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Training for Rural Economic Empov [TREE) Methodology

Volume 3
Economic Opportunities and Needs Assessment

Introduction to this Volume

This Volume contains an innovative instrument developed and tested by the ILO-
USDOL Project in the Philippines (ARMM) that can be used by TREE implementors in
economic opportunities and training needs assessment in similarly situated communities
(e.g. war-affected, remote, marginalized, Muslim majority). This instrument is called the
Rapid Community Assessment (RCA). It provides a format for identification of economic
opportunities and related training needs and undertaking the subsequent
viability/feasibility studies of the most promising income generating projects through
community meetings, so that the process is more practical, educative and truly
participatory.

This Volume provides the appropriate form of a TREE training proposal with the
technical, logistical, and financial inputs necessary for an efficient and effective
implementation.

Objective of this Volume

1. To describe the community assessment process and provide guides for the TREE
implementors on how to start an intervention in a community.

2. To provide an additional tool in conducting community assessment meetings.

3. To provide a framework for the preparation of new enterprise project ideas and a
training proposal that is required to justify technical and financial assistance.

Users of this Volume

Primary users - TREE Facilitators (Community Training and Employment
Coordinators - CTECs)
Secondary users - Training Proposal assessors

- TREE Programme decision makers
Annexed Tools

Tool No. 3-A How to Conduct Rapid Community Assessments
Tool No. 3-B How to prepare a TREE Training Proposal



Economic Opportunities and
Needs Assessment

1. Purposes of needs assessment

Assessment of economic opportunities and needs is an important element in the
community planning stage of the TREE Methodology. It is being undertaken with the
following purposes:

e To discuss, identify and prioritize opportunities in income and job creation.
e To determine training needs of the beneficiaries.

e To introduce the target beneficiaries into the world of employment as well as
enterprise and entrepreneurship development.

2. Rapid Community Assessment (RCA)

Following the selection of the programme site and organization of the local TREE
staff, the next part of the TREE process is to conduct a participatory Rapid Community
Assessment in the programme area. This exercise is undertaken by TREE project staff,
government technical officers and participating organizations, which should be trained to
use the forms for data collection and processing, and techniques in community
interventions. The purpose of the TREE project is to increase employment and income
generation by identifying, among other things, existing economic or business
opportunities in the community and in other neighboring areas.

Business and employment ideas are produced through:

e Collection of data from secondary sources such as demographic, socio-cultural,
educational and economic characteristics of the programme area, listing available
resources in the area, existing businesses, planned new local economic
developments and potential for new entrepreneurial opportunities.

e Interviews and discussions with government officers, members of the Local
Government Units, local businessmen and, most importantly, with people of the
selected communities.

e Community planning meeting - when the beneficiaries can discuss their own
ideas/projects and ideas deriving from RCA. During these meetings communities are
also introduced and exposed to the process of practical economic analysis and risk-
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taking in looking for employment opportunities or in choosing their economic or
Income-generating projects.

Based on these interventions, ideas are produced of the most feasible businesses.
Those ideas with potential are proposed to the local EXCOM meeting which sets the
order of priority for the ideas in preparation for feasibility studies of the most potentially
viable business ideas. Particular emphasis should be made to identify those businesses
which allow access to women and youth, and also have potential to contribute to local
economic development goals.

The following major issues are considered in the RCA process:
i) Community Profile (CP): What is available in the community?

The CP provides a framework for the RCA and community meetings. Much of the
information will have already been collected in the exploratory study and visit to the
community. The CP makes use of local leaders (many of whom will be members of
the EXCOM), to provide the information.

Also important is to determine and identify the local key people and groups. Sufficient
background knowledge about these actors could provide the proper direction and
confidence of the TREE Facilitator/Coordinator during his/her community meetings.

Examples of such key people:

Village leaders or “Barangay” officials

Local shop owners, businessmen or entrepreneurs

NGO’s or development service providers

Traditional leaders, school officials, religious groups, local organizations
The target groups, etc.

The main topics are: the availability of infrastructure, community and commercial
services and, particularly, local raw materials and intermediate products. In other
words, the CP analyses the local economy to identify resources which new income-
generating activities may be able to use, whether there is room for further expansion
of existing business or if new businesses could be developed from existing surplus
resources.

ii) Consumer Demand Survey (CDS) What products and services are in demand
that are not presently provided for?

The CDS provides information on the demand and availability of goods and services
sought by local consumers in the community. Specifically it tries to identify types of
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goods and services which are in short (or infrequent) supply, or have an unacceptable
quality.

ili) Market Opportunities Survey (MOS): Why are the services or goods not
available in the community? Could they be? Could local needs be met by importing
raw materials from outside the area and processing them in the community. Could
goods be made in the community which could be sold in markets outside the
community?

The purpose of the MOS is to try to find out from local artisans and traders why
items identified under the CDS are not presently available in adequate quantities
and/or qualities and if raw materials identified in the CP can be taken advantage of
for the creation of employment.

On the basis of the information gathered in this survey and in the inventory of
existing businesses above, possible areas for new enterprises can be suggested.

All above surveys should be viewed a linked parts of the TREE Rapid Community
Assessment tool. The information collected is directly complementary and only
information that is actually needed for data analysis and decision-making, is
collected.

The outcome of the surveys provides all those concerned, from the TREE
implementors to the community leaders and the beneficiaries, with information on the
need and scope for skills training in the community. Based on this information a
preliminary list of potential income-generation activities and types of training
required should be drawn up for further examination in the feasibility studies.

In some cases the RCA surveys will suggest that there is room for expansion of
existing businesses which will necessarily require close co-ordination and agreement
with the owners of such businesses. If business owners are asked directly if they need
more workers they will often say no. A better approach would be for the TREE local
team to hold a separate meeting to discuss survey results with local artisans and get
their opinions on possible expansion of their existing businesses. The purpose of the
TREE programme is to increase employment and income generation in the
community as a whole, not to create competition for existing businesses.

Discussions with Local TREE Project partners on Potential Economic
Opportunities and Training Needs

The RCA identifies opportunities for the creation of self-employment and income
generating enterprises in the community. In participatory approach, the results of RCA
surveys are discussed with the Local TREE Executive Committees during their regular
meetings and at the meeting of potential beneficiaries of the selected communities. They
are encouraged to review the survey results, relate them to the interests of the
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community/local economic development needs and participate in assessing their
feasibility.

The objective of the initial discussions is to select priority activities from among
those identified by the surveys, which hold the greatest potential for providing successful
sustainable job opportunities in the community. Potential problems can often be
identified by the committees before any further studies are carried out. Involvement of
the partners (EXCOMs) and particularly the prospective beneficiaries increases their
interest and commitment.

After the discussions with the EXCOMs and communities a feasibility study is
carried out of the most promising activities. Only when the outcome of this study
confirms the feasibility of the economic activity, a training programme is organized and
conducted.

The basic test-points for rural enterprise project ideas are grouped under seven
headings shown below as discussion points. An identified project should pass all these
tests. Failure indicates that there are significant doubts about feasibility of the project. It
would then be better to sideline the project in favor of others.

Discussion points
i) Raw materials/ production input

e Are the raw materials locally available? Determine their (estimated) quantity and
quality, seasonality and the environmental implications of their use.

e Are other inputs available, e.g. electricity, water, fuel.

e Who owns the raw materials? Are they accessible and available for the project
and its intended beneficiaries?

e Are the costs of the raw materials (i.e. purchase and transportation) reasonable
and within the project’s capability? Is the supply reliable so as not to cause slack
periods in production, or price increases of the finished products? Would it matter
if there were?

e What is the estimated cost of a working stock of the raw materials? How could
this be financed - from own sources or are there external sources (e.g. loans or
credit from suppliers)?

e What are the alternative uses of the raw materials? Are they expected to lead to
competition for resources or changes in the cost?

ii) Production Technology

e What is the technology to be used by the project? Is it labor intensive?
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What are the tools and equipment needed? Where can the project get them? How
about maintenance, repairs and parts - are they available locally? What are the
costs?

Where will the project be located in relation to the market? How big is the area
needed for the workshop? Who will own the area? Is it presently available? Will it
be bought or rented? How much is the purchase price/rental? How long will it be
available for the project? Will it need power (electricity) and water - are the
connections there already, will it be expensive? Is there even a need for an
independent workshop or can it be located in the owner’s house?

Management and Organization

How will the business be organized (e.g. self-employment, cooperative, other type
of group enterprise, how many workers, type of workers - family labor, wage
workers, etc.) How will it be managed?

What will be the involvement of the graduates? Their families? The community?
Who are the support agencies/organizations to be involved in the project? Are
they willing and able to provide support?

Investment Requirements

How much initial investment is estimated to be needed? How much
fixed/investment capital and how much working capital?

Where can the capital be found: own savings, from friends or relatives, from
money lenders, from NGOs, from banks or lending institutions, or a mixture of
sources?

Is it available to individuals or only to groups? Is there a difference in lending
conditions?

What are the conditions of any loan: Type of collateral? How are funds released
(e.g. via a commercial bank, on receipt for equipment)? Is there a grace period?
What is the repayment schedule?

How much would be the rate of interest?

Who will prepare the loan paper requirements?

Marketing

Which are the products to be produced? What are the product designs? Where do
they come from and are they readily available? If not, who will prepare them? At
what quantity and quality? Will they be marketable?

How about the pricing? Taking production costs and profit margins into
consideration, can the price compete with similar products in the market?

What and where will be the market outlets for the products? Will it be sold in the
community? In the district? Elsewhere? What is the extent of the demand?
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Who are the target consumers/buyers? What is the cost of transport to the market
(if outside the community)?

Will the products need quality control? Packaging? Promotion campaigns? How
and where can the business get and pay for it?

What will be the main competing product and producer? From where will the
competition come (e.g. will there be competition among training-graduates)?
Internal - external? What is the distinctive advantage of the product?

Economic, Financial and Training Viability

Will the business produce additional income for the beneficiary and if so how
great will be the increase in existing income. i.e. 10%, 20% 30% etc. If the
individual has no previous income, economic viability is determined by
establishing a minimum profit level for the activity.

If the investment and working capital come from a loan, financial viability is
determined by the ability of the activity to generate enough income to achieve
economic viability and repay any money borrowed for investment and working
capital, over a specified period of time.

Given that the activity is judged to be economically and financially viable, can the
required training be provided in a cost-effective manner? i.e. training viability.
Can the required instructors and equipment be obtained? Are the required training
materials available etc.

Additional Training Issues

What are the training needs of the project/ business (e.g. skills course? management
training?). If no clear training needs are identified, the enterprises may well be
worthwhile but are not suitable for the TREE programme.

viii)

Who are the potential trainees? What are their interests? Groups or individual
trainees? Where from - would they be in competition with each other?

Who are the potential instructors? How are they to be recruited?

Which training agencies/institutions will provide training? What are the estimated
costs? Can training be organized at cost to the institutions? If not, what alternative
ways are there to finance training?

Are training equipments locally available and relevant? It not. how are they to be
provided/purchased?

Other Issues

Does the project/business have any legal and social implications? Are any permits
or licenses required? Will they be difficult to obtain?

Are there any environmental issues involved?

Are there any relations with present or future development plans for the region?
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o Will the business help the community (e.g. by increased employment and incomes
through links with other local activities)?

e What institutional and professional support is needed for the business? Is it
available? Reliable? Affordable?

e Are there relevant government services available in the project area? (e.g.
extension services, tural development organizations, technical training school
etc.)

Ranking

After discussing the points above, several activities identified during the RCA -
surveys should still be under consideration. If so, these activities should be ranked in
order of suitability for the community. The most attractive economic activities will
then the subject of a full feasibility study [see next section]

Necessary preparations

It is suggested that the TREE local officer (CTEC) gathers the most essential data on
the raw materials, production process, and especially marketing and demand aspects
before the meeting to save time and keep the meeting constructive.

Having carried out the feasibility studies and decided on the enterprises which will be
promoted in the community, the next step of the TREE methodology is to identify
possible beneficiaries in the community who are interested in and capable of
benefiting from training in the enterprises selected.

3. Feasibility Studies

The objective of conducting feasibility studies is to assess the viability and
sustainability of the business/project identified. All too often, income-generating
activities fail after some time, due to lack of demand, finance or other factors. A good
feasibility study can help find out in advance if this is likely to happen.

Since the TREE Programme aims to contribute to the socio-economic
development of the community as a whole, however, the feasibility studies are not just
concerned with assessing the profitability of the private enterprises but also look at the
wider effects of the proposed activity in the community.

The results of the feasibility studies are presented to a EXCOM meeting for
acceptance and priority ranking. The selected activities will provide the basis for
preparing training course plans.
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Components of a Feasibility Study

Y

3

ii)

iii)

iv)

V)

General description

General description of a project and its possible benefits to its beneficiaries
and to the community in general.

Market analysis:

It is crucial for a business that there is a real demand for what it produces. i.e.
the product or service will reach the consumer, who is prepared and able to
purchase it at a price which covers production costs and leaves a profit
margin. This implies that the product or service can be supplicd at a price
which is at least competitive with other suppliers. The key points in market
analysis are: supply, competition, customers and support.

This information will be the basis for deciding how large the business can be
(the production capacity).

Technical assessment:

A number of questions need to be answered regarding the technology to be
used, buildings to be used, type of equipment and skills needed, size of
workforce and whether or not it is practical to provide all these aspects in the
proposed site. When potential clients are selected in the next step, the
difference between their present skills and the skills needed to operate the
business forms the basis for the training course.

Management aspects:

However small the venture, the owner of the business needs to be more than a
skilled artisan. He also needs to know about management aspects of the
business, e.g. the division of labor if there are other workers; management of
time, budget, materials. Can these aspects be provided/taught during the
training course?

Financial analysis:

The enterprise needs sufficient capital for its establishment, daily operations
and expansion; if capital is short, a loan will have to be obtained: interest and
installments paid; and the business will have to show profit.
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e On completion of the feasibility studies, a report is prepared and presented to
the LRC/LTC meeting 3 where projects are finally selected, trainers identified
and the process for client selection begun.

46
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4. Planning and Conducting Community Meetings

During these meetings , the target groups are able to discuss their own

ideas/projects and also are introduced to new ideas deriving from RCA surveys and
practical experiences that help them to develop their skills and knowledge in enterprise
and entrepreneurship activities, which, in turn, will be helpful during their further training
planning and developing Transition Enterprise Projects (TEP) :

Guide in entering a community

Whatever the tool that a community coordinator will use, there is always a standard way of
starting a community intervention. The following points were considered by the TREE
Project in the Philippines (ARMM).

Study the target community from a distance - This means that before a TREE
coordinator visits the target community, s/he should first search for information and
background about the place and its people. This would refer to a preliminary socio-
economic mapping of the area. Review of documents from government agencies or
NGOs can provide enough basic data to plan a productive intervention into a
community.

More important, however, is to determine and identify the local key people and
groups with whom the TREE coordinator can talk to in the community. Sufficient
background knowledge about these actors could provide the proper direction and
confidence of the Facilitator.

Plan and schedule a definite day for entry - The first day in the community is very
crucial. It creates either a motivation or a disappointment for a TREE coordinator.
This day should be properly selected when most of the key people are available;
hence, proper scheduling is necessary.

Once inside the community, locate first the key people previously identified - It is a
“must"” to talk to them first and to give them the importance that they deserve. These
people carry much influence. Their opinions and pronouncements could make or
unmake a planned community project. Therefore, it is best to befriend them. On the
other hand, it is necessary to study their group affiliations or personal interests. This
information could be the starting point of inter-personal connections.

Make individual and informal consultations - It is always advantageous to do
person-to-person informal talks with the stakeholders. Individual consultations
would give them a feeling of importance. This approach provides tremendous
motivation and generates needed support for any community project. Furthermore, a
person-to-person informal discussion could unravel much important information
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which could guide the TREE coordinator in the interaction with the target groups in
subsequent community meetings. To get quality results, these consultations should
take into account the stakeholder’s individual expertise and roles in the community.

Avoid “induced” or forced participation from the people -"Participatory” is the most
important element in the community planning process. It means INFORMED,
ENLIGHTENED, and ACTIVE involvement of the community in all stages of the
project from planning to implementation and follow-up. The target groups have to
"own" the project. In generating participation, it is better to consider "rcadiness and
natural initiatives”. "Sell" ideas, do not force them. The initial person-to-person
informal talks with people should appraise the TREE coordinator with the level of
their interests or readiness to accept external assistance and to actively participate in
the discussion of a community project.

[dentify a local coordinating unit, or designate a local contact person - Chances are
there are already existing formal and informal structures or organizations that are in
charge of certain local concerns or activities. The TREE coordinator should learn
this from his initial study and informal talks. If these people are already in place it is
advisable to consult them on the possibility of becoming contact persons of the
Project. However, if this is not possible, it is necessary to identify a local leader who
acts as local coordinator at least for the subsequent activities after the first visit of the
TREE coordinator.

Make efforts to link with others groups or service providers that are already working
in the community - Strategic approach calls for partnerships and alliances. The best
partners in the community are the existing service providers, if available. In most
cases it is also advantageous to link the community project with current or proposed
government development programs or policies.

Master the concept and strategies of the TREE Methodology - Because of the critical
nature of community intervention, it would be advantageous for the TREE
coordinator to utilize standard and tested instruments of the TREE Methodology.
These materials have been proven to work well with adult audience and with
traditional practices.

> Enterprise Idea Generation Guide
» Enterprise Idea Prioritization Guide

Master Brainstorming Techniques - Even with the use of structured guide-forms
community meetings are hard to conduct especially if the topics are about projects
that have impact on the lives of the people. The most important part is how to
generate good ideas and effective discussions so that decisions are made out of



Training for Rural Economic Empowerment (TREE) Methodology

consensus and enlightened information sharing. This goal can be achieved if the
TREE coordinator is skilled in Brainstorming techniques.

Always summarize the results of community meetings - The participants to a
community meeting will always appreciate if at the end of the discussions the TREE
coordinator could summarize and guide/assist them in the technical preparation of
their proposals.

Summary Forms — The TREE Project in ARMM utilized special forms that summarize
the discussions of community meetings. These Forms are supposed to be prepared by
the target groups or proponent-trainees with the assistance of the TREE coordinator:

New Enterprise Project Idea (NEPI) — This Form is utilized to put into proper format
the summary idea of the group enterprise project that was identified and prioritized
by the community through RCA technique.

e Training Proposal (TP) with its attachment s — This Form is used to specify the
training requirements of the target groups in order to realize their enterprise idea.
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Tool No. 3-A
How to Conduct
Rapid Community Assessment (RCA)

Content

Tool Description
How to Conduct an RCA Meeting

Organizing the meeting
Using the discussion Guide-Forms
Facilitating the meeting proper

Preparing the New Enterprise Project Idea form (NEPI)

Name of the proposed enterprise
Names of products or services
Enterprise objectives
Six enterprise factors:
- Market
Raw materials
Production tools
Capital requirement
Product design & technology
Support infrastructures & facilities
Expected support agencies or individuals

Preparing the Training Proposal
Annexes

Guide Form - New Enterprise Project Idea (NEPI)
Sample NEPI
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How to Conduct
Rapid Community Assessment (RCA)

Aside from existing ILO instruments in community assessment and planning the TREE
Project in the Philippines has developed and utilized the Rapid Community Assessment
meeting technique or RCA — an approach where needs assessment and project planning is
done through a participatory meeting in target communities.

Section 1 - Tool description

1.1 RCA is a tool for identifying job opportunities and income-generating ideas/projects
through conducting preliminary surveys and discussions during community planning
meetings. At the same time, it is also a process for initially cultivating the
entrepreneurial aptitude and awareness of the target groups on the income-generating
potentials of their communities and surrounding areas and sectors.

1.2 The RCA is a structured process guided by discussion forms. When used by a trained
facilitator, the technique becomes relatively productive and educational even for a large
group of people. It generates active participation rather than passive cooperation. |t
develops community spirit and puts into practice the idea of peoples' participation and
people's empowerment.

1.3 RCA catalyzes the maximum use of peoples' practical experiences on local
economic opportunities and their concomitant problems. It also works within the
community's consensual nature. RCA's structured meeting strategy makes limited
time extremely productive. It also makes the group discussions very democratic and
output-oriented. At the end of RCA-based community meetings, the participants are
able to generate concrete enterprise ideas backed up by realistic training proposals.

1.4 In line with the objectives and goals of the TREE Project, the application of the RCA
meeting technique comes with the following outputs and information:

1.4.1 List of possible training and non-training projects
1.4.2 Enterprise ideas that could be realized if training assistance is provided
1.4.3 Training proposal needed to realize the enterprise project idea

1.4.4 List of interested community members to undergo training to implement the
enterprise idea

1.45 Economic and other employment opportunities inside and outside of the
community
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Section 2 — How to conduct an RCA Meeting

2.1 Organizing the Meeting

2.1.1

2.1.2

2.1.3

Meetings can be held in any convenient place in the community. It can be held in
school buildings, multi-purpose centers, town plaza, or any public place where
the participants are secured from rain or heat of the sun. The Meeting should be
scheduled for a maximum of three (3) hours only.

The TREE coordinator should see to it that there are basic furniture requirements
such as the following:

e Chairs or benches, Chair / Secretary’s table, blackboard and chalks
It will be desirable if the TREE facilitator will be able to prepare the discussion
forms in Manila Papers in order to minimize time in writing the forms in the
blackboard.

e In addition to the above, the TREE coordinator must bring with him/her blank
forms of the New Enterprise Project Idea (NEPI) and Training Proposal with
its attachments.

After the meeting has been organized, and the target groups are settled in their
seats, the Facilitator must start the meeting with the following:

e Opening prayers — to be lead by a community member

e Welcome remarks and good wishes - from the TREE coordinator and one or
two selected Community leaders

e Brief discussion of the TREE project including its donors and actors by the
Facilitator — insuring clear understanding by the participants

e Discussion of the purpose of the meeting and the desired outputs — to identify
and prioritize an enterprise project, prepare a training proposal to realize it,
and to select proponents and trainees

e Explanation of the procedure of the Meeting - with emphasis on the use of
the guide forms and the total participation of the community

e Explanation of the summary forms and how they will be accomplished — with
emphasis on the correct entries for prompt action from the Project donors

¢ Designation of a Secretary from the participants

e Time frame of the meeting (to end at an approximate time of the day)
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2.2 Using the discussion Guide-Forms

Discussions in RCA meetings are guided by specially desighed Guide-Forms.
(Please see Annex)

2.2.1 Enterprise Generation guide-form — This form provides the framework for
generating economic project ideas from the community that can be prioritized in
accordance with enterprise and training criteria

2.2.2 Enterprise Prioritization guide-form — This form provides the criteria for selecting
“viable” enterprise project ideas for prioritization.

If proper community priming or sensitizing has been done ( i.e. preliminary
discussions with people and other stakeholders using the “Guide in Entering a
Community”) and with prior announcements - the community meeting can be
finished in just one setting, generally from 3 to 4 hours.

2.3 Facilitating the meeting proper

After the first steps discussed above, the TREE coordinator shail proceed to the
following suggested steps:

2.3.1 Draw/write the guide forms on the Board. It there is a ready Manila paper where
the guide forms are previously drawn, lay them in the blackboard.

2.3.2 Start the discussion with the Enterprise idea Generation guide-form — Explain the
mechanics of the discussion through the various columns of the Form
(Please see Figure 1)

Laundry list of enterprise project ideas
o Whether the ideas are for single individual or for a group
o Other non-enterprise Project proposals

2.3.3 New ideas - The TREE facilitator must be able to explain each of the enterprise
factors to the understanding of the participants. At this point of the meeting, the
Facilitator must provide inputs on new ideas, products, services and other
economic activities that may not be available in the community or that the people
may not have the opportunity to know. With the consensus of the participants,
the new ideas must be incorporated in the laundry list.

2.3.4 Follow the discussion with the use of the Enterprise Ideas Prioritization guide
form — Explain the mechanics of the discussion through the various columns of
the Form (Please see Figure 2)

2.3.5 List group and individual ideas identified from the previous discussion and
discuss one by one the factors influencing the viability of a planned enterprise.
For better results the TREE Coordinator should refer to the NEPI Form for
detailed guide-questions on the six subjects:

e Market availability and accessibility (buyers or customers)
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Raw materials and production inputs

Capital or credit availability and accessibility

Technology (tools, equipment) that is appropriate to the target groups
Support Infrastructure (power, transportation, etc.)

Support Agencies that can assist the target groups

2.3.5 Get the consensus votes from the participants - Ask for votes on the proposals
one by one. Count and enter the votes into the vote column. The one with
highest number of votes gets to be the priority project for the community.

2.3.7 Summarize the discussions and votes — Make a summary of the discussions,
confirm the votes of the participants and announce the final results. Assure the
consensus of the participants on the prioritized enterprise project. Advise the
participants to take note of the other proposals so that they can be referred to
other project donors.

2.3.8 Confirm and organize the various information with the proponent-beneficiaries -
The TREE Coordinator who facilitated the meeting must re-confirm with the
meeting participants, particularly those whose project proposal was selected, the
various information that was entered into the discussion guide-forms. The
coordinator may also provide additional information to help the proponent-
beneficiaries in clarifying further the project idea.

2.4 Preparing the New Enterprise Project Idea form (NEPI)
(Please see Annex)

As soon as the information has been reviewed the TREE Coordinator should now
require the proponent-beneficiaries to join him in accomplishing the NEPI Form. The
proponents must be made to understand that the information to be provided through the
NEP! will be assessed by the TREE Project and will justify whether technical and
assistance for training will be provided. The TREE Coordinator must emphasize that the
financial assistance to be provided by the TREE project is for training not for the capital
of the planned enterprise.

2.4.1 The name of the proposed enterprise project, the location, and the name of the
contact person in the community — This information identifies the chosen project
idea, the place where it will be established, and the person whom the TREE
Project will coordinate while the project proposal is being assessed.

2.4.2 The names of the products (or services) that will be produced or performed by
the enterprise — This portion provides the TREE project with the information of
the exact products or services that will be the subject of the proposed enterprise
project. The name or kind of product or service determines the title of training
program needed.

2.4.3 The various levels of objectives of the proponent/s — This portion of the NEP!I will
provide the TREE Project with an idea at how the proponent-beneficiaries view
their projects in relation to the benefits that they expect to derive for themselves,
their families, their organization, and their communities.
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2.4.4 Review and confirm the results of the discussions particularly on the six (6)
enterprise factors — This portion covers the preliminary assessment of the major
factors that will affect the future of the planed enterprise. The TREE Coordinator
and the proponent-beneficiaries should try to clarify and/or add other information
omitted during the discussions that might help enrich the enterprise idea and
justify training assistance from the TREE Project.

e Market — This will cover the ideas on the target buyers or clients, the pricing,
probable outlets or distribution channels, the packaging, advertising and
promotions, and assessment of possible competitions.

* Raw materials or production inputs — This will cover the kind, availability and
accessibility, ownership, acquisition costs, and other information related to
the production materials or inputs necessary for the planned enterprise.

e Production or service tools and equipment — Tools and equipment are always
necessary for this kind of enterprise. Hence, it is necessary for the proponent-
beneficiaries to know their kind and where they can acquire them. The TREE
Project would like to know whether a minimum number and kind of training
equipment can also be used to start the enterprise.

e Capital requirement and source — While the TREE Project will not provide the
capital requirement for the planned enterprise, it also wants to know how
much is required and how will the proponent-beneficiaries generate such
capital. This will provide the TREE Project with an idea on how the
proponent-beneficiaries will start their enterprise immediately after the
training.

e Product design or technology — The proponent-beneficiaries must be able to
identify the kind of technology (appropriate, locally available, etc.), product
designs, manufacturing processes, or equipment needed in order to gauge
their capacities and capabilities to undertake the enterprise. In the case of the
TREE Project, the kind and nature of the training program to be designed and
assisted will depend on such technology.

e Support infrastructures and facilities — The discussions during the meeting
might have identified the infrastructures and facilities needed for the planned
enterprise. But the proponent-beneficiaries must be able now to identify their
availability, status, ownership, and the various strategies related to their use
in the planned enterprise such as; land, buildings, transportation facilities,
power or electricity, communication and water.

e Expected support agencies or individuals — The TREE Coordinator should
now lead the proponent-beneficiaries in identifying possible agencies or
individuals that can be tapped to help both the training delivery and in the
planned enterprise. This information will give the TREE Project an idea about
possible partnerships with other actors in the implementation of the project.

2.5 Preparing the Training Proposal — After completion of the NEPI form, the
proponent-beneficiaries are now ready to prepare the Training Proposal
(Please refer to Tool No. 3-B)
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Training for Rural Economic Empowerment Methodology
(TREE)

New Enterprise Project Idea (NEPI)

Note: This Form should be attached to the Training Proposal

Name of Project

Location

Name of Contact Person in the community

Address & Contact No.

| - Name of Planned Product/s or Service/s

Il — Enterprise Project Objectives

What are the benefits that are expected for the following?

1. The direct beneficiaries

2. Their immediate families

3. The organization (if any)

1. Their community
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lil — Initial discussions on the Enterprise Idea

1. Market

Buvers/customers/clients
Who are the target buyers/customers/clients? For what use are the products/services?

Price:
How about the price of the products (or services)? Taking production costs and profit margins into consideration,
can the selling price compete with prices of similar products/services in the market/‘community?

Distribution Channels:

What and where will be the market outlets for the products? Will it be sold in the community? In the town center?
Some other place? Do we need to sell them retail or wholesale? Shall we use middlemen in selling? Who can act
as middiemen?

Packaging/Brand Name/Advertising:

Will the product need packaging? Trade Mark or Brand Name? Promotion campaigns? How do we package the
products? boxes? in plastics? in wrapping papers? How can the buyers know about the products? By word of
mouth, radio, newspapers, posters, flyers, exhibits, etc.

Competition:

Are there similar kind of products available in the market? Are the people buying them? What will be the main
competing product/services in the market/community? From where shall the competition come from (e.g. will
there be competition among training-graduates)? Small producers? Big industries? What is the distinctive
advantage of our product/service? How do we fight competition from mass produced goods coming from big
industries?
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2. Raw materials or production inputs
(for production or processing-oriented projects)

Availability/accessibility/ownership:

Are the raw materials locally available? What about the (estimated) quantity and quality, seasonality and the
environmental implications of their use. Who owns the raw materials? Are they accessible and available for the
project and its intended beneficiaries? If not locally available, where can we buy/acquire them?

Cost of materials:
Are the costs of the raw materials (i.e. purchase and transportation) reasonable and within the project's capability?
Is the supply steady so as not to cause production slacks and/or price increases/fluctuations of the finished

products?

Alternative uses of the raw materials
What are the other uses of the raw materials? Are they expected to lead to fluctuations in the acquisition cost?

Pre-processing of raw materials:
Is there a need for pre-processing before the raw material is finally used in production? What is the process? Can or
will the project do it? If not, who can do it? Can it be done within the community? Will it create other peripheral

economic opportunities?
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3. Service tools or equipment
(for service-oriented projects)

Availability and accessibility:
Are the tools or equipment to be used for production/servicing customers available? Can the beneficiaries
produce them by themselves? if not, where can it be purchased? Who can help the beneficiaries?

4. Capital

Capital requirements and sources:

How much estimated capital is needed? Where/how can the capital be generated: own savings, from friends
or relatives, from moneylenders, from NGOs, from banks or lending institutions, from donor agencies?
or a mixture of sources?

5. Product designs & technology



Land:

Buildings:
Transportation:
Electricity :
Communication:
Water:

[ 1 available
[ ] available
[ ] available
[ ] available
[ ] available
[ ] available

6. Support infrastructures and facilities

—— e e — —

]
]
]
]
]
]

not available
not available
not available
not available
not available
not available

e ——
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] not necessary
] not necessary
] not necessary
] not necessary
] not necessary
] not necessary

What are the strategies if infrastructures or facilities are needed for the

enterprise but are not available?

Land

Building

Transportation

Electricity

Communication

Water
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IV — EXpécted support agencies or individuals

Agencies or Individuals Type of Support
Names Addresses For the For setting of
Training Enterprise

V - Facilitator’s certification:

| hereby certify that | personally facilitated the preparation of this enterprise
project idea by the proponent-trainees.

Name & Signature — Date of preparation
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Training for Rural Economic Empowerment Methodology
(TREE)

Tool No. 3-B
How to prepare the Training Proposal

Content

The Training Proposal Form
Requirements for a good Training Proposal
Accomplishing the Form

Proponent and contact persons
Title of the proposed Training Course
Purpose of Training

Supporting Papers

Target No. of Trainees

Training duration venue

Cost Estimates

Proponent-trainees’ Contributions
Who prepares the Training Proposal
Endorsements of Training Proposal
Implementing Agency

Annexes

Form - Training Proposal Form
Sample - Training Proposal



Training for Rural Economic Empowerment (TREE) Methodology

Training for Rural Economic Empowerment
(TREE)

How to prepare the Training Proposal

(Note: When preparing the Training Proposal the TREE coordinator may
refer to the training policies of the Project and/or training institution in the
identification of allowable training costs and financial subsidies)

1. The Training Proposal Form

The Training Proposal is a Form that incorporates the technical and financial inputs that
are necessary in order to capacitate the target groups to carry out the New Enterprise
Project Idea. Essentially, it says that the enterprise project cannot be carried out without
the skills and entrepreneurship training necessary, and that, the Form tellis the Training
Agency what is the training program design and how much is needed to implement the
training activity. (Please see Annex)

The Training Proposal provides sufficient information on the following:

The presence of an enterprise idea that has been identified and agreed upon by
the community that could provide self-employment opportunities for an individual
or groups of individuals in the locality

The need for training some people in order to realize such enterprise idea

What kind of training is needed

How the training will be conducted

Who will conduct the training

The cost of training that is sought for

2. Requirements for a good Training Proposal

A good and informative Training Proposal must provide enough technical,
administrative and financial information on the kind of training, how it will be
administered, what cost items are involved, how much money is needed to
implement it, and what will be the beneficiaries’ contribution on the undertaking.

Insufficient and unorganized information cause delays in assessment and
decisions from the Project (or from donors). Hence, the TREE Project has
provided a standard form to be used by the communities and partners. The form
asks for most of the basic and important data and information needed to make
decisions on technical and financial assistance.

3. Accomplishing the Form
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The Training Proposal is composed of sub-titles that ask for specific data and
information. They must be filled up correctly.

3.1

3.2

3.3

3.4

3.5

Proponent and contact person/s — The proposal must have a proponent. The
proponent must have the personality and authority to represent the community or
the trainees. The name of the proponent must be clearly written in the blank
specified for. In order for the TREE Project to communicate the proponent must
indicate his/her address and telephone or Cell phone number. In case the
proponent has other persons recommended to be contacted by the Project, the
name of such person/s must be entered in the space provided for.

Title of the proposed training course — The title of the proposed training course
must correspond to the enterprise idea that has been identified. Since the training
programs supported by the TREE Project are product or service oriented, the title
of the training course should mention the product or service that is intended to be
the subject of the enterprise. Example: Fish Processing.

Purposes of training - Training proposals have a specific purpose. In community-
based training under the TREE Project the training is usually proposed for specific
purposes.

o Creation of a NEW enterprise
Expansion of an EXISTING enterprise

e For sub-contracting labor in the production of goods and services of another
enterprise

e For training people who have been earlier contracted for jobs by employer/s

Supporting papers — The purpose of training must be supported by relevant
documents. The documents will tell the TREE Project (or a donor) what will
happen, or what the trainees will do after the training. The purpose of training is
derived from the rapid assessment during the community meeting.

e |f the training proposal is to support the creation of a NEW enterprise, then
the Training Proposal must be supported by the New Enterprise Project Idea
form or NEPI

e If the training proposal is to support the expansion of EXISTING enterprise,
then the proponent must attach a brief description of the present business
activities of the enterprise to the Training Proposal

e |f the training is being proposed for a sub-contracting project, or to train
people who have been earlier hired for a job by an employer, then the
proponent must attach to the Training Proposal a copy of the sub-contracting
project or job offers.

Target No. of trainees for the course — The TREE Project is interested in the
number and mix of the trainees that are interested to be involved. For cost and
technical efficiency, the number of trainees should not be lower than 10 and should
not be more than 15 for every course. This number provides enough chance for
people to benefit from the training assistance while at the same time ensuring the
viability of the planned enterprise by preventing internal competitions and by



3.6

3.7
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providing opportunity to organize an enterprise system among the trainees (e.g.
backward and forward linkages through division of entrepreneurial activities such
as supply of materials, production, selling, etc. that shall be organized through the
trainees’ Transition Enterprise Projects or TEP).

The TREE Project is also interested in equity distribution among men, women,
youth, and persons with disabilities (PWD). Hence, this information must be
indicated in the space provided for.

Training Duration and Venue — The TREE Project (or a donor) would want to know
the estimated duration of training that is proposed as well as where the training will
be conducted. The duration of training, together with the type of training and the
number of trainees will have something to do with the cost of training. The
proposed venue of training will give the TREE project an idea where to go to
monitor the training activities. It is therefore necessary that the proponent should
be able to ask the help of trainers for the technical information and other
stakeholders in the community on the possible places to conduct the training.

Cost estimates — One of the most important elements of the Training Proposal is
the cost estimate. it tells the TREE Project (or a donor) how much it shall cost to
provide assistance to the proposed training so that the trainees can get the
expected benefits that have been identified. The Project will assess the cost and
benefits and will check the correctness of the items and their computations. It is
therefore necessary for the proponent to provide a realistic estimate and to base
their computations on the duration of the training and the number of trainees.

The TREE Project has certain basic policies on allowable cost items that must be
taken into consideration in computing the cost of training. Furthermore, the Project
has put a maximum ceiling of cost per trainee which has been established from
years of experience in impiementing CBT training projects. Training subsidy is
allowed for the following:

Professional Fees — This cost item covers three components:

Honoraria/professional fee of Trainer/s
Honoraria of Facilitator/Support staff
Traveling expenses of trainers/facilitator

Training venue and Facilities — This covers ailso three components:

Rental of training venue & facilities
Rental of large training equipment
Power/water/communication

Other training expenses — This covers other direct and indirect costs:

Training tools & small equipment (this needs the list of tools/ equipment)
Training supplies & materials (this needs the list of supplies & materials)
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3.9
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Freight and handling cost
Office supplies & materials (this needs the list of supplies & materials)
Miscellaneous expenses (10% of total cost of training)

Proponent-trainees’ Contributions — The TREE Project (or any donor) will
appreciate it very much if the trainees or the community will provide a contribution
to the cost of training. It is therefore advisable that the proponent should discuss
with the trainees and some stakeholders in the community on the kind of
contribution that can be provided and indicated in the Training Proposal. The
contribution can be in kind. It may come in the form of the following:

Free training venue

Training supplies and materials
Meals and allowances of trainees
Transportation expenses. Etc.

Who prepared the Training Proposal — The person responsible for the preparation
of the Training Proposal must place his/her signature in the space provided for.
This will provide the TREE Project with the idea on who to call on certain questions
related to the proposal. If the Proponent is the same person who prepared the
proposal, then he/she should be the one to sign the document.

Endorsements of Training Proposal — The training project is definitely planned in a
community. The target groups are residents of a community. The community has
leaders that oversee community projects. There are also local stakeholders that
are in some way interested in the outcome of the project even if they are not
directly involved in its implementation. Their endorsements are necessary to give
the TREE Project a certain degree of assurance that the project has the knowledge
and blessings of community leaders.

In some cases, there is also a need to get the support of municipal level officials. It
is therefore advised that the proponent also sought their endorsements. The
endorsements shall be in the form of their signatures in the Training Proposals.

Implementing Agency_— Finally, the TREE Project is interested on who will be the
agency or organization that will be tapped by the community to carry out the
training activities. This is important since the Project will be issuing a service
contract to such agency and will pass on the management of the training including
the responsibility of financial control and their liquidations. The Agency will also be
responsible in the submission of training reports and the conduct of post-training
follow-up such as the implementation of the trainee’s TEP, their monitoring and
evaluation, and the provision of subsequent activities that are required under the
TREE Methodology.

70
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Training for Rural Economic Empowerment Methodsology
(TREE)

TRAINING PROPOSAL

1 - Proponent

Name of Proponent;

Address:

Telephone/Cell phone No:

Name of other Contact Person/s:

2 - Title of Proposed Training Course

3 - Purpose of training

This Training Proposal is intended to support:
[ ]the creation of NEW enterprise, or
[ ]the expansion of EXISTING enterprises

Other possible purposes of training:
[ ] sub-contracting project, or
[ ] training people who have been earlier hired for jobs by employer/s
[ ] Others (specify):

4 — Supporting Papers

If the training proposal is to support the creation of a NEW enterprise:
[ ]Submit New Enterprise Project Idea or NEPI Form

If the training proposal is to support the expansion of EXISTING enterprise:
[ ] Attach brief description of the present business activities

If the training is for sub-contracting projects or job entries:
[ ] Attach Contracts or Job Offers

5 - Target No. of Trainees for the Course

Men: Women: Total: [ Youth, _ __ PWD]

6 — Training Duration & Venue

Training Duration: days

Training Venue:
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7 - Cost Estimates

Note: The computation of costs must be based on the title and nature of the training
course, the duration, and the proposed number of trainees.

7.1 - Professional Fees

No. Expense ltems Estimated Costs
1 Honoraria/professional fee of Trainer/s
2 Honoraria of Facilitator
3 Traveling expenses of trainers/facilitator
Sub - Total

7.2 - Training Venue and Facilities

No. Expense ltems Estimated Costs
1 Rental of training venue & facilities
2 Rental of large training equipment
3 Power/water/communication
Sub-Total

7.3 - Other Training Expenses

No. Expense ltems Estimated Costs

Training tools & small equipment (attach list)
Training supplies & materials (attach list)

Freight and handling cost

Office supplies & materials (attach list)
Miscellaneous expenses (10% of total of 7.2 & 7.3)

A wh =

Sub - total
+ Inflationary cost (10%)

TOTAL TRAINING COST
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8 — Proponent-trainees' Contributions

(Note: It will be an added advantage for the proposal if some expense items in the
training activities will be shouldered by the beneficiaries - even if only in kind)

Qty. Description Estimated Cost

Notes:

1. The preparation of the Training Proposal can be done with the help of the training
institution or trainer.

2. In order to make assessment of costs faster and realistic, it is suggested that
actual canvass of training inputs & requirements should be done by the

proponent-trainees.

9 — Prepared by:
Name & Signature, Title/Designation — Date

10 — Endorsements:

Community:

(Name, Signature, Position)
Municipality:

(Name, Signature, Position)
Implementing Agency:

(Name, Signature, Position)



