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Preface
This book is writtenfor the PROJECTCOMMITJ’EE andYOUR COMMUNITY.

It containsinformation to helpyou makeyour projectsuccessful.

Purpose of the Book

It 1> answersquestionsyou
mayhave

I> sets out the procedures
you MUST follow

I> gives you advice and

suggestions

I> gives information you
will be told but which
you mayneedto remind
yourselvesaboutlater

Implementationofa project is
not easy.Manyprojectshave
hadproblems.Theway in
which othercommunitiessolved
their problemsmayhelpYOU.

Whatarethese?This book will
tell you.

TheMicroprojectsUnit hasits own
particularwaysof doing things:
“procedures”.You MUST follow these
procedures.

Whatarethese?How shouldyou
follow them?

This book will tell you.

~R~MEM%ERTriE~
R.O. TkWN(,LJS
~OME1~KCrA%OU1
¶~ATI ~JHATwMri EXACTL’~

P. U. LUSAKA
PROC~DUT~E
PRocEDu~
PROCEDUR.~
PP.OCE Dufl.E
P~ocEDO I~
PrzoaDCflZ.k

rRoc~DUR~

2.

3

E

UST Fo~
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Buildings costhugesumsof money.
You must build yours to last.

How canyou makebuildings that will
last?

This book will tell you. I
I
I
I
I

t~’ achieveswhat it setout to do I
I> within the agreedtime

1> within the agreedcost I
C> is built to a high standard

C> accounts fully for its expenditure I
> makesthe community proudof its achievement

Wheredoesthe moneycomefrom?

Themoneybelongsto the
Governmentof Zambia. It haseither
beengivento theGovernmentby I
different donorslike theEuropean
Union or the moneymay bea LOAN
from the World Bank.

ALL loanshaveto be paidback.The
smallertheloanthebetter.Every I
ngweemustbewell spentFOR
ZAMBIA. Not one ngweemustbe
wasted. _______________________________ 1
The MicroprojectsUnit in Lusaka
will sendyour project funds. I

I
2 1

I

What doesthat mean? A successfulproject

Many peoplewill helpyou if you
askthem.

But whenthereis no-onearound
to ask,readthis book.

Goodluck with your project!



How to use your Project ImplementationManual

How to use
Project
Implementation
]k[anual

your

A ReferenceBook

Using the Index

Symbolsand Illustrations
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What information doesit contain?

Volume I is about: 1 MPU procedures I
2 Organisation of the project

3 Project implementation I
4 Suggestionson how to do

things

Volume 2 is about: 1 Technicalmatters

2 Each stage of building

I
1 This book is mainly for the Project Committee.

2 The Supervisor and Foreman may find some I
sections useful.

3 Anyonein the communitycanreadit if he/she I
wantsto.

Keep it ALWAYSavailable FORREFERENCE.

How ~o Read thiè Book

DO NOT try to read this book all in one go.

Selectone topic at a time.

Finding your way about this Book

There are 2 sections which can help you find
information you want quickly.

1 The CONTENTSare at the beginning.

They list the main topics in each chapter.

2 The INDEX tells you where to find all
references to a subject.

It is at the endof eachvolume.

It is in alphabetical order. For example: If you want
to find out about the Treasurer’swork Look up T in
the Index of Volume 1.

4
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How to useyour Project ImplementationManual

Find Treasurer.

Theentry looks like this: Treasurer

books 66

cashbook 67, 68, 72 - 75

FinancialReport 80 - 83

receipts 75 - 78

role 66

Look up all the pageslisted to find out everything
abouttheseaspectsofthe Treasurer’swork.

Symbols

Thebook usessomesymbols.They ALWAYS mean
thesamething.

means The nextpieceof informationor adviceis
IMPORTANT. REMEMBERit.

Onthis pageyou mustWRITE something
down; do an exercise;fill in a blankspace.

means READ moreaboutthis subjecton another
page.

Illustrations

ZILINDI PrimarySchoolImprovementProjectis an
imaginaryproject. It is usedin thebook to illustrate
what could - and oftendoes- happenin real life.

Thedrawingsdo not representrealpeople- merely
job holders.

Someof thepeoplearespeaking.If youseea
“bubble” of speechlike this TALK the personis
supposedto besayingthose words.

0c~ thenthe
thewords to

The drawingsareintendedto makeyou think about

things - andthenlook in the text to find out more.

We hope that someof them wifi make you laugh too!

means

If youseea “bubble” like this
personis supposedto bethinking
himself.

5
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The Main Players

The Main Players

The PeopleInvolved~iiyour Project

The PeopleInvolved with your Project

Their Roles

7



A football teamhas 11 players. Each one has his own role
but theywork togetherso that theteamcanbe successful.

Think abouttheroles of thevariousplayersand compare
themwith all thepeopleinvolved in yourproject.

Compare

theCaptainof the teamwith the Project Committee:

The Captain

Their role is to

C> lead

C> organise

C> encourage

everyone who is involved

I
Project ImplementationManual

Many peoplewill provideadviceandsupportto your project. I
Compareeveryoneinvolved in your projectwith a football teamand
the officials in thegame. I

I
I
I
1
I
I
I
I
I
I
I
I
I
I
I
I
I
I

The Committee rCA~R~fON MA5O~Z~)
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TheMain Players

Compare

theForwardswith the wholeCommunity:

The Forwards

The Community

Their role is to

C> do mostof thework

C> keep the projectmovingforward

C> be always in the forefront of the

action

Compare

theMidfield playerswith theSupervisorand
Foreman,the Chiefand Village Headman:

The Midfield The Supervisor andForeman

They areslightly in thebackground

Their role is to

C> provide essentialsupportto theForwards

9
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Compare

theDefenderswith officials from theBOMA or with NGOs:

Defenders TheDistrict officials or NGOs

WEP4E~O
SOt1~H~L1~

~P4D

Their role is to

C> give assistancequickly whenthe teamis ilL trouble

Compare

theGoaliewith theRegionalOfficer:

The Goalie

His role is to

C> provide thelast line of defence

C> help solveproject problems

whenall elsehasfailed

Gl.At 1iw~iCoti~

I
I
I
I

The RegionalOfficer
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TheMain Players

Compare

theRefereewith MPU in Lusaka: The Referee

MPU in Lusaka

Their role is to

C> enforcetherules.

If anyonedoesanything
wrong, theyareshown
theYellow or Redcard

Fanssupportyou with their goodwishes.

Therearealsooppositionsupporterswho will try to
makeyou fail. Theyarethe peoplewho will threaten
witchcraft or causetroubleby bringing suspicion
wherethereis no needfor it.

Be on yourguardagainstthem!

All the Communityis involved. Thereis a prize
to win!

Yourprize is a successful,completedproject!

II



Yàull Main Players
Let usbe quite surewho themain playersin yo’Jr
project are.

We shall talk aboutthem all in this book.

LOCALLY

The Community everyonewho lives in the areaandwho will
benefit from thecompletedproject

The Project Committee membersof thecommunityelectedto leadthe
project,plan thestrategy,give instructions,and
keepthe teamtogether

The Supervisor, Foreman,
Chief, Headmen peoplewho canhelpyou

C> at the prqject

C> within your community

C> outsidethe community

AT THE DISTRICT BOMA

District officials GovernmentMinistry officials:

TheDistrict EducationOfficer (DEO) is the first
contactfor a school. His Buildings Officer has
technicalknowledgeandbuilding experience.

TheDistrict Health Inspector(DHI) is readyto
helphealthcentreprojects.

He oftenhasa Building Teamtoo.

The District Council:

TheDirectorof Works canhelp you with
technicalexpertise.He knowswhereto obtain
morespecialistadviceif required- e.g. for a
bridgeor a borehole.

TheremaybeNGOs(Non-Governmental
Organisations)in yourarea.Perhapsthey
employpeoplewith technicalskills. Try to find
out in advancewhat skills and expertisethey
couldhelp you with.

Everyonewantsyour projectto be a success.

The district’s reputation- andfuture funding -

dependon it.

12
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TheMain Players

IN LUSAI(A

The MPU Co-orclinator is thefinal authority.

The MPU Unit is madeup ofseveral
sections,all doingvital jobs for your project.

< Head of Field Operations

Headvisesyour Regional
Officer on problems
experiencedby projects.

Senior Technical Officer C>

He is responsiblefor all the
building drawingsand
ProjectBudgets.
Any technicalproblemsyou
havewill bereferredto him.

<I Justifications Officer

Hechecksall receiptsand
FinancialReportsbefore
sendingyou more funds.

r~i~It c~%p~~

LI~FTS~DE~L~Ji~1

zIL%~&c~tSct-icoL
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You know the RO already.He is very
busy.

Hehasto visit manyprojectsandsocan
only visit regularlyonceevery 3 months.

But if therearespecialproblemshewill

comemore frequently.

The RegionalOfficer has 3 main roles:

1 Advisory

Hewill

C> answeryour questions

C> adviseyou

I> guideyou

2 Monitoring
As official representativeofMPU Lusakain your province,he
monitorsthe following aspectsof your project:

C> Financial: that you areaccountingcorrectly for
moneyand not misusingfunds

C> Technical: that thework is goodquality and
valuefor money

C> Community: thatyou provideyourcontribution to the
projectand arefollowing MPU
procedures

Hetakesimmediateaction if thereareserious
problemsor queriesaboutyour projectmanagement.

14
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At Provincial Headquarters

I
I
I
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TheMain Players

3 Contractual
You havea contractwith MPU.

The RegionalOfficer is theauthoritywho cantake
immediatedecisionsconcerningthe termsand
conditionsof that contract.

Provincial Planning Unit
A representativeof the ProvincialPermanent
Secretaryon behalfoftheGovernmentwill
accompanytheRegionalOfficer on his visits to
your project.

The Project’s Relationship with the Regional
Officer
You should

C> consulthim

C> report to him

C> refer your problemsto him

I> takeinstructionsfrom him

In all matters relating to your project, contact
your Regional Officer.

Write his addressandtelephonenumberon the
Information sheeton pagexi.

TheRegionalOfficer’s main concernis to

HELP YOU ACHIEVE A SUCCESSFUL PROJECT

15
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Therearemanypeoplewhowill helpwith your

project - if you ask.

C> TheMain Playersare:

leadingandorganisingthe
project

providing the labour

ensuringthe building is
good quality

giving adviceand
assistance

monitoringprogress
ensuringthat you follow
MPU’s procedures
representingMPIJ’s
authority

representingthe Provincial
PermanentSecrtary

sendingthe money
checkingyour accounts
havingfinal authority over
yourproject

KeyP

I
I
I
I
I
I

the Committee

the Community

theSupervisor

District Officials

RegionalOfficer

PPU Representative

MPU Lusaka

I
I
I
I
I
I

I
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The ProjectBegins

MPU “Start-up” Documents

SomeDefinitions

Conditions ofFunding
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I
Justbeforeyour ProjectLaunchWorkshop,you receivedfrom
Lusakasomeessentialdocumentsfor your project. CHECK that
youreceivedeverythingthat you need.You shouldhave:

C> a Letterof Approval

C> a FinancingAgreement

C> 2 copiesof eachbuilding planwhich your projectwill be

using

C> the ProjectBudget

C> a Scheduleof:

1) Materials

2) Labour

3) Transport

for eachtarget

C> a ProjectImplementationWork Programme(Summary)for

the whole project I
C> a TargetImplementationWork Programmefor eachtarget

C> a Scheduleof Administrative costsfor thewhoLe project. i
Let’s look at someofthesedocumentsmoreclosely.

Project Approval Letter

Your projectwasapprovedby a National SteeringCommittee.It
wasconvincedof 3 things:

C> your project is worthwhile

C> it canbe completed in less than 1 year

C> the cost is acceptable to Zambia.

Your ProjectLaunchWorkshopmarkedthe startof
your project.

Theworkshoptold the whole communitywhat its
responsibilities are. It emphasised that this project
belongsto YOU.

18



NCDP/lO1/2/34
30th Septeaber1994

The Project thauperson
P 0 Bol 4~0l48Zilindi Sdool,

Dear Sir/~adai F P1~QJECT~ 46$

APP1~OVAL0 ______
to infori you that your ______________

ie arepleased ~imary School Iiu~roveuent”

ed for fwa~inqunderthe Social~ecoveryProject (~P)through a grant ofhasbeen approv

__________ agreed targets~-~~4~.712 the Mi

— Rehabilitation o assroom block

Construction of 1 x 2 CI. e / +
- Construction of 1 ED14 staff lious

Construction of 12 VIPs

-Rehabilitationofawell

provision of furniture

What information doesthe beginnj~goftheletter
give you?

Thj8 ‘~yow-official ProjectN11ijjbe~You Should
Wflte it o~all your letters.

Z Phi8 is your Official projectName When
writing toMPU usethj2 name It&hould al~
bethenameofyour b~ acco~t

Write your official ProjectNanjearidProje~
Numberon theProjectInformation Sheeton
pagex.

3 “a gra~~of2K. ..kwacha.“ is the tothj am~nt
of moneywhich MPIj will contributo towa~js

yo~project.

4 “agre~targets” arethedifferent part.~of the
project that wereagre~~betweenyour
co~ty andtheRegio~~Officer at the
Field Appraisal

I

approval It lookedlike this:

II~JECTSUI!?
UIZ/93CIAL r~iv~i~

~ei~t co~erati~
~f ice of thePresi~t

R~8ox~O26S

M: 25~19f25~22

I
I
I
1
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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ALL membersof theProjectCommitteemustread
theAgreement,not just the Secretaryand/orthe
Chairman.

I
ProjectImplementationManual

MPU will alwaysrefer to eachdifferent partofyour 1
projectasa “target”.

Look at your own Approval Letter I
Do you agreethat thesearethetargetswhich were
decidedupon atyour Field Appraisal?

Tick the correctanswer

Yes El No El
SeePages24-25for more informationaboutMPU’s
rules on Targets.

Therestof theletter is abouttheFinancing I
Agreementand the5 conditionswhich youmust
meetbeforeyou receiveMPU money.

I
I

ILol’ oF~

_ I
I
I
I
I
U

5’ NO moneywill be sentfrom Lusakauntil the
projectmeets5 conditions. U

20
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TheProjectBegins

Theprojectcoaiittee tcarefuI.1Y readthefi~~Zi~I_ME~andthe ounthtionscutUnedin it. The
Coenatteee~tbe aware that it any of these conditinesareviolatedthe projectcay be cancelled.

‘~~e will no disbUr5eut~t5 of tU~dS unttl the
conditiofl5 are met:

2

plo

Conditions

soon astheaccountis opened,usethetarsprovidedon p. 10 to indicate
the bank 5cc~~flttanther,the saneat the bank and ~ts location and the nanes at the agreed

1nc1~diIi~sl~tir’garra~ele5t.

80th copieS of the~ ~ ~ attact~edheretoshouldbe signedby all
partiesto the agreesent.after the ProjectLaundi ~odishCP.One copy shouldbekept by you and
oneth~u1dbe sent backto this office.

Is ~ppI~I ~ is enclosed~thiditore park.at the tanCiug ?~greelRst.Pleasetook
carefully at thedetailedbudgetsalsoenclosedas they representwhat the52?haseqtee3to
finance andwhat theco,jusityand/orDStIiCt have agreedto provide for the project.

I ~ini~i~at thecaterials or cashequivalent of the Co~UnLtY COfltr~~
0E~is

found 05 theprojectsite.

1) Project Launch Workshop - By thetime youstart to read

I this book,you will probablyhavehadyour ProjectLaunchWorkshop.

2) Project Committee- ReadPages41-44for informationon

C> the kind of peopleyou needon your Committee

C> what theywill haveto do.

3) SeparateCurrent RankAccount - ReadChapter6 for
detailsaboutthe bankaccount

1 4) Financing Agreement- Rememberto sendonly ONE
copyof thesignedFinancingAgreementto Lusaka.

I 5) Community Contribution -

ReadPages30-33for details
abouttheCommunity
Contribution.

Write on Pagex thedateof
yourProjectLaunchWorkshop
andalso thedatewhenthe

1
I
I
I
I
I
I
I
I
I

is held at theproject site. On receipt at this

theRegional Officer to cakearranqele~ts.~JfR~t
nestbe attendedby all sendersof the coesittenandthe6~aendersof the

coeannItywho are erpectedto contributeto theproject lii aspects of project isplenentattos
will be erpl&ined in detail at the ~ irtCludTh9 technicalissues,
c~auDitycantrjhetiofl acidfj~~nti~leana~$tent.

~~ cest be electedby thecoceunitywith a (~iairaeLasecretaryand
a Ireelirer. fl* salesof the coeittee’5teabersset be sent to this office, esing the tori on

\

I
I

I
I
I

detailsofyourbankaccountand
Committeemembersweresent
to Lusaka.

21

HD~T

If yousendyourbank
accountdetailsby
registered mail, keep
yourreceiptsafely -

at le’mt until you
havereceivedyour
first allocation of
funding from MPU.

I



ProjectImP1emeflf~~, Manuaj

Financing Agreem~~~

mo~~~7flt’~ontains Very

1w_ ~n ~ ~ ~

amajciio A~Z~?ICIT

~ ?~tS:IW~

DIS10ICT~ hiM

Th~

_____ ~
I ~ ~ ~ bson told at tto prs~uctalt..

2. Tto ~.ticL.rie1 toTe Ciictf S ~ffLCLSI~ ~ cith a ~iims, 5.�xotac~~
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The ProjectBegins

Look atyour copyof the
FinancingAgreement.

The Agreementitself is a
legal document.It is
written in legal language
- thekind usedby
lawyersandcourts.

Your signatureson this
documentaretherefore
veryserious.

ReadSection2, No 1 very carefully.

Is the Community Contribution listed the sameas
you agreedat theField Appraisal?

Tick youranswer Yes LI No LI
Section3 lists theconditionsfor funding.

Financialproceduresareexplained in Chapter 7

Legal implicationsarediscussedin Chapter16

Haseveryoneon the Committee read the Financing
Agreement?

Tick youranswer Yes LI No LI
Doeseveryoneon the Committeeunderstandthe
seriousnessof the agreementmadewith MPU?

Tick youranswer Yes LI No LI
Doeseveryoneunderstandthe consequencesof
acceptingthis money?

Tick youranswer Yes LI No LI
Doeseveryoneunderstandwhat couldhappenif
therewereanyproblemscausedby individuals?

Tick your answer Yes LI No LI

4~If you haveansweredNO to any of these
questions,discusswith your Regional Officer.
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Eachdifferent partof your projecthasbeencalleda
target.So if, for example,your projectis

to build 1) a RuralHealthCentre,

2) 3 staffhouses,

3) 8 VIPs

and sink 4) onewell,
thenyouhave4 targetsto
achieve.

Checkyour projecttargets.
They arelisted in thefirst
paragraphofyour Letterof
Approval.

Rules GoverningTargets

You mayNOT INCREASEthe numberof targets
you aretrying to achieve.

Any otherchangeto your targetsmustbe approved
by the MPU.

Thefunding approvedfor your projectis for your
agreedtargets,not otherswhich you think maybe
better - eithernow or later.

ProjectImplementationManual

Proje’t Targets ~ .:: :.~.....

Reduction of Targets

If you think that the
quantity ofwork is too
greatfor your community
orthat you cannot
completethesetargetsin
the time given, discuss
reducingyour targetswith
your RegionalOfficer.

You cando this at any
time.YourRegional Officer
will be happyto know that
you arebeingrealistic.He
canhelpyou to choose
which targetor targets to
leaveout.

You may be ableto
attempt them later.
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The ProjectBegins

Action Necessary if a Target DoesNeedto be
Changed

What shouldyou do if you do feel that a targetneeds
to be changed?

For example: if you dig severalholesfor a well but
don’t find water in anyof them andthelocal Water
Engineerhasadvisedyou to sink a borehole.

You MUST follow thesesteps:

MPU RULE
1 suspendwork on that target.

2 contact the Regional Officer anddiscussthe
problem with him. Ask him if it is possibleto
changethetarget, in this casefrom a well to a
borehole.

Hewill refer thecaseto Lusakaand a
decisionwill begiven to you later.

You MUST NOT

~ engagea contractorto sink a boreholefor you.
You haveonly enoughmoneyfundedfor a
well, not for a borehole.

Now completeasmanyaspossibleof the questions
on Pagesx and xi.

This is an exercisefor thewhole Committeeat one
of its meetings.Everyoneshouldknow this
information.

Makesurethat it is NOT filled in by just oneperson
ashe/shereadsthebook.
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Key

Financing Agreement

Building Plans

Project Budget I
* You must satisfy5 conditionsbeforeany I

moneywill besent:

N hold a ProjectLaunchWorkshop i
N electa ProjectCommittee

N opena newbankaccount I
N sign theFinancingAgreement

N provide thematerialspledgedas

communitycontribution

* The FinancingAgreementis a legal

document.If you breaktheconditionsyou
could betakento court.

* Do not alter anyof your targetswithout the

written agreementof your RegionalOfficer

MPUshould have sent you:

N Approval Letter

N

N

N
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The Project andtheCommunity

The Projectand
the Community

The Community’sResponsibilities

The Community’s Contributions

Suggestionsfor Fund Raising
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Com~

You havedonewell to
have your project
approved.

Many applications are
rejected because MPU
does not think the
communityis fully
committed to the project.

Now the real work
begins.

Proveto everyonethat
your commitment is
strong.

There will be only one
chance to do this. If your
projectfails, it will
receiveno more funds.
Get it right from the
start!

ProjectImplementationManual
I
I
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\ W~L.L 4~LLWO~ThG4T44EQ
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OUR.%UJES 1~IIS,

Com+lunity ResponsibiI~

What do your Community Responsibilities involve?

Discuss this amongst yourselves before you read on.

I

Make your own list here.

How many points did you have on your list’~
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The ProjectandtheCommunity

This is a communityprojectbecauseyou are
responsiblefor it yourselves.

You Are Responsiblefor

1 thework yourskilled labourdoes

N whetherit is good or bad

N the speedat which thework is done

I> getting the work finished

2 improving conditions in your community

That’swhy you applied for this project.Now
everyoneis waiting for thoseimprovedfacilities
to becomea reality.

3 maintainingtheteamwork

C> bringing thewholecommunitycloser
together- like it wasin the village

You have Responsibilities to

4 other projects in your area

MPU is only ableto funda
few projects in eachdistrict
at one time.

Other projects arequeuing
up, waiting for you to finish
your project!

~ If you are slow,
you delayothers.

Do not keepthem
waiting too tong!

Future Responsibilities

Your responsibilitydoesnot endwhenthelastbrick is laid orthe
last nail is hammeredin.

This is YOUR projectandyou will enjoyits facilities.

Youmustmaintain and repair it.

You wifi Continue to be Responsiblefor

N what you have built

N how it looks

N how well everyonelooks afterit
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Com~

The communityhasto contributeonequarter(25%)
of the total costof the entire project.

Look at your FinancingAgreementagain.

How much is your Local Commumtycontribution?

Write the figure here A

How much is the Total Budget?

Write the figure here B

A - B X 100 = the percentage of the total project
which is being contributed by the
community.

This percentage should normally be at least 25%

ft may be more. It should not be less.

MPUknows that you cannot find this money in
cash Therefore it gives a cash value t.o your
contributions in other forms until the 25% is
reached.

Examples of Community Contribution

There aremany different ways in which you
can contribute:

Work you have already done on a building
which will be completed as a project target

Collect sand and bring to the site

Collect stones and bring to the site

Make bricks

Make blocks

Providetransportfor local
materials

Offload deliveriesof
materialsfrom trucks

Clearthesite

Dig foundations

Dig the pits for latrinesandwells

Providelabourfor unskilled jobs

All theseactivities canbe given a Kwachavalue.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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The ProjectandtheCommunity

Cash Contributions - Administrative Costs

The administrativecostsof the projectarealsopart
ofthe communitycontribution.

Theyareprobablythehardestpartbecausethey
involve cashpayments.

Whatkinds of administrativeactivitieshaveto be
paidfor?

Stampsfor letters

Envelopes

Purchaseof forms - e.g. from theDistrict
Council

Photocopiesof receipts!documentswherethe
originalshaveto be sentto Lusaka

Notebooksandpens

Receiptbook

Busfaresto go to thebank

to seethe Regional Officer

to buy materials

to arrangetransportationof materials

Telegrams/phonecalls for emergencies

Transportmoneyfor committeemembersto do
projectbusiness

Accommodationmoneyfor committeemembers
in town

(If they are carrying project cash,they
should have a secureplace to spendthe
night)

Miscellaneousitems which the committeefeels
arenecessarydependingon circumstances

e.g. padlocks

calculator

cashbox

briefcase

Canyou think of anyothers?

Write themhere
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MPU estimatesthecostof administrativeexpenses.
It is in your ProjectBudget.Your communitymust
be preparedto collect this amountofmoney.

Discussthe needfor this moneywith the whole
communityat the beginningof yourproject. Share
this problemwith them.

Ask them for suggestionshowyou canraisethis
moneyandput it into yourown projectbank
account.

Effe4ts of Inflation

If you haveagreedthat oneofyour contributions
will be a quantityofmaterialsthenyou must
providethe agreednumberof thosematerialsand

~ NOT anyalternative.

Read and think about what happenedto Andianno
SchoolProject:

AndiannoPrimarySchoolwas to
build a newclassroomblock.

The communityusingAndianno
schoolwasmainly employedpeople
in a big town.

They agreedwith the Regional
Officer that the community
contributionwould include 1000
blocks.

Theydidn’t want to makethe
blocksthemselvessotheydecided
to give cashto buy ready-made
blocks.

At K500 perblock the community
neededto raiseK500,000.Each
family had to contributeK1000.

But the contributionswere slow
coming in. Theblockswere not
bought for severalmonths.

After 6 monthstheK500,000was
finally ready.TheTreasurerand
Chairmanwent to buy theblocks -

only to find that theycostK750
each.Sotheydidn’t haveenough

32

moneyfor 1000.Theycouldonly
buy 666.

BUT this particularcontribution to
theprojectwasagreedin blocks
not in cash.

The Regional Officer told the
AndiannoProject Committee that
theyMIJST find the additional 334
blocks.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

REMEMBER: Inflation
canbadlyaffectyour
calculationsif you do not
act promptly.
Always try to spendyour
fun~1squickly.

IX~7/If~t:w/ee:4#As
GOW up



The Projectand theCommunity

Your Contributions

Whatwill your total contributionbe? Write it here:

Materials

Labour

Cash K

TOTAL VALUE K

Have you collectedthecashyou need?

How do you intend to raisethis money?

Write downherethewaysyou areusingor intend to
useand the amountyou expectto raiseby each
method.

ACTION K
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Haveyou thoughtaboutfund raising?

N Is thereanyonein your area(an individual or

an organisation)who needsbricks or blocks?
Make and sell them.

N Could you have an open day9

N Could you hold a fee-payingsocialevent?

N Could you hold a fashioncompetition?

N When you aretransportingmaterialsto your
project, canyou chargefor lifts and keep the
money for the project?

N Doesanyonein yourareaneedtransportfor
materials?If you havespaceon your truck
transporthis goodsfor a fee.

N Will everyhousehold
pay a levy? Ask the
Chief to instruct the
community to pay.
Ask the Headmento
collect it.

N If the community is
poor, canyou collecta
levy in kind e.g. one
tin of groundnuts,
beans, maize etc
which you then sell
for cash?

r~DICALCENTRE. J
> If your project provides a

serviceto the community -

e.g. a Health Centre - and
customersalreadypaya
charge, could the charge be
increased by a small
amountfor the project?

N Can you charge for small
services- e.g. if membersof
thecommunityuseyour Post
Box, canyou chargea small
feefor every letter received?

I
ProjectImplementationManual

I
I
I
I
I
I
I
I
I
I
I
I

________________ I
I
I
I
I

I
I
I
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The Project andtheCommunity

Community Labour
Labourcontribution is difficult to sustainovermany

months.

Peopleget tired of comingto work for no pay. They
forget that thevalueof their labouris part of the
community’scontribution.

DO NOT LET THEM FORGET.

Oneof theCommittee’sjobs is to keeptelling them

N how theyhavecontributed

N how muchtheyhavecontributed.

The quicker the project is completed,theeasier
it is to keeppeopleworking for it.

Discussthe self-helplabourcontributionfully in a
generalmeeting.Considerthe following questions:

C> How manypeople ILINDI-I~
will benefit? j LLIVP.... r,~i~v

N Will peoplefrom far-off (MR IT /5
villages cometo work?

N Will they arrive late?

N Will therebe
resentmentfrom people
nearthe projectwho feel
theydo themostwork?

N Are employedpeople
preparedto do self-help
labour?

Identify likely problemsat
the beginning.

Suggestsolutionsin advance
that everyonecanagreeto.

N Will therebefines?
N Will the Chiefgive punishments?

N Will the projectacceptcontributionsin kind?,~Encouragement

Make surethat you encourageyour
Community.Praisetheir efforts.

Everyoneworks betterwhen they are
appreciated!

hUNT

Treateveryone
equallyto
reduce
resentments
andjealousies.
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project, for:

> ensuringthe quality is good

> completingit quickly so that otherprojects

in the District canstart

N maintaining the project in the future

* The COMMUNITY must supply25%of the cost

of the project:

N in materials

N in labour

N in Kwacha

* Keep in mind how inflation canaffectyour

contribution

Administrative costsmustbe paid by the
COMMUNITY in Kwacha.

PLAN in advancehow to raisethis money!

36
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MPU WILL NOT SEND THE FIRSTALLOCATION
OF FUNDS UNTIL THE REGIONAL OFFICERIS
SATISFIED THAT THE MATERIALS WHICH THE
COMMUNITY HAS AGREED TO CONTRIBUTE
ARE ON SITE.

1 Have you already providedyour contributionof
materials?

2 Are theyon thesite?

3 ARE YOU READY FORYOUR FIRST
FUNDING? I

I
I
I
I

* The COMMUNITY is responsiblefor this I
I
I
I
I
I
I
I
I
I



Organisation

Organisation

The Project Committee

Rolesand Responsibilitiesof Committee
Members

How to Keepthe CommunityInformed
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Why~

A football teamworks together.It hasa Captain He
is indispensablefor organisingeverybody

That is the role the Committeeplays

Your project needspeoplewho can

N lead it

N organisethe labour

N look after the money

N inspire the community

N purchasethematerials

N solve problems

THE PROJECTCOMMITTEE

Principles

1 The ProjectCommitteemustbe a new
committee.It shouldnot be thePTA committee
or the HealthAdvisory
commitee.

It shouldbe a separate
committeebecause

theProject Committee
must not be distractedby
thegoalsof another
committee

For example,thepriority of a
PTA committeemight be to
get new booksfor the pupils,
or a Health Committeemay
desperatelyneedmoredrugs.

Although theseare important needs,theycannotbe allowed to
interferewith your MPU project.

2 TheProjectCommitteemust be electedopenlyand
democraticallyby the entire community.

3 The ProjectCommitteeshould last the durationof the project
without re-electionof officers.

4 Thepeopleon the ProjectCommitteemust be people
respected and trusted by the community

I
ProjectImplementationManual

I
I
I
I
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Organisation

IF the committeeis
democraticallyelected,
the communitywill trust
it.

IF the community wants
theproject targets,
peoplewill work
willingly for the project
andpay the cash
required

IF the committee
explains its decisions,
peoplewill be less
suspicious.

Run your project
democratically.
Elect! Discuss!
Inform! Explain!

Representing All the Community

Different Interest Groups

Everysectionof the communitywith an interestin
the project should be represented on the Project
Committee.If you do not do this 2 thingswill
happen.

1) The sectionof thecommunitynot represented
will think thecommitteeis not actingfor them.
Theywill not participatefully in the project.

2) The committeewill not learnofthe needsand
concernsofthat sectionof the community.This
will causeproblemsanddisputeslater.

Think carefully aboutthepeoplewho shouldbe on
the committee.Forexample,areyou putting in a
watersupplysystem?Who couldbenefit from it? - a
school,a clinic, farmers,villagers, menandwomen.
Eachoftheseshouldhavea representativeon the
ProjectCommittee.

Peoplewill work for leaderstheyrespect.

hUNT
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~v1enand Women, Equal Partners in your Project

Both menandwomenwill helpbuild and thenusethe
facilities of your project.Theyshouldhaveanequal
sharein thedecisionsthat will makeyour projecta
success.

Elavebothmenandwomenon your committee.

Make surebothmenand womenattendall the public
meetingsyou hold. Encouragebothmenandwomento
makesuggestionsandlisten to both equally.

Remember,this project is for EVERYONE!

The c~ommittee and the C!mmunity

Nature of the Relationship

The relationshipbetweentheCommitteeand the
communitymustbe2-way. It requirestrust and
openness.

The Committeeshould

N consultwith thecommunitywhereverpossible

I> inform thecommunityaboutprogressand
problems

I> listen to the communityaboutcomplaintsand
problems

~ The Committee should NOT just tell the
community what to do and when to do it.

The Committee and the Community should
work together.

Collective responsibility

Collective responsibilitymeansthat EVERYONEis
responsiblefor thesuccessof theproject. If
somethinggoeswrong, it is EVERYONE’S
responsibilityto put it right.

If you runyour projectdemocratically,this will
happennaturally.

Keep thecommunitywell informedso that, if
somethinggoeswrong,no-onecan say

“I wasnot consulted.It wasnot myfault”

EVERYONE is responsible.

40
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Organisation

Committee Members Needed

The ProjectCommitteeMUST include thefollowing
officers:

N the ChairmananddeputyChairman

N the Secretary

N theTreasureranddeputyTreasurer

TheProjectCommitteeSHOULD includeadditional
ordinary members,making about10 people
altogether.

This givesyou thechanceto electpeoplewith many
different skills andabilities.

Necessary Abilities in Committee
Members

The 3 officersarekey members:

THE CHAIRMAN (andhis deputy)

His role is to

N encouragethecommunityto give the local

contribution

N maintaintheir enthusiasmfor the projectwhen

thingsgethard

Thereforehe should

N be a memberof the community

N be activein thecommunity

N haveorganisationalability

N bewell respectedlocally
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THE TREASURER(andhis deputy)

His role is to

N beresponsiblefor projectfinances

Thereforehe must

N be honestandtrusted
by the community.

I> be ableto readand
write.

N havesomeexperiencein
book-keeping
or

C> begood with figures and

N trainedto keepthe
projectbooks

THE SECRETARY

His role is to I
N keeptheprojectrecords

I> do the administration I
C> keepthe projectrunningsmoothlyby doing

many time-consumingjobs. I
Thereforehemustbe

N literate I
N educated

I
Quiteoften school
projectselectthe I
Headmasterand health
projectselecttheir
Clinical Officer to be
Project Secretary

I

U

I
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Organisatwn

Other Skills Required ____________
Think carefully about

N thetasksyou will haveto do

N the peoplewho could organisethem

N themoneyand thematerialsinvolved

N who canbestinvolve thewhole community

Herearesomesuggestionsof things to look for:

1 Someonewith technical
knowledge.

He or shewould

N help monitor the
construction for
quality andproper
useof materials

N be involved in work
planning

N go on purchasingtrips
to ensurethat the
correct itemsor
suitablealternatives
arebought

If they work at the projecttheyknow a lot
aboutit andwant the projectto succeed.

hUNT

Elect a Project
Committee with
aswide a rangeof
skills and
experienceas
possible.

ElectYOUR
committeeto
matchYOUR
needs.

3 Womenon the
committee represent
womenin the
community.Their
participationis
essentialbecause
theywill provide
much of the unskilled
labour, like carrying
sand,stones,water, etc.

2 Workerslike teachersor
nurses.

HINT

~~JV’~L~ 7/
,~./~~PERV/JQk..~
I 1SA3K/N& 7h’EivV/’?EN\\/ Th STItRT Toy EA~’LY

W//AT.4801T,~eP,we~

43



ProjectImplementationManual

I

Perhaps suitablepeoplehavebeenomitted from
your committee.

Perhapstheywere away on theday of election.

Perhapstheydid not apply becausetheyfelt
unsuitable.

Perhapsthey didn’t fully understandwhatwas
needed.

It is not too late to change!Call another general
meeting.

N what kind of
peopleare
required

N the skills
necessary

I
I
I
I
I
I

Explain: I
N the project’s needsZ.I LJNID~

SC14cx~L-.
P~o~cT

STAP~D ForZ ELECTLof~~ (O~D~IttLE
I
I

N the experience
required

Thenlet the community
elect additional members
or evena new Project
Committee,if necessary.
Get the Committee’s
compositionright before
the work starts.

I
I
I
I

HINT
It is not necessaryfor the Chief, village Headmen
and respected leaders in the community to be on the
committee.

But it is essentialthat they

N areinvolved

N support theproject

N usetheir influenceto help settle disputes,
organisethe communityandcollectthe
communitycontribution.

44
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Obtaintheir
commitmentto
thesuccessof
your project.
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Organisation

Influential Personalities

Do not let influential personalitiestakeoveryour
project. If onecommitteemembertries to forcehis
opinionson others,you canremovehim from the
committee.

If it is someonefrom outsidethecommunity,tell
your RegionalOfficer what is happening.

Political Pressures

In democratic Zambia under the 3rd Republic, your
project doesnot dependon political influence.

Your MPU fundsdependon YOUR commitment and
how well YOU implement your project.

Do not let anyonepersuade you of anythiiig else.

Organising the Committee

A committeeof 10 peoplegives enoughpeopleto sharethe
responsibilitiesand workload.

Too few committee
members

N each one would have
too much work to be
able to do it
effectively.

Too many committee
members

N caneasilyleadto
argumentsand
indecision.

Allocating Tasks

EVERY committee
member should

N havespecificresponsibilities

N have specifictasksandtargetseachmonth

N report regularly on his/heractivities
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Taskscanbeallocatedto a singlecommittee~memberoryou can I
form sub-committeesof 2-3people.

Examples of Committee Tasks
Herearesomeexamplesof the tasksandresponsibilitiesyou
could allocate:

Stores Keepingrecordsof all materialsand tools
purchasedandused.SeeChapter13

Maintenance Form Maintenancecommitteesearlyin the
project.

Security Protectionof theproject during andafter
construction,especiallyin urbanareas.

Setup NeighbourhoodWatchschemesand/or
employguards.

Estimatecostsand proposefund raising.

Public Relations Reportingto the communityon physicaland
financialprogress,tasksplannedfor the coming
month,what the communityneedsto do.

Answeringquestions.

Solving problems.

Technical Liaison with the Supervisoron progress,

problems,andplanning.
Purchasing Procurementof all materials.

Identifying whereit is not.

Reportingto the committeeon progress.

HINT

if thecommunityis spreadovera
wide area,divide it into sections.Let
different committeememberstake
reponsibility for their own sectionof
thecommunity: reportingto them,
orgamsinglabourand contributions.

Labour

Contribution

I
I
I
I
I
I
I
I
1
I
I
I
I
I
I
I
1
I
I

Assessmentof self-helprequiredat eachstage.

Drawing up a scheduleofwork for each
village.
Ensuringthat peoplecomefor work.

Identifying leadersfor eachself-helpgang.

Encouragingcompetitionbetweenvillages.
Ensuringmorale is kepthigh.

Ensuringcxrnimunity’scashcontributionis met.

Making suggestionsfor disciplinaryaction.
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Advantages and Disadvantages of
Membership _______________________

Peopleshould think hardbeforejoining theCommittee.

Thereareadvantagesanddisadvantages:

Advantages: Thereis the satisfactionofseeing your efforts
resultin a long term benefit to the community.

You will learnmanynew skills:
* book-keeping,

* organisinglargenumbersof peopleand

money,problemsolving,
* liaising with District andProvincial staff and

donors,
* technicalknowledge, stores management and

maintenanceprocedures.

Disadvantages:It will involve a lot ofhard work for at leasta
year.

It will takea lot oftime.

Thereis no pay.

You mayhaveto useyour own moneyon
projectbusiness.

It will bea greatdealof responsibility.

Whenthereareproblems,the communitywill
probablyblamethe committee,regardlessof the
causeofthetrouble.

Therewill probablybe /7~’YOU1’Z FAULT/
suspicionaboutmoney. you~~eIN CN~4R~-E
Thecommitteemay
beunpopularbecause
of the work they ask
thecommunity to do.
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Everyoneon the Committeeshouldknow what each
memberis doing.

Scheduleregular committeemeetings

N at leastoncepermonth

N twice a monthif building is progressing
rapidly

Call extra meetings:

N whenyou receiveallocationsof money

N wheneverthereis a problemof any kind sothat
it canbe discussedby the entirecommittee

TheSecretaryshouldmeetCommitteemembersa
few daysbeforea regularmeetingandfind out if
theywish to addany specialtopic to theAgenda.

Agenda

The Agendashould include:

N The Treasurer’sReport.

N

N

The Supervisor’sreport.

Brief report from each
committeemember.

N Projectprogress.

N Discussionand agreement
on Who doesWhat next.

Minutes

N Keep good Minutes of all

meetings:

N Have one book for Minutes of
ProjectCommitteemeetings.

N Recordwho waspresent.

N Sign anddatethe Minutes.

If thereis a disputelater in the project
you canoften find the answerin the
Minutes.

Project Implementation Manual
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
1
I

HINT

Avoid
secrecyand
possible
suspicion.
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Keeping the Community Informed

The communitywill trust thecommitteeif they are
kept informed.

Keep thecommunity informedabout:

N physicalprogress

N moneyreceived

N moneyspent

N materialsbought

N problemswith skilled/communitylabour

N who hasvisited theprojectandwhat they
said

N anycurrentproblems

Therearemanyways to do this:

Meetingswith other Committees

DiscusstheMinutes of thelastProjectCommittee
meetingwith othercommitteessuchasthePTA or
HealthAdvisory Committees.

Public Meetings

Do not be afraidto call generalmeetings.

Youareunlikely to becriticised for too much
information. Youwill certainly be criticised if people
feel theyhavetoo little!

Call public meetingsasoftenaspossibleto discuss
all majorissues,especiallywhen:

N you areaboutto starta newbuilding

N you havejust finisheda building

N cashcontributionshaveto becollected
(explainwhy theyarenecessary)

N you receiveanallocationof funds from Lusaka
(explainwhat themoneywill be spenton).

4II~h1ls Listen to the community at the sametime.

What to Bring to Meetings

Bepreparedat all public meetingsor reporting
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sessionswith anothercommittee.

Be openabouteverythingyou havedoneand let
peopleseewhateverdocumentstheywant.

Bring and show:

I> the financialreports

N bank statements

C> lists ofmaterialspurchased

N stores records I
N minutesof ProjectCommitteemeetings

N correspondencebetweenMPU and theproject I
N bothphysicalandfinancial progressreports.

I
I

________________________
Information Flows

Thereareotherwaysof letting thecommunityknow
what is happening.

You can:

N give theChief a regularverbal report of
progress

N haveannouncements
readout in church

N pin up reportsof

progressat places
wherepeoplegather

N on a notice board
in the village

N on a tree

N at the PostOffice

N havecertaindaysat the
building sitewhenthe
whole committeecomes
alongto answer
questions

N havea small newsletter
abouttheproject

I
I
1
I

THE COMMITTEEis ELECTEDBYAND
REPRESENTSTHE COMMUNITY. THERE
SHOULDBENO SECRETS!

I
1
I

I
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Liaison with Scattered Communities

If your community is scatteredover a wide area,
haveonecommitteememberresponsiblefor each
village or communitysection.

Call a monthly informationmeetingwith each
section:report on all aspectsof theproject and
discusssolutionsto any problems.

Learn from other Projects

Thereareup to 60 othercommunitiesdoingMPU projects
in your Provinceat themoment.Therearemany
completedprojectstoo. Ask your RegionalOfficer oryour
District officials where to find them.

Go and talk to them. Takeat leastthe key membersof~) your committeeandyour technicalpeople.

Look at thequality ofbuilding. ReadVolumeII, Chapter2
for a list ofthings to look for wheninspectingbuildings.

Ask theotherprojectabouttheir experiences.You could
askthem thingslike:

N How theyorganisedtheir communitylabour

N How theydealtwith skilled labour

N How theykept their records

N How theykept their accounts

N How theyorganisedtransport

F> What partsof theirbuilding theyfounddifficult or

hadproblemswith

N What causeddelaysin their project

N What problemstheyhadandhow theysolved

them

Think abouthow you can

C> stop the sameproblemsoccurringat your project or

N run your project betterthan thoseyou havespoken
to.

Rememberthat someof therules and procedureswill
havechangedsincetheseotherprojectsbegan.

Therulesyou havebeentold aboutaretheoneswhich
you mustfollow.
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Key

* You MUST havea ProjectCommittee.It must

N be electedby the entirecommunity

N last the durationof the project

N representeveryoneinvolved with the

project

C> havememberswith a rangeof skills

* Allocate specific tasksto eachmemberofthe

committee.

* Work asa TEAM.

* Do not let othersinterferewith your project.

It is YOURS.

* Try to visit otherMPU projectsin your area.

Learn from them.

* The Committeemustkeepthe community

informedof its activities at everystageof the
project. AVOID SECRECY.
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Banking

Banking

How to run the ProjectBank Account

How to use theAccount to ManageFunds
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Have you openedyourbank accountandsentdetails
of it to Lusaka?

Yes~ No~ 1
Whichbank areyou with?

SinceMPU usesthe ZambiaNational Commercial
Bank, thetransferof your project fundswill be
quickerif you useZNCB. But if thereis no ZNCB in
yournearesttown, do not worry. -

Usethemost convenientcommercialbank for your
project.Transfersmaytakea little longerbut they
will happen.

I
I

N be new,specifically for MPU funds I
N havethe samenameas your official project

title (look at yourLetterofApproval) I
N be a currentaccount:it shouldNOT be ableto

earn interest

Projectfundsaregovernmentfunds.Any interest
madeon them would belonglegally to the
Governmentof the Republic of Zambia. For your I
project to be able to keep any interest you would
have to have the written consent of the Minister of
Finance!

Therefore:

I
I
I
I
I
I
I
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Wbi~

The accountshould.

MPU RULE

Do NOT opena ZanacoSaveror anyotherinterest
bearing account UNLESSthebank in yourarea
doesnot offer a currentaccount.

In that case,askyour RegionalOfficer for
permission.



Banking

Only funds from MPU shouldbedepositedin the
accountexceptfor

N the initial depositto openthe account

N anymonieswhich haveto be repaidto MPU

by the community

Openin~an Account

Whenyou go to opentheaccount,takewith you:

A letter ofapplication:

N signedby the Chairman,Secretaryand
Treasurer

N sayingthat you wanta currentaccount

N giving theexactnameyou want for the

account

2 Minutesof themeetingwhich actuallyvoted to
form the ProjectCommittee.Theseshouldstate

N why the committeehasbeenformed

C> when

C> who wasat themeeting

N that projectfundswill comefrom MPU

N a resolutionto openanaccountwith the
bank.

3 Letters from 2 peopleknown to thebank
statingthat

N theyhaveknowntheproposedsignatories

for a long time and

C> theyconsiderthem honest,trustworthy
andlikely to begood bank customers.

4 A letter from your RegionalOfficer statingthat
hewill bea fifth signatoryandmayclosethe
accountif necessary.

5 Money to makean initial deposit.
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rTherewill be five signatoriesto the account.The

Committeedecideswho four ofthosepeoplewill be.
rThe fifth signatorywill be the RegionalOfficer. But

hewill not sign cheques.His solefunction as I
signatoryis to be ableto closethe accountIF
NECESSARY.Hewould usethat poweronly if the
projectwere closedor suspendeddue to serious I
problems.

The proposedsignatorieshaveto sign Specimen
Signaturecards.Thesecardsgive the banka
permanentrecordof the signatureswhich it is
permittedto accept. I
C> on cheques

N on lettersof authorisationto thebank I
N for collection of a new chequebook

C> to request information about the account

I
56 1
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TheMandateis your
instructionsto thebank on
how to operateyour account.

For example,if you tell the
bank to sendyou a bank
statementevery 15 days,
that would be partofthe
mandate.

Thebank is obligedto
operateYOUR account
accordingto YOUR
mandate.

Instruct the bankto send
you by post2 copiesof your
statementeachmonth. (One
copywill go to MPU Lusaka
with your FinancialReport).



Banking

MPU RULE
SigningArrangement

MPU insists that oneofthetwo signaturesrequired
on eachchequeMIJSTbethat of theChairmanor the
Secretaryor theTreasurer.

The secondsignatureon eachchequemaybe anyof
theotherthreecommitteesignatories.

Changing Signatories

If you everneedto changethe signatoriesto the
account,you mustinform thebankofthis in writing.

Theletter must besignedby theoriginal signatories.
If oneofthemis leavingthearea,be sureto havehim
sign sucha letter beforehegoes.

In this casethe letter would look somethinglike this:

Zflind’ ~wna1~ SCkQOL
I??Wrov~vn~tP~

pa 5a*. JI-5OI~4

-~~a~er
Z~W’b4~IãaLW”~Comu,e’~8anI~
~.O~ox.3S&
MI3LbLMA ~t Ms~

D~’~t
ZlLI~ PRIMAtI

~Th~teU.a~sVv~5 r ~ lflf jOXI*~C~w’~,
furmet C~tr’n°~~ Prs~ar~5d~tt~prv1~”~

~fl to

V’~’~ 0~~.ouJ¼t
fVli

th~
a~~Sh6 d~

57



MPU sendseachallocationto yourbank accountby
bank transfer.
The transferinto your accountshould takeabout

two daysand not morethan two weeks.

MPI.J write to you, informing you that themoney
has been sent.

When you receive MPU’s letter, wait 7 daysandthen
checkwith your bank. If the moneyis not there,ask
yourbank to senda fax messageto its HeadOffice
to locatethe funds.

l)o not give up. Wait. Demandaction.

Project Implementation Manual

I

A banktransferis thewaythat onebanksends
moneydirectly to anotherbank.

I
1
I
I
I
I
I

MPU Lusakasendsits letter togetherwith 2 copies

I

of a PaymentVoucher.

You mustsign the
Vouchersand sendone
copy back to Lusaka to
acknowledgereceipt of
the money.

The Voucher looks like
this:

?~LRECO’J FU~1QJ~J~J~

CT ~ .....

~ ~~ T1T~-

E~ ~ECE.”~° TC1 ,~ ~

I ~

c—

~~oaDfl~T0~

I
I
I
I
I
I

Keep the other copy for your records

Thebank will give you a chequebook. It canhelp

I

you

N managetheproject’smoney

N keepyour accountsin order

I
I
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Banking

Your chequebook hastwo parts to it: onewhich you
tearout and give to someoneelseand onewhich you
keep.

Thechequestubis the part that you keep.It is a
permanentrecordof paymentswhich you havemade
usingyour cheques.

Fill in all thedetailsof the chequecarefully on the
chequestub.

Comparethestubswith

N themonthly bankstatement

N your own records

N your receipts

in orderto doublecheckyour accounts.

Crossed Cheques

All chequesin the chequebook are“Crossed”.That
meansthat the chequemust bepaid into a bank
account- no cashchangeshands.

AND you mayhaveto senda letter to your bank
confirming that cashshouldbepaid out to a third
party. Checkthis with yourown bank.

But if you want to havecashpaid on your cheque,
two signatoriesmust cancelthe crossinglike this:
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Your bankwill sendyou a Statementof youraccount
everymonth unlessyou want it at different
intervals. It will look somethinglike this:

Thestatementgives you the following information:

1 openingbalance

. serialnumbersof any of your chequespaid out

3 amountsthat were debitedon thosecheques

4 datestheywere debited

6 depositsinto the account

6 chargesmadeby the bank

~ closingbalance

The Treasurershouldcheckeachentryagainstthecheque
book stubs.

He shouldalsomakesurethat the bankhasnot madeany
mistakesby checking

N the numberof eachcheque

N the amount

C> theremainingbalance



Banking

if thereareanyunexpectedchequenumbersin the
Statement,checkat once

N wheretheyhavecomefrom

N whetherthey areacceptableexpenditure

Bank Charges

MPU will payall bankchargesand
ledgerfeeson your project account.

Pay by Cheque

Th reducethe opportunitiesfor theft andsuspicionpayfor as
manyitemsaspossiblewith a cheque,including your labour.

if peoplerefuseto bepaidby cheque,makeout a chequefor
cashfor the exactamountneededto paythem. Cashthe
chequeand handthemoneyover to themstraightaway.
Takethemwith you to thebankif possible.

Carrying Cash

Avoid carryingcash,
especiallylargeamounts.
It is too dangerous.

/~W01 ADMPL/ /3
PAY/NC mE
SANN cA’4e~Lr’
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If yourbank is in a different town from theshopswhere
you purchase materials, make arrangements with your I
bank so that you do not need to carry cash.For example:

N if you know exactly how much you are going to spend
with a supplier,askyour own branchto give you a
Bank Certified Cheque made payable to that supplier.

or purchase Kwacha Travellers’ Cheques and take I
them with you.

or takea Bank Certified chequefor approximately
thetotal amountof moneyyou will requireandcash
it with thebranchof yourbankin the town you are
goingto. I

or ask your branch to send funds by Telegraphic
Transfer to the branch in the main town. The person
named in the telegram must be ~ one to collect the
money by proving his identity. There will be a charge
for this servicebut the fee canbe deducteddirectly
from your account as a BankCharge.

I
Open your own - quite separate- bank accountfor I
community funds.

They must NOT go into the bank account which
receivesMPU funds

Keep your financial records separate too.

Account for this money to the community at public
meetings.

I
* The project bank account must be a new

account.

* Put only MPU funds in the projectbank I
account.

* Moneycontributedby the communitymust go I
in a separatebank account.

Usethe chequebook andbankstatementsto
helpyou manageprojectmoney.
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Finance

MPU Financial Procedureswhich Must be
Followed

How to KeepProjectAccounts

How to ManageProjectMoney
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Fun~

I

Allocations of Funds

IMPUfundsare given to the project in 4 partscalled
“Allocations”.

The start of the project is always the most expensive
and so the first Allocation is thelargest.It will be
36%of theMPU contribution.

To calculatehow muchyour first Allocation will be: I
Look at your BudgetSummary.Find the total
(100%)MPU contributionto your project.

Write it here K Total MPU Contribution

Divide the

total by 100

to find 1% K 1°~of Total

Multiply the :
1%by 36 K 36%of Total = 1st Allocation

You cancalculatewhatall 4 Allocations of the MPU
contributionwill be:

1st 2nd 3rd 4th Total
Allocation Allocation Allocation Allocation

36% 24% 24% 16%

K K K K K

I

Exchange Rate

If your projectis fundedby SRF, the budgetis
calculated in US dollars. The number of kwacha
which you will actuallyreceivewill dependuponthe
ExchangeRateexisting betweenthe dollar andthe
Kwachaat the time eachof your Allocations is
funded.

Justifications

A “justification” is an explanation. The project
committee must explain satisfactorily what it has
done with one allocation of money before it receives
another.
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Finance

Theproject canspendMPU moneyONLY for
authoriseditems.

MPU doesnot want anyprojectsdelayedbecauseof
lack offunds.

Soit doesnot demandjustification ofall of the
previousallocationbeforegrantingthe nextone.

Contingency Provision

On theBudgetSummaryyou will seethat a

15%PhysicalandPricecontingency

hasbeenaddedto your budgetfor unexpected
expenditureand inflation.

Your budgetis quite adequate- manygood projects
completetheir targetsfor lessthanthe budgetgiven
them.

MPU RULE

Justification & Allocation Procedure

You mustfollow exactlyMPU’s procedurefor justification andallocationoffunds

Action Required Th Receive

Fulfil conditionsin FinancingAgreement: 1st Allocationof Funds

1 Electa ProjectCommittee

2 Opena currentbank account

3 Senddetailsof thebankaccountandthe

Committeeto Lusaka

4 Sign theFinancingAgreement

5 Providethe communitycontribution
to the project

Justify satisfactorilyat least75%of 1st Allocation 2ndAllocation of Funds

Justify satisfactorily 3rdAllocation ofFunds

a) remainderof 1stAllocation PLUS

b) atleast75%of 2nd Allocation

Justify satisfactorily 4thAllocation ofFunds

a) remainderof 2nd Allocation PLUS

b) at least75%of 3rdAllocation PLUS
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and

Submitfinancial estimatesof thework which
remainsto be donein orderto completethe
original targets.

Justify 100%cf all funding receivedin the first
4 Allocations —_________

Justify 100%cf the SupplementaryFunding

TheTreasureris responsiblefor

N studyingthe conditionssetout in the

FinancingAgreement.SeePage22

I> makingregularFinancialReportsto Lusaka
SeePages80-81

N ensuringthat projectexpenditureremains
within theMPU budget

N beingableto answeranyquestionsaboutthe

project’sfinances

N keepingthe booksof accountup to date:

N the cashbook

N the petty cashrecord

I> the cheque book

N receipts

N bankstatements

N labourpaymentrecords

Someoneelseshouldkeep

N projectcash

66
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Supplementaryfunding
(if any)

CompletionCertificate

Remember!You have
satisfactorilyat least
Allocation beforeyou
thenextone.

to justify
75%of an
canreceive

I
Aim to justify 80%of
~ ~ Thenifo~your receipts

arerejectedby MPU
~

youwill besure~
I~avejustified 75%
~atisfactorily.
~

I

I
I
I
I
I
I
I

1
I
1



Finance

The Cashbook

MPU recommendsusinga simplecashbookto help
theTreasurerseeat a glance

N how muchmoneyhasbeenspent

N what it hasbeenspenton

N how muchis left

Let uslook at thecashbookandhow it helpshim.

Thecashbookhas11 columns.Theyfall into 3
sections:

CASHBOOK

PROJECT TITLE PROJECTNO
1 2 .~ ~.

DArt I DrrAiL. W
~

fl
ticiiv~

~flL
u,~irtu

BROUGHT FORWARD K N K

Section1 Section2 Section3

GeneralDetails Specific Details Remaining
of Expenditure of Expenditure Balance

Let’s look at Section1

1 2 3 4 5

Date Details Ref. No. Amount
Received

Total
Expenditure

Brought Forward K N K N

The Date: is the dateon which you receivedor spentthe money

The Details: are

a) who themoneyis from : it is almostalwaysFROM MPU.

b) how themoneywasspent: you paymoneyto a personor shopfor goodsor
services

Ref No. is

theprojectnumberyou havegiven to thereceiptPLUS
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the supplier’sown invoice/receiptnumber

e.g ~ 4/76584~

Your Number Supplier’sNumber

SeePages75-78for full information on Receipts.

Amount Received:moneyfrom MPU

Total Expenditure:is the total amountof any receipt

Thereare5 areaswhereyou will spendmoney.For
example:

Cementis a material.

Its costis written underMaterials in column 6.

Thecostof schooldesksis written underFurniture
& Equipment in colamn 10.

Whenyou payyour workers,the total amountyou
pay them is writtenunderLabourin column 7.

K N

Your balance= K 20

When MPU gives you your first allocation,repayto the
communitythemoneyyou depositedat the bankto openyour
account.Thebalanceremainingwill thenbeyour first
allocationmoneyonly.

The balanceminusthe total of eachreceipt= a newbalance.

I
I
I
I
I

Let’s look at Section2

6 8 9 10
Materials Tiabour Transport Furniture&

Equipment

Other

Expenses

K N K N KN K N K N

I
I
I
I
I
I
ILet’s look at section3

11

Balance The “balance”is what remains.

Column11 letsyou seehow much
you haveleft eachtime youhave
spentor receivedmoney.

K 100

K 80

If you have

You spend

I

I
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An Exercise in Filling in a Cashbook

Let Us Look

1 at an importantmonthin thelife of Zilindi Projectand

2 how theirTreasurerfilled in the cashbookfor that month.

Zilindi Project - their first shopping trip

On 2nd September1994 Zilindi Projectreceiveda letter from
MPU in Lusakatelling them that their
first allocationof K6,450,000hadbeen
sentto theirbank.

On 10thSeptemberthe Chairmanand
theTreasurerwent to Mazabuka.The
bankManagerin Mazabukaconfirmed
that K6,450,000hadbeen
depositedin the project
bank account.

Thecementcost1(4,200
perpocketandthe
ConforcewasK168,950.
Theynegotiatedwith Bagu
to deliver the materialsto
theprojectthe nextday.
He saidhewould charge
K65,000for transport.

They paidhim by cheque
andhegavethemReceipt
No 4238. TheTreasurer
markedthereceiptNo 1 as
it is thefirst receiptfor
expenditure using the new
project account.

Both the ChairmanandtheTreasurer
aresignatoriesto the projectaccount.
After comparingthepricesat all the
hardwareshops,theywent to Bagu’s
andbought120 bagsof cementand2
rolls of Conforcewire.

//
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Thentheywent to
MapulangaJoineryShop
and ordered60 school
desks.Theywereasked
to put downa depositof
K250,000.

They paid another
chequeandweregiven
ReceiptNo 761 which
theTreasurermarked
No 2.

Theylookedfor a
reliable transporter
who would be ableto
delivertheglassthe
nextweek. Habria&
Co recommendedMr
Chilekwa who had a
pickup andwasa
steadydriver. So
theyhired Mr
Chilekwa and
promisedto pay him
whenhedelivered
theglass.

TheChairmanandthe
Treasureralsocollectedsome
cashfrom thebank.

Then theywent to
Habria & Co and
orderedglassfor
theclassroom
rehabilition. It was
to becut, crated
anddeliveredthe
following week.
Theypaid K374,600
for theglass.

Theyweregiven
ReceiptNo 9410
which the Treasurer
markedNo 3.

t’14PULAN~A

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Theytravelledback to
the projecton the truck
which deliveredthe
materials from Bagu’s
shop. ______

CEMW~
COU.çLTTI
T~P~

1k VIl*~

On 15th SeptemberMr
Cbilekwa broughtthe
glass.TheTreasurer
paid Mr Chilekwa
K40,000in cash.

Mr Cbilekwadidn’t have
an official receiptbook so
the Treasurertold him
what to write to provide
the projectwith an
acceptablereceipt. It is
ReceiptNo 4.

On 30thSeptemberthe Treasurer
paidthebricklayersfor thework of
completingthe slab.

Eachmansignedagainsthis name
on a labour paymentvoucher.He
calledthis LabourVoucherNo 1.

On 6th OctobertheTreasurer
receivedthefirst bank statementby
post. He sawthat thebankhad
includedbankchargesofK32,250.
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2 Zilindi Project - the Cashbook
in September

Look at how theTreasurerfilled in his
cashbookin September.

Do you understandwhereall the
figures comefrom?

Notice how tIi e numbersarewritten
neatlyundereachother.That helps
theTreasurerto calculatequickly. It is

mucheasierto addup figuresif they
arelike this:

6~ ~

14., 593A11
11, 33(~,7~!-7

andmuchmoredifficult if they are
written like this:

MAPULANGA JOINERY Ltd
MAZABUKA

For All Your Timber, Whatever Size

~ ~ Order No

Date

Qty
.

Description unit
Price

Amount
K n

5~i~jDeiiike k52~a~.e1120 i~’o—~c

~E
Vwd ~f�

Total

I
I
I
I

6-~311
1

7?
x I

I
I

PROJECTTITLE: Z’4~”~”/ iM~7’~5�-~#~’/
I 3

signature .~QQ.ll~1~_-~‘ .. -

- i~DATE DETAII.8 A1~DiT
RE~IV~

yTAL
~

BROUGHT FORWARD K N

Hf” 6,4i$~s

•

(~

- ce”~
,9,#~/~Zi9*’~if .7.OiAIE

~~z2s,7-~’e,zs

//~zJS

7’~
4~v’

~f
~

/~

~-

~

~vjg~ ~. -~

~C//fL.E/~’4

~
~ ~
~t~Z Caø1~�~~

~

3/~

4L

~
~

~j
~

/10k
~

-Iii
ii •_ -1
-.
TOTALS

CARRIED FORWARD
6, 4~~5Z~~

-I
t7”~

- ~ ~De~PTAL. ~‘I’~E
General Dealer
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SHBOOK

balancing off? If so please state amount and the
te~
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Checking the Project’sFinancial Position

TheTreasurerwantedto checkthat hehadn’t left
anything out.

Sohe addedup all the totals from columns6 - 10

1,216,500

110, 000

105,000

250,000

32,250

He comparedit with thetotal ofcolumn 5. I
Doesit equalthe Total Expenditurein Column5?

It shoulddo! If it doesnot, thereis a mistake I
somewhere.

Column4 minus Column5 = Column 11 I
Total amountofmoneyreceived— Tu~lexpenditure= Balance

I
t73 Look at Zilindi’s Cashbookand checkif column4

minus column5 equalscolumn 11.

If it doesn’t,thereis eitheramistakeor cash“on
hand” in the cashboxto makeup thedifference.

Totalling Columns

Add up columns4 -10 to checkthe project’sfinancial I
position

I> at theendof eachpage HINT I
Write thenumberc:> at the endof eachmonth
anddateofthe

t> wheneveryou wish Justificationat
thebottomofthat

I> ALWAYS at thetime ofFinancialReporting page 1
Brought Forward/Carried Forward

Starta new pageofCashbookeueiy time you total the
columns.

Rewrite thetotals from onepageon to the nextpage I
on the line marked“Brought Forward”.

In this way,you keep“cumulative” totals,oneswhich
continuebuilding up all the waythroughtheproject.
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Useof the Cashbook

TheChairmanaskedthe Treasurerif Zilindi had
underspentor overspenton building up to slablevel.

TheTreasureraddedup eachof columns6 - 11 to find
out how muchthe projecthadspenton materials,
labour,transport,etcin September.

Thenhe comparedeachcolumn’stotal with the
SchedulesofMaterials,LabourandTransport

SeeChapter8.

At any time youcanseehowyou aremanagingyour
moneyas comparedwith theProjectBudgetand the
Schedules.

Mistakesin the Cashbook

Any alterationsto figures in your accountsmake
peoplesuspicious- especiallyJustifications’Officers!

But everyonemakesmistakes,so whatcanyou do?

DO NOT use1Srpex,thewhite correctingfluid that
typists oftenuse,on anyaccountingdocument.

The only acceptableway to correctan
error on a financial documentis like
this: 13g4q

and write the correctnumberaboveit
asclearlyasyou can.

Obtainreceiptsfor ALL expenditure.

ifiNT

If there is no room,
put a ~ by it and
write a * noteat
thebottomofthe
pageconfirming
thecorrectnumber.

Peoplewho receivemoneyfrom you
shouldusetheirown receiptbook.

If theyhaveno official receiptbook,
theyshouldusea pieceofplain paper
andmakesurethat theygive the
detailsthat Mr Chilekwadid.
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Non - Official Receipts

TheTreasurershouldnot usehis ownreceiptbook.

(Peoplegetsuspiciousevenwhennothingis wrong!)

A non-official receiptshouldanswerthequestions:

Who receivedthemoney?

What wasit for?

Wherewas it paid?

Whenwas it paid?

How muchwaspaid?

RememberMr Chilekwa?On 15th Septemberhetook
glassto Zilindi. He waspaidK40,000.Hedidn’t have
an official receiptbook for his business,sohewrote
out a receiptfor the moneywhich lookedlike this: I

I
A
C

I
1

6
A Full name

8 NationalReg.No.

C Amount I
D Receivedfrom whom

£ Date I
F Reasonfor payment

G Certification from 2 otherCommitteeMembers 1
If the PersonCannotWrite 1
If the personbeingpaidcannotwrite, the Secretary
couldwrite thereceiptfor him.

In that casetheSecretaryshouldwrite a noteat the
bottomof the page,saying

Written andpreparedby (ProjectCommittee I
Secretary)on requestfrom J Chilekwa,(illiterate).
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Mr Chilekwa shouldplacehis mark. Themark
shouldbe witnessedandcertified by 2 Committee
memberswho shouldNOT includethe Secretary.

What to Do with the Receipts

DO NOT returnfrom a projectshoppingtrip and
pushall the receiptsinto a drawer.

Follow thesesteps:

t~ Usethereceiptsto checkthematerials
arriving on site.What wasbought
shouldequalwhat arrives.

c~ Collect thereceiptstogether.

I> Put them in dateorder. Receiptsfor
purchasesmadeon 17thAugustshould
comebeforethosemadeon 18thbefore
thosemadeon 19thetc.

I> File themcarefully to keepthem safe.

You must submit the ORIGINALS to I
Lusaka.If you do nothavethem, you will ______________
haveproblemsin obtainingthe next R~CEIrT~FILc

allocationof projectfunds. ______________________

Numbering Receipts

Give all your receiptsa ProjectNumber:

thefirst receiptyou obtainusingprojectfunds = 1
thesecond = 2

andso on. The numbersin sequencehelpyou to

~ know that you haven’tlost any receipt.

t~- keepall the piecesof paperin order.

Theinformation on thereceiptsshouldbe
transferredinto your cashbook assoonaspossible.

V~
Mistakes on Receipts

Whenyou sendyour receiptsto Lusaka(SeePage82)
the JustificationsOfficer studieseveryreceiptfor
evidenceofcheating!
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Makesurethat therewill beno queryofyou~r
receipts.

So,whenshopping,follow theseguidelines:

1> thereshouldbeNO alterationon the receipt

~ if theshopkeeperdoesmakea mistake,and
leavesa correctedfigure, askhim to sign his
nameandput his shopstampagainstthe
correction

1~ do not allow anybodyto makecorrectionswith
white correctingfluid. If thereis a mistake,
it shouldbecrossedout with onesingleline

1> if thereis a verybig mistake,askthe
shopkeeperto prepareasecond,correct
receipt.

1
I

But expenditureis not recordedin thecash I
book UNTIL thereis areceipt.

If a committeememberis givencashto pay
someoneelse,theTreasurershouldkeepa
pettycashrecordof themoneyuntil the
receiptis brought. 1
A schoolnotebookwould do thejob. The pages
couldbe set out asbelow:

I
I
I
I
I
I
I
I

All expenditureis recordedin theCashbook.
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Make surethat the personwho takesthecashsigns
for it. His signatureis

C> proofthat hehasreceivedit

c> asafeguardfor theTreasurerif someoneasks
questionsbeforetheofficial receiptcomesin

C> dealingin cash

Cashcouldbe stolen.And, unfortunately,peopletend
to besuspiciousofanyonewho handlesa lot of cash.

Whenit is necessaryto keepcash:

C> Keepthe amountassmall aspossible.

C> Keep it in a cashbox.

C> Buy a strongpadlockfor thecashbook.

C> Do not talk aboutwherethecashboxis.

F> Let the Treasurerkeepthe key but theactualbox be rotated
betweencommitteemembersfor security.

c> When onepersongives thebox to another,thetwo peopleshould:

C> count the cashtogether C> agreethe amount

C> write the amountin a book C> sign anddatethebook.

Labour Payment Records

Labourpaymentsheetsare
like receiptsbecause
labourerssign for their
money.

TheLabourPayment
Sheetcould look like this:

Usecarbonpaperto make
a duplicatecopyof the
paymentsheet.Sendone
copy to Lusakawith your
receipts.Keep one copy
with your records.

3~’/4~’
‘

p ~ I23*S~F

fiJw./~~6J~’.z ~4~dt.&~-~

,

p I~~4i?i~q’
-

- .r/~ C ch,~’,”~ ~2D—
- ~ ‘4 c%~~h/1~~g./.Q

Prepared by .lPô~Qcit~Ø~..(sigi~) Sopervisor

Paying Officer ~ . (eign) .. . Office)

If possibleAVOID C> keepingcash Deal in chequesasmuchaspossible.

Oate Period of Work
or Stage

of Contract

LABOUR PAYMENT VOUCHER

Naae NRC NO A~oont

NO.!..

Confiraation of
PayaentR~eived
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C> original receipts I

1
V ~ XA

1~~,.EIE jc~~

ppoJ~ M’1’~TLTLE 2L’J~I~ I/ ~~ju4~
SECTO~ . DATE pEoJ~

(t.~. data firsT .iiBO~Id~ wasr~iwa~A p

50V1MC~~

.TARGrS DESCR~Y~~~OF

DATE ~ TsrqstFOUfl~°” doq)

Inrqs

t 2

~erg5t 3 (aia5~ SIa~Ie~

T&rgt~ ~ ViVS MI
NB t~ apace is ioEUff1C~50t pisaSS U~.

It~ Fruvt~
DsacrLptt01~ TOESl-—-—-----

A

~ 8Uiid’°~ ,i.t.ria1~
P

0rC0aS

5

2. tabO°~/ 3. TrftflflP°~ ~

I.

5. 0t11e~

C

MPU to ants3 ~~ .ucO~.ofleY have you ~sCai~~~ ~

DATE .~l1u13~ SIGKA (Chair~

~DATE ~.t1I~5’t S1GBA1~KB. PLEASE ATEACH 01 I
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MPU RULES

Fina

You must senda FinancialReportto Lusakawhenyou arejustifying
oneallocationandapplying for another.

MPU givesyou FinancialReportforms sothe procedureis quite simple.

TheTreasurerfills in theseforms. He:

C> attachesto theform

C> a copy ofthemost
recentbankstatement

F> a letter
requesting
the next
allocation

C> sendsto MPU
Lusaka
by registeredmail

Write thedateto
which you are
justifying your
accounts

I

I-

Write Educationor
Healthor Water or
Infrastructure(e.g. a
market)dependingon
your project.

Give a descriptionof
thework doneso far
for eachseparate
target.

DO NOT WRITE: we
areprogressingwell!!

Instead: Be precise

Be a little
technical
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V

Foran exampleOfhow to report projectprogresssee
Page146.

Summaryof Expenditure Justified

This Summaryis easyto completeif your
Cashbookis up to date.

Give separatetotals for

1 Building Materials

2 Labourcharges

3 Transportcharges

4 EquipmentandFurniture

5 Other expenditure

You haveto give 3 different totals for eachitem:

purchases

I PreviousTotal

Referback to your copyof theSummarySheetyou
sentto Lusakafor the lastJustificationyou made.

If you didn’t keepa copy, look backto thelastpage
ofyour Cashbookwhich wastotalled anddated
with a Justificationdate.(SeePage74.)

Write downthe totals which you sentin for the
previousJustification.

If you arewriting your first Justification,write
nothing underthis heading.

H Current Justification

This is the differencebetweenthe“Previous
Totals” andthe “Cumulative to date” totals.

III Cumulative to date

Total eachof columns6 - 10 in your cashbook
andtransferto the Summarysheet.

Money Receivedto Date

This is the total of Column4 in your cashbook.
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ReceiptsbeingJustified

Sendtheoriginal receiptsfor all theexpendituresince
your lastJustification.

Makesure that:

C> theyaddup to at least75% of funding which
you arejustifying.

C> you arenot including receiptsfor expenditure
which is administrative (SeePage31 for
examples).

Copy thedetailsofyourexpenditurefrom the original
receiptsto the2nd, 3rd,4th pagesof the Financial
Reportform.

Makesurethat

F> you keepfull detailsof thereceiptswhich you
sendto Lusaka.

C> everythingis in order(Let your RegionalOfficer
checkif he is visiting ) beforesendingto MPU in
Lusaka.

What Hapi~ensin LusaI~a?

TheJustificationsOfficer in Lusakachecksthe
Financial report andreceiptsattached.

Hewill not acceptany receiptfor expenditurewhich
shouldbe the community’sresponsibility.

Hewill calculatevery carefully that sufficient of the
previousAllocationshasbeenjustified. (SeePages65-
66)
ONLY THEN will herecommendthatyour project
receivesits nextAllocation.

If thereareproblemswith yourJustification,the
JustificationsOfficer will contactyou for an
explanation.

$~ Thenyour projectcouldbe delayedfor weeks.

So double-checkbeforeyou sendin yourJustification
to avoid anyproblemsanddelays.

82
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Letter RequestingFunds

You mustalsosenda letter to Lusakarequestingyour
nextAllocation. It shouldsaybriefly what the next
moneywill be usedfor.

For exam pie, seeoppositepage

I
1
I
I
I
I
I
I
I
1
I
I



Sampleletter requestingyournextAllocation

I
I
I
I
I
I
I
I
I
I
I
I
I
I

I
I
I

z~ndi Sc_hoo I ~eh~bih~hon ro~e~

P.O. Boi’ ~

Provtnce

The Coordinator
~ ocMPP Micv’opre~jecfs
Development Coopera~on
Office o~the Presidep,t-
P.O. ~ E026g

November

De~rM(
Projecf NO / F
~eqvesf ~or 3rd Allocatior oP ~

PIe~e4~indenclosed
I. Recei~r*sJ~s+;c~~~expend~-~.,,-e0~

(a) The Cu $~cind,v~ba(an~eo4~our4’~r~3.
Qllo~c~1~iOr~CIr7d

(b) approxirnc~feIysO% oP our ~r.4 ~*IIocahon
O~~‘Lrnd.S

2. Our fintznc~i.itQ.eport Porfhe period...,.. 1-0.

3. The pioject’$ lafest- bank st~afemen1-.
We hevel~yrequest you foa~oproveourcurreni
Jost’~hon ctnd t~uH~or~~epayment- of our 3,~AlIoca 1-ion
of fundS.
We e~peckfo use the nexi- &locc4hofl t-o

— com~Ieke~+heroof
pc~the skiHecl tak’ouri~oc-ttjeroof

— buy tt-)e 4~,y-v1,f-L,re.

~ivej-~usi-ii-~ryou ~i;It send The mone~,,wt~outdelay

~oQvS s,r~cerely

Trec~suree



1
Project ImplementationManual

______________

* MPU Proceduresmust be followed exactly.

* ALL money must be justified satisfactorily

BEFOREany moreis sent;from Lusaka.
* ORIGINAL receiptsmustbe sentto Lusaka.

* A FinancialReportform mustbe completed

whenjustifying funds.

* Justificationsmustbe accurateto avoid long

delaysfor your project.
* Accountbooksmustbe keptup to date

* Usethe Cashbookproperlyto helpmanage

projectfinances.

* Avoid keepingcash.Usecheques.

I
I
I
I
I
1
I
I
1
I
I
I
I
I
I
I
I
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Project Budget

ProjectBudget

What the ProjectBudget is

What the ProjectBudget is for

How to use the ProjectBudget
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What the

It is a detailedguideshowingall the activities of
your projectandtheir estimatedmaximumcosts.

The ProjectBudgetis preparedby MPU andsentto
you with yourLetterofApproval andFinancing
Agreement.

It is split into 5 setsof papers:

1 theBudgetSummary

2 Materials

3 Labour

4 Detailsof Transport

5 Administrative Costs

What the !roject Budget is for

It is intendedto helpyou

C> planyour projectactivities

C> orgamseyour shopping

C> organisethetransportyou need

C> orgamseyour labour

Study thesheetsto see:

Materials Readalso Chapter10

F> what MPU will payfor

C> what thecommunitymustsupply

C> what quantitiesyou need

C> themaximumpricesyoushouldpay

Labour Readalso Chapter11

I> the maximumamountyou shouldspendOfl

labour for eachtask

86
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TransportReadalso Chapter12

C> how manytrips you shouldneedto transport

yourmaterials

C> the maximumyou shouldspendon eachtrip

Administration Readalso Chapter4, Pages31-32

C> how muchyou shouldexpectto spendon

administrationcosts

How to use the Project Budget ______

Readandfollow the ProjectBudgetcarefullywhen
you areplanning:

C> your shoppingtrips

C> the labouryou needto employ

C> the transportyou arethinking of hiring

It shouldhelpyou to avoid runningout of money.

If you buy the wrongthing:

theRegionalOfficermaytell you to getrid of it
andbuy what the ProjectBudgetsays.

You will haveto paybackfrom communityfunds
anymoneyyou spenton wrongmaterials.

If you buy lessthan theProjectBudgetsays:

you mayrun out of materials.

If you buy more thantheProjectBudgetsays:

you will haveto paybackwhat you spentover
thebudgetlimit.

IF YOU HAVE PROBLEMS,suchasmaterial being
unavailableor you think the quantitiesarewrong,

You mustget WRITTEN approvalfrom the Regional
Officer beforechangingtheplan.
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* The ProjectBudgettells you the amountand

MAKIMIJM cost of I

C> materials

C> labour I
C> transport

which you will needfor your project. I
* Follow it to keepwithin yourbudget.

I
I
I

I

ProjectImplementationManual
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Planning Project Implementation

Planning Project
Implementation

How goodPlanning can Improveyour
Project

How to makea Work Programme

How to usea Work Programme
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c> WHAT hasto be done I
C> WHo is to do it

C> WHENtodoit I
C> HOWtodoit

It involvesdiscussingand thinking about

E~’ what is needed: materials,skills, money 1
and

C> possibleproblems: how to preventthem I
how to solvethem

The Importance of Goo~IPIa~ti~ig

ProjectImplementationManual

Planningmeansdeciding

Manyprojectsdo not takethe time to planproperly.
As soonasthe moneyis in thebank, theyrushinto
the project.This is natural,BUT it will CAUSE
PROBLEMSLATER.

Thebestproject committeesplan everystageof their
projectIN ADVANCE.

I
1
I
I
I
I
I
I
1
I
I
I
I
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Planning the Project

Let’s look at how Zilindi Committeeplannedtheir
project.They had6 targetsto complete.

Making a SummaryWORK PROGRAMME for
Zilindi

TARGETS

N Rehabilitationof 1 x 3 Classroomblock

C> Constructionof 1 x 2 Classroomblock

I> Constructionof 1 ED14 staffhouse

N Constructionof 12 VIPs

F> Rehabilitationof a well

N Provisionof furniture

On August25th the Zilindi
ProjectCommitteemet with their
SupervisorandForemanto
discussthe orderin which they
shouldtackle their targets.

2 Using the blackboard,the
Secretarydrewa blank Work
Programmelike onewhich MPU
had sentthem.

Hewrote the6 targetsin a list
on the left handside.

He madeeachof theweek
columnsthesamewidth.
5cmsseemeda good size.

Hedrew 35 columnsfor the
35 weeksagreedfor theproject.

Theblankwork programme
lookedlike this:
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3 The committeemembers
discussedwith the Supervisor
how long each targetshouldtake
and thentheycut paperinto neat
strips, one for eachof their
targets.

Theymadeeachpieceof paper
representthe length of time they
expectedeachtargetto take. For
example,the classroom
rehabilitationwas likely to take3
weekssothe paperwas
3 (weeks)x 5cms= 15 cms

They wrote thenameof each
targetclearlyon eachstrip.

I
1
I
I
I

The Committeeknew the
importanceofplanning sothey
decidedto spend2 weeksplanning
thewholeproject carefully.

~JOQ~ P~oL~i~A,1r1E
~ PRo~TELTZZI1.IN~IcC4IOOL~c•r I

___ I
I
I

I

I

DU~AT,oN
jr357 9 I

I
I
I
I
I
I
1
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They cut onemorepieceof paper —

10 cm long andwrotePROJECT
PLANNING on it. 1,92’ ~3 z�z1~93~33 35

4 Thenthe Committeehadto
decidewhereto placethestrips
on thelargeWork Programme.

Everyonegot involved in the
discussion.

They all agreedthat planning
the projectshouldbethefirst
thing. Sothefirst strip of paper
theypinnedon theblackboard
wasthe planningstrip.

Theteacherswantedthehouses
to startfirst.
Theheadmasterwantedto
rehabilitatethe classroomfirst.

A parentwantedto startwith the
VIP’s fl~~~, becausethe old toilets
arefull andhedoesnot want his
children to get sick.

A committeememberwho lives
nearthe schoolwantedthe well
dugfirst.

No-onecould agree!

6 Theyaskedthe Supervisorfor his
advice.

He pointedout that there was
not muchtime to completethe
project.

So theyshould think FIRST
about the targets that would
take the longest.

7 The Secretarysuggestedthat the
housewould be thebiggestjob
andtheyhad only 3 bricklayers.
He put the strip of papermarked
ED14 on theWork Programme
for everyoneto see.

The Supervisoragreedit should
startafter planningand that the
other targets should be worked in
around the house,dependingon

5 Thenthereal debatestarted:
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the availability ofthe skilled
labour.

The Headmasterpointedout that
theclassroomrehabilitationwas
just repairsto theroofandfloor.
Thecarpenterthey intended
employingwasfreejust thenso
theyagreedto starthim on the
rehabilitationassoonasthe
planningwascomplete.

The parentwasworried aboutthe
communitydigging the latrine
pits. He suggesteddoing3 at a
time sothat they couldcall a
largegrouptogetherand always
haveenoughpeopleat any
diggingsession.Hecut up the
pieceofpaperfor theVIPs into 4
separatestrips andput them
on theWork Programme.

8 The Supervisoragreedwith the
Committeebut saidthat it would
bevery usefulto havethewell as
early aspossible.

It would reducethe distancethe
womenhaveto carry thewater
for building.

Wateris hard to find at Zilindi
andthe Departmentof Water
Affairs shouldbe askedfor help
to deepenthe dry well already
therebecausethe villagersare
nervousaboutdiggingat great
depths.

The Secretarysaidhehad
contactedWaterAffairs but they
could not comefor 5 weeks.So
the well will probablystart in
week 6.

Headdedthewell to theWork
Programme.

I
I

I
I
I
I
I
I
I

“~J0(Zk.?~o&~MM’~

~\1L\M~orPLT4~ZILtN~L!R0~~T
~UR~77o~J

I
I
I

r~i
I
I
I
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9 The Treasurertold the committee
that all thebuilding wasgoing to
takea lot of money.Therewould
beno moneyavailablefor the
furniture until late in the project.

Headdedthe furniture to the
Work Programme.

10 TheSupervisorwaspleased.

But heremindedeveryonethat
things changeasa project
progresses.
Somethingswill be completed
fasterthanthe planshowsand
somethingswill takelonger.

Implementation Work Programmes

JustasZilindi madea Work Programme,socanyou.

MPU helpyou to planby dividing

thePROJECTinto TARGETS

theTARGETS into separateTASKS

You shouldhavethefollowing papersfrom MPU:

C> a ProjectTmplementationWork
Programme(SUMMARY). It
lists all yourTargetsandan
ideal time guide for completionof
eachone.

C> a blankTargetImplementation
Work Programmefor eachproject
target.Theseshouldlist all the
main tasksinvolved in each
target.

TheRegionalOfficer explainedtheuse
of theseformsat your ProjectLaunch
Workshop.

Makeyour own ImplementationWork
Programmesfor yourtargetsand
tasks.Fill themin with your
SupervisorandForeman.
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Making an ImplementationWork Programmehelps
you to manageboth time andpeople.

Managing Time

It forcesyou to think about

N a) how manyweeks/partsof weeksyou

needto completeeachactivity

C> b) in which weekseachactivity shouldstart

andfinish to fit in with otheractivities

anddecideWHENto do things

First decide C> how long eachjob will take

Then C> wheii to starteachof the jobs

in thebestorder.

ManagingPeople

Your ImplementationWork Programmeshouldalso
helpyou think about

WHO shoulddo things

Orgamsepeopleto do different jobs at the same
time.

Peopledo this naturally. Whensomeoneis doing
chitemene,somepeoplewill bechoppingdown
brancheswhile otherpeopleheapthem into the
planting area.

In the sameway,

if you expectto be at wall plate level in week 8,

planto maketrussesin weeks7 and8

to be preparedfor rooffixing in week9.

ProjectImplementationManual

Purpose o~an 1mplen~éntation Work
___ Programn~e I

I
1
I
I
I
I

HINT

Aim at MPIYs
ideal time scale
to makethebest
useofyour
project time and
money.

I

I
I
I
I
I
I
I
I
I
I
I
I
I
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StaggeringTargets

You arenot likely to haveenoughbricklayersand
carpentersto build all your targetstogether.

Plan theorderyou will tackleyour targetsto use
your labourefficiently.

This is difficult!

But thinking aboutit helps you solve problems
beforetheyoccur.

Eventhoughit takes12 weeksto build asingle
house,you could complete3 housesin 21 weeks!

How?

C> While the bricklayersbuild thewalls of the

first house, people can be digging the
foundationsof the second.

1> As soon as the bricklayers finish the first
house, they can move straight to the second
house. The carpenters can start fixing the roof
on the first house.

F> When the carpentershavefinishedthe roofon
the first house, the second house should’ be
nearwall plate level so theycanmovestraight
to fix its roof.

By staggeringthe targetsyou will not run out of
skilled workers.
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Making y~

Get everyoneinvolved - including your Supervisor.

Hewill know most aboutwhat is, andis not,
possible..

What is NeededandWhen

UseyourWork Programmesto

C> helpyou plan

C> work out who is requiredandwhen I
C> work out what is requiredandwhen

for eachtarget. I
If the peopleand materialsarenot therewhenthey
areneeded,the projectwill be delayed. I
THINK about

WHAT people

WHAT materials

WHEN theyarerequired

WHERE theyarerequired

For example,to makethe substructureyou need:

C> thesupervisorto set-outthefoundations

C> unskilled labourto dig thetrenches

F> sandandstoneson site,readyfor the concrete

C> peopleto preparetheconcrete

C> bricks or blockson sitereadyfor thefootings

F> bricklayersto lay them

I> people to carrywater

andsoon.
Usethe ProjectBudgetandVolumeII to help you.

I

I
1
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Planning Project Implementation

Exercise

Chooseoneof theproject’sconstructiontargetsfor
which you want to makea Work Programme.

Discussit with your Supervisorandthink first about

C> thetasksinvolved and

C> thetime theyshouldtake.

2) In what weekwould you start:

C> site clearing?

C> the slab?

F> plastering?

3) In what weekwould you finish:

C> planning?

C> the slab?

C> up to window level?

week

week

week

and

and

and

Now usethis informationto fill in your Work
Programmefor that target.

Try to answerthefollowing questions:

1) How manyweeksshouldit taketo complete:

C> thefoundation? weeks

C> from window level to wall plate9 weeks

C> theroof? weeks

week

week

week

the sametime4) Which activitieswill be going on at
as eachother?
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Using the~Work Prog~ammest’ Monitor

Useyour Work Programmestojudgehow well your
projectis going.

Without an advanceplanit is difficult to notice
delays:

If your plantells you thatyou shouldfinish onetask
in Week5 but you don’t finish until week 7:

C> Ask your Supervisorwhat the problemsare

C> Do somethingto solvethem!

If therateof building is different from what you had
planned:

ASK QUESTIONS

FIND OUT WHY DELAYS HAVE
OCCURRED

SOLVE THE PT~OBLEMS

* Planningis askingandansweringthe

questions

Who, What,Where,WhenandHow
* Time spentplanningin advanceis never

wasted.
* Makeyour own Work Programmesto suit

YOUR circumstances.
* If thedatesofyouractualimplementationare

very different from what you planned,ask
questionsand solvetheproblems.

ProjectImplementationManual

Try to makea Work Programmefor eachof your
targets.Makesureyou include all the different,
tasks.

You mayhave to change the timing ofsome
activities asthe projectprogresses.

But thinking about themat the beginning
should help you avoidpotential problems
before theyoccur.

I

I

I

100



Procurementof Materials andFurniture

ProcurementofMaterials
and Furniture

Planning your Procurement

Who should beResponsible

How to Obtain GoodsEfficiently
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Purchasingandprocurement
require careful planningto I
avoidwastingtime and
money.

Studyyour Work Plansand
theMPU Scheduleof
Materialswith your I
SupervisorandForeman.
Ask themwhat materialsare
requiredfbr thenextstages I
ofyour targets.

Makesureyou planyour
purchaseswell [N ADVANCE sothat

F> ALL necessarymaterialsareat thesite

BEFOREyou starteachstage. I
i$IIuuII. Do not keep labourerswaiting for materials.

Schedule of Materials

TheSCHEDULE OF MATERIALS for eachTARGET I
tells you

F> exactlywhat materialsarerequired for each

TASK

C> whaL quantitiesto obtain

N themaximum priceyou shouldpay for each.

It alsotells you thevalueof thelocal materialsfor I
thecommunitycontribution,e.g.. thebricks,sand,
stonesetc.

I
Tell them how much
eachof their efforts is
worth.

Follow the quantities -
evenif thepricehas
goneup from the one in
the Schedule.

The quantitiesin the
Schedulealreadyinclude

I

ProjectImplementationManual

Make sure the community understandsthat
theyare not working for nothing. Everything
they do is given a cashvalue.

OUR 5e/Cxg ,44’E
WOR7/i K1OO~,Oa~
7#E
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Procurementof Materials andFurniture

an “extra” for contingenciesso do not addany more.

As theproject progresseslook at
I JOPOCKE7Y 1

what materialsyou haveleft. If you CE/3~E4’T~

have6 pocketsof cementleft over
from onestageofbuilding, you can
buy 6 fewerpocketsfor the next
stage.

DO NOTrun out of materialsor it
will delaythe project.

DO NOTstart a task with less
than the recommendedquantities
on site.

Who should Buy Materials

Normally two peopleareenoughfor projectshopping
expeditions.

Who shouldtheybe?Ideally, theywill be:

1 At leastone signatory.

Decide

C> which of thesignatorieswill travel

C> approximatelyhow manychequeswill beneeded

HINT

Bring along
your own
expertand
listen to his
advice.

Anothersignatory(not travelling)cansign that
numberof blankcheques.

The signatorytravellinggoeswith the chequebook.

Whenthe purchaseis madeor at thebank, the
signatorycompletesthechequeand addshis
signature to makethechequevalid.

Either a committeememberwith
technicalknowledgeor the
Supervisor or foreman.
Somematerialshavesimilar
namesbut do differentjobs. For
exampletherearedifferent types
of reinforcingmaterial
for walls, floors andlintels. You
mustbuy the right one for thejob.

Do not rely on the
shopkeeper’srecommendation.

/~�N/ 0N1y20 fl&~H4D\
/0 PO~M’E78LE~7
~cFrE4’C4ST,,y4~ ~I

2 Someonewith technicalknowledge
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Tax Exem

The Governmentof Zambiaconsidersyour prqject
importantfor the developmentof your areaand
community.Soit hasgivenit TAX EXEMPTION status.

This meansthat theproject
doesnot haveto paysalestax
on what it buys.Thatmakes
everythingcheaper.

You shouldhavea letter from
MPU sayingyour projecthas
TAX EXEMPTION status
until a certaindate.

If you do not manageto buy
all your materialsbeforethat
date,you will haveto

F> write to MPU in Lusaka,

C> explainwhy you needlongertime for purchasing

I> tell themwhich articlesyou still needto buy

I> askif theywill sendyou a newTax Exemption
letter

You are avery importai ustomerfor most shops.
Therearevery few peoplewho haveasmuchmoneyas
you to spend!You cansavemoneyby following 5 simple
rules:

1 Shop Around

Go to different
shopsandcompare
prices.Oneshop
mayhavethe
cheapestcement,
while anotherhas
the cheapestglass.
Try to get
quotationsfrom at
least3 different
shops.

SeePage106-107



Procurementof Materials andFurniture

2 Ask for Discount HINT

Manyshopownerswill give you a discount
if you arebuying a lot.

3 Negotiate

Try to negotiatein otherwaysaswell. For
example,agreeto buy if theownerwill
transportthematerialsto your projectfree
of charge,or at leastfor
lessthanthe cost of
hiring a truck.

ONLYIF

4 Go to another
Town

If youcannotget good
pricesin your nearest
town or manyitems are
unavailable,consider
travellingfurther away.

Work this out carefully
in advance.If you makea mistake,you couldendup
spendingevenmoremoneyin transportand
accomodationthanif you boughtlocally.

Tell the local shopownersthat you areconsidering

shoppingin anothertown. If theythink theywill
lose yourbusinesstheymayreducetheir prices.

5 Be Careful with Money

Shopownerswill haveheardthatyour communityis
doinga projectwith moneyfrom Lusaka.Theywill
assumethat youhavelots of moneyandcanpayany
pricefor materials.

This is not true.

Many projectsrun
out ofmoneybecause
theypay too much.
Their projectsnever
get finished.

Treat this money
like YOUR OWN.

Suggestthatyou
will buy
everythingfrom
oneshopownerif
hereduceshis
prices.
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Try to get3 quotationsfor everythingyou spend I
moneyon - materialsand transport.

Keep an exercisebook andwrite downthe different
pricesagainstthe nameofeachshop.Put a simple I
reasonwhy you chosetheoneyou did.

Keep theinformation in casesomeonein the I
community is suspiciousandwantsto askquestions
in a public meeting.

Useit asproofthatyou boughtfrom Mr Chibwa 1
insteadof Mr Zulu becauseMr Chibwa’squotation
wasthebest- and not becausehe is yourmother’s I
sister’shusband’suncle’swife’s nephew.

Your book could look somethinglike this:

R~ASO’~FOR 1)ECL5U�t4 1
QUCJTE2 -~-~ ~QOoTEI__—. ‘3 bectI~ I
K

CEMENT LCh1VItU KLf~0pK’t ~ocJ(

AvuciIbg — I
d&ivery delh’ery — ____—

— t1o .3 becaus�-—

900d q~qa~(it”J,p~$k:s Mubo~94 K33,o°°. accep~ab&~ I~orJqJA&d~j
Ka.0,0

00
pooro~lItY ~yflDflth

6 ~~0”~’5 e ~ I
deiiver~VF~~

If you arebuyinga very expensiveitem, you should I
obtain written quotationsfrom 3 different suppliers.

106 1
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Savemoneywhereveryou
canand therewill be a
goodchanceofmoneyleft
over to do morework in
your cornmumty.

Savingmoneywill give
your communitya good
reputationand makeit
easierfor you to attract
otherfunds in thefuture.

I
I
I
I
l
I
I
I

c1G~O.54V/NQ.7X47
• ~V/2LHELP7/ft!
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Procurementof MaterialsandFurniture

You maynot alwayschoosethe cheapest.But
considerandcompare:

C> thequality ofthe goods

C> whetherthe itemsarereadyfor delivery
immediately

C> how long it will takethesupplierto make
themor getthemreadyto deliver

F> how muchthe final costwill be

Avoiding Thieves

Shoppingin Lusakaor theCopperbeltcan
unfortunatelybevery dangerous.Therearemany
thieves,especiallynearhardwareshops.

Follow thesesimplerules:

1 DO NOT carrya lot of cashunlessabsolutely
necessary.

2 Usethe Council (e.g.LusakaMunicipal)
PurchasingManagerif thereis one.

Hecanhelp projectsfrom rural areasbecausehe

C> knows wherematerialsareavailable

C> cantelephoneto checkon prices

C> cansenda Council policemanwith you for
security

3 Usethedelivery yard of theshopfor loading
yourgoods.Try NOT to load up in the road.

All receiptsmustbe satisfactoryto MPU in Lusaka.
SeePages75-78for information on receipts.

Changes Forced by Lack of Materials

Sometimesmaterialsspecifiedin theSchedulewill
not beavailable.

If this happens,discusswhat actionyou cantaketo
preventdelays.
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Perhapsyour Supervisor
or foremancanthink of an
alternativematerial to use.
It maybe acceptableto
MPU, but you mustfoLlow
the correctprocedure:

MPU RULE~

C> Discuss the alternative
with theSupervisor.

C> Draw a sketchofwhat the alternativewould
look like, particularly the detailsof how it
would be fixed in place.

C> Discussor sendtheseto BOTH the Line

DepartmentBuildings Officer AND the
RegionalOfficer.

C> Wait until you receiveWRITTEN permission
from the RegionalOfficer that youralternative
is acceptable.

Any changesto your plansmustbe approvedby your
RegionalOfficer.

If they arenot, you mayhaveto demolishthat part
of your building and do it again.

I
I
I
I

* Plan all purchasingtrips carefully

I
I
I
I
I
I
I
I
I

* Follow the Scheduleof Materials I
* You mustgetwritten permissionfrom your

RegionalOfficer to usealternativematerials
from thoselisted on your Schedule

I
* Always try to getthebestpricesandthe best I

valuefor your money.

____________________________ I
108 1
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* Involve yourSupervisor

* Makesurethat you have - and use- aTax

Exemptionletter

* Make surethat you haveALL thematerials

you needfor eachbuilding task
* Be on yourguardagainstthieves



Labour

Labour

TypesofLabour Required

Finding, Payingand Controlling Skilled
Labour

Organising CommunityLabour
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The Work~ I
WorkersarecalledLabour.

You must organiseyourlabour to

C> avoidwastingtime

C> avoidwastingmoney

C> keepthem enthusiastic

Unskilled Labour

Unskilled labour arethe peoplefrom the community
working on the project•

Theydo not normally receivecashpaymentsIbr
theirwork. TheVALUE of theirpay is partofthe
community’scontributionto theproject.This value
is given on theScheduleof Labour.

Almost all projectshaveto provideunskilled labour
from the community.Otherwisethe projectwould be
too expensiveto carryout.

Unskilled workerswill probablybemuchslower
than skilled workers.

~ Make sure that you organise the work so that
your community labour doesnot delayyour
paid workers.

Skilled Labour

Skilled labour arethe Foreman,carpenters,
bricklayers, painters,electricians,plumbersworking
on your project.

They canbepaidfrom MPU funds.

Thecommitteepayseachof theskilled workers
individually.

The Super~~isor

EveryMPU project MUST havea Supervisor.

The Supervisoris highly skilled. He shouldbeableto

C> read plans

ProjectImplementationManual
I
I

I
I

Try to completeas
muchaspossible
of the~community
work beforeyou
employyour
skilled labour.

I
I
I
I
I
I
I
I
I
I
I
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Labour

C> organiselabour

C> control the quality of building

C> planwhat needsto be bought
at any time

C> solve problemson the
building site.

He will not normally do the actual
building himself.

Heshouldbe at thesite everydayandespecially
whenthereis a lot of activity. Hereportsdirectly to
the Committee.

~. MPU Lusaka will not sendyou any money until
a Supervisor is employecL

TheRegionalOfficer andyourDistrict Officials can
adviseyou on suitablepeopleto bea Supervisor.

Your choiceof Supervisormustbe approvedby your
RegionalOfficer.

The Supervisorcouldbethe Buildings Officersent
by a DEO or DHI to live atthe projectfor the
durationof the work.

If theSupervisoryou chooseis only availablesome
of thetime, DISCUSSthe problemwith the Regional
Officer.

Supervisor’sContract

MPU suggestsa fee to pay the

Supervisor.It is in the ProjectBudget.

Make a contractwith him.

Include in his contracta clausethat he
will only be paidthe final instalmentof
his feesometime afterthe building is
completed.

Keepabout 10% backfor 3 months.This
is calleda RETAINER or RETENTION.

If thereis a problemwith thebuilding
during the3 months,suchasmajor

Th~CgAcgM~

~W4’A~D

A4LO
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cracksappearing,the Supervisorshouldsupervise I
therepairat his expense.

Give the Supervisorthefinal 10%ONLY whenyou
arecertainthat the bui~ldingis OK.

This is a very commonthing to do whenbuilding, so I
insist that the Supervisoracceptsthis condition.

I
I
I
I
I
I
I

U
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Monitorin~

TheRegionalOfficer andthe Buildings Officer will
cometo checkor monitorthe quality of thebuilding
at leastevery3 months.

The Foremanis always on the building site.

He will be a skilled andexperiencedbuilderor carpenter,
but probablynot haveasmuch formal educationasthe
Supervisor.

TheForemanwill also do someof thebuilding himself.

TheForemanis very importantif theSupervisoris
absent.He thentakesover theSupervisor’srole to

C> organisethe labour

C> setthetasksfor theday

C> ensurethe quality of
building is good.

Heshouldbewell respected
locally for his building and
leadershipskills.

Contractorscanonly beemployedunderspecial
circumstances,They mustbeapprovedIN WRITING
by your RegionalOfficer.

If MPU hasgiven permissionfor your projectto
employ a contractoraskyour RegionalOfficer for
detailsof theprocedureto follow.



Labour

Whereto find Skilled Labour

The quality ofyour skilled labourwill determinethe
quality of the buildings at theendofyour project.

If your local carpentersandbricklayersarenot good
enough,look outsideyour community: Ask

C> in theBoma

C> at big farms

C> otherNGO’s in yourarea

C> building firms. Theymayhaveskilled builders
who could work for your projecttemporarily.

Employ older peoplewhereyou canbecausethey

C> will haveyearsof experiencein building

C> shouldbe easyto find becausetheir wnvk is
well known

C> will takecareandhavepride in their work.

Do NOT usea Committeememberaspaid skilled
labour.

If you do want to usea Committeememberbecause
he is so good, heshould

C> resignfrom the Committee

C> be a simpleemployeeof the project.
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Follow thesestepsin finding good skilled labour:

1 Employthe Supervisorfirst of all.

Involve the Supervisorin decidingwho to
employasskilled labour.Makesureyou:

C> Ask the applicantswhatwork theyhave
doneandwhereit is.

C> Go and look at it. TakeyourSupervisor
with you.

w,/o pia mqr?

SeeVol II, Pages6-7 for a checkliston building
quality. Useit to getan ideaofhow goodthebuilder
is.

2 If you seethings that you think areproblems,
askthebuilder

C> why they happened

C> if theywerehis fault

C> how hewould avoid them next time.

3 Ask thepeoplethereif

C> theyarepleasedwith theman’s work

C> theyhad anyproblems

C> he workedquickly andefficiently

C> therewasany theft

C> he complainedaboutpay

ProjectImplementationManual
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Labour

C> hecameto work everyday andhow
long heworkedeachday.

4 Interviewthe applicants.Ask your Supervisor
or Buildings Officer to askthemtechnical
questions.

5 Ask abouttools. Most goodbuildersbuy their
own tools over manyyears.Theyuseeachtool
only for thejob it was intendedfor.

If a manhasnot usedhis tools carefully then
hewill probablynot build carefully.

If hehasno tools, askhim why. If
thereis a good reasonyou canstill
considerusinghim sinceyou can
buy sometoolswith MPU money.

6 Ask for TradeCertificateswhere
possible.Thesewill provethat the
workershavepassedskill tests.If
they do not haveTrade
Certificates,beextracareful about
who you choose.

Thesestepstaketime; but ARE WORTHTHE TROUBLE.

To build thebestprojectyou must getthebestbuilders.

H~T

youcan
oftenjudge
a workerby
his tools.

The Effects of Outside Labour on the
Community

Manyprojectswill haveto
bring in at leastsomelabour
from outsidethe community,
aswell asthe Supervisor.

Do not underestimatethe
effect that this hason the
community:

C> Skilled labour which has
beenturneddown for
work will be angry.

C> The communityitself maybe upsetthat their

labouris unpaidwhilst outsidersarepaid.

Explain to thecommunitythat

good quality work dependson good quality
labour

C> you havelookedoutsidethe communityonly

-I

-;,c
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How to

The ScheduleofLabour tells you

thetime

theMAXIM1JM cost

for eachtaskwithin eachtarget.

BEFOREyou negotiatewith your skilled workers
decidefor yourselveshow muchthejob is worth.

Decideon the following things:

C> how long it will reasonablytaketo completethe
task

C> how manyskilled menare neededto complete
thetaskin that time

I> how muchskilled workersarenormally paidin
yourarea

Try to get copiesof official ratesofpay.

Ask contractors/buildersin theBomawhat
they paytheir skilled labour.

Multiply TIME X Local RATE

to arriveat a reasonablesum for thetotal job.

Builderswill usuallyaskfor more thanthe accepted

t
rate.

Be strong. Negotiate aroundYOUR figure until
you andthe labouragreeon afair pricefor the
work.

The ProjectBudgettells you theMAXIMUM that
you areallowedto pay. You must completethe work
within this budget.

You shouldbeableto getthework donefor much
lessthanthis.

Labour Payments

NEVERPAYA DAILY RATE.

If you tell aworker that he will bepaidK1000 per
day,he will work slowly to makethejob last longer
andget paidmore.

I
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wherelocal skills arelacking

I> you must buy the bestskills availablefor the

project

I
I
I
I
I
I
I
I
1
I
I
I
I
I
I
I
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Labour

Agreea figure with your workerseither:

for anentirebuilding

or

for eachindividual task(e.g. from slabto
window level).

NEVERPAYIN ADVANCE.

You might find thepersonnevercomesback.

Or he maydo a badjob or not finish.

It is mucheasierto geta manbackto work if
hehasnot beenpaid.

C> they have
completeda task

C> the Supervisor has
checkedthe task
andsaid thework
is acceptable.

At importantstagesof
building, suchas
foundation, wall plate
and roofing try to getthe
Buildings Officer to come
and checkaswell.

Rates for Tools

If your skilled labourerprovidesall his
owntools, hewill expecta higher rate
of pay thanif you areprovidingtools.

CONTRACTS

Whoeveryou employ,you
mustusepropercontracts.

The contractputs in
writing the conditions
underwhich the person

________ must work. If theworker
or theemployerbreakshis
sideof thecontract,for

exampleif thequality of work is poor, dangerousor
slow, you canend thecontract.

yc4uM~TF/X
77/AT WAU
~t~RHO Af~2~

P4X’ a,
You caneventakesomeoneto court.

A contractshould include:
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A what thework consistsof (this is calledthe
SCHED1J~E)

B how much thepersonwill bepaid for thework,

C how long the work Should take,

D who decidesthe work is acceptable,

E at what times the persongetspaid,

F how to settleanydisputes,

G detailsof anyretainer

Try to getan O1~cjalcontractratherthanwrite one

Yourselves Contractsarelegal docu~enteandmust
be Written in a ParticularWay.
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SY1I I RT)LABOURCONTRACT

AWe~~tmade~ tbe— dayof 199 at 7~’nhis

BE~W~4._ NRCNo— ~em aft~ndisdIbe~npIoyee)

— —Project ~ (l~em.fr~eell.dtbe ~p~cy~)
(NameofProject)

Wb~,th EmpJo~egiseeto~yt~~ of— Kw.cha

f~tbewbelsdtbefollowing w~tcurled~d toan~p~blo s~tardandwithin — days
199-

SCI~JLEof WORKto be~B I
II
w
Iv—
V

THE~PWY~ ACR~EESTO:
1. Pxuvideall I%~.IMy sadsuitablemi~isl,reethlyavailable~ Etawitbee~Ely delays

whith mighth~ d~~loy,e (~tovidedsink~ w~ildeeo~siVst.ar,viucaioflinie)
2 Makeavailableto thesozployeeall planssaddeci~ telatingto thewmk •

~ol oftbeunp&oyw
3. Flaw available a .~Mi~4a ~iscw ca i~eeantatisewix, ebell atill have

thafull autlaxityofthaamploy~to mt~et~l /ct~dify say plansor wcxks~Mtha~~imitiie delay
i~withrt*edmgthis • in thas~ ofibeIup~iaortbeaniploysemeyedit in~ii~xi of
tha~ib.

4. Provide im,kifls~1labcu,mtsani’toobi,specialtools,eda ills n z,tw~gsuvicem~b
asr1~kinglevels, layv~aflaandqualityofasietingwukbefee.fwth~weeklmxasds
THE~4PLOYEEAGREESTO

5 Work at .11ressooshleth~sadatanscee~1sb1espeedsothathadee.mt impedend~

6. Follow the lesei~oos ,in wntin~, of tha amployu. m~vijcr or his ~me at all

7 Provideandhaveavailableftr usehisaw~tools at all in goodworkingcindthce.
& Cleenandtidy thesita frcin anydebelaresultingfrc.nhisweekat anytimeresacmablv

9 At all ~s to~se ~e ~ ati~~to.~*!guaid~ uriploysi’s v~~1yed
mtw~ In anyavantoflossesirising th~to peorw~4n~ait~bip~ thapeitofthaampk~sis~tha
amphoyeewill haliablefor rv~kmggoodathwsi~je.
PAYME1~fl~SPartialpayi~itiwill bemadewithin — wining dayskt weekto tha~
of~uu~visorat thafollowing stagia

—% atthacornplatxziof

—% atthaceenpletumof

—% it thacunpls&siof

—% st thaocsupts~of

......% at the~can$rtiooof

I
I
I
I
I
I
I
I
I
I
I
1
I
I
I
I
I
I
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Below is a san~p1eContract which could beusedto
employ skilled labour Find all thedetails(or blank
spacesfor you to Completethedetails)which arein
the list above flUrnberedA, B, C, D, E aridF There
are no detailsof a retainerin this Contract.

To include a retainerin anycontractyou couldadd
to (E), thepayme~~5detailedby stages,in the
following way:
~> thefinal 10%payableafter theCompletion

Certificateis receivedfrom MPIJ

I
I
I

1
I
I
I
I
1
I
I
I
I
I
I
I

TER~vflNA11ON
Thiscorthactmay betarmmatedatanytimeby mutuala&e~twhichincludesfull end

final financialsattl~ notwithitandingthe~act mayooly bet~atsd in theeventofireech
ofanypaxto(thiioooftect

If theesnployeeii in beeechofanypartof thiacoofracttheamploy~maytesvithtatethe
o~actwitheid incurringanyliability for anypa~itin a&htuxi to thatalreadymadeccagieedto
bemada
DISP~.rrESAND ARBITRATION

Bothpartieswill endevoorto settleall dispitesamicably.
In ~ av~tof~timied disegie~atefiar 14 daysfl~the fret~ce of thedisputeinther

partymayre~thedisputeto theprovincialoffice of ThePublicWorksDepar~tu Arbinslorfor
a finalandbixxling ruling~ bothpsitias.Any espensesinvolvedin sucharbr~iriticxiwill bepaidfiz
by thepartyat ~ult orpecçcttimiafly.sathe.sbitxsk~mayrule.
NowthePartiesAGREETOANDACC~~THE ABOVEcoNDmoNsby aft.i

4imgt~
sgnshirea~Sto:
I Si,gcedfcrandotlbehalfof~Enpklyerby
Designation

Name NRC No. Wifrw~i.rlby

NRCNo

2 Sigcedfl~sndoobehalfoftheesnploy~by
Dreigr’.twi~

Name— NRC No. —Wibsuaedby
NRC N~

3. Sigiudftrsndciibshuifoftheamployarby
D~lgnation

Name NRC No Witnessedby
NRCNo

Signedby theesiwioyee— —NRC No—
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This is difficult sincetherewill bemanypeople,
someperhapscomingfrom a long wayaway. It is
most difficult for rural projects.

How you organiseyour labourwill be up to you, but
somesuccessfulwaysare suggestedhere. I
Teams I
Organiseyour communityinto teams.

Choosethe teamssothat themembersare usedto I
beingtogether.Makeeachvillage into a teamor
haveseparateteamsfor menandwomen.

Appoint a leaderfor eachteam.The leadersshould
berespectedfigures suchasa village headmanor
theChairladyofa women’sgroup. I

Competition I
Try to getcompetition
going betweenteams.

If one teamis working
muchfasterthan the
others,makesurethe I
word spreadsaround the
whole community.

If teamscompetewith I
eachothereveryonewill
work muchharder.

I
Stagger the Work

I
Do not haveeveryone
comingto the site at the -
sametime.

Therewill be too many
peopleandtoo few tools for
everyoneto work properly.

A committeemember
shouldcheckwho attends
eachday, to makesure
everyoneturns up. -

I
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Labour

Tasks

Always havetasks prepared:

~> give specifictasks

C> havedaily targetsandoverall targets,for

exampleanumberof bricks to be moulded
1> makethevillage headmanresponsiblefor

ensuringhis teamcompletesits tasks.

NEVER leavelabour standingaroundwith nothing
to do.

Plan2 or 3 jobs in casethereis a problemwith onejob.

The communitywill get angryandit will bedifficult to get
them to comeagainif theythink you havewastedtheir
time.

Local Work Practices

In someareaspeopleonly work in themornings.In the
afternoontheymight do other things,or it maybe too hot.

If this is thecasein yourarea,arrangefor peopleto start
earlyin themorning. Theycan get 5 or 6 hourswork done.

If peopleareunhappyto staylonger theywill not work
well.

School Pupils

Schoolpupils are part ofthe projectcommunityandshould
be encouragedto feelcommitmentto the project.

BUT theyshouldnot betreatedascaptivelabour!

Schoolpupils shouldNOT missany schoolwork to do
projectwork.

Projectwork shouldNEVER be a punishmentfor a
naughtychild.

Do notgive children taskswhich requiregreatattention to
detail in casetheyarenot careful enough.

Their involvementcould beorganisedafterschoolandon
Saturdays.

V~Hard Work

Educatethecommunitywhy hardwork is important.
Explain that if the communitydoesnot work well, the
projectwill be delayedandmight becancelled.
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Managem~

Managementis aboutorganisingwork efficiently

It is important that you decideat thebeginning

WHO is responsibleto WHOM

Try to keepthings simple, soeveryoneknows who
their bossis.

Everyoneneedsto know

1> who theytakeordersfrom

C> who theyreport to. I

Here is a suggestedmanagementchartshowingwho
manageswhom:

MPU> LUSAKA

C> REGIONAL O1~’FICER I
COMMUNITY i

PROJECT COMMITTEE

CHAIRMAN I
I — I I I I

COMMUNITY SECRETARY TREASURER PURCHASiNGI
LIAISON MEMBER FUN]) RAISING

sub-committees

SUPERVISOR

FOREMAN (deputy -

Supervisor)

Skilled Carpenters Painters Electricians I
Masons Plumberssub-

I Contractors
Community Masons’ Carpenters’

Labour Labour Labour

I
NOTICE that:

MPU is the overall boss. I
The Community is responsibleto MPU.

122~ I
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Labour

The Project Committee

C> reportsto theCommunityandto MPU

C> is in overall chargeof the peopledoing the

actualwork.

C> is responsiblefor therunning of theproject. If

somethinggoeswrong, thememberswill get
theblame.

C> is responsiblefor paymentswhich shouldbe

madein public throughthe Supervisor.

The Supervisor

I> reportsto the Committee

C> is in chargeof thesite

C> gives instructionsdirectly to theforeman

C> should takedecisionson hiring andfiring BUT

I> mustexplainhis decisionsto theCc~imittee

beforeanyactionis taken.

TheCommitteeshouldonly get involved on sitein
casesofseriousdispute.

TheForeman

C> is next in charge

C> gives instructionsto theworkers

Whenboth the Supervisorand Foremanareon the
site,theyshouldwork together,planningthetasks
for the next few days.

Stopping Theft by Labourers

Many projectshavehad problemswith labourers
stealingmaterials.Thereare3 main areaswhere
theftsoccur:

F> Cement:Bricklayerswill try to useless
cementandmoresand,so theycan takethe
extracement.

C> Nails: Carpenterswill try to userfewer nails
than necessaryandtakethe extra.

C> Paint: Painterswill waterdownpaint. That
will makethe finish poor. It will not last.

It is mainly up to theSupervisorandForemanto
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stop suchthefts.

Theamountofmaterial that goesmissingcan be
reducedby following a few simplerules:

I> Be extracarefulat thestart of the project,or at
eachnewstageof building. 1

I> Watchthe labourerscloselyfor the first f~w
days,checkingon thequantitiestheyuse
normally on goodwork:

C> Counthow manybricks are laid using
onepocketofcement I

C> Watchthecolourof the mortar. If it
changes,checkif thebricklayer is
usingmoresandandlesscement.

C> Countthenumberof nails in a good
truss I

C> Countthenumberof tins of paint
requiredfor a wall.

Do not let labourersbringon to thesite anyboxesor
bagstheycouldhidematerialsor tools in.

Useagoadstoressystem,whereeverything HINT
mustbe countedandsignedfor. Read If thequantityof
Chapter .13. materials I
Fire anyonecaughtstealing, changeswhen

BE EXTI~AVIGILANT AT m~ YOU arenot
BEGINNING TO STOPPROBLEMSLATER.

I
* You MUST employ a full-time Supervisor.

* TheSupervisorshouldbe approvedby your

RegionalOfficer.
* MPU paysfor skilled labour.

* Make sureyour skilled labourare good

workers,evenif that meansemployingpeople
from outsidethe community I

* Neverpaya daily rateor in advance.

Have propercontractswith all yourpaid labour.
* Make surethat everyoneknowswho theytake

orders from.

* Theft canbe a problem - Be vigilant!
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Transport
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I

Transport

Who Paysfor What Transport

Managing Transport Requirements
I
I
I
I
I
I
I
I
I
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If projectsoverspend
on transport,or use
transportfor things
not allowedunder
MPU funding, the I
communityhasto
repaythe moneyto
MPU. I

t~Do not let this
happento you! I
Hiring Transport I
Whenyou hire transport,makesurethat

C> thejourneysfor which you arehiring transport I
areallowedin theBudget

C> you arenot payingtoo much I
What is and is not Allowed I
MPU paysfor thetransportofmaterialsbought

from shopsto the projectsite. I
MPU doesNOT pay for travel to theBoma.

Bus fares. I
Theseareadministrative
expenses.

MPU doesNOT

NORMALLY payfor thehire of transportfor local
materialswhich you provideas
part ofthe community
contribution.

If the local materialsare manykilometresawayyou may I
haveproblems,but your RegionalOfficer may beableto

~ assistyou.

DO NOT USE MPU MONEY to hire transportfor local
materialswithout

a) checkingthat they arespecificallyincludedin your I
Budget

or I
b) first obtainingthe RegionalOfficer’s permission.
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Under“Task” thereare2 sections:

for transportingmaterialsthat comefrom major
commercialcentressuchasLusakaarid the
Copperbelt This is for projectswhosenearest
town doesnot stockall the materialsreqwre~

2 for transportingmaterialsfrom the
nearesttown

B Thenumberoftrips ~OU shouldneedfor each

type ofjow.ney.

YOU SHOULD NOT EXCEED THIS NIJMBER
OF TRIPS.

II

I _______________________
The TransportSchedulein the ProjectBudget.

I __

How many Trips I How much to Pay

I
I
I
I
I
I
I
I
I
I
I
I
I

DETAILS OF TRANSPORT
WAlE OF PROJECT: A C

..

I IESTIMATE I I I
TASK IR.MBER ISOURCE OF ICOST OF IT0TM.

I IRETUIN IFUNDS IRETUIII ICUST OF
ITRIPS I ITRIP ITRIP(S)

i I I
I II~P/SRFORIESTI- lEST!’

IccISIRUTY IMATE lPV~TE
I I
I 1
I1)TRANSPORT HIRE OF A 7-10 TON TRUCK I

TO MAJOR S~JRCEOF BUILDING NATERIALS(
AND CONPONENTS.(l..Copperb.Lt/LLmakI I
etc. )RETURN TRIP. THIS COVER ONLY I
THOSE ITEMS INDICATED AS BEING MPP/SRF
F~ED BY THE NICROPROJECTS UNIT I

I I
I2)TRAMSPORT HIRE OF A 7-1OTON TRUCK FOR I

USE IN TRANSPORTING LOCALLY (WITHIN I
I SAlE DISTRICT) BOJGHT BUiLDiNG I

MATERIALS AND COMPONENTS ARE I
INDICATED AS BEiNG FUNDED BY THE
MICROPROJECISUNIT

PWP/SRF

I
ITOTAL 0
I I

TRANSPORT TRANSPORT
MPP/SRF (K) CONS.JNITY (K) TOTAL. (K)

NOTE: TRANSPORT HIRE FOR USE IN TRANSPORTING MATERIALS TO BE CONTRIBUTED BY THE WSUflTT
SHALL BE AT THE COST OF THE C~SUJNITYAND IT IS IN S~ECASES IIICLImED IN THE MATERiAL COST..

A
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Thereforeyou must planyourpurchases
carefully

C> to makethebestuseofthe truck

C> not to needmoretrips

C TheMAXIMUM amountyou shouldhaveto
payfor eachtrip.

Costs of ifransport I

Transportis expensive.
Thecostsaremuchmore
thanjust the costoffuel
and drivers.

Thetruck ownerhas to
chargesufficient to cover:

C> Consumableitems,

like oil and oil filters,
tyres etc.

C> Spareparts. The
older thevehicle,the
moresparepartsit
needs.

C> Depreciation.Nothing lastsforever.The owner
hasto buy a newtruck everyfew years.

It is oneof themain reasonstransportis
expensive.

C> Drivers. The companyhasto pay its drivers, so
this costis alreadyincludedwithin thehire
charge.

C> Insuranceandroad tax.

C> Bank interestandprofit.

Cost of Hiring a Truck

Thechargeis usuallycalculatedon

C> the distanceyou aregoingand

C> the sizeof thetruck.

If the transportrateis K70 per tonneperkm:

C> a 10 ton truck going 10 km would costK7000
(K70 x 10 tonsx 10 km = 1(7000).

ProjectImplementationManual
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Transport

C> a 10 ton truck going 50 km would cost K35,000

(K70 x 10 tonsx 50 kms = K35,000).

Rememberthat the truckhasto makea roundtrip:

I> to your project

C> andhomeagain

Therefore,if your projectis 25kmfrom town, you
actuallyhaveto pay for 50km. The chargeis higher
for gravelroads.

Your RegionalOfficer will havetold MPU theaverage
costof transportin yourareaandthe distancefrom
your projectto town. MPU usesthesefigures to
calculatehow muchmoneyto give you.

Finding the Cheapest Transport

TheScheduletells you theMAXIMUM a ~untsyou
shouldpay.

It shouldbepossibleto savemoneyon transport.
Thereare3 ways to do this:

C> shoparoundfor thecheapestrates

C> useeachtrip to bring asmanymaterialsback
as possible

C> usethe most suitabletransportfor eachtrip

Shop Around

Try to getat least3 quotationsfor transport.
Negotiatewith eachof them. Someplacesyou can
try include:

C> the Council

C> transportcompanies

C> privatevehicles

C> othercompaniesor big farmswhich mayhave
trucks

C> anyNGO’s in the area

Ask aroundto find out thecheapestandalsothe
mostreliabletransportin your area
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NEVER pay thewhole
transportchargein ~ 3($~ffMOVEY

advancein casethe ( ~,iCAN7~’Y(E7~)
transportercannot ~ i~’~

providehis truck when
you needit.

Thenyou still havethe
moneyto find someone
else.

ALWAYS AGREEthe
total hire charge —

BEFOREstarting the
( AT Z/tWD/ 7

journey
Get it in writing!

Receiptsfor Transport

Rememberthat youwill needa receiptfor the money
paid to a transporter.Tell him this whenyou are
negotiating.

Do not payhim the moneyuntil the receiptis ready.
Then exchangemoneyfor receipt.

SeePages75-77for how to write a non-official receipt.

Making th~Best use of~your Transport

The fewer trips you
make,the moremoney
you will save.

You will almostalways
payfor a full load, so
makesureyou havea
full load.

When decidinghow
much to carry in any
particulartrip, think
about:

C> theweight of the material

A 7 ton truck canonly carry 7 tons.
Do not overloada truck
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Transport

I> thevolume of
materials
Bulky materials
may not weigh
heavybut the

truck is soonfull.
C>

If you do not packthesematerialsvery
carefully theywill bebroken,especiallyon
poorroadswith manypotholes.

Planning Purchasesfor Transport

Try to maximiseboth theweight andvolumeof
materialsto be carried.

Therefore,decidewhat combinationof materialsyou
shouldbuy BEFOREshopping.

The most Appropriate

Transport

Trucksarenot theonly
typesof transport
available.

Useothertypesof
transportwhich maybe
availablelocally sothat
you arenot payingfor
travelling to and from
your site:

C> Tractorsand
trailers: theyare
slow but ideal for shorterjourneys.Theyaremobile
evenin the Wet Season.

C> Ox-carts:for local sandandstones

C> Small trucks/Pick-upsareuseful to collect a small or
fragile amountof material.

9

2

how fragile the
materialsare

For example
asbestossheetsare
very easilybroken.

Sois glass.

(OF Mavty,wRI,y~f f
.2 /

G~~J
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Make surethe transportyou useis suitablefor the
roads,bridgesand culvertson theroad to your
project.

Checkthem - especiallyculverts- beforea very

heavytruck drivesover them.

If accessis difficult or very sandy,you will probably
needa 4x4 vehicle.

If a truck is bringingmaterialsto your project at the
sametime thatyou havesandor stoneswhich need
collectinglocally:

Negotiatewith theownerto pick up thesandand I
stones afterdroppingoff the other materials.

Thecommunitywould paya lot lessthanhavinga I
truck comespeciallyfor thesandandstones.

REMEMBER, asa generalrule I
MPU WILL NOT PAY TO TRANSPORTLOCAL
MATERIALS.

* Makesurethat you useMPU moneyonly for

transportallowedby MPU.
* Transportis very expensive- planeverytrip!

* Usethe mostappropriatetransportfor each

load
* Do not paythe whole chargein advanceto any

transporter.
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StoresManagement

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
1
I
I
1 133

I

StoresManagement
BOIL~Dft~(r I

How to StoreMaterials

How to Manage Stores
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1
Project S4cks

Materials and toolsareexpensiveitems. If theyare
lost, stolenor damaged,you mustreplacethem from
community funds.

Looking after themis YOUR responsibility.

The Store

In areaswheretheft is a big
problem,try to find a roomwhich
hasNO windowsat alL

Buy a strongmoon padlockand/or
havea burglargrill doormade.

It makessenseto buy all your
materialsquickly at the lowest
price.

BUT if you are in anareawhere
thieving is very bad,you may
decidethat it is too dangerousto
buy all the materialsat once.

Discussthe different options.

HINT

If one of your
targetsincludesa
grill door,buy it at
thestart.Fit it
temporarilyon
your store.

Think aboutthe storageof materialsBEFOREyou
buy any.

Your storemustbereadywhenthe first loadarrives.

The storemust be ~ secure

c~ waterproof

E’ convenientfor thesite

I> easyto guard

I
I
I
I
I
I
1
1

U

I
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StoresManagement

Watchmen

Decidewhetheryou needa
watchmanor not. Ask yourselves:

I> Is the communitysafefor
valuablebuilding materials?

L~ Is theprojecton or neara
main road?

N Are thievesfrom the town
ableto comeeasily?

Watchmen’swagesmustbe
paid by the community.

MPU will NOT pay them.

An efficient NeighbourhoodWatch
schememight beenoughfor your
area.

Discussthis issueat a generalmeetingandinvolve
everyonein the decision.

Method of Storage

Small Items

Small tools, spirit levels,tapemeasuresetcshould
be storedawayfrom thebulky materials.

Put themin a separateroomif possible.

Restrictaccessto 2 or 3 peopleonly. Thatmakesit
easierto

N becertainwherethe toolsare

N identify losses

N limit responsibilityfor any loss.

Bulky Items

Make surethestoreis big enoughfor everything.

Separateeachmajormaterial.

Keep quantitiesof thesame item together,in neat
rows,so that it is easyto count them at any time for
a stockcheck.

Keep thestorecleanandtidy so that it is easyto
find and checkthings.
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Timber 4~SteelReinforcement

Timber shouldbewell supportedto keepit straight.
Supportsshouldbeevery6Ocms.

Keepit flat by storingsteelon top of it.

Keepbarsandtimber away from dampground.The
dampwould causethebar to rust andthe timber to
rot or beeatenby ants. I
Cement I Lime

Providea raisedplatform if the floor couldget damp.

Stackcementas closeto thedooraspossiblebecause
it is requiredfrequently.

Usetheoldestcementfirst, beforestartinga new
load.

Usecementwithin a coupleofmonths,lessin the
Rainyseasonwhentheair is alsodamp.

If cementgetsdampor solid, DC) NOT USE it for
building. (You could useit for filling potholes). I
Glass

.HINT
Buy glassalreadycut to panesizewherever
possible. Taketheglass

pane
measurements
with you when
shépping I

Storeit upright againsta wall with its edgeresting
on a thick, soft cushionsuchasgrass. It is stronger
in that positionand lesslikely to bewalkedon.

Puta few heavy,solid items in front of it - but not
touching - to stop peoplegetting too closeor walking
into it accidentally.

Roofing Sheets

Transportandstoreasbestosroofing sheetsvery
carefully.

Make surethat thereis NOTHING - not evena
small stoneor pieceof asbestos- lying on a sheet
beforeplacinganotheron top of it. The smallest
object betweensheetscancausecracking. I
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Stores Management

The Storeman

Nominateonepersonto
be a storeman.

You could havea Stores
Sub-Committeeto
monitor stores
management.

They shouldnot bethe
samepeoplewho
purchasethe materials.

ThePurchasingSub-
Committee hands over
thematerialsto the
StoresSub-Committeeas
soonastheyare
deliveredto the project.

TheyshouldchecktheoffloadingTOGETHER,
againstthereceipts.

From then on theStoremankeepshis own records.

StoresRecords

The Storemanmust beablefind the following
information at anytime:

C> what comesIN (what is delivered)

C> whatgoesOUT (what is usedfor building)

C> who it goesout to

C> for what purposeit goesout

C> what remainsin thestore

C> what is out of stock(this information is givento

the purchasingSub-committeereadyfor their
next trip to town)

C> what toolsbelongto theproject

C> what toolsare usedandby which worker each

day

C> what toolsarereturnedor keptby a worker
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DINT
Makesurethatyou
leaveat le~t5
Pagesfor a ‘natenal
like cement-

Which is U5e~Often
and which You wjjj
havea lot of
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I
Sto~Ledger

The StoresL
theStoreand recordof What is in

The1flfoi~a
transfe~,.dtion in theStores

ICeepseparat°separateStoresDelive~Book isLedgers
Stored e pagesfor eachitem ofmate

you can use riaj being

Eachmateral dinaiy exercisebooJ~
on the quantj~mayrequj~~2 or
Allow morepa~Oflatarjj You3pages dep
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StoresDeJive~Bk

The Storemanrecordseve~thingenteringtheStorein
a StoresDej

1ve~book.
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Onepageof a StoresLedgerfor cementwill look
somethinglike this:

With this kind ofrecordyou alwaysknow

rL~- what you haveleft

c’ whenyou needto buymore

I> how muchmaterialwasusedfor which job

I> who took it.

You canthencheckagainstthe Scheduleof
Materials if theright amount is beingused.

If too little is takenfrom the storefor a particular
job, checkwith the Supervisorto find out why.

If too much is beingtaken,investigateto seewhere
it is going.

Ask yourselvesif thereis anypetty stealinggoing
on. Checkwho wasin chargeofthe storeatthe time
of delivery or issuingin caseyou needto ask
questionsaboutany problem.

It is important to numbereachpageof the Stores
Ledgerso that you can cross-checkthe materials
goingout with the withdrawalvouchers.

StoresManagement
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StoresManagement

Thetoolsboughtwith MPU moneywill be the
propertyof theprojectlong after thebuilding has
finished.Keepthem in goodcondition.

You will needthem to helpyou maintainthe
building.

TheStoremanis responsiblefor seeingthat the tools
arelookedafterproperlyby the workersusingthe
tools.

Herearea few simple rules:

C> Make surethat workerscleantheir own tools

at theendof eachdayandreturn them to the
store.

c> Always washtoolswhich havebeenin contact
with concreteor mortarimmediatelyafteruse.

C> Greasewheel bearingson wheelbarrowsevery

week.Washthem out if cementhasbeenin
them. Storethem uprightleaningagainsta
wall so that theydrain.

C> During therainy seasonlightly oil metal tools

to preventrusting.

C> Store tools on racksor hangingfrom hooks.

Do not leavethem in a heap.

Control of Tools

If you haveseveralof onetool - e.g. pickaxes- give
eachonea number.Paint it on thetool.

Thenmakea tag(woodenormetal)to hook on to the
tool with the samenumberon it.
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Whenthe tool is givenout to a worker,the tagis left
behindto show that thereis a tool missing.The
recordthenshowswho hasthat numberedtool until
hereturnsit to the store. I

I
I
I
I
I
I
I

\
I
I
I
I

* Storebuilding materialssecurely.

* Stackmaterialsto avoiddamagingthem.

I
I

* Keep storesrecordsup to date.

* Have a systemfor monitoring the useof

materialsandtools.
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Reporting

Reporting

The Needfor Reports

Reportingto MPU

The Supervisor’sReport
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Progressreportsarenecessaryto ensurethat
everyoneknows

C> what is goingon

C> what everyoneelseis doing

C> what the problemsare

If problemsareshared,theycanbesolvedbefore I
theybecometoo serious

Reportscanbe spokenorwritten.

You MUST report to MPU Lusakaon a regular
basis. i

ProjectImplementahonManual

The Need

MPU RULE~

Reports t

You mustsend2 kinds of reportsto MPU Lusaka:

C> a PhysicalProgressReport

C> a Financial Report

1 A Physical ProgressReport - sendit direct to
Lusakaeverymonth.

MPU providea format for you to follow.

It looks like theone on the oppositepage:

I
I
I
I
I
I
I
I
I

I
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Follow thesesimpleFules:

c~ Repo~how

havecompI muchactualworketedfor eachtarget~Y0 builders

~ Be precise

~ Be tech~jcaJaboutthe info~ati yougive

1
I
I

GRZ/EEC/SRPMICROPROJECTS~JNIT
Developnent Cooperation
Office of the President

BRIEF ~L~THLTP~X~ESSREPORT

PROJECTNO.: ______________ TITLE: _______________
SECTOR____________________ DISTRICT: ________________
PROVINCE; _________________
PROGRESSREPORT FOR THE MONTH OF ________________________

PROJECT TARGET PROGRESSTO DATE

COMMENTS (BRIEF)

THE PROJECT CHAIB~M?i~:_____________ DATE:__________

To be compiled by the Project Committee every month without fail.
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2 A Financial i~eport I
You mustsenda Financialreport with each
JustificationofExpenditure.ReadChapter7, Pages
80-83for moredetails

I
I
I
I
I
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Reporting

Reports to Local Officials

It is a goodideato copyout yourmonthly Physical
ProgressReportand sendit alsoto

I> the Regional Officer

C> theDistrict officials with whom you havemost

contact

Reports to other Committees

As a ProjectCommitteeyou areprimarily
responsible to your community and to MPU.
However,the projectmaybe connectedto thework
ofother committeessuchasa PTA committeeor a
HealthAdvisory Committee.

Reportto them on a regularbasisevenif you do not
report to themformally.

Reports Received by the Project
Committee

The ProjectCommitteemust alsoreceiveregular

reports,from

C> the Supervisor

C> theTreasurer

C> the StoresSub-committee

C> the PurchasingSub-Committee

C> the Fund-RaisingSub-Committee

C> any othersub-committeeyou haveformed

The Supervisor’s Reports

Daily The Supervisorshouldgive a daily verbal
report to themostseniormemberof the
committeeon site.

Heshouldbe informative - what is
happeningtoday;whatjobs thevarious
tradesmenaredoing andanyminor
problemssolvedor to be solved
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Weekly Heshouldsubmita veryshort written
reportgiving i

C> exactly what has beenachievedduring the
work on eachtarget

C> how that progresscompareswith the

programmeandobjectivessetfor that
week I

C> materialswhich arerequired

C> actionrequiredfrom the Committeeto I
facilitate thework

C> programmeandtargetsfor theweek I
ahead.

I
Monthly His weeklyreportwill bea little longer

than usual. I
It shouldprovideadditionalinformation
on:

C> therateof project progresscomparedwith
theMPU proposedtime schedule.

I
I
I
I

* MPIJ require2 kinds of report:

C> Physical Progress 1
I> Financial

* Make surethat thereportforms are filled in I
and sentto Lusakaregularly.

* Developformal reportingsystemsfor

committeemembersandto the community.

* Make surethat the Supervisorreports

regularly to theCommittee,

148

I

It is vita], to keepthecommunityinformed.

ReadChapter5 Pages49-51 for detailsofways in
whichyou cando this.



Legal Implications

Legal Implications

The Project’s Contractual Obligations

The Responsibilityfor Disputes

The Law will take its Course
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Your signaturesto that Agreementcommittedyou to

C> completethetargetsagreedwith MPU

C> finish the projectin the specifiedtime

C> build to acceptablestandardsof quality

I> usethe fundsonly on the items specifiedto MPU

C> give detailedaccountsof all expenditureto MPU

for inspection.

C> the instructionsgivenin thedocumentssentby

MPU

C> theinformationyour RegionalOfficer will

provide

C> theguidelinesin this book

you shouldhaveno problems.

IF

If you misusefundsor
falsify receipts

If the quality of building
is not acceptable

CONSEQUENCE

MPU cantakelegal action againstyou
to recoverany moneylost.

You mayhaveto repairit at your own
expense.In seriouscasesthebuilding
may evenhaveto be demolishedand
you will haveto rebuild it, againat
your own expense.

Legal action canbetakento force you
to do this, or to repayanymoneysent
to you.
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Whenyou signedtheFinancialAgreement,you signed
alegal contractwith MPU.

I
I
I
I
1
I
I
U

I
If you follow

If you fail to abideby MPU rulesthe consequencescanbe serious:

I



Legal Implications

Thecommittee
mustbe
particularly
careful. It only
takesoneperson
to misusemoney
or materialsand
the projectcould
becancelled.

HINT

Involve at least2
peoplein every
transaction.One
personchecksthe
other’swork to see
thatno mistakes
aremade.

Settling Disputes

It is theCommittee’sresponsibilityto sort out all
disputesat the project.

The RegionalOfficer andMPU will only become
involved if thereis a problemseriousenoughfor the
projectto be in real dangerof beingcancelled.

Disputes within the Community

Most disputesarisebecause

a) theCommitteehasnot told the community

enoughaboutwhat is happeningand
b) Committeemembershavenot worked together

~ closely enough.

ReadChapter5 Pages49-51 for suggestionson how
to keepthecommunity informed.

If disputesdo arise,call everyonetogetherand
discuss the problems openly. They canusuallybe
solvedlocally.

Labour Disputes

Contractsare importantif a disputeariseswith your
skilled labouror Supervisor.

If youhavea contractspecifyingthe standardof
workmanshipto be producedandyou considerthe
building to be poorly made,you cantaketheworker
to courtfor breachof contract.
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Theft

If a caseof theft occurs,tell the RegionalOfficer as
soonaspossible.Explain what hashappenedandwhy.

Make surethat you haveyour own planto return
stolen goods or money:

C> showyou aregoirtg to replacethe sto~lenitems

C> show how you aregoing to raise the money

C> statethe periodof time you want theRegional

Officer to give you

Do not be afraid to useyour own legal power.

If thereis a caseoftheft
at your project, tell the
thief that thepolice will
be calledif the money or
materialis not returned.

If hecannotor will not
return the property,
CALL THE POLICE.

Call in the police if and
whenyou haveto. You
will demonstrateto MPU
that the community
understandshow serious
thingsare.

You mayfeel that calling in the policewill createbad

feelingsin thecommunityanddelaythe project.

BUT ConsidertheAlternative

C> long delayswhile MPU investigates

C> the possibility of your projectbeingcancelled.

ProjectImplementationManual

I
1
I
I
I
I
I
I
I
I
I
I
I
I
I
I

* The documentsyou havesignedarelegally I
binding.

* If you breakyouragreementyou canbe taken I
to court.

* Ensure all disputes are seftied, evenif it means

calling in the police.
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Project Cancellation

Project
Cancellation

(
1),)

Reasonsfor Project Cancellation

Procedurefor ProjectCancellation
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_______________ 1
The Road

If you think of football again,you will havea good
guide to what will happenif a project is
unsatisfactory.

Rememberthat the MicroprojectsUnit in Lusakais
the Referee in our game. The Referee has two ] evels
of punishment for a player who misbehaves:

C> first of all he showshim theYellow Card

C> if the playercontinuesto misbehaveand

doesn’treform,he showshim theRedCard and
that playeris OFF. The gameis over for him.

Disciplinary actionis decidedby the FAZ. The MPU
equivalentofthe FAZ is the SteeringCommittee.

MPU RULE

The Yellow Card
If the RegionalOfficer identifies a seriousproblemin a
project,he will advisethe ProjectCommitteeof action
theyshould taketo rectify that problemthemselves.

Hewill give them a periodof time (a numberof days
or weeksdependingon theproblemandwhat hasto
be done)to put mattersright.

In this wayhehasshowntheproject theYellow Card!

WARIViNciI

I
I
I
I
I
I
I
1
I
I
I
I
I
1
I
I
I
I
I

154



Project Cancellation

I

I
The Red Card

I If the committeedoesnot takesatisfactoryactioninthetime given,the RegionalOfficer will notify
Lusakathathe recommendscancellationof the

I project.Thatwill be the RedCard!

I
I
I
I
I
I

Thecancellationof a projectis not anactionwhich

I is takenlightly. It happensonly aftermanywarningsandattemptsto makethe project

I successful.

But it canhappenandit WILL happenif necessary.

l A projectcanbe cancelledif

C> thereareseriousfinancial irregularities

I C> thereis misappropriationof funds
C> therehasbeenno substantialphysicalprogress

I at theprojectfor a periodof 6 months
C> no progressreportsarereceivedin Lusakaover

I a periodof6 monthsI> no financial justification or receiptsare

I receivedin Lusakaovera periodof 9 monthsC> theprojectcommitteeis not electedby the
communityor doesnot havethe community’s

I supportbut refusesto relinquishthechequebook or projectfiles.

1 155

Reasons for Cancellation
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I
Results o~Cance1latib.~

MPU RULEI
If MPU doesdecideto cancelyour projectthe
following will happen:

C> your project bank account will be frozen and
the moniesin it returnedto Lusaka

C> a public meeting
will beheld at the
project siteattended
by the samepeople
who attendedthe
ProjectLaunch
Workshop.At this
workshopthe
RegionalOfficer
will explain the
circumstances
of project
cancellationto the
wholecommunity

C> anyProjectCommitteeofficials who are

thoughtto be involved with illegal actswill be
arrested and prosecuted

C> the ProjectCommitteeis heldresponsiblefor

fundi~already spent and must repay them to
the MPU.

FINALLY, C> the SteeringCommitteewill benotified of the
problemsin your projectandyour inability or
unwillingness to rectify those problems.

C> the Steering Committee will approve

cancellationof theproject.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
1
I
I
I
I

* Your projectCAN andWILL be cancelledif you

fail to satisfyMPU requirements.

DO NOT LET THIS HAPPENTO YOU!
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Formationof MaintenanceCommittees

Formation of
MaintenanceCommittees

Jill’’ H I (IUJ/~u (liii!
7/7f/77///////f/f//P~7~~

~1

The needfor Maintenance Committees

RegularMaintenance

PreventiveMaintenance
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Maintenar~ceCommitt~es

The RegionalOfficer hasprobablytold your
communityaboutthe needto form Maintenance
Committees.Theyareanessentialpartof your
project.

Your MaintenanceCommitteeshouldbeformedAT
THE BEGINNING ofyour project.

Have you formedthe MaintenanceCommitteefor
your main projectbuildings?:

Write herethenamesandpositionsof the members:

Role of th4 Maintenanc~e Comniittee

Maintena~”~requiresmoneyfor materialsand
peopleto do thework.

TheCommitteemustbe responsiblefor

C> the collection ofmoneytowardsa maintenance

fund

C> persuadingthe communityto contributea

small annuallevy

C> educatingthe communityin how to look after
the buildingseffectively

C> organisingthe community

C> ensuringthat maintenancework is done.

Whentheprojectis completedyou will haveuseful
tools andperhapssomematerialsleft over. They
belongto the communityandshouldbeusedfor
maintenance.

I
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Formationof MaintenanceCommittees

TransfertheStoresRecordsto a nominatedmember
ofthe MaintenanceCommitteeandmaintainstores
recordsfor maintenance.

Types of Maintenance

1) Long-term PlannedMaintenanceand

2) RegularPreventiveMaintenance

Long-term Planned Maintenance

This meansdoing thejobs on a building pj~rr

which will needdoingsimply because
time passesandbuildings age. Follow a long-term

planned
Thebuilding(s)you arerehabilitating maintenance
and/orconstructingwill not last without scheduleto make
maintenance, large-scale

rehabilitationwork
a thing ofthe past.

Work to be doneon a PlannedBasis
C> Repainting every4 -5 yearsto protectwood

(e.g. fascia)andmetal (e.gdoorframes)from
rot, rust, anddecay.

I> Thoroughinspectionandoverhaulof roofs and
doorsevery3-4years.

C> Thoroughinspection,cleaningandrepairofall

drains,sewersand plumbingevery 5 years.

C> Thoroughinspectionfor termitedamageevery

yearandapplicationof antpoisonwhere
necessary

Regular Preventive Maintenance

Preventive maintenance means

C> repairingminor damageimmediately,beforeit

becomesa majorproblem

It involves

C> ensuringthateveryonewho entersthebuilding
to useit hasa certainattitude towards
making it look good
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C> looking aftera building so that it will need

fewer repairsin the future

Attitude

The CommitteemustEDUCATE peopleto

C> seehow a building shouldbe andthenhow to
keepit looking beautiful

C> changeattitudes

C> know how theymakea building dirty: putting

dirty handson walls; leaningagainstwalls etc.

C> understandthe consequencesof negligence.

Thebuildings shouldbe inspectedon a regularbasis
andthe Committeemust

C> draw up a scheduleofwork

C> organisegroupsto do certainjobs eachweek,
otherjobs on a lessregularbasis

C> give eachgroupits own definedtasks

C> makesurethat theydo thework

C> call on the wholecommunityto do something

aboutthe backsliders.
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Formation of MaintenanceCommittees

Below are listed someof the tasksthe groupscanbe
given andalsosomeof thethingswhich the
Committeemustwatchfor in maintainingits
buildings.

Preventive Maintenance Tasks

BUILDINGS:

Washdirty marks on glosspaint.

Encourageeveryoneto standup straight!:

Do not let peopleleanagainstwalls; theymake
thepaint dirty.

4 Do not let people - especiallychildren - put
theirhandson thewalls.

5 Do not let peoplewrite on thewalls.

6 Do NOT sweepthegroundaway from the
outsidewalls becausethis couldallow water to
damagethefoundationsduringthe Rains.

7 Collectandremoveall litter to a pit andburn
regularly.

8 Cleanout drainsandditchesbeforetheRainy
Season.

GeneralCleanliness

1
2 Clean windows.

3

161



I
ProjectImplementationManual

9 Slashall tall grass
andmakefire breaks
aroundthe buildings
in May.

10 Plant treesaswind I
breaksbut not within
5 metresof walls. Do
riot cut downtrees
unlessabsolutely
necessary.

11 Wipe down any
termitesoil tunnels
assoonastheyare I
seenand apply ant
poison.

I
Walls

1 If thereare anysmallholesin the
plaster,makeup a small amountof
cementfiller. Fill up the holesbefore
theygetbigger. I

H~T
Mix sand:cement
@1:1 and
moisten with
waterandwhite

~woodglue@ 1~1.

2 Do not allow peopleto leantheir
bicyclesagainstthe walls - themetal
partsmakeholes. I

3 Placefurniture awayfrom thewalls
sothat it cannotscrapeand scratch
the paint.

4 Do not hammernails into plaster.
Usenoticeboards. I

5 Wherethereis dampon an outside
wall, checkthe plaster,mortarjoints
and the roof for leaks.Repairwhere
necessary.

162 1
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Formationof MaintenanceCommittees

5 Agreea policy on glass
panes. Whathappens
whenonegetsbroken?
Who pays? If a child
breaksa panein a
school, doesthe child or
his parentsautomatically
haveto replaceit?

6 Checkthecondition of
putty periodically. If it
hasdried out and
cracked,replaceit.

Doors andWindows

1 Do not slamdoorsor
windows:it damagesthe
locksandbreakstheglass
panes.

2 Checklocks and hingesfor
missingscrewsandreplace;
oil locksandhinges
regularly.

3 Nail a pieceof flat metal 15
cmswide on to thebottom
of flush doorsto protect
them from ratsandmice
which may eatthrough
them.

4 Makesurethat the window
stayis usedif thewindow is
left open.Checkthat the
sta,, screwis secure.If
thereis no stay,do not leave
thewindow openon windy
days.
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Timber

1 Wheretimberis eatenby termites,cut out the
section,renewwith treatedtimber and treat
the sourceof termites.

Roof

1 Do not storecropson an asbestosroof.

2 Do not throw stoneson roofs - theycrack
asbestos;they scratchiron sheetsanddamage
the zinc coating.rThis allows the mark to rust
and eventuallyform a hole.

3 Tracedamppatcheson ceilings assoonasthey
appear.Find thehole in theroofand paint with
pitch / bitumenpaint mixed with cement.

4 Cut downlargebrancheswhich overhangthe
roof. Theycouldbreakin strongwindsand
damagethe roof.

TOILETS

Water borne toilets

1 Educateusersso that theydo NOT

C> squator standon pan

C> put things into the panwhich will block
the drain

C> usewithout waterbeing available.

I
I
I
I
I
I
I
1
1
I
I
I
I
I
I
I
1
I
1
I
I
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Pit Latrines

1 Makesurethat thegroundslopesawayfrom
the slab sothat no erosiontakesplaceover
orcloseto the pit.

2 Do not permit urination againstthewalls.

3 Keep the squathole covered.

4 Keepthe concreteslabclean.

5 Flushat leastonebucketof waterinto thepit
eachweek.

6 Checkthe level of pit contentsevery6 months.

Water

Educateuserssothat

1 whereordinarytapsare fitted, theydo not force
themopenfully or closedtoo tightly.

2 they closethe tap - especiallywhenthereis no
water.

Wells

1 Cover wells.

2 Greaseanymovingparts (e.g.wherethe shaft
turns) regularly.

3 Checkchainlinks regularly.

4 Preventanimalsfrom approachingor children
from playing nearby.

5 Do not allow waterto standandbecome
stagnant.

6 Slashgrassaroundwells.

ifiNT

Fit self-closing
tapswherever
possible.

PIT LT(~
RULESk~pcoNca,ET~SLA.B

CLE~i1
Cl4~c~T~L~JE1.°~
PIT Co)~MT~E~IEI~1
~I-4ONT1~

FLuSH 4TLg#c1’ I
8uck~EroP~U*’r&rV
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7 Ensurethat wells areusedonly for drawing
water;provideanotherplacefor washingpots,
clothes,small children.

8 Provide
adequate
drainage
aroundthe I
well.

9 Keep the
water
channelfree
from litter,
leaves,etc.

1
1
I
I

Solar Light I
1 Keepthe batteryelectrolyteat the correct level.

2 Add only distilled water. I
3 Keep the terminals clean, tight and greased

with Vaseline.

4 Replaceblown tubes.

5 Cleanall wires andtighten connectionsannually. I

______________ I
I
I
I
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Educate the community on

C> mattersof hygienerelatingto water

C> water-borne diseases

C> how to minimisehealthhazards.

Arrange for someonefrom thelocal DHI’s office to give
a talk to the communityon health and hygiene.

Key Point
* Everyproject musthavea Maintenance

Committee.
* Repairany damageearly. It will savemoney

later.
* Educatethe communityto look aftertheir

buildings and facilities.
* It is YOUR responsibilityto keepthem in good

condition.



Completion

Completion

The End of the Project

The CompletionCertificate

Congratulations!
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When is t~eProject c!mplete

Projectcompletionmeansthat:

C> all targetsarephysicallyfinished

C> the final justification of fundshasbeen
acceptedby MPU assatisfactory

TheRegional Officer will himselfinspectthe project
and makesurethat all your targetshavebeen
physicallycompleted.

In Lusakathe Justifications Officer will verify that

C> your final Justificationis satisfactory

C> you havejustified 100%of all thefunds you
havereceived

MPU Lusakawill preparea CompletionCertificate
andsendit to the RegionalOfficer.

He will copy it andobtain thesignaturesof all the
relevantinstitutions.

You will receiveyour own fully signedcopy

It is proof that you have fulfilled the
Financing Agreement which you signed.
Your contractualobligation to MPU is over.

Copiesarealsosentto the

C> Provincial Line Department

C> District Line Department

C> District Council

C> Provincial Planning Unit

C> MPU Headquarters

168
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Completion

A Finished Project a Building in Use

If the project was a school or a Health Centre, the
building may behandedoverofficially to the
relevantMinistry for

I> staffing and

C> the provision of regular essential supplies (e.g.

drugs)

BUT, evenwhenthebuilding hasbeenhandedover
to the Ministry for thosepurposes,it still belongsto
you, the Community.

You havebuilt it.

Now you will useit.

You must maintain it.

Be proudof yourachievement.

CONGRATULATIONS!
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COMPLETION
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SeeFunding
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DISPUTES
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EXCHANGE RATE
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FINANCIAL REPORT

FOREMAN

FUNDING
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HEADMEN
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JUSTIFICATION

JUSTIFICATIONSOFFICER

LABOUR
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Buildings
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13, 82

18, 35, 46, 68, 71, 86
114
120 - 121
116
110
110
113

79

116

23

23, 150
34

See alsoVol.2
160
161
161
158
163
160
165
159
159
17.6
17.8
161-166
17.6
166
162
17.7
17.7
17.5

173



Project ImplementationManual

18, 32, 49, 12, 68, 86, 10.2
137
137 - 139
135 - 136
123, 124

14, 100, 112

11,13 1
13

15

121 1
103

106 1
21, 68, 72, 73, 75 - 78, 80, 82, 107,130 1
15
112
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People
Project
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Theftof
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OFFICIALS
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PROJECT- IMPLEMENTATION
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PURCHASING
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RECEIPTS
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REINFORCEMENT

REPORTS
Financial
Needfor
Physical Progress
Supervisor

RESPONSIBILITY
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ROOFINGSHEETS

RULES

SCHEDULES

SECRETARY

SECURITY

Watchmen

SELF-HELP
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SHOPPING
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STEERINGCOMMITFEE

STORAGE
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SUPERVISOR
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SUSPICION

136

48, 50, 66, 74, 80 -82, 146
144
48, 50, 144-146
147

18, 28-29

111, 119

136

SeeProcedures

18, 86, 102, 127

42, 55, 76

134

135
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102
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56, 57, 103

154, 156

135
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138
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137
50, 137
140
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147
9, 12, 103, 110-111,115
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TARGET
Staggering
Implementation Work Programme

TASKS

TAX EXEMPTION

THEFT

TIMBER

TOOLS
Care of
Controlof
Ratesfor
Record

TRADE CERTIFICATE

TRANSPORT
Co-ordination
Costs of
Hire
Paidby MPU
Planning

TELEGRAPHICTRANSFER

TRAVELLERS CHEQUES

TREASURER
Cash
Cashbook
Receipts
Report
Role

WATCHMEN

Paymentof

WITHDRAWAL VOUCHER

WOMEN

WORKERS

WORK PROGRAMME
Purpose of
Momtoring

ZILINDI

I

1
I

I

18, 19. 20, 7.15, 95,
97
18

46

104

123, 134, 152

136

115, 1:35, 137, 141, 13.5
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141-142
117
142
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18, 68, 73, 87
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58, 62
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66, 79
67 - 68, 72 - 75
75 - 78
80-83, 146
42,55, 66, 79,
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40, 43,
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