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Foreword

This guide is written for planners and their colleagues in Districts and Municipalities. It leads the reader through the planning cycle step by step and provides a coherent framework for planning in Higher Local Governments. To this end the Guide has attempted to order the phases in the planning cycle to provide a logical sequence that streamlines and simplifies the process. The Guide includes explanatory boxes and appendices that explain some issues in more detail. 

Higher Local Governments face a multiplicity of demands on their time during the planning process. For example they are required to:

· Mentor LLGs

· Produce a Budget Framework Paper

· Produce a District / Municipal Development Plan

· Incorporate cross cutting issues into their plans 

· Apply sector guidelines in their planning

· Take account of physical planning in their development plans

Yet they are also responsible for implementing their own priorities and strategies. This Guide helps them by introducing four main innovations.

Firstly, the planning process is streamlined and integrated. The existing manuals for each individual part of the process (for example the Budget Framework Paper) still apply, but this guide integrates them together into one process.

Secondly, a methodology is introduced to allow the planning process to be costed and fully budgeted for as part of the budget allocation for the Finance and Planning department.

Thirdly, the Guide introduces a methodology that enables the HLG to develop a strategic approach to further its own objectives whilst fulfilling its statutory obligations.

Finally cross cutting issues are dealt with up front, at the beginning of the plan document, thus enabling evaluators and others to quickly identify what the HLG is doing in these specific fields.
Abbreviations / Acronyms

	BFP
	Budget Framework Paper

	CBG
	Capacity Building Grant

	CG
	Conditional Grant

	DDP
	District Development Plan

	DTB
	Development Transfer Budget

	DTS
	Development Transfer System

	E.G.
	Equalisation Grant

	FDS
	Fiscal Decentralisation Strategy

	FY
	Financial Year

	HLG
	Higher Local Government (LC IV – Municipality and LC V – District)

	IDA
	International Development Association

	IDP
	Internally Displaced Persons

	IGG
	Inspector General of Government

	IPF
	Indicative Planning Framework

	LC II
	Local Council Two (Parish/Ward)

	LC III
	Local Council Three (Sub-county/Town Council/Division)

	LC IV
	Local Council Four (County, Municipality)

	LC V
	Local Council Five (District)

	LDG
	Local Development Grant

	LG
	Local Government

	LGA
	Local Government Act (1997)

	LGBC
	Local Government Budget Committee

	LGBFP
	Local Government Budget Framework Paper

	LGDP
	Local Government Development Programme

	LGFAR
	Local Government Financial and Accountability Regulations (1998)

	LGFC
	Local Government Finance Commission

	LGROC
	Local Government Releases and Operations Committee

	LLG
	Lower Local Government  (LC III)

	LM
	Line Ministry

	MDP
	Municipal Development Plan

	MFPED
	Ministry of Finance Planning and Economic Development

	MOLG
	Ministry of Local Government

	MOPS
	Ministry of Public Service

	MTEF
	Medium Term Expenditure Framework

	NAADS
	National Agriculture Advisory Services

	PAC
	Public Accounts Committee

	PAF
	Poverty Action Fund 

	PEST
	Political, Economic, Social and Technological

	PDP
	Parish Development Plan

	PEAP
	Poverty Eradication Action Plan 

	PMU
	Programme Management Unit

	PWD
	People with Disabilities

	RTB
	Recurrent Transfer Budget

	RTS
	Recurrent Transfer System

	SDU
	Strengthening Decentralisation in Uganda (USAID Project)

	TC
	Town Clerk

	UCG
	Unconditional Grant


definition of key terms used in the guide

	Growth Centres
	Growth centres are urban areas that have grown up along side major roads and other attractions such as factories and centres of employment. They were originally small villages but they have now expended greatly. Growth centres may have large populations, but they have not been granted the status of towns and they do not have urban governance structures in place. At the same time they lack many of the normal facilities found in older more established urban centres and they have often developed in an unplanned and haphazard way.

	Physical Planning
	Physical planning is sometimes called land use planning. It means the planning of how land should be used. Which areas should be residential, which areas should be for agriculture and where the roads should go. Physical planners use zoning on maps to achieve their aims. If an area is zoned (or coloured in on a map) for a particular use then it cannot be used for other uses. For example one should not build a house on land zoned as public open space.

	Poverty Pockets
	Poverty pockets are small areas of relative poverty that exist amongst a general population with higher family incomes. They can be found in rural or urban areas. Poverty pockets can have many causes. A common cause is access to land – for whatever reason a small group may only have access to the poorest agricultural land or may be living in very rough accommodation in marginal urban land. There are often specific reasons for these poverty pockets and Higher Local Governments can aim to eradicate them over the medium to long term.

	Strategic Objectives
	Strategic objectives are long-term aims or goals that HLG will hope to attain over a period of 5 to 10 years. The eradication of all poverty pockets could be considered a strategic objective. Annual plans and budgets should be organised so that they are in accordance with the strategic objectives and the activities they contain will help to achieve the strategic objectives. However it is recognised that strategic objectives will require several years of individual activities, often by different departments, before they can be achieved

	Strategic Planning 
	Strategic planning is the process of planning in order to achieve strategic objectives. It involves trying to link everyday actions to the long term objectives. It also involves trying to take into account the institutional environment of the HLG, instead of just planning for what it will do, strategic planning involves the HLG planning how to influence others to achieve its strategic objectives. 

	Urban Planning
	Urban planning is physical planning in urban areas. It involves designing towns and growth centres so that there is space for all the urban facilities to be provided in a planned and organised way. The centres of the older urban centres are an example of the results of urban planning.
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Introduction – How to use this Guide 

The Guide is a friendly partner for District and Municipal local governments, which leads them through the annual planning cycle. The objective of the Guide is to provide help and advice at every stage of this cycle, in an accessible and useful format.

The HLG planning process requires the application of various different guidelines at different stages in the cycle.
 This Guide does not substitute these approved documents. Instead it offers an overall framework for the planning cycle that attempts to reconcile the multiple tasks that the HLGs face including: 

· Mentoring LLGs

· Formulating the Budget Framework Paper

· Consolidating the District / Municipal Development Plan

· Incorporating cross cutting issues into their planning 

· Applying sector guidelines in their planning

· Including physical planning issues in their development plans

The Guide leads the HLG through these processes and provides a methodology that allows them to implement their own priorities and strategies whilst following their legal obligations to the central authorities and to the lower local governments. This includes a method for budgeting and financing the planning process and it includes strengthening the linkages between the Budget Framework Paper and the Plan.  By following the Guide HLGs will be able to impose a strategic purpose or common theme to their actions and reduce the tendency to follow short term uncoordinated activities or simply divide discretionary resources equally between competing interests. To this end the Guide illustrates some concepts in strategic planning for local governments and introduces a method that can be used to translate HLG strategy into concrete action. The rolling nature of the three-year HLG plan is also enhanced because the strategy provides a logical and chronological sequence to the HLG project portfolio. 

The planning process is streamlined and divided up into four phases: 

· Situational Analysis (July – September)

· Strategic Planning (September – October)

· Formulating the Budget Framework Paper (October – January) 

· Consolidating the District / Municipal Development Plan (January  - February)

The strategic planning and the revision of the Situational Analysis come at the beginning of the planning cycle (in September and October) instead of during the writing up of the DDP / MDP towards the end. This streamlines the process and means that the inputs required for most of the DDP / MDP will be in place by the time the planning cycle reaches the last phase. This should provide time for more reflection, editing, and better quality plans. It will also ensure integration with the BFP, which becomes an input into the plan itself. Perhaps the biggest advantage is that it reduces planning fatigue by shortening the planning cycle and allowing more time for HLGs to concentrate on plan implementation.

The overall structure of the DDP / MDP is adapted from previous guidelines. The Guide maintains this structure whilst introducing greater detail about what should be included in each section of the plan. Cross cutting issues are dealt with up front, at the beginning of the plan document, thus enabling evaluators and others to quickly identify what the HLG is doing in this area without having to look in detail through the sector chapters.

The structure of the Guide separates the “What to do” from the “How to do it”. Care has been taken to include a sequence of Phases, Steps and Activities that encapsulate the planning process. In addition to the main text, the Guide includes ‘boxes’ and appendices with special text that explains some of the issues in more detail. Tables, such as the example below, provide useful summaries and reference points. They also allow for easy updating of the manual because they include key dates and other information that can be amended without altering the text. 

Table 1. Summary of Phases in the planning process

	Phase
	Name
	Dates
	Number of steps
	Number of Activities

	Phase 1
	Situational Analysis
	July - September
	3
	11

	Phase 2
	Strategic Planning
	September - October
	2
	5

	Phase 3
	Formulating the Budget Framework Paper
	October - January
	3
	9

	Phase 4
	Consolidating the DDP / MDP
	January - June
	3
	8

	Total
	
	
	11
	33


As shown in the above table, the planning cycle is broken down into four Phases, starting in July each year. Each Phase contains a small number of Steps. Each Step is further broken down into Activities. This method breaks down the planning cycle into small chunks and helps Higher Local Governments navigate their way through it. 

The Activities are the smallest units of the planning cycle and are specific actions to be carried out by specific people. Steps and Activities have measurable outputs that are described in this Guide. As well as helping the Higher Local Governments measure their progress this will also help central government bodies monitor and compare the performance of local governments. A further advantage of this approach is that it allows the HLG to produce a costed workplan in which each Activity is budgeted for. This enables the planning process to be included as a budget line in the annual HLG expenditure estimates.

In order to apply this method some ongoing responsibilities of HLGs have been broken down into their constituent parts. For example, it is a HLG responsibility to mentor lower local governments. Rather than treat this as a general ongoing arrangement, the Guide divides it into specific mentoring activities that can therefore be costed and financed. 

Each Activity produces an Output, which is used for three things. 

· Firstly, some outputs form chapters or sections of the DDP / MDP. The plan is therefore compiled gradually throughout the year, thus saving time and effort in the final phase. 

· Secondly, others are used as information sources for the plan or the Budget Framework Paper, whilst these outputs do not form chapters themselves; they provide reference material for those writing the plan. 

· Thirdly, some outputs are inputs for other Activities, this emphasises the importance of following the correct sequence because a second Activity cannot be commenced without the output of a first Activity. 

Care has been taken to ensure that all outputs in this guide are absolutely necessary; therefore HLGs should avoid the temptation to skip an Activity and move on to another one. Some Activities involve care, attention to detail and wider understanding. For these cases the Guide contains Boxes and Appendices, separate from the main text, that explain in more depth the best practices necessary in order to perform the Activity well.

The Guide contains appendices, including an outline structure for a HLG development plan and templates for local governments to use in following the planning cycle. The formats for these templates are based on existing approved guidelines, however in future they may be amended in accordance with ongoing programmes. Likewise, the National Planning Authority may eventually produce standard methodologies that relate to district and municipal planning. This Guide will be amended to incorporate any changes that eventually occur.

Prior to looking at each of the steps in turn, this introduction to the guide concludes by looking in more detail at the specific role of the planning cycle in the context of Higher Local Governments. 

The planning cycle means those Activities that take place during a Financial Year with the objective of deciding what will be done with resources during the following Financial Year. At any one time HLG may be engaged in three processes. They are reviewing the Activities of the previous Financial Year. They are reviewing the Activities of the previous and current financial years.

Whilst the planning cycle is continuous and never ending, local governments sometimes consider that it ends with the approval of the plan and the budget, which must be done by 15 June each year. This Guide takes its starting point as the period immediately following the HLG approval of its plan. This is when the planning cycle starts again in preparation for the following financial year.

Recognition of the difficulties that HLGs find in influencing their development through the planning cycle has inspired the production of this Guide, which will not introduce complicated new procedures and methodologies but instead will provide helpful and useful tools, based on the existing planning cycle, with the objective of helping HLGs determine their own development through the planning cycle.

HLGs and LLGs have different roles in the planning process and they operate in different dimensions. LLGs are closer to the population and deal with issues and services that have an impact over a localised area. On the other hand HLGs need to take into account a strategic and territorial dimension to their work. They balance the requirements of communities over a wider area and handle programmes and service delivery with recurrent budget implications. HLG planning is therefore not the same as LLG planning. As an aid to the HLG planning process this Guide will attempt to introduce procedures and methods appropriate to the strategic and territorial nature of their work. 

To this end the Guide will incorporate in one volume the whole planning process. However it will not copy all of the multiplicity of different regulations and manuals used in different steps. Instead it will refer to these other instruments where necessary and will provide a simple pathway that will navigate the stages of the annual planning cycle. The Guide refers to procedures specified in: 

· Harmonised Participatory Planning Guide for Lower Local Governments

· The Local Governments Financial and Accounting Regulations

· Ministry of Local Government operational manual for LGs

· Fiscal Decentralisation Strategy guidelines

Other guidelines and instruments, for example sector guidelines and cross cutting guides such as the MOLG environmental checklist for local governments and the following training manuals:

· The planning training module for HLGs and LLGs

· The general appraisal guidelines (training module) for HLGs and LLGs

· The production sector guidelines

· The environment and natural resource management training module for HLGs and LLGs

· The M&E training module for HLGs and LLGs

These training modules were produced by Ministry of Local Government

However planning is more than just set of procedures covered in manuals. It is also an art requiring balance and vision – as we shall explain below.

[image: image2.wmf]
The Chinese symbol of Yin and Yan represents balance. Harmony is achieved when positives and negatives are balanced. Planning is a compromise between positives and negatives. It involves balancing what the HLG would like to do with what it is actually able to do with the resources at its disposal. 

However planning should not just be about giving all interest groups a slice of the cake. Nor is it about acting as referee whilst interest groups fight each other for slices of the cake. 

[image: image3.wmf]
Instead planning is an art. It is about the HLG applying itself creatively to and operating in its environment to influence and shape what others do and to carry out its own actions in relation to what the others are doing. In this way a successful HLG can leverage its limited resources to the maximum effect. 

This involves the application of strategic principles and this Guide will help the HLG apply this approach to its planning cycle. It also involves clear political leadership and a coalition between the Chair and the CAO / TC in driving through the HLG strategy. Local government is about government and seeking to influence change. It is not just about managing service delivery in a mechanical or routine fashion. Yet local governments often feel that they lack the tools and resources to behave as agents of change. This Guide will attempt to provide them with some tools to help them do this. HLGs are invited to study the methodology provided in Appendix 2 and attempt to fully apply it to the planning cycle through the use of this Guide. It is anticipated that this approach will provoke welcome engagement of politicians such as local councillors in the planning process because it will bring to the fore and make explicit the real choices involved in following a District Development Strategy.

Phase 1 Situational Analysis (July to September)

The first Phase of the planning cycle is the Situational analysis that runs from July to September. The main objectives of this Phase are to inform the LLGs of the results of the previous financial year’s planning cycle and to update the situation analysis ready for the new planning cycle. There are three Steps to this Phase, which are summarised in the table below.

Table 2. Steps in phase 1 of planning cycle

	Step
	How long should it take
	Deadline
	Number of Activities
	Output

	Step 1.1

Preparation for the Planning Cycle
	No more than one week
	End July
	4
	Report on planning process requirements

	Step 1.2

Feedback to Lower Local Governments
	Four weeks
	By end of July
	2
	Report from Lessons Learnt meeting

	Step 1.3

Revision of Situational Analysis
	Eight weeks
	End of September
	4
	Approved Situational Analysis of DDP / MDP (Chapter 1 of plan)


The Guide will now go through the steps one by one

Step 1.1 Preparation for the Planning Cycle

This Step involves ensuring that everything is ready for the new planning cycle. This includes a full preparation of the TPC that will implement the cycle. Including an assessment of their readiness for the coming planning cycle. This Step has two Activities:

Activity 1.1.1 Review of previous Financial Year planning process. The TPC should conduct a desk review of the previous year’s planning process to identify skill and capacity gaps and problems encountered with the planning methodology and the guidelines that have been issued. The planning process should be reviewed according the PEST framework; that considers Political, Economic, Social and Technological issues. In addition the capacity assessment should include analysis of the constraints to mainstreaming cross cutting issues. This should produce a capacity needs assessment for the TPC. 

Activity 1.1.2 Linkages with other LGs. Some HLG policies and interventions require a concerted effort with other Local Governments. This may be the case where Districts and Municipalities plan or finance joint interventions. This Activity involves reviewing the successes and problems relating to these joint interventions and proposing how to move forward in the coming planning cycle.

Activity 1.1.3 Monitoring and Evaluation. This activity involves reviewing HLG performance against its targets during the previous financial year. Most sectors will be carrying out this exercise as part of their internal planning procedures. The TPC should gather together these reviews and each sector should report to the TPC on their performance during the previous financial year, what they hope to improve on during the current financial year and issues relevant for the coming financial year and its plan. It is suggested that the LFA approach is applied to this activity. The documentation of this process forms part of Chapter 4 of the MDP / DDP.

Activity 1.1.4 Preparatory Workshop. Conduct a short workshop of no more than one day to discuss the capacity and process problems from the previous years planning process and identify ways to fix them or improve things in the coming year. The Planner should organise the workshop according to the outline in Box 1. 

These Activities are summarised in the table below

Table 3. Activities for Step 1.1 – Review of previous financial year’s planning process

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 1.1.1

Prepare Capacity Needs  Assessment for planning cycle
	Sector heads
	CAO / TC
	Mid July
	Capacity needs assessment 

	Activity 1.1.2

Review areas of coordination and linkage with other LGs 
	TPC 
	CAO/TC
	Mid July
	Report on issues requiring coordination

	Activity 1.1.3

Monitoring and Evaluation
	TPC
	CAO/TC
	Mid July
	Report on performance targets

	Activity 1.1.4

Preparatory Workshop
	TPC under supervision of planner
	CAO / TC
	Mid July
	Report on planning  previous financial year’s planning process  and requirements  for current financial year


This completes the first Step of the planning cycle.

Step 1.2 Feedback to Lower Local Governments

The HLG should accompany the LLG activities detailed in the Harmonised Participatory Planning Guide for Lower Local Governments. In this Phase the mentoring involves informing the LLGs of the results the previous financial year’s planning cycle and preparing them for the current financial year’s cycle. This Step has two Activities:

Activity 1.2.1 Communication guidelines. Set time for planning meetings and ensure information on HLG and LLG Indicative Planning Figures and approved projects is adequately posted on notice boards (as specified in the Assessment Manual on Minimum Conditions and Performance Measures for Local Government). The HLG should inspect notice boards at all levels of the LLG and discuss more imaginative ways to publicise the planning process and the resources available through it. 

Activity 1.2.2 Feedback to LLGs to inform them which of their proposals have been included in the DDP / MDP for the current financial year (Y0), which will be considered for the coming financial year (Y1) this year or in the future and which are ruled out by the HLG. Care to should be taken to apply the principles in Box 2 during this feedback. Conduct a “lessons learnt” meeting at HLG HQ following these feedback meetings. The outline of the lessons learnt meeting is in Box 1.

These Activities are summarised in Table 4 below

Table 4. Activities for Step 1.2 – Feedback to Lower Local Governments

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 1.2.1

Review previous years communication with LLGs and prepare for current year contact with LLGs 
	TPC
	CAO / TC
	Mid July
	Status report on communication with LLGs

	Activity 1.2.2

Feed back to LLGs and Lessons Learnt meeting with TPC
	TPC
	CAO / TC
	End July
	Report from Lessons Learnt meeting


This completes the description of activities in Step 1.2

Step 1.3 Situational Analysis

The final Step in this phase is the Situational Analysis. In most cases a HLG will already have one in place and this Step will simply involve updating it. However there may be cases in which the Situational Analysis is so out of date that it needs to be done all over again. This Step has four Activities, which are listed below.

Activity 1.3.1 Collect and compile data from the sources mentioned in Box 3 and update Chapter 1.1 of the DDP / MDP according to the template in APPENDIX 1. The TPC should think about what information is of a positive nature and what information relates to constraints on development. 

Activity 1.3.2 Conduct analysis on cross cutting issues – Poverty, Gender, Environment and HIV AIDS (as recommended in the LGDP assessment manual) see Box 4 and the cross cutting issues guidelines listed in Box 3. Conduct an appreciation of the physical planning issues as shown in Box 7. This information should follow the heading structure of the respective issue as outlined in APPENDIX 1 

Activity 1.3.3 Physical planning. Analyse the physical planning issues facing the HLG, including the development of growth centres, environment issues relating to conservation, and coordination with other authorities such as Town Councils / Municipalities / Districts and national parks. Changes to the previous Situational Analysis and challenges to be dealt with during the planning cycle should be noted. 

Activity 1.3.4 Conduct overall SWOT analysis according to the methodology in Box 6 and then draft Chapter 1.4 of the MDP / DDP according to the template in APPENDIX 1. The SWOT analysis must be an overall analysis and not disaggregated by department. Information from Activities 1.1.3, 1.3.1, 1.3.2 and 1.3.3 in addition to the LLG information obtained during activity 1.2.2 are inputs here. Box 5 contains useful information about PEST analysis and Livelihood analysis. These are useful exercises to carry out before the SWOT analysis because their outputs are very useful as inputs to the SWOT. In many cases the HLG will be able to use the livelihood analyses carried out at LLG level – aggregating these where necessary to get a picture of the HLG as a whole.

Activity 1.3.5 Compile outputs from the above activities and produce updated Chapter 1 (apart from section 1.6) of the DDP / MDP according to template in APPENDIX 1. TPC discusses and amends the draft before forwarding to Executive Committee for approval. 

These Activities are outlined in Table 5 below

Table 5. Activities for Step 1.3 – Conducting the Situation Analysis

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 1.3.1

Collect secondary data and conduct surveys 
	TPC
	CAO / TC
	Early August
	Update HLG Situational Analysis data

	Activity 1.3.2

Analyse cross cutting issues 
	TPC 
	CAO / TC 
	Early August
	Analytical reports on cross cutting issues 

	Activity 1.3.3 Analyse physical planning issues in Situational Analysis 
	TPC
	CAO / TC
	Early August
	List of physical planning issues to be addressed 

	Activity 1.3.4

Follow SWOT analysis (see Box 6)
	TPC
	Executive Committee 
	Mid August
	Completed SWOT analysis

	Activity 1.3.5

Review and approval of draft Situational Analysis
	TPC
	Executive Committee
	End August 
	Approved Situational Analysis of DDP / MDP (Chapter 1 of Plan)


This completes the first phase of the planning cycle.

	Box 1 Preparatory Meetings

Activity 1.1.1

Discuss problems in previous financial year’s planning cycle – was it adequately funded? Were the BFP and the Plan properly harmonised? What were the procedural, methodological and capacity problems that were encountered? Where physical planning issues properly incorporated? Where cross cutting issues dealt with? What were the relations with other LGs (both other HLGs and the LLGs)? Are there any other issues that should be considered?

The planner should prepare a short report on the capacity problems encountered during the previous financial year’s cycle and the possible remedies for the current  year’s planning process including additional training if necessary.

Activity 1.1.2 

Discuss the above report in a preparatory workshop with TPC members and produce proposals for the current financial year’s planning activities

Check the budget allocation for the forthcoming planning cycle by going over the Costed Workplan (from the previous financial year’s cycle Y-1) and checking at against the  budget line for the planning process in for the current financial year (Y0). Is the planning cycle for Y0 adequately funded? If not the TPC should consider what measures are necessary to ensure that all the Activities in this Guide are financed. 

Activity 1.2.1 and 1.2.2 

With regard to the LLGs the HLG should: 

- Give feedback to LLGs to inform them which of their proposals have been included in the DDP / MDP, which will be considered in the current financial year or in coming financial years and which are ruled out by the HLG. 

- Inform LLGs of HLG / National projects relevant to LLG area

- Discuss HLG development strategy with them

- Advise on the reduction of participation fatigue – i.e. tell the community what is included in the rolling plan for coming financial years. 

- Following the visits to the LLGs the TPC should

- List the proposals from LLGs that were not included in the current plan. These should form the basis for the current financial year’s prioritisation.

- Identify any specific LLG problem – for example “poverty pockets” or special capacity, political, social, or institutional problems.

- Analyse how, from the HLG point of view, the LLGs are contributing the achieving HLG strategic objectives.

- Minute recommendations for action during the current financial year’s planning cycle

- The results from these TPC meetings should be considered during activities 1.3.1 and 1.3.2 

	Box 2 Working with Lower Local Governments

Whilst dealing with Lower Local Government the members of HLG teams should ensure that they are applying a mentoring approach and not a management or inspectorate approach. This box outlines a few tips for adopting a mentoring approach and explains how this approach can benefit the HLG itself.

Tips for adopting a mentoring approach

HLG staff should make sure that they attempt to see the issues from the point of view of the LLG. Mentoring is about giving advice and saying ‘this is what I would do if I was in your shoes’ 

HLG staff should try to demystify practices at the higher levels and help the LLGs understand exactly what happens at these levels and how it affects the plans and budgets of the lower levels.

HLG staff should study and support the LLGs in implementing the Harmonised Participatory Planning Guide for Lower Local Governments. This guide contains useful information about the planning process at the LLG level.

HLG staff should look out for any technical problems that the LLG might have and see how they could be resolved by HLG help. This could involve human capacity problems or other issues such as difficulties in producing or reproducing the documentation required by the planning process.

Activities carried out by the LLG or promoted by the LLG may be supportive of the HLG development strategy or may focus on different areas. Nevertheless the HLG and the LLG serve the same population and the same local economy, therefore, whilst respecting the autonomy of the LLG, the HLG should work with it to link their activities and strategies as much as possible in order to achieve Synergy, which means combining forces and efforts with others rather than working against the current. 

In addition, the HLG should use the visits to the LLG as an opportunity to acquire information and feedback for their own objectives. In particular this means gathering together elements that might be useful for updating the HLG situational analysis or that might influence the thinking behind the HLG development strategy. 

However it would be counterproductive for the HLG staff to try to tell the LLG what to do. Indeed this would run contrary to the whole principle and structure of the decentralisation process. Instead it would be far more productive to engage the LLG in active debates and discussion about strategic development issues and to try to convince LLG staff of more effective ways of looking at their territory, particularly by placing it in the wider context of the HLG and the country as a whole.




	Box 3 Sources of data and information for the planning cycle

	Issue
	Information source
	Responsibility centre

	Background socio-economic data about the LG
	Uganda Bureau of Statistics (Population Census report, projections, household surveys)

Development plans for previous three financial years  plans (some of this  basic information may not change e.g. location and size of the LG
	Planning Unit

	Sector Specific data
	Line Ministries

Reports on department specific surveys
	Heads of departments

	Qualitative data on specific target groups
	NGOs/CBOs

Survey reports from various sources 
	Heads of departments Planner

	Cross-cutting issues
	Survey reports

District Environmental Action Plan

Gender Budgeting Guidelines

Reports from Statutory bodies e.g. NEMA, UAC, UPPAP 

Line ministry policies and guidelines for the cross cutting issue, including:

Environment - District State of Environment Report, District Environment Profile, NFA.
	TPC

	Guidelines on planning and budgeting process including IPFs
	MFPED 

MOLG 

Line ministries
	Planner, Heads of departments

	Priorities and plans of other stakeholders
	NGOs/CBOs

LLGs
	TPC

	Achievements and challenges in implementation of previous plan
	Previous plan

Progress reports

Monitoring reports
	TPC



	Budget performance and key priorities of the LG
	BFP
	TPC, Council and other stakeholders 

	Knowledge and skills in carrying out specific tasks in the planning process
	Boxes in the Planning Guide

Standardised training materials on development planning for HLGs 
	TPC

	Box 4 How to prepare the Cross Cutting Issues analysis

	The Cross Cutting Issues analysis relates to the four cross cutting issues of Gender, Environment, Poverty and HIV AIDS. For each of the cross cutting issues an analysis should be completed as illustrated in the Table below. It should be remembered that the cross cutting issues section of the DDP / MDP (Chapter 1.2) is in draft form until the final approval of the Plan at the end of the planning cycle. Therefore information recorded at an early stage can be amended later on.

	Section of DDP / MDP chapter
	Information for DDP / MDP
	Note

	1.2.1 Gender
	
	

	Performance of gender indicators
	Include the principle gender indicators and evaluate their performance of the previous three years
	

	Threats to improved gender equity
	What are the potential and actual problems that are holding back progress? Are there any negative trends that should be observed.
	

	Potential for improving gender equity
	Include areas where the TPC believes there is potential for improving gender equity, including participation, access and benefit from economic activity. This section includes tendencies and patterns that show improvements in this area and can include a brief prognosis of the future.
	

	Actions taken to date
	A brief summary of actions, by all departments and LLGs, that have improved gender equity in previous financial years including the plan currently being executed (FY 0)
	

	Actions in the plan for the coming financial year (Y1) plan
	This section should be left blank until Phase 4 of the planning cycle, it will include actions, from all departments, proposed for the coming financial year’s workplan.
	


	Section of DDP/ MDP chapter
	Information for DDP / MDP
	Note

	1.2.2 Environment
	
	

	Performance of indicators measuring environmental  issues
	Include the principle environmental indicators to be used by the HLG and evaluate their performance during the previous three years
	These will vary from HLG to HLG, for example a municipality will be more concerned with indicators affecting the urban environment and a rural district will choose indicators appropriate to its environmental features.

	Threats to Environment
	What are the potential and actual problems that are holding back progress? Are there any negative trends that should be observed?
	

	Potential for improving Sustainable Environment and Natural Resources Productivity
	Include areas where the TPC believes there is potential for improving the sustainable management and productivity of natural resources, This can include the revision of or production of a District Environmental Action Plan (DEAP)
	

	Actions taken to date
	A brief summary of actions, by all departments and LLGs, that have improved the productive and sustainable management of natural resources including the plan currently being executed (FY 0)
	

	Actions in the plan for the coming financial year (Y1) plan
	This section should be left blank until Phase 4 of the planning cycle, it will include actions, from all departments, proposed for the coming financial year’s workplan.
	


	Section of DDP / MDP chapter
	Information for DDP / MDP
	Note

	1.2.3 Poverty
	
	

	Performance of poverty indicators
	Include the principle poverty indicators and evaluate their performance of the previous three years
	

	Threats to livelihoods that could increase poverty incidence
	What are the potential and actual problems that are increasing poverty incidence? Are there any negative trends that should be observed? Are there any poverty pockets that need to be analysed and addressed?
	

	Potential for reducing poverty
	Include areas where the TPC believes there is potential for reducing poverty incidence. This section includes tendencies and patterns that show improvements in this area and can include a brief prognosis of the future.
	

	Actions taken to date
	A brief summary of actions, by all departments and LLGs, that have reduced poverty in previous financial years including the plan currently being executed (FY 0)
	

	Actions in the plan for the coming financial year (Y1) plan
	This section should be left blank until Phase 4 of the planning cycle, it will include actions, from all departments, proposed for the coming financial year’s workplan.
	


	Section of DDP / MDP chapter
	Information for DDP / MDP
	Note

	1.2.4 HIV AIDS
	
	

	Indicators on the prevalence of HIV AIDS
	Evaluate the progress on HIV AIDS treatment and prevention over the previous three years
	

	Factors that increase the risk of HIV AIDS incidence
	What are the potential and actual problems that may increase the spread of HIV AIDS? Are there any negative trends that should be observed?
	

	Potential for reducing risk of HIV AIDS
	Include areas where the TPC believes there is potential for reducing risk of HIV AIDS or of providing care to those affected directly or indirectly by HIV AIDS. 
	

	Actions taken to date
	A brief summary of actions, by all departments and LLGs, in the area of HIV AIDS. in previous financial years including the plan currently being executed (FY 0)
	

	Actions in the plan for the coming financial year (Y1) plan
	This section should be left blank until Phase 4 of the planning cycle, it will include actions, from all departments, proposed for the coming financial year’s workplan.
	


	Box 5 PEST and Livelihood Analysis

	PEST Analysis This should be conducted prior to the SWOT analysis. It helps to clarify the issues that will be addressed by the SWOT analysis and helps to get the TPC to think about the development environment facing the HLG. The PEST analysis on the other hand concentrates solely on the external environment and focuses on Political, Economic, Social and Technological issues. These are described below;

Political factors include government regulations and legal issues and define both formal regulations and ‘informal’ rules under which the HLG operates. The informal rules might include the personal and political relationships between the HLG and other institutions. They also include the political situation in the country as a whole and within the HLG area.

Economic factors are those that relate to the HLG economy. These could be national issues that have an effect on the local economy such as policy on subsidies for agricultural production. They could also be local economic issues such as a particular crop problem or the performance local employers.

Social factors include the demographic and cultural aspects of the HLG environment. This means looking at public health, education enrolment rates, community issues, lifestyle habits and customs and issues such as gender and poverty pockets. Under this category the HLG will look in depth at these areas.  

Technological factors relate to the technologies that impact on the three factors above. These technologies include the farming and agricultural methods used within the HLG and the technologies applied to small businesses and to manufacturing and to services such as water distribution. Also included are communications within the HLG such as the internet, 

	Livelihood Analysis This should also be carried out prior to the SWOT analysis. The Livelihood Analysis involves thinking about the different social groups that form the population of the HLG and looking at the processes that are behind their livelihoods. This recognises that families may have complex livelihood strategies, and that these strategies may vary from place to place within the HLG. In many cases the HLG will be able to use the livelihood analyses carried out by the LLGs. This is useful because livelihoods vary between locations within the HLG. Looking at the various livelihood analyses from the different LLGs will enable the HLG to develop a full picture of the dynamic of development within the HLG.

 As a development tool, livelihood analysis offers an intensive method of capturing the "story" of how villagers survive. This will vary from village to village and even from family to family. However patterns will emerge. It may be that in growth centers household income from agriculture is supplemented by income from the commercial sector in the growth centre itself.  In summary, livelihood analysis looks at food access, labour supply, land use and inter-household relationships. 

The methodology for livelihood analysis involves semi structured interviews with a sample of individuals. Gender considerations should be taken into account during this process: It is often the case that men and women have different information and even different interpretations of what the family livelihood strategy is.

The objective of this exercise will be to build up a picture of the livelihood strategies of the HLG population. A full livelihood baseline provides rich detail on local economies, in a quantified form and helps planners select those activities (and sectors) which best strengthen HLG aims.
Physical Planning the TPC should attempt to map the results of the PEST and Livelihood Analysis and identify geographical disparities between different areas. This will help the HLG address physical planning concerns in its strategy by linking its policies to land use planning.



	Box 6 How to do the SWOT analysis

	Once the TPC has completed Activity 1.3.1 and Activity 1.3.2 they should meet for a detailed working session in order to carry out the SWOT analysis of the HLG Development Situation. It is recommended that this session takes place over a period of several hours, it may be possible for the HLG to arrange for moderators to help them organise the session.

SWOT stands for Strengths, Weaknesses, Opportunities and Threats. This process that has the objective of locating the HLG within its social, physical and institutional environment. This means identifying all the external features that have an impact on the HLG and its behaviour. Essentially the process consists of filling in the grid illustrated below. The TPC should do this on the basis of its appreciation of the draft sections of the Plan already compiled and other information available to it.

There are three stages to a SWOT analysis. Firstly the Planner (or the individual chosen to moderate the session) should distribute cards to each participant and ask them to write down what they think are the Strengths and Weaknesses of the HLG and its situation. They can include any issue that is referred to in the draft Plan, ranging from internal issues of HLG governance to the economic and social issues covered in the DDP / MDP. However the focus should not be department by department but should be on an overview of the HLG and the issues it faces. For example it might be useful to consider territorial and thematic divisions rather than departmental ones. For example is the North of the HLG better developed than the south? Is the HLG doing quite well economically but lacking in public services, or is the other way round. In this way the SWOT can group the strengths and weaknesses by themes, such as “economy”, “service delivery”, “geographical area. (e.g. a growth centre, or a specific agricultural area” Each participant should write down their thoughts on the card and the Planner or Moderator should collect them and spread them out or stick them on the wall, taking care to group together the cards with similar strengths or weaknesses. The group should then discuss these results and come up with a summary of the main strengths and weaknesses, entering them in the respective boxes in the matrix below. 



	STRENGTHS 

On the basis of the information available what are the strong points of the HLG and its territory. What are the motors for its development? This can also include a consideration of particular geographical part of the HLG.
	 WEAKNESSES

What are the weak points of the HLG in terms of its capacity and its development? What are the areas that need to be looked and improved in order for the HLG to “catch up”?

	OPPORTUNITIES

What are the opportunities that could reinforce the development of these strengths? Or that could overcome the weaknesses? What needs to be done to take advantage of these opportunities?
	THREATS

What are the factors that might prevent the HLG from overcoming its weaknesses or developing its strengths? What are the big threats to the HLG that could compound its problems and make them even worse?


	The second stage to the SWOT analysis involves a discussion of the opportunities that  could improve the situation and an identification of threats that could damage the situation identified in the previous stage. This involves once again distributing cards to participants for them to identify opportunities on one card and threats on another. The moderator should then gather the cards together and _once again group the opportunities and threats in the respective boxes in the matrix illustrated above.

The final stage of the SWOT analysis involves the participants discussing what measures can be taken to remove the threats and enhance the opportunities. The TPC should ensure that these measures are included in the HLG strategy.

Once this exercise has been completed a first time, and linked with a development strategy, the exercise for the following financial years will involve checking that the assumptions of the SWOT are still valid. It will not be necessary to start again from scratch each year.

The TPC might find it convenient to break up into groups to discuss and then to come together and look at the results from each group. The work will force the TPC to think about the overall priorities and issues and not just the immediate concerns of each department.

At the end of the this exercise the TPC should update the Plan on the basis of the insights acquired during the SWOT.




	Box 7 How to incorporate physical planning for Municipalities and Districts

	Municipalities face specific challenges in linking together their structure plans and their development plans. This box illustrates some of the practices they should employ to achieve this linkage. 

Firstly municipalities should ensure compatibility between their Structure Plans and their MDPs. A simple way of doing this is to include a spatial dimension to their MDP strategy. This involves two main steps. Firstly the Municipality should refer to APPENDIX 2 and review the Strategic Priorities, Critical Path and Strategic Options. They should then follow the strategic planning methodology but break down the Municipality into Divisions and neighbourhoods, for example identifying what is Essential and what is Important for each Division, and what would be the sequence in which these issues should be tackled. This involves coordination with the Structure Plan and with the respective LLGs. In essence, the Municipality should then use the Strategic Planning methodology to bring about a harmonisation between the MDP and the Structure Plan.

Secondly, municipalities should organise the Strategy (also referred to in APPENDIX 2) by Division. Each year they should review the issues in each Division in which they will be Proactive and ensure that these are the same issues addressed as priorities in the Structure Plan. In this way the MDP and the Structure Plan should progressively align themselves year by year. The Municipality should not support any proposal or project (even below the line project) that runs counter to the structure plan.

However this is a two way process. At the same time the Municipality should ensure that its structure plan reflects reality and should consider how the structure plan could be amended in order to better reflect the emerging urban realities and the vision of the Municipality.

These physical planning issues and the linkages with the MDP should be explicitly outlined in Chapter 1.3 of the MDP as outlined in APPENDIX 1 

	Districts also face problems in incorporating physical planning issues. In general they should follow the general approach outlined for the Municipalities and attempt to include a spatial dimension to their strategy. However they face three sets of circumstances.

Firstly, in cases where Town Councils exist they should seek to encourage the Town Council to adhere to its Structure Plan, or to develop one if it has not already done so. One instrument for this is to use the HLG Budget Call guidelines (See Activity 3.2.2) to specify that the District will not contribute to any project from a LLG that does not respect the Structure Plan in place.

Secondly, within Districts there are “growth centres” without Structure Plans in place. For these areas the District should aim to be more Proactive. It will be necessary to mentor the respective LLGs regarding the ordered development of such centres. As above the Budget Call is a mechanism for this, however the district may additionally attempt to sponsor urbanisation plans for the growth centres, in conjunction with other authorities. Even without urbanisation plans in place the District should attempt to anticipate the development of grown centres and influence their ordered expansion. 

Thirdly, some districts contain national parks, conservation areas and other special areas. In these cases the district should ensure that its plan and strategy reinforce the protection and development of these areas. This can be done at three levels. The overall development strategy should take into account the requirements of the special area. The HLG Strategy brief should actively translate this into annual activities and the HLG Budget Call should be proactively used to further these objectives.




	Physical planning and land use zoning
In all cases the TPC should actively consider physical planning issues as it carries out the Activities of the planning cycle. Physical planning issues and the linkages with the DDP should be explicitly outlined in Chapter 1.3, as outlined in APPENDIX 1 One way of doing this is by linking the development plan to the urban planning guidelines and in particular to the detailed layouts in neighbourhood urban plans. These plans may be produced by the Division, by the Municipality, by the Town Council or by physical planners in Districts – who prepare urban plans for growth centres. There are three linkages that can be made.

Firstly the TPC should look at the land uses proposed in the urban plan. Are these compatible with the HLG strategy? How do they relate to the issues identified in the SWOT. For example, it is common for growth centres to develop retail and commercial land use alongside major roads creating access problems for the residential areas behind and leaving little room for other uses that might be required along the roadside. On the other hand schools should not be located along major roads but should be set back – to ensure the safety of the children.  

Secondly, when funding projects the HLG should check these urban planning issues. For example it should not approve or fund any activity which is not located in the correct land use zone according to the urban plan.

Thirdly, The HLG should use the results from the SWOT exercise and the other strategic planning exercises to anticipate developments instead of just following them. This means working out how urban centres are likely to grow and ensuring that urban plans are in place before the growth occurs. These should be linked to the projects proposed in the development strategy. For example if it is anticipated that a particular area will grow then an urban plan should be prepared. This plan should include adequate space for public buildings, public spaces and services such as water and electricity. The development strategy of the HLG should therefore include policies to ensure that its plan reflects these urban planning issues – for example the location of a health centre in the plot reserved for it according to the urban plan. 




Phase 2 Strategic Planning (September to October)

This is a short Phase –but one that is crucial to the HLG planning cycle. It reviews the overall long term HLG strategy and, more immediately, it defines the strategic objectives that the HLG will pursue during the implementation of the plan. The Phase contains two Steps: The first Step involves performance reviews of the previous financial year’s cycle; the second Step produces the strategy that will guide the HLG planning for the remainder of the planning cycle. 

These steps are summarised in the table below. 

Table 6. Steps in Phase 2 of planning cycle

	Step
	How long should it take
	Deadline
	Number of Activities
	Output

	Step 2.1

HLG Performance Assessment
	No more than three weeks
	End of September
	2
	Performance Assessment Matrix and Chapter 3 of DDP / MDP

	Step 2.2

Strategic Planning
	Four weeks
	End of October
	3
	Revised HLG Strategy (for Chapter 2 of DDP / MDP)


These Steps are summarised below

Step 2.1 Review of HLG performance

This Step involves two performance reviews, firstly a review of HLG performance against its own strategy (assuming it already has one) and secondly a review of department performance against their specific objectives. These Activities are detailed below: 

Activity 2.1.1 This Activity requires each department to produce a matrix outlining its performance against its local departmental targets and national sectoral targets. Box 8 shows how to do this. The matrix is produced on a three-year rolling basis and the previous financial  year’s matrix should provide the basis for the coming financial year.

Activity 2.1.2 This Activity requires an assessment matrix of HLG performance in following its strategy and moving towards its strategic objectives. This is a three-year rolling model as outlined in Box 8.  The objective of the activity is to prepare the ground for the production / review of the HLG strategy. The TPC should compile the results of these two Activities into chapter 3 of the MDP / DDP.

Table 7 below summarises these Activities.

Table 7. Activities for Step 2.1 – review of performance

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 2.1.1

Assess performance against department targets
	Sectors
	TPC
	Mid September
	Sector assessment matrix

	Activity 2.1.2

Assess HLG performance against strategy
	TPC
	CAO / TC
	Mid September
	HLG assessment matrix and Chapter 3 of DDP / MDP


On completion of this step the HLG should be in a position to move towards the formulation / review of its development strategy. 

Step 2.2 Strategic Planning

This is one of the most important Steps of the planning cycle. The HLG should define a development strategy or revise its strategy if it already has one. The Step uses the outputs from Phase 1 together with the outputs from the first Steps of Phase 2. The first Activity of the Step relates to continued mentoring of LLGs:

Activity 2.2.1 Conduct a mentoring exercise coaching LLGs for their activities during September and October as defined in the Harmonised Participatory Planning Guide for LLGs. This mentoring should be in accordance with the best practice guidelines for dealing with LLGs outlined in Box 2. HLG staff should analyse the participatory techniques applied by LLGs, with reference to the material in Box 9 and they should also apply the physical planning considerations outlined in Box 7
Activity 2.2.2 Develop the HLG Strategy. The process of producing a strategy is outlined in APPENDIX 2. The draft Chapters 1 and 3 of the DDP / MDP (already produced as outputs to Activities above) should be an input into this process. The TPC may choose to organise a moderated session in which councillors discuss the strategic issues resulting from the situational and the performance analysis..

Activity 2.2.3 Review and approve the HLG Strategy for the coming financial year. This Activity involves the HLG Council discussing, amending and approving a draft Chapter 2 of the DDP / MDP that includes the HLG Strategy (see format in APPENDIX 2. This should be a wide-ranging and inclusive discussion because the Strategy will guide the rest of the planning cycle.

Table 8. Activities for Step 2.2 – Strategic Planning

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 2.2.1

Support to LLGs planning process 
	TPC
	CAO / TC
	End of October
	Draft LLG situation analysis, visions and goals

	Activity 2.2.2

Review / Prepare HLG Strategy 
	TPC, Departments, CSOs

Standing Committees
	Executive Committee
	Mid October
	Draft Strategy 

	Activity 2.2.3

Presentation of HLG Strategy 
	Executive 
	Council
	End October
	Revised Strategy (For Chapter 2 of DDP / MDP)


This completes the second Phase of the planning cycle.

	Box 8 How to produce a performance assessment matrix

	The TPC should request each department to contribute their respective performance targets for this exercise. In the target column the department should indicate the targets from previous financial year’s plans (bearing in mind the PEAP targets and other national criteria as well). The targets are previous commitments and objectives from previous years plans. These could be national targets or targets that only relate to the HLG. For example the HLG might have committed itself to funding the construction of 5 schools per year. These are be the targets that would be assessed by this matrix. There may also be national targets (for example from the PEAP). These cases should be spelt out so that it is clear whether the table refers to targets determined at the level of the HLG or targets determined nationally.

The TPC should collate the department contributions and add a section of text that describes and analyses the overall situation of the HLG. The key to this should be an attempt to explain the trends evident in the table. Why is the HLG doing well or badly? 



	HLG Activity / Output
	Target
	Performance

	
	Y-2
	Y-1
	Y0
	Y-1
	Y-2
	Y0

	
	
	
	
	A
	%
	A
	%
	A
	%

	The department should list their activities or outputs in this column
	How many schools in plan for Y-2
	How many schools in plan for the previous year
	How many schools in plan for the current year
	amount
	% of

target
	
	
	
	

	e.g. School Construction
	20
	10
	10
	10
	50
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	The first two rows above contain examples of how to fill in the table

Note: Year 0 will be a provisional figure in which the department should calculate the annual outturn on the basis of progress so far. 

In compiling and analysis this matrix, the focus should be on the degree to which performance has met the targets and the reasons for this. One of the objectives of this exercise is to ensure that the HLGs are setting realistic targets rather than simply repeating targets that are unattainable. This output of this activity will feed into the HLG Strategy, in particular it will enable HLGs to identify the areas in which they should choose to be Proactive and the areas in which they should continue normally or even do the Minimum Necessary. See APPENDIX 2 for explanation of these terms. 

	Box 9 The participatory toolbox approach

	Often participatory techniques are only applied by LLGs when they want to identify projects for funding. This can lead to “participation fatigue” where people identify these exercises with project proposals that are never financed. Instead participatory techniques can and should be used to back up a wide range of local government activities including transmission of information and revenue mobilisation. Participation should not consist solely of project identification but should include an ongoing conversation between community and government. A conversation involves listening and speaking by both parts. Government is often accused of speaking and not listening but it is just as bad for government to listen and not speak.

This is seen as a year round process, and not something to be done only in the Project Identification steps of the LLG manual. 

In the Toolbox approach local government officials are introduced to a toolbox of techniques of analysis and information generation. The LLG technicians then decide on which to use and when, depending on relevance, time and cost. The techniques can be used at any time that LLGs need to work with the community. HLGs should discuss with LLGs how to best apply the toolbox approach and limit participation fatigue. One example would be to explain to communities that certain projects are in the pipeline, or that they cannot be financed for various reasons, this would limit the tendency for communities to continuously repeat the same proposals only to end up disappointed. Examples of the uses of participatory techniques are shown below. 

	Participatory technique
	Possible use and relevance

	Daily Routines (differentiates between gender roles)

This technique involves dividing the participants into two groups: Men and Women. Each group then provides details of their typical daily routine – from when the wake up until when they go to bed. The groups then come together to discuss the results and analyse the effect on their livelihood of changes to this routine. For example if women are spending a considerable amount of time each day collecting water then the provision of a bore hole may contribute positively to the local economy by freeing up time.
	Quantifies opportunity cost of water supply by measuring time taken by women to fetch water.

	Seasonal Calendar

This technique involves drawing up a calendar of annual agricultural and commercial activities. This identifies the moments during the year when the community is busy, for example the harvest months, and other moments when labour is spare and can be employed on activities such as road maintenance. It can also indicate when households receive cash income – this may be a good time to collect taxes.
	Identifying moments of liquidity to increase fiscal receipts or times of community disposition to participate in road maintenance


	Venn Diagram

This technique looks at the linkages between individuals and organisations. It can be applied in a community environment or equally well in an institutional environment where it looks at relationships between different departments. The Venn diagram requires the participants to draw a large circle that represents ‘us’ – (the community or the department under analysis). Following this the participants draw lines connecting to other circles which represent ‘them’ (the bodies or departments that they deal with). The size of the other circles and the length of the line represent respectively the importance and proximity of those other bodies. 
	Identifying key individuals and organisations for lobbying

	Transverse Profile

The Transverse Profile is a graphic representation of the village or urban environment. Participants are requested to go for a leisurely walk around the neighbourhood, noting carefully all they see – buildings, waste, agriculture, trees, roads, shops etc. Upon returning the participants represent this information in a graphic illustration – drawn along a straight line. This purposely does not give any geographical accuracy, but instead it helps to highlight the nature of the environment and acts as a stimulus to the debates and discussions that surround the use of the other instruments. 
	An exercise to encourage people to think laterally about potential for development  and become more observant about the problems they face

	Participatory Mapping

This is similar to the Transverse Profile outlined above. However unlike the profile it involves a graphical map of the area that shows the main, roads, natural features (e.g. rivers) and man made features such as buildings. The objective of this exercise is to represent on the map the main economic and social activities (e.g. areas of agricultural production) and use this to provoke a discussion into the bottlenecks that are holding back the development of the area and the potential that needs to be developed. Participatory mapping also helps develop an idea of the best sequence for development activities: What needs to be done first – what can be done second, building upon the first activity, etc.
	Defining bottlenecks impeding sale of agricultural surplus, defining which service roads to be maintained

	Problem Tree Analysis

This technique involves distributing cards to participants and asking them to write down the problems that they perceive they are facing. (This can be done at the level of a village, an urban area, or even the HLG as a whole). The cards are then collected and the moderator places them all in view by sticking them on the wall or writing them on a large piece of paper. The participants then analyse the various problems identified by looking for relations of cause and effect. For example a problem of “lack of resources” could be caused “lack of receipts”. In turn lack of receipts may be the effect of another policy or factor. In this way chains of cause and effect are built up that enable the identification of some of the central issues that are leading to the secondary problems.
	Identifying cause and effect relationships and identifying the central issue at stake


	Impact Analysis Matrix

This technique is best employed following the application of the some of the other approaches above and the livelihoods analysis referred to in Box 5. The technique involves dividing the participants into small groups that discuss the relative merits of each solution, in the light of the information obtained. For example the Daily Routines might identify the time spent fetching water by women and girls whilst another technique might identify low rates of female enrolment in education. The groups would discuss what would be the best option in these circumstances – the opening of a school or the construction of a bore hole. Each group would look at the impact of each option on the livelihoods identified.
	Measuring impact of different solutions to same problem, e.g. clean water vs. more medicine in relation to a health problem 

	Semi-Structured Interview

This technique can be employed during the application of all of the above and during other moments in the planning process, particularly when the HLG is dealing with other bodies such as during mentoring of LLGs. The Semi Structured interview is a discussion in which the interviewer has prior knowledge of the area to be covered and gently leads the interviewee in this direction, but without direct prompting. The interviewer should also be prepared to listen and take notes – always looking for linkages between the data being tested and the responses of the interviewer. For example, there may be a proposal to expand a service to either location A or location B. The data shows that the service would be more appropriate in location A. However following the semi structured interviews it transpires that no resident of location A expressed a desire for that service, whilst it always came up unprompted in discussions with people at location B. This conclusion may renew discussions about the quality of the data – and the best way forward.
	Eliciting valuable oral information from community members or others to test written data and assumptions


Phase 3 Formulating the Budget Framework Paper    (October to January)

The main output of this Phase is the Budget Framework Paper. This is a complex Phase of the planning cycle. Technical information on the preparation of the Budget Framework Paper is included in the Guidelines for Local Government Budget Process issued by central government. This Guide does not repeat all the information in the  official documents. Instead it will focus on what is important from the point of view of the HLG. In other words how the HLG can produce a Budget Framework Paper that reflects its own plan and vision. The three Steps to this Phase are summarised in the table below.

Table 9. Steps in Phase 3 of planning cycle

	Step
	How long should it take
	Deadline
	Number of Activities
	Output

	Step 3.1

Preparation for BFP process
	Two weeks
	Mid October
	2
	BFP Chapters 1, 2 and part of 3

	Step 3.2

Local Government Budget call
	Three weeks
	Mid November
	2
	Planning and Budgeting Guidelines disseminated

	Step 3.3

Project Appraisal
	Three weeks
	Mid December
	3
	Project proposals from LLGs and Sectors appraised

	Step 3.4

Compile Budget Framework paper
	Four weeks 
	End December
	2
	Approved Budget Framework Paper


A key issue for the HLG will be to establish a fully functioning Budget Desk as a Sub Committee of the TPC comprising senior officers from the CFO’s office, the Planner, the Population Officer, heads of departments and other members of the TPC seconded by the CAO / TC.

Step 3.1 Preparation for Budget Framework Paper

This Step has two Activities. It should be noted that the previous phase resulted in the drafting of the first three chapters of the DDP / MDP. These will be important inputs into the BPF process

Activity 3.1.1 Draft chapters one, two and the first part of chapter three of the Budget Framework Paper. This work is done by the budget desk and  involves compiling the following technical information:

· Chapter 1 of Budget Framework Paper contains a review of previous year’s revenue performance, medium term revenue projections, revenues from government and donor grants, local revenues,

· Chapter 2 of the Budget Framework Paper is a review of sector performance. It contains an overview of district/urban authority expenditures against budget, status of outcomes/objectives in the sector, overall sector department expenditure and output performance, output analysis, key achievements of the sector, major constraints, analysis of performance against workplan and conclusion.

· Chapter 3 (first part) of Budget Framework Paper details medium term objectives, priorities, outputs and expenditure allocations. This includes an overview of district/urban authority medium term allocations and overall LG analysis, 

Detailed instructions on how to draft this section of the Budget Framework Paper can be found in the Consolidated Local Government Budget Desk & Sector Budgeting Manual pages (17 -23). 

HLGs should make sure that the BFP and in particular its targets accurately reflects their Strategy (see APPENDIX 2). (Refer to the Budget Framework Paper guidelines for more detailed information on BFP format).

Activity 3.1.2  Attend regional Local Government Budget Framework Paper workshops. This Activity involves the members of the Budget Desk participating in the Regional Budget Framework Paper Workshops and obtaining the budget ceilings for recurrent and development grants and the relevant crosscutting and department policies.

These Activities are summarised in Table 11 below

Table 10. Activities for Step 3.1 – Preparation for BFP process

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 3.1.1

Draft chapters 1, 2 & 3 of BFP, applying HLG Strategy 
	Planner / Budget Desk
	TPC
	End October
	BFP chapters 1 and 2 and part of 3

	Activity 3.1.2

Attend Regional LGBFP workshops 
	Budget Desk
	TPC
	End October
	Receive budget ceilings and guidelines 


The next step is the HLG Budget Call.

Step 3.2 Local Government Budget Call

This Step involves the HLG distributing budget limits to the Sectors and the LLGs under its jurisdiction. The format for this is included as Annex 1 in the Consolidated Budget Desk and Sector Budgeting Manual. 

Activity 3.2.1 Prepare annual HLG planning and budgeting guidelines, ensuring that these fully reflect the Strategy (see APPENDIX 2). TPC should use this opportunity to apply the Strategy by using the flexibilities outlined in the Budget Framework Paper manuals – for example the inter sector discretion. This means that the HLG guidelines to departments and LLGs will indicate those favoured by the Strategy. 

Disseminate planning and budgeting guidelines. This Activity involves the transmission of the Budget Call to the LLGs and the departments. HLGs should perform this activity in a didactic way, using the principles in Box 2 to explain how the Budget Call reflects the HLG Strategy. LLGs should be encouraged to apply the techniques in Box 9 as they communicate the Budget Call to communities. 

Activity 3.2.2 These Activities are summarised in the table below

Table 11. Activities for Step 3.2 – Local government budget call

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 3.2.1

Draft planning and budgeting guidelines for Budget Call
	Planner / Budget Desk
	Executive Committee
	End October
	Planning and Budgeting Guidelines

	Activity 3.2.2

Disseminate Planning and Budgeting Guidelines
	Budget Desk
	CAO / TC
	Early November
	Guidelines disseminated


The next Step in this phase is the appraisal and selection of the project proposals from the Sectors and the LLGs.

Step 3.3 Project Appraisal

This Step contains three activities:

Activity 3.3.1 Sectors prepare input to BFP as described in the BFP guidelines. The Budget Desk should not just wait for the department input but should concentrate on trying to support the departments in preparing it and should ensure compatibility with the HLG Strategy. Council standing committees must review these inputs prior to their submission to the TPC.

Activity 3.3.2 Review and revise the Costed Workplan for the coming financial year’s planning cycle showing how the Phases, Steps and Activities in this Guide will be funded, and who will be responsible at each stage. APPENDIX 3 presents a format for this. It will also be useful to examine from which revenue sources the process may be financed. This information should be part of the budget submission of the Department of Finance and Planning and will ensure adequate financing of the coming financial year’s planning process.

Activity 3.3.3 Consolidate department and LLG inputs, appraise projects and Identify LLG issues with recurrent costs at HLG level. The HLG should check all projects and proposals against three sets of criteria. Firstly the LLGs proposals should be checked against the HLG guidelines and the HLG Strategy, secondly they should take into account the cross cutting issues in Box 4 and thirdly departments should check them against their own line ministry policies. 

These Steps are illustrated in the table below.

Table 12. Activities for Step 3.3 – Project Appraisal

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 3.3.1

Draft department inputs to BFP 
	Departments and standing committees 
	TPC
	End November
	Sector BFP inputs

	Activity 3.3.2

Revise Costed Workplan (see template in APPENDIX 3)
	TPC
	CAO / TC and Executive Committee
	End July
	Executive Committee approves Costed Workplan 

	Activity 3.3.3

Appraise and Consolidate inputs from departments and from LLGs 
	TPC / Budget Desk
	CAO / TC
	Mid December
	Draft Budget Framework Paper


The final Step is the compiling of the Budget Framework Paper itself.

Step 3.4 Compile Budget Framework Paper

This Step contains two Activities that are listed below:

Activity 3.4.1 Costing the proposals in the BFP against the estimated resource envelope (especially for Y1). This is an important exercise that results in a report submitted to the Executive Committee that enables the Budget Conference and later discussions to decide what to defer and what to put into the coming financial year (Y1). This also provides an opportunity to propose the percentage reallocations between sectors (under the FDS policy) in accordance with the HLG Strategy.

Activity 3.4.2  Planning / Budget Conference. HLG reviews BFP, prioritises department investments and decides on use of unallocated funds / reallocations. The HLG Strategy and the cross cutting Issues should be the key points of reference during this process. This Activity should be coordinated by the TPC involving as many stakeholders and opinion leaders as possible. Following the Budget Conference the final BFP is discussed by Sector Committees and the Executive Committee prior to approval – these discussions may take some time. It is the responsibility of the Executive Committee to approve the Budget Framework Paper

These Activities are outlined in Table 12 below

Table 13. Activities for Step 3.4 – Producing the Budget Framework Paper

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 3.4.1

Review and amend Budget Framework Paper 
	TPC 
	Executive
	End December
	Budget Framework Paper

	Activity 3.4.2

Planning  / Budget conference: Discussion and Approval of BFP by Executive Committee 
	TPC
	Firstly Stake-holders and  then Council
	End December
	Approved BFP


Note: It is recognised that the timing of the Regional Budget Conferences varies from year to year. In addition many LLGs may not have their project proposals (including those that incur HLG recurrent costs) ready by the end of December. Even if these proposals are available, departments may not have time to incorporate them into their BFP submissions. Therefore it is acknowledged that there may be some slippage in the timing of this Phase. 

This completes Phase 3 of the Planning Cycle

Phase 4 Consolidating the district / municipal development Plan  (January to February)

The main output of this Phase is the final revision of the DDP / MDP and the Budget. The Steps to this Phase are summarised below.

Table 14. Steps in phase 4 of planning cycle

	Step
	How long should it take
	Deadline
	Number of Activities
	Output

	Step 4.1 

Preparation of draft of DDP / MDP
	Four months
	Mid February
	4
	draft of DDP / MDP

	Step 4.2

Preparation of Summary Budget
	Four weeks
	Mid February
	2
	Chapter 4 of DDP / MDP

	Step 4.3

Approval of Plan 
	Two weeks
	End February
	2
	Approved DDP / MDP 


These Steps are described below

Step 4.1 Produce draft of DDP / MDP

This step has three Activities

Activity 4.1.1 Sectors draft their submissions for chapter 4 of the DDP / MDP according to the format APPENDIX 1. Sectors will base submissions on the HLG Strategy, the approved BFP and their inputs into it. 

Activity 4.1.2 Consolidation of department inputs for chapter 4 of DDP / MDP based on the department submissions. The TPC should check that the department submissions are in line with the HLG Strategy, the BFP and should integrate crosscutting issues. Proposals that do not conform with these criteria should be remitted to the departments with guidance for how to deal with the problem issue. 

Activity 4.1.3 Compile a full draft plan according the template in APPENDIX 1. Most of the elements to this draft will already have been produced as outputs to other activities, however they may require editing and revision to fit them into the plan format. In addition some sections, such as Chapter 1.5, will require initial drafting at this stage. 

Table 15. Activities for Step 4.1 – Producing draft of DDP / MDP

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 4.1.1

Prepare sector submissions for chapter 4 of DDP 
	Sectors
	TPC
	End January
	Sector inputs to chapter 4 submitted to TPC

	Activity 4.1.2

Consolidate department inputs into a draft chapter 4
	TPC
	CAO / TC
	Mid April
	Completed draft Chapter 4.2 of DDP / MDP

	Activity 4.1.3

Compile first draft of DDP / MDP
	TPC
	CAO / TC
	End April
	First draft of DDP / MDP


The next step relates to the budget preparations.

Step 4.2 Produce HLG Budget

This Step has two Activities:

Activity 4.2.1 Produce draft summary development budget for Chapter 4.1 of DDP / MDP on basis of BFP with detailed costs for the coming financial year Y1 and indicative costs for future years. The summary budget shows revenue and expenditure over a medium term basis and is annotated to describe relevant trends and links to the development strategy. See APPENDIX 1 for format. It is important to ensure the incorporation of the Costed Workplan (see APPENDIX 3) in the budget proposal.

Activity 4.2.2 TPC should check compatibility between BFP, HLG Strategy, Annual Estimates of Expenditure and Revenue, and draft DDP (including summary budget in chapter 2). For example the TPC should ensure that the figures in all four documents are compatible and consistent with each other – and that the expenditure reflects Strategic  priorities. As far as possible the figures in the documents should be the same. However this is not always possible because in practice the Ministry of Finance can change allocations during the course of the year. However any discrepancies in the figures should be clearly explained.

These Activities are summarised in the table below

Table 16. Activities for Step 4.2 – Review and amendment of draft plan

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 4.2.1

Consolidate department budgets  and produce draft Summary Budget
	Budget Desk
	TPC
	Late February
	Draft Summary Budget (Chapter 4.1 of DDP)

	Activity 4.2.2

Verify that budget proposals conform with BFP and Strategy 
	Budget Desk
	TPC
	Late February
	Budgets checked and amended


The next step completes the planning cycle.

Step 4.3 Approval and Submission of Plan and Budget

This step has three Activities.

Activity 4.3.1 Review and amend draft plan. During February the TPC should review draft plan and budget, checking that it is consistent with the BFP, the HLG Strategy and cross cutting issues. They should then submit the draft plan to the Executive Committee for similar review. 

Activity 4.3.2 Council should approve the plan and budget at the end of February by the latest. The approval of the plan and budget must be carried out separately on different days. Firstly the Council should discuss and approve the plan and after this it should move on to approve the budget – on a later date. Under law, the council must receive the budget by the 15th June, however the earlier it can be approved the better.. If approved with amendments the TPC should rapidly incorporate these and submit to Chair and CAO / TC for endorsement. The Council minute endorsing the approval should be explicit in the records. CAO / TC should write covering letter and forward copies to national bodies such as NPA, MoLG, MFPED, LGFC.

Activity 4.3.3 In April following LLG plan approval the HLG should amend  its DDP / MDP the LLG below the budget line investments that arise from the LLG plans. These are included in the respective section of the department chapters (Chapter 4).

These Activities are outlined in Table 18 below

Table 17. Activities for Step 4.3 – Approval of plan and budget

	Activity
	Who does it
	Who do they report to
	What is the deadline
	What is the output

	Activity 4.3.1

Review and amend draft DDP / MDP
	TPC and Executive Committee
	Council
	Late February
	Final draft plan

	Activity 4.3.2

Reading and approval of plan
	Council
	Citizens
	Late February
	Approved DDP / MDP

	Activity 4.3.3

Incorporate “below the line” LLG and CSO proposals  into  DDP / MDP
	TPC
	CAO / TC
	April
	Amended DDP / MDP


Box 10 Gender

This box illustrates how Gender issues should be mainstreamed
	Planning Step
	Gender component

	Step 1.1 – Review of last year’s planning process
	Assess TPC performance in gender mainstreaming and identify capacity gaps

Train planning teams on gender analysis and mainstreaming

	Step 1.2 – Feedback to LLG
	Mentor and train LLG in gender mainstreaming

	Step 1.3 – Producing the situation analysis
	Identify the gender problems and opportunities for human development and identify the main actors involved.  

	Step 2.1-Review of HLG performance
	Review output and budget performance in so far as it affects gender issues within the HLG 

Review activities implemented by each sector addressing gender issues.

Assess the extent to which gender issues were incorporated in the execution of investment projects and the day to day operation of the HLG. 

	Step 2.2 – Strategic Planning
	Identify interventions to address gender issues in the strategy 

Carry out gender impact assessment of each project (use guidelines from Ministry of Gender)

	Step 3.1 – Preparation for BFP paper
	Collect data on how gender issues affect revenue



	Step 3.2 – Local government budget call
	Disseminate gender analysis and mainstreaming guidelines

	Step 3.3 – Producing the Budget Framework Paper Planning and budget conference
	TPC ensures gender issues are mainstreamed in BFP

	Step 4.1 – Producing draft of DDP / MDP
	Sectors submit their gender plans to TPC 

Review all projects to establish whether gender issues have been adequately identified and included in the project design, 

	Step 4.2 – produce development budget
	Produce a draft gender budget – a short document that highlights expenditure on gender issues) 

	Step 4.3 – Approval of plan and budget
	Gender budget approval

	Step 4.4-implementation of plan 
	Allocate budgeted resources for gender activities

Implement gender related activities


Box 11 Environment

This box illustrates how environmental issues can be mainstreamed
	Planning Step
	Environmental component

	Step 1.1 – Review of last year’s planning process
	Assess TPC performance in environment mainstreaming and identify capacity gaps

Train planning teams on environmental analysis and mainstreaming

	Step 1.2 – Feedback to LLG
	Mentor and train LLG in environment mainstreaming

	Step 1.3 – Producing the situation analysis
	Identify the environmental problems and opportunities for human development and identify the main actors involved.  

	Step 2.1-Review of HLG performance
	Review output and budget performance for the environment and natural resources (ENR) sector

Review activities implemented by each sector addressing environmental management issues.

Assess the extent to which environmental management activities including mitigation measures for each investment/project were implemented.

	Step 2.2 – Strategic Planning
	Identify the important environmental functions and the problems related to their management, trends of the functions and how this affects achievement of LG goals.

Identify interventions to address environment problems enhance opportunities. 

Carry out environment and social impact assessment of each project (use environment checklist and use EIA guidelines from NEMA).  

	Step 3.1 – Preparation for BFP paper
	Collect data on ENR based revenue sources

(Forestry, land, fisheries, wetlands..) 

	Step 3.2 – Local government budget call
	Disseminate environment analysis and mainstreaming guidelines

	Step 3.3 – Producing the Budget Framework Paper Planning and budget conference
	ENR sector prepares input into the district BFP

	Step 4.1 – Producing draft of DDP / MDP
	ENR department prepare submission to Budget desk

Sectors submit their mitigation/environment plans to environment office

Review all projects to establish whether mitigation measures to address potential environmental impacts have been adequately identified and included in the project design, and confirm that the total budget of each project includes the cost of mitigation measures.

	Step 4.2 – produce development budget
	Produce a draft district environment budget (this includes ENR department and mitigation costs for projects under other sectors)

	Step 4.3 – Approval of plan and budget
	Environment  management plan and budget approved

	Step 4.4-implementation of plan 
	Allocate budgeted resources for environment activities

Use environment criteria in procurement process

Prepare environment monitoring plan

Implement environmental management activities


Box 12 HIV AIDS

This box illustrates how HIV AIDS issues can be mainstreamed
	Planning Step
	Environmental component

	Step 1.1 – Review of last year’s planning process
	Assess TPC performance in incorporating HIV AIDS in its thinking and identify capacity gaps

Train planning teams on HIV AIDS

	Step 1.2 – Feedback to LLG
	Mentor and train LLG in policies to deal with HIV AIDS

	Step 1.3 – Producing the situation analysis
	Identify the HIV AIDS related problems and opportunities for addressing them and identify the main actors.

	Step 2.1-Review of HLG performance
	Review output and budget performance in relation to HIV AIDS

Review activities implemented by each sector addressing HIV AIDS issues.

	Step 2.2 – Strategic Planning
	Identify the important issues for the future strategy that relate to HIV AIDS Identify interventions to address environment problems enhance opportunities. 

	Step 3.1 – Preparation for BFP paper
	Collect data on impact of HIV AIDS on revenue sources



	Step 3.2 – Local government budget call
	Disseminate guidelines for incorporating HIV AIDS in budget proposals

	Step 3.3 – Producing the Budget Framework Paper Planning and budget conference
	TPC includes HIV AIDS considerations into the BFP

	Step 4.1 – Producing draft of DDP / MDP
	Review all projects to establish whether HIV AIDS considerations are involved. 

	Step 4.2 – produce development budget
	Compiled details of expenditure that has an HIV AIDS dimension. 

	Step 4.4-implementation of plan 
	Allocate budgeted resources for HIV AIDS related activities




Box 13 Poverty
This box illustrates how poverty issues can be mainstreamed. 
	Planning Step
	Poverty component

	Step 1.1 – Review of last year’s planning process
	Assess TPC performance in analysing poverty issues and identify capacity gaps

Train planning teams on poverty analysis

	Step 1.2 – Feedback to LLG
	Mentor and train LLG in poverty analysis

	Step 1.3 – Producing the situation analysis
	Identify, which locations (sub-county) within the district most affected by the poverty issues (poverty pockets)

Identify the poverty related problems (such as poverty pockets) and identify the main actors involved. Determine the poverty levels within the district population (women, men, youth, children, PWDs and IDPs

	Step 2.1-Review of HLG performance
	Review activities implemented by each sector addressing poverty issues.

	Step 2.2 – Strategic Planning
	Identify the impact of poverty on the various development strategies proposed. 

	Step 3.1 – Preparation for BFP paper
	 

	Step 3.2 – Local government budget call
	Disseminate poverty analysis and mainstreaming guidelines

	Step 3.3 – Producing the Budget Framework Paper Planning and budget conference
	Sectors prepare input to BPF including poverty issues

	Step 4.1 – Producing draft of DDP / MDP
	Review all projects to establish whether poverty issues have been adequately identified and included in the project design,

	Step 4.2 – produce development budget
	Ensure that poverty is adequately covered in the budget.

	Step 4.4-implementation of plan 
	Allocate budgeted resources for activities that address poverty issues. 

Implement activities and assess their contribution to poverty eradication.


Appendices

APPENDIX 1. Format for the District / Municipal Development Plan

This format is based on the format outlined in the Second Local Government Development Programme - Operational Manual for LGs, May 2004. HLGs should consult this manual in addition to the format outlined here. However this appendix provides two additions to the operational manual. Firstly it specifies the source of the information for the plan including the specific Activity in the planning cycle. Secondly it incorporates the Strategic Planning methodology outlined in Appendix 2. This means that the development strategy becomes operational through the implementation of the plan. 

DISTRICT / MUNICIPAL COUNCIL DEVELOPMENT PLAN

Contents

Foreword, Acknowledgement and Abbreviations

List of Appendices and Annexes

Executive Summary

Chapter 1 Introduction and Situation Analysis

Chapter 2 Objectives and strategy

Chapter 3 Performance review 

Chapter 4 Development plan implementation

Executive Summary

This should include the following sections:

LG Vision

LG Overall Goal

LG Mission

LG Objective

LG Challenges

LG Overall strategy

Summary of projects – list by location (SC/TC and parish), capital budget, recurrent budget, source of funds.

Chapter 1 – Situational analysis

1.1 Introduction and Situational analysis

Include a brief introduction to the plan explaining what it will set out to do and then outline the process of plan preparation. No more than two pages.

1.2 Basic Facts

including maps of the HLG and location, topography, soils, hydrology, climate, vegetation, mineral resources, population, political and administrative structures. This section may not change much from year to year. See Activity 1.3.1
1.3 Cross Cutting Issues

A situation analysis of the cross cutting issues of Gender, Environment Poverty and, HIV AIDS, . This should include the overall challenge faced by the HLG for these areas as outlined in Activity 1.3.2 and the relevant boxes.

1.4 Physical Planning Issues

Include the Physical Planning issues as outlined in Activity 1.3.2 and Box 7.  

1.5 SWOT

Include the overall SWOT analysis from Activity 1.3.3. This section to devote at least a page each to the Strengths, Weaknesses, Opportunities and Threats and paint a clear picture of the overall state of the HLG. 

1.6 How plan was developed

Specify the process by which the plan was developed. Section should base itself on the implementation of the Costed Workplan and outline how each Step was carried out. This should be written last, prior to submission of the plan

1.7 Mentoring

The issues arising from mentoring LLGs, including those arising from  Activity 1.2.2 and Activity 2.2.1 should be included here

Chapter 2 – Objective and strategy of the plan

2.1 Objective and Strategy of the plan

The revised HLG Strategy should be included in this section – see  Activity 2.2.3
Chapter 3 – Performance review

This reviews performance from the previous financial year. The chapter is based on the outputs from Phase 2 of the planning cycle and also includes data from the Monitoring and Evaluation activities (see for example Activity 1.1.3
3.1 Budget out turn

A budgetary analysis - see Step 2.1 and LGDP II operational manual

3.2 Implementation of previous financial year’s Development Plans

Information from Activity 2.1.1 and Activity 2.1.2. 

3.3 Constraints faced in implementing plans by Sector

Personnel or capacity problems, Over-ambition, insecurity, drought, financial constraints – not remittance from centre etc. This information comes from Activity 2.1.1 and also. 

3.4 Lessons learnt

A summary of the outputs from Step 2.1 where relevant HLGs can include the lessons learnt from the LLGs covered in Step 1.2

Chapter 4 Development plan implementation 

4.1 Three Year district development budget

This section is based on the information from Step 4.2 the Costed Workplan (see APPENDIX 3) should also be included here.

4.2 Strategy per sector

Include here the output from each sector planning process - see Activity 4.1.2 (make sure that this is consistent with the projects in the BFP approved during Activity 3.4.2).

4.3 Monitoring and Evaluation of each sector activity . Include the indicators and activities that will be used to track progress in each sector. Note- this section deals with the M&E methodology - the results of the monitoring and evaluation for each sector are incorporated into chapter 3.)

Chapter 5 Annexes

5.1 – Investment profiles

5.2 – Detailed work plans

5.3 - Budget

APPENDIX 2.  Strategy 

This appendix outlines the basic principles of a HLG Development Strategy which comprises chapter 2 of the plan and sketches the process of developing the strategy. HLGs may wish to refer to other information on strategy development. 

The first point to make about a local government strategy is that it should be holistic. This means it should cover all the areas of local government activity and interest in an integrated way and not think of its strategy as being divided into departments, or areas of interest.

The second point to make about a HLG strategy is that it provides an opportunity for the HLG to decide what it wants, how it will influence its development over the long term. This has two implications. Firstly, it means that the HLG has its own development agenda which is must pursue in addition to implementing central government polices and mentoring LLGs. Secondly it means that this strategy becomes a focal point of the political agenda in the HLG; a development strategy cannot be a purely technical document but must represent a wider political intervention in HLG development.

The production of the strategy involves analysis of information, looking for long-term trends. It also involves meetings with civil society representatives and elected councils. Consultations between HLG and LLG institutions also form part of the strategy preparation process. The emphasis is on achieving a consensus. This process is neither about spending money nor about planning for the use of external funds alone. The aim is to achieve a synergy between HLG own resources, external funding and community efforts, including private sector. 

Bearing these points in mind, there are five dimensions to a development strategy.

(i) It is territorial in that it covers the whole territory of the HLG including outlying areas and it considers the actions of all agents within the district. This encourages the local government to think of the HLG as a territorial unit rather than a collection of disparate sectors and LLGs.

(ii) It is multisectoral and looks at themes rather than sector institutions and sector responsibilities. E.g. the theme of health involves education, water and agriculture as well as the health ministry itself. The plan develops these links.

(iii) It favours a local dialogue between the government and civil society. This dialogue starts at a local (horizontal) level and looks for local solutions first, before national ones.

(iv) It is strategic. The focus is on a long-term vision of a development scenario with thematic and    territorial priorities. By necessity this excludes some areas and includes others. The plan distinguishes between routine activities in all areas and those extra activities towards realising the vision. The plan is not about infrastructure projects or listing activities but about sequencing and co-ordinating the intervention of all agents around a strategic goal. 
(v) It is realistic. Nothing can appear in the strategy without a realistic explanation of how it will be achieved.

STEPS IN THE DEVELOPMENT OF A HLG STRATEGY

The remainder of this appendix will briefly go through the steps necessary for the production of a LG strategy.

1) Brainstorming 

Study the situation analysis and the information produced for Chapter 1 of the plan including the results of the SWOT exercise from Activity 1.3.3. Conduct a brainstorming exercise to identify the links, sequences and the causal relationships behind the development of the HLG. What is the motor that drives the local economy and society forward? What are the brakes that are holding it back. The participants can include both economic and social areas. Territorial and cross cutting issues should be explicitly included in this exercise and in its output – HLGs are encouraged to think geographically and thematically, (i.e. are there any parts of the district in which environment or poverty indicators are relatively better or worse? And why?). It may be useful to stick the results of this exercise on the wall so that the participants can keep them in mind for the subsequent sessions. This exercise should begin to produce a set of Strategic Objectives that represent the overall development goals of the HLG.

2) Strategic Priorities

The next step is to consider what are the key priorities and issues that need to be addressed in order to either further develop the strengths outlined in the SWOT analysis or to try to remove the weaknesses. These priorities can be divided into four categories that can be arrived at by answering the following questions.

What is Essential for development of the HLG? This is defined as something that the HLG cannot do without. Essential means essential. This are issues and priorities that go to the heart of the development of the HLG territory.

What is Important for the development of the HLG? This is defined as something that would help enormously, but which in absolutely necessary the HLG could do without, even though it would make things more difficult.

What is Nice To Have? This is defined as something that would be good and beneficial for the HLG and its development but which does not directly relate to either building on its strengths or removing its weaknesses.

What is Not Necessary for HLG development? This relates to things that are not in any way linked to the strengths, weaknesses, opportunities and threats previously defined. This category can be used for suggestions, or existing policies, that are rejected by the participants.

3) Critical path

Once the Strategic Priorities have been defined the HLG should move to the next step, which is to define the Critical Path for the implementation of the development strategy. This involves arranging the Strategic Priorities in a sequence that reflects the order in which they need to be addressed. The crucial thing here is to think long term and look for ways in which the Strategic Priorities can reinforce one another. For example, it may only be possible to reach certain goals or objectives once others have already been achieved. In this way the Strategic Priorities can be sequenced so that they build upon each other, first providing the foundations, then the walls and finally the roofing. This sequence is called the Critical Path because it relates to only those priorities that are Essential or Important as pre conditions for other priorities. The Critical Path should include those issues that are pre-conditions for the success of others.

4) Strategic Options

Taking into account the work so far, the HLG should then begin to think about what it can do to advance its strategy. This involves dividing its interventions into four areas. 

Proactive. These are areas of activity or interest where the HLG will devote extra energy and activity to get its way. This involves lobbying, working hard, and trying to really influence events and keep in control of the agenda rather than just following events. By its very nature the HLG can only be Proactive in two or three areas at the same time. Here it should choose the priorities that were identified as Essential and those that are next in the Critical Path. 

Normal. These are areas of activity where the HLG will perform its duties or get involved normally with the standard amount of effort and resources. This section might amount for a large part of HLG activity. It should  be related to activities that are important but not essential.

Minimum Necessary. Here the HLG should include those activities that it has an obligation to perform (perhaps some as part of central govt requirements) but that do not really contribute to its strategy. The idea is to devote the minimum amount of time and energy to these activities, whilst concentrating effort on where it will be Proactive.

Do Nothing. This activity is for those areas where the HLG should do nothing at all. There are two types of areas in which the HLG should do nothing. One is where the activity is important or essential but is already being carried out by others, for example a LLG or an NGO. The other type is where the HLG activity is irrelevant to the HLG strategy and that it should not waste time carrying it out. 

5) Strategic Interest Groups

The final step in developing the HLG strategy is to classify the interest groups, individuals and organisations (including other levels of government) that it works with. This involves dividing them into four groups.

A) Friends. These represent those actors who are favourable to the HLG strategy and who will help it carry out its Essential and Important tasks. The HLG should work closely with this group in the areas where it is being Proactive. 

B) Foes. These are those who, for one reason or another, are opposed to the HLG strategy or particular elements of it. The HLG should devise ways of diminishing their influence and maintaining a focus on the priority areas where it is being Proactive. 

C) Foreigners. This group represents those with whom the HLG has had little contact, but who could be mobilised in support of the strategy (either financially or politically). The HLG might want to consider being Proactive in order to win over some members of this group.

D) Fools. These are the actors who, whilst not opposed to the HLG strategy, tend to complicate things and absorb unnecessary time and energy. They could include other agencies external to the HLG area or those operating within it. As far as possible to HLG should attempt to apply the Strategic Options of Minimum Necessary or Do Nothing when dealing with this group. 

In conclusion, the strategy should be written up as a short document that has the following format. 

Firstly, an appreciation of the SWOT and the overall situation facing the HLG that gives a full background to the issues behind the strategy.

Secondly, an outline of where the HLG wants to get to and a description of this vision for the future. 

Thirdly, the Strategic Priorities for realising this vision and the sequence in which they should be met, these will be based on those issues considered Essential and Important but should deal with any previous priorities now classified as Nice To Have or Not Necessary
Fourthly, a discussion of the various ways in which the HLG could mobilise people and resources to further this strategy over the coming financial years. 

This chapter of the plan should be no more than 5 pages. The details of how to implement it each financial year are dealt with in the next section.

The exercise described in this previous section is detailed and requires a concentrated effort by the HLG when it is carried out for the first time. However in subsequent years the exercise should be relatively quick because it will only involve a review of the strategy and maybe an updating of it to incorporate any new circumstances. After a period of five years or so, the HLG may want to engage in a more fundamental appraisal of its development strategy – this will largely depend on success in carrying it out and significant changes to the principals and objective circumstances upon which the strategy was developed.

Once a strategy has been developed, the main challenge is in implementing it, this is something that will be addressed in the following section.

HOW TO LINK THE STRATEGY WITH THE REST OF THE PLAN


This second section of this appendix details the methodology for annual prioritisation on the basis of the strategy. This is an extremely important process because it allows the strategy to be translated into annual activities that are financed within the Budget Framework Paper resource envelope. Without a good Strategy the HLG would run the risk of not implementing its strategy because the activities in its Workplan would reflect other priorities. In other words the HLG Strategy s a crucial instrument for the move from Needs Based Planning to Vision Based Planning.

The Strateggy needs political approval. It cannot simply be a technical document drawn up by the TPC without discussion amongst stakeholders. Without this political leadership the sectors and others may not respect it and may continue to programme activities that do not contribute to the strategy. 

Nevertheless, the Strategy is drafted by the TPC according to the following procedure :

The HLG should analyse its strategy, noting the Essential and Important areas and also noting the Critical Path analysis. This will enable it to work out what should be targeted during the coming financial year (Y1). These will become the areas in which the HLG will be proactive. This might involve concluding activities already ongoing or beginning new activities. As far as possible, using the flexibility provided by the Fiscal Decentralisation Strategy, public expenditure should be directed towards these proactive areas. 

In passing, it is important to stress two points. Firstly, some proactive areas of activity might not involve large amounts of expenditure, but instead may require lobbying, or coordinating actions of others. Secondly, it is worthwhile remembering that it is not possible to be Proactive in more than a couple of areas at a time.

The HLG should then analyse the strategic interest groups for these proactive areas. Once this exercise has been completed the HLG should begin the completion of the strategy matrix illustrated below. This may require several attempts and the final matrix will require approval by the Executive Committee as outlined in Activity 2.2.3. This matrix is one of the most powerful instruments of in the planning process outlined in this Guide because it becomes the main criteria for orientating the Budget Framework Paper and the DDP / MDP priorities. Therefore it should be developed with care and attention, bearing in mind the HLG strategy. All activities and expenditure should be analysed through the Strategy.

Table showing strategy format for Y1 of plan
	Strategic Objective
	Strategic Choice
	Action for the current financial year

	This column should include the overall policy objectives of the HLG

Example: Develop the north of the district
	Proactive

Here the HLG should include the Essential and Important areas in which it will be proactive during the coming financial year and outline the strategic interest groups for this area and assess its position in the critical path. 

Example: Focus on the transport and communication links between the district capital and the northern region
	This column should include the actions to be taken during the coming financial year, the targets and the amount of resources budgeted. In many cases these may be carried out by different departments, though they all relate to an area in which the HLG is being proactive. 

Example: Complete 3 existing road contracts – use discretionary financing and FDS flexibility to ensure that this work is adequately financed

Negotiate with public transport providers about the possibility of opening new routes

Support LLGs in construction of new purpose built municipal markets in 4 northern settlements

Lobby for extension of cell phone network to at least one town in the Northern region

Disseminate strategy of focussing on the north – explaining why it will benefit the whole district

Carry out study on “poverty pockets” in northern region and propose actions for coming financial  years

	
	Normal

Here the HLG should outline the areas in with it will operate at normal capacity

Example: This would include most HLG activities
	

	
	Minimum effort

Example: support NGO projects in south of District 
	

	
	Do nothing

Example: Do not attend two conferences that District has been invited to
	


APPENDIX 3. Format for Costed Workplan

The HLG should ensure that the planning activities outlined in this guide are fully financed. This will require costing and budgeting for these activities. This means that the HLG should work out how much it would cost to implement each of the activities in the Guide. The total of these should be budgeted for under as “Planning Cycle Expenses” in the annual expenditure estimates of the Finance and Planning department. This exercise is carried out each year for the coming financial year. In other words it is carried out during year Y for year Y+1. In order to do this the HLG should calculate the cost of each activity using the table below. The columns should be filled in as follows: 

For the second column the Department of Finance and Planning should indicate the relevant budget codes under with the activities are classified. For example, if the activity includes transport costs – the relevant budget code will be included, the same for stationary etc. This column helps the HLG ensure that the planning cycle is fully included in the annual expenditure estimates.

The third column in the table can be used to enter the cost of the activity during the previous financial year (obviously this will not be possible the first time the table is compiled). 

The fourth column is used to register the estimate of the cost of the activity for the current financial year. Once the costed workplan has been in place for more than one year this column can be used to cross-check the previous financial year proposal with the actual costs encountered during the current financial year. For example, increased fuel costs may alter the amount necessary for activities that involve travel.

The fifth column should indicate the budgeted value for Y+1. This will be based on the value for the second column plus any projected increases in cost.

The remainder of the table should include rows for each of the activities included in this Guide. If there is no cost involved in carrying out the activity then a zero should be inserted into the budget column. In all cases it is recommended that the table include only the non wage recurrent costs that can be directly attributed to the planning cycle. It is not necessary, for example, to include the salary of the planner or the cost of electricity for lighting a room in which a planning meeting is taking place. However the cost of transport to a LLG in order to undertake planning activities and the cost of material (paper etc) used during those activities should be included.

	Activity
	Relevant budget codes 
	Y-1
	 Estimate Y
	Budget Y+1

	Activity 1.1.1
	
	
	
	

	Activity 1.1.2
	
	
	
	

	Insert all activities in this Guide
	
	
	
	


Note: If the activity includes expenditure for more than one budget code, then a row should be entered for each code. For example if expenditure requires the code for transport costs and the code for stationary. 

Appendix 4: Matrix for mainstreaming (integrating) Population and Development Factors into Development Plans.

	Plan Section
	Explanation
	Population and development Issues to look in the development Plan

	1. Situational Analysis
	Identification of needs, problems and priorities to be addressed by the plan. (Demographic analysis should be carried at this level).
	· Does the plan include specific information on the population e.g. size, distribution, age-sex composition, population by age groups, etc?

· Does the plan clearly specify the problem in terms of size and location of affected population, extent/magnitude of the problem affecting the target group and the indicators?

· Is there evidence that the key problem situation identified was based on up to date population and development data?

· Does the plan indicate the particular population category affected by the problem situation identified?

· What socio-economic and demographic issues have been identified to have contributed to the problem e.g. high levels of fertility, (large family size), high levels of mortality and morbidity, migration, low levels of income, poverty, etc?

· What proportion of the population and category of people is affected by the problem?

· Does the plan include specific information on major population activities and needs?

· Have there been previous attempts by LG to address the population problem?

	2.  Goals, objectives and Targets
	Determining what change the LG would like to make in the problem situation identified in (1) above.
	· Do the goals, objectives and target reflect the problems/issues affecting population, as identified in the situation analysis?

· Do the goals, objectives and targets address the specific problems and needs of the population by age groups, sex, and composition?

· Do the plan objectives and targets identify the target population by category as identified in the situation analysis? 

	3.  Plan strategies.
	These are methods of how to address the prioritized problems.  They are the means of achieving the goals and objectives.  They are made of several activities.
	· Are there proposals in the plan on how to address the problem situation of different population groups of e.g. women, youth, adolescents, children and infants?

· What activities and outputs have been identified to address the problems of different target populations in the Local Government?

	4. Budgeting 
	This involves determining sources of revenue and allocation /expenditures of planned activities.
	· What percentage of the budget is allocated to population activities?

· What percentage of the annual budget is allocated to for population activities at sector level to address Reproductive Health/family Planning (RH/FP), Adolescent Sexual Reproductive Health (ASRH), data management, etc?

	5. Implementation 
	This means the use of resources (people, money, time, equipment) to execute out planned activities to address the prevailing problems situation.
	· How many DTPCs and STPCs have been equipped to undertake planning activities in mainstreaming population issues in planning?

· Is there a provision to train DTPCs and SCTPCs in Development Planning and Capacity Building Plan?

	6.Monitoring and Evaluation
	This means checking on progress of implementing the planned activities to ensure that the plan is followed and that expected results are achieved and received regularly.  This is a cross cutting section and should run throughout the planned period.
	· Are there indicators to measure progress and impact of the specific population activities?

· Is there an integrated (sectoral) monitoring checklist for monitoring population activities?

· Is there integrated (sectoral) monitoring plan which is inclusive to ensure that 

population issues are looked into?


APPENDIX 5.

Planning for the Monitoring and Evaluation of the Development Plan

The three-year Development Plan must contain indicators to monitor its performance along the way as well as its outcomes and impact after implementation. As the LG prepare a new three year rolling Development Plan the starting point is to review and evaluate the performance of the previous three year Development Plan. Once a Plan has been rolled, the implementation process must be monitored and evaluated using output and outcome indicators and later, impact indicators. For this reason, therefore, the Development Plan must contain a clear M&E Plan and this must be one of the attributes of a good Development Plan.  

When establishing an M&E plan for the Three Year Development Plan, the stakeholders have to be clear of the following:

a) What exactly do we (stakeholders) want our Development Plan to achieve (the overall goal and objective of the Development Plan and the specific development objectives of the various sectors and departments. 

b) What activities shall we do in order to implement the Development Plan so that it achieves its objectives

c) When are these activities supposed to take place 

d) What are the inputs (funds, materials, human resource) required to perform these activities (scheduling)

e) What outputs do we expect to result from the activities

f) When do we expect to get the outputs from the activities

g) What is the target group planned to benefit from the Development Plan and from the specific interventions or projects.  

h) What benefits do we expect to accrue to the target group

i) What change do we expect to be brought about by the projects outputs

It is the answers to these questions, which will form a basis for the indicators. When formulating an indicator all that a LG is trying to do is is give a measure or a sign that will show that an activity, an output, outcome or an impact has been achieved. These will guide the TPC to come up with key performance indicators for the LG. 

The following are the key areas to monitor and for which indicators have to be identified and included in the Development Plan:

a) Activities 

Activities make up the process involved in implementing a project. The question to pause here is how shall we know that we have undertaken the activity. The answer to this question is the indicator.

b) Resources (funds, materials, human resource).

Monitoring in this area will aim at finding out if the planned resources are adequate or there is a deviation. 

c) Timeliness

LGs have to develop indicators, which will establish whether the resources were delivered on time and schedule as planned.   

d) Outputs

Completion of the process or activities lined up for each project is expected to lead to an output. Develop indicators, which will show whether the Development Plan has resulted in the planned outputs.

e) Outcomes

LGs have to monitor to establish whether the outcomes are as per set objectives and whether these objectives are still relevant. In the Development Plan, the LG should indicate the expected outcomes from the outputs. For instance, if a LG has planned to construct two classrooms for 100 students currently schooling under a tree, the output indicator will be the number of classrooms built. An example of the outcome is the number of pupils receiving all year round classes/or full time classes. (The impact is likely to be better grades say after a year or two).

f) Impact      

LGs have to show in the Development Plan indicators, which will show whether the Project has met its goal i.e. whether it has brought about the desired change in the lives of the beneficiaries. Taking education as an example, good education leads to better grades and eventually better employment opportunities and hence better quality of life.

f) Target group

LGs have to develop indicators, which will show whether the intended target group is the one benefiting and what are these benefits to the target group?.

An example of output, outcome and impact indicators based on a typical project.

Table 1: An example of output, outcome and impact indicators

	Department 
	Project
	Output indicators
	Outcome indicators
	Impact indicators

	Health
	Construction of a maternity ward
	A maternity ward constructed and ready for use
	Number of deliveries at the maternity ward/in the hands of qualified medical staff
	1) % decrease in maternal mortality

2) % decrease in child mortality rate


The following is an example of a section on impact indicators which should appear in the Three Rolling Development Plan.

Table 2: An example of impact indicator and the format for presentation in the Three-Year Development Plan (Use this same table to report on the performance of the Development Plan in respect to the output, outcome and impact brought about by the planned and implemented interventions) 

	LG Goal (impact level): Improved quality of life of the people of Mazimasa Sub-county

	Overall LG Objective: *To provide basic services within easy access to the people of Mazimasa Sub-county 

	Department
	Project
	Impact indicators
	Base line FY 2002/03
	Achievements

FY  2002/04
	Means of Verification

	
	1.1 
	1.2 
	
	Planned
	*Actual
	

	Health
	Construction of a maternity ward
	% decrease in maternal mortality rate
	10%
	5%
	
	Check records of the Health Inspector at Sub-county level or check records of the District Director of Health


Table 3: Example of an outcome indicator

	Depart-ment
	Project
	Outcome indicators
	Base line

FY 2002/03
	Achievements

FY   2003/04
	Means of Verification

	
	1.3 
	1.4 
	
	Planned
	*Actual
	

	Education
	Construction of 20 classrooms
	Pupil/ classroom  ratio
	80:1
	70:1
	
	Check records of the Education Department.


Table 4: Example of an output indicator

	Department
	Project
	Output indicators
	Base line

FY 2002/03
	Achievements

FY 2003/04
	Means of Verification

	
	1.5 
	1.6 
	
	Planned
	*Actual
	

	Education
	Construction of 20 classrooms
	Number of classrooms built
	100 (in the District)
	20
	
	Check records of the Education Department.


· When monitoring and reviewing the three year Development Plan, that is when you fill in column 6 for *actual achievements. 

· Prepare a similar table for output indicators and another table for outcome indicators for each department in respect to projects to be implemented for the base year of the three year Development Plan.

� Including the planning guides published in 2000, the LGDP operations manual, the guidelines related to the Budget Framework Paper and the harmonised guide for LLGs. In addition to these there are a variety of sector and cross cutting issues guidelines that need to be followed.
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