~_es should 

include a general fonrulation of the sttrlies. 

- Final study reports to managenent. 

Reports: 

Regular progress repc:-ts j ndicati. .g for eao1 ongoi.."lg sttrly 

the level achievee, ~ison with tiire schedule for the 

study and estim:lted time to ~leLcn carpared with 

budgeted time left. 

Performance: 

'l'his will IX! a qualitative evaluation of the appli~ability 

of the studies a:Jrtplei:ed. 

3.3.3. Finance departrren~. 

The Finance D2part::r!Ent will in the proposed organization have 

a nore active role, at the sarre tirre it will be restricted to 

its financial functions, i.e. long teill'l financial plarming, 

budgeting, budget control, accounting, financial/perfornance 

reporting. As the business of SIOO oocs not justify a sepa­

rate treasury departrrent, cash and funds J'Tla!1aganent will fonn 

a group within the Finilncc I£partm:mt. 
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~ in the direction txMard a •new- finance departnent 

has already started. P:raparation of the lulget for the 

caning fiscal year has been tlD\led rut to the departnents 

and a first step t.oward departmentalization (organizing 

bDjet and acrounts in result centres) is being taken. 

'!be head of the Fina."lCe DepartnEnt, the Di.rector Finance, 

will together with DirectDr ~ticms, Board Secretary 

(who also will be Director ldninistratic:n) am pJSSibly the 

Manager Jesearch <DnSti tute the tnanagertEl'lt team under the 

Elcecuti ve Di.rector. 

3. 3. 3 .1. Financial planning, Bmgets. .Aca>unts. 

Financial planning, l:u:igeting and accounting are functioos 

ai an endless time axis: planning - bldgeting - aooounting -

reporting - analysis, - ex>rrective action - planninJ -

blrlgeting - etc. CDnsequently, the functions I!llSt have one 

cuma1 structure or, in concrete terms, operate with the same accounts 

and result centres. 'lhe only difference bebEen then is the 

details and accurateness of input that goes into long-tenn 

plans, b.Jdgets and historical accounts. 

Financial planninj. 

It is rea:mnended for SIOO to establish am naintain a S­

years revolving financial plan. :Rewlving nEanS that a 

new fifth year will be added men the first year is t.rar.­

fo:r:nEd to a bulget • At the Alie time, based on feedback 
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ftan zf4Cl ts am. \4)-to-dat.e infomati.ai, the other years 

of the 5-years plan will be reviewed and adjusted. 

'!he very basis of the lmcrtezm financial plan is (in the 

fol.lowi.1¥} order) : 

- SIOO d:>jecti ves, 

- Goverment' s present policies far SSI develqmmt, 

- SIOO's developteut and cperati.aial. policies, 

- ~ti.ms Department's ?JYSical laiq t.enn plans its 

furx:tiais am activities, existing as well as new 

which again will be based on stmies prepared or to 

be prepared by SSI Rand IP Departnent, 

- '!be ronsequenoes for SIOO's other depart:JtEnts am 

f\mctiais of the ~atiaus Departnent's laig telltl 

plans, 

- Investnents required for the .realizatim of planned 

activities. 

'lhls basis will be the (text) introductim to the financial 

5-years plan. '1be physical plans for SIOO and its depart­

ments will be transfOITIEd to the financial plan by applying 

~rience and realistic asSlllpt..ims. Remains to calculate 

and to estiJrate (again, based ai zealistic assuiptions) artt 

incane f:mn SIOO's activities. 'lhe balance will show the 

additional (annual) financial requiRnents far the realiza­

tion of SIOO's ].mg tenn plan divided into recurrent expenses 

zequ.iranents, SIOO' s investnent mcperditur:es requirmmts and 

requiranents for m develq:ment funds. 
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In addition to the necessity for SIOO to have a CXJtpLehensive 

lco;i texm {tlysical and financial plan (llhich will shew manage­

Itelt and staff the directi.oo in which SIOO '-i.11 be DDVing and 

a:osequently enables departnents and inlividuals to prepare 

for the future well in time), the IlM>lving 5-years financial 

plan will give SIOO the follaring advantages: 

it will indicate the maqni tu3e of and point of tine for 

financial requirement giving SIOO the possibility to prepare 

well cDo.manted presentations (when awlicable ~rted by 

feasibility/viability studies of "SIOO projects") for 

discussions with Goverment arrl/or Cbror agencies with the 

purpose to secure neoessacy funds, well in advance for the 

:inplementation of its plans, 

it will enable SIOO to alter plans, postpale projects, 

reduce activities, re-dispose resources before ccmnitnents 

have been made for period.c; in whidl insufficient funds for 

the realization of the plan can be expected, 

it is a necessary cb:.unent to aooarpany the amual buiget 

prqiosal when requesting Goverrllent' s bu:lget appr·:yriatioo 

for SIOO's recurrent expenses and capital expendi:+:ure. 

Bu'lgeting: 

'!be bl!get is based on the 5 years financial plan, the in 

detail worked out action plan for the budget year, a detailed 

analysis of the latest feedback fran financial and perfor­

mance reports am a detailed analysis of external factors 
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that will affect SIOO qmaticm ciJring the bDJet year. 

'!he prin::iples for pn!pllation and structure ue the same 

as for the five-years plan, but the budget is more detailed 

(i.e. more specific accounts and result centres have to be 

used where the long-term plan uses swmnary headings), the 

accurateness of data is much higher and the presentation 

(introduction} goes more into detail. 

'1he preparation of the bmget ~ step by step: 

- Finance Department will prepare a pemenent tmget 

programtE (bdget mmual) • 

- Finance Department will prepare annually a J:u3get nem 

oontaining the guidelines for the blllget 'WOrk for the 

year ahead: 

- tine schedule, 

- financial c_pals, 

- budget oonstraints, 

- etc. 

- '!he different groups, depart:n!llts will prepare their 

tulgets with introductiai am cxmrents. 

- '1be Finance Department will put together the depart:menta1 

tulgets to a first SIOO bJdget draft. 
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- ManagenEnt bdget meeting for tulget di SOJSSiat. If 

financial ems &> rot REet, the detailed b.dgets will 

be referred back to the departrrents for a secxn¥l draft 

(which nost likely will affect the departmental action 

plans) • - 'lhls procedure might have to be :repeated 

till managerent is satisfied that the SIOO bx1get is 

realistic an:1 can be :inplenented. 

- Approval by the Iha.rd as a bdget pXtJEX>sal to be pr~ 

nted to Govenltent for budget appropriation. 

- If the Goverment allocates to SIOO ~t SIOO has reque­

sted, the lx.rlget bea::tces the inst:nment for rranaganent 

to realize its plans for the year, rontrol progress arxi 

un:iertake necessary action, if sun drifts off oourse. 

- If the allocation of Govermlent fuOOs is insufficient 

(recurrent or capital), SIOO has to adapt its plans arxi 

the b.ldget to the fun:ls that Goverment has nade avail­

able. At this p:>int of tillE it is too late to prepare 

for a:'ld seek £ums f:ran altemative sources (d:>oor 

tillE. 'lb fill the gap with bank overdraft or loans is 

not advisable as the bJ3get l«:JU!d rot have provided 

for paynent of interest am repayments. 
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- '!he final step of tu:lget preparati.cm is IDf to infom the 

Ebaid of the adjustment of bJdget am plans necessitated 

by the allncatioo of Q:Jveomr.lt tums. 

Acccunts. 

A review of the accnmt:s u:sal am to be used (the chart of 

aca>unts, cxx1ing of accxuits) is cmgoiDJ and requires m 

further a:a111Slt:S. In this exercise a possible future trans­

fm:matioo to catpUterized aan.mting has been taken into 

<DlSideratim. 

In this oontext it is also recar11ended to lcdc into the 

present plan of manual journals/ledgers for the purpose of 

organiziDJ the flow of vouchers and other bcrlckeeping 

cb:mentatim in such a Wi1!f that a transfomation tD 

CXJtpUterizatioo can cp SllDOthly (during a transfmmatioo 

lx>th the old and the new system will have to be operated 

for a period of time) • 

3.3.3.2. , Oepartnentalizatbn, a technical prem:Jllisite 

for planning am financial/perfcmtanee cxmtrol. 

Steps t.owards departmentalization are already beiDJ taken. 

Sane further WUl&ils may be required. 

'1he aims of the deplrtmentalizaticn are: 



- to link the oi:qani.zaticn (autlmity/nmpambi lity/ 

accoontability) to the bdget and tX> the by a depart­

ment etc. controllable accoonts, 

- to refer expenliture (costs, expenses, investna1ts) an:1 

revenue tn the deparbtents etc. mere they were planned 

ard where they can be oontrolled, 

- to enable~ tX> take mnect:i.ve actiai, not only 

in time, tut also at the ri~ pl.ace. 

Departmentalization '"'f acc:x::llilts, i.e. establisment of result 

centres (alternative teDns are bDjet centre, cost oentre) 

sOOuld q:> as far ctMll {and as high up) in the organizatim as 

is practically p:>Ssible and desirable fran viewpoint of aD<Jet 

cxmtrol. '!he criteria for est:abliahi.niJ a result cent:Ie are: 

- fran organizatiooal viewp:>int: 

autrority/I'eS(X)nsibility, 

- fran accounting viewpoint: 

acoountabili ty /amtrollability. 

'th! departnentalization of accounts should also inclme "SIIX> 

projects" I e.g. preparation, plannin;J aJd ilrplEllEllQtia\ Of 

an irdustrial estate. As an operational entity an imustrial 

estate then would be an:>ther result centre. A defined 

ptogza1111e where a:m.rol of iqut an:! ootput is desirable ~ 

be a result centre, e.g. the H/P scheme, a specific training 

course. 
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As lmg as SIOO has a nanual ~ the depiu:1llaltalizaticn 

of aan.mts can only be done toa limi~ extent altmugh adequate 

for the present organiatim. ilien the argani.2tion CJl:OIS into 

the provinces and new activities are established, a further 

departmentaliatim will ally be pouihle with cx:nputerized 

acmunting. 

3. 3. 3. 3. cash and £urns nanagetelt. 

'lhis functim cDe5 at the present 11a1e:ut oot require recumend­

ations as to organiaticm, ci>jectives, fun::tions, prootdures 

etc. Surplus liquidity is presently put al tenn am call 

<ieEx>si ts in an acceptable way. A close and ex>nt.imnlS control 

of the liquidity EX>Siticm and a oont.irnDus liquidity sh>rt tenn 

planning (oont.i.m:Jusly am fix for three nDnths ahead) is 

recumede:i. FUrthentDre, it should a:mtinoously be amtrolled 

that fums are used for pJrpOSeS for which they were int.erded. 

q>eratiaial policies, organizatim, ci>jecti ves, procedures for 

cash and fuOOs managerent can be developed later, if and when 

need arises. 'lhis does not have to take lmger tine than that 

it can be dor~ during a tmr.o fol.low-q> visit. 

3.3.3.4. cmtmls and reports. 

!br financial <D>t.rols and 1eporta the Finance Departm!nt will 

develop a CXl'lt.rol and reporting pmg%a111e {Jnanual) amtaining 

for each type of crnt.ml and xepotl: 
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- nane and type of c:x:ntml/repart, 

- pmpose of cootrol/report, 

- period and due dates of reports, 

- cootrols will have no date, Wt an indicatiai of frequenc.y, 

- respaisible far carrymg oot cx:ntrol resp. preparing report, 

- receivers of cq>ies of report (resp. cx:nt.ml report), 

- fonnat, layout am cx:ntents of report (sarple attadled to 

manual), 

- where decisim about actiai initiat.ed by the report ~ 

be taken, 

- responsible for foll.at-up. 

Cbntrols rreans: 

- cx:ntrol of bank aa:nmts (against stateoonts) , and cash, 

materials (SIOO and materials Cl'1 R/M sdleme, machines and 

equiprent (SIOO own use and al H/P scher!E). Physical 

control of these itans would be dale by the Property Manager 

assist.ed by the resp. !efiooal. Manager. 

:Reports are: 

- daily liquidity reports, 

- nrnthly cash reports m:m regi.mal offices, 

- nrnthly bJdget CXlltrol reports by result centre and SIOO 

project, 
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- every four mnths <DtPlete SIIX> accounta with bJdget 

cmpari.sai, differences and analysis of differences, 

- annual acoounts. 

3.3.3.S. Financial <XJntml. of mgi.cmal offices. 

'!be oootrol will CXl1pri.se: 

- the ocntrols listed in sectim 3. 3. 3. 4. , 

- oootrol of l!Olthly oollectim list (rent, B/P rent, payment 

of invoices) against oontracts, invoices and bank deposits 

{fran bank stateJents) • 

3.3.3.6. l"i:>rking groops. Staffi.Dj. Q:rrputeri.zaticn. 

'!he work with the financial revolving S-years plan, annual 

buigets, budget rontrol, reports will not aey longer be a 

sea!lalal jd:> but go en the year tani. '!his wculd presently 

require one l::uiget rontroller {qualified accountant with 

experience as l::uiget cxntroller), at a later stage (when SIOO 

expands to the provinces) assisted by 1-2 jmior qualified 

aCOJUntants {ar BA eoon with major in acoountancy) • 

'lhe present bookkeeping group would ranain as it is presently. 

However, with the increased W>rltlom ahead (deparbnentalizaticn 

of aooounts, fJ:eqUeney of reporting, preparat.im far planned 

regimal offices, preparatim for a possible CXJIPUterizati.m) 

it is reo::mnended to recruit a qualified chief accomtant with 

D:!quate experience. An .W.tiallll acmmta cle1it mi~ be 

requind, but this should be anal)'f.ed vert cmefully, as mi 
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intmcllct:iai of cxmpiterized aoooll'ltinq "DUld ~ l!lqXJller 

nqui.renents am also change the skills required. 

Alt:OOugh it "10Uld be desirable fxan organizatiooal. viewpoint 

to have the functioos of a cashier separated fxan acoounting, 

the present extent of arganizaticn and activities does not 

justify the establistmmt of a separate cash and fuOOs ~ 

nent group. ~f. secticn 3.3.3.3. 

3.3.3.7. Manuals. 

'!be depart:nelt will prepare the following manuals: 

- Organizatioo J!lallual. 

- adget manual. 

- Accomlting manual. 

- <l:>ntrols and reporting manual. 

3.3.4. Imrd Sec:ret:aey/Mninistraticn department. 

It is assured that the new qualified board secretary 

begiming his work in Mardl 1987, will be fully capable of 

reorganizing the Pdninistratioo Depart:nent with only sare 

gui.deUnes given is this .teport. If further assistance 

would be required, this oould be dale during a tlNIOO follcw­

q> visit. 
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3.3.4.1. Overview of objectives am furaiom. 

'1he Mni.nistratim Departilelt will be headed btJ the Board 

SP-cn>tary (Director Mninistratim) • In Uii tiai to his 

statutoey functim as Board Secretaiy the Di.rector Mnini­

stratim ~ be respamible for all Sm:> L--.uranoe natters 

(assisted by the Office Manager far the rout.ire worlc) • '!he 

department will have the objective to serve SIOO and its 

departments in adnini.strati ve and personnel matterPl to enable 

SIOO to qJerate efficimtly fran an adn:in.i.strative nf!WEX)int. 

'!his is also the criterim by which the ~nnanoe of t:M 

department will be j\Xlged. 'lb an extent its functions will 

be organizationally horizontal (as is the case with the Finance 

Depart:nent) as adviser to other departments in adninistrati ve 

natters. 

'lbe functims, at the same tinE w::>rk gro.ipe, of the department 

will be: 

- board secretary (Director Jldninistration) , 

- insurance matters, 

- reqistratim, 

- personnel managBIEllt , 

- office managatEnt, 

- purchasing, property managereit. 

As in other deparbtents there will be an orqanizati.ai manual 

md the necessuy operaticmal nanuals, lllUIUal for ~ 

and filing, manual for personnel managanent, insurance llll!lrIUlll etc. 
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3.3.4.2. !Egistxy. 

'lhe aagi.stxy will be headed by a registxy clerk and will have 

the following activities: 

- Receiving arxi processing applications for registration as 

SSI or VIS enterprise. Approval if applicant qualifies, 

registration. - Fbr inspecticn of applicant's pranises, 

books etc. the Registry Clerk wil:!. ~: .JPJI1 ~tions 

Depart:Irent for assistance. 

- Registration a'1d filing of oorporate and legal docm'ents 

including minutes of board - and managerrent ireetings. 

- Re1ii::tration nnd filing of c:>ntracts (with the exception 

of ercployrcent oontracts which will be in the personnel 

files): 

- rent contracts, rented premises, 

- rent oontracts, let premises 

- building oonstruction oontracts, 

- H/P oontract.s, 

- insurance policies. 

- Preparation of a SIOO filing system and advising other 

depart:rrents on registration and filing. 
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3.3.4.3.. PertUnel Management. 

It is reo::ameded that this gmq> be supel:Vised by the Director 

Adn.i.nistratian as Personnel Manager. '1he activities will be 

tOO!e oomal for personnel managenent inchrli.ng l<nJ term 

planning of staff requ:..rements (all SIOO staff), regular review 

of staff rules, personnel files, CXXlrdination of regular staff 

assessnents, analysis of training needs and organizatial of 

training (adninistrative and accnmtm;J staff atly) etc. 

3.3.4.4. Office .Managerent. 

Off ice managenEnt cmprises general services to all depart:m:!nts 

of SIIX>. 

3.3.4.1 and 3.3.4.2 OVerview of cbjectives and £\met.ions. 

Subgroups. 

'1he Office Managetent Group 'WUld be headed by an experienced 

office manager who, in acXlition to this function would assist 

the Director .Mninistration with the routine w:>rk of SIOO 

insurance matters. Under the Office Manager wul.d be: 

- Typinq pool and swit:chl::oud operator. 'lbe SIOO organization 

is proposed to have personal secret.aries only for the 

Executive Director and the Director Mn:i.nistration. 

~ations and Finance D=partments l«Wd have depart:rrental 

secretaries. All other typing work wculd go to the typing 

pool supervised by a senior typist. In the typing pool would 

also be located the duplicating nac:hi.."le and a ~ier 

with one typist in char9e of the operat.ion and maintenance 



MP. m:~t tD SlOO 
mnagm&lt, 1*umy 1987 
Sectim 3.3.4.3. - Page 1 -

Q:lments to SIOO staff assessrent sctsae. 

1. 'Iba sclene is primarily applied to annual p:ratDtioo/sal.azy review. 

2. Qlntents are adequate and analysis fair. 

3. I~ suggest that item 14.3.-g. be mare specific. 'l.hls can be 

achieved by prepari.DJ a small mair..ial for repo~ officers, spelling 

rut in detail the IlEiUling of "perscmal att.ribJte•. 1 

b.Ites (in additicn to th>se listed) are e.g.: 

- attitude to SIOO clients, 

- attitude to with SIOO cooperat.in:J organizations, 

- atti tme to colleagues wi. thin SIOO, 

- cxx.perativeness and tearrw:>rk, 

- ability to present ideas am cases: 

- verbally, 

- in wri ti.DJ, 

- participation in discussions at meetings, 

- ability to apply theory to practical problem solving, 

- resourcefulness, 

- ability to teach/lecture: 

- at rourses and seminars, 

- in on-the-job traini.n; for newainers at S!JX>. 

ant attri-

4. '!hen I woulr suggest a new i ten after 14.: "Develqm:mt since previous 

assessmant" and another new item after 15.: "Areas for further pe.xsonal 

devel.qmant effort". 
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S. Finally I would :rea:Jllletd that 15. •Devel.qlnent Potential incl\de 

reoatl'lel'¥iaticms as to: 

- vertical or horizontal ptawtim, derlDtim, 

- exp::>sure to further trainin], 

- cdTice for specific persmal devel.cpnent. 
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- ratiooalizati.cm and stamardizaticn of typiDJ ~. 

- preparaticn for a later possible :int.rocilcticn of a 

'4Drd prooes90r which ~ increase the efficiency 

and stamard of typing of especially reports, fina­

ncial and other tables, foIJ'IS and (lqlefully) news 

letters. 

'l'1e switchboard operator (and necessary stand-ins fran 

the typing p:x:>l) would have the sane work as at present 

i.e at the switchboard and as receptionist. In addition 

she stx:>uld have a list or a OOard irrlicating where every­

lxxfy rot in his/her office can be contacted and, if out 

of SIOO, when retuming. 

- Library with a librarian for: 

- aa:JUisition of reference bJaks am of publications 

fran Goverment Printer, 

- requesting annual reports fran organizations related 

to SSI developnent, 

- subscription of professional magazine£ and daily news.­

papers, 

- circulation lists for magazines and newspapers, 
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- clippings fmn newspapers and {i'lotl:xx:Jpies of naqazine 

articles :related to SIIX> and $1 devel.C{llEllt, 

- keeping a l.ibrazy register inclaling also :references to 

magazine articles. 

- lb.Jsehold would a:trprise the store ·of statimexy and other 

<XtlS\lnables and the following work groups with each a worlt­

ing foreman: cleaning and kitchen, ~' watchren. 

- Tran.51X>rt pool for all drivers and vehicles with the excep­

tion of cars for personal use. I..ogbcdts will be kept for 

all vehicles. <De driver 10.11.d be working foreman ~ would 

be responsible for distribution of work, keeping the vehicles 

running, daily cmtrol of logbooks and m:nthly reporting to 

the Office Manager. MlE!l'l tine allcw.s drivers should also 

be able to do messenger work. 

3.3.4.S. Property Managenelt. Purchasing. 

'lbese two functiais are sufficiently related to brll'lg together 

into one groop as ncne of them for a foreseeable future would 

qualify for standinq ai its own. 'l'1e group will be headed by 

a p~rty manager/purchaser and, when the workload in a 

future so nqu:ires, cme cl.erk for each of the two funct.iaw. 
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3.3.4.S.l. OVerview of d>jectives and functicns. 

'!be groop has n«> functicns with the following objectives: 

- Property managellB'lt: 

to maintain the value and the good ecxmanic ~ a:nlitim 

of all SIOO property, i.e SIOO owned larxl, bri.ldings, machi.Jlf:!S, 

equipnent, vehicles, fumiture, 

- Purchasing: 

- to oo all pirchasin;J 'WOrk for all departnents inclu:li.I¥!J 

machines, equii;nent etc. , rCM materials and oons\Dables 

incluling stationery, purchase of repair arrl maintena..'1Ce 

.:;er.-i.ces and contracting of ronstruction etc. work, 

- to oontrol all doc'lltentatim related t.o purchasing arx1 

contracting. 

3.3.4.5.2. Activities, ck>cl.mentation by functioo. 

Property Managarent: 

- 'lb keep a p!q)erty register up-to-date in which each piece 

of land, building, machine (alro office nechines), vehicle, 

equipnent (grouped), furniture (grouped) has one register 

card (cards grouped by locatioo of prcperty). 

Register cards will contain: 

- type, make,supplier,specificat.ial, identificatioo nuttJer, 

tools and spare parts at delivery, date of delivmy, total 

price at location incluling installation, insurance policy 

and value, responsible deparLient/unit, (conesponling 

infomatiai for land and build:i.J¥Js), 
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- calculated eoorani.c depreciatiai, calculated iease,tnil 

{laOO) , nmt.Jnl- (building) , HIP :rent per nr:nth or semi 

annual, 

- oolums for name of tenant/user and date and period of 

oontract, inspecti.m dates and dlservatioos, dates and 

oosts for maintenance and ~, perims of break­

dcMM. 

- 'lb undertake regular inspectims of property, when neces­

sary assisted by a regional of fioe or ~ations Deparb'rent. 

- 'lb order regular maintenance sei:vioe and mi.nor repair 

work, major repairs after managenent's ~roval. 

- Propose to managenent replaoenert:s when (regular) total 

oost al te..rnati ve calculatims point in favour of replace­

ment. 

Purchasing: 

- 'lb bUi.ld up a1.1d maintain a reference "libraxy" of catalogll!S 

for JT1C1chines, ~pnent and materials inclming price lists 

and stama::d deli very /payment a:>nditiais. 

- 'lb maintain a ~.ist of suit.able and reliable repairsh6ps 

and oontractors for regular maintenance am repair wmk. 
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- 'lb Ck> all routine worlc related to purchasing and all <Dltrol 

of related cblanents for local purchases arrl for inp:>rts 

e.g: 

- oontml of approved requests fran departments/units, 

- discussioo with departnent cxmcemed of specification, 

IX>SSi.ble manufacturers/SlWliers, delivery, etc., 

- invitation of qmtations (oonnally 3-5), alt. prepara­

tion of terrler ci:>clJtents and invitation to ten:ier, 

- presentation of qtDtations, tenders to 5100 tender 

ccmnittee (e.g. SIOO mmagem:mt team+ one tx:lard 

rreTi:>er + rnmager of the t.m.it roncemed +purchaser), 

- discussicn with Finance Depart:Jrent amcerning payneit 

a:>rxlitions, 

- purchase order alt. final contract negotiations 

(special care regarding specifications, guarantees, 

insurance, pre-shipping inspection, shipping oorxlitions 

and CbclJrentation, inclWed tools and spare parts, 

local trans{X>rt, installation, running-in and 

p:>Ssible training, guarantee far availabi.li ty of spare 

parts, payment oon::U tions, i.np>rt cbcllnentatioo . penalty 

clause, 
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- custans clearmx:e, 

- inspectioo ~arrival together with IeOeiving unit, 

- CXJtplaints, if arr/. 

3.4. Srnhy observatiais and xecu111eudations in relatioo 

'lhi.s section will explain in detail specific :r:ecu111eridatioos 

sane of which have been indicated in previous sections. 

3.4.l. Preparation of "SIOO projects". 

"SIOO project" is in this oontext defined as an activity or 

a series of activities which, alth:>ugh part of the SIOO 

organization plan, functionally or geographically can be seen 

as a financial entity with its own recurrent bu:lget am capital 

hldget arx1 which, in sane cases, can generate incx:rne. 'lb be 

CXXICiete: these projects are presently the establishtent of 

regional/provincial offices (one office= one project), the 

establishrrent of industrial estates (one estate= one project), 

the establishrrent of a training centre, the intrOOucti.on of a 

H/P Schsne, th£· intrcduction of a R/M scheme. 

As there are different q>ini.ons atout ~ther SIOO should 

Elli:a' k ai these activities (well, there is ooe positive q>i.nion 

atout regional off ices and training centre) guidance has to be 

sought fzan the SID Act and the present situation in the SSI 

sector: 

· Iextmerdatiai 
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- Inimtrial estates: 

'!here are: me snail StP irdJstria1 estate in IAJsaka, a 

~ i.J'dustrial estates project in the Qg:lerllelt. 

As there iresentlY does not seem to be airf other iniust:rial 

estate project ideas for SIOO to •assist• (ref. SID Act 

6.2.q.) it 'Walld be justifiable far SIOO itself to es~ 

lish irdustrial estates ~ need exists but not in 

:r:escAiroe "WaStinq mcpeti tioo with other exist.inJ or planned. 

- H/P scheme, PIM sc:hene: 

Presently ally SEP has !n. 'l schemes of which only the~ 

sdlf!le is in operation am in practical tenns limit.ad as 

to geogiafili.cal ama. '!be sm Act 6.2.f. stipulates for 

SIOO to •assist (SSE) in pmcuring, cbtaini.ng or pmviding 

••• •. If the only way to assist is tJ4f Wi1!f of H/P and RIM 

schemes, it "'°'1ld be justifiable for SIOO to establish 

sum schem!s. 

In order for SIOO to be able to albark on these projects 

<am other wch would require capital e>cpemi~> it wculd 

be necessary b'\ amend the SID Act Part II section 14 {ref. 

n:cameidation aectioo 3.2. of this xeport) which strictly 

interpreted prohibits SIOO to mke capital experxlitm"e. 
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When the field has been cleared this far SIDO must approach 

each project in the same way as it requires from a SSE, i.e • 

identify the need (what, why and where) leading to project 

formulation and decision to prepare a feasibility/viability 

study including investment schedules and liquidity projections. 

When these studies, which will be done by,Operations Department, 

lead to a positive decision, SIDO will face another problem. As 

SIDO bas limited resources (budget allocation for recurrent 

expenses and funds for capital expenditure and, to a lesser 

extent, manpower), it will have to establish priorities and a 

time plan for the implementation of the projects and, within 

"regional offices", priorities and a time plan for the 

establishment of offices. 

3.4.1.1. ~onal offices. 

Although regional/provincial offices will differ in details 

as to functiais am activities and a:mequently in sir.e of 

organization, staff nquirements and i.nvest:nents, based en 

needs am locatioo, it should he possible to prepare one 

standard feasibility/viability study as a basis for adapted 

studies for each im.ividual offioe. 

Nlen, based on priorities ard the positive J:eSUlt of a 

feasibility/vi.ability stmy, it is decided to establish a 

regional/pn>vincial office, a plan far the illplementation 

will be prepared am a regional/pmv:lncial nanager desiq­

nate ~inted. '!he plan will CDYel' necessary investments1 
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and the funds available for the investnents, mcqXJWer to be 

trcmsferred resp. Memi.ted in aoooidance with an organizatiai 

plan ~\ding cbjectives, functioos, activities, linkages 

intemal and extemal for ooomi.natiai am aq>eratiai, p:roce­

mres, doo.m:!ntatiai and i:eports, a tine schedule for the 

inplenentatiai, and finally a reairrent bJdget to be included 

in the recurrent b.dget of SIOO. Nlell this plan has been fully 

.inplenented the office is ready for q>eraticms. 

3.4.1.2. IOOust.rial estates. 

'!he CIR>i:oach and steps toerds inplenentatiai will be the satE 

as in subsecticn 3.4.1.1. altlnlgh a bit mre cxriplicated: 

the identificaticn study: 

- ama of land required and available, 

- type of and size of buildings, 

- facilities required as to needs (0011ua1 services, cu111a1 

pmducti.31 facilities, cu111a1 repair facilities etc.), 

- \\hether at all an estate or (in rural areas) an indusUy 

cluster, 

- VU.ch all will lead to a necessary forriulation of the 

pmject, 

- the feasi.bHity /viability study: 

- availability of infrastructure and utilities, oost of 

utilities, 

- rent calculaticn for tuildings to be rented out. 

• 
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'Ihe decisiCXHnak.i.ng process, inplsrentatim plan am inpleneit­

atim \oO.ll.d be similar to "1.at has been described in subeectia1 

3. 4 .1.1. '!he project manager for the inplenentation ~ _ 

nonnal.ly be the regiooal manager. 

3.4.l.3. TrainiDJ O!ntres. 

'!be preparation of these pro~ects, identificatim, foDllllatiCF1, 

feasibility study, inplE!IBltatim plan, inplE!IBltatim, is 

similar to the descriptioo in subsectial 3. 4 .1.1. am 3. 4 .1. 2. 

After having stulied sare preliminary papers prepared by a 

(forner) SIOO adviser am with ref~ to the Kabwe project 

sare a:Hitiooal. recx:mremations might be useful: 

- identificatioo. am fOII'll.llation: 

As the project originally was inteOOed to be lcx::ated in 

MazabJka it is rea:Jmended to let the ~tiais Departm:!nt 

(or what is rDli the Project Pramtioo. Depart:mant) prepare a 

new identification stOOy arrl, as it is intended to be a 

tannery training centre, with special enphasis oo. the avail­

ability of ri!ll materials and utilities (especially water and 

waste disposal). 'Ihe out.cxn! of this st\rly will indicate 

whether a re-farnulatioo. of the project woold be necessary 

(wh.it;:ti incll.d!s fomulation of trainin;J activities) • 
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- Preparatioo and iDpletentatioo: 

CR:e the Project has been fomulat_"'<i and a decisioo made 

to qo on with a feasibilit:y/viability study in acxx>J:da!a! 

with the prllx:iples and structme for SIOO feasibility/ 

viability stuli.es (~lucling al..eo a financiD] sc::heatle) a 

decisioo can be taken as to the inplenentaticn of the 

project. Inplarentatioo planning and i.nplatentatioo would 

then follc::M the sare lines as previously described. 

3.4.1.4. H/P Schene. 

Before at all arbarkiDJ on this sdere SIOO will have to 

J:eq\Est the Minister to exsrpt SIOO fran the application of 

Part III of the Hire Purchase Act, as the oorditions in Part 

III are not cxnfucive to $I develq:ment. A letter to that 

effect is in preparaticn. 

'lhereafte.,.. this project, like ot:h!r SIOO projects, will deve­

lop through the stages of identificatioo, fo:rnulatioo, 

feasibilit;y;viability study, planning ard ~lenentation. 

Before the H/P schenr.! can be launched the following has to be 

done (the irnplatentation): 

- H/P f\.100: 

- A H/P rewlving nm for the exclusive use of the H/P 

~ has to 00 established. 
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- Rules for dle managi.n:;J of t.he fund have to be drafted 

and approved inclu:ling a ncdel for distrihltioo of 

cx:>llected H/P rent paynEnts between the fund ard SIOO's 

other activities. 

- krj p:>SSible future funds in foreign currency established 

separated fran Kwck::ha funds. 

- Mn:i.nistratioo, Prcx:8'.lures, fonns: 

- F\.n:lcm;ntal for the H/P sdete wcul.tl be that it is <Xllple-

nentaey to other financing (e:pti ":y and loan) • '!his means 

that the sde:re is there to assist the $1 project which 

has iJisuf ficiE.'lt furds to get started (or to .inplEl'IEnt an 

elepa."lSion) am inadequate oollaterals to pit q> far 

further loans. 

- Criteria and stardards for a SSI project to aa:JUire neces­

sary ~..s and/or equiptent on H/P basis have to be 

established as well as types of machines and equiprent 

for H/P and ~ am lower limits for the purchase price 

of such nechiues. 

- H/P a:m:litions have to be established, a nDdel oo "annuity 

due" base and inputs far HIP rent calculations and 

advarx:e pa}'11'?1lt has to be prepared and a c:Dlt.ract fonn 

designed by legal expertise. 
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- 'lhe pirchas~ procedure can be adapted fran. sub!ectioo 

3.3.4.S.2. "Purchasing" am procedures for ~ 

and cx:ntrol fran sane subsectim "Prqlert.y Manageneit.". 

In durge of the H/P sctete will be a project of fioer in the 

Extension am a:mtercial Services Group. 

3.4.1.S. RIM sc::hene. 

'1he puqose of the schenE would be twofold: to assist the 

$1 enterprise with the p.irchasing p:cOCBhlre am selection 

of suppliers of raw materials am to give better paynent 

oon:litims than a supplier wculd give. 

'1he procedure '°11.d be: 

- A request f:can the $E enterpriae. 

- Cbntrol of the $E enterprise's past perfomen=e and 

ability to pay, as well as its need to utilize the IV'M 

scteM. 

- A oontract between SI IX> am SSE enterprise giving details 

about quanti :~1, quality, supplier, OORli tions for the PIM 

schsne, tentative payment schedule (Wen SIOO has invoiced 

the SSE ente.~ise) am a fonrul.ation that prevents the 

$E enterprise to refuse to take delivery. 

- SIOO will hly in its own nare. 
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- 'lb avoid the establimrent of !ltlall sroo waremuses (wi. th 

the aani.ni.stratioo this wuld require) the good.9 woold be 

delivend directly to the SSE enterprise 'Where it would be 

teceived an::1 oontrolled by a representative of the regiooal. 

office. 

- leJ.iooal office prepare:s an imloioe ba!led on the suwlier's 

invoice with a SIOO nark-up for harxil.in_:J am interest am 

a final paynent schedule. ~to SIOO head office. 

- In a:Hitioo the relevant parts d'. the ?JI"chas:i1¥J routine 

(subeecti.cm 3.3.4.5.2.)wi.ll apply • 

Before the procedures have been established am the sdlE!re can 

be launched the P./M sdls1e as a project has to pass the same 

preparatory stages as other projects am the sate decision­

ilBkiD:J points. It wou!d be advisable to separate the necessary 

£ums in a RIM revolving tum for the exclusive use of the RIM 

scheme. 

'1he project officer ir. charge of the HIP sche!te \Oll..d also be 

in charge of the RIM schere. 

" 3. 4. 2. In-bJuse training. 

Cb-the-joo training for every ne.«Xmer in the Operationt5 

Deparbrent (an::l even for those wix> have been in SIOO for less 

than a year should be bE\sed on a st.ructured am f01'.11Blized 

written progzame for a specific period (6-8 JtDnths) a:mtain-



.. 
I 

- 85 -

i.n;: assigned to different senior project officers, specific 

~ assigments followed up with a discussioo with adviser 

or a group manager, specific tasks "1e.re the result can be 

neasured, it be a (limited) problem in project preparatial or 

appraisal or financial or cumen:ial calculations, presenting 

a case in a full ~atioos Deparbmnt 1tEetiD3. Qtly when a 

newcarer has ~ through this t.raininJ period to me satis­

faction of his manager am the adviser \IOlld he be allowed to 

woik on his own oo staller projects am in t.ean with a senior 

officer en nm-e <XJtplicated projects. 

<:me afternoon every blo weeks (or every mnth) the wh:>le 

deparbtent slolld get together presenting am di~ 

professional problsm rel.at.eel to ~~fie projects, general 

SSI developnent pl'Oble~, eaxanic and natimal $I c1evelq>­

ment p:>licy natters, specific tq:>ics prepared am presented 

by a participant, etc. 

It seems to be necessary am therefore recumerdP.d to prepare 

am run t.he "Special courses" L"e<Xiiilended at the erd of ~ 

section 3.3.1.4. as in-muse rourses for all project s+-.aff. 

'lbere shccl.C!, am that not ool.y for training p.xrposes, at 

1'3aSt be sate visual aid Eq.riptent and material in t:OO head 

offioe, e.g. chalk lx>ards, tli~ pads and easels am 

llBY be al!IJO an OYerllead projector ml !SCieel'l • 

• 
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3. 4. 3. Managesrent ~-

'lb:!re is just ooe ciJservatiai. To fully utilize the WIOO 

' Mvi.ser attached to SIOO he slnlld take part in manaqEllSlt 

neetings in just an cdviso:cy capacity am as a somding board. 

I' 

.. 

3.4.4. <l:llputerizatia'l. 

'!be usefulness of a <DtpUter in project pi:atotiai wm:k, and· in the 

Finance ~t is al.reedy nentiaied. It sOOuld be aXied 

that SIOO has sare officers wi t-.h Fane experience fran the 

CXMFAA Programwa and that all programe (CXH'AR) and hardware 

ecpertisa is available in Zarbia, for f1:00' s purpose the best 

would be l'DP. 

4. REXDfo1ENDATirn5 REIATED 'ID SIOO VIS-h-VIS omER ~ZA-

Tlrn5 1Cl'IVE IN 'DIE FIEID CF SSI [EVE[£FHflfl' 

As time does not allow to write this sectiai reference is rnide 

to all S\b-headings "!..i.nkages EKtemal" in the different sub­

sectiCJ'lS of sectioo 3.3.1. 

'!\«:>of ~ intended subsections shrul.d however be nentiooed. 

O:rrpl.arentarity in financing of SSI projects: SIOO is by es~ 

lishnent and oojectives not a financing institutiai. SIIX> has 

in SSI projects frequently found a financial gap whidl it intends 

to fill 17.t' providirag the services called H/P sdlelre and P.,IM 

scheme. As pe:cmanent finance (equity) and nedimVJ.019 tenn 

loan finance ncmnally is a bet1:P..r (less elCpenSive, if sufficient 

capital can be nd>ilized by W8'f of equity and~} ~of 
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financing a project, ~ SIOO fuOOs are (am possibly will 

remain) limited and necessary also far other activities, 

as finarri.al institutioos have better access to sources 

of fun& and as lV'P and R.IM sdlSleS never can· cover all 

requi..rarents for a ne.w SSI enterprise, it is neoessaey to 

q>erate the two schenes as a cmplemant to loan financing. 

'!his m:iW.res a close ~aticn with all financial insti­

tuticns at executive level and at q:ieratiooal. level and 

(desirable) at board level. 'lb financial institutioos can 

now be added the cx:rmerci.al banks as the interest rat.es 

have been redua!d and the int.rOOucticn of the credit guarzntee 

sdlellE is imninent. 

All financial instituticns visited or otheiwise <:nltacted 

(incl\liing a:mnerc:i.al banks) shola1 a great inten!st in the 

professimal. activities of SIOO (pramti.cn, appraisal, extension 

se.rvi.ces). 'lhls opens a wide field for ~aticn and for 

crordinatim not cnly of activities but also of project 

criteria and standards, operating principles, standaxds for 

bankability etc. 

r-nius operardi: one rec:x:mrendaticn. o:mnittees achieve 

normally very little per man-00\Jr input. For coordinati.ai 

and <X>qleratim between 5100 and financial instituticms ally 

those directly involved sOOul.d neet (also teleP1one meetings), 

have short meetings but freiuent. Fmn all meetings am 

discussims brief notes to the i:esp. file. 
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5. ~CH; ~ 'ro EXml>IOO SER\1ICES 

5 .1 Assistance to the SSE: fran managmert: to shlpfl.dlor. 

'!he SSE needs and expects to reoei ve all kind of assist­

ance fi::an SIOO, fmn lmg teIJn planning am J'l'ICBlilgE!llt 

cxntrol systens to materials flow am procedures for 

requisi tioo of a:nsunables. 'll-e di.nensioos of prd>lE!t'S 

in an SSI enterprise <Des nm:mally mt n:quire calling 

the specialist. An imustrial ea:nmist aOO/or in:hlstrial 

engineer (alt. medlanical engineer) can in ItDSt cases 

solve the problan. 

expP..rienoe of quite sane years. 'lhis e:xperierx:e cannot 

be substituted by sbldies or crack <XJllrSeS am it cann:>t 

in a near futme be ~ throogh practical l«>rlt in 

SIOO. 

It is inp:>rtant for SIOO to develq> an efficient and 

capable extensioo service and it is therefore xecumer-

ded that SIOO slnll.d consider to recruit an engineer and 

later i;:ossi.Dly an ecx:n:mist, both with relevant, solid 

and cbcmented e>eperience. 

5. '1 Prevent.iD;1 or curing. 

Q>sts for break-downs and cxn.qequential oosts for emerge-

ncy repairs or everl rehabilitatioo compared with costs for 

regular preventive maintenance is one of the serious problems 

for SSI enterprises. also in Zambia. The problem does not only 

belong to the SSE course programme for SIDO but should also 

be kept under continuous surveillance during follow-up visits. 

Jea:mrend,ation 
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5.3 Cb'ltracts. 

For all assigments there will be a cootract regardless 

of whether the assi9111e11t is against a fee or free of 

charge. 

'lbe ex>ntract clauses in mruoo for both types of cxntracts 

will be: 

- rare and cdkess of both parties, 

- rare/ider.tificatioo of assigment, 

- ~ef descript.ioo of assigment, 

- fonnat of outpit, 

- date for a:mnenoenent of assigment, 

- dates for interim reports, 

- date far CX11pletion and delivery of ootput, 

- data, infonnati.ai, ci:>cmeltatioo tD be made avai 1 able 

by client before OClllllE!SlOE1lt of assigment, 

- ownership of output, 

- relatioo to third party. 

6. ~TICN> REIA'IED 'ro SIOO FINAtaS 

6.1 Pecurrent b.Dget - devel.qmmt fuOOs. 

Fran vi.E'Np)int of uses there are for SIOO basically three 

types of fuOOs: 

- ft.mis for recurrent expenses, 

- flU'ds for SIOO capi t.al e:>cpenli. ture, 

- funds for SSI developnent: 

- revclvin;J fums, 

- other peimanent fums, e.q. invesbnent in fbced 

as~ for $1 dovel.optent, 

other uses. 
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All funds a...-re fxan the ~ by nate or othexwise maiked for 

a specific use with the exoepticn of fuOOs wch SIOO might 

generate fxan awn in<Xl1e (regulated in SID Act). Iepaytrents 

of aey kind to SIOO have to be credit.el · D the furd fran where 

the original disburserlent was made. Ard so all fuB::ls have to 

be used strictly in accordance with their detemrinaticn. 

6.2 P -.)ject stu:lies, Project follow-tt>. 

All activities fran feasibility/viability stulies am thrcujl 

project follow-up urdertaken by SIOO sOOuld be paid for when 

a proja.'1: has secured the neoessaey finanoe. 'AS the CXXltract 

SlE \«)ul,d be ireluded in the projects cash flow projectioo, 

it will autanatically be irelu3ed in the applicatioo for loan 

f~ a00 cxnsequently the a:mtract sun can be paid wilen the 

loan is ready for disbl.rsenelt, alt. for assigmeits cmpleted 

at a later date the atDUnt could be deposited on a anliticn­

ally blocked acrount or secured by I.oC and paid out~ 

assigment has been cmpleted. 

It should be pointed out that in all cases it is the project 

that pays and carries the o.JSts in aox>rdance with a contract 

between the project and SIOO. 

'!be inplementatim requires 

- a board decisia1, as it affects SSI develq:mmt policies, 

- the preparatioo of a oontract f0111\ (which will principally 

th? sam as for "a:JnSUl.tancy" tut incluling clm:mes far 

payment, paynent schedule, penalty) , 

Reccmnerx1aticn 
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- the calculatiai of a fee per <XXlSUltancy hJur, differe­

ntiatsi bebleen junior and senior project officer, 

- tiJre sheets etc as described in previous sectioos. 

6.3 Consultancy. 

Will follow the sate proc9ltire as descril:>ed in subeectiai 6. 2. 

'1he ooly difference is that oaisul.t.ancy clients might oot have 

been in cxmtact with SIOO before. 'Jhi.s might I'8IUire a first 

paynent at signi.n] of the cxntror t and a tighter payneit 

schedule. 

6.4 •came:rcial activities•. 

'Jhi.s neanc; at head office H/P ard R/M sdlSres and at xegiooal 

offices rentin;J out factory space. 'l'1e activities have been 

discussed in several subsections. 

'1he basis for H/P rent calculatiai will be: 

- c.i.f. value and installed, 

- annual oosts for SIOO (regular inspectim, other if any), 

- eoonan:ic lifetime, 70% of which is maxinun H/P til12, 

- aoount as advanoe paynent, 

- SIOO average interest cost for revolving H/P furrl. 

'1he basis for RIM invoice calculation will be: 

- SUR>lier's invoice + delivery costs, 

- handling charges for SIOO, 

- interest oos~ for SIOO based oo 90 days, 

- acti for periods over 90 days, 

- deduct for perioda un3er 90 days. 
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'!!le basis for rent calculaticm fact.Oiy premises would be: 

- lcn:J lease rate for lam. or equivalent, e.g. 5\ cm lam 

value, 

- lam. inprovenent by 5100 at e.g. lat, 

- value of bii ldir¥;J, interest e.g. 15\, depreciaticm e .. g. 

5\, outer repair am ma.i.ntenanoe e. 9. 3\, 

- other rosts for account landlord such as .insuraooe, land 

tax or equiv., utilities for a:a111a1 use etc. 

6. s Training courses am seminars. 

It sl'xruld be considered to charge a fee for participaticm that 

\IO.lld pay for the direct costs caused by the <nJrSe/seninar. 

7. IMPID1EN'l1\TIOO CF '!HE REXn+!ENlATI(N) 

- Organizatimal and acirinistrative changes inclu:linJ changes 

in staff should be planned over 00!:! year. Advisory and 

follow up assistance would be required. 

- New "SIOO projects" and other changes which require alloca-

( tioo of nms and qualified manpower sould be planned in 

acoordance with result of studies, policies and priorities. 

By the tine when this part of the plan can start, 5100 will 

have a Director ~rations and the first part of the plan 

irrplemanted. 

A cx:riplete inplemantation plan oould be worked out jointly 

during a follOlrl'-up visit fran WIOO. 




