G @ | TOGETHER

!{’\N i D/? L&y

=S~ vears | for a sustainable future
OCCASION

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

’-.
Sy
B QNIDQI
s 77

vears | for a sustainable future

DISCLAIMER

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

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

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

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

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

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


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

e

DS TRICTEN

ASSISTANCE TO THL SwaLL I T SMET TioPH =0T OV AN IZATION (SIDO)

DR/ Zir/82/nte

AT A

Maohniral renorts ITnnravwir the nmerfarma-ce of 810

Prencred faor the Govermert of the Tomnhlic of Zzmbiszs b the
Devrelnanramt Qr-onizetion, sotin~ as

Urited Vetions Indnetrin)
eyecntin~ srener far the Urites 'Mrtinre Nevelonrment Pm rer—e

Based 9~ the work of Tuzld Pereli- . TVIDO empll-csrale indnatry

" Tmited Yrotinns Trdustri-1 Tovelrnmert Om woiostion

Vi

Tria pearart has wot beer ~lesped it 4o Tiejted otiana Indnctricl Deve-
Inrment Oreenization which fnoc net. therefore, necescprilr ghirze the

views prerented.




Twnlos-sta~y mntes
3 S WP

Ta qeasl aepremar bes Gowic 2 oo awiad Af the seed r-ent varied Tetween
Kyrzchr 18,25 2nd Kwachr Ol me ALY A
In 26ditisn to cenerszllv »ccer*ed At hemerri b iane the fAllowine heve teen
nged in the renort:s

SSI: emnll crcle inmdAnrtrr. hanendine ar the aontevd ir which veeé

i+ meens either +he S8T rantor of industry cr =an indivicduel

entermrise within the sectnr.

_ S8SE: amz1ll secrle entremrenev™.
H/P: hire/nurchese schere.
R/Vi: row meterisle enbere.

R & DP: research snd develpmmert nlermnine,

n37: Develorment Zevk of Tremtic,

NeDP: Fatinnel Zommicsinon for Tovelonment Plernin~,
SEP: gmall Scele Entervrires Promotior Lte.

SINe
UNZA
VisS: Yillawe Induetyy Sewri~ae.

S~p,11 IndAnstries Newelonmert Or-arizztiorn.

University of Fam¥ir.

-
ZCF: Zambis Co-omners*ive Wedernstion.
7FE: Fombis Feders+icn of “rmlo—ers.
Abstract

The renort covers 2 three monthe consultancrr segi~pment within the project
"puaietsnce to the Smell Indnee~? -~ 7 1T -ent Qrranizetion (SIDO), DP/
7.0/R2/018, jambia’.

Totes for field wnrk in %omhine 21 Nevermher - 14 Deremher 199€ ond 6 Jam-

mqmr = 7 Wayeh 1OQ7.

N
-

..41‘v‘ps~L -’_-»F:

The ohijective of the caneiltin. o
To recommend *o the SIDC rrmrremar” wi remee 4n merforTm the recuired
fymatisne in three diffamert Jere ot
- ST0 irterr21ly, +5 hilc oo s foretions] mpﬁpweﬁent 2nd orzanization
strootire with inh desorirtions. nawfnw-anrn evelnetion criteris and
onerstional procednrers Frov ETOG - s rions fanctione ard Agnartiments
se rermiired.

- STN0 vig-f-vig Yerks re for instrrce V0, eanmereial bhanks and other

areanizetinne, (SHP).

- 8T wia-f-via srpll eocle jocaptmin) entrenvervenys for irdnstriel




5

extension services »r3 ot e> apgistance ~e-curers

Summary of findings

Dirin~ about 3 1/2 verrs nf ans=ntionc STNQ hec heaw worbines hard to esto-
Wigh iteelf as 2 maior force i» the field ~f SEI develonrent, strivin-
more trward inderendence in nrev~tinne than fow-m3 the mle of coordinator
for fAarmlstior snd imnlemert-tior of -olicies »nv nztiorrl vmgrammes. A
clesr excentior to this ic STNC"c 3EF +rainins octjvities in cooveration

with cther or-snizztions.

Inr its efforts to become krawr ~nd rTesn—mized STP) oversold itself initial-
lv resultine ir 2 lztexr loes of momertum. This has however not dampened the

exnectetions =nd hopes attached *n SINC.

SIDO has in the develonmnent of i*< orvarirction “eer. aamnered hys:

- not clear formulation of cert=in cl=uses of the SID Act by which SIDO
wes estshlished,

- the absence of formulated cormorste znd omerstionzl nolicies, resulting
in i.a. an orsanizationel stmecture in ¢hich function2l and denartmental
obiectives, authorities and reemoncibilities rt rave beeh‘ﬁefined znd
estzblishend,

- the ahsence of » formilates lan-—tewm develormert rlar for SIDO bassed on
re~ions1, sector zrd reronrre cindinse,

- anmual action plens and btud ets which hsve no contimuity, 2= they have
not been baged on 2 lonv—-tery ~lam. ’

- inedeonzte nrocedures for te mren-votinn (fror idertificstior/formula~
tion snd to nresentation far firowring) of SIDO nmiects (e.z. establismment
of re~ionsl offices, industrins) ertntec). nl-s »ffected by the absence of

. lonr--term fevelonment nlon-.

- shorta-e of funde for onorrdiacs ~us mercenrnIs ivyortrenta snd ite ovn

jipfleribility 4o 2lomt 40 w1 dpm b et £11n~n*ion thoan reenested,

@®

sitnatinm maw ic ahov-iw fa 4o hotter, the SSI sector hes

{ L1lthoush th
| in~ from chorts-c o€ Hnde in finsncin~ institutione for loan
Financdin~ nf 881 pmoiects mrn, from Igen ennditinne rot eandueive to SEI

«

; SIN0 han correctly identifiasd the ormorol neopd fihw retaPlickin~ industrizl
petotoe prd far £illire - Sicr cis? o hroeptzhlichines 1/P »nd R/M sche-
mes for 681 entermrig-s, SINC oo olus envepctlss srslyged the present situ-

stior which wnm1d reenire ST +o become »ctive in thene fields of assis-




tance to SSI.

The technical essistance to SIDO h=s:

- for professionel develomment of nxoiect officers 2rd for establishment
of besic treining nrosremmes for SSE been =mdervcte tmt mot vet suffici-
ent,

- been insdequete snd insufficient for the develomment of SIDO molicies,
orcanizetional structure, lonr-term nlzmmine and budgeting, plan -, bud-
ret - end performance control, methods »nd vrocedures for studies on
which to tase lons-term plernins, methods »nd procedures for vreparation

" pnd presentetion of SIDO orojects, admiristration procedures and yrouti-
nes.

Conclusions

SIDO is 2n eatsblished SSI Aevelovment institution and generally regarded
as the coordinator of efforts =nd sctivities in the develooment of the SSI
sector (e.r. it has recently, to-ether with VIS, been anpointed by the

Benk of Zambia as the anvraisal 2nd certifving instsnce for SSI projects’
access to the Benk’s SSI Credif morsntee Scheme).

-

It might bYe difficult for SIDC tn comdbine activities reouired to achieve

its first objective (SID Act) "to formulete end implement nolicies and ne-
tional prosrammes..." with the sntivities resulting from its other objec-
tives which directly relate to nracticzl essistance to SSI a2t the project

level in close cooperation with other or-anizations ord institutions In the
field of SSI develomment.

For the formulation of cormorate arnd operestional nmolicies, re-structuring
nf the orzanizetion, methods snd procednres etc. as indicated by the fin-
dings in this report and recommended in the ~tteched consultancy report,
i.e. to continue the development of sn efficient SSI assistance orzanize~
tion, SIDO would require techrical sssistance ot manar-ement level and con-
timued assistence in professionel develonment of project officers at all
levels,

Recommendations

It is recommended thats

- 8IDO ae eoon as poseible discumses the comsmltanow renort in order to
Plan end be~in the imvlorentation of recommendntions ond nropofals,

- SIDO durinz the implementstion reriod retains the services of the two ed~

visers seconded by the Commonwealthr Fird for Techniceal Conperation of the




-

Commonwealth Secretarint ac ther awm: ermevienced cenior manarers from a

~ well esteblished similar nr-nnicsdinp (#TM0, Tanzariza),

~ UNIDO exvands its present technicsl resistance with one manazement advi-
ser for the implementztion of the recommendetions of the consultancy re-
port and es adviser to SIDO ‘s Executive Director and to the pronosed
Chief Onerations,

- UNIDO ‘s project formulation mission for a possible ™umbrelle™ pro-
Ject considers whether it is desirable/vossible to relieve SIDO from the .
obligation to "formlate and imvlement policies end netional programmes
'relating to the develovment and vromotion of smell industries® or to
strengthen SIDO so that it can fully shoulder thie oblization.

Annex

Report to SDO Menagement on z consultancy essi~nment to SIDO November
1986 - Pebrusry 1987.




DP/ZAM/82/018

ASSISTANCE TO SMALL INDUSTRIFS DEVELOPMENT ORGANIZATION
(SIDO)

Report to SIDO Management on a
Consultancy assigmment to SIDO
November 1986 - February 1987

lusaka, February 1987
Ewald Rebeling




3.5.1.3.

3.3.1.4.

INTRODUCTION

Project to which assigmment is related.
Assigmment and workplan.

Fact finding. Interviews.

The Small Industries Development Act and other
basic docurments.

SIMMARY OF RECOMMENDATIONS

RECOMMENDATIONS RELATED TO FUNCTIONAL MANAGEMENT

AND ORGANIZATIONAL STRUCTURE

Functional and departmental organization.

Main functions. Oorporate policies.

Proposed organization chart.

Documents related to the organization chart.

The policv making and executive functions. The SID Act.
Departments, groups and subgroups.

. Operations department.

Departmental secretary.

Project promotion group.
Cbjectives
Functions
Activities
Organization

Linkages
Staffing, computerization
Documentation

Extension and commercial services group.
" (Objectives
Functions
Activities
Organization
Linkages
Staffing
Documentation

Performance
Manual

SSE training coordinator.
Objectives
Activities
Linkages
Staffing
Documentation
Reports
Performance
Special courses

o0 ~ MNHO—‘Hg

CRe «

14
16
17

22

30

37




Section

3.3.1.5. Regional supervision and support group.
Objectives
Functions
Activities
Organization
Linkages
Staffing
Documentation
Reports
Per formance
Manual

3.3.1.6. Regional offices.
Objectives
Functions
Activities
Organization

" Linkages

Staffing
Docunentation
Reports
Performance
Manual

3.3.1.7. Concluding remarks about Operations Department.

3.3.2. SSI R & DP/ Small Scale Industries Research and

Development planning/.
Objectives
Functions
Activities
Organization
Linkages
Staffing
Documentation
Reports
Performance

. Finance department.

Financial planning. Budgets. Accounts.
Departmentalization, a technical prerequisite
for planning and financial/performance control.
. Cash and funds management. -

. Controls and reports.

Financial control of regional offices.

. Working groups. Staffing., Computerization.

www
.

L]

.

N =
.

. Board Secretary / Administration department.
Overview of objectives and functions.
Registry.

Objectives

Functions

Activities

Organization

Linkages

Staffing

Documentation

Reports

Performance

Manual

L]
wWww ww:.»uu w W w
X XK uuyuw wWwww
\lc\l.ﬂ-hw

.
N =
[ )

W W W WWwwww
D) .
.« o




3.3.4.3.

W
.
[
.

.
U‘ub&dl\)l—'

WWWWWWWWW
R R R R
BN b b b b

-3
)

.
. .

»
.

[ h&b&?bhhhh
N NNNNPNNNNH

Personnel management.
Objectives
Functions
Activities
Organization

Linkages . .
Staffing, computerization
Documentation
Reports
Performance
Manual
Office management.
Overview of objectives and functions.
By subgroup:
Activities
Organization

Linkages

Staffing

Documentation

Reports

Per formance

Manual
Property management. Purchasing.
Overview of objectives and functions,
By function:

Activities

Organization

mmgm
Staffing
Documentation
Reports
Performance
Manual

Sundry cbservations and recammendations in
relation to operational procedures,

Preparation of "SIDO projects®.
Regional offices.
Industrial estates.

Training centres,
H/P scheme.

RECOMMENDATIONS RELATED TO SIDO VIS~A-VIS OTHER ORGA~
NIZATIONS ACTIVE IN THE FIELD OF SSI DEVELOPMENT

Organizations,

Fields for coordination / cooperation,
Project pramotion.

Project follow-up. Consultancy.

Conplementarity in financing of SSI projects,
Regional offices.

Industrial estates

Training,

88T policies,

SS1 research.

70

70

70
70

72
73




4.3, Modus operandi. 88
5. ADDITIONAL OOMMENTS RELATED TO EXTENSION SERVICES 89
5.1, Assistance to the SSE: fram management to shopfloor. 89
5.2 Preventing or curing. 89
5.3. Oontracts. 90
6. REOOMMENDATIONS REIATED TO SIDO FINAMCES 90
6.1. Recurrent budget - developmert funds. 90 -
6.2, Project studies, project follow-up. 91
6.3. Consultancy. 92
6.4. *Comrercial® services. 92
6.5. Training courses and seminars, 93
7. IMPLEMENTATION OF THE RECOMMENDATIONS 93

Abbreviations: In addition to the generally accepted abbreviations,
the following have been used in this report:

SS1

small scale industry. Depending on the context in which
used it means either the SSI sector or an individual
enterprise within that sector.

SSE : small scale entrepreneur,

H/P : hire/purchase scheme.

RM s+ raw materials scheme,

R & DP

research and development plamning,




1. INTRODUCTION

1.1. Project to which assingment is related.

The assignmént constitutes part of the project DP/ZAM/82/018 the
purpose of which is:

to assist the Small Industries Development Organization a semi-
autononous institution created by the Government of Zambia. SIDO's
purpose is to provide bioadbased assistance to small-scale industry

g development in the country. The project should assist SIDO to

develop the capacity to perform the required functions, especially
to deliver an efficient and effective industrial extension
(consultancy) service to existing as well as new small-scale
industry units.

1.2, Assigmment and workplan.

The assignment was formilated and the problem areas indicated as

follows:

The consultant will advise the SIDO Management and work closely

together with the economist in improving the performance of the

organisation. Specifically, he will be expected to:

a. Study the existing structures in SIDO as well as the
instruments available at the DBZ (Development Bank of
Zambia), commercial banks and other organizations (SEP)
in regard to assistance to small-scale industries.

b. Recommend to the SIDO management measures to perform the
required functions in three different levels,




- SIDO internally to build up a functional management

and organization structure with Job Descriptions,
performance evaluation criteria and operational
procedures for SIDO's various functions and depart-
ments, as required.

- SIDO vis-a-vis banks as for instance, DBZ, commercial

banks and other organizaticas, (SEP).

- small scale industrial entrepreneurs for industrial
extension services and other assistance measures.
he indication was found acceptable for a workplan for the

assignment. The table of contents reflects this workplan.

1.3. Fact finding. Interviews.
Information, facts and data have been obtained from i.a.
- UNIP's The national policies for the decade 1985-1995,
- Guidelines for the fornulation of the fourth national
development plan,
- Sundry statistics from Central Statistical Office,
- Sundry Provincial Development Plans,
- The Industrial Development Act of 1977 as amended,
- Small Industries Development Act,
- Development Bank of Zambia Act,
-Annualreportsandaccomtsfmnnevelopnmtnankof
zambia, Zambia National Cammercial Bank, Small Scale
Enterprises Promotion Ltd, Small Scale Industries

Organization,
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~ Documentation from Zambia Employers Federation,
- Documentation fronm Small Industries Association of Zambia,

- Documentation from Village Industry Service,

Status report on externally assisted projects in industry,

December 1986,

- Minutes fram board meetings and management meetings in
SI1Do,

- Sundry Project feasibility/viability reports, surveys,

plans prepared by SIDO.

Interviews and discussions have been held with following
organizations and officials:
- Small Scale Enterprises Pramotion Limited

General Manager Mr., G. Ngulube

Financial Controller Mr. G. Mvambazi

Supervision Manager Mr. M.L. Sampa

Adviser Mr. G. Schirra

Financing of SSI projects, cooperation with SIDO.

- Development Bank of Zambia
Managing Director Mr. L.M. Nyambe
Director Project Appraisal Mr, A, Muchanga
Adviser Mr. A. Isaksen

Financing of SSI projects, cooperation with SIDO.




Village Industry Service

Chairmman Mrs. J. Mapama

Coordination of training and other activities with SIDO.

zambia Federation of Employers
Executive Director Mr. F.C. Sumbwe

Coordination of training activities.

Bank of Zambia
Deputy General Manager Mr. J.L. Muchinga

Credit Guarantee Scheme

National Commission for Development Planning

Mr. D, Mirovic
Provincial development planning for SSI and projects with
external assistance.

zambia National Commercial Bank

Advance Manager Mr. A. Musona
Financing of SSI projects, cooperation with SIDO central and
regional.

Small Scale Industries Association of Zambia
Chairman Mr. N.S. Mwashi
Coordination of training activities. Selection of potential
SSE in the rovinces.
Ministry of Cbmmerce and Industry
Hon. M. Muzungu, M.P. Minister of State

Deputy Permanent Secretary, Mr. M.X. Mufwaya
Coordination of §SI development effort.

And, of course, on a daily basis with Chairman, Executive Director and staff of

SIDO.




1.4. The Small Industries Development Act and other basic

documents.
UNIP's "The National Policies for the Decade 1985 - 1995" puts
an emphasis on i.a. development of rural areas, interdependence
and integration of econamic sectors and their respective produ-
ction units, specifically the integration of agricultural,
manufacturing and mining sectors and the establishment of
. small scale engineering units for the supply of implements and

services to fammers.

The "Guidelines for the Formulation of the Fourth National
Development Pl:n" stresses i.a. such matters and aspects as
agrobased industry, the use of local raw materials, establish-
ment of industrial estates, utilization of mineral raw materials,
ancillary engineering units, diversification of the manufacturing
sector and the establishment of SIDO (and VIS) as a Government
policy instrument for reorganization of the domestic manuf *cturing

secior.

The Industrial Development Act, Part IV, Section 18.(2) lists
six criteria by which an enterprise may qualify as a priority
enterprise. The criteria are related to: damestic raw materials,
intermediate goods, diversifization, permanent employment, dome-
stic irdustrial skills and technology and development of rural
areas. A number of fiscal and other incentives apply to priority

enterprises.




The Small Industries Development Act establishes that, if an
enterprise is approved in writing by SIDO as a small scale
enterprise, this enterprise may apply for any incentives
under the Industrial Development Act.

And finally, the functions of SIDO as to the Small Industries
Development Act are:

Q) vee.ee.s to do all such acts and things as are necessary
to foster and encourage the development of small industries or

as are conducive to the attaimment of that purpose.

(2) Without derogating from the generality of subsection (1),
- SIDO may:

(a) formulate, co-ordinate and implement national policies
and programmes relating to the development and pramotion
of small industries;

(b) carxry out research projects, surveys and market research
on any aspect connected with small industries;

~ (c) provide or assist in providing, training facilities for
persons engaged or employed or to be employed in small
industries and co-ordinate the activities of other
institutions engaged in such training;

(d) provide extension, management and consultancy services
for small industries; _

(e) promte local and foreign investment in small industries;

(f) assist in procuring, obtaining or providing supplies,
equipment or raw materials for small industries;

(g) assist in locating and developing industrial estates,

common facility centres and ancillary services.




The fairly explicit reference to policies and legislation
governing the development of small scale industry served

. two purposes:

- as indicator of the direction of the consultancy assign-

ment,

- as a quide for the better understanding of the recammend-

ations.

2. SUMMARY OF RECOMMENDATIONS

Time during the assigmment did not allow to write this
section in Lusaka. This is however of minor importance

as all details are contained in the report.




3. RECOMMENDATIONS RELATED TO FUNCTZONAL MANAGEMENT

AND ORGANIZATIONAL STRUCTURE
'mispartoftherecamerﬁationsbeginswithanoverviewofﬁ)e
proposed organization and continues with an organizational
description of each function/department. As SIDO's past and
present situation is well known from mission reports and one
evaluation report, little space will be used for historical

analysis, the much more for the SIDO for tomorrow.

3.1. Functional and departmental organization.

The proposed organization is designed:
- for SIDO to be able to undertake the activities necessary to

meet its objectives as laid down in the SID Act (1.4.),

- for SIDO to be able to play the important role intended for
it through the SID Act in cooperation and inter-action with
the other organizations involved in small industries develop-

ment,

- for proper distribution of work (activities) as a prerequisite
for linking accountability to authority and performance control
to plaming and budget,

- for organizational flexibility as a prerequisite for
optimizing achievement of objectives with limited resources

(skilled manpower and funds).




3.1.1. Main functions. Oorporate policies.

The documentation referred to in section (1.4.) gives.a clear

direction for SILO's main functions:

= SIDO was established to become a coordinating organization
for the Government's development policies for SSI:

"formulate, co-ordinate and implement national policies

and programmes”,

- to undertake research projects related to SSI (which also
would include studies/surveys for SIDO's own development
of SSI assistance (provincial officers, industrial

estates etc.),

- direct assistance to SSE:
- training,
- technical /professional assistance,
- investment pramotion,

- assistance to acquire production facilities.

These basic functions, derived fram the objectives for SIDO,
would rather belong to two different organizations, difficult
to bring under one hat:

- The first two basic functions cover the sector SSI
development in general: formulation, coordination,
implementation of national policies and programmes,
and SSI sector research., These functions are very
much part of Govermment's overall policy for the

long-term structural changes of the econony.




- The other objectives form a function which is at the

individual enterprise level (although nationwide): in
the technical/commercial/managerial fields to assist
the individual entrepreneur/enterprise from identifi-
cation of an opportunity to the smooth operations of
an established enterprise which also includes assist-

ance to acquire necessary facilities.

This quite real problem will most likely be solved in the
proposed new organization in wnich:

- the Board will assume an active role,

- the SSI R & DP function removed from Operations and
relocated as a separate department directly under

the Chief Executive with its own objectives.

The departmental organization (further developed in section 3.3.)
would be:
- board and executive director would be directly respo-
nsible for formulation, co-ordination and implement-

ation of national policies and programmes,

- a new department would be established directly under
the executive director to undertake SSI related

research projects,

- the present Project Appraisal department and Project
Supervision department would be brought together in

an Operations Department.
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To this would come the existing Finance Department (with partly
new and widened objectives) and then, also existing, General
Administration Department (with partiy new activities). Details
about these departments will be discussed in sections 3.3.3. and
3.3.4.

Recommendations: A

- The Board in cooperation with the Executive Director to work
out gmdelmes (corporate policies) for the main functions:
SIDO as the apex organisation for Government's SSI develop-
ment policies, SSI research, Operations department, for the
departments Finance and General Administration.

~ To establish a SSI R & DP department headed by a Research

Manager directly under the Executive Director.

- To establish an Operations Department headed by a Director
of Operations directly under the Executive Director and
incorporate the present Project Appraisal and Project

Supervision Departments into the new Operations Department.

- For the identification of members 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.

Recammendation




-12 -

3.1.2. Proposed organization chart.

The departmental organization chart on the next page is the

result of an analysis of functions and activities, present and

fcture to the extent they correspond to the objectives laid

down in the SID Act. The fundamentals for the design have |
already been indicated (section 3.1).

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

ment subgroup will be presented from all organizational v1ew-

points. Although some changes already are urderway (e.g.

departmentalization of accounts) and some activities well

established, the whole subsection (3.3.) should be regarded

as one recamendation. To leave out already established Recommendation
procedures wouid have resulted in a piecemeal presentation

of the proposed organization.

The lines fram box to box in the organization chart are the
traditional ones of authority/accountability (or responsible
for - responsible to). The positions in heavy-lined boxes
are the members of the management team (one could consider
to leave the research manager out from the team). Each
member of the management team is head of a department. The
activities of a department are functionally brought together
in groups, each headed by a manager (or equivalent) who is
accountable to the head of the department.




Proj follow-

—1 Consultancy

Comrercial serv

Ooordinator
Regio~
s».paxviwsim L—| Regional desks |
tion
SS1 ects
- m te (-s)
el
serv

SIDO organization

Departmental
Proposal Jan 1987
T DP/2AM/82/018. Rc
fexec Director |{p secr
} 1 — e e e
Manager Director | Board
Finance L'T P Secr
Adhoc re-
b=ty ol [ ss1/v1S
. —{Registry Clerk Contracts
Corporate legal
|__| Departmental
secretary
Personnel Recrui tment
[] '—-T {
Budget 1;9_p1an._§tﬂget P. %xf, files
"| controller ~ []Budget control
Perform control Typing pool PSBI
Offi Insurance
- mm:r T 1ibrary
Chief First entries Household
—  Accountant | TSube1d Jedgers | [ Txansport pool |
General ledger
iod accounts Purchaser and
| Property |
Cash & funds Managerx
_— Cashier { management
Oollections




'medxartdoesofwursemtshmﬂmenmemuslinesof

~ommumnication, of cooperation, informal meetings etc.

without which an organization cannot work.

3.1.3. Docurents related to the organization chart.
The organization chart will be part of SIDO's Organization
Manual. It is recamended to prepare such a manual based Recommendation
on quidelines in this report. The contributions to the
 Organization Manual would came from:
- Board and Executive Director:
corporate policies and general guidelines in accordance
with which SIDO is (will be) organized for the purpose

of working toward the achievement of its objectives.

- each Head of Department, for the department and each
sub departmental group:
- organization chart,
- organizational description (along the same lines as
used in this report, e.g. contents of subsection
3.3.1.2.),
- position guide/job description for each position in
the department (layout and quidelines for a position
guide attached to this report).
This organizational documentation, the Organization Manual,
will be kept alive through regular reviews, changes and amend- -
ments. Relevant par.s of it will be given to each SIDO employee
so that he/she will understand his/her position and the nearest
organizational surroundings.




APP. to Report to SIDD
management, February 1987

Section 3.1.3. - Page 1 -
SIDO
Position quide. job description.
Department:
Onit: Position(job):
1. Gbjectives:

2,

'mesearetlglaxg-tenngoalsformepositimmlatedtotheobjectim
of the department/subdepartmental group to which the position belongs.
The objectives shoudl qualitatively indicate what is expected by way
of achievement over an unlimited period of time. (A short tem job
will have cbjectives that will have to be achieved at the end of a
specific period.)

Activities:

This is a list of specific concrete tasks to be performed (in a
coordinated effort with others) toward achievement of the objectives
and in accordance with operational policies. It is the how of the
job description. The tasks must be clearly defined, but sufficiently
wide to leave roam for individual initiative and indicate the vertical
and horizontal linkages to other positions/units.

Organizational relationships:

Vertical:
- responsible for:
- accountable to:
Horizontal:
- liaison/regular cooperation withs
= member of permanent team/committee:
External:
- nnin external contactss




App. - Page 2 -

4, Qualifications required for entry into position:

- General formative education:
- Vocational training:
- Academic studies:
- Major:
- Post-graduate studies:
- BExperience:
- Field:
- Managerial position:
- Minimmn mmber of years:
- Speciai qualifications required:

- Special personal attributes regquired:

(Note: whilst a copy of items 1. -~ 3, will be given to the incumbent

item 4. remains with the personnel manager.)
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3.2. The policymaking and executive functions. The SID Act.

The SID Act Part II sec-ion 4 gives the number of members of the
Board and the camposition of the Board.

The abbreviation "SIDO" is in the Preliminaries given as meaning
Small Industries Development Organization. "“SIDO" ié in the text
of the Act also used with the same meaning as usually is given
to the word "Board" or "Board of Directors" (campare the Develop-
ment Bank of Zambia Act Part II section 4.(1)). In this report
fram here on the word "Board" will be used where the SID Act

uses either "Members of SIDO" or "SIDO".

The camosition of the Board reflects clearly the legislator's
intention of giving the Board an active role in the formulation
and implementation of national SSI policies and an active role
in the coordination of programmes in the field of SSI develop~

ment.,

The SID Act, with specific exceptions, vests all powers in the
Board, but does not mention the right of the Board to delegate
powers to the Director (chief executive). Furthermore, the Act
does not mention whether the Chairman of the Board shall have a

full-time position.

The Board shall as to the Act, appoint a Secretary who shall be
responsible for the administration of the day-to~-day affairs of
SIDO under the supervision cf the Director. No further powers
or funccions of the Director are mentioned with the exception

that the Director shall attend Board meetings without a vote.
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As to the minutes of Board meetings for 198¢ no corporate policy
matters or SSI policy issues have been discussed.

The unclear situation as to the Act, betweer. the Board and the

executive function of SIDO affects the work and development of

SIDO. It is therefore recommended that the Board uses its Recommendatios
power in accordance with Tart II section 7. (1) and/or prepares

proposal for what it considers to be necessary amendments to

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

8.3.).

Part II section 14 of the SID Act regulates the management of
SIDO funds. The wording of subsection (3) (c)is: "any other
expenses incurred by SIDO in the discharge of its functions.”
The term "expenses" means by definition such expenditures
which will be charged to the profit/loss account (against the
recurrent budget). A strict application of SID Act Part II
section 14.(3) prohibits SIDO from incurring capital expendi-
ture (compare DBZ Act Part IV section 15.f which gives DBZ

the right to apply funds towards capital expenditure). The
SID Act as it stands would consequently not permit SIDO to
embark on activities which it already has decided upon as

the activities reqx-zire capital expenditure (= capital invest-
ments)., As these activities, hire purchase scheme for machines
and construction of industrial estates and training centre,

are important complements to other inputs for SSI develorment,
it is recommended that a proposal be prepared for the necessary Recommendatio
amendment of the SID Act. This should also bring capital

expenditure already incurred by SIDO under the Act.
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Furthermore it is recommended that a proposal for amendrent Recammendation
of the SID Act be prepared for the Preliminaries. The

definition of "small-scale enterprise” should be expanded

to also meaning that the enterprise should be owner - managed

or that the (majority) owner should have a full time occupi-

tion in this enterprise.

Finally it would be useful to include the word "processing” Recamendation
under the definition of "Manufacture"” (manufactt.lri.ng, assemb—

ling and processing industry). Another question is a possibly

clearer definition of "services" (campare e.g "services” as

listed in the Sales Tax Act, Cap. 663 of the laws of Zambia,

schedule of taxable services.

3.3. Departments, groups and subgroups.
The following is a description of a functional organization of

SIPO. The main objectives for this proposal are:
- to make a clear distinction between the main functions:
operations, rescarch, finance, administration (general

services),

- to have a clear definition of departmental dbjectives and

tasks,

- a sufficiently narrow management span of supervision/control
and a minimm need for coordination for the chief executive
to leave him maximum time for corporate nolicy formulation
and planning and for policy formulation and coordination in
the field of SSI development,
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- to establish a basis for co-ordination of organization -
planning - budget - acoounting - performance control with
a feedback to planning,

- to accammodate in the SIDO ocrganization also such functions/
activities which at the present mament are not carried out,
but for which a principle decision has been taken or can be

expected,

" = not to cause more or deeper changes than necessary in order
to minimize disturbances in the day-to-day work of an

important organization.

3.3.1. Operations department.
The proposed organization of the Operations Department is shown

on the next page.

The objectives of the Operations department are:

- help SSE fram studying the feasibility/viability of his identi-
fied project opportunity through all stages of the project to
a point where production runs smoothly, the product(-s) is/are
well established in the market, the return on investment is

satisfactory and stabilized and a sound liquidity maintained,

- identify project opportunities, study their feasibility/
viability and, if found satisfying SIDO criteria, pramwote 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 opportunities in professional, managerial
and vocational skills for SSE, their employees and for SIDO

professional staff and organize SSI seminars and conferences,

- oontinwusly to adapt the activities to the needs of the SSI
sector and national SSI policies, i.a. to establish SIDO in
the provinces, )

- 1identify, prepare, plan and implement new activities within
the framework given by SIDO objectives and the policies
established by the Board.

It must be emphasized that all functions and activities toward
achievement of these departmental objectives shall be planned
(physically and financially) and carried out in accordance
with policies, priorities and long-temm plans approved by the
Board and by applying operating principles established by SIDO

management.,

A most important aspect of the Operations Department's functions
and activitieg is the cooperation with other organizations/
institutions operating in the field of SSI development.

Although some coordinating effort in the fields of training and
seminars over the years has been quite successful and a
cooperation in the field of project pramotion/financing has
been going on for some time (unfortunately this cooperation

seems to have came to a stop) much remains to be done both at
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SIDO head office level and at provincial level (even before

SIDO has established provincial or regional offices):

- to coordinate on a regular basis the activities of SIDO
and other relevant organizations/institutions/authorities
especially in the fields of identification of project
opportunities and potential entrepreneurs, promotion,
appraisal, financing, follow-up and consultancy, establish-
ment of industrial estates and related activities, training,

(ref. Section 4.),

- tc initiate cooperation between organizations/institutions
concerned for the preparation of joint presentations of SSI

development policy proposals to Govermment,

-~ to coordinate and to initiate cooperation in the field of
joint information about SSI actual development, opportunities,
procedures, training, assistance and facilities that can be

offered, incentives, etc.,

- to coordinate layouts of project reports and presentation of
projects, manuals for preparation and appraisal of projects,

qualifications and criteria for assistance and finance, etc.




Head of the department will be the Director of QOperations, one
of the few new positions in the proposed organization. A
successful candidate for this position would possibly be an
mdustnal econamist with postgraduate studies in (at least)
one of the fields small industries development, financing,
industrial organization/administration, business administra-
tion. He would have same years practical experience at
managerial level in an organization in the field of SSI
development, or in a project development depart:rent of a
medium scale manufacturing industry, or in the projects
Jepartment of a financial institution. He should further-
more have a good general understanding of technical and

organizational matters.

The functions of the Operations Department are distributed
to sub-departmental groups presented in the following sub-

sections 3.3.1.1. - 3.3.1.6.

3.3.1.1. Departmental secretary.

(There will be only two positions with personal secretaries,
the Chief Executive and the Board Secretary/Director
Administration.)

The departmental secretary is a cambined position of qualified
secretary and "assistant to" with the following activities

(without first listing the objectives):
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Secretarial services to the head of the department ard the
group managers in the department. For typing work the
secretary will be assisted by a typist (this would be typing
work which will not be performed by the typing pool).

Under gquidance from Administration Department organize the
General Files system and the Prcjects Files system for the
Operations Department as well as the system for registering
incaming/outgoing cammmnication, reports including tine

. statistics for assigmments, minutes of meetings, copies of
contracts (originals always with the Registry Clexrk), other
documentation. Thereafter to run the systems, keeping them
in perfect order and updated.

The general information function of Operations Department,
This requires same elaboration. The present Front Office
function would disappear. The departmental secretary will
receive requests for general and special information, applica-
tion fqms etc. fram SSE's, potential SSE's and possibly quite
a few just interested or curious people, visiting, by letter
or telephone. The secretary has to function as a friendly
but very selective filter. She will on own initiative and
judgement hand out/mail requested forms, general information
(brochures, folders etc) and also to quite same extent have
the knowledge to answer specific questions up to a certain
level or refer the inquierer to another relevant organiza-

tion/institution. The principles should be:




- The information period of a SSE/potential SEE contact is
dealt with by the departmental secretary. No files will be
opened, only ronthly lists of name, adiress and fomm/inform-
ation handed cut/mailed.

- A project officer will take over when a SSE/potential SSE is
ready to discuss his project idea (or problem) and possible
SIDO assistance. This has not necessarily to be indicated
by a letter or an application. No file t0 be opened before
a oontract/agreement has been signed for a specific assign-
ment (fee or no fee is a different question, ref. Section 6.).

In addition to ane outstanding and experienced secretary this
unit would require one efficient typist.

3.3.1.2. Project Pramwtion group.
This group will deal with the preparation and pramotion of SSI
projects.

Objective:

- To develop SSI project ideas/opportunities in line with SIDO
policies, criteria and priorities to a project prospectus and
follow the project up to a point where necessary finance has
been secured.

Functions;

- Assistance to SSE!s.

- Development of "own" projects in line with the objective,
combined with pramotion of such projects and identification
ofpotent._ialssz's.
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Activities:

Opportunity and project identification studies, project
forrlation.
Conplete or partial feasibility/viability studies, when

necessary including alternmative product design, alterma-

tive technology.

Studies of financial requirements and capital structure,

liquidity.
Appraisal of projects.

Preparation of project prospectus and negotiations with

financial institutions and other sources of finance.

Publicity, contacts, interviews for identification of

potential SSE:s.

Professional supervision and support of corresponding

activities at provincial offices.

Organization:

The group will be headed by a manager and have project teams

of one industrial economist and one industrial engineer.

Linkages:

Internal:

- With Extension and Commercial Services Group 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 same as the input of

econcmist man-days, and for "handing over" a project once




finance has been secured.

With SSE Training Coordinator for establishing general or

specific training needs at an early stage.

With Regicnal Supervision and Support Group and Regicnal
offices to provide professional supervision and support,
to receive and review project reports prepared at the
Regional offices and for cooperation in the fields of
identification of project opportunities and identification
of potential SSE!s.

With SSI R & DP for studies related to the activities

of Project Pramotion, especially sector, resource and

applied technology studies.

External:

- With NCDP and Provincial Planning Units to be continuously

aware of the future, of changing priorities, manpower

situation etc.

With VIS for cooperation and reqular exchange of inform-
ation, for joint, or at least coordinated, information
about project promotion, specially to cooperate in that
narrow strip where the two fields of interest meet or
overlap, and for keeping each other informed about
methods/procedures, manuals, priorities, criteria and
standards used and applied in the activities of Project

Promotion.
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- With development banks, other development finance institu-
tions, commercial banks, credit institutions etc for regular
exchange of information related to SSI financing, establish-
ing permanent "project channels" between SIDO and the for
SSI finance most suitable sources, adapt, if not standard-
ize, fact sheets, project reports, manuals, appraisal methods
and procedures, appraisal criteria and standards and finally
to offer SIDO services to those financial institutions which
do not have the capacity to assist their custamers with

feasibility/viability studies and related.

- With Small Scale Industries Association of Zambia, provincial
and district authorities in the effort of identifying Project

opportunities and potential SSE's.

Staffing: _
The Manager would prefercbly be a postgraduate mdustnal
econamist with some years practical experience fram project
preparation and appraisal, familiar with SSI problematic and
supervisory experience.

The staff would consist of industrial econamists and industrial
engineere or mechanical engineers with a bacherlor's degree
with some practical experience, preferably related to small
industry.
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Number of staff will depend on workload, level of
regicnalization and camputerization. As a guideline

for staffing one may calculate roughly with 3 experienced
man-weeks or 4 inexperienced man-weeks with good supervi-
sion for the preparation of a feasibility/viability

report for an average SSI project.

For the work in the Project Promotion Group it is strongly
recammended to acquire the COMFAR Programme and a suitable
camputer with the necessary peripherals. The camputer

would save tine presently used for very uncreative calcula-
tion job with a high potential for calculation errors. The
computer will furthermore enable the project officer to do
what normally noc is done manually (due to high time consump-
tion) namely the irportant "what if..." calculations or, as

they so scientifically are called "sensitivity tests”.

Documentation:
- For every assigrnment a project file will be opened and given
a code nurber which will be used as reference for project
reports, correspondence, working papers, in nonthly progress
reports. The code system has to be coordinated with the
total registration system of SIDO (by Administration

Department) .
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- The first document/paper in each project file will be
- for external assigmments:
a copy of a contract/agreement (recammendations section
. 5.4, and 6.3. are applicable also to Project Pramotion)

between SIDO ard client,

- for internal assignments:
a copy of the minutes of management (or Operatians
Department) meeting in which the assignment has been
decided, completed with necessary project information
such as: estimated starting and completion date, estima-
ted number of man days, format of output (report), i.e.
basically information which in an external assig.ment

are included in the contract/ag.zement.

- Before a file is opened there will in most cases have been
commmication by way of correspondence and discussion
(telephone or meetings). Fram discussions there will
always be a written memo (in case of significant agree—

ments a confirmation letter). Memos and copies of corres-

pondence will be kept in the Operations Department by name
and in chronological order. then a file is opened the
copies kept by name will be moved to the corresponding

project file.




- 28 -

In principle the last document in a project is the confirm-
ation (from a financial institution or otherwise) that the
necessary financing has been secured. The project tile will
be removed fram Project Pramotion's live register to a
reference register. From there on, in relevant cases,
Extension and Commercial Services will take owver, opening a
(new) project file for monitoring, follow-up or what the
assignment might be, with the same file procedure as Project

Promotion.

Important enough to repeat is that memos to the file should
be prepared on all discussions, from meetings as well as

telephone conversations.

Reports (primarily for time planning and control):

These are the internal reports related to progress and perfor-
mance and, in case of services for which a fee will be charged,
as a base for inwicing.

- Time sheets for each project officer on which he daily notes
the hours used for each project, exteranal or iuteraal, ang nours
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 month showing for each project started,

in progress, campleted (=finance secured) during the month:
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- project officer in charge,

- brief description of work done during month,

- total hours used for the month, accumilated, and remain-
ing hours of estimate, new estimate of hours required
for remaining work.

Similar reports will be prepared at Regional Offices.

Performance:
Performance indicators are: man-days per campleted (= finance
secured) project, ratio between completed prcjects and contrac-
ted assigmments, ratio between information requested/given and
contracted assigmments, number of man-days charged to projects
as percentage of number of man-days actually available as
percentage of number of man-days budgeted and, when services
will be debited and inwoiced to client, man-days inwvoiced as

percentage of man-days charged to projects.

This performance follow-up should be done for four-months
periods, i.e. three times per budget year.
Manuals:
- Organization manual including objectives, functions, activi-
ties etc. to and including performance 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. opportunity/identifica-
tion studies, feasibility/viability studies, project appraisal

based on UNIDO literature.

Note to 3.3.1.2. "Activities": When necessary the group will assist
the SSE to establish the legal entity for the project

(required before financing can be discussed).

3.3.1.3. Extension and cammercial services group.

This group takes over SIDO's responsibilities for SSI projects from
the point when finance for a project has bcen secured and as long

as assistance is requested or required. Tarough the skills required
and the experience acquired in this field the group will also be able
to embark on SSI consultancy for already established SSE's. - When
SIDO organizationally and administratively is ready for it the growp
will also have the responsibility to manage a H/P scheme and a R/M

scheme,

Objectives:

- To assist SSI projects for which finance has been secured
through the different stages of planning and implementation,
test runs and production and marketing till a sound cash flow
has been achieved allowing for debt service, re-investments
and a healthy return on investment.

- To assist, on request, established SSI enterprises to solve
managerial, prb&zction, marketir.j, organizational, financial

problems before they have reached dangerous proportions.
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- To assist, on request, established SSI enterprises to plan and

implement expansions or restructuring of the enterprise,

Functions:
- Follow-up of new SSI projects for which finance has been secured,
guidance and advice on matters observed during follow-up, assist-

ance in implementing such advice.

- Consultancy services to established SSI enterprises, follow-up

on advice given and assistance to implement such advice.

- QOperation of a H/P scheme and a R/M scheme as a camplement for
qualifying SSI projects in cases of insufficient or inadequate
financing.

Activities:

- Assistance to SSI projects in preparation of implementation

planning, time planning and payment plan.

- Assistance to SSI projects in the selection of building con-
tractors and suppliers of machines, in ordering, shipping and
import procedures.

- Monitoring of implementation and test nun.

- Regular follow-up visits with lending institutions involved,
reports of observations for further follow-up or direct assist-

ance wirth copies to SSI project and SIDO project file.
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Assistance in the fields of product(-s)/markets/marketing,
purchasing/stock control, production, bookkeeping and accounts,

administration, general management.

The reqular follow-up visits will also be used for performance
measurement of the SSI enterprise: production, commercial,

financial foi discussion with the SSE.

On request from established SSI enterprises provide consult-

ancy within SIDO's scope of professional campetence.
Together with SSI enterprises establish training needs.

To manage a H/P scheme and a R/M scheme (ref. further 3.4.1.4.
and 3.4.1.5.).

Professional supervision and support of corresponding activi-

ties at provincial offices.

Organization:

The group will be headed by a manager and have a staff of
industrial economists, industrial engineers.

Linkages:

Intemal:
- With Project Pramotion 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 further

training needs, especially on-the-job training.

With Regional Supervision and Support Group and Pegiaonal
offices to provide professional supervision and support in
the activities monitoring and follow-up of SSI projects,

consultancy services.

With Regional Offices to manage and control the regional
H/P and R/M schemes especially H/P contracts, R/M invoicing,
installation of machines, regular maintenance control,

reception and distribution of raw materials.

With purchaser for selection of machines/spare parts, mate—
rials, suppliers for quotations/tenders, negotiation of

price and conditions, control of goods and invoices.

With cashier for availability of local currency or foreign

currency funds for payment of machines, materials.

With the Chief Acoountant and Cashier for control of

collection of H/P rent and payment of R/M invoices.

External:

With VIS and SEP (and possible others) for cooperation
and coordination of activities related to monitoring -
and follow-up of implementation and operation of SSI
projects, consultancy and other services such as book-
Keeping services, performance analysis, H/P and R/M

schemes.




- With all finance institutions directly involved in lending
to SSI projects for coordination of activities related to
monitoring of project implementation and to follow-up

through the loan period.

- With development banks and other development finance insti-
tutions for development of standardized monitoring and
follow-up forms and procedures for SSI projects/enterprises,
standardized forms and procedures of performance control of/

for SS1 enterprises, standardized SSI book-keeping.

- With Zambian consulting engineers for cooperation in cases

where an assignment is beyoné SIDO's professional canacity.

Staffing:
The manager would preferably be a postgraduate industrial
engineer with shop floor experience from SSI enterprise ox
mechanical industry or with experience from a firm of
consultants, or he would be a postgraduate industrial
econcmist with some years experience in SSI development

in the field or as a consultant in industry.

The staff would consist of industrial economists and
industrial/mechanical engineers. At a point in the
future, when the skill will be required, one of the

economists should be familiar with industrial administra-

tion and bookkeeping.
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Number of staff will depend on workload and level of region-
alization. Workload consists of monitoring, follow-up, assist-
ance, performance control, (bookkeeping), consultancy, H/P and
R/M schemes. For the next future there will only be monitoring,
follow-ur, same limited assistance and possibly performance
centrol. With moderate efficiency this would may be take one
man-week per project ané month at an average which gives an
indication of the immediate staff requirement. At a later
stage, when SIDO will be geared to embark on consultancy it
will be easier to balance workload and number of staff by

reducing or increasing consultancy acquisition activities.

Documentation:
- for every assignment (menitoring, follow-up, consultancy) a

ccnsultancy file will be opened and given a code number.

- The first document/paper in each file will be a copy of a'
contract/agreement (ref. 5.4. and 6.3.) between SIDO and
client. Correspondence and memos preceding and related to

the contract will be moved to the consultancy file.

- Each file will contain working papers, copies of corres-
ncndence, memos, minutes from meetings, copies of interim
and final reports to client, performance control, follm-up
of advice given. (For adequate registry administration it
should be remembered that a follow-up assigmment may stretch

over several years,)




= There will be clients' register where each assignment will
have its own card: name and address of client, date of
contract/agreement, brief description of assignment. There-
after lines and colums for date of visit, name of project
officer, brief description of reason for and result of

visit, plamned next action and next visit.

- Invoices (in case of services chargeable to client) will be
prepared in accordance with contract and based on time
information fram time sheets as described in section
3.3.1.2.

- Documentation related to H/P and R/M schemes, ref. sections
3.4.1.4. and 3.4.1.5.

Reports:
Will be similar to those described in section 3.3.1.2.

Pexrformance:
The group has a mix of activities:

. short-term/long-term assigrments, chargeable/not chargeable
to client, consultancy/H/P scheme/R/M scheme. And the
group will, at least initially, be so small that each
project officer has to move between all activities. It is
therefore difficult to find meaningful performance indica-
tors apart fram assigmments which are charged to the client:
actual result to estimated result. Por other assignments
the comparison would only be between estimated and actual
hours., That is necessary for future planning but of no



value for performance control. So, performance ocontrol
has mainly to be based on supervision and budget/financial

perfommance control.

Manuals:

Organization manual including objectives, functions, acti-
vities etc. to and including performance and position guide/
job description for each position.

Manual for monitoring activities and reports.

Manual for follow-up activities and reports.

Manual for consultancy activities and preparation of consult-

ancy reports.

Manual for H/P procedures.

Manual for R/M procedures.

3.3.1.4., SSE training coordinator.

ﬁ)esszminixxgcoordjmtorisaa:e-fmnjobatmrmagerlevel.

Objectives:

To provide training facilities and opportunities for SSE’s
and SSI enmployed to secure the necessary managerial and
vocational skills to successfully establish, implement and

run an SSI enterprise.




- To provide training facilities and opportunities for SIDO
professional staff for a contimous upgrading of skills
to meet new challenges and to be able to take up new

positions in SIDO.

Functions:
Coordinating the efforts fram several organizations/institu-
tions active in SSI development to identify training needs,
prepare and conduct training activities, evaluate results
and cocperate with other SIDO units in the follow-up of the
individual participants after campletion of training.

Activities:
- As a ooordinator:
= Identify long-temm and short-temm training needs.

= Put these needs in long-term and short-temm plans and
develop the short-tem plans to annual training plan
and - budget, central and provincial.

- Develop and prepare programmes and curricula for
standard courses, seminars, workshops.

= Develop and prepare programmes and curricula for
courses, seminars, workshops on special topics,
novelties in technology, legislation, management
techniques, or for special categories, or for specific
yeographical areas,




Develop and prepare in close cooperation with individual
SSI enterprises in~house courses and on-the-jab training,

Select course directors, workshop leaders, lecturers etc.

for courses, seminars, workshops.,

Prepare evaluation reports after each ocourse/seminar/
workshop.

Prepare together with SIDO Extension and Commercial
services group follow-up of individual participants.

Coordinate all these activities also for joint in-house
courses and on-the-job training for professional staff

of SIDO and with SIDO cooperating organizations/insti-

tutions in SSI development,

As course director/seminar leader:
- Plan and arrange all facilities for lectures, group
work, board and meals, printed material, audio-

visual aids etc., transport.

- Select and invite participants and lecturers/trainers,

As training manager for SIDO:

- Responsible for all these activities at SIDO training
centre(-s) (a possible future development) to the extent
they are applicable,




Linkages:
- Internal:
- With Project Pramotion Group, Extension and Commercial
. Services Group and Regional Offices to identify and
establish training needs, to select participants for
training activities, to select lecturers and trainers,
to coordinate courses and other training activities
geographically and as to time,

- With other SIDO departments to secure SIDO lecturers in
special fields not represented in Operations Department,
e.qg budgeting, cost accounting, office administration

etc.

- External:

= With VIS, development banks, other financial institutions
for SSI financing, cammercial banks, ZFE, SSI Association
of Zambia, ZCF, Provincial Planning Units, SSI develop~
ment projects receiving external assistance to co-ordinate,
centrally and regionally, training plans, programmes,
courses, seminars etc., to coordinate selction of partici-
pants, to select lecturers and other training assistance,
to coordinate publicity for and around training activities,
to coordinate course evaluation and training follow-up.

- With NCOP to keep abreast with 85I development,planning
and manpower planning.




- 4] -

Staffing:
This will, at least in the beginning, be a one-man job. The
ocoordinator should be an industrial econamist or - engineer
with practiéal experience as organizer/director of courses
from a training unit of an industrial enterprise or a BA with
a major in education and with substantial practical experience
fram a training unit of an industrial enterprise.

-

Documentation:
There will be for every year a programme for courses, seminars,
workshops and other training activities indicatinc type of
course etc., dates and verue. (A separate annual programme

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

Each course etc. of which SIDO is the responsible organizer
will have a separate file containing name and type of course,
seminar etc., code number, organizing institutions, date and
venue, curriculum, course etc. director and list of lecturers
and assistants, copies of invitation and/or advertisement and
other publicity, list of participants, list of course material,
list of a/v material and equipment, a copy of course evalua-
tion report, a copy of course follow-up programme (actual
follow-up to be done by Extension and Comercial Services
Group or Regional Offices with feedback to Training Co~ordinator,
calculation of estimated cost and incame and actual costs and
contribution fram participants.
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One copy of all course material will be kept in a separate
library for reference. Oourse material to be used in future
courses will be kept as originals or master copies for future
reproduction (could at a later stage be stored on camputer
discs). The library will also include copies of course
material prepared by SIDO staff for courses not organized by
SIDO but with participation from SIDO staff.

Reports:
Every six months: courses etc. planned and actually carried
out, nunber of days planned and actual, number of participants,
SIDO inputs, measurable results if any, follow-up planned and

carried out, total cost, incame if any.

Per formance:
It is difficult to establish any true performance indicators
as there is no direct relation between input and output.
The number of participants has no relation to acceptance and
quality-of course etc. With the possible exception of courses
at training centres there is no passed/failed examination at
the end of a course. A qualitative judgement of course
evaluation (by participants) and the course follow-up will
give an indication as to perfonmance.
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Manuals:
Ref. "Documentation”, third paragraph.
Special oourses:
The following topics should be considered for future permanent |
SSE courses (in addition to established courses):
- Simple job-order costing
- for price quotation,
- for cost control.
- Costing/pricing under conditions of inflation or deflation.
- Raw materials and stock management with special emphasis
on stock control, costing of raw material, re-ordering
points and optimum re-ordering quantity.
- Preventive maintenance of buildings, machines and vehicles
versus rehabilitation,

- Supervisory training for SSE, supervisors and foremen.

3.3.1.5. Regional supervision and support group.

This sectmn is presently only an indication for the place in
SIDO's organization of a future group. As long as SIDO has no
regional organization (apart fram the Kitwe office), there is
of course no need for Regional Supervision and Support. A brief
description of the functions proposed for this group will help
the understanding of SIDO's central and regional organization.




SIDO is planning to establish provincial (or, when covering more
than one province, regional) SSI development offices. These
offices will carry the functions and activities of the Operations
Department out to the Provinces and be guided by the same cbject- -
ives as the Operations Department, although geographically limited
to a province (or region). The workload and consequently the
nuber of staff at the SIDO head office will simultaneously oe
reduced.

In addition to the functions at provincial level of project
promotion, extension and commercial services, training activities,
there will in due time be some industrial estates and/or training
centres which will be implemented and run under the management

of the manager for the provincial/regicnal office in question.

For the coordination of regional plans with head office plauning,
monitoring of regional activities, analysis of reports, for direct
support to regional offices and as a link between regional offices
and other groups of Operations Department as well as with Finance
and with Administration Gepartments there will be a Regional
Supervision and Support Group.

The group would be small and remain small: one manager and one
project officer for every three regional offices, i.e. when fully

organized two project officers, A position as project officer
in the group is a good training for moving to a regional office,
eventually as regional manager.
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Further details as to objectives, functions, etc and to posi-
tion guide/job description can be prepared later, closer to
the realization of the group.

3.3.1.6. Regional Offices,

A regional (or, when such office covers only one province, a
provincial) office will carry the fimctions and activities of
the Operations Department out to the regions/provinces guided
by the objectives of the department and its different groups.
In addition, and where such facilities exist, the manager of
a regional/provincial office will have the responsibility for
implementation and management of industrial estate(-s), train-
ing centre(-s) and other SIDO facilities in the region/
province. Furthemore, the regional office will have its own
mini administration and, on behalf of the cashier in the Finance

Department collect rents, H/P rents and payments for invoices.

Objectives, functions and activities will be those of the
Operations Department, Project Pramotion Group, Extension and
Commercial Services Group adapted to regional/provincial level,
and cooperation with the SSE training coordinator for local
training activities.
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Additional objectives:
- To have suitable workshop space readily available for SSI
enterprises which want to rent rather than invest in build-
ings and which are ready to move in, with preference to

new SSI projects.

- To assist SSI enterprises, whether in SIDO or own premises,
with installation of machines etc., start-up, test-run to

normal production.

- To manage industrial estate(-s), training centre(-s), other
SIDO facilities, property activities in the region/province
in accordance with SIDO established policies and sound

financial principles.

Additional functions:

- Property management of SIDO owned land and buildings, of

SIDO owned machines and equipment.,

- Control of raw materials bought through SIDO R/M scheme.

Additional activities:
- Pegular maintenance and repair of buildings, roads, fencing
etec., machines and equipment to the extent the responsibi-

lity rests with SIDO.
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- Regular control of SIDO bhuildings, machines, equipment
when the responsibility for reqular maintenance and
repair rests with the tenant/user of H/P machines and
equipment.

- Receiving and controlling machines and equipment and
corresponding specifications, orders, invoices and H/P
contracts. Control of proper installation and test runs
(without and with load).

- Receiving and controlling raw materials bought on behalf
of SSI enterprises and oorresponding request, order,
specification, invoice (SIDO R/M Scheme). Inwoice the

SSI enterprise (ultimate custamer) and copy to SIDO head

office.

- Calculation and proposal to head office of rent of SIDO

premises in industrial estate and H/P rent.

- Collect rent, H/P rent, payment for invoices. Transfer
money to SIDO head office. Report arrears.

- Maintain a bank account,petty cash and a cash book. Cash
report, bank statements and corresponding vouchers
monthly to SIDO head office,




Organization:
The regional office would be headed by a regional/provincial
manager, have a group for project work (project prawtion,
extension service and related), and staff for general admin-
istration, administration of industrial estate(-s) and train-

ing centre(-s) and administration of H/P and R/M schames.

- With Regional Supervision and Support Group for all matters
concerning SSI projects (only when necessary this group
would refer a regional office to any of the other groups
of Operations department), all matters concerning "SIDO

projects”.

- With SSE Training Coordinator for training activities at
regional/provincial level.

- With Chief Accountant for bookkeeping and accounts.

" = With Cashier for collection of rent, H/P rent, payment
of inwvoices and cash/bank matters.

- With Extension and Commercial Sexrvices Group for all
matters related to H/P and R/M schemes (with exception

of collections).

= With Property Manager for maintenance and repair of SIDO
property (expenses over certain amomt would require
Director of Operation approval).




- Extermal:

- With same organizations/institutions as the Operation
Department and its different groups at SIDO head office
but at provincial lewvel, Of special interest would be
the Province Planning Units, National Commercial Bank
branches, local representatives of VIS and SSI Associa-
tion of Zambia, technical schools and vocational train-

ing institutions.

Staffing:
The Regional Manager would be an industrial economist/engineer,

recruited from within SIDO (a very senior project officer).

The type and number of staff will depend upon the level of

SIDO activities in the region/province.

The minimum fully established SIDO office in a province
(without sharing facilities with e.g. VIS, a sharing which
is recammended where possible) would possibly be: one
manager (ind. econ.), one project officer (ind. eng.),

one secretary/typist, one driver/messenger. This number

would increase:

- project officers with the mmber of assigrments (promo-
tion and extension/cammercial services) and time esti-
mates for assigments,

= 1 - 2 office clerks to cover the administrative work
when an industrial estate and a training centre and H/P
and R/M schemes are established in the province,




- ane supervisor, technician/mechanical engineer, when an
industrial estate is equipped with CPF or CRF (= common
production facilities or common repair facilities),

. - ane supervisor/trainer, technician, when the province/

region has a training centre,

SIDO could actually begin with reqular provincial activities
before having an office established in a province by appoint-
ing a project officer in charge at head office for one or
several provinces and establishing a SIDO SSI development
caomittee in each such province (this is not an instant develop-
ment, but, just as the establishment of regional offices, a
planned development as availability of operational fuinds and
manpower will allow). The committee would have members fram
the relevant provincial authorities, provincial branches of
camercial banks and other financial institutions, provincial
representatives of VIS, SSI Association of Zambia etc. and

be chaired by the SIDO project officer in charge.

Such a committee should after the establishment of a SIDO
office remain active as an advisory committee with same

reqularity of meetings,

Documentation:
A regional office would have its own documentation and filing
system built up along the same line as at SIDO head office
(ref. Departmental Secretary, Project Pronmotion Growp,
Extension and Commercial Services Group),
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In addition there would be the rent contracts, H/P contracts,
requests - orders - purchasing invoices - delivery notes -

sales invoices, oollection receipts, cash reports.

Reports:
Reports and reporting would be along the same lines as at
head office (Project Pramotion Group, Extension and
OCammercial Services Group). In addition there would be
rmonthly cash reports, collection reports, H/P reports, R/M
reports, status reports on SIDO buildings and nadmirxes/

equipment.

Performance:
In principle the same as described for head office groups
but with due regard to that the activities are very mixed
at a reglonal office. One has possibly to rely much more
on the monthly budget control reports from Finance Depart-

ment with analysis and comments.

Manuals:,
' - Organization manual including objectives etc. to and
including performance and position guide/job description
for each position.

- Copies of same manuals as listed for Project Pramotion
and Extension and Commercial Services,




- The following administration manuals which also should
have been listed in sections 3.3.1.1. - 3.3.1.5 (but by
n;istake were amitted) :

- filing manual,
- reporting manual,
- budget manual.

3.3.1.7. Ooncluding remarks about Operations Dpartment.

Rbout the department.

The managers in the department at head office should have opera-

tions meetings ance a week chaired by the Director of Operations.

Standing items on the agenda would be:

- review of past week,

- activities for week ahead,

- balance of workload between groups (and regional offices) for
possible movement of professional staff fram one group to
another,

- acceptance of assigmments (assignment = identification study,
feasibility/viability study, appraisal, preparation of project
prospectus, monitoring, follow-up, consultancy, on-the-job
training at an SSI enterprise) including assigrments referred
to head office by regional offices,

- approval of reports of conpleted assigmments before submitted
to client,

- approval of project prospectus for finance negotiations,

The regional offices are at these meetings represented by the

Manager of the Regional Supervision and Support Group,
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BEvery fourth month the operations meeting should include all
regional managers for four-monthly reivew and plans and perfor-

mance review.

.Before the department has established criteria and standards

for acceptance and approval the regiaonal offices will send all
proposals for new assigmments, reports of ocapleted assignments,
project prospectus to the operations meeting (Director Opeiations)
for acceptance resp. approval.

About Professional staff.
SIDO should not employ industrial specialists unless it has a
programme running over sewveral years as is, and will be, the
case with leather tamning and manufacturing of leather goods.
For clearly defined specialist assigmments of short duration
it will be less expensive to contract an independent specia-
list,

3.3.2. Small Scale Industries Research and Development Planning

The work ‘of this department has a long term effect. It is just
not possible to relate output to input, i.e. measurable effects

at the SSI level to cost of rnmning the department. The recammend-
ation to establish this department is based on the ebjectives for
SIDO as laid down in the SID Act and the necessity to move these

activities out fram operations where they presently have too little
attention,




The main fields of study would be
- industrial sector studies,
- regianal studies,
- resource studies,
. - applied technology studies,
- SSI policy studies.

A main approach to the work would be to analyze existing
studies in the relevant fields, national, UN studies or
studies fram other countries, assess them as to their applica-
bility and usefulness to SIDO, complement, carplete and
finalize.

Objectives:

- To undertake studies in accordance with SIDO objectives,
board policies and management priorities the results of
which directly will enable SIDO and especially Operations
Department to prepare rewvolving 5-year plans and to plan
ahead of need new facilities and activities,

- To mciertake studies leading to proposals for amendments
to the legislation affecting SSI development and studies
leading to proposals for formulation of national SSI
development programmes, all in line with Government's
policies for structural transformation of the economy and
for SSI development,

= To prepare with same reqularity material for publicity
about events and developments in the SSI sector.
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Functions, activities, organization, staffing.
These aspects can be left to a future point of time.
Important now would be:
- to employ a research/planning manager with postgraduate
studies in economics related to SSI development and with

some years practical work in the field,

- to let this manager together with Director Operations
prepare (for approval by managemert) a five years research
programme of which the first year would be a detailed plan
for specific studies which will have direct application
to SIDO operations: > plan for the first year should
also comprisc an estimate of staff requircment and/or

other input and a bu.rjet proposal.

Linkages:
- Internal:
- With Operations Department to keep in touch with actual
development in the field and to be able to formulate

studies directly applicable to SIDO operations.

- External:
- With NCDP to adapt research programmes to national develop-

ment plans and Government policies for SST development.

- With UNZA and other resecarch institutions to cooperate
and coordinate research - rogrammes and studies in the

field of SSI develysrnt,
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Documentation:
- Minutes from management meetings in which decisions have
been taken to launch specific studies. The minutes should
include a general formulation of the studies.

- Final study reports to management.

Reports:
Regular progress repc-ts indicati.g for eacn ongoing study
the level achieved, comparison with time schedule for the
study and estimated time to complet .cn compared with

budgeted time left.

Performance:
This will be a qualitative evaluation of the applizability

of the studies completed.

3.3.3. Finance department.

The Finance Department will in the proposed organization have
a more active role, at the same time it will be restricted to
its financial functions, i.e. long term financial planning,
budgeting, budget control, accounting, financial/performance
reporting. As the business of SIDO does not justify a sepa-
rate treasury department, cash and funds management will form

a group within the Finance Department.
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Changes in the direction toward a "new” finance department
has already started. Preparation of the budget for the
auming fiscal year has been moved cut to the departments
and a first step toward departmentalization (organizing
budget and accounts in result centres) is being taken.

The head of the Finance Department, the Director Finance,
will together with Director Operations, Board Secretary
(who also will be Director Administration) and possibly the
Manager Research constitute the management team under the

Executive Director.

3.3.3.1. Financial planning, Budgets. Accounts.

Financial planning, budgeting and accounting are functions

oan an endless time axis: planmning - budgeting - accounting -
reporting - analysis, - corrective action - planning -

budgeting - etc. Consequently, the functions must have one

cannon structure or, in concrete terms, operate with the same accounts
and result centres. The only difference between them is the

details and accurateness of input that goes into long-term

plans, budgets and historical acoounts.,

Financial planning.
It is recommended for SIDO to establish and maintain a 5~
years rewolving financial plan. Revolving means that a
new fifth year will be added when the first year is trans-
formed to a budget. At the same time, based on feedback




from reports and up-to-date informatian, the other years
of the 5-years plan will be reviewed and adjusted.

The very basis of the long-term financial plan is (in the
- following order) :

- SIDO objectives,

- Government's present policies for SSI development,

- SIDO's development and operational policies,

- Operations Department's physical long term plans its
functions and activities, existing as well as new
which again will be based on studies prepared or to
be prepared by SSI R and DP Department,

~ 'The consequences for SIDO's other departments and
functions of the Operations Department's long temm
plans,

- Investments required for the realization of plammed

activities.

This basis will be the (text) introduction to the financial
S-years plan. The physical plans for SIDO and its depart-

ments will be transformed to the financial plan by applying
experience and realistic assumptions. Remains to calculate
and to estimate (again, based on realistic assumptions) any
income from SIDO's activities. The balance will show the

additional (annual) financial requirements for the realiza-

tion of SIDO's long term plan divided into recurrent expenses
requirements, SIDO's investment expenditures requirements and
requirements for SSI development funds,
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In addition to the necessity for SIDO to have a camprehensive
long term physical and financial plan (which will show manage-
ment and staff the direction in which SIDO will be moving and
cnsequently enables departments and individuals to prepare

for the future well in time), the revolving S-years financial

plan will give SIDO the following advantages:

- it will indicate the magnitude of and point of time for
financial requirement giving SIDO the possibility to prepare
well documented presentations (when applicable supported by
feasibility/viability studies of "SIDO projects") for
discussions with Govermment and/or donor agencies with the
purpose to secure necessary funds, well in advance for the

implementation of its plans,

- it will enable SIDO to alter plans, postpone projects,
reduce activities, re-dispose resources before commitments
have been made for periods in which insufficient funds for

the realization of the plan can be expected,

- it is a necessary document to accampany the annual budget
proposal when requesting Govermment's budget appropriation
for SIDO's recurrent expenses and capital expenditure.

Budgeting:
The budget 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 fram financial and perfor-
mance reports and a detailed analysis of external factors




that will affect SIDO operations during the budget year.
The principles for preparation and structure are 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 summary headings), the
accurateness of data is much higher and the presentation

(introduction) goes more into detail,

The preparation of the budget goes step by step:
- Finance Department will prepare a permanent budget
programme (budget manual).

- Finance Department will prepare annually a budget memo
ocontaining the quidelines for the budget work for the
year ahead:

- time schedule,
- financial goals,
- budget constraints,

- etc.

- The different groups, departments will prepare their
budgets with introduction and camments,

- 'The Finance Department will put together the departmental
budgets to a first SIDO budget draft.
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Management budget meeting for budget discussion. If
financial ends do not meet, the detailed budgets will
be referred back to the departments for a second draft
(which most likely will affect the departmental action
plans). - This procedure might have to be repeated
till management is satisfied that the SIDO budget is

realistic and can be implemented.

Approval by the Board as a budget proposal to be prese-

nted to Govermment for budget appropriation.

If the Govermment allocates to SIDO vhat SIDO has reque~
sted, the budget becomes the instrument for management
to realize its plans for the year, control progress and

undertake necessary action, if SIDO drifts off course.

If the allocation of Govermment funds is insufficient
(recurrent or capital), SIDO has to adapt its plans and
the budget to the funds that Goverrment has made avail-
able, At this point of time it is too late to prepare
for axd seek funds from altermative sources (donor
agencies etc.) as such procedures normally take long
time. To fill the gap with bank overdraft or loans is
not advisable as the budget would not have provided
for payment of interest and repayments.
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- The final step of hudget preparation is now to inform the
Board of the adjustment of budget and plans necessitated
by the allocation of Govermwe.at funds.

- Acoounts,
A review of the accounts used and to be used (the chart of
acoounts, coding of acoounts) is ongoing and requires no
further caments. In this exercise a possible future trans-
formation to computerized acoounting has been taken into

consideration.

In this context it is also recammended to look into the
present plan of manual journals/ledgers for the purpose of
organizing the flow of vouchers and other bookkeeping
docurentation in such a way that a transformation to
camputerization can go smoothly (during a transformation
both the 0ld and the new system will have to be operated
for a period of time).

3.3.3.2.. Departmentalization, a technical prerequisite

' for planning and financial/performance control,
Steps towards departmentalization are already being taken.
Same further comments may be required.

The aims of the departmentalization are:
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= to link the organization (authority/responsibility/
acoountability) to the budget and to the by a depart-

ment etc. controllable acoounts,

- to refer experditure (costs, expenses, investments) and
revenue to the departments etc. where they were planned
and where they can be controlled,

- to enable management to take corrective action, not only
in time, but also at the right place.

Departmentalization uf acoounts, i.e. establishment of result
centres (altermative temms are budget centre, cost centre)
should go as far down (and as high up) in the organization as
is practically possible and desirable from viewpoint of budget
ocontrol. The criteria for establishing a result centre are:
- from organizational viewpoint:
authority/responsibility,
- from accounting viewpoint:
accountabi Jity/controllability,

The departmentalization of accounts should also include "SIDO
projects”, e.g. preparation, planning and implementation of
an industrial estate. As an operational entity an industrial
estate then would be another result centre. A defined
programme where control of input and output is desirable would
be a result centre, e.g. the H/P scheme, a specific training

course.




As long as SIDO has a manual bocikeeping the departmentalization
of acomunts can only be done toa limited extent although adequate
for the present arganization. Wwhen the organization grows into
the provinces and new activities are established, a further
departmentalization will only be possible with camputerized
acoounting.

3.3.3.3. cCash and funds management.

This function does at the present moment not require recommend-
ations as to organization, ocbjectives, functions, procedures
etc. Surplus liquidity is presently put on term and call
deposits in an acceptable way. A close and continuous control
of the liquidity position and a contimpous liquidity short tem
planning (continmuously and fix for three months ahead) is
recammended. Furthermore, it should continuously be controlled
that funds are used for purposes for which they were intended.

Operational policies, organization, objectives, procedures for
cash and funds management can be developed later, if and when
needaris;s. This does not have to take longer time than that
it can be dore during a UNIDO follow-up visit.,

3.3.3.4, (Oontrols and reports.

For financial controls and mporta-the Finance Department will
develop a control and reporting programme (manual) containing
for each type of control and report:
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name and type of control/repart,

purpose of control/report,

period and due dates of reports,

controls will have no date, but an indication of frequency,
respansible for carrying out control resp. preparing report,
receivers of copies of report (resp. control report),
format, layout and contents of report (sample attached to
manual) ,

where decision about action initiated by the report would
be taken,

responsible for follow-up.

Oontrols means:

control of bank acoounts (against statements), and cash,
ocontrol of payroll procedures,

control of procedures for purchase and issuance of consumables,
materials (SIDO and materials on R/M scheme, machines and
equipment (SIDO own use and an H/P scheme). Physical

control of these items would be done by the Property Manager

' assisted by the resp. Regional Manager.

Reports are:

daily liquidity reports,

monthly cash reports from regional offices,

monthly budget control reports by result centre and SIDO
project,




- every four months camplete SIDO accounts with budget
aamparison, differences and analysis of differences,

- annmual acoounts.

3.3.3.5. Financial control of regional offices.

The control will camprise:

- the controls listed in section 3.3.3.4.,

- oontrol of ronthly collection list (rent, H/P rent, payment
of invoices) against contracts, invoices and bank deposits

{fran bank statements).

3.3.3.6. Working groups. Staffing. Computerization.

The work with the financial revolving S-years plan, annual
budgets, budget control, reports will not any longer be a
seasonal job but go on the year romd. This would presently
require one budget controller (qualified accountant with
experience as budget controller), at a later stage (when SIDO
expands to the provinces) assisted by 1-2 junior qualified

accountants (or BA econ with major in accountancy).

The present bookkeeping group would remain as it is presently.
However, with the increased workload ahead (departmentalization
of accounts, frequency of reporting, preparation for planned
regional offices, preparation for a possible computerization)
it is recommended to recruit a qualified chief acoountant with
adequate experience. An additional acoounts clerk might be
required, but this should be analyzed very carefully, as an
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introduction of camputerized accounting would reduce manpower
requirements and also change the skills required.

Although it would be desirable fraom organizational viewpoint
to have the functions of a cashier separated fram acoounting,
the present extent of arganization and activities does not
justify the establishment of a separate cash and funds manage-

ment group. Ref. section 3.3.3.3.

3.3.3.7. Manuals.

The department will prepare the following manuals:
- Organization manual.

- Budget manual.

- Acoounting manual.

- Controls and reporting manual.

3.3.4. Board Secretary/Administration department.

It is assumed that the new qualified board secretary
beginning his work in March 1987, will be fully capable of
reorganizing the Administration Department with only same
quidelines given is this report. If further assistance

would be required, this could be done during a UNIDO follow-

wp visit.,
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3.3.4.1. Owerview of cbjectives and functions.

The Administration Department will be headed by the Board
Secretary (Director Administration). In addition to his
statutory function as Board Secretary the Director Admini-
stration would be responsible for all SIDO insurance matters
(assisted by the Office Manager for the routine work). The
department will have the objective to serve SIDO and its
departments in administrative and personnel matter= to enable
SIDO to operate efficiently fram an administrative newpoint.
This is also the criterion by which the performance of the
department will be judged. To an extent its functions will
be organizationally horizontal (as is the case with the Finance
Department) as adviser to other departments in administrative

matters.

The functions, at the same time work groups, of the department
will be:

- board secretary (Director Administration),

- insurance matters,

- registration,

- personnel management,

- office management,

= purchasing, property management,

As in other departments there will be an organization manual
mdthemssaxyopuatianlumuals,mnltor:egimﬁm
and filing, manual for personnel management, insurance manual etc.
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3.3.4.2. Registry.

The Registry will be headed by a registry clerk and will have

the following activities:

- Receiving and processing applications for registration as
SSI or VIS enterprise. Approval if applicant qualifies,
régistration. - For inspecticn of applicant's premises,
books etc. the Registry Clerk will call apon Operations

Department for assistance.

- Registration and filing of corporate and legal documents

including minutes of board - and management meetings.

- Re7jistration and filing of contracts (with the exception
of employment contracts which will be in the personnel
files):

- rent contracts, rented premises,
- rent contracts, let premises

- building oconstruction contracts,
- H/P contracts,

- insurance policies.

- Preparation of a SIDO filing system and advising other

departments on registration and filing.




3.3.4.3. Personnel Management,

It is recamended that this group be supervised by the Director
Administration as Personnel Manager. The activities will be
those nomal for personnel management including long term
planning of staff requ’rements (all SIDC staff), reqular review
of staff rules, personnel files, coordination of reqular staff
assessments, analysis of training needs and organization of
training (administrative and accounting staff only) etc.

3.3.4.4., Office Management.

Office management camprises general services to all departments
of SIDO.

3.3.4.1 and 3.3.4.2 Overview of dbjectives and functions.
Subgroups.

The Office Management Group would be headed by an experienced

office manager who, in addition to this function would assist

the Director Administration with the routine work of SIDO
insurance matters, Under the Office Manager would be:

- Typing pool and switchboard operator. The SIDO organization
is proposed to have personal secretaries only for the
Executive Director and the Director Administration.
Operations and Finance Departments would have departmental
secretaries. All other typing work would go to the typing
pool supervised by a senior typist. In the typing pool would
also be located the duplicating machine and a photocopier
with one typist in charge of the operation and maintenance




APP. tO Report to SIDO
managavent, February 1987
Section 3.3.4.3. - Page 1 -

Comments to SIDO staff assessment scheme,

1. The scheme is primarily applied to annual pramotion/salary review.

2, Oontents are adequate and analysis fair.

3. I would suggest that item 14.3.-g. be more specific., This can be
achieved by preparing a small manual for reporting officers, spelling
out in detail the meaning of "personal attribute", 7 ant attri-
butes (in addition to those listed) are e.g.:

- attitude to SIDO clients,
- attitude to with SIDO cooperating organizations,
- attitude to colleagues within SIDO,
- oooperativeness and teamwork,
- ability to present ideas and cases:
- verhally,
- in writing,
- participation in discussions at meetings,
- ability to apply theory to practical problem solving,
- resourcefulness,
- ability to teach/lecture:
- at courses and seminars,

- in on-the-job training for newcomers at SIDO,

4, Then I woul” suggest a new item after 14,: "Development since previous
assessment” and another new item after 15,: "Areas for further personal
development effort”,




- Page 2 -

5. Finally I would recammend that 15. "Development Potential include
recammendations as to:
- vertical or horizontal pramotion, demotion,

- exposure to further training,

- advice for specific personal development.
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of the machines. This proposal is based on two consider-

ations:

- rationalization and standardization of typing work,

- preparation for a later possible introduction of a
word processor which wocld increase the efficiency
and standard of typing of especially reports, fina-
ncial and other tables, forms and (hopefully) news

letters.

The switchboard operator (and necessary stand-ins fram

the typing pool) would have the same work as at present

i.e at the switchboard and as receptionist. In addition

she should have a list or a board indicating where every-

body not in his/her office can be contacted and, if out

of SIDO, when returning.

Library with a librarian for:

acquisition of reference books and of publications

from Government Printer,

requesting annual reports from organizations related
to SSI development,

subscription of professional magazines and daily news-

papers,

circulation lists for magazines and newspapers,




- clippings fram newspapers and photooopies of magazine
articles related to SIDO and SSI development,

- keeping a library register including also references to

magazine articles.

- Household would camprise the store of stationery and other
consumables and the following work groups with each a work-
ing foreman: cleaning and kitchen, messengers, watchmen.

- Transport pool for all drivers and wvehicles with the excep-
tion of cars for personal use, logbooks will be kept for
all vehicles. One driver would be working foreman who would
be responsible for distribution of work, keeping the vehicles
running, daily control of logbooks and monthly reporting to
the Office Manager. When time allows drivers should also

be able to do messenger work.

3.3.4.5. Property Management. Purchasing.

These two functions are sufficiently related to bring together
into one group as nane of them for a foreseeable future would
qualify for standing on its own. The group will be headed by
a property manager/purchaser and, when the workload in a
future 80 requires, one clerk for each of the two functions.
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3.3.4.5.1. Overview of abjectives and functions.

The group has two functions with the following objectives:

- Property management:
to maintain the value and the good econamic running condition
of all SIDO property, i.e SIDO owned land, buildings, machines,
equipment, wehicles, furniture,

- Purchasing:
- to do all purchasing work for all departments including
machines, equipment etc., raw materials and consumables
including stationery, purchase of repair and maintenance

services and contracting of construction etc. work,

- to control all documentation related to purchasing and

contracting.

3.3.4.5.2. MActivities, documentation by function.

Property Management:

- To keep a property register up-to-date in which each piece
of land, building, machine (also office machines), wvehicls,
equipment (grouped), furniture (grouped) has one register
card (cards grouped by location of property).

Register cards will contain:

- type, make,supplier,specification, identification mumber,
tools and spare parts at delivery, date of delivery, total
price at location including installation, insurance policy
and value, 'responsible depart! tent/unit, (corresponding
information for land and buildings),
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- calculated economic depreciation, calculated lease/m“'
(land), rﬁ'.m:/m2 (building) , H/P rent per month or semi
annual,

- ocolums for name of tenant/user and date and period of
contract, inspection dates and cbservations, dates and
wosts for maintenance and repair, periods of break-

downs.

- To undertake regular inspections of property, when neces-
sary assisted by a regional office or Operations Department.

~ To order regular maintenance service and minor repair

work, major repairs after management's approval.

- Propose to management replacements when (regular) total
cost altermative calculations point in favour of replace-

ment.

Purchasing:

= To build up and maintain a reference "library” of catalogues
for muchines, equipment and materials including price lists
and standa:d delivery/payment conditions.

- To maintain a list of suitable and reliable repairshops

and contractors for regular maintenance and repair work.
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To do all routine work related to purchasing and all control

of related doucments for local purchases and for imports

e.g:

ocontrol of approved requests from departments/units,

discussion with department concerned of specification,

rossible manufacturers/suppliers, delivery, etc.,

invitation of quotations (normally 3-5), alt. prepara-
tion of tender documents and invitation to tender,

presentation of quotations, tenders to STDO tender
camittee (e.g. SIDO menagement team + one board

mamber + manager of the unit concerned + purchaser),

discussion with Finance Department concerning payment

corditions,

purchase order alt. final contract negotiations

(special care regarding specifications, guarantees,
insurance, pre-shipping inspection, shipping conditions
and documentation, included tools and spare parts,

local transport, installation, running-in and

possible training, guarantee for availability of spare
parts, payment conditions, import documentation. penalty

clause,
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- custams clearance,
- inspection upon arrival together with receiving unit,

- oonplaints, if any.

3.4. Sundry observations and recammendations in relation * Recammendation
to operational procedures.
This section will explain in detail specific recamendations

sane of which have been indicated in previous sections.

3.4.1. Preparation of "SIDO projects".

"SIDO project™ is in this context defined as an activity or

a series of activities which, although part of the SIDO
organization plan, functionally or geographically can be seen
as a financial entity with its own recurrent budget and capital
budget and which, in same cases, can generate incame. To be
concrete: these projects are presently the establishment of
regional/provincial offices (one office = one project), the
establishment of industrial estates (one estate = one project),
the establishment of a training centre, the introduction of a
H/P Scheme, the introduction of a RM scheme.

As there are different opinions about whether SIDO should
arbatk on these activities (well, there is one positive opinion
about regional offices and training centre)guidance has to be
sought fram the SID Act and the present situation in the SSI

sector:




Industrial estates: *
There are: one small SEP industrial estate in Lusaka, a
Z0M industrial estates project in the Copperbelt.

As there presently does not seem to be any other industrial
estate project ideas for SIO to “assist® (ref. SID Act
6.2.9.) it would be justifiable for SIDO itself to estab-
lish industrial estates where need exists but not in
resource wasting competition with other existing or planned.

H/P scheme, RM scheme:

Presently only SEP has su. schemes of which only the RM
scheme is in operation and in practical terms limited as
to geographical area. The SID Act 6.2.f. stipulates for
SIDO to "assist (SSE) in procuring, obtaining or providing
.e.”. If the only way to assist is by way of H/P and R/M
schemes, it would be justifiable for SIDO to establish
such schemes.

In arder for SIDO to be able to embark on these projects
(and other which would require capital expendi‘ure) it would
be necessary t» amend the SID Act Part 1I section 14 {ref.
recanmendation section 3,2, of this report) which strictly
interpreted prohibits SIDO to make capital expenditure.
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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 projectioms.
When these studies, which will be done by Operations Department,
lead to a positive decision, SIDO will face another problem. As
SIDO has 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. Regional offices.

Although regional/provincial offices will differ in details
as to functions and activities and consequently in size of
organization, staff requirements and investments, based on
needs and location, it should he possible to prepare one
standard feasibility/viability study as a basis for adapted
studies for each individual office.

When, based on priorities and the positive result of a
feasibility/viahility study, it is decided to establish a
regional/provincial office, a plan for the implementation
will be prepared and a regional/provincial manager desig-
nate appointed. The plan will cover necessary investments,
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and the funds available for the investments, manpower to be ¥
transferred resp. recruited in accordance with an organization
plan including acbjectives, functions, activities, linkages
intermal and external for coordination and cooperation, proce-
aﬁes,dooxmtatimatﬂreports,atinesd\eduleforﬂie
implementation, and finally a recurrent budget to be included

in the recurrent budget of SIDO. When this plan has been fully

implemented the office is ready for operations.

3.4.1.2, Industrial estates.
The approach and steps towards implementation will be the same
as in subsection 3.4.1.1. althouch a bit more carplicated:
- the identification study:
- area of land required and available,
- type of and size of buildings,
- facilities required as to needs (common services, cammon
production facilities, cammon repair facilities etc.),
- whether at all an estate or (inmfal areas) an industry
cluster,

- which all will lead to a necessary formulation of the

project,

- the faﬁbili&Mabihty study:
- availability of infrastructure and utilities, cost of
utilities,
- rent calculation for buildings to be rented out.




The decision-making process, implementation plan and implement-
ation would be similar to what has been described in subsection
3.4.1.1. The project manager for the implementation would .

nomally be the regional manager,

3.4.1.3. Training Centres.

The preparation of these pzofects, identification, formulation,
feasibility study, implementation plan, implementation, is
similar to the description in subsection 3.4.1.1. and 3.4.1.2.

After having studied some preliminary papers prepared by a

(former) SIDO adviser and with reference to the Kabwe project

sare additional reconmendations might be useful:

-~ identification and formulation:
As the project originally was intended to be located in
Mazabuka it is recammended to let the Operations Department
(or what is now the Project Pramotion Department) prepare a
new identification study and, as it is intended to be a
tannery training centre, with special emphasis on the avail-
ability of raw materials and utilities (especially water and
waste disposal). The outcame of this study will indicate
whether a re-formulation of the project would be necessary
(which includes formulation of training activities).




- Preparation and implementation:
Once the Project has been formulated and a decision made

to go on with a feasibility/viability study in accordance
with the principles and structure for SIDO feasibility/
viability studies (including also a financing schedule) a
decision can be taken as to the implementation of the
project. Implementation planning an.i implementation would

then follow the same lines as previously described.

3.4.1.4., H/P Scheme,

Before at all embarking on this scheme SIDO will have to
request the Minister to exempt SIDO from the application of
Part III of the Hire Purchase Act, as the conditions in Part
III are not conducive to SSI development. A letter to that

effect is in preparation.

Thereafte~ this project, like other SIDO projects, will deve-
lop through the stages of identification, formulation,
feasibility/viability study, planning and implementation.
Before the H/P schem: can be launched the following has to be

done (the implementation):

- H/P fund:
- A H/P rewlving fund for the exclusive use of the H/P
Scheme has to be established,
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Rules for the managing of the fund have to be drafted
and approved including a model for distribution of
ocollected H/P rent payments between the fund and SIDOD's

other activities.

Any possible future funds in foreign currency established
separated from Kwacha funds.

- Administration, Procedures, forms:

Fundamental for the H/P scheme wculd be that it is conple-
mentary to other financing (equi*y and loan). This means
that the scheme is there to assist the SSI project which
has insufficient funds to get started (or to implement an
expansion) and inadequate collaterals to put up for
further loans. |

Criteria and standards for a SSI project to acjuire neces-
sary machines and/or equipment on H/P basis have to be
established as well as types of machines and equipment
forB/’éandumeraxﬁlmer limits for the purchase price
of such machires.

H/P conditions have to be established, a model on “annuity
die” base and inputs for H/P rent calculations and
advance payment has to be prepared and a contract form
designed by legal expertise.




‘Ihepurdmasmprocechmecanbeadaptedfrmsmmecum

3.3.4.5.2. "Purchasing” and procedures for registering
and control from same subsection "Property Management”.

In charge of the H/P scheme will be a project officer in the

Extension and Cammercial Services Group.

3.4.1,5. R/M schame,

The purpose of the scheme would be twofold: to assist the

SSI enterprise with the purchasing procedure and selection
of suppliers of raw materials and to give better payment

ocorditions than a supplier would give.

The procedure would be:

A request fram the SSE enterprise. .

Control of the SSE enterprise's past performance and
ahility to pay, as well as its need to utilize the R/M
scheme,

A contract between SIDO and SSE enterprise giving details
about quanti-z, quality, supplier, conditions for the R/M
scheme, tentative payment schedule (when SIDO has invoiced
the SSE enterprise) and a formulation that prevents the
SSE enterprise to refuse to take delivery.

SIDO will buy in its own nace.




- To awid the establishment of small SIDO warehouses (with
the administration this would require) the goods would be
delivered directly to the SSE enterprise where it would be
received and controlled by a representative of the regional

office.

- Regional office prepares an invoice based on the supplier's
invoice with a SIDO mark-up for handling and interest and
a final payment schedule. Copy to SIDO head office.

- In addition the relevant parts ¢f the purchasing routine
{subsection 3.3.4.5.2.)will appiy .

Before the procedures have been established and the scheme can
be launched the R/M schame as a project has to pass the same
preparatory stagesasot};er projects and the same decision-
making points. It would be advisable to separate the necessary
funds in a RM rewolving fund for the exclusive use of the RM
scheme,

The project officer ir. charge of the H/P scheme would also be
in charge of the R/M scheme,

v 3.4.2. In-house training.
On-the-job training for every newcamer in the Operations
Department (and even for those who have been in SIDO for less
than a year should be based on a structured and formalized
written programe for a specific period (6-8 months) contain—
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ing: assigned to different senior project officers, specific
reading assignments followed up with a discussion with adviser
or a group manager, specific tasks where the result can be
measured, it be a (limited) problem in project preparation or
appraisal or financial or commercial calculations, presenting
a case in a full QOperations Department meeting. Only when a
newoamer has gone through this training period to the satis-
faction of his manager and the adviser would he be allowed to
work on his own on smaller projects and in team with a senior

officer on more camplicated projects.

One afternoon every two weeks (or every month) the whole
department should get together presenting and discussing
professional problems related to specific projects, general
SS1 development problers, econamic and national SSI develop-
ment policy matters, specific topics prepared and presented

by a participant, etc,

It seems to be necessary and therefore recammended to prepare
and run the "Special courses" recammended at the end of sub-

section 3.3.1.4. as in-house courses for all project staff,

There should, and that not only for tra:mng pxposes, at
leasthesatevisualaidequ'iptentarﬂmterial in th2 head
office, e.g. chalk boards, tlip~wer pads and easels and
may be also an overhead projector and. screen, |
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3.4.3. Management Meetings.
There is just one abservation. To fully utilize the UNIDO
Adviser attached to SIDO he should take part in management

meetings in just an advisory capacity and as a sounding board.

3.4.4. Camputerization.

The usefulness of a camputer in project pranotion work and‘in the
Finance Department is already mentioned. It should be added
that SIDC has same officers with same experience fram the

OOMFAR Programme and that all programme (OOMFAR) and hardware
expertise is available in Zambia, for S1DO's purpose the best
would be NCTP.

4, RECOMMENDATTONS RELATED TO SIDO VIS-A-VIS OTHER ORGANIZA-
TIONS ACTIVE IN THE FIEID OF SSI DEVELCOPMENT

As time does not allow to write this section reference is made

to all sub~headings "Linkages External" in the different sub-

sections of section 3.3.1.
Two of the intended subsections should however be mentianed.

Complementarity in financing of SSI projects: SIDO is by estab-
lishment and objectives not a financing institution. SIDO has

in SSI projects frequently found a financial gap which it intends
to fill by providing the services called H/P scheme and RM
scheme., As permanent finance (equity) and medium/lcg term

loan finance nommally is a better (less expensive, if sufficient
capital can be mobilized by way of equity and loans) way of
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financing a project, as SIDO funds are (and possibly will
remain) limited and necessary also for other activities,
as financial institutions have better access to sources
of funds and as H/P and R/M schemes never can cover all
requirements for a new SSI enterprise, it is necessary to
operate the =% schemes as a complement to loan financing.
This requires a close cooperation with all financial insti-
tutions at executive level and at operational level and
P (desirable) at board level. To financial institutions can
now be added the commercial banks as the interest rates
have been reduced and the introduction of the credit guarentee

scheme is imminent.

21l financial institutions visited or otherwise contacted
(including commercial banks) showed a great interest in the
professional activities of SINO (prumotion, appraisal, extension
services), This opens a wide field for ocooperation and for
coordination not only of activities but also of project

criteria and standards, operating principles, standards for.
bankability etc.

Modus operandi: one recammendation. Comnittees achieve
nomally very little per man-hour input. For coordination
and cooperation between SIDO and financial institutions only
those directly involved should meet (also telephone meetings),
have short meetings but frequent. From all meetings and
discussions brief notes to the resp. file.




5.

FRECOMMENDATIONS RELATED TO EXTENSION SERVICES

5.1 Assistance to the SSE: from management to shopfldor.
The SSE needs and expects to receive all kind of assist-
ance fram SIDO, fran long term planning and management
ocontrol systems to materials flow and procedures for
requisition of omsunabl&s The dimensions of problems
in an SSI enterprise does normally not require calling
the specialist. An industrial econamist and/or industrial
engineer (alt. mechanical engineer) can in most cases
solve the problem.

'matmqlﬁresm»eve.rabmad-spectr\mandin-depth
experience of quite same years. This experience cannot
be substituted by studies or crack courses and it cannot
in a near future be acquired through practical work in

SIDO.

It is important for SIDO to develop an efficient and

capable extension service and it is therefore recommen-- Reconmendation
ded that SIDO should consider to recruit an engineer and

later possipbly an econcmist, both with relevant, solid

and documented experience.

5.2 Preventing or curing,

Oosts for break-downs and consequential costs for emerge-

ncy repairs or even rehabilitation 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.




5.3 COontracts.

For all assigmments there will be a contract regardless
of whether the assigmment is against a fee or free of
charge.

The contract clauses in cammon for both types of contracts

will be:

- name and address of both parties,

- name/idertification of assigrment,

- brief description of assigmment,

~ format of output,

- date for cammencement of assigrment,

- dates for interim reports,

- date for cawpletion and delivery of output,

-~ data, information, documentation to be made available
by client before commencement of assigrment,

- ownership of output,

- relation to third party.

RECOMMENDATIONS RELATED TO SIDO FINANCES

6.1 Recurrent bwdget - develq:reﬂt funds.,

Fram viewpoint of uses there are for SIDO basically three
types of funds:
~ funds for recurrent expenses,
- funds for SIDO capital expenditure,
~ funds for SSI development:
- rewlving funds,
-~ other permanent funds, e.g. investment in fixed
assets for SSI development,
- other uses,




All funds are from the source by name or otherwise marked for

a specific use with the exception of funds which SIDO might
generate from own income (regulated in SID Act). Repayments
of any kind to SIDO have to be creditec ‘o the fund from where
the original disbursement was made. And so all funds have to

be used strictly in accordance with their detemination.

6.2 P oject stulies, Project follow-up.

All activities from feasibility/viability studies and through

project follow-up undertaken by SIDO should be paid for when .

a project has secured the necessary finance. As the contract Recanmendation
sum would be included in the projects cash flow projection,

it will automatically be included in the application for loan

finance and consequently the contract sum can be paid when the

loan is ready for disbursement, alt. for assigmments campleted

at a later date the amount oould be deposited on a condition-

ally blocked acoount or secured by IoC and paid out when

assignment has been completed.

It should be pointed out that in all cases it is the project
that pays and carries the costs in accordance with a contract

between the project and SIDO.

The implementation requires

- a board decision, as it affects SSI development policies,

- the preparation of a contract form (which will principally
the same as for "consultancy" but including clauses for
payment, payment schedule, penalty),




- the calculation of a fee per consultancy hour, differe-

ntiated between junior and senior project officer,

- time sheets etc as Gescribed in previous sections.

6.3 COonsultancy.

Will follow the same procecure as described in subsection 6.2.
The only difference is that consultancy clients might not have
been in contact with SIDO before. This might require a first
payment at signing of the contrs t and a tighter payment
schedule.

6.4 “Camercial activities".
This means at head office H/P and R/M schemes and at regional
offices renting out factory space. The activities have been

discussed in several subsections.

The basis for H/P rent calculation will be:

- c.i.f. value and installed,

- annual costs for SIDO (regular inspection, other if any),
- econamic lifetime, 70% of which is maximm H/P time,

- awunt as advance payment,

- SIDO average interest cost for rewolving H/P fund.

The basis for R/M invoice calculation will be:

- supplier's invoice + delivery costs, '
- handling charges for SIDO,

- interest costs for SIDO based on 90 days,

- add for periods over 90 days,

~ deduct for periods under 90 days,
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The basis for rent calculation factory premises would be:

- long lease rate for land or equivalent, e.g. 5% on land
value,

- land improvement by SIDO at e.g. 108,

- value of building, interest e.g. 15%, depreciation e.q.
5%, outer repair and maintenance e.g. 3%,

- other costs for account landlord such as insurance, land

tax or equiv., utilities for cammon use etc.

6.5 Training courses and seminars.,
It should be considered to charge a fee for participation that
would pay for the direct costs caused by the course/seminar,

7. IMPLFMENTATION OF THE RECOMMENDATIONS

- Organizational and administrative changes including changes
in staff should be planned over one year. Advisory and
follow up assistance would be required.

- New "SIDO projects™ and other changes which require alloca-
tion of funds and qualified manpower sould be plamned in
accordance with result of studies, policies and priorities,
By the time when this part of the plan can start, SIDO will
have a Director Operations and the first part of the plan

implemented,

A complete implementation plan could be worked out jointly

during a follow-up visit fram UNIDO,






