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EXECUTIVE SUMMARY (ABSTRACT)

The Department of the Environment (DOE) within the Ministry of Agriculture,
Fisheries, Forestry, the Environment, Sustainable Development and Immigration
is the Focal Point and Competent Technical Authority for International Multilateral
Agreements regarding chemicals management. The Government of Belize is
party to various International Multilateral Agreements such as the Basel,
Stockholm, Vienna and Rotterdam Conventions. The DOEOGS pr i ma
as Focal Point and Competent Technical Authority is the implementation and
compliance of these conventions. To assist Belize in complying with the relevant
obligations under any of these conventions, the DOE has collaborated with
funding agencies and acts as the executing agency for various projects related to
chemicals management. In 2014, the DOE through its responsible Ministry
collaborated with the Global Environment Facility (GEF) and the United Nations
Development Programme (UNDP) to execute a three (3) year project entitled

ry

AfBelize Chemicals and Waste Management

Currently there is a lack of a standardized approach to planning a project due to
non-exposure to current project management procedures and practices. There is
no project management plan or framework to manage the BCWM project. The
only document available is the project document, but it contains insufficient
information to properly manage the BCWM project.

In order to effectively carry out the project management activities within the time
frame, desirable quality and budget, a comprehensive project management plan
had to be developed. The intended benefit of the project management plan is to
serve as an improvement opportunity to the current BCWM project that has
progressed without a project management plan. In addition, an intended benefit is
for the project management plan to serve as an organizational process asset for
future chemical related projects.

The general objective was to develop a Project Management Plan to execute and
manage the Belize Chemicals and Waste Management Project. The specific
objectives were: Objective one i to create a scope management plan to identify
the project requirements, main deliverables and subsequent activities in order to
ensure that it includes all the work required to successfully complete the project.
Objective two i to develop a schedule management plan in order to have a
schedule baseline that can be used to measure project performance throughout
the project life cycle. Objective three i to develop a cost management plan in
order to establish what the project costs will be. Objective four i to develop a
guality management plan in order to identify the project quality requirements in
order to ensure results meet expectations for approval. Objective five i to develop
a human resource management plan to identify and manage human resources
effectively in order to complete the project within time, cost and scope constraints.
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Objective six i to develop a communications management plan in order to ensure
the timely and effective communication of project status and other key information
to stakeholders. Objective seven i to develop a risk management plan that

identifies the project 6 s mai n r i s k sonsefodthepnosi eritical anest e s p

Objective eight T to develop a procurement management plan to be used to
obtain goods and services required by the project. Lastly, objective nine i to
develop a stakeholder management planinor der t o i denti f
stakeholders and plan how to effectively engage and manage them.

The methodology used for the research was analytical research. The main
sources used to gather information included A Guide to the Project Management
of Knowledge (PMBOK® Guide) - Fifth Edition, interviews were held with the
project team members, the project document for the Belize Chemicals and Waste
Management (BCWM) project developed by the United Nations Development
Programme and the quarterly project status reports developed by the project
team. The information that was gathered was analyzed to create each
subcomponent of the subsidiary plans used to develop the Project Management
Plan for the Belize Chemicals and Waste Management Project.

In conclusion, the Project Management Plan consists of nine (9) subsidiary plans
which provide the DOE with a framework of good practices and principles to
effectively carry out the project management activities within the timeframe,
desired work quality and budget. The scope management plan is a fundamental
tool that will allow the DOE to clearly define the project work, identify the project
requirements and aid in the successful completion of the BCWM project. The
schedule management plan provides a detailed timeline of project activities, which
will be useful to ensure the timely execution of activities. The cost management
plan provides the project budget and the S- curve of cash flow, which serve as
tools to control and monitor the project to avoid cost overruns. The procurement
management plan will allow the project management team to save time and
ensure accountability and transparency of the procurement process. By properly
managing human resources, the probability of project success is improved since
the management of the human resources on a project has a major impact on
projectos S U c c e Bffective o commdnzatidnu and . stakeholder
management and engagement are key to achieving the BCWM project goals.

The three main recommendations made were: 1 i the DOE should implement
formal project management practices and principles in order to increase the
likelihood of the projectd success. 21 The DOE should implement the use of the
project management plan created, as a framework of good practices to manage
and execute the remaining activities of the BCWM project within time, desired
qguality and within budget. 3 i The DOE should allow the use of the project
management developed in this study as an organization process asset and
resource for future chemical related projects.
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1 INTRODUCTION

1.1. Background

This project is based on the Belize Chemicals and Waste Management project
executed by the Department of the Environment (DOE). This Government
Department is currently within the Ministry of Agriculture, Fisheries, Forestry,

Environment, Sustainable Development and Immigration.

As stated in the DOE Annual Report 2015-2016, in 1992 the DOE was legally
established through the enactment of the Environmental Protection Act (EPA),
Chapter 328 of the Substantive Laws of Belize, Revised Edition 20008 2003. Two
major events led to the enactment of the Environmental Protection Act; and
consequently resulted in the legal establishment of the Department. The first was
the 1992 United Nations Conference on the Environment and Development,
widely known as The Earth Summit, held in Rio de Janeiro, Brazil. The second,
the 1992 Hatchet Caye incident, where a developer reportedly began to dynamite

the coral reef to make a channel for the passage of navigation vessels.

According to the 2014-2024 National Environmental Policy and Strategy, the
Government of Belize is a party to Multilateral Agreements, such as the Basel,
Stockholm, Vienna and Rotterdam Conventions; all regarding the management of
chemicals. The DOE is the Focal Point and Competent Technical Authority to
these conventions and as such is responsible for the implementation and
compliance of the technical aspect of the convention. The DOE is the executing
agency for projects related to chemical management that assist in complying with

the relevant obligations under any of these conventions.

Since 2006, the DOE has obtained financial assistance from the Global
Environment Facility (GEF) and the United Nations Development Programme for
the execution of projects with the objective of strengthening national legal and
Institutional capacities and the coordination mechanism for sound management of

chemicals in Belize.



In 2014, GEF approved funding for the execution of the Belize Chemicals and
Waste Management project that is for a period of three (3) years with DOE as the
executing partner and UNDP as the responsible partner. The main project
objective is to strengthen the existing institutional management system with an
emphasis placed on Belize0s N a t work naadl
legislation. The purpose of the BCWM project is to assist Belize in implementing
relevant obligations under the Stockholm Convention, in particular to reduce the
releases of Unintentional Persistent Organic Pollutants (UPOPs), as well as to
build t h e countryos capacity t o nTaen prgeet
launched in March 2015 with a project management team composed of a project
director, a project manager and an administrative assistant. The project director
is the Chief environmental officer of the DOE, which complements the project
management team. The project is a national implemented modality project,
meaning that Government policies and procedures should be the driving forces of
the project. However, due to the limited guidelines available, the project
sometimes follows the framework and reporting specifications of the UNDP.
During the first year of the project, there was a change in project manager. This
was a result of the previous project manager being released due to project delays

and a failure to abide with any procurement procedure.

The new project manager is well knowledgeable in project management best
practices and proposes to develop a project management plan, framed with the
standards of the Project Management Institute, to manage the BCWM project for
the remaining duration. Assuming that this development will allow an improvement
opportunity to use current project management procedures and good practices for

the successful execution of the project.

1.2. Statement of the problem

The problem is that there is a lack of a standardized approach to planning a
project due to non-exposure to current project management procedures and
practices. At this moment, there is no project management plan or framework to

manage the BCWM project. It has been a challenge for the project managers to

c hemi

c hemi
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manage the BCWM project with the absence of a systematic approach for the
management of the BCWM project. This is clearly seen with the interruptions and
delays encountered during the first year of the project. The only document
available is the project document, which has limited information for the proper
management of the project. (Project Document, 2014) The project document
contains information on the project objectives, outcomes, budget, main project risk
and the project management arrangements. This document is falling short in
providing the details of the activities and work required under each outcome, in
terms of the requirements such as the technical aspect, time, and cost details.
There is no activity budget estimate, budget baseline or a schedule baseline.
Hence, the document is limited in the necessary information to properly manage
the BCWM project.

1.3. Purpose

Although the BCWM project is in its last quarter of the last year of execution, the
purpose of this study is to develop a project management plan that integrates
good practices and principles to effectively carry out the project management
activities within the time frame, desirable quality and within budget. The project
management plan should detail all the critical aspects of the project including
various document templates, reports and process plans. There is no earn value
statistics since the project management team does not use earned value
management tools or any tools to assess and measure the project performance

and progress.

The project management plané s i ntended is dd seava tazm @re
improvement opportunity to the current BCWM project that is progressing without
a project management plan. Another intended advantage is for the project
management plan to serve also as an organizational process asset for future
chemical related projects. Hence, this document is a vital resource for the

Department.



1.4. General objective

To develop a Project Management Plan to execute and manage the Belize

Chemicals and Waste Management Project.

1.5. Specific objectives

1. To create a scope management plan to identify the project requirements,
main deliverables and subsequent activities in order to ensure that it includes
all the work required to successfully complete the project.

2. To develop a schedule management plan in order to have a schedule
baseline that can be used to measure project performance throughout the
project life cycle.

3. To develop a cost management plan in order to establish what the project
costs will be.

4. To develop a quality management plan in order to identify the project quality
requirements in order to ensure results meet expectations for approval.

5. To develop a human resource management plan to identify and manage
human resources effectlvely in order to complete the project within time, cost
and scope constraints.

6. To develop a commuincations management plan in order to ensure the timely
and effective commuincation of project status and other key information to
stakeholders.

7. To developari sk management plan that identifies
plans a response for the most critical ones.

8. To develop a procurement management plan to be used to obtain goods and
services required by the project.

9. To develop a stakeholder managementplan i n order to identif)
main stakeholders and plan how to effectively engage and manage them.



2 THEORETICAL FRAMEWORK

2.1 Company/Enterprise framework

According to the Department of the Environment (DOE) website, the DOE is a
Government Department which was legally established in 1992 with the passage
of the Environmental Protection Act (EPA) Chapter 328 of the substantive Laws of
Belize. This Act entrusted the DOE with the responsibility to monitor the
implementation of the Act and subsequent Regulations and to take necessary
action to enforce the provisions of the Act and Regulations. The Act grants the
DOE with broad regulatory and enforcement authority for the prevention and
control of environmental pollution, conservation and management of natural

resources, and environmental impact assessment.
2.1.1 Company/Enterprise background

According to the DOE Annual Report 2015-2016, the DOE was established on

September 1989 with the main objective of p

establishment of DOEwas | it er-mah yome rMiathieon. 0 | n
legally established with the passage of the EPA chapter 328 of the substantive
Laws of Belize. Over the years, the DOE has obtained more personnel and today
there is a total of twenty-six (26) personnel working at the department. The
positions can be classified into five (5) categories as senior management, middle
management, professional, technical support and administrative support.

According to the DOE Annual Report 2015-2016, the main objectives of the
Department of the Environment are:
1.ATo foster an appreciation for the
importance of a healthy environment in the pursuit of the social and
economic well-being of all Belizeans;
2. To identify the major environmental problems confronting Belize and to
work towards the solution of these problems;
3. To assist and work in close partnership with project proponents in ensuring

that their projects are both environmentally and technically sound through

1992

natur a



the implementation of Gover nment 0 s Environment al

requirements;

4. To have an effective compliance monitoring programme aimed at ensuring

compliance with Belizeds Environment al

5. To continue the development of a functional process for strong intra/inter-
ministerial and inter-sectoral cooperation which is essential in addressing
environmental issues;

6. To work closely with local, regional and international agencies and
organizations on environmental issues; and

7. To develop and promulgate new regulations and standards for the
prevention and control of pollution aimed at ensuring a greater and

heal thier quality of I|ife for all

2.1.2 Mission and vision statements

According to the 2014-2024 National Environmental Policy and Strategy, during
the consultation process for the development of the 2014-2024 National
Environmental Policy and Strategy, the DOE and its stakeholders rearticulated the

Bel

Il mp

L a

Z € a3

Departmentds vision and mission statements.

Mission:

To ensure that Belizeds devel opmentali

management for present and future generations.

Vision:
To be leaders in environmental stewardship for sustainable development both

nationally and regionally.

Developing and using a project management plan will allow DOE to improve its
current project management procedures by incorporating good practices to
achieve the successful execution of the project. This in itself will assist the DOE in
achieving its vision since by using project management procedures and good
practices, the DOE will introduce components for the successful execution of the

project which will ensure that the objectives of the BCWM project are achieved.

SOoOul



2.1.3 Organizational structure

According to the DOE annual report 2015-2016, in order for the DOE to fulfill its
mandat e, At h e didecediintd sir €6 differént unitsowhich is shown

in the organization structure in Figure 1.
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Figure 1 Organizational structure of the Department of the Environment (Source: Department of the Environment, 2017)



2.1.4 Products offered

The Department of the Environment offers assistance in protecting and ensuring a

sustainable development for all of Belize.

According to Regulation 4 of the Environmental Protection Act Chapter 328,

revised edition 2000, the functions of the department are as follows:

1.

fBe responsible for the continuous and long-term assessment of the natural
resources and of pollution;

Ensure the protection and rational use of the natural resources for the
benefit of the present and future generations;

Prevent and control pollution by coordination all activities relating to the
discharge of waste into the environment;

Control the volume, types, constituents and effects of waste, discharges,
emissions, deposits or other sources of emission and substances which
are of danger or a potential danger to the quality of the Environment;

Issue the necessary licenses, with or without conditions, for use for the
exercise of activities that may cause pollution;

Undertake surveys and investigations into the causes, nature, extent and
prevention of pollution and to assist and co-operate with other persons or
bodies carrying out similar surveys or investigations;

Conduct, promote, and co-ordinate research in relation to any aspect of
environmental pollution or the prevention thereof, and to develop criteria for
the protection and improvement of the environment;

Undertake investigation and inspections to ensure compliance with the
legislation;

Provide information and education to the public regarding the importance of

protection and improvement of the environment

10.Undertake resource inventories, surveys and ecological analyses to obtain

information on the social and biophysical environment or promote research

thereof;
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11.Examine and evaluate and if necessary carry out environmental impact
assessment and risk analysis and to make suitable recommendations to
mitigate against harmful effects of any proposed action on the environment;

12.Advise the Government on the formulation of policies relating to good
management of natural resources and the environment;

13.Recommend measures aimed at controlling pollution resulting from
industrial processes or otherwise;

14.Monitor trends in the use of natural resources and their impact on the
environment;

15.Foster, through inter-ministerial cooperation, the prudent use and proper
management of the natural resources of Belize, the control of pollution of
the natural environment and there-establishment of an ecological
equilibrium, where needed, so as to guarantee a better quality of life for
present and future generations;

16.Encourage governmental and non-governmental institutions agencies to
align their activities with the ideas of sustainable development;

17.Exercise any other functions relating to the protection of the environment.

As a coordination function of the DOE, the DOE acts as the Focal Point for a
number of multilateral international Environmental Conventions such as the Basel
Convention, the Vienna Convention and Montreal Protocol, the Stockholm
Convention, the Rotterdam Convention and the Cartagena Convention. In this
role, the DOE would thus be responsible for coordinating the reporting
requirements for the above-named Conventions and be the executing agency for
projects related to chemicals or environmental management that assist in

complying with the relevant obligations under any of these conventions.

It is believed that the development and use of a project management plan will
allow an improvement opportunity to current project management procedures and
provide good practices for the successful execution of the project. Hence, by
successfully executing the BCWM project, the Government of Belize will be able
to implement its relevant obligations under the Stockholm Convention, in
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particular by achieving a reduction in the releases of Unintentional Persistent
OrganicPoll ut ant s ( UPOPHudlipgthea® uweélrlydascapacity t

chemicals and waste.
2.2 Project Management concepts

2.2.1 Project
As defined by the PMBOK® Guide i Fifth Editon, a pr oj ect is fAa te

endeavorundert aken to create a unique product, ser
Also, according to the international standard ISO 10006 Quality management
systems - Guidelines for quality management in projects (ISO 10006:2003(E)), a
project is defned asa fAuni que prtingcod & set of aardinatedsand
controlled activities with start and end dates, undertaken to achieve an objective
conforming to specific requirement, including the constraints of time, cost and

resources. 0

2.2.2 Project management

According to the PMBOK® Guide i Fifth Edition, project management is defined

as ANAthe applicat i gioolspand tdcmimues te prageet,actistiesi | |

to meet the project requirements. 0

Another definition for project management is according to the international

standard ISO 10006 Quality management systems - Guidelines for quality
management in projects (ISO 10006:2003(E)), where project management is
defined as Apl anning, organi zing, monitori
aspects of a project and the motivation of all those involved in it to achieve the

project objectives. o

2.2.3 Project life cycle
The PMBOK® Guide 1 Fifth Editondef i nes a proj ect l' i fe cycl
phases that a project passest hr ough from i ts | hheProectt i on t o
Life Cycle consists of the initiating, planning (organizing and preparing),

executing, and closing processes of the framework as described in the PMBOK®
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Guide 1 Fifth Edition. Each of these processes is necessary to ensure that the

project stays on track and that it is completed according to the specifications.

Project Project

Review Definition

) Monitoring Detailed ,"'
& Control  Planning /

Figure 2 Typical Project life cycle structure (Source: Vreede, 2012)

2.2.4 Project management processes

According to the PMBOK® Guide i Fifth Edition, ipr oj ect managemen
accomplished through the appropriate application and integration of 47 logically

grouped project management processes, which are categorized into five process

groups. o0 The process groups are initiating,
lastly, controlling and closing.

The PMBOK® Guide i Fifth Edition mentions that, it he s e p ensueetl®es e

effective flow of the project throughout its

Only the processes involved in initiating and planning a project will be used to
develop the Project management plan for the BCWM Project. The Project
management plan will be a compilation of subsidiary plans created as a result of

each initiating and planning process activity.
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o1 Initiati Devel ct charter
Project or Phase Closing 2 proces:is S e S
\ 2 processes . Identify Stakeholders
Develop Project Management Plan
Monitor and Control Project Work /" Plan scope management
Perform Integrated Change Control i | Collect requirements
Validate Scope | / Define Scope
A\ | /" Create WBS
Control Scope { /__e—_
— /o
it f an schedule management
Contro):Sche |/ Define Activities
J
Sequence activities
) J Estimate activity resources
ki it 2 Planning

Control Communications

Control Risks /|

Control Procurements |

Control Stakeholder Engagement

Direct and Manage Project Work
Perform Quality Assurance \

Acquire Project Team
Develop Project Team

Executing
Manage Project Team 8 processes

Manage Communications f
|
Conduct Procurements /

|
M Lohalder Ei

ag oG 4

Estimate activity durations

Develop schedule

‘*i\ Plan quality management
" \_ Plan HR management
|\_Plan communicati t

\ Plan risk management

\_ Identify risks

i Perform qualitative risk analysis
||\ Perform quantitative risk analysis
"". Plan risk response

\ Plan procurement management
\_Plan stakeholder management

Figure 3 47 Project management processes based on PMBOK® Guide i Fifth

Edition (Source: Muddha, 2014)

2.2.5 Project management knowledge areas

Along with the phases and processes of project management set forth by the

PMBOK® Guide i

Fifth Edition, project management also consists of ten

knowledge areas. These knowledge areas represent the competencies that

project managers must develop in order to be successful.

The ten knowledge areas of project management listed in the PMBOK® Guide T

Fifth Edition are as follows:

1 Integration management
Scope management
Time management
Cost management
Quality management

Human resource management

= 4 -4 -4 -—a -2

Communication management



1 Risk management
1 Procurement management

i1 Stakeholder management

Identify Stakehoidg,

M Er i
Plan Stakeholder Managemers
control Stakehoider ErgM

Plan Procurement Man2geman,
Conduct Procurements’
Cortrol Procuremerts

Close Procureme
Plan Risk Managemen,
Identify Risks
Perform Qualitative Risk Analysis

S,
log, o,
e

P,
I'ch,_9
G,
r

Risk

Perform Quantitative Risk AnaYSS

Plan Risk Respors®,
Control RISE

Plan Communications Maﬂage.-,

Manage Communications
Cortrol Communicatio’™,

Pfan Human Resource Ma""go
—— ‘:b'v

Acquire Project Year\n"\
Develop Project Tea™m <
Manage Project Tea™. -

Plan Quality Managemeny

Perform Quality Assuranc®
Control Quai®™

Coneeptualized & Deveoped; © B
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00 project Chartar
'
06

<eop Progect Management Plan
&'

Oucect and Manage Project Work

(A\.‘O“ onitor and Control Project Work

et
Om Integrated Change Control
Project or Phase

Qwn Scope Management
Collect Requirements

Define Scope

Create WBS
adate Scope

Control Scope

pian Schedule ManageT e

geope

Oefine Activities
Sequence Activities
Estimate Activity Resources

Esﬁmalu Activity Durations
Develop Scheduie

onlrol Schedule
Plan Cost Managen\d‘

Qs

stimate Costs

Determine Budget

- | Costs

Project Mmnagement - knewledge Area Processes Mind Map
Based e PMBOKS Guide - FIh Edition (English)
abom Sraitv

Figure 4 Project management knowledge areas processes based on PMBOK®

Guide 1 Fifth Edition (Source: Babou, n.d.)

2.25.1. Project Integration management

According to PMBOK® Guide i Fifth Edition, the fProject Integration Managemento
Knowledge Area fincludes the processes and activities needed to identify, define,

combine, unify, and coordinate the various processes and activities of project

management within the Project Process Groups. 0
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2.2.5.2. Project Scope management

According to the PMBOK® Guide 1 Fifth Edition, AProject Scope mans:e
includes the processes required to ensure that the project includes all the work

required, and only the work required, to con

This knowledge area deals with defining the project scope, project requirements
scope, project work, developing the work breakdown structure, developing the
scope baseline and managing the scope of the project. Project Scope
Management determines what the project is all about, the deliverables that are to

be provided and the groundwork upon which the project team shall build.
2.2.5.3. Project Time management

According to the PMBOK® Guide 1 Fifth Edition, nProject Ti me Mana
includes the processes required to manage the timely completion of the project.o
It involves defining, sequencing, estimating resource and duration, developing

and controlling the project schedule.
2.2.5.4. Project Cost management

According to the PMBOK® Guide i Fifth Edition, AiProject Cost Ma n a
includes the processes involved in the planning, estimating, budgeting, financing,

funding, managing, and controlling costs so that the project can be completed

wi thin the apptringoWwesdkstirbating,gdetérmiding and controlling

the project costs.

2.25.5. Project Quality management

According to the PMBOK® Guide i Fifth Edition, AProject Quality Ma
includes the processes and activities of the performing organization that
determine quality policies, objectives, and responsibilities so that the project will
satisfy the needs for which it was undertaken. In this knowledge area, the quality

requirements for the project deliverables are planned and monitored.
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2.2.5.6. Project Human Resource management

According to the PMBOK® Guide 1 Fifth Edition, A Pr oj ect Hu man Reso
Management includes the processes that organize, manage, and lead the project
team. o I n t hi s thenhuman easguees that endl, be utilized,

developed, acquired and managed will be defined.
2.2.5.7. Project Communication management

According to the PMBOK® Guide i Fifth Edition, A Pr oj ect Communi ca
Management includes the processes that are required to ensure timely and
appropriate planning, collection, creation, distribution, storage, retrieval,
management, control, monitoring, and the ultimate disposition of project

informatio n . 0
2.2.5.8. Project Risk management

According to the PMBOK® Guide i Fifth Edition, AProject Ri s k Ma n ¢
includes the processes of conducting risk management planning, identification,
anal ysi s, response planning, and cdgetrol |l in
area concentrates on identifying, analyzing, and planning responses to both threat

risks and opportunity risks.
2.2.5.9. Project Procurement management

According to the PMBOK® Guide i Fifth Edition, AProject Procur
Management includes the processes necessary to purchase or acquire products,
services, or services neededlinthis bnowledgat si de t
area, the project manager will come up with the plan for conducting procurement,

controlling the procurements and closing out the procurements
2.2.5.10. Project Stakeholder management

According to the PMBOK® Guide 7 Fifth Edition, Préject Stakeholder

Management includes the processes required to identify the people, groups or
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organization that could impact or be impacted by the project, to analyze
stakeholder expectations and their impact on the project, and to develop
appropriate  management strategies for effectively engaging stakeholders in

project decisions and execution. o

2.3 Other applicable theory/concepts related to the project topic and

context

2.3.1 The Triple Constraint

The triple constraint involves three primary constraints that most projects will
have. These constraints are time, cost and scope. Time refers to the time or
schedule constraints related to the project. Cost constraint involves the budget
and all other monetary constraints related to the project. Scope constraint refers
to the limit of what the project is expected to accomplish. These constraints are
interrelated. If one constraint changes then the other two constraints will also be
affected. Quality is affected by the balance of these three components. Quality is

addition constraint to every project.

Figure 5 Triple Constraint in Project management (Source: Tens Six Consulting,
2014)

3 METHODOLOGICAL FRAMEWORK

3.1 Information sources

According to Ajuwon, information sources are defined as, it he vari ous mean

which information is recorded f o r use by an individual or o
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further defines it asthe, Aimeans by which a person is info
or knowledge is provided or shared with someone, a group of people or

organization. 0O

The Free Dictionary defines information sources as, ifany system produ
information intended for transmission; in information science, the conventional
designation for scholarly documents or publications, which serve not only as
important sources but also as the means of transmission of information in space

and ti me. 0

Some information sources can be media, blogs, personal experiences, speeches,
books, journal and magazine articles, observations, documents, expert opinions,
encyclopedias and web pages. These information sources can be in print, non-

print and electronic media formats.

3.1.1 Primary sources

The Virginia Tech Libraries define primary source as an ior i gi nal d ocume

containing firsthand information about the t

The Florida Gulf Coast University defines primary sources as, Aior i gi nal
manuscript, document or records used in preparing a published or unpublished

work.o

Some primary sources are diaries, interviews, minutes of meeting, technical
reports, letters, original work of art, photographs, speeches, videos and work of

literature.

The primary information sources used on the FGP are as follows:
1 Interviews
1 The project document for the Belize Chemicals and Waste Management
(BCWM) project developed by the United Nations Development
Programme.

1 Quarterly project status reports
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3.1.2 Secondary sources

The Virginia Tech Libraries define secondary source as containing, i c o mment ar vy

on or discussion about a primary source. o0

The Florida Gulf Coast University defines secondary sources as,ia publ i shed

unpublished work that relies on primary source ( s ) . 0

A secondary information source is a source that did not have a firsthand

experience or participation in the events being researched.

The secondary information sources used on the FGP are as follows:
1 PMBOK® Guide i Fifth Edition
1 Library databases

1 PMI database

9 Internet

Chart 1 Information sources (Source: Author of the study)

Objectives Information sources

Primary Secondary
1. To create a scope | Interview with | PMBOK® Guide i Fifth Edition and

management plan | project PMI database
to identify the | manager and
project BCWM project
requirements , | document

main deliverables
and subsequent
activities in order to
ensure  that it
includes all the

work required to

successfully

o
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schedule baseline

that can be used to

measure project
performance
throughout the

project life cycle.

complete the
project.
. To develop a|lInterview with | PMBOK® Guide i Fifth Edition and
schedule project PMI database
management plan | manager and
in order to have a | BCWM project

document

. To develop a cost
management plan
in order to establish
what the project

costs will be.

Interview  with
project

manager and
BCWM project

document

PMBOK® Guide i Fifth Edition and
PMI database

. To

develop a
quality

management plan
in order to identify
the project quality
requirements in
order to ensure
results meet
expectations for

approval.

Interview  with
project

manager and
BCWM project

document

PMBOK® Guide i Fifth Edition and
PMI database

. To

develop a
human resource

management plan

Interview  with
project

manager and

PMBOK® Guide i Fifth Edition and
PMI database
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to identify and
manage human
resources

effectlvely in order

to complete the
project within
time,cost and

scope constraints.

BCWM project

document

6. To develop a|Interview with | PMBOK® Guide i Fifth Edition and
commuincations project PMI database
management plan | manager and
in order to ensure | BCWM project
the timely and | document
effective
commuincation of
project status and
other key
information to
stakeholders
7. To develop a | Interview with | PMBOK® Guide 1 Fifth Edition and
risk project PMI database
management manager and
plan that | BCWM project
identifies  the | document
pr oj emain{
risks and plans
a response for
the most
critical ones.
8. To develop a|Interview with | PMBOK® Guide 1 Fifth Edition and
procurement project PMI database
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management plan | manager and
to be wused to|BCWM project
obtain goods and | document

services required

by the project.

9. To develop a | Interview  with | PMBOK® Guide i Fifth Edition and
stakeholder project PMI database
management plan | manager and
in order to identify | BCWM project
t he pr oj el document
stakeholders and
plan how to
effectively engage

and manage them.

3.2 Research methods

According to the Cambridge Business English Dictionary, a research method is
defined as, ia particul ar wngething arf order ttoudisgoven gew s o

i nformation about it or understand it better

3.2.1 Analytical method

According to Reference.com, analytical research method is definedas.fia s peci fi ¢
research that involves critical thinking skills and the evaluation of facts and

i nformation relative to the research being
that fAsome researchers conduct analytical re
current research being done in order to mal
mentions that. Aot her researchers conduct anal ytical

about a topic being studied. o

The research method for each specific objective of the FGP is indicated in Chart 2

below.
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Chart 2 Research methods (Source: Author of the study)

Objectives

Research methods

Analytical Research Method

1.To create a scope management
plan to identify the project
requirements , main deliverables
and subsequent activities in order
to ensure that it includes all the
work required to successfully

complete the project.

The analytical method was applied by
using information from the sources
identified in Chart 1 to create the
components which comprise the scope

management plan.

2.To develop a schedule
management plan in order to have
a schedule baseline that can be
used to measure project
performance throughout the project

life cycle.

The analytical method was applied by
using information from the sources
identified in Chart 1 to create the
components which comprise the time

management plan.

3.To develop a cost management
plan in order to establish what the

project costs will be.

The analytical method was applied by
using information from the sources
identified in Chart 1 to create the
components which comprise the cost

management plan.

4. To develop a quality management
plan in order to identify the
project quality requirements in
order to ensure results meet

expectations for approval.

The analytical method was applied by
using information from the sources
identified in Chart 1 to create the
components which comprise the quality

management plan.

5. To develop a human resource
management plan to identify and

manage human resources

The analytical method was applied by
using information from the sources

identified in Chart 1 to create the
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effectlvely in order to complete the
project within time,cost and scope

constraints.

components which comprise the human

resource management plan.

. To develop a commuincations
management plan in order to
ensure the timely and effective
commuincation of project status
information to

and other key

stakeholders.

The analytical method was applied by

using information from the sources

identified in Chart 1 to create the

components  which  comprise the

communication management plan.

. To develop a risk management
plan that identif i e s t he
main risks and plans a response

for the most critical ones.

The analytical method was applied by

using information from the sources

identified in Chart 1 to create the
components which comprise the risk

management plan.

. To

develop a procurement

management plan to be used to
and services

obtain  goods

required by the project.

The analytical method was applied by

using information from the sources

identified in Chart 1 to create the

components  which  comprise the

procurement management plan.

. To

develop a stakeholder
management plan in order to
identify t he

stakeholders and plan how to
effectively engage and manage

them.

The analytical method was applied by

using information from the sources

identified in Chart 1 to create the

components  which  comprise the

stakeholder management plan.

3.3 Tools

According to the PMBOK® Guide i Fifth Edition, a tool is defined as, i s o met hi ng
tangible, such as a template or software program, used in performing an activity to

produce a productorres ul t . 0
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According to the Merriam-Webster Dictionary, a tool is defined as, i s omet hi ng

(such as an instrument or apparatus) used in performing an operation or

necessary in the

Chart 3 Tools (Source: Author of the study)

practice

of

a

vocat.i

Objectives

Tools

1.

To create a scope

management plan to

identify  the  project
requirements , main
deliverables and

subsequent activities in
order to ensure that it
includes all the work
required to successfully

complete the project.

Plan Scope Management

1 Expert judgment

1 Meetings

1 Scope management plan template

1 Requirements management plan template
Collect requirements

1 Interviews

1 Benchmarking

1 Document analysis

1 Requirements traceability matrix template
Define scope

1 Expert judgement

1 Product analysis

1 Facilitated workshops
Create Work breakdown structure (WBS)

1 Decomposition

1 Expert judgement

1 WBS generator
Validate scope

1 Inspection (Product reviews)
Control scope

1 Variance analysis

2. To develop a schedule

Plan schedule management

on

or
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management plan in
order to have a
schedule baseline that
can be used to measure
project performance
throughout the project

life cycle.

1 Expert judgement

1 Meetings

1 Schedule management plan template
Define Activities

1 Decomposition

1 Expert judgement
Sequence activities

1 Dependencies determination

1 Gantt chart

1 Microsoft Project 2016
Estimate activity resources
Expert judgment
Published estimating data
Bottom-up estimating
Microsoft Project 2016

Estimate activity durations

l
T
T
l

1 Expert judgement

1 Reserve analysis
Develop schedule

1 Microsoft Project 2016

1 Gantt chart
Control Schedule

1 Trend analysis

1 Microsoft Project 2016 to track planned

dates versus actual dates to report

variances.

M Gantt chart

3.

To develop a cost

management plan in

order to establish what

Plan cost management

1 Expert judgement

1 Meetings
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the project costs will be.

T

Estimate cost

ll
l
l

T

Determine budget

l
T
T
T

Control costs

T
T

Cost management plan template

Expert judgement
Bottom-up estimating
Reserve analysis
Microsoft Project 2016

Cost aggregation
Reserve analysis
Expert judgement
Microsoft Project 2016

Forecasting
2016 to

performance reviews such as variance

Microsoft  Project conduct

analysis, earned value performance

4. To develop a quality

management plan in

order to identify the
project quality

requirements in order to

ensure results meet
expectations for
approval.

Plan quality management

l
T
l
T

Perform quality assurance
1 Activity network diagrams
1 Audits

Control quality

T

T
T
T
T

Cost of quality
Histograms
Flowcharts

Quality management template

Quality metrics
Quality checklists
Pareto diagrams

Histograms

Inspections
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1 Approved change request review
templates

5. To develop a human | Plan human resource management

resource management {1 Organization hierarchical-type charts
plan to identify and 1 Expert judgement

manage human 1 Meetings

resources effectlvely in | Acquire project team

order to complete the f Pre-assignment

project within time,cost 1 Negotiation

and scope constraints. 1 Acquisition

9 Virtual teams
Develop project team

1 Personnel assessment templates
Manage project team

1 Project performance appraisals templates

6. To develop a | Plan communication management
commuincations 1 Communication requirement analysis
management plan in 1 Communication methods
order to ensure the 1 Communication  management  plan
timely and effective template
commuincation of | Manage communications
project status and other f Communication methods
key information 10 | Control communications
stakeholders. 1 Expert judgement

7. To develop a risk | Plan risk management
management plan that 1 Expert judgement

identifies ! Risk management plan template
main risks and plans a | |dentify risk

response for the most ¢ Documentation reviews

critical ones. 1 Expert judgement
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Perform qualitative risk analysis
1 Probability and impact matrix
1 Risk probability and impact assessment
1 Expert judgement
Perform quantitative risk analysis
1 Histograms
1 Risk simulation
1 Expert judgement
Plan risk responses
1 Strategies for negative and positive risks
1 Contingency response strategies
1 Expert judgement
Control risks
1 Risk assessment guides

1 Reserve analysis

. To develop a
procurement

management plan to be
used to obtain goods
and services required by

the project.

Plan procurement management
1 Expert judgement
1 Procurement management plan template
1 Market research
Conduct procurements
1 Proposal evaluation criteria template
1 Proposal template
1 Terms of reference
1 Evaluation report template
Control procurements
1 Contract change control templates
1 Procurement performance review
templates
1 Inspection and audit guides

Close procurement
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M Procurement audit

. To

stakeholder
in
the

management plan

order to identify
projectos

stakeholders and plan

develop a

Identify stakeholders

1 Stakeholder analysis

1 Expert judgment

1 Stakeholder register template
Plan stakeholder management

1 Expert judgment

how — to  effectively 1 Power interest grid
engage and manage 1 Stakeholder management plan template
them.

Plan stakeholder management
1 Expert judgement
1 Stakeholder

matrix

engagement assessment

Manage stakeholder engagement
1 Communication methods
1 Issue log template
1 Change request template
Control stakeholder engagement
1 Expert judgement

1 Project performance reporting templates

3.4 Assumptions and constraints

According to the PMBOK® Guide i Fifth Edition, an assumption is defined as, fi a
factor in the planning process that is considered to be true, real, or certain, without
defMe@®@=sf oati def i

accepted certain

or Dncdbi onari es ne an ¢

h 8

proof

t hat i s as true or as t o
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The assumptions and constraints considered for each specific objective of the
FGP are outlined in Chart 4 below.

Chart 4 Assumptions and Constraints (Source: Author of the study)

order to ensure that it

includes all the work

required to successfully

complete the project.

agency is supportive in the
facilitation of works related
to the development of the
scope management plan.

It is assumed that the
works identified by the
stakeholders are
adequately included within

the scope of the project.

Objectives Assumptions Constraints

1. To «create a scope|lt is assumed that the | Time constraint
management plan to | scope management plan | since the scope
identify the project | identifies all the work | of work is a lot
requirements , main | required. and the time
deliverables and | It is assumed that the | allocated to
subsequent activities in | Department, as executing | undertake the

works is short.

To develop a schedule
management plan in
order to have a schedule
baseline that can be used
to measure project
performance  throughout

the project life cycle.

It is assumed that the
proposed time is adequate
in order to accomplish all

the scope of work.

The

allocated for the

time

execution of FGP

activities is
limited and
needs to Dbe
abided with.

as
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Objectives Assumptions Constraints
It is assumed that a | The budget
3. To develop a cost|detailed and realistic | required for the
management plan in order | budget is developed. execution of

to establish what the

project costs will be.

project activities

must not exceed

the available
budget.
It is assumed that the | The time
guality management plan | available to

4. To develop a quality| . .
. will identify all the quality | execute the FGP
management plan in order _ '
' . . requirements of  the | (three months) is
to identify the project _ o
_ _ | project. a limiting factor
quality requirements in
for the
order to ensure results
. development of
meet expectations  for .
the quality
approval.
management
plan.
5. To develop a human |It is assumed that the | The time
resource management | human resources | available to
plan to identify and | management plan | execute the FGP

manage human resources
effectlvely in order to
complete the project within
and

time,cost scope

constraints.

identifies all the required
human resources.

It is also assumed that the
Department will obtain all
the required human
resources to complete the

project.

(three months) is
a limiting factor
for the
development of
the human
resource
management
plan.
The

resources

required

may
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. To

Objectives Assumptions Constraints
not be readily
available.

It is assumed that the | The time
communications available to

develop a
commuincations
management plan in order

to ensure the timely and

management
the

plan
contains required

communication methods

execute the FGP
(three months) is

a limiting factor

main risks and plans a
response for the most

critical ones.

response strategies.

) ) _ to suffice the stakeholder | for the
effective commuincation of
_ needs. development of
project status and other "
e
key information to o
communication
stakeholders.
management
plan.
. To develop a risk |It is assumed that all | All critical risks
management plan that | critical risks are identified | are to be
identifies {along with their risk | identified within

the time
available for the

FGP.

. To develop a procurement
management plan to be
used to obtain goods and
services required by the

project.

It is assumed that the
Department has all the
information required to
develop the procurement

management plan.

Time is a limiting
factor for the
development of a
detailed
procurement
management

plan.

. To develop a stakeholder
management plan in order
to i denti fy

main stakeholders and

It is assumed that all the
project stakeholders are
identified and are on

board with the execution

Time is a limiting

factor for the
identification of
all relevant




34

Objectives Assumptions Constraints
plan how to effectively | of the project. stakeholders and
engage and manage the development
them. of the

stakeholder
management

plan.

3.5 Deliverables

According to the PMBOK® Guide 1 Fifth Edition, a deliverable is def
unique and verifiable product, result, or capacity to perform a service that is

required to be produced to compThe@xdrda pr oce
Dictionaries define a deliverable as Afa th

product of a developmentpr ocess. 0

The deliverables developed on the FGP are presented in Chart 5 below.

Chart 5 Deliverables (Source: Author of the study)

Objectives Deliverables

1. To create a scope management plan | Scope management plan with
to identify the project requirements , | requirements management plan and
main deliverables and subsequent | scope baseline.
activities in order to ensure that it
includes all the work required to

successfully complete the project.

2. To develop a schedule management | Schedule management plan with
plan in order to have a schedule | activity list, schedule network
baseline that can be used to |diagram, schedule baseline, and

measure project performance | schedule in Gantt chart




35

throughout the project life cycle.

. To develop a cost management plan
in order to establish what the project

costs will be.

Cost management plan with activity
cost estimates, and cost baseline

. To develop a quality management
plan in order to identify the project
quality requirements in order to
ensure results meet expectations for

approval.

Quality management plan with

quality metrics, quality checklist,
approved change requests review

template.

. To develop a human reseource
management plan to identify and
manage human resources
effectlvely in order to complete the
project within time,cost and scope

constraints.

Human resource management plan
with project staff assignment, and
team

performance appraisal

template

. To

develop a commuincations

management plan in order to ensure
the timely and effective
commuincation of project status and
information to

other key

stakeholders.

Communications management plan

. To develop a risk management plan
t hat [ fi

risks and plans a response for the

dent i es

most critical ones.

Risk management plan with a risk

register

. To

develop a  procurement
management plan to be used to
obtain goods and services required

by the project.

Procurement management plan with

procurement statement of work,
source selection criteria, proposal

and evaluation report templates
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9. To develop a stakeholder | Stakeholder management plan with
management plan in order to identify | stakeholder register and issue log
the projectds mai
plan how to effectively engage and

manage them.
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4 RESULTS
4.1 Scope Management Plan
4.1.1 Introduction

The Scope Management Plan provides the scope framework for the Belize
Chemicals and Waste Management (BCWM) Project. This Scope Management
Plan documents the scope management approach, roles and responsibilities as it
pertains to the project scope, scope definition, scope baseline, verification and
scope change and control mechanism. Also, within this plan, the Requirements

Management Plan is documented.

The objective of the BCWM Project is to protect human health and the
environment locally and globally by reducing releases of harmful Persistent
Organic Pollutants (POPs) substances and increasing the capacity for hazardous
chemicals and waste management. This objective will be accomplished through
two principal project components: (1) Regulatory Strengthening and
Environmentally sound management of chemicals and waste, including POPs,
and (2) UPOPs release reduction in waste management operations and
agriculture. The project objective is in line with the Global Environment Facility

(GEF) objective- phase out of POPs and Reduce POPs releases.
4.1.2 Scope Management Approach

The Scope Statement, Work Breakdown Structure (WBS) and WBS Dictionary

define the scope of this project.

The Project Steering Committee (PSC), is comprised of: the Project Director, a
representative of the United Nations Development Programme , the Belize
Customs and Excise Department, the Caribbean Agriculture Research &
Development, the Ministry of Health, the Belize Solid Waste Management
Authority, the Pesticides Control Board, the Ministry of Economic Development,

the Fabrigas Belize Limited, the Belize Agriculture Health Authority, the Sugar



38

Industry Research and Development Institute (SIRDI) and the University of Belize.
The PSC will be responsible for the scope management. This committee will

establish and approve documentation for measuring the project scope.

Proposed scope changes may be initiated by any PSC member or any member of
the project team. All change requests will be submitted to the Project Manager
who will then evaluate the requested scope change based on its impact on project
cost and timelines. Upon acceptance of the scope change request, the Project
Manager will submit the scope change requests to the PSC (who serves as the
Change Control Board) for acceptance. Upon approval of scope change request
by the Change Control Board, the Project Manager will update all project
documents and communicate the scope change to all stakeholders. The Project
Steering Committee will consider the feedback and input from the Project
Manager and Stakeholders and is responsible for the acceptance of the final

project deliverables and project scope.

4.1.3 Roles and Responsibilities

Several Individuals are responsible for the successful management of the project

scope.

The Chart 6 below defines the roles and responsibilities of key stakeholders in
order to ensure that all approved work and only the approved work is undertaken
during the BCWM Project Life Cycle.

Chart 6 Scope Management Roles and Responsibilities (Source: Author of
the study)

Role Description of Responsibility

Project Sponsor 1 Provides financial resources

Responsible Partner 1 Acts as the project sponsor Implementing Agency
Ensures that the project delivers the agreed

outcomes
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1 Involved from project initiation to closure and
reports to project sponsor

1 Ensures transparency, appropriate conduct and
financial responsibility

1 Oversees annual financial audits, as well as the
execution of independent Project Midterm and
Terminal Evaluations

1 Provides regular programmatic and
administrative oversight

1 Actively reviews and authorizes go/no go
decisions, scope changes and quarter reviews
Provides additional funds for scope change
Provides technical and operational support
necessary for the implementation of activities and

results of the project.

Project Director 1 Represents the Implementing Partner (Executing
Agency)

Has overall accountability for the project

Provides in kind contribution to the project
Responsible for supervising the project activities
Provides overall management of the project

Chairs the Project Steering Committee

= = a4 a4 A A

Project Manager Responsible for project planning, implementation,
coordinating, controlling and monitoring project
activities.
1 Prepares, tracks, and implements the annual
work plans for the project;
Organizes and manages the work of the PSC.
Develops of Terms of Reference and contracts

for national and international consultants
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Provides effective interaction with relevant state
agencies, private companies, NGOs and other
interested parties.

Builds effective working relationships with the
projectbds key partners
that project-inspired activities proceed with the
full support and involvement of (i) local
stakeholders, (ii) Beneficiary Groups and other
local institutions/groups, and (iii) the private
sector, resource users, etc.;

Disseminates information of project activity and
results to project partners and the general public.
Supervises the internal processes for quality
control, including creation of logs of risks,
problems and quality indicators of project activity,
monitoring and maintaining these logs, and
making necessary changes.

Prepares and timely submits quarterly and
annual progress reports using standard reporting
formats on status project implementation in
accordance with the project document.

Regularly reports and communicates with the
PSC and UNDP on project status, including
problems.

Controls the spending of project funds on
intended purposes in accordance with the
approved budget of each project outcome.
Participates in the approval of the project plan
and deliverables

Secures acceptance and approval of deliverables

Escalates issues that cannot be resolved by
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project team to the PSC
Facilitates scope change requests
Facilitates impact assessments of scope change
requests

1 Organizes and facilitate scheduled change
control meetings

1 Communicates outcomes of scope change
requests

1 Updates documents upon approval of scope

changes

Project Team 1 Assists the Project Manager with the day to day
management of project activities such as

participating in defining change resolutions

1 Directed by the Project Manager
Project Steering | Serves as the Change Control Board
Committee 1 Accepts project deliverables and project scope
1 Provides management decisions when guidance

is required by the Project Manager

1 Have final authority on matters requiring official
review and approval, including annual work plan
and key hires

1 Responsible for the scope management.
Establishes and approves documentation for

measuring the project scope.

Stakeholders 1 Key provider of requirements, recipients of

project deliverables and associated benefits

4.1.4 Scope Definition

The scope for the BCWM Project was defined through a comprehensive

requirements collections process carried out by UNDP (the responsible partner)
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and the Department of the Environment (DOE) (Implementing partner/executing

agency).

4.1.5 Scope Baseline

The Scope Baseline is the approved specific version of the detailed project scope

statement, work breakdown structure (WBS) and its associated WBS dictionary.

x Project Scope Statement

The Project scope statement for the BCWM project consists of the description of
the project scope, major deliverables, constraints, and exclusion, assumption and

acceptance criteria. These elements are described as follows:

U Project Scope Description

The BCWM Project aims to assist the country in implementing its relevant

obligations under the Stockholm Convention, in particular to reduce the releases

of UPOPs, as wel |l as to buil d HEH-ohentvessy 6s cap
This will be accomplished through four main project components.

Component 1. Regulatory Strengthening and Environmentally sound

management of chemicals and waste, including POPs

1 Outcome 1.1: Institutional capacities strengthened through enhanced
policies and regulatory framework supporting sound management of

chemical life cycle.
The following activities will be carried out to deliver Outcome 1.1:

Activity 1.1.1: Updating of the Legal Framework for the sound management of

chemicals in Belize

Activity 1.1.2: Industrial chemicals regulation developed in incorporate enabling
control regulations for Poly Chlorinated Biphenyls (PCB) and their standard

operating procedures in the legal framework.
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Activity 1.1.3: Support t he P CB 6 agthénimg exercisel aimed ata | Stre
addressing legal and Institutional gaps to allow better delivery of its mandates for

the management of pesticides including POPs

Activity 1.1.4: Solid waste management compliance promotion

Qutcome 1.2: Management and disposal of existing POPs waste

This outcome will work towards safe management and disposal of the identified
intentionally produced POPs stockpiles in Belize. The stockpiles consist of both
PCB and DDT that are in the ownership of private sector and Ministry of Health.
The DDT stockpile has previously been packed by a regional project, and is ready
for its exportation to final disposal. However, the PCB containing oil needs to be
repacked before shipment.

The activities to be under taken under this project component consist of:

Activity 1.2.1: Verification, classification and inventory of Chemical stockpiles in
Belize.

Activity 1.2.2: Repackaging, disposal of POPs stockpiles, and Training in
buyer's competence for disposal services for hazardous waste, including POPs

as well as safe practices for handling, packing and transportation.

Component 2: UPOPs release reduction in waste management operations

and agriculture

As envisioned in the project concept stage, this project component will work
towards ensuring that the municipal waste management in the Western Corridor
area will be upgraded to modern standards without uncontrolled burning and
resulting Unintentional POPs emissions. The back bone of this will consist of the
overarching Solid Waste Management Project complemented with key activities
that will ensure that no gaps and possibilities for systematic uncontrolled burning
can take place in the Western Corridor area and that potentially high POPs

release resulting waste is clearly separated.
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In the agricultural sector, green harvesting with underlying field improvements as
well as expert, technical and technological assistance will enable smaller scale
cooperative sugar cane farmers to stop burning of the cane fields pre-and
post-harvest with increased yields and decreased inputs.

Outcome 2.1: Measureable reduction in_dioxin_release from formal and

informal waste dumps

The main cluster of activities to contribute this outcome is the Western Corridor
Solid Waste Management Project by the MNR&A and the Solid Waste
Management Authority completed with additional activities in closure of the waste
dumps in Belmopan and Burrell Boom. This, partnered with corresponding
measures at the waste sites to separate hazardous and high POPs releasing
waste fractions such as electric and computing equipment casings at waste

transfer centers, will result in considerable POPs release reduction.

Activity 1.2.2: Will consist of i) Burrell Boom Closure of open dumpsite and

construction of a transfer station.
Activity 1.2.2: Sensitization of the schools and communities nearby the Burrell

Boom on the use of the new transfer station and proper waste management.

Outcome 2.2: Reduction of UPOPs releases from uncontrolled, open

burning of agricultural and other wastes

This outcome will work towards a gradual shift among small scale cane growers
towards agricultural practices that ends the need for burning of the cane fields
before and after harvest. The approach will be initially tested in one sugar cane
harvest group and is expected to be extended to cover one harvest branch,
paving way for further replication by the end of the project.

Activity 2.2.1: Piloted alternatives to agricultural burning in sugar cane farming.

This will entail technical assistance towards preparing fields suitable for such
harvesting, the actual field preparation, introduction of small scale mechanical

harvesting approaches and technologies, preferably by technologies recently
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developed in the LAC region as well as technical assistance and implementation

of appropriate pest management approaches as well as post-harvest action.

Activity 2.2.2: The promotion of farmer voluntary programs and guidelines
regulating agricultural burning will consist of action to replicate the approaches
introduced in Activity 2.2.1 widely in the sugarcane farming community. The work
will develop guidelines of introducing Green Harvesting as well as discuss the
inclusion of these in Fairtrade and other preferential trading schemes that are

considering environmental benefits.

Component 3: Monitoring, learning, adaptive feedback, outreach, and

evaluation

This component aims at the monitoring and evaluation of results achieved to
improve the implementation of the project and disseminate lessons learnt
domestically and internationally. The outputs of this component are:
1 M&E and adaptive management are applied to provide feedback to the
project coordination process to capitalize on the project needs; and
1 Lessons learned and best practices are accumulated, summarized and

replicated at the country level.

Component 4: Project Management
Activity 4.1: Adaptive Management

Activity 4.1.1: Manage Communication

Activity 4.1.2: Manage Procurement

Activity 4.1.3: Track and Manage tasks

Activity 4.1.4: Manage change requests

Activity 4.1.5: Update Project Management Plan

Activity 4.1.6: Project status meetings
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Activity 4.2: UNDP Administration

U Project Acceptance Criteria
The following requirements must be met for the project to be accepted as
complete:
1. All of the work captured in the Scope baseline is completed within budget

and timeline

U Project Exclusions
The Scope of the project does not include any activity that does not assist in the

accomplishment of the project outcomes.

U Project Constraints
The project should not exceed US $1,015,000.00. In addition, the project duration
should not exceed three (3) years to substantial completion and six (6) months

after the three years for final financial closure.

U Project Assumptions
1 Budget:

o It is assumed that the funds available are sufficient to execute all

project activities
1 Work force:

o It is assumed that there are sufficient quantities of skilled workers
and consultants that are competent for the projecté srequired
activities

1 Schedule:

o It is assumed that the project will be completed in the third year, with

an additional six (6) months allocated for financial closure.
1 Planning:
o It is assumed that the Ministry of Environment and Contractor

General will approve contracts for the required contractual services
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x WBS
The WBS has been created to decompose the project deliverables into

manageable work packages. This decomposition allows the Project Manager to

Figure 6 Work Breakdown Structure (Source: Author of the study)
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x WBS Dictionary

In order to define the WBS in detail, a WBS Dictionary was created to capture the
tasks characteristic information such as task names, work product, level of effort,
resources, dependencies and others. This WBS Dictionary will help the Project

Manager develop a detailed schedule baseline.

Chart 7 WBS Dictionary (Source: Author of the study)

Description of
WBS Task Name — Predecessors Resource Names
or

Belize
Chemicals and

1 Waste
Management
Project
0 BCWM  Project
Start
1.1 Initiation 2
The selection of
_ Project Team,
Project Team _
1.1.1 contracting and?2
Assembled . .
project kickoff

meeting held.

Development and

1.1.2 Project Charter approval of Project4

Charter
1.2 Planning 3,5
Perform Primary
1.2.1 _ 3,5
Planning
1.2.1. Creation of Project Manager,
Scope statement 3,5

preliminary  scope Administrative



1.2.1.

1.2.1.

1.2.1.

1.2.1.

1.2.1.

1.2.1.

1.2.1.

1.3

13.1

statement.
Development of
WBS work breakdown 8
structure.
Schedule Plan Development of
Completed Schedule Plan.
Resource  PlanDevelopment of a9 10
Completed resource Plan ’
Development of
Budget Plan _
Budget for projectll
Completed o
activities.
Risk Development of
Management Risk Management12
Plan Plan.
Development of
Procurement
Procurement 13
Management
Management Plan.
Plan
Stakeholder Creation of
Management Stakeholder 14
Plan Management Plan.
1.3 Execution 6,15
Planning and

Project kickoff

Meeting

execution of kickoff15

meeting.
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Assistant

Project Manager,
Administrative

Assistant

Project Director,
Project Manager,
Administrative

Assistant

Project Manager,
Administrative

Assistant

Project Manager,
Administrative
Assistant, Project
Director

Project Manager,
Administrative

Assistant

Project Manager,
Administrative

Assistant

Project Manager,
Administrative
Assistant, Project
Director



Project
1.3.2 _ 17
Tasks Execution

Review Legislative

Legal and
S Scheme,
institutional .
preparation of
framework for the _
1.3.2. Cabinet paper,
sound _ 17
1 consultation
management  of
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chemicals _
discuss draft
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Closure of open

Dumpsite  dumpsite servicing

Closure andthe communities
132 Burrell Boomnear the Burrell17

transfer  stationBoom and the

Construction Construction of a

transfer station.

Purchase of
_ equipment to assist
Piloted .
_ in the
alternatives to ]
1.32. implementation  of
agricultural 19

o piloted alternatives
burning in sugar _
) to agricultural
cane farming _ _
burning in sugar

cane farming.

135 Promotion Execution of
4' " of farmers consultation 21
voluntary workshops and
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Administrative
Assistant,
Project Steering

Committee

Project Manager,
Project  Steering

Committee

Construction

Company

Sugar Industry
Research and
Development

Institute

Sugar Industry
Research and

Development
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Institute

Chemicals expert

Legal Expert

[ICA

Project Manager,

Administrative
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Assistant

Chemicals
management

expert

Project Manager,
Administrative

Assistant

Project Manager,
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UNDP
1.4.3 o _
Administration

15 1Closout

Document
151
Closeout

End of project

Project status
meeting.
Monitoring and

support on project3SS

activities.

16,27
Execution of
Terminal Project
Evaluation,
documentation  of
lessons learned, 16,27
filing of records and
acceptance of
project completion

by project sponsor.

3,6,16,28,32

4.1.6 Scope verification
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Administrative
Assistant

United Nations
Development
Programme
Officer

Consultant

During the projectd dife cycle, the Project Manager will verify interim project

deliverables against the original scope as defined in the project scope statement,

WBS and WBS Dictionary. Once the Project Manager has finalized this

verification, the Project Manager will meet with the Project Steering Committee to

obtain formal acceptance of the deliverable. To document the acceptance of the

deliverable, all Project Steering Committee members are to sign a project

deliverable acceptance document.

4.1.7 Scope Control

The scope of work for the BCWM Project will be controlled by the Project

Manager and the Project team. With the use of the WBS Dictionary, the project
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team will ensure that only the work prescribed in the WBS Dictionary is performed
and that the defined deliverables for each WBS element is generated. The Project
Director will oversee that this scope control process is followed and that the
progress is reported.

4.1.8 Scope Change

The PSC member or any member of the project team can request project scope
changes throughout the project life cycle. If a change to the BCWM Project scope
is needed, the process for recommending and estimating changes to the scope is
carried out. All change requests are to be submitted to the Project Manager in the
prescribed project change request form as shown in Appendix 5. The Project
Manager will review the suggested change to the scope of the project and carry
out an estimation of the impacts of said changes on the cost and the timelines.
The Project Manager will then either reject the change request if it does not apply
to the intent of the project, or convene a Change Control meeting with the project
team and the Change Control Board to formally submit the change request. If the
Change Control Board approves the scope change, the Change Control Board will
then formally accept the change by signing the project change control document.
Upon acceptance of the scope change by the Change Control Board, the Project
Manager will update all project documents and communicate the scope change to

al | project team membersd stakehol der

4.1.9 Requirements Management Plan

U Introduction
The Requirements Management Plan documents all the necessary information
required to effectively manage project requirements from definition, through
traceability and delivery.

U Collection, documentation, tracking and reporting requirements
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The information provided in the BCWM Project document provided valuable
information in determining requirements for this Project. All requirements are
documented within a Project management system and are reviewed on a bi-

weekly basis as a part of the regular project team meetings.

The requirements were collected and documented in the requirements traceability
matrix (RTM) shown in Chart 9.

U Categories
Requirements are capabilities and conditions to which the system or project must
conform. Requirements can be broadly classified as Functional and Non-

Functional Requirements.

Functional Requirements:

A Feature of the Consultancies
A Outputs of the Consultancies

A Audit / Legal Requirements

Non-Functional Requirements:

Reliability
Availability
Scalability

Performance

D> > > D>

Supportability

x Prioritization
The Project manager will facilitate project meetings in order to establish priorities
for all project requirements. This project uses a three level scale in order to

prioritize requirements.
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Chart 8 below illustrates these levels and defines how these requirements are

grouped.

Chart 8 Three- Level scale to prioritize requirements (Source: Author of the

study)

Priority Level

Definition

High

These requirements are critical and are required for
project/product success or the advancement to the next

project activity or phase.

Medium These requirements support product/process
operations but can be completed simultaneously.

Low These requirements are quality and or functional
enhancement and are desirable if time and resources
allows it.

x Metrics

The project metrics are typical in nature and consist of performance, quality and

cost specifications.

In order to achieve project success, the deliverables must meet or exceed all

established metrics.

Cost:

1 The daily professional fees for consultants must cost less than US $950

1 The goods must be obtained from a provider which offers the best value for

money quote.

1 The budget for each project component must be within approved budget.

EV, AC, PV

CPI, SPI, EAC, VAC

Quality:

1 Project quality standards must be adhered to, by quality criterion as

outlined in section 4.4.3.
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All defined indicators must be met.

Completeness of work

On-time delivery of reports and agreed deliverables of consultants
Issues with availability and reliability

Customer satisfaction

= =4 =4 4 -4 -

Earned value

Performance:
1 Schedule variance must not be a negative value.

1 Cost variance must not be a negative value.

Schedule
1 Track percentage of work done ensuring that the project progresses as
scheduled without delays.
Activities

1 Completion dates

Risk
Schedule
Cost

O«

O«

Resources

O«

Deliverables

(@]

x Reguirements Change Management
Change of requirements is inevitable throughout the project life cycle. All change
requests to requirements are to be submitted to the Project Manager in the
prescribed project change request form as shown in Appendix 5. The Project
Manager will review and analyze the change request. The Project Manager will
then either reject the change request if it does not apply to the intent of the
project, or convene a Change Control meeting with the project team and the

Change Control Board to formally submit the change request. If the Change
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Control Board approves the change request to the requirements, the Change
Control Board will then formally accept the change by signing the project change
control document. Upon acceptance of the change in requirements by the
Change Control Board, the Project Manager will update the requirements and

communicate such change to all project team members and stakeholder.
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The requirements traceability matrix is a tool which ensures that deliverables meet the project requirements. Chart 9 below

shows the project requirements traceability matrix.

Chart 9 Requirements Traceability Matrix (Source: Author of the study)

Requirement Information Relationship Traceability
WBS o
ID | Requirement Priority | Category | Source Objective Deliverable | Metric :‘/erlflcatlo
To ensure
Project team to better
have experience in understanding
project of project
management and outcomes and Project
chemistry Implementing | ensure project deliver
1 | background High Technical | Partner delivery. Task1.1.1 |y Done
Custo
To ensure mer
Stakeholder Implementing | stakeholder Task satisfa
2 | participation Medium | Technical | partner buy in. 1.3.2.1 ction Done
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To ensure
compliance
Construction must with local
adhere to local government
building code requirement for
requirements and the Project
Environmental Implementing | construction of | Task deliver
3 | compliance plan. High Technical | partner buildings. 1.3.2.2 y Done
Requirement Information Relationship Traceability
WBS o
ID | Requirement Priority | Category | Source Objective Deliverable | Metric :\/erlflcatlo
Service provider to
wear and have To ensure
proper  personal proper safety Numbe
protective measure and r of
equipment at Implementing | personnel Task accide
4 | hand. High Functional | partner protection. 1.3.25 nts Done
Health and safety Responsible Task Numb
5 [Plan in place | High Functional | partner 1.3.25 er of | Done
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during the accide
implementation of nts
activities.

To ensure a

guarantee is in

place  should

something go

wrong due to
Service  provider service
must present a Responsible | provider Task
Bank Guarantee High Technical | partner negligence. 1.3.25 Cost Done
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4.2 Schedule Management Plan

4.2.1 Introduction

The Schedule Management Plan defines the approach the project team will use in
creating the project schedule. This plan also includes how the project team will
monitor the project schedule and manage changes after the baseline schedule
has been approved.

4.2.2 Schedule Management Approach

The schedule was created using a Microsoft Project 2016. The activity definition
identifies the specific work packages which must be performed to complete each
deliverable. Activity sequencing is used to determine the order of work packages
and assign the relationships between the project activities. Activity duration
estimation is used to calculate the number of work periods required to complete
the work packages. Resource estimation is used to assign resources to the work

packages in order to complete the schedule.

The project team reviews the schedule and then presents to the Project Steering
Committee for its review and approval. Once the schedule is approved, it is then

baselined.

The following are designated as milestones for the project schedule:
1 Approved Project Charter
1 Project Inception Workshop (kick-off meeting)
1 Project implementation of validation workshops
)l

Acceptance of Project Deliverables
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The Project Activity list shown in Chart 10 includes all scheduled activities

required on the project.

Chart 10 Activity List (Source: Author of the study)

WBS Task Name DurationPredecessors Resource Names
Belize
Chemicals
1 and Waste 165 wks
Management
Project
BCWM
0 _ 0 wks
Project Start
L 12.2
1.1 Initiation
wks
Project Team
1.1.1 10.2 wks 2
Assembled
Project
1.1.2 2 wks 4
Charter
1.2 Planning 11wks 3,5
Perform
1.2.1 Primary 11wks 3,5
Planning
Project Manager,
Scope o _
1.2.1.1 2 wks 3,5 Administrative
statement )
Assistant
Project Manager,
1.2.1.2WBS 1 wk 8 Administrative
Assistant
1.2.1.3Schedule 1 wk 8 Project Director,

Milestone

No

No

No

No

No

No

No

No

No

No



Plan

Completed

Resource

1.2.1.4Plan 1 wk 9,10

Completed

Budget Plan
1.2.15 1 wk 11
Completed

Risk
1.2.1.6 Management 1 wk 12

Plan

Procurement
1.2.1.7 4 wks 13
Management

Plan

Stakeholder
1.2.1.8Management 1 wk 14
Plan

139.8

1.3 Execution 6,15

wks

Project kickoff

13.1 4.8 wks 15,6

Meeting

Project
1.3.2 Tasks

Execution

135 wks 17

Legal and
1321 20 wks 17
institutional

Project Manager,

Administrative

Assistant
Project Manager,
Administrative No
Assistant
Project Manager,
Administrative
) ~ No
Assistant, Project
Director
Project Manager,
Administrative No
Assistant
Project Manager,
Administrative No
Assistant
Project Manager,
Administrative
) ~ No
Assistant, Project
Director
No
No
Administrative
Assistant, Project No
Steering Committee
Project Manager,
Yes

Project Steering
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framework for

the sound

management

of chemicals

updated

Dumpsite

Closure and
1.3.2.2Burlrell Boom64 wks

transfer

station

Construction

Piloted
alternatives to
1.3.2.3agricultural 42 wks

burning in
sugar cane
farming

Promotion
of farmers
voluntary

1.3.2.4programs to52 wks

avoid the

second

burning
Inventory

of chemicals
verified,

1.3.25 _ 91 wks
chemicals
repackaged

and disposed

17

19

21

19
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Committee

Construction

Yes
Company
Sugar Industry
Research andNo

Development Institute

Sugar Industry
Research andNo

Development Institute

Chemicals expert Yes



Industrial

chemicals

1.3.2.6 52 wks 23SS+34 wks

regulation
developed
Support
the PCB's
1.3.2.7institutional 24 wks 19
strengthening
exercise
Solid
Waste
1.3.2.8management 33 wks 19
compliance
promotion
Chemicals
and waste
1.3.2.9management 24 wks 23
strategy and
action  plan

developed
1.4  Control 165 wks 2SS,3SS
Project
1.4.1 165 wks 3SS
Management
Project
154.7
1.4.2 status
) wks
meetings
UNDP
1.4.3 165 wks 3SS

Administration
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Legal Expert No
[ICA No
Project Manager,
Administrative No
Assistant
Chemicals

Yes

management expert

No
Project Manager,
Administrative No
Assistant
Project Manager,
Administrative No
Assistant
United Nations
Development No

Programme Officer



15 Closeout 2 wks

Document
151 2 wks
Closeout

End of project 0 wks

16,27

16,27

3,6,16,32,28

Consultant

No

No

Yes

67



4.2.4 Schedule Network Diagram
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Once the project activities were identified and defined, the Microsoft Project 2016 was utilized to develop the Schedule

Network Diagram shown in Figure 7 below.
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Figure 7 Schedule Network Diagram (Source: Author of the study)
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425 Schedule Baseline

The BCWM Project schedule is presented in Chart 11 below.

Chart 11 BCWM Project Schedule (Gantt Chart) (Source: Author of the study)
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4.2.6 Schedule Control

The project schedule is reviewed and updated on a weekly basis; or when new

information is obtained and added, or deleted from the schedule.

The Project Manager is responsible for the performing the schedule
updates/reviews and communicating any changes to the Project Director. The
reporting of schedul e status wi || b

Communication Plan.

4.2.7 Schedule Change and Thresholds

If any member of the project team determines that a change to the schedule is
necessary, the Project Manager and Project team will meet to access and evaluate
the change. The project team will determine which tasks are impacted, the
variances as a result of the potential change and determine how change will affect
the scope, schedule and resources. If after the evaluation is finalized, the Project
manager observes that any change exceeds the established schedule constraints,

a schedule change request must be submitted.

Submittal of a Schedule Change Request to the PSC for approval is required if
either one of the two following conditions is true:

1 The proposed change is estimated to reduce the duration of an individual
work package by 15% or more, or increase the duration of an individual
work package by 15% or more.

1 The change is estimated to reduce the duration of the overall baseline
schedule by 15% or more, or increase the duration of the overall baseline
schedule by 15% or more.

Any change requests that do not meet these thresholds may be submitted to the

Project Director for approval.

e

done
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Once the change request is approved, the Project Manager is responsible for the
adjusting the schedule and communicating the changes and impacts to the project

team.

4.3 Cost Management Plan

The Project Manager will be responsible for managing and reporting on the
pr oj e stthibsghoatohe duration of the project. The Project Manager will send
out a monthly financial report by E-mail to the Project Steering Committee (PSC).
During quarterly project progress meeting, the Project Manager and Project
Administrative Assistant will meet with Responsible Partner and PSC to present
and review the projectdés cost performance fo
will be measured using earned value management. The Project Manager is
responsible for preparing the Cost Management Plan and the Cost Baseline. The
Project Manager is responsible for accounting for cost deviations and presenting
the Project Sponsor with options for getting the project back on budget. The
Responsible Partner and PSC have the authority to make changes to the project to
bring it back within budget.

4.3.1 Rules for Performance Measurement

Project performance will be measured using the Earned Value Management. The
foll owing four Earned Value metrics wil/ be
performance:

1. Schedule Variance (SV)

2. Cost Variance (CV)

3. Schedule Performance Index (SPI)

4. Cost Performance Index (CPI)

If the Schedule Performance Index or Cost Performance Index has a variance of
between 0.1 and 0.2, the Project Manager must report the reason for the

exception. If the SPI or CPI has a variance of greater than 0.2, the Project
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Manager must report the reason for the exception and provide the Project Steering
Commi ttee with a detailed corrective plan tc

to acceptable levels.

Chart 12 Performance measure (Source: Author of the study)

Performance Measure Yellow _
Schedule Performance Index | Between 0.9 and 0.8 Less than 0.8 or
(SPI) Between 1.1 and 1.2 Greater than 1.2

Cost Performance Index | Between 0.9 and 0.8 Less than 0.8 or
(CPI) Between 1.1 and 1.2 Greater than 1.2

4.3.2 Cost Reporting and Format

Reporting for cost management will be included in the quarterly end of stage
progress reports. There wild/l be a section n
Earned Value Metrics identified will be included. All cost variances outside of the
thresholds identified will be reported along with any corrective plans. The Change
orders, which are triggered based on the project overruns, will be identified and

tracked in this report.
4.3.3 Estimating Costs by Activity

Estimates of the cost by work package are shown in Chart 13. Estimates will be
refined as more information about the project becomes available.

The estimated cost for some tasks and activities reflect a $0 cost due to various

reasons which are highlighted in Chart 14.
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Chart 13 Activity cost estimates and Back up Information (Source: Author of

the study)

WBS

11
111

1.1.2
1.2
121
1211
1.2.1.2
1.2.13
1214
1.2.15
1.2.1.6

1.2.1.7

1.2.1.8
1.3
13.1
1311

Activity
Task Name

Belize Chemicals and Waste

Management Project
Initiation

Project Team Assembled

Selection

Team

Cost

Estimates

$1,015,000.00

$0.00

Contracting of Project
$0.0

Team

Project

meeting
Project Charter
Planning
Perform Primary Planning
Scope Statement
WBS
Schedule Plan Completed
Resource Plan Completed
Budget Plan Completed
Risk Management Plan

Procurement Management

Plan
Stakeholder Management Plan
Execution

Project kickoff Meeting

team kickoff

$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$790,649.00
$4,000.00

Create stakeholder list $0.00



1.3.1.2 Send invitations $0.00

Hold Inception
workshop (Kickoff

1.3.1.3 . _$4,000.00
meeting with

stakeholders)
1.3.2 Project Tasks Execution $786,649.00

Legal and institutional
framework for the sound

1.3.2.1 . $5,000.00
management of chemicals

updated

Internal review  of
SOLGEN'S legislative $400.00

scheme

Prepare and submit
_ $0.00
Cabinet Paper

Host first workshop
with DOE staff and
PSC to review and

. _ $2,100.00
discuss draft National
Integrated Chemicals

Management Bill

Host second workshop
with DOE staff and
PSC to review and
) ) $2,500.00
discuss draft National
Integrated Chemicals

Management Bill

Dumpsites Closure and Burrell
1.3.2.2 Boom transfer station $350,000.00

construction



s

Closure and cleaning

of Open dumpsites
$10,000.00
nearby the Burrell

Boom

Construction of

transfer station for the

$340,000.00
Burrell Boom
communities
Piloted alternatives to
1.3.2.3  agricultural burning in sugar $96,109.00

cane farming

Purchase of (2)

Tractors, (2) disc
_ 83,109.000
ridgers and (2) rotary

tillers.
Purchase of (1) canon
$13,000.00
sprayer
Promotion of farmers voluntary
1.3.2.4  programs to avoid the second $33,985.00

burning

Pilot Demonstration for
the adoption of green

_ $19,050.00
practices by sugar

cane farmers

Sensitization workshop

for the promotion o0f$4,210.00
voluntary programs

Hosting of four field

days of green$2,600.00

harvesting



demonstrations to
farmers using
mechanical harvesting
Creation of seed bank
of 4 to 5 sugar cane
varieties (upright leaf
shedding) that are
more conducive to
mechanical harvesting.
This includes creating
a 10 Acre plot: Land$8’125
preparation, purchase
of seeds,
transportation and
planting cost, input

cost (fertilizer and

herbicides).
Inventory of chemicals verified,
1.3.2.5 chemicals repackaged and $234,126.00
disposed
Verification
$19,361.00

consultancy

Develop TOR  for
Verification $90.00
consultancy

Advertisement of TOR

for verification $994.00
consultancy

Evaluation of proposal $300.00
Sign  Contract  with$0.00



consultant for
verification
consultancy
Implementation of
Consultancy for the
- $16,550.00
verification of Inventory

of chemicals

Meetings /Workshop $1,427.00
Consultation meetings

with Pesticide owners $307.00
Validation  workshop

for verification$1,120.00
consultancy report

Repackaging and

disposal of $214,800.00
chemicals

Develop TOR for the

repackaging and $200.00
disposal consultancy
Evaluation of
Proposals for the

_ $0.00
repackaging and

disposal consultancy

Signing of Contract for

the repackaging and$0.00
disposal consultancy
Implementation of the
Repackaging and$170,000.00
disposal consultancy

Disposal of POPs $39,100
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1.3.2.6

1.3.2.7

Industrial chemicals regulation
developed to incorporate

control regulations

Support the PCB's institutional

strengthening exercise

Chemicals

Contingency

Meetings/Workshop $5,500.00
Consultation meetings $1,000.00
Training workshop $4,500.00

$15,230.00

Development of TOR
for consultancy to draft

_ 00.00
regulations on

industrial chemicals
Advertisement of TOR $800.00

Evaluation of
$200.00
proposals

Signing of Contract for
industrial chemicals

_ $0.00
regulations

consultancy

Implementation of
Consultancy for the
development 0f$11,410.00
regulations for

industrial chemicals
Workshop/consultation

meetings with $2,620.00

stakeholders
$20,000.00

Partnership with [ICA$20,000.00
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1.3.2.8

1.3.2.9

Solid Waste management

compliance promotion

Chemicals and waste

management strategy and

action plan developed

81

to develop a strategic
plan and action plan
for the Pesticides

Control Board
$5,467.00

Presentation to

villagers in the vicinity
$1,000.00

of the Boom transfer

station
Develop material for
public awareness
_ $1,328.00
sessions to target the

villages in these areas

Printing of signage

osters romotin
(P ) -p g$3,139.00
proper solid waste
management

$26,732.00
Develop TOR $273.00

Advertisement of TOR $708.00

Evaluation of
$241.00
proposals

Sign  Contract with
consultant for
chemicals and waste $0.00
management strategy

consultancy



1.4
141

14.2

143

15
151

Control

Project Management

Project status meetings

UNDP Administration

Closeout

Document Closeout

Implementation of

chemicals and waste
$22,385.00

management strategy

consultancy

Consultation meetings
: $1,625.00
with stakeholders

Validation  workshop
for chemicals and
waste management$1,500.00

strategy and action

plan
$212,351.00
$186,611.00
Salaries for Project
$142,320.00

Management Unit

Office Supplies and

_ $5,791.00
equipment
Travel Costs $38,500.00
$9,500.00
Project Steering
_ _ $8,000.00
Committee Meetings
Technical Review
_ _ $1,500.00
Committee Meetings
$16,240.00
Support fees $8,140.00
Perform Financial
_ $8,100.00
Audit
$12,000.00

$12,000.00
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Perform
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Terminal
$12,000.00

Project Evaluation

Document

Learned

Lessons
$0.00

Update files/ Records $0.00

Gain

Formal

Acceptance of Project$0.00

Completion

Archive

$0.00

File/Documents

Chart 14 Justification for Activities with estimated cost equal to $0. (Source:
Author of the study)

WBS | Task Name | Activity Cost Justification
Estimates
1.1 Initiation $0.00

Selection of The Department of the
Project Team Environment (DOE) as
the Implementing
partner provides in kind
contribution  to  the
Project project by using human
1.1.1 | Team $0.00 resource and  other
Assembled resources (i.e.

conference room) to
carry out the selection of
project team. The cost
incurred for the

selection of project team
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is the covered by the
DOE as in kind

contribution.

Contracting of There are no payments
Project Team made upon signing of
contract. All cost

$0.00 estimated for the project

management team is

being considered in the

salaries.
Project team This meeting is an initial
kickoff meeting meeting with the team

as they start their
working contract. There
IS no cost estimated for
$0.00 . o . ,
this activity since this
activity is considered a
requirement and is
contemplated with their

salaries.

The development of the
Project Charter will be
the responsibility of the
project manager and
_ administrative assistant
Project Develop _
1.1.2 _ $0.00 as part of their work.
Charter Project Charter
The cost for the
development of these
documents is being
considered within their

salaries. Hence the
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reason this activity has

Management

no cost.
1.2 Planning $0.00
The development of the
perform planning
documentation will be
the responsibility of the
project manager and
administrative assistant
Perform _ _
_ as part of their daily
1.2.1 | Primary $0.00
_ work. The cost for the
Planning
development of these
documents is being
considered within their
salaries. Hence the
reason this activity has
no cost.
Scope Refer to justification for
T $0.00
Statement WBS #1.2.1.
Refer to justification for
1.2.1.2 | WBS $0.00
WBS #1.2.1.
Schedule Refer to justification for
1.2.1.3 | Plan $0.00 WBS #1.2.1.
Completed
Resource Refer to justification for
1.2.1.4 | Plan $0.00 WBS #1.2.1.
Completed
Budget Plan Refer to justification for
1.2.1.5 $0.00
Completed WBS #1.2.1.
Risk Refer to justification for
1.2.1.6 $0.00

WBS #1.2.1.
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Plan

1.2.1.7

Procurement
Management

Plan

$0.00

Refer to justification for
WBS #1.2.1.

1.2.1.8

Stakeholder
Management
Plan

$0.00

Refer to justification for
WBS #1.2.1.

13.1

Project
kickoff
Meeting

Create

stakeholder list

$0.00

The

stakeholder list will be

creation of

the responsibility of the

project manager and
administrative assistant
as part of their work.
The

development of these

cost for the
documents is being
considered within their
salaries. Hence the
reason this activity has

no cost.

Send

invitations

$0.00

Sending invitation incur
no cost since the
mailing  services  for
government is free of
cost. In addition,
invitations are also sent
via email which has no
cost to the project.
Sending invitations will
be the responsibility of

the project manager and
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administrative assistant
and the cost of their
daily work is included in
their salary. Hence, the
cost estimate for this

activity is $0.

Prepare  and

submit Cabinet

The Department of the

Environment as the

Paper Implementing  partner
provides in kind
Legal and I
S contribution to  the
institutional . .
project by allowing the
framework .
project to use the
1.3.2.1 | for the sound $0.00
Human resources they
management _
_ have available for free.
of chemicals _
Hence, the project
updated _ _
obtains the assistance
from the legal unit to
develop the cabinet
paper for free.
Sign  Contract There are no payments
Inventory of | with consultant made upon signing of
chemicals for verification contract. Payments are
verified, consultancy made upon submission
1.3.2.5 | chemicals $0.00 and approval of
repackaged deliverables. Hence,
and there is no cost incurred
disposed for the signing of
contracts.
Evaluation  of Since the consultancy is
$0.00

Proposals for

advertised
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the
repackaging
and  disposal

consultancy

internationally to capture
overseas c
expertise, the
procurement process for
this  consultancy is
carried out by the
Responsible partner.
Whatever cost incurred
the kind

from the

is part of
contribution
Responsible partner for
they are to provide
support to the project as
it related to international
consultancies. Hence,
the cost estimate for this

activity is $0.

Signing of
Contract for the
repackaging

and disposal

consultancy

$0.00

There are no payments
made upon signing of
contract. Payments are
made upon submission
and approval of
deliverables. Hence,
there is no cost incurred
for the signing of

contracts.

1.3.2.6

Industrial
chemicals
regulation
developed to

incorporate

Signing of
Contract

$0.00

There are no payments
made upon signing of
contract. Payments are
made upon submission

and approval of
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control

regulations

deliverables. Hence,
there is no cost incurred
for the signing of

contracts.

1.3.2.9

Chemicals
and waste
management
strategy and
action plan

developed

Sign  Contract
with consultant
for chemicals
and waste
management
strategy

consultancy

$0.00

There are no payments
made upon signing of
contract. Payments are
made upon submission
and approval of
deliverables. Hence,
there is no cost incurred
for the signing of

contracts.

151

Document

Closeout

Document
Lessons

Learned

$0.00

The project manager is
responsible for
documented the lessons
learned. The cost for her
work is incurred in her
salaries. Hence, the
cost estimate for this

activity is $0.

Update files/

Records

$0.00

The

administrative assistant

project

and the project manager
are  responsible  for
updating files/record.
This activity is part of
their daily work, hence,
the cost estimate for this

activity is $0.

Gain Formal

$0.00

Upon completion of all
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Acceptance of project activities, the
Project project ~manager is
Completion responsible to provide
all relevant
documentation and
reports to the

Responsible partner and
request formal
acceptance of project.
The Responsible
Partner will  provide
support and assist in
ensuring that the project
obtains formal
acceptance of project.
The cost for the work of
the project manager is
incurred in the salaries
and the cost for the
support from the
Responsible partner is
incurred  as  in-kind
contribution. Hence, the
cost estimate for this

activity is $0.
Archive It is the responsibility of
File/Documents the Implementing

partner to archive the
$0.00 _ _
project files/documents.
Whatever cost incurred

under this activity is part
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of the kind contribution
from the Implementing
partner and not a cost
incurred on the project.
Hence, the cost
estimate for this activity
is $0.

4.3.4 Developing the Budget

The process to determine the budget is described in the PMBOK® Guide 1 Fifth
Edition as the process of aggregating the estimated costs of individual activities or
work packages to establish an authorized cost baseline. The key benefit of this
process is that it determines the cost baseline against which project performance

can be monitored and controlled.

The cost estimate together with a project schedule are the main the inputs for cost
budgeting. The budget gives an overview of the periodic and total costs of the
project. The cost estimates define the cost of each work package or activity,
whereas the budget allocates the costs over the time period when the cost will be

incurred.

For this project, cost aggregation was the main technique used to determine the
project budget. Cost estimates were aggregated by work packages in accordance
with the work breakdown structure and are shown in Figure 6. Reserve analysis

and expert judgement were important tools which were applied in this process.

Once the Project Steering Committee approved the project budget, the project
budget is baselined by the Project Manager. The cost baseline is then approved
(for the entire project) as a time phased budget against which cost performance is

evaluated and reflective of the total amount for all WBS activities and processes.
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A contingency reserve of 23% of the disposal of POPs activity is ideal for the
project. A Management Reserve of approximately US $5,000.00 is proposed as
sufficient for effective project execution. At this point, the baselined budget may
only be changed with the authorization of the Project Steering Committee. The
Cost Baseline for this project is US $975,900.00 + US $39,100.00 = US
$1,015,000.00. The Management Reserve is US $5,000.00.

Chart 15 Contingency reserve and management reserve and justification.
(Source: Author of the study)

Reserve type Justification

' 1 A percentage of twenty-three percent contingency
Contingency ) _
reserve was deemed as necessary for this project due

resenve to the possibility of additional expense incurred as a
result of the transboundary movement of waste where
the shipping route is not certain and might be required
for the POPs wastes to go through the longer route.

Management 1 The Management reserve is US $5,000. It is low

reserve because our project team and Responsible Partner

have the expertise so the uncertainties are less. This
is a cost reserve to be used to manage the
uni denti fied ri sksunkma

(unknown=unidentified, unknown=risks).

4.3.5 Cost Monitoring and Controlling

The key to effective cost control is the management of cost baseline and the
changes to that baseline.

The BCWM Project cost control includes:
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Influencing the factors that create changes to the authorized cost baseline;
Ensuring that all change requests are acted on in a timely manner;

Managing the actual changes when and as they occur;

= =4 =4 =4

Ensuring that cost expenditures do not exceed the authorized funding by

period, by WBS component, by activity, and in total for the project;

1 Monitoring cost performance to isolate and understand variances from the
approved cost baseline;

1 Monitoring work performance against funds expended;
Preventing unapproved changes from being included in the reported cost or
resource usage;

1 Informing appropriate stakeholders of all approved changes and associated

cost; and

1 Bringing expected cost overruns within acceptable limits.

The cost control process analyzes the relationship between the consumption of the
project funds to the actual physical work being accomplished for such
expenditures. The cost baseline, is the approved version of the Timei phased
budget, excluding any management reserves, which can only be changed through
formal change control procedure and is used as a basis for comparison to the
actual results. Since the cost estimates that make up the cost baseline are directly
tied to the schedule activities, this enables a time-phased view of the cost baseline,

which is typically displayed in the form of an S-curve.

The S-curve for the BCWM Project was generated using Project Management
software tool OMS Projectd whi wvidualiza lthe
performance of the project. The S-Curve is shown in Figure 8. The Earned Value
Management (EVM) method was also used on this project as one of the tools and
techniques utilized to integrate the scope baseline with the cost baseline, and the
schedule baseline; this tool allowed the project management team to assess and
measure project performance and progress. Another tool utilized to control the
budget was forecasting. The Project Manager is responsible of accounting for cost

owed

t

I,.
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deviations and presenting the Responsible Partner with options for getting the

project back on budget.

Cash Flow Report - S Curve
s Cost Cumulative Cost
$600,000.00 - ~ $1,200,000.00
$543,078.49
$500,000.00 - so981553.88 »1015.99986,000.00
$400,000.00 - 775.788.61 - $800,00000 g
9]
% S
8 $300,000.00 - - $600,000.00 &
$232,710.14 z
$208,765.27 £
$200,000.00 - - $400,000.00 O
$100,000.00 - 232,710 - $200,000.00
$30,446.12
$0.00 v $0.00
2015 2016 2017 2018
mmm Cost 232710.14 | 543078.49 | 208765.27 | 30446.12
Cumulative Cost| 232710.1309 | 775788.6146 | 984553.882 | 1015000
Figure8Gr aph representing the project fASo

4.3.6 Cost Change Management

The PSC member or any member of the project team can request project cost
changes throughout the project life cycle. If a change to the BCWM Project cost is
needed, a change request is to be submitted to the Project Manager in the
prescribed project change request form as shown in Appendix 5. Change requests
may include preventive or corrective actions, and are processed for review and
disposition through the Change Control process. The Project Manager will review
the suggested change to the cost of the project and carry out an estimation of the
impacts of said changes on the project performance. The Project Manager will then
either reject the change request if it does not apply to the intent of the project, or
convene a Change Control meeting with the project team and the Change Control

Board to formally submit the change request. If the Change Control Board

Cur ve
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approves the cost change, the Change Control Board will then formally accept the
change by signing the project change control document. Upon acceptance of the
change by the Change Control Board, the Project Manager will update all project
documents and communicate the cost change to all project team members and

stakeholders.

4.4 Quality Management Plan

The Project Quality Management Plan documents the necessary information
required to effectively manage project quality from project planning to delivery. The
Project Manager is responsible for the oversight of the Quality Management Plan.
The project quality policies, procedures, quality requirements and the quality

management activities are defined below.

4.4.1 Quality Management Approach

The quality approach of the BCWM Project i S
( UNDPOGs) current s tPeojeall quality manageémert raddtessesi a .

both the management of the project and the products/deliverables of the project.

Failure to meet quality requirements in either dimension can have serious negative

consequences for any or all of the project stakeholders.
Quality metrics and a quality checklist are utilized to control quality of
products/deliverables and the project. The quality checklist is shown in Appendix 4.

The quality metrics are as follows:

Chart 16 Quality Metric. (Source: Author of the study)

Type Quality Metric

Product/ Deliverable Completeness of work

On time delivery of reports and agreed deliverables

of consultants

Issues with reliability

Issues with availability
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Customer satisfaction

Project Scope change requests

Overdue tasks/activities

Tasks that should have started

Over budgeted tasks

Earned value

Over allocated resources

The PSC member or any member of the project team can request project quality
changes throughout the project life cycle. If a change to the Project quality is
needed, a change request is to be submitted to the Project Manager in the

prescribed project change request form as shown in Appendix 5.

4.4.2 Quality Requirements/Standards

The project quality standards that must be adhered to, by quality criterion, are

outlined as follows:

Relevant:

1 Project objectives and results are consistent with national needs and

priorities, as well as stakeholder needs.
Management and monitoring:

1 Outcomes are defined and remained unchanged throughout the project life
cycle. The activities are consistent with the theory of change and have
results-oriented indicators specified baselines and targets. Risks and
opportunities are identified, with appropriate plans and actions taken to
mitigate and manage risks. Governance of project is defined with clear roles
and responsibilities and functions as intended to provide active and regular

oversight by the Project Management Team to inform decision-making.
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Efficient:

1 Project activities budget is justifiable and within the approved budget for the
project components. Monitoring and management include analysis of the
respective actions to improve efficiency in delivering desired output or
deliverable with the required quality and timeliness.

1 The project budget and budget for each project component must be kept

within limits.

Effective:
1 Data from monitoring is used in decision making to maximize achievement

of desired results.

4.4.3 Quality Assurance Approach

The steps that are taken to perform quality assurance are as follow:

1. Ensure that properly qualified personnel are hired for the consultancies. This
will be done by performing a routine check on the qualifications and
experience to ensure that the personnel have the required qualifications.

2. Perform quality audits to identify whether the activities are performed in line
with organization processes and tactical decisions and evaluate the level of
effectiveness for the activities to comply with the minimum quality control
specifications. A confirmation document is developed showing the
necessary changes to the implementation process which is key for
developing corrective actions.

3. A metric that will be established specifically in this project would be the
Percentage of work done by scheduling weekly meetings and check if the
required milestones have been met. The project is not planned for long
term, so the frequent revision of details is very important.

4. Regular examination and investigation of project activities will be carried out
i n order to identify wha ttodefinehnecessays t he

improvements in the existing quality management framework.
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5. For the consultancies being carried out, a crosscheck against the list of work
that needs to be completed and what still needs to be done. The project
team gathers all the final deliverables and verifies that they meet the original
specifications.

6. Project Team follows closely and constantly communicates with the
appropriate stakeholders in order to guarantee adequate stakeholder
participation and collaboration on required information to ensure that the
deliverables of consultants are of good quality.

7. To ensure adherence to the quality standards, the Responsible Partners
carry out regular project monitoring and a project quality assessment in
order to ensure that the quality criterion is met and improve development

and greater accountability for results.

4.4.4 Quality Control Approach

During the implementation of the Project, the Project Team carries out frequent

meetings with the consultants to ensure that they are performing as planned.

The Performance data is reported through the minutes of the meeting. If there are
any requested changes, the project team is responsible of completing the change
request form and submit to the Project Manager for its approval through the Project

Steering Committee.

Also, constant inspections are carried out to the site locations where the work is
done in order to ensure that the consultants are performing as planned. This
inspection helps the project team in closely monitoring the work and aids to reveal
deficiencies that can be corrected before they cause costly mistakes, which may
need rework. Inspections were helpful during the verification consultancy and the

Disposal of POPs waste consultancy.
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4.5 Human Resource Management Plan

The human resources management plan is a tool, which aids in the management
of this pr oj acdattwvitieh taroughout theepsoect until closure. The

Human Resource Management Plan is discussed in the following sections.

4.5.1 Roles, Responsibilities and Authority

Within the scope of this project, it is essential that all project team members clearly
understand their roles and responsibilities to successfully perform their portion of
the project.

Listed below are the roles, authority, responsibilities, and competencies for the
project team:

x Project Director (PD), (1 position): The PD is responsible for supervising
and the overall management of the project activities. The PD has overall
accountability for the project. The PD chairs the Project Steering Committee
meetings.

The Project Director possesses the following skills:

O«

Leadership/management

O«

Team building

O«

Effective listening and conflict resolution

Effective communication.

O«

x Project Manager (PM), (1 position): The PM authorizes and approves all
project expenses and accepts deliverables. The PM is responsible and
accountable for the successful delivery of the project outputs (the overall
success of the Project). The PM can delegate work, but retains responsibility
and accountability. The PM is also responsible for approving work activities
and packages once they meet established acceptability criteria and fall within
standard variances. The PM is responsible for reporting project status in
accordance with the communications management plan. Additionally, they are

to provide three reports: an inception or project kick off report, a mid-report
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and final report on progress. The PM supervises the work of the experts/
consultants to ensure they are meeting objectives as per their terms of
reference/contract The PM monitors and evaluates the performance of all
project team members and communicate their performance to Project Director
and then to the Administrative Officer of the Ministry responsible for
Environment. The PM is also responsible for acquiring human resources for
t he project through coordination

Environment and the Contractor General, and to oversee the contracting of

external resources.

The Project manager possesses the following skills:

O«

Leadership/management,

O«

Team building,

Effective listening and conflict resolution,

O«

O«

Budgeting,

O«

Scheduling; and,

Effective communication.

O«

Project Administrative Assistant (PAA), (1 position): The PAA has limited
authority in making decisions and directing resources. The PAA is responsible
of assisting the PM in all aspects of project execution and closing, ensuring
that the project and related processes are running smoothly. The PAA will
work closely with the experts/consultants in conjunction with the PM. The PAA
is responsible to oversee all expenditures as it relates to the project's
implementation. The PAA approves, and disburses as per the financial/cost
plan. The PAA is responsible to submit timely financial reports as per
resource allocation and utilization to the PM as per the communications
management plan. The following are skills that the PAA possess:

1 Analytical skills

1 Time management

1 Change management

Wi

t h
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Organized and multi-task
Effective negotiation skills
Problem solving and decision making

Team player

= =4 4 4 -2

Excellent communication skills

x Experts/ Consultants (C) (7 positions): The consul tant'sd aut't
influence the PAA and PM and request to exercise their authority to help
accomplish the goals. The consultants are responsible for delivering two
outputs:
1 Regulation for industrial chemicals developed
1 Partnership with [ICA to develop Strategic Plan, Action plan and Manuals
for the Pesticides Control Board
1 Verification and classification of inventory of chemicals
1 Repackaging and Disposal of POPs wastes
Partnership with SWaMA to close dumpsite and construct transfer
station
Partnership with SIRDI to carry three project activities

1 Chemicals management strategy and action plan

The Experts/Consultants are responsible for engaging relevant stakeholders and
beneficiaries to gather all the requirements for the project as it relates to the
documents they must prepare. The experts/consultants are not authorized for
any other project expenditures outside of t
allocate any resources without the PSC approval. The deliverables will be
overseen by the PM, then communicated to the PD. Experts/Consultants must be
knowledgeable of executing chemicals projects, the financial environment, they

must have negotiating, communication and effective listening skills.
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Listed below are the role, authority and responsibility of the Project Sponsor
(Principal Stakeholder)

x Responsible Partner (RP)/ Project Sponsor Implementing Agency: The
United Nations Development Programme (UNDP) is the Responsible Partner
who acts as the project sponsor Implementing Agency. The Responsible
Partner ensures that the project delivers as per the Project Charter and
Project Management Plan.

x Implementing Partner (Executing Agency): The Chief Environmental
Officer of the Department of the Environment represents the Implementing
Partner and Executing Agency. The Implementing Partner has overall
authority and accountability over the project. The Implementing Partner is
responsible for ensuring that deliverables and functions are achieved as per

the Project Document, Project Charter and Project Management Plan.

4.5.2 RESPONSIBILITY ASSIGNMENT MATRIX (RAM)- RACI

This section provides a detailed demonstrat
members. The responsibilities of team members in relation to the project tasks are

being illustrated in the matrix shown in Chart 17. The t ool Aresponsi b
accountabl e, consul t, informo (RACI), whi ch
assignment matrix (RAM) is being used to assist in communicating roles and
responsibilities to the project team.

All proposed or identified changes to project responsibilities will be reviewed and
approved by the project manager. It is important to note; that changes will be
proposed in accordance with the projectdos ¢
changes are made, all project documents will be updated and redistributed

accordingly
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Chart 17 RACI Matrix. (Source: Author of the study)

P PM PAA Exper Exper Exper Exper Exper Partne Partne Partne
tl t2 t3 t4 tS rship  rship  rship
1 2 3
Requirements Gathering C A A R R R R R R R R

Consultations with C A A R R R R R R I I
Pesticides owners

Consultations with C A A R R R R R R R I
Stakeholders, DOE and

Regulatory agencies for

chemicals management

Consultations with waste C A A I R R R R R I
generators, importers and

regulatory agencies on

chemicals

Development of Industrial C A A R I I I I I I I
chemicals Regulations

Development of Strategic C A A I I I I I R I
plan, action plan and

manuals



Verification, Classification C A I I R
and inventory of
chemicals

Repackaging and disposal

of POPs wastes

Closure of dumpsite and C A A I I
Construction of transfer

station

Promotion of Green C A A I I

harvesting, farmers best

practices and creation of

sugar cane seed bank

Development of Chemicals C A A I I
and waste management

strategy and action plan

Key:

R T Responsible for completing the work

A1 Accountable for ensuring task completion
C 1 Consulted before any decisions are made

I T Informed of when an action/decision has been made

104



The organization structure

4.5.3 Project Organizational Structure

corresponding relations and the reporting structure of the BCWM Project.
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in Figure 9 highlights the positions along its
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Study)



106

4.5.4 Staffing Management Plan

The day to day management of the project staff is the responsibility of the Project
Manager (PM). The performance evaluations, recognition and disciplinary actions

are the responsibility of the Project Director.

x Staff Acquisition
For this Project the project staff will consist of external and internal resources.
There will be 4 contracts tendered within the scope of this project (consultant 1,
consultant 2, consultant 3 and consultant 4). There are three partnership
consultancies which are direct contracting with the respective partners. The Project
Manager is responsible for the procurement process for the hiring of consultants
following the governme nt and the Responsible Partner 6s
identifies and assigns the resources in accordance with the project organizational
structure. The project administrative assistant will assist the project manager in the

acquisition process.

The Project Steering Committee must approve all resources before they may begin
any project work. During the execution of project activities, the project
management team and or the experts/consultants will be required to travel locally

for this project.

The method of acquiring the team, besides negotiation was:

U Multi-criteria decision analysis
The multi criteria decision analysis was used to select the consultants. The tools
used were the applicantsd Resumes. These wei
criteria. The following factors were taken into consideration for scoring:
1. Experience and knowledge-years working with
chemicals management project or related work.
2. Qualifications- focused on academic qualifications.
Based on the <criteitnithe fieidMB st er 6 s
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chemistry or science; those below such were rated
lower

3. Cost- the proposed cost to undergo this consultancy
based on TOR

4. Ability- looked at the competencies- report writing,
communication, team playing, presentation skills, etc.

5. Skills- especially as it relates to chemicals management

U Virtual teams- and how they will be managed.

The team members are all from different locations but commute to work office

every day. The PM is located like one hour away from the PD and the PAA. The

Experts/Consultants work from home. To communicate several mediums are

utilized:

1.

o bk 0N

Mobile communication- WhatsApp; viber, text messaging

Online- skype

Email

Telephone

The consultants schedule meetings with PM and PAA as they see fit since

they have an assigned work plan with defined end dates for completion

x Resource Calendars

1 The project will last for thirty-six (36) months and it is already underway
for 33 months, which means that it has three (3) more months to go. All
resources have been identified with the exception of the
expert/consultant for the development of a chemicals and waste
management strategy. The resource histogram prepared below
illustrates that the project manager is required to contribute 40 hours per
week for the thirty-six (36) months of the project and will then be
released

1 The PAA is to invest 40 hours a week for the thirty-six (36) months of the

project and will then be released
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1 The experts/consultants are to invest 40 days withinasixmont hs 6
and their contract concludes and thus will be released from the project

x Training Requirements

The only resources that will be trained are the Project Manager and Project
Administrative Assistant. At the start of the project, the PM and PAA are required to
undergo a mandatory training in order to ensure that the project management team
Is acquainted with the Responsible Partner® reporting and financial policies and
procedures. Also, the project management team will be allowed to pursue any

training in order to facilitate the smooth execution of the project.

x Performance Reviews

The PM, will review and track the PAA assigned work activities throughout the
project lifecycle. Status reports, quarter and final reports will be used to benchmark
completion of tasks. Under this project the only members that will undertake a
formal performance review that will be documented are the PM and PAA. Appendix
6 and 7 show the team performance appraisal templates. The Experts/Consultants
are on contract, their performance review is based on the outputs that they deliver,
and how satisfied the PM and PSC is in the overall quality of work. The
Partnerships are on a signed Memorandum of Understanding and their
performance review is based on the outputs that they deliver.

Feedback will be provided to the PAA in relation to the project implementation and

how she has been impacting the successful accomplishment of objectives.

455 Rewards and Recognition

The scope of this project does not allow funds to be used to provide monetary
rewards; therefore, there will be a planned recognition and reward item for project
team members.

0 Upon successful completion of the project, a party will be held to celebrate

peri od
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the success of each team member.
0 Ensure that travel allowances are provided to project management team

whenever they attend site inspections or any out of office work.

4.5.6 Regulations, Standards, and Policy Compliance

All human resource acquisition and releases shall be executed in conformity with
the established local government labour laws of Belize and the United Nations

Charter on human rights.

4.5.7 Safety

In order to ensure that the project management team or experts are protected from
harm of exposure of any toxic chemicals, mandatory safety training is required to

be conducted and the use of a health and safety plan.

4.6 Communications Management Plan

The communication management plan (CMP) def i nes the proj
methods of information collection, selection, organization and distribution and
outlines understanding among project teams regarding the actions and processes
necessary to facilitate the critical links among people, ideas, and information that is

necessary for the project success.

This CMP sets the communication framework for the project and serves as a guide
for communication throughout the life of the project. This document is a living

document and will be updated as the communication needs of the project change.

The number of potential communication channels or paths is being derived from
using the following formula n (n-1)/2; where n= number of stakeholders. This
project has thirteen (13) stakeholders; therefore, 13(13-1)/2=78 potential

communication channels.

ryS
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4.6.1 Stakeholder Identification and Communication Requirements Analysis

The communication needs of the project stakeholders have been identified as shown in Chart 18 below.

Chart 18 Stakeholder identification and Communication Requirements Analysis. (Source: Author of the study)

Stakeholder | Title Communication Communication | Contact Information | Sender
Requirements Method

UNDP i | Acting d Project status reports | Email & Phone diane.wade@undp.org | Gisel

Diane Project inclusive of status of Correa

Wade-Moore | Sponsor  / deliverables

Responsible |  List of project issues &

Partner obstacles

0 Project risk & responses
Gisel Correa | Project & Deliverables reports Email, Phone & | chemicalwaste@envir | Zena
Manager 5 Project budgets financial Meetings. onment.gov.bz Waight
reports
Zena Waight | Project o Deliverables reports Emails, Phone & | chemicalwaste@envir | Zena
Administrati 5 Project budgets financial Meetings onment.gov.bz Waight
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ve Assistant

reports

Martin

Alegria

Project

Director

O«

Project status and
quarterly reports inclusive

of status of deliverables

Project budgets /financial

reports

Change requests forms

Emails, Phone &

Meetings

orlando@belizeinvest.

org.bz

Gisel

Correa

Project
Steering

Committee

Project
Steering

Committee

O«

Project status and
quarterly reports inclusive

of status of deliverables

Project budgets /financial

reports

Change requests forms

Emails, Phone &

Meetings

Gisel

Correa

Elisa

Montalvo

Expert 1

O«

Deliverables requests i

feedback on draft

Regulations

Phone &

Meetings

Email,

Gisel
Correa,
Zena
Waight
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Dr. Abel | Expert 2 d Deliverables requests - Email, Phone & Gisel
Carrias Inventory  of chemical | Meeting Correa,

wastes Zena
Waight

POLYECO Expert 3 0 Types and Quantities of | Email/meetings Gisel
S.A. wastes Correa,

Zena
Waight

Unknown Expert 5 0 List of waste generators | Email/meetings lorraine@belizeinvest. | Zena
and importers org.bz Waight

0 List of regulatory agencies

lICA Partnership | 6 Memorandum of | Email/meetings Gisel
1 Understanding Correa

Solid Waste | Partnership | 6 Memorandum of | Email/meetings Zena
Managemen | 2 Understanding Waight

t Authority
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SIRDI Partnership | 6 Memorandum of | Email/meetings Gisel
3 Understanding Correa

Chemicals Target d To understand the sound | Email, Phone & Gisel
stakeholders | Audience management of chemicals | meetings, Correa,

and best practices workshops, Zena
o Time, location & date for Waight

meetings.
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4.6.2 Communication methods

x Communication Matrix
The Communications Matrix below provides a structure to identify all types of communications required to execute
the project.

Chart 19 Communication Matrix. (Source: Author of the study)

Communication | Target Description Delivery Delivery | Author/ Review & | Intern
Type/Deliverable | Audience /Purpose Vehicle/Meth | Frequen | Sender Approval | al/Ext
od cy Required | ernal
Kickoff Meeting | § Responsibl |6 To introduce | Face to Face | Once PM n/a Intern
e Partner the team and | Meeting al &
o Project the project Extern
Manager 0 To review the al
0 Project projects
Administrati objectives
ve Assistant and
0 Project management
Director approach
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Status Reports | § Responsibl |8 One page
e Partner communicatio | Emalil Weekly | PM PM & PD | Intern
& Project n of project al &
Manager progress and Extern
d Project the status of al
Administrati deliverables
ve Assistant
Financial ® Responsibl |6 Two  page
Reports e Partner report on Email Monthly, | PAA PM & PD | Intern
o Project what has Quarterl al &
Manager been  spent y and Extern
0 Project and Annually al
Administrati upcoming
ve Assistant expenses
0 Project requests.
Director
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Quarterly Status | § Responsibl |6 Detailed 7
Reports (End of e Partner minimum 15 | Email & | Quarterl | PM & PAA PM, PD & | Intern
stage report as | g Project pages Printed y PSC al &
shown in Manager communicatio Extern
Appendix 8 and | § Project n of project al
9, respectively) Administrati progress and

ve Assistant deliverable

o Project status
Director
0 Project

Steering

Committee
Final Project 1 | g All o Communicati | Printed End of | Project
Lessons stakeholder on of project | Team (PM, |PM, PD, | Intern
Learned Report S deliverables PAA, PD, | PSC al &
(Final Project from Experts/Con Extern
Lessons beginning to sultants). al
Learned Report end of project
as shown in and success
Appendix 10) of endeavors.




x Project Meetings

Chart 20 below indicates the types of meetings as well as frequency required.

Chart 20 Project Meetings (Source: Author of the study)
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status report

meetings

progress report

Meeting Description/ Delivery Owner Internal/ Comments/
Type Purpose Frequency External Participants
Status Project progress Bi weekly Gisel Internal Bi weekly are informal meetings by
meeting project team to strategize
Consultation | Project progress on | Weekly Gisel External Meetings with consultants to plan
meetings outsourced Zena on deliverables

consultations
Stakeholder | Buy-in of stakeholders | Monthly Gisel External Meetings to be held at least
engagement | and gather information | depending on | Zena monthly on different locations
meetings for the consultancies | project

or validate the | consultancy

deliverables of | development

consultancy
Official Project official | Quarterly Gisel Internal These meetings are to report to

PSC on progress of project
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4.7 Risk Management Plan

The Risk Management Plan (RMP) establishes the framework in which the project
teeami denti fies the projectds main risk
ones. The RMP defines how risks associated with the BCWM Project will be

recorded, monitored throughout the lifecycle of the project.

4.7.1 Risk Management Approach

The Risk Management approach for the BCWM Project includes a methodical
process in which the project manager and the project management team identifies
scores and ranks the various risks. The risk information identified will be entered
into the Risk Register shown in Chart 25. The Project Manager is responsible for

maintaining the Risk Register.

The most likely to happen and risks with the highest impact will be added to the
project Stage plan to ensure that the project management team take the
necessary steps to implement the mitigation response at the appropriate time
during the project. The Project Manager will provide status updates on the
assigned risks in the bi-weekly project status meetings. Risk management is a
continuous process that takes place throughout the lifecycle of a project.
Throughout the project life cycle, the project management team will continuously
identify and analyze the risks; developing mitigation options; selecting, planning,
and implementing appropriate risk mitigations; and tracking the implementation to

ensure successful risk reduction.

Upon completion of the project, during the closing process, the Project Manager
will analyze each risk and review the risk management process. Based on this
analysis, the Project Manager will identify any improvements that can be made to
the risk management process for future projects. These improvements will be

captured as part of the lessons learned.
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4.7.2 Risk Categories
The Project Management Team has identified risks under the following
categories:
1 Technical
Operational
Management

External

= =4 =4 =

Commercial

4.7.3 Risk Breakdown Structure

The Risk Breakdown Structure (RBS) includes the risk categories that will likely
impact the BCWM Project. A brainstorming session was conducted to determine
the categories, which are more likely to be present. Below is the RBS for the
project.

Figure 10 Risk Breakdown Structure for the BCWM Project (Source: Author of the
Study)

4.7.4 Risk Prioritization & Categorization

When the risks are identified, the project management team determines the

probability and impact of each risk in order to allow the project manager to
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prioritize the risk avoidance and mitigation strategy. Risks that are more likely to
occur and may have a significant impact on the project will be the highest priority
risks while those which are less likely to happen or have a low impact will be a
much lower priority. The impact and probability of risks is assessed using a

Probability & Impact matrix during qualitative risk analysis.

The Project Manager, with input from the project management team using the
following Probability & Impact Scales and Probability & Impact Matrix, assesses
the probability and impact of occurrence for each identified risk:

x  Probability & Impact Scales
The Probability & Impact Scales are the Risk Impact Scale, the Risk
Probability Scale and the Pxl Scale shown in Chart 21, Chart 22 and Chart

23 respectively.

Chart 21 Risk Impact Scale (Source: Author of the study)

Impact Category and Description
Project Negligible | Acceptable [Marginal Critical Catastr
Objective (2) 3) (5) (7) ophic
9)
Cost Less than|$100 - [ $1001 -[$1,501 -|>%$2,50
$100 over | $1,000 over | $1,500 $2,500 0 over
budget budget over over budget
budget budget
Time ldaydelay [2- 7 days|8-14days|15 - 30|>30
delay delay days days
delay delay
Scope Scope Minor areas | Major Scope Project
decrease of scope | areas of | reduction | end
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barely affected scope unaccept |item is
noticeable affected able to | effectiv
sponsor | ely
useless
Impact Category and Description
Project Negligible [ Acceptable [Marginal Critical Catastr
Objective (1) (3) (5) (7) ophic
9)
Performance | Slight effect | Minor effect| Moderate [ Severe Deliver
on on effect on |effect on|ables
performanc | performance | performanc | performa | cannot
e e nce be
accomp
lished
Chart 22 Risk Probability Scale (Source: Author of the study)
Category | Very Low Low Moderate (5) | High Very high
1) 3 (1) €)
Descriptio | Once every [ Once every |once every 4 | Once |More than
n 13 weeks- 2 |seven weeks to six |every [once per
years months to 12 | months 1 to 3|week
months weeks

Chart 23 PxI Scale (Source: Author of the study)

Risk Level

Range

Color Code

Low

1-10

Green




122

Moderate 11 - 40 Yellow
High 41- 60
Extreme 61-81

x  Probability & Impact Matrix
The impact and probability of risks are evaluated using the Probability & Impact
Matrix shown in Chart 24. This Matrix helps determine which risks need detailed

risk response plans.

Chart 24 Probability x Impact Matrix (Source: Author of the study)

Severity Probability of Impact
Very Low | Low Moderate [ High Very high
1) 3 ) () 9)

Catastrophic 27

€)

Critical 21 35

(7

Marginal 15 25 35

5)

Acceptable 15 21 27

3)

Negligible

1)




4.7.5 Risk Register
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The Risk Register for BCWM Project is a log of all identified risks, their probability and impact of occurrence, the category

they belong to, mitigation strategy, and when the risk is estimated to occur. The Risk Register shown in Chart 25 was

created early in the planning phase of the project.

Chart 25 Risk Register (Source: Author of the study)

RBS Cause Risk Consequences | Probability | Impact | Pxl Trigger | Owner | Strategy
Code
5.1.1 Inadequa | Failure 45 days delay | once every | Catastr | High Not Project | An
te to on project, | 4 weeks to | ophic (45) obtainin | Manage | agreeme
communi | deliver additional cost| six months g r nt should
cation as per| of $3,000 (Moderate) consen be made
flow from | the sus or that all
PSC approve approva approval
members | d  work I of S or
plan stage comment
plans S need to
and Not be
complet submitte
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40 days delays | Once every

ing d within
assigne a
d specified
activitie timefram
S as per e given.
work If there is
plan no
response
it should
be
agreed
that
there is
no
objection
to the
request
poor or Mitigate
limited - have a
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ents and | us flow| additional cost| months
stakehol | of of $5000 (Moderate)
der change
interests | requests
have might be
high present,
expectati | throwing
ons the
project
off
course
2.1.1 | Absence | Project 60 days delay; | Once every
of targets additional cost| month

stakehol | er commu
der nication
engage plan
ment that
and ensures
communi informat
cation in ion is
planning clearly
phase shared
with  all
stakehol
ders on
scope
and
resourc
es for
project
No project | Advertis
Proposal | manag | e the
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consulta | may not| of $4000 (Moderate)
nts/ be met
service due to
providers | the
in the | absence
local of
market required
skilled
consulta
nts
211 Unavaila | Poor 100 days delay | Once every | Catastr
bility of | budget on project, [ 3  months | ophic
skilled manage | additional cost| (moderate)
project ment of $30,000
manager
S

s er RFP
received both
for a locally
RFP and
internati
onally
Actual Project | Mitigate
budget Manag Train
is 5%/ er the
greater financial
than officer
planned and
budget project
manage
ment on
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budget
manage
ment
3.1.1 Multiple Key 10 days delay| More than| Margin | High Resour | Project | Mitigate
projects resource [ on project, | once per | al (45) ce Manag | : Locate
being S are | additional cost| week (Very absent er experie
coordinat | unavaila | of $ 1,500 high) when nced
ed at the [ ble schedul external
same when ed resourc
time required es from
within the outside
Ministry the
Ministry
2.1.2 Unavaila | Failure 30 days delay | Once every| Critical | Moderat | Not Project Mitigate
bility of | to on project, [ 5 months e (35) complet [Coordin Close
consulta | deliver additional cost| (Moderate) ing ator monitori
nt and/ or | within of $ 2,000 assigne ng of
Incomple | agreed d task work
te or no| contract within perform
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feedback | terms contract ance
from ed and bi-
relevant period weekly
stakehol status
ders meeting
s

1.1.2 No Basis of | 45 days delay| Once per| Catastr| Moderat | Planned | Financi| Increas
historical | estimati on project, [ year (Low) ophic e (27) budget al e
informati | ng may | additional cost and Officer | conting
on since | be of $10,000 scope ency
the wrong immens reserve
project is ely from 5%
the first exceed to 10%
of its kind ed of
in  that budget
country
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1.1.1 No Change | 9 days delay on| Once every | Margin | Moderat | Stakehol | Project | Put in
baseline | of scope | project, 5 weeks | al e (25) ders add | Manag | place
data due | after additional cost| (Moderate) additiona | er reserve
to the | project of $1,050 I s
project commen requirem (conting
being the | ces ents that ency
first of its are not reserve
kind in in the and
the original manage
country. scope ment

reserve)

4.1.2 |New Change | 10 days delay| Once every|Margina | Moderat | Govern | Financi| Active

Minister of [ of policy [ on project,| 4  months || e (25) ment al Accept:
Finance in | decision | additional cost| (Moderate) announ | Officer [ Assign
the s of $ 1,200 ces new a
country financial conting
approva ency
I reserve
policies
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5.1.1 Bureaucr | Feedbac | 10 days delay | Once every| Margin | Moderat | No Project | Mitigate
acy in| k is| on project; [two months | al e (25) respons | Manag Set
the delayed moderate effect | (Moderate) e er adequat
Approval | affecting | on performance provide e
s and "no | quality and an d by timeline
objection [ and additional cost agreed s and
" of | delaying | of $1,100 deadlin having
project project e clear
work delivera channel
such as| bles as S of
contracts | per commu

contract nication
terms

3.1.2 Red tape | Financia | 14 days delay,| Once every| Margin | Moderat | Project PAA Passive
on the| | moderate effect| six months | al e (15) manage acceptan
process approval | on performance | to 12 r and ce
of s being| and additional [ months project
obtaining | delayed | cost of $1,010 (Low) adminis
approval | which trative




131

of annual | will assistan
budget affect t (PAA)
funding timely submitti
limit and | executio ng
request n of request
for direct| tasks s with
payment missing
S. required
docume
ntation
and
Annual
operatio
nal plan
budget
is
wrong.
41.1 Elections | Change | 15 days delay | Once every| Critical | Low (7) Prime Project | Active
become of on project, | 2 years Minister | Manag | Accept:
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due governm | additional cost| (Very low)
during ent of $ 2,000
project
executio
n
5.1.2 Require Not 7 days delay on | once every| Accept
ments for | being project; $500| six to 12| able
procurem | able to| cost months
ent are| find (Low)
lengthy accepta
ble
proposal
S to
complet
e an
RFP in
the
necessa

ry

announ | er Assign
ces a
election conting
ency
reserve
Evaluati | Project | Mitigate
on of| manag | : Put in
proposa | er place
Is show minimu
a m
negativ require
e ments
turnover to
increas
e the
probabil
ity for
finding
an




timefram
e which
can
affect
project
delivera

bles
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accepta
ble
proposa
l.
Ensure
that the
TOR is
precise
to
ensure
the
intende
d
audienc
e is
capture
d.
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4.7.6 Monitoring and Controlling Risk

The project manager will monitor the status of risks identified in the risk register.
The project manager will ensure adherence to the mitigation strategy which has
been agreed upon. Risk monitoring will be a continuous process throughout the
life of the project. The risk register will be updated weekly and communicated to
the project management team during the project status meetings.

Risks will also be assigned a risk owner(s) who will track, monitor, and control
their assigned risks. The risk owner will also provide a weekly status to the Project

Director.

As risk events occur, the list of risks will be re-prioritized during weekly reviews
and the risk management plan will reflect any and all changes to the risk list
including secondary, residual risks and new risks that may arise throughout the

project life cycle.

The project manager will communicate and notify the Project Responsible Partner
and the Project Steering Committee of important changes to risk status during the

Quarterly meetings and in the quarterly reports.

4.8 Procurement Management Plan

The Procurement Management Plan (PMP) sets the procurement framework to
acquire goods and services required for the successful completion of the project
activities. The PMP outlines the procurement activities that are part of the
procurement process, procurement management approach, procurement
statement of work, standard procurement documents (proposal and evaluation
report templates), type of contracts to be used, contract approval process, seller

selection process, selection criteria and vendor management.

4.8.1 Procurement Management Approach

The project manager (PM) will provide oversight and management for all project

procurement activities. The project administrative assistant (PAA) will work with
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the PM to identify all items and services to be procured for the successful
implementation and completion of the project. The PM will review the procurement
list and determine whether to make or buy the items or to initiate the procurement

for services.

Regarding the procurement of goods, the PAA will be responsible for obtaining
three quotes and carrying out a comparison using the Micro Purchasing Canvass
form shown in Chart 28 for the selection of the vendor based on best value for
money. Upon the finalization of the selection of vendor for the procurement of
goods, the project manager will submit all relevant information on the selection of
the vendor to the project director for its approval. Once the project director
approves the selection of the vendor, the PAA will prepare a purchase order using
the template shown in Chart 29. All purchase orders are signed by both the PM
and the project director. Whenever, the PM or the PD is out on leave, an
authorization letter is submitted to the responsible partner notifying the temporary
authorization for the signing of documents on behalf of the PD or PM, whichever
the case may be. Request for direct payment (RDP) for the purchase of goods is
prepared by PAA. The RDP is approved by the PD and is then submitted to the

responsible partner for the processing of payment.

For the procurement of services, some services i.e. consultancy services for the
disposal of POPs chemicals is carried out by the responsible partner. A Terms of
Reference (TOR) and a Request for Proposal (RFP) are developed by the PM in
consultation with the expert review committee. The TOR and RFP are then
submitted to the Project steering committee for its approval. The TOR template is
shown in Chart 30. An example of a Request for Proposal (RFP) is shown in
Chart 31. The RFP is then advertised for three weeks. An evaluation committee is
established for the review and evaluation of proposals. The evaluation committee
consists of three members of the Project steering committee, a member from the
Department of the Environment (DOE) and a member from the Ministry of
Environment. An Evaluation report following the structure shown in Chart 32 is

developed and signed by the evaluation committee. The evaluation report is then
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presented to the PSC for the approval of the recommended selected
consultant/contractor. With the approval of the PSC, the request for approval of
contract for the service provider When
the Contractor General approves it, the contract between the Ministry of

Environment and the selected service provider is signed by both parties. When

submitt

the contract is signed, t h e PAA prepar es delivdrables RieP 6 s as

accomplished according to the delivery timeframe and the schedule of payments.

4.8.2 Procurement Plan

The procurement plan for 2017 shown in Chart 26 is an example of the annual
procurement plans developed for the BCWM Project. This plan is to serve as a
guide for executing the procurement throughout the year 2017 of the project. This
plan identifies and defines the items to be procured; the timeframe for the

procurement as well as the contract cost.



Chart 26 Procurement Plan for 2017 (Source: Author of the study)

PROCUREMENT ACTION PLAN 2017
Belize Chemicals and Waste Management Project

Requisition Docs Tssus of Exprossion of Evaluation of
Ready Type of interast (EOH) iMotification Proposals
(Goods, o g i E Two stage
Date By Description Services, [0 USO)| oure 3 i \?; RFQ RFP (5050 00 Compined | eve
Works) i § E = Weights
Catering for first meeting with [w = B u] = -3 E O 0 0
16Jan 17 GC ftant to finalize and agree on| Services 125 z g § 4
detailed work plan and scope of work S 3
Znd payment to consultant for the [m B s | o oo 0
24Mar 17 GC |drafting of industrial regulations| Services 4740 [ E £ #VALUE!
oo ad [m] (] u]
Venue and Catering for meeting to ] ]
30Mar17 GC |review the preliminary  draft| Services 50 g ] ¥ 8
reguations =) =
O 0O O B OO ]
8 L
10Mar17 GC |Office Supplies Goods 1300 E ] ¥ 8
3 3
O o o 1= =N =] ]
B @
10Mar17 GC |PMU Uniforms Goods 308 E ¥ g 8
=] 3
Catering for meeting to review and [ I | = -4 HE O I u
2Mar17 GC (finalize TOR for the chemicals|Services 1”3 3 E E 7
management strategy = =
oo o o o il Ll
Payment of stipend to experts for| .
ZMarT | GC | o cistance in finaizing TOR favka)| = £
o @ 0O o 0
Advertising of consultancy notice for| E E
25Sep17 GC [the development of chemicals| Services 3 - 5 & 3
management strategy 3 3
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PROCUREMENT ACTION PLAN 2017
Belize Chemicals and Waste Management Project

[~ Requisition Docs Tssue of Expression of valua
Ready Type of interest (EOH) Motification PSS
lsm'm" Est. Contract g E i *§ Two stage
Date By Description smmm" Date 2 l:: mﬂﬁf, ‘! RFQ | RFP :: ;:- i
Works) 3| ; 28 Combined
0o o B OO |
= = [Irernatona
17Mar 17 GC |Office Supplies Services 750 E g g a
E] =
1st and 2nd payment to POLYECO m) |l |l 0O |0 [N
20Mar 17 GC “I u:p“’ nT”POP's. mll Services s0610 £ = E #VALUE!
shipping and final disposal
0o o (] o
Venue and catering for first day of @ s
13Feb17 GC [Training on hazardous waste|Services|  si7o0 [ H ) 4
management = =
oo o E 0O |0 0
Catering for second day of Training z = <
13Feb 17 GC on hazardous waste man Services 1500 £ ; ..E, 4
OO0 O E 0|0 O
(Catering and rental of venue for - =]
13Feb17 GC |meeting to complement the POP's|Services o0 £ E g 4
disposal consultancy S =
O o o
O O  |O
1Jan17  GC |Project Administration (Salaries) | Service | &40 z E z #VALUE!

138
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PROCUREMENT ACTION PLAN 2017
Belize Chemicals and Waste Management Project

Requisition Docs Tesus of Exprossion of
Ready Type of Interest (EOI) MNotification
SUPPY | £qt Contract z T ®
(Goods, 5 = o sige i .3i¢8¢ =
pate By Description s.mmmﬂ]mﬁ!ii:::mmwgi “Wiﬁx”‘m"aﬂi'igggii
Works) i g g =3 Weights 3 f§§83¢<
0@ o
B 0O 0 0
Goods = ]
24Mar17 GC [PEG Meeting Catering and 350 £ g F 5
Services 3
oo o
o o 0 u] :
& B
10Mar 17 GC |Laptop (1) Goods 2300 g g g 15
- 3
oo o
[ | L1 | ]
S 8
10Mar17 GC |Desktop (1) and printer (1) Goods 4500 [ g g 15
O@ o o o o u) 0
a 8
10Mar17  GC |Miscelleneous expenses (Sundries) | Service 610 £ P P 15
oo o
o o 0 u] <
Travel and
14Feb17 GC | I.“m:“d'“""] Service | 1m0 E E z #VALUE!
oo o o oo O 0
3 rd payment to consultant for the| Deernatona
29May17 GC |drafting of industrial regulations|Services| 357 z z z #VALUE!
consultancy




PROCUREMENT ACTION PLAN 2017
Belize Chemicals and Waste Management Project

Requisition Docs Issue of Expression of
Ready Type of Interest (EO) MNotification
Supply Contract 1
(Goods, :m“uﬂ USD) E B 2 | issue oeotinerr =E Single m';.g.
Date By Description Services, WSON oare 3 5 B | e PReen S8 RFQ RFP [r¢ o
Works) H £ ; -3 Weights
O o |3
o |O 0
= -]
Venue and Catering for meeting to| =
Apri7T GC | oviow second draft of reguations. | o8| % = : E .
oo o
[ | 0
"~ Lo
10May 17 GG |Office Supplies Goods | 1ss H ¥ £ ¢
O o0 O
w - o oo n
Venue and Catering for the validation >
BMay 17 GC | oo draft of reguations Services 675 g ; E 36
O o o |o o oo 0
Final payment to POLYECO for the|
disposal of POP's, purchase of
30 Aug17 GC drums,  training, " ing,s"""“ 115,09 z £ z #VALUE!
shipping and final disposal
o @ O
o oo 0
1Apri7  GC |Project Administration (Salaries) Service 2400 z z z #VALUE!
o oo O O o 0
1Apr17  GC |Miscelleneous expenses (Sundries) | Service 0 : £ g #VALUE!

“uog sy

SYIoM

Aiag 's2j0lg

|SUel “jgnd

uoge||qnd

Bupuyday

[LL2T
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PROCUREMENT ACTION PLAN 2017
Belize Chemicals and Waste Management Project

Requisition Docs Issue of Expression of
Ready Type of Interest (EOI) MNotification
lm Est. Contract s 5 3 _o Two stage
Date By Description Sorvices, ("M USD owre 3 5 ¥ [ YRG POREREC 83 RFQ RFP |G e Combined | e
Works) F i E =3 Weights
O oo O O O |3 (] u]
Travel (Accomodation and =
TMay 17 GC | ) cistence all ) Service 225 =z z z #VALUE!
O[O o
@ 0O |0 0 O
Goods = 3
94un1l  GC |PEG Meeting Catering and 0 g g g 14
Services = =1
OO o O O |3 u] O
Miscelleneous expenses (Vehicle = =
TT G | e Service 1400 g = g #VALUE!
O o O
o oo u 0
1Jul17  GC |Project Administration (Salaries) Service 14500 g s 3 #VALUE!
oo o
o OO 0 0
Travel (Accomodation and =
THlT 6C | b icrence al ) Service 125 E z z #VALUE!
Oo o o |o j@ o |
1Jul17  GC |Miscelleneous expenses {Sundries) | Service £ £ £ £ #VALUE!

“ueg "jsu|

SHIOM

"Ag "SRj0Id

|BURIL “|gng

uogea|qng

Bupuuday

Kipnaag

BARIL
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PROCUREMENT ACTION PLAN 2017
Belize Chemicals and Waste Management Project

Requisition Docs Ts5ue of Exprossion of Evaluation of
Ready Type of Interest (EQN) Motification aron
Supply T
{ Est. Contract s § 3 _o Two stage
Goods, | unt (USD 5 Issue | Deadlinefor E S Single Two  with
Date By Description Services, SO oare 3 5’ T | D Recsn B2 RFQ RFP | 5o siage Combined | Hove
Works) i ¢ H s Weights
O o o o |0 |0 m| |
Goods = =
8Sep17  GC |PEG Meeting Catering and ) g g g 14
Services 3 =
O o o &g |ojo o O
1st payment fto consultant for|
300ct17 GC |chemicals management strategy| Services a800 g E z #VALUE!
consultancy
o o O
Catering for first meeting with) B O 0 O Ll
consultant  for the chemicals
1Nov17 GC |management strategy to finalize and| Services 125 £ g z #VALUE!
agree on detailed work plan and
scope of work
o o O o o o n]
Catering and venew for the review of|
22 Dec 17 the first draft of the chemcals|Services| 162sm E g z #VALUE!
management sirategy
O oo O E O i | u}
2nd payment fto consultant for|
28Dec17 GC |chemicals management strategy| Services 6,400 : : : #VALUE!
L
0O o O
o o O Ll
Goods. = =
23Dec17 GC (PEG Meeting Catering and 1150 g g g i
Services = =
247,136.00

|suUB1] |qng

uojie3||qng
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4.8.3 Contract Type

The type of contract utilized is firm fixed-price contract also known as lump sum
contract. The procurement of services either individual consultancies or group

consultancies are solicited under firm fixed-price contracts.

The project management team will work on the terms of reference and the request
for proposal (RFP). Once approved by the project steering committee, the RFP
will solicit bids from vendors to procure the required services with the required
timeframe and at the best value for money under the firm fixed- price contract with
the selected vendor. The TOR template and an example of RFP are shown in
Chart 29 and Chart 30, respectively.

4.8.4 Statement of work

The statement of work (SOW) template that will be used for the procurement of
services is shown in Chart 27. Figure 11 shows the description of each

component of the SOW.

Chart 27 Statement of Work (Source: Author of the study)

STATEMENT OF WORK (SOW)

Project Name and Purpose

Scope of Work

Location of work
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Period of Performance (Time Period)

Delivery Schedule

Applicable standards

Acceptance Criteria

Special Requirements

Payment Schedule

Payment terms, how much What is the need for
will be paid and by when ‘ { Payment schedule |- ‘ Purpose } |

this project work?
(milestone based, etc) \ / prel
What exactly is
Scope
7
Any specific hardware or required to be done?

software needed? Particular Special requirements
skillset of people involved?

Statement e the work
| —{Locations, here s thevr
of work (SOW) ‘ | to be performed?

How does customer decide

whether product, service, result { Acceptance criteria ‘—/ )
‘ J \ Allowable time, rough
‘ Time period

start and end dates,
billing hrs per week

created is acceptable?

Any industry specific, .
or government standards ‘ Applicable standards } Delivery schedule }
to comply with? ‘ .

Defined milestones and
] what is required by when

Figure 11 Statement of Work Description (Source: Shenoy, 2013)
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4.8.5 Standard Procurement Documents

The Standard procurement documents for the BCWM Project are:
1) Micro purchasing canvass form
2) Purchase order form
3) Terms of reference template
4) Request for Proposal example, and
5) Evaluation report Template, shown in Chart 28, Chart 29, Chart 30, Chart 31
and Chart 32, respectively.



Chart 28 Micro purchasing canvass form (Source: Author of the study)

MICRO-PURCHASE CANVASS FORM

146

Vendor Details Vendor 1 Vendor 2 Vendor 3
Full Name :
Address:
Tel./Fax. No.:
Email Address:
Date/s of Canvassing
, . . Total . Total
Item | Brief Description/Specification of | Quantit Unit Total Price Unit Price per Unit Price
No. Goods/Services/Small Works y (Fl’grlche) p?ézltg)m (Fl’grlche) Item (I;rlche) per Item
(BZD) (BZD)
1
Total Prices of Goods/Services/Small Works
Add : Cost of Transportation/Shipment (if any)
Add : Other Charges (pls. specify)
TOTAL FINAL AND ALL-INCLUSIVE PRICE:

I, the undersigned, confirm that | personally conducted the canvassing of the prices of the goods/services/small works
described above, and | hereby certify accuracy of the information | have provided.

Project Administrative Assistant BCWM Project [Date]

To be filled up by the Procurement Staff Preparing this Canvass

To be filled up by the Requisitioner:

Form:
Recommended Vendor:

Vendor Selected :

Reason for Recommendation:

Vendor Selected by (Name and Signature)

Activity and account code:

Reason for selection (if different from

Recommended vendor):




Chart 29 Purchase order form (Source: Author of the study)

Belize Chemicals and Waste Management Project

PURCHASE ORDER

Department of the Environment

Market Square
Belmopan

Phone: 828-4856
Fax: 822-2860

147

Date P.O. No.

Project Manager

VENDOR SHIP TO
Department of the Environment
Market Square
Belmopan
Vendor Delivery Ship Via Terms of | Terms of | Currency
ID Date sale payment
Comments: Administrative Subtotal:
GST
Taxes
Grand
Total

Project Director
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Chart 30 Terms of Reference Template (Source: Author of the study)

Terms of Reference (TOR)
for an Assignment Requiring the Services of an Individual
or Team through Firm fixed-price contract
RECOMMENDED MINIMUM CONTENTS OF TOR
A. Project Title

B. Project Description

a) Briefly describe the project rationale / background and the objectives of
the project

b) Briefly describe the context of the required services

c) Emphasize the relevance/purpose of the work required and how it is
linked to the project context

d) List and describe the stakeholders for the project.

e) If applicable, explain thoroughly the peculiarity of the setting of the
project or the work required, if any (e.g., security risks involved in
conducting the work in certain communities, certain cultures and
practices unique to the stakeholders, etc.)

C. Scope of Work

a) List the results and the major tasks expected to be undertaken by the

Consultant.

b) Briefly describe the required activities (scope, location, subjects, etc.)
and other information that will help prospective Offerors understand

the nature of the work

D. Expected Outputs and Deliverables
a) List the outputs and specific deliverables in sequence, corresponding
to the work and their corresponding target delivery dates.
b) If the specific dates are contingent on too many variables and cannot
yet be defined, the span of time from the commencement of the work
could be indicated (e.g., 2" week from contract signing, within 2-3

months from contract signing, etc.).
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c)If there are multiple reviewers/certifying authorities for each
output/deliverable, they shall be properly identified and indicated in this
section.

d)If feasible, a table similar to the one below is desired in order to clearly

summarize the above details:

Deliverables/ Estimated Target Due | Review and
Outputs Duration to | Dates Approvals
Complete Required
(Indicate

designation  of
person who will
review  output
and confirm

acceptance)

E. Institutional Arrangement

a) Identify the specific authority/ies who will directly supervise the
Contractor, and to whom he/she will be directly responsible to,
reporting to, seeking approval/acceptance of output from (e.g., the
Project Manager, or National Project Director, etc.)

b) Indicate the frequency of progress reporting, if required (e.g., weekly,
monthly, fortnightly, etc.), the recommended formats, if any. If any of
the reports must be presented, indicate the audience/body and
expected location and venue.

c) ldentify institutions/organizations/individuals with whom the Contractor
is expected to liaise/interact/collaborate/meet with in the course of
performing the work (e.g., other agencies, project co-implementers,

donors, communities, local government units, etc.)
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d) Define roles / extent of participation of entities involved in the
management/implementation of the contract (e.g., as respondents to
survey, resource persons to confer with, approving authority,
evaluating performance, etc.)

e) Specify if the project will be able to provide (or not) any facilities,
support personnel, support service, or logistical support, what they will

be, and at what stage of the work.

F. Duration of the Work

a) State expected duration of work / total no. of days/weeks/months of
the assignment including effective person-days, if applicable.
Emphasize the expected date of full completion, if time is of the
essence, indicate the consequences of any delay

b) Indicate target date for the start of work and expected completion
date, including conditions to determining both dates, if any

c) Provide the estimated lead time for Project Implementing Partners to
review outputs, give comments, certify approval/acceptance of

outputs, etc.

d) Explain special reason for wurgency, if any, and serious
consequence/impact of any form of delay in the completion of the
work (e.g., deferment of the succeeding phase to the following year,
cancellation of the budget allocation for the project, other potential

losses to any party involved, etc.)

G. Duty Station
ayl dentify the Contractords duty g
mentioning ALL the possible locations of field works/duty travel in
pursuit of other relevant activities, specially where traveling to

locations at security Phase | or above will be required

b) State whether or not the Consultant/Contractor will be required to




151

report regularly or be present at a certain office during the work,

including frequency of reporting, even if intermittent

H. Qualifications of the Successful Individual Contractor
Clearly define and indicate the following:
a) The area of specialization, field of expertise, and other qualities of the
ideal individual to perform the services/work satisfactorily;
b) The minimum level of education acceptable and the fields of studies
preferred, if any
c) The minimum number of years of work experience on the preferred

field of practice, if there is any preference

d) Special skills / experience and other qualifications which will prove to
be advantageous and vital to the success of the work implementation,
especially i f t he assignmentos
peculiarities (e.g., experience in working with indigenous people,
familiarity with the key issues confronting a certain region,
understanding of and ability to relate with a specific culture/religion,

knowledge of a local dialect, etc.)

I. Scope of Price Proposal and Schedule of Payments

In order to have a fair basis for comparison, requesting units must clearly
state in the TOR that all proposals must be expressed in one of the
following pricing options:

a) Daily Fee- this option is only suited when the duration of engagement
is definitive and the possibility of any extension is either very
low/minimal, or manageable, if at all expected. This approach must be
re-considered if the assignment has a high likelihood of extension or
prolonged engagement, as it can create serious cost implications, and
may undermine value-for-money.

b) Lump Sum Amount T this is the preferred approach, because it is

representative of payments closely linked to deliverables.
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Chart 31 Request for proposal (RFP) example (Source: UNDP)

Request for Proposal
For the development of a Chemicals and Waste Management Startegy and

Action Plan, including a Disposal Plan

Section 1: Letter of invitation
Belize
RFP for the development of a chemicals and waste management strategy and

action plan and a disposal plan

Dear Mr./Ms.:
The Department of the Environment (DOE) hereby invites you to submit a

proposal to this Request for Proposal (RFP) for the above-referenced subject.

The RFP includes the following documents:

Section 1 -This Letter of invitation

Section 27 Tender Acknowledgement Form

Section 3 - Instructions to Proposer (including Data Sheet)
Section 4 - The Terms of Reference (TOR)

Section 5 - Proposal Submission Cover Letter Form
Section 6 i Technical Proposal Form

Section 7 7 Financial Proposal Form

Your offer, comprising of Technical and Financial Proposal, in separate
sealed envelopes, should be submitted in accordance with Section 3. Please
note that the deadline for submission of these proposals is <specify time and

date>.

You are kindly requested to submit the completed Tender Acknowledgement
Form to the DOE to the following address:
Department of the Environment,

Ministry of Agriculture, Fisheries, Forestry, The Environment
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Sustainable Development and Immigration
Old Lands Buildings, Market Square

City of Belmopan,

Cayo District, Belize C.A.

Attention: Belize Chemicals and Waste Management Project

The completed Tender Acknowledgement Form should be received by the
DOE no later than <XX p.m.> on <insert Date>. The same letter should
advise whether your company intends to submit a Proposal. If that is not the
case, the Department would appreciate you indicating the reason, for our

records.

Should you require further clarifications, kindly communicate with the contact
person identified in the attached Data Sheet as the focal point for queries.

The Department looks forward to receiving your Proposal and thanks you in

advance for your interest ipportunities. De

Yours Sincerely,

Project Director

Department of the Environment

Section 2: Tender Acknowledgement Form
Tender: Provision of Individual Contract Services for the development of a
chemicals and waste management strategy and action plan, including a

disposal plan

Dear Mr. Alegria:
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l, acknowledge receipt of

the Invitation

Name of Individual

to Tender referred to above, and hereby confirm that |

INTEND

DO NOT INTEND

to submit a proposal for the above captioned Tender.

| respectfully DECLINE to submit a proposal for the Tender for the following

reason(s):

NAME: DATE:

SIGNATURE:

CONSULTANT NAME AND ADDRESS:

Section 3: Instruction to Proposers

A. CONTENTS OF PROPOSAL

1. Sections of Proposal

Proposers are required to complete, sign and submit the following

documents:

1.1. Proposal Submission Cover Letter Form (see Section 5);
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1.2. Technical Proposal (see prescribed form in Section 6);
1.3.Financial Proposal (see prescribed form in Section 7);

1.4. Any attachments and/or appendices to the Proposal.

B. PREPARATION OF PROPOSALS

1. Cost

The Proposer shall bear any and all costs related to the preparation
and/or submission of the Proposal, regardless of whether its Proposal
was selected or not. The DOE shall in no case be responsible or liable
for those costs, regardless of the conduct or outcome of the

procurement process.

2. Language

The Proposal, as well as any and all related correspondence
exchanged by the Proposer and DOE, shall be written in the English
Language. Upon conclusion of a contract, the language of the contract

shall govern the relationship between the contractor and DOE.

C. SUBMISSION AND OPENING OF PROPOSALS

1. Submission

1.1.The Financial Proposal and the Technical Proposal Envelopes MUST
BE COMPLETELY SEPARATE and each of them must be submitted
sealed individually and clearly marked on the outside as either
ArECHNI CAL PROPOSALO or AFI NAN
appropriate. Each envelope MUST clearly indicate the name of the

Proposer. The outer envelopes shall bear the address of the DOE as
specified in the Data Sheet and




156

addres s , as wel |l a s anoiabe mpemed befork toe
time and date for proposal openingo as specified in the Data Sheet.
The Proposer shall assume the responsibility for the misplacement or
premature opening of Proposals due to improper sealing and labeling
by the Proposer.

1.2.Proposers must submit their Proposals in the manner specified in the
Data Sheet. When the Proposals are expected to be in transit for
more than 24 hours, the Proposer must ensure that sufficient lead time
has been provided i n order t o compl y Wi

submission.

1.3.Proposers submitting Proposals by mail or by hand shall enclose the
original and each copy of the Proposal, in separate sealed envelopes,
duly marking each of the enwvel 0¢
of Proposal 06 as appropriate. Th
an outer envelope. The number of copies required shall be as
specified in the Data Sheet. In the event of any discrepancy between
the contents of the &80fiCgpgmabf PPH
contents of the original shall govern. The original version of the
Proposal shall be signed or initialed by the Proposer or person(s) duly

authorized to commit the Proposer on every page.

2. Deadline for Submission of Proposals and Late Proposals

Proposals must be received by DOE at the address and no later than

the date and time specified above.

The DOE shall not consider any Proposal that arrives after the deadline
for submission of Proposals. Any Proposal received by the DOE after
the deadline for submission of Proposals shall be declared late,

rejected, and returned unopened to the Proposer.
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3. Proposal Opening

The DOE will open the Proposals in the presence of an ad-hoc
committee formed by the DOE of at least two (3) members. Since
electronic submission is permitted, specific electronic proposal opening

procedures will be guided according to the specifics in the Data Sheet.
4. Confidentiality

Information relating to the examination, evaluation, and comparison of
Proposals, and the recommendation of contract award, shall not be
disclosed to Proposers or any other persons not officially concerned

with such process, even after publication of the contract award.

D. EVALUATION OF PROPOSALS

1. Preliminary Examination of Proposals

The DOE shall examine the Proposals to determine whether they are
complete with respect to minimum documentary requirements, whether
the documents have been properly signed, and whether the Proposals
are generally in order, among other indicators that may be used at this

stage. The DOE may reject any Proposal at this stage.

2. Evaluation of Proposals

2.1. The evaluation team shall review and evaluate the Technical
Proposals on the basis of their responsiveness to the Terms of Reference
and other documentation provided, applying the evaluation criteria, sub-
criteria, and point system specified in the Data Sheets below. Each
responsive Proposal will be given a technical score. A Proposal shall be
rendered non-responsive at this stage if it does not substantially respond
to the demands of the Terms of Reference, which also means that it fails

to achieve the minimum technical score indicated in the Data Sheet.




158

Absolutely no changes may be made by the DOE in the criteria, sub-
criteria and point system indicated in the Data Sheet after all Proposals

have been received.

2.2. In the second stage, only the Financial Proposals of those Proposers
who achieve the minimum technical score will be opened for evaluation
for comparison and review. The Financial Proposal Envelopes
corresponding to Proposals that did not meet the minimum passing
technical score shall be returned to the Proposer unopened. The overall
evaluation score will be based on a combination of the technical score
and the financial offer. The evaluation method that applies for this
Proposal shall be prorated.

When the Data Sheet specifies a combined scoring method, the

formula for the rating of the Proposals will be as follows:

Rating the Technical Proposal (TP):

TP Rating = (Total Score Obtained by the Offer / Max.
Obtainable Score for TP) x 100

Rating the Financial Proposal (FP):

FP Rating = (Lowest Priced Offer / Price of the Offer Being
Reviewed) x 100

Total Combined Score:
(TP Rating) x (Weight of TP, e.g. 70%)

+ (FP Rating) x (Weight of FP, e.q., 30%)
Total Combined and Final Rating of the Proposal

E. AWARD OF CONTRACT

1. Right to Accept, Reject, or Render Non-Responsive Any or All
Proposals
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The DOE reserves the right to accept or reject any Proposal, to render
any or all of the Proposals as non-responsive, and to reject all
Proposals at any time prior to award of contract, without incurring any
liability, or obligation to inform the affected Proposer(s) of the grounds
for the DOEG6s action. Further mg

award the contract to the lowest price offer.

2. Award Criteria

Prior to expiration of the period of proposal validity, the DOE shall
award the contract to the qualified Proposer with the highest total score
based on the evaluation method indicated in the Data Sheet (DS nos.
17).

3. Right to Vary Requirements at the Time of Award

At the time of award of Contract, the DOE reserves the right to vary the
guantity of services and/or goods, by up to a maximum twenty-five per
cent (25%) of the total offer, without any change in the unit price or

other terms and conditions.

4. Contract Signature

Within five (5) days from the date of receipt of the Contract, the
successful Proposer shall sign and date the Contract and return it to
the DOE.

Failure of the successful Proposer to comply with the requirement of
this provision shall constitute sufficient grounds for the annulment of
the award, and the DOE may award the Contract to the Proposer with

the second highest rated Proposal, or call for new Proposals.
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Instructions to Proposers

DATA SHEET

The following data for the services to be procured shall complement,
supplement, or amend the provisions in the Instruction to Proposers. In the
case of a conflict between the Instructions to Proposers, the Data Sheet, and
other annexes or references attached to the Data Sheet, the provisions in the

Data Sheet shall govern.

DS | Cross
No |Ref. to Specific Instructions / Requirements
Instructio pata
ns
1 PROVISION OF INDIVIDUAL CONTRACT
SERVICES FOR THE DEVELOPMENT OF
Project Title : A CHEMICALS AND WASTE
MANAGEMENT STRATEGY AND
ACTION PLAN, INCLUDING A DISPOSAL
PLAN
2 Invitation to submit a Proposal for the
Title of | provision of Individual Contract Services for
Services/Wor |the development of a chemicals and waste
k: management strategy and action plan,
including a disposal plan for Belize.
3 Country / | Belize/ Entire Belize
Region of
Work
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Location:

B2

Language of

the Proposal:

X English

Conditions for
Submitting
Proposals for
Parts or sub-
parts of the
TOR

X Not allowed

Conditions for

X Shall not be considered

Submitting
Alternative
Proposals

A pre- | N/A
proposal
conference

will be held

on:

Period of [x 90 days
Proposal

Validity
commencing

on the
submission

date without
change in the

personnel
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proposed for
the
assignment

and for the

proposed
price.
9 Preferred x Belize Dollars (BZD$)
Currency of
10 Contact Focal Person in the Department of the

Details for
submitting
clarifications/q

uestion

Environment
Gisel Correa-Cobb

Address: Old Lands Buildings, Market
Square, City of Belmopan, Cayo District,
Belize C.A.

E-mail address dedicated for this purpose:

chemicalwaste@environment.gov.bz
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11

No. of copies
of  Proposal
that must be
submitted  [if
transmitted by

courier]

Original: 1 Technical Proposal, 1 Financial

Proposal

Copies: 1 Technical Proposal, 1 Financial

Proposal

A flash drive or CD with the technical
proposal in pdf (with no more than 15 Mb
files) and 1 with the Financial Proposal in

Excel

1 The technical proposal, its copies and
the flash drive or CD with the
technical proposal in pdf must be

submitted in envelope No.1

1 The financial proposal, its copies and
the flash drive or CD with the financial
proposal in Excel on the envelope
No.2

Both envelopes (No. 1 and 2.) must be
placed in a sealed envelope and labelled

as follows:

PROVISION OF INDIVIDUAL CONTRACT
SERVICES FOR THE DEVELOPMENT OF
A CHEMICALS AND WASTE
MANAGEMENT STRATEGY AND
ACTION PLAN, INCLUDING A DISPOSAL
PLAN FOR BELIZE
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12 |C1l.2. Proposal Department of the Environment,
Submission Ministry of Agriculture, Forestry, Fisheries,
Address Environment & Sustainable Development,
Old Lands Building, Market Square
City of Belmopan, Cayo District
Belize C.A.
Attention: Belize Chemicals and Waste
Management Project
13 |C.2. Deadline of |Date and Time: June 23, 2017 4:30 PM
Submission (Belize Time)
14 Allowable X Courier/Hand Delivery
Manner of
Submitting
Proposals
15 Conditions N/A
and
Procedures
for electronic
submission
and opening,
if allowed
16 |[C3 Date, time | Date and Time: June 26, 2017 9:00 AM
and venue for |Venue: Department of the Environment
opening of | Office
Proposals
17 |D2,E2 Evaluation X Combined scoring

method to be
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used in
selecting the
most
responsive

Proposal

18

Structure  of
the Technical

Proposal

See section 6

19

Latest
Expected

date for
commenceme

nt of Contract

July 17, 2017

20

Expected
duration of

contract

40 working days within a three (3) month

period

The technical proposal is evaluated on the basis of its responsiveness to the
Term of Reference (TOR) and scoring is allocated in accordance with the
below given Technical Evaluation Criteria. If the offeror does not meet any of
the minimum technical qualification criteria/requirements defined in the Form
1 of the Technical Proposal Evaluation (presented below), it will be given
score zero and will be automatically disqualified and there is no more need for

further evaluation of the disqualifying offeror.
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Summary of Technical Proposal Evaluation | Score Points
Forms Weight Obtainable
1. | Proposed Methodology, Approach and |100% 400
Implementation Plan
Total 400

The Technical Proposal Evaluation Forms are:

Form 1: Proposed Methodology, Approach and Implementation plan

addressed in sufficient detail?
- High description of the tasks T 50;
- Fairly appropriate (minimum requirement) i
35

Technical Proposal Evaluation Points
Form 1 Obtainable
Proposed Methodology, Approach and Implementation plan
2.1 |To what degree does the Offeror understand the task? 50

- Full understanding of the tasks & 50;

- Fair understanding of the task (minimum

requirement) -35
2.2 |Have the Iimportant aspects of the task been 50
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2.3

Has the offeror demonstrated an established,
systematic methodology for the project
implementation?

- Comprehensive and systematic methodology -

50

- Fairly appropriate 8 35(min requirements)

50

2.5

Is the conceptual framework adopted appropriate for
the task?

-  Completely appropriate i 50 points;

- Fairly appropriate (minimum requirement) -35

points;

50

2.6

Is the scope of task well defined and does it
correspond to the TOR?
- Well defined scope of work and full
correspondence to the TOR -140
- Fairly defined scope of work and partial
correspondence to the TOR 1 98 (min.

requirement)

140

2.7

Is the presentation clear and is the sequence of
activities and the planning logical, realistic and
promise efficient implementation to the project?
- Clear presentation with sound logical and
realistic planning 7 60;
- Fairly clear presentation with some elements of
logical and realistic planning 7 42 (min.

requirement);

60

400




168

Section 4: Terms of Reference
TERMS OF REFERENCE

|l ndi vi dual Consul tant AfChemical s Ma

With the Ministry of Agriculture, Fisheries, Forestry, Environment,

Sustainable Development and Climate Change of Belize

Project: Development of a Chemicals and Waste Management Strategy and

Action Plan, including a Disposal Plan.

Duty Station: Belmopan, Belize

Duration of Project: 40 working days overa3 mo n t pesod

Period of Performance: July 3, 2017 i October 2, 2017

Type of contract: Individual Contract

1. BACKGROUND

Chemicals play a part in almost all human activities (medicines, water
purifiers, agricultural chemicals etc.). Many consumer and industrial products,
including fuels, solvents, fertilizers, pesticides, paints, and household cleaning
disinfectants, contain hazardous substances. Improper management and
disposal of these chemicals and its respective wastes can lead to unexpected
releases of toxins that are hazardous to humans and harmful to the

environment.

Belize is faced with pollution issues associated with improper and unsafe
chemicals and waste management practices. Also, safe handling, storage and

disposal of seized chemicals, and waste encountered at sites present unique
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problems to law enforcement and regulatory authorities in Belize.

The Sound Management of Chemicals and Wastes (SMCW) plays a key role
in enabling countries to decouple growth from resource use and pollution, by
redesigning products and production processes, phasing out toxic materials,
minimizing waste generation and optimizing resource use through recycling

and reuse.

As a signatory to Stockholm Convention on Persistent Organic Pollutants
(POPs), the Basel convention, Rotterdam Convention, Vienna Convention
and Montreal Protocol, the Government of Belize promotes the coherent and

sound management of chemicals in Belize.

The Government of Belize, through the United Nations Development
Programme and the Global Environment Facility (UNDP/GEF), is executing
the project entitl ed ABel i ze CICWM)
Pr o] €lbet groject aims to assist Belize in implementing its relevant
obligations under the Stockholm Convention, in particular to reduce the
releases of Unintentional Persisten

to buil d t he tytomanagerchehisalsaral paste.i

The Government of Belize, through the BCWM project is seeking a suitable
individual professional with expertise in chemicals management to work with
the Department of the Environment to develop a chemicals and waste

management Strategy and Action Plan, including a Disposal Plan.

2. DUTIES AND RESPONSIBILITIES OF THE CHEMICALS
MANAGEMENT EXPERT

Under the direct supervision of the Project Manager, the Chemicals

Management Expert shall be responsible for the development of a chemicals

and waste management Strategy and Action Plan, including a Disposal Plan.

Specifically, the Chemicals Managem
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are not limited to the following:

1 Prepare a detailed work plan for consultancy activities, a schedule for
site visits along with a list of users/importers/waste generators to be
visited.

1 Undertake site visits at various chemical users, importers and waste
generators to conduct a situational analysis of the chemicals, waste
management, disposal methods and practices in Belize.

1 The Chemicals Management Expert must consult with pertinent
regulatory agencies.

1 Develop a chemicals and waste management Strategy for Belize.
Based on the collected data and the developed chemicals and waste
management Strategy, the Chemicals Management Expert will be
responsible to develop an Action Plan, inclusive of a disposal Plan, for
Belize.

1 Actively participate as an advisory member to the Project Execution
Group (PEG) and Expert committee for key meetings.

{1 Facilitate site visits, consultation meetings, workshops, including a
National Consultation workshop to review proposed draft of the
chemicals and waste management Strategy and Action Plan, including
a disposal Plan, and a National validation workshop with relevant
stakeholders. Prior to presenting the Strategy and Action Plan,
including the Disposal Plan, the Chemicals Management Expert is

required to submit the documents two weeks prior to these workshops.

The chemicals and waste management Strategy shall include but is not
limited to the following:

1. Section 1 i Methodology followed in developing the chemicals and
waste management strategy, establishing the legislative context
framing the chemicals and waste management strategy, assessment
and analysis of the current situation of the chemical and waste

management and disposal methods and practices in Belize, set out the
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challenges facing chemicals and waste management in Belize.

2. Section 27 Set out the overall goals and approach to implementing the
chemicals and waste management strategy, and the strategies to be
followed to achieve each of the goals.

3. Section 31 Describe each of the regulatory and economic instruments
that will be used to give effect to the strategy set out in section two.

4. Section 4 i Institutional mechanisms for implementing the chemicals
and waste management strategy, set out the roles, responsibilities,

coordination and review mechanisms.

The Action Plan shall include but is not limited to the following:

1. Set out how Government, Industry, Academia and other relevant
stakeholders will give effect to the chemicals and waste management
strategy.

2. Disposal Plan for chemicals and its respective waste in Belize.

3. KEY DELIVERABLES

1.A detailed work plan; schedule of site visits and list of
users/importers/waste generators to be visited;

2. A draft of the chemicals and waste management Strategy;

3. A draft Action Plan on Chemicals and Waste Management and its
related Disposal Plan;

4. Reports from consultation and validation workshops;

5. Communication materials (presentations and hand-outs);

6. A final version of the chemicals and waste management Strategy.

7.A final version of the Action Plan on Chemicals and Waste
Management inclusive of its Disposal Plan.

8. Final versions of documents shall be submitted in hard copy (3 copies)

and electronic (word document)
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4. DURATION
The assignment is expected to be completed within 40 working days within a

3-month period from the start date.

5. REPORTING REQUIREMENTS

The Chemicals Management Expert will report to the Chief Environmental
Officer/Project Director of the Department of the Environment as required, to
keep to the schedul ed 3 mont hsdé t
rescheduling, but not the time of performance, unless mutually agreed upon
and subject to the internal payments procedures of the Department of the

Environment.

The deliverables once approved, will become the property of the Government

of Belize to utilize and disseminate as deemed necessary.

6. TERMS OF PAYMENT
Deliverables will be validated by the Project Execution Group (PEG) of the
Belize Chemicals and Waste Management Project (BCWMP).

15% - Mobilization (on submission and acceptance of detailed work

plan, schedule of site visits and list of users/importers/waste

generators to be visited).

20% -On satisfactory completion of preliminary draft of the chemicals
and waste management Strategy.

15% -On satisfactory completion of preliminary draft of the Action Plan
on Chemicals and Waste Management, and its Disposal Plan.

25% - On submission and acceptance of final draft of the chemicals and
waste management Strategy.

25% - On submission and acceptance of final draft of the Action Plan

on Chemicals and Waste Management and its Disposal Plan.

Section 5: Proposal Submission Cover Letter Form

To: Martin Alegria




173

Chief Environmental Officer
Department of Environment
Old Lands Building

Market Square

City of Belmopan

Cayo District

Belize

Dear Sir/Madam:

I, the undersigned, hereby offer to provide professional services for [insert:
title of services] in accordance with your Invitation to submit Proposal dated
[insert: Date] and my Proposal. | am hereby submitting a Proposal, which
includes the Technical Proposal and Financial Proposal sealed under a

separate envelope.

| hereby declare that All the information and statements made in this Proposal
are true and | accept that any misrepresentation contained in it may lead to

my disqualification;

| confirm that | have read, understood and hereby accept the Terms of
Reference (TOR) describing the duties and responsibilities required to

conduct the assignment.

| agree to abide by this Proposal for [insert: period of validity as indicated in
Data Sheet].

| undertake, if my Proposal is accepted, to initiate the services immediately
after the signing of a contract to conduct the activity according to the TOR.

| fully understand and recognize that the DOE is not bound to accept this

proposal, that | shall bear all costs associated with its preparation and
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submission, and that the DOE will in no case be responsible or liable for those

costs, regardless of the conduct or outcome of the evaluation.

| remain,

Yours sincerely,

Signature of Proposer:

Contact Details:

Section 6: Technical Proposal Form

TECHNICAL PROPOSAL FORMAT

INSERT TITLE OF THE SERVICES

Note: Technical Proposals not submitted in this format may be rejected.

The financial proposal should be included in separate envelope.

Name of Proposing Individual:
Address:

Phone / Fax:

Email:

SECTION 1- APPROACH AND IMPLEMENTATION PLAN

This section should demonstrate t|
TOR by identifying the specific components proposed, addressing the
requirements, as specified, point by point; providing a detailed description

of the essential performance characteristics proposed; and demonstrating

how the proposed methodology meets or exceeds the requirements.
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1.1. Approach to the Service/Work Required: Please provide a detailed

description of the methodology for how you will achieve the Terms of
Reference of the project, keeping in mind the appropriateness to local

conditions and project environment.

1.2. Technical Quality Assurance Review Mechanisms: The

met hodol ogy shall al so include det

and quality assurance review mechanisms.

1.3 Implementation Timelines: The Proposer shall submit a Gantt Chart

or Project Schedule indicating the detailed sequence of activities that will be

undertaken and their corresponding timing.

1.4. Risks / Mitigation Measures: Please describe the potential risks for

the implementation of this project that may impact achievement and timely
completion of expected results as well as their quality. Describe measures

that will be put in place to mitigate these risks.

1.5. Reporting and Monitoring: Please provide a brief description of the

mechanisms proposed for this project for reporting to the DOE, including a

reporting schedule.

1.6 _Other: Any other comments or information regarding the project

approach and methodology that will be adopted.

Section 7: Financial Proposal Form
The Proposer is required to prepare the Financial Proposal in an envelope

separate from the rest of the RFP as indicated in the Instruction to Proposers.

The Financial Proposal must provide a detailed cost breakdown. Provide

separate figures for each functional grouping or category. Any estimates for
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cost-reimbursable items, such as travel and out-of-pocket expenses, should

be listed separately.

In case of an equipment component to the service provider, the Price

Schedule should include figures for both purchase and lease/rent options.

The format shown on the following pages is suggested for use as a guide in
preparing the Financial Proposal. The format includes specific expenditures,

which may or may not be required or applicable but are indicated to serve as

examples.
A. Cost Breakdown per Deliverables
S | Deliverables Percentage of Total | Price (Amount)

N | [list them as referred to in | Price (Weight for
the TOR] payment)
1 | Deliverable 1 [DOE to give

percentage (weight) of
each deliverable over
the total price for the
payment purposes, as
per TOR)

2 Deliverable 2

Total 100% BzD ¢ééeé

B. Cost Breakdown by Cost Component:

The Proposers are requested to provide the cost breakdown for the above
given prices for each deliverable based on the following format. The DOE
shall use the cost breakdown for the price reasonability assessment purposes
as well as the calculation of price in the event that both parties have agreed to

add new deliverables to the scope of Services.
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Cost Components

Remuneration

per Unit of
Time (e.g.,
day, month,
etc.)

Quantity

Total Rate

for
Contract

Duration

the

I. Personnel Costs

Professional Fees

[I. Out of Pocket

Expenses

1. Travel Costs

2. Daily

Allowance

3.

Communications

4. Reproduction

5. Equipment
Lease

6. Others

. Other Related

Costs
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Chart 32 Evaluation Report template (Source: Author of the study)

EVALUATION REPORT

For the Procurement of Consultancy to develop a chemicals and waste

management strategy and action plan, including a disposal plan for

Belize

Part 1: Basic Information: Project Background and Relevance of the

Requirement

1 Brief description of Requirement:
2 Category of Procurement Consultancy Services
Type of Contract
3 Duration of Contract
Funding Source/Project ID Belize  Chemicals and
4 Waste Management Project
Amount of Funds available for this
> Contract
6 Purpose of Contract or brief scope (description of services)
7 Modality of Project Execution NIM
Name of Direct Beneficiary/End-user Department of Environment
8 (DOE)
Project Background: Provide concise information of the project
objectives, context, output and linkages to the proposed contract and
9 expected result of implementation.
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Part 2: Planning and Preparatory Work

10

Source of Terms of Reference (TOR) (describe how TOR was

developed)

Part 3: Procurement Process Information

11 Procurement Method Applied

15 Describe the process of selection of proposals
Issue date of Invitations to submit a proposal -

13 Date sent out

14 Deadline for submission of Proposals

15 Mode of Proposal Submission

Part 4: Proposals Receiving

16

No. of Proposals received

17

unopened (if any)

No. of Late Proposals received and returned

Part 5: Evaluation of Proposals

18 Evaluation procedure | Proposal- Lowest priced technically responsive
applied
Composition of | Name: Name of Organization:
Evaluation 1. X
19
Committee 2. XX
3. XXX
20 | No. of Proposals rejected during preliminary

examination of proposals

21

No. of technically responsive proposals after
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evaluation

(Pls.

matrix/sheets)

attach detailed

scoring

No. of technically proposals that did not meet

the minimum average passing technical
proposal rating (score of XX points)

Na | Technical @ Average Original Average | Total | Ra
Overal | me | complian | Technical | Financial | Financi | Com | nkin
I of ce proposal Proposal | al bined | g
Result | Offe | (Indicate | rating Price proposa | Scor

221's  of | rors Yes/No) | (score) BZ$ | rating | e

Evalua (score)
tion

B.

23

Summary of Strengths and Weaknesses of Proposals

Strengths

Weaknesses

Proposal A:

Proposal B:

24

FINAL RECOMMENDATION TO
AWARD THE CONTRACT

Expert Name:

Contract Value :

Par

t 6. Value for Money Analysis

25

Part 7: Quality Assurance and Contract Management Mechanism:

26

How will the contract and performance be managed for quality of

goods/services? Capacity to manage the contract? Any performance

security requirements?
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Part 8: Risk Management

Risks associated with the implementation of this proposal:
27

Part 9: Recommendation

| t i s t he unani mous
indi vi dual consultant for
$XXxx. xK9. é.

Approved by:
28 pp y

Evaluation Committee Member

Evaluation Committee Member

Evaluation Committee Member

Evaluation Committee Member

Evaluation Committee Member

r e ¢ o ppoirded das the

t he c¢BaA
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Part 10: Attachments

Minimum Attachments to this evaluation report:
29 | Attachment 1:
Attachment 2:

4.8.6 Source selection criteria

The source selection criteria utilized to serve as basis for evaluating offers or

proposals is the following:

a) Combined Scoring method i where the qualifications and methodology
will be weighted a max. of 70%, and combined with the price offer
which will be weighted a max of 30%; or

b) Lowest price method i where the award will be given to the

qualified/responsive individual who offered the lowest price.

The combined scoring method is utilized for all firm fixed-price contracts for
consultancy services. The lowest scoring method is utilized in the selection of

goods only.

4.9 Stakeholder Management Plan

The Stakeholder Management Plan (SMP) identifies and analyses all internal and
external stakeholders that may have an impact on the BCWM project with a view
to effectively engage and manage stakeholders.
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49.1 Stakeholder Identification

The stakeholders will be identified by performing a stakeholder analysis. Figure
12, Figure 13 and Figure 14 show the power/interest grid, the power/influence
grid, and the influence/impact grid created early during the initiation phase of the
project. The stakeholder register shown in Chart 33 was created to identify key
stakeholders and their associated level of influence on the project. This
stakeholder register is consulted and updated on a regular basis, as new

stakeholders are identified or changed.

High

UNDP
Department of the

Governmental Agencies i.e. [Environment ‘

Project Team

Power

Experts/consultants
Chemical users/importer
Industries, industrial
association

Farmers and agricultural
associations

SIRDI

[ICA

Solid waste management
Authority

—

Low Interest High

Media and Non
Governmental organizations
General Public

Low

Figure 12 Power/Interest grid with stakeholders (Source: Author of the study)



High

Power

Low

Low

SIRDI

IICA

Solid waste management
Authority

UNDP
Department of the
Environment

Project steering committee
Project Team
Government Agencies

Industries, industrial

association
Chemical users/importer

Farmers and agricultural
associations

General public

Media
NGOs

Influence
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High

Figure 13 Power/Influence grid with stakeholders (Source: Author of the study)

High

Influence

Low

Low

Figure 14 Influence/lmpact grid with

UNDP
Project steering committee
Project Team

Experts/consultants
Government Agencies

Department of the
Environment
Media

NGOs

General public

Industries, industrial

association _
Chemical users/importer

Farmers and agricultural

associations
SIRDI

[ICA
Solid waste management
Authority

Impact

High

stakeholder (Source: Author of the study)



Chart 33 Stakeholder Register (Source: Author of the study)
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Stakeho | Organizat o Contact _ Expectatio | Influen | Classific
Iders ion Position Role Information Requirements ns ce ation
Percival | Ministry of | Chief National ceo@environm | Project to be | Project to | High Internal
Cho Agricultur | Executive | implement | ent.gov.bz completed on | be delivered | (Projec | Supporte

e, Officer ing time and the|on time and |t r

Fisheries, agency i service to satisfy | within approv

Forestry, High stakeholders budget al,

Environm authority govern

ent, ment

Sustainabl influen

e ce)

Developm

ent and

Immigratio

n
Martin Departme | Chief Implemen | doe.ceo@envir | Communication | High project | High Internal
Alegria | nt of the | Environme | ting onment.gov.bz | and Coordination | involvement Supporte

Environm | ntal Officer | Partner , delivery r
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ent (DOE) and Chair and efficient
of project use of
steering resources
committee and funds.
John Ministry of | Principal Regulator Communication | Must be | High Internal
Bodden | Health Health y and and Coordination | completed Supporte
Inspector | project within r
steering budget and
committee time.
Diane UNDP Programm | Acting diane.wade@u | Communication | High project | High Internal
Wade- e Analyst | Project ndp.org and Coordination | delivery, Supporte
Moore Sponsor / involvement r
Responsi and positive
ble impact to
Partner. key
Allowing stakeholder
release of s
funds.
Gisel DOE Project Planning, | chemicalwaste | Execution of | Complete High Internal
Correa Manager executing | @environment. | required project | the project | influen | Supporte
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and gov.bz management within  the | ce as
completin processes from | given time |she s
g the initiation to | and within | managi

project project closure the given | ng
budget. project
implem
entatio

n

Zena DOE Project Assist in | chemicalwaste | Timely and | Better High
Waight administrat | the @environment. | efficient utilization of | influen
ive planning | gov.bz execution of | project ce for

assistant and project activities | funds she

execution helps
of the in the
project costing

and
budgeti
ng of

the

project




188

Kostas

Tsirikos

POLYEC
O

Project
Coordinato

r

Service
provider
for the
repackagi
ng and
disposal
of POPs
chemicals
and other

chemicals

Timely
efficient
completion

tasks

and

of

Satisfy
UNDP,
DOE,
and
chemical

owners.

PM
the

Influen
ce on
repack
aging
and
dispos
al
related
activitie

S

External
Supporte

r
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4.9.2 Manage Stakeholder Engagement

The PMBOK® Guide 1 Fifth Edition defines manage stakeholder engagement as
Aithe process of communicating and wor
and expectations, address issues as they occur, and foster appropriate

stakehol der engagement in project act

To effectively manage stakeholder engagement, the BCWM project will utilize the
stakeholder identification and communication requirement analysis and
communication matrix shown in in Chart 18 and Chart 19, respectively. The
communication matrix will be utilized to communicate project related information

to key stakeholders in a proactive and timely manner.

4.9.3 Monitor Stakeholder Engagement

The overall stakeholder relationships will be monitored and the stakeholder
engagement strategies and tactics will be adjusted in order to effectively engage
with stakeholders.

Throughout the life of the project, individual stakeholders will be encouraged to
participate and voice their issues or concerns. Each issue or concern that is
raised will be documented in the issue log shown in Chart 34. The issues will be
presented and discussed with the project team and the project steering committee
during the status meetings and quarterly meetings. The best approach to resolve

issues will be approved by the project steering committee.

The issue log is updated as new issues are identified and as the issues are

resolved.

K i

Vv

ng

ti

Wi

€S



Chart 34 Issue Log (Source: PMI)
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ISSUE LOG
Project Date
Title: Prepared:
Issue | Category Issue Impact on Objectives Urgency
ID
Responsible Actions Status Due Comments

Partner Date
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5 CONCLUSIONS

The project management plan has been developed using the analytical research
method, the BCWM project document and considering the ten knowledge areas of
project management covered in the PMBOK® Guide i Fifth Edition, thus, fulfilling
the general objective and the specific objectives established for the Final

graduation project (FGP).

As a result of the work carried out for the development of the nine (9) subsidiary
management plans to complete the project management plan, the following

conclusions are presented:

1. The scope management plan created, identifies the project requirements, the
main deliverables, clearly defines the work to be carried out and provides a
detailed description of the project, which is fundamental for the successful

completion of the BCWM project.

2. The schedule management plan developed, identifies the activity list, schedule
network diagram, schedule baseline, and schedule in Gantt chart. By means of
this plan, a detailed timeline was established which will be a useful tool to
monitor and ensure the timely execution of project activities. The project tasks

and deadlines are reflected within the MS Project.

3. The cost management plan developed, defines the activity cost estimates and
cost baseline. This plan allows the project team to have a clear budget cost of
the project and a projected cash flow which is a tool that will assist in the

control and monitoring of the project to avoid cost overruns.

4. The quality management plan developed, identifies the quality management
approach, quality metrics, quality requirements/standards, quality checklist,
and approved change requests review template. The project quality
requirements were identified to ensure that the results meet expectations for

approval. Likewise, activities were defined for quality assurance and control
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that the project team can take into consideration to ensure compliance with the

established quality requirements/standards.

. The human resource management plan developed, determines the human
resource required to complete the project. In addition, the project staff
assignment, the staffing management plan along with the team performance
appraisal templates. With this plan the project manager will be able to
organize, manage and lead the project management team. By properly
managing human resources, the probability of project success is improved

since the management of the human resources on a project has a major

i mpact on projectbés success or failure.

. The communications management plan, which defines the communication
requirements and the communication matrix, was developed to ensure the
timely and appropriate collection, distribution, generation of project
information. Based on the number of stakeholders, it was determined that this
project has 78 communication channels that must be monitored by the project
team. Several measures had to be established to respond to stakeholderso
communication needs. With the use of this plan, key stakeholders will be kept
regularly informed through project status reports, regular meetings or informal
emails, which will help the project team and the external stakeholders to be
focused on delivery and to provide the required support to deliver the project

successfully.

. The risk management plan, with risk management approach, risk breakdown
structure and risk register was developed. In addition,thepr oj ect 0's
and response for the most critical risks were identified in the risk register. The
qualitative risk analysis process identified thirteen (13) risks, five (5) of which
was high, six (6) moderate and two (2) low. The risk response strategy will
require that most resources are dedicated to reduce the impact of the highest
risk and the probability of its occurrence. With the use of this plan, throughout
the project life cycle, the project management team will continuously identify

and measure the unknowns; developing mitigation options; selecting, planning,

ma i
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and implementing appropriate risk mitigations; and tracking the implementation

to ensure successful risk reduction.

8. The procurement management plan was developed, specifying the
procurement management approach, procurement statement of work, source
selection criteria, procurement templates, types of contracts used and contract
approval process. The use of this plan will help save time, and ensure
transparency of the procurement process. In addition, this plan will guide the
project management team in the achievement of any procurement to comply
wi t h bot h government ta nedsureUaN Bnobtls angp ol i c i e s

transparent process such as for the hiring of consultants/experts.

9. Lastly, the stakeholder management plan developed, i denti fi es the pr

key stakeholders through the use of a stakeholder register. An issue log
template was identified to be used during the monitoring of stakeholder
engagement. This plan identifies the stakeholder engagement approach,
inclusive of the management of stakeholder engagement and monitoring of
stakeholder engagement. The use of this plan will help the project
management team understand the key stakeholders that will be affected by
the project and enable the team to implement effective communication and
engagement strategies to create a positive relationship with stakeholders so
as to manage their expectations and needs and achieve the project goals

10.1t is clear that with the use of the nine (9) subsidiary plan mentioned above, the
DOE and the project management team will improve the probability of project
success. Also, this project management plan is an important tool which
provides a framework to manage and execute the BCWM project using best
practices and principles which will serve as a conduit to achieving project

SucCcCess.
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6 RECOMMENDATIONS
1 The Department of the Environment (DOE) should implement formal
Project Management practices and principles in order to increase the

likelihood of project success.

1 A project management team, using standard project planning documents

specific to the project, should handle all projects executed by the DOE.

1 A senior officer of the DOE should be assigned to ensure that the project
management team is recruited prior to the initiation of the project and the
team conducts all project planning to enhance the proper management of

the project throughout the lifecycle.

1 The project management team should exercise extreme care and caution
during the development of each subsidiary plan of the Project Management

Plan to ensure thoroughness and accuracy.

1 The DOE should allow the project management team to use the project
management plan created for the BCWM Project throughout the BCWM
project lifecycle to successfully complete the project within time and
budget.

1 The DOE should implement the use of the project management plan
created for the BCWM Project, as an organizational process asset and

resource for future chemical related projects.

1 Based on the qualitative risk analysis it is recommended to dedicate most
of the resources to mitigate the occurre
accept response for risks that are marked low considering that it is an
external risk that is beyond the control of the project and preventative
measures will not necessarily prevent such risks from happening. If it

happens, ensure all documentation is properly filed and monitored.
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https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=6&cad=rja&uact=8&ved=0ahUKEwif4pjlz4bYAhVK5SYKHUyqDvYQIAhEMAU&url=https%3A%2F%2Fwebcache.googleusercontent.com%2Fsearch%3Fq%3Dcache%3AuA_kLHOSZ1IJ%3Ahttps%3A%2F%2Fpopp.undp.org%2FUNDP_POPP_DOCUMENT_LIBRARY%2FPublic%2FPPM_Project%252520Management_Lessons-learned%252520Report%252520Template.docx%2B%26cd%3D6%26hl%3Den%26ct%3Dclnk%26gl%3Dbz%26client%3Dfirefox-b-ab&usg=AOvVaw0pd0xR7GrI9wUoUCNbOoIa
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=6&cad=rja&uact=8&ved=0ahUKEwif4pjlz4bYAhVK5SYKHUyqDvYQIAhEMAU&url=https%3A%2F%2Fwebcache.googleusercontent.com%2Fsearch%3Fq%3Dcache%3AuA_kLHOSZ1IJ%3Ahttps%3A%2F%2Fpopp.undp.org%2FUNDP_POPP_DOCUMENT_LIBRARY%2FPublic%2FPPM_Project%252520Management_Lessons-learned%252520Report%252520Template.docx%2B%26cd%3D6%26hl%3Den%26ct%3Dclnk%26gl%3Dbz%26client%3Dfirefox-b-ab&usg=AOvVaw0pd0xR7GrI9wUoUCNbOoIa
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=6&cad=rja&uact=8&ved=0ahUKEwif4pjlz4bYAhVK5SYKHUyqDvYQIAhEMAU&url=https%3A%2F%2Fwebcache.googleusercontent.com%2Fsearch%3Fq%3Dcache%3AuA_kLHOSZ1IJ%3Ahttps%3A%2F%2Fpopp.undp.org%2FUNDP_POPP_DOCUMENT_LIBRARY%2FPublic%2FPPM_Project%252520Management_Lessons-learned%252520Report%252520Template.docx%2B%26cd%3D6%26hl%3Den%26ct%3Dclnk%26gl%3Dbz%26client%3Dfirefox-b-ab&usg=AOvVaw0pd0xR7GrI9wUoUCNbOoIa
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=6&cad=rja&uact=8&ved=0ahUKEwif4pjlz4bYAhVK5SYKHUyqDvYQIAhEMAU&url=https%3A%2F%2Fwebcache.googleusercontent.com%2Fsearch%3Fq%3Dcache%3AuA_kLHOSZ1IJ%3Ahttps%3A%2F%2Fpopp.undp.org%2FUNDP_POPP_DOCUMENT_LIBRARY%2FPublic%2FPPM_Project%252520Management_Lessons-learned%252520Report%252520Template.docx%2B%26cd%3D6%26hl%3Den%26ct%3Dclnk%26gl%3Dbz%26client%3Dfirefox-b-ab&usg=AOvVaw0pd0xR7GrI9wUoUCNbOoIa
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=6&cad=rja&uact=8&ved=0ahUKEwif4pjlz4bYAhVK5SYKHUyqDvYQIAhEMAU&url=https%3A%2F%2Fwebcache.googleusercontent.com%2Fsearch%3Fq%3Dcache%3AuA_kLHOSZ1IJ%3Ahttps%3A%2F%2Fpopp.undp.org%2FUNDP_POPP_DOCUMENT_LIBRARY%2FPublic%2FPPM_Project%252520Management_Lessons-learned%252520Report%252520Template.docx%2B%26cd%3D6%26hl%3Den%26ct%3Dclnk%26gl%3Dbz%26client%3Dfirefox-b-ab&usg=AOvVaw0pd0xR7GrI9wUoUCNbOoIa
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=6&cad=rja&uact=8&ved=0ahUKEwif4pjlz4bYAhVK5SYKHUyqDvYQIAhEMAU&url=https%3A%2F%2Fwebcache.googleusercontent.com%2Fsearch%3Fq%3Dcache%3AuA_kLHOSZ1IJ%3Ahttps%3A%2F%2Fpopp.undp.org%2FUNDP_POPP_DOCUMENT_LIBRARY%2FPublic%2FPPM_Project%252520Management_Lessons-learned%252520Report%252520Template.docx%2B%26cd%3D6%26hl%3Den%26ct%3Dclnk%26gl%3Dbz%26client%3Dfirefox-b-ab&usg=AOvVaw0pd0xR7GrI9wUoUCNbOoIa
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=6&cad=rja&uact=8&ved=0ahUKEwif4pjlz4bYAhVK5SYKHUyqDvYQIAhEMAU&url=https%3A%2F%2Fwebcache.googleusercontent.com%2Fsearch%3Fq%3Dcache%3AuA_kLHOSZ1IJ%3Ahttps%3A%2F%2Fpopp.undp.org%2FUNDP_POPP_DOCUMENT_LIBRARY%2FPublic%2FPPM_Project%252520Management_Lessons-learned%252520Report%252520Template.docx%2B%26cd%3D6%26hl%3Den%26ct%3Dclnk%26gl%3Dbz%26client%3Dfirefox-b-ab&usg=AOvVaw0pd0xR7GrI9wUoUCNbOoIa
http://www.lib.vt.edu/help/research/primary-secondary-tertiary.html
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Appendix 1. FGP Charter
PROJECT CHARTER
Formalizes the project start and confers the project manager with the

authority to assign company
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resources to the project activities.

Benefits: it provides a clear start and well defined project boundaries.

Date

Project Name:

June 26, 2017

Development of a project management plan
for the Belize Chemicals and Waste
Management (BCWM) Project.

Knowledge Areas /
Processes

Applicacion Area (Sector / Activity)

Knowledge areas:

Project Integration
Management, Project Scope
Management, Project Time
Management, Project Cost
Management, Project Quality
Management, Project Human
Resource Management,
Project Communication
Management, Project Risk
Management, Project
Procurement Management,
and Project Stakeholder
Management.

Process groups:

Initiating, Planning,
Monitorinng and Controlling.

Chemicals Management (Environment)

Start date

Finish date

June 26, 2017

February 7, 2017

Project Objectives (general and specific)

General objective:

Specific objectives:

To develop a Project Management Plan to execute and manage the Belize
Chemicals and Waste Management Project.

1. To create a scope management plan
requirements, main deliverables and subsequent activities in order
to ensure that it includes all the work required to successfully
complete the project.

2. To develop a schedule management plan
schedule baseline
performance throughout the project life cycle

3. To develop a cost management plan in order to establish what the

to identify the project

in order to have a

that can be used to measure project
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project costs will be.

4. To develop a quality management plan in order to identify the
project quality requirements in order to ensure results meet
expectations for approval.

5. To develop a human resource management plan to identify and
manage human resources effectlvely in order to complete the
project within time, cost and scope constraints.

6. To develop a commuincations management plan in order to ensure
the timely and effective commuincation of project status and other
key information to stakeholders

7. To devel op a risk management
main risks and plans a response for the most critical ones.

8. To develop a procurement management plan to be used to obtain
goods and services required by the project.

9. To develop a Stakeholder Management Plan in order to identify the
projectbds main stakehol ders ang
manage them.

Project purpose or justification (merit and expected results)

The Department of the Environment within the Ministry of Agriculture,
Fisheries, Forestry, Environment, Sustainable Development and Immigration
is executingt he project e remicats lared dVaste Bvahagement
(BCWM)Pr oject. o This project is execu
the Global Environment Facility (GEF), the United Nations Development
Programme (UNDP) and the Government of Belize. The BCWM project is a
three-year project, which aims to assist Belize in implementing its relevant
obligations under the Stockholm Convention, in particular to reduce the
releases of Unintentional Persisten
to build country0senscalgaadwiadtey t o0 mana

Currently, the BCWM Project does not have a project management plan or
framework and has been a challenge for the project manager to properly
manage the BCWM project. This is clearly seen with the setbacks and delays
encountered during the first year of the project. Although the BCWM project is
at its last year of its execution, the purpose of this study is to develop a project
management plan that integrates good practices and principles in order to
effectively carry out the project management activities within the time frame,
desirable quality and within budget. The project seeks to develop subsidiary
plans to establish a project management plan to be used by the project
management team throughout the BCWM project lifecycle to meet time, cost
and quality constraints. The project management plan is supposed to allow for
a smooth execution of the project since it is a central document of subsidiary
plans for use as best practices throughout the project.

Some of the expected benefits are as follows:
1. Improvement opportunity for executing current project and other future
projects.
2. The project will be successful completed within the planned timeframe
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and budget.

3. The results and deliverables will me e t stakehol der s
expectations

4. The project performance will be measured throughout the project life
cycle

5. Lessons learned will be documented

Description of Product or Service to be generated by the Project i
Project final deliverables

A Project Management Plan for the Belize Chemicals and Waste
Management Project which integrates and consolidates nine (9) subsidiary
management plans.

The subsidiary plans are as follows:

Scope Management Plan

Schedule Management Plan

Cost Management Plan

Quality Management Plan

Human Resource Management Plan
Communication Management Plan
Risk Management Plan
Procurement Management Plan
Stakeholder Management Plan

=4 =4 =4 -8 _-48_-5_95_42_-°

Assumptions

Project Assumptions are as follows:
1. That all information is readily available to complete the final graduation
project.
2. That the deliverables are accomplished within the final project graduation
timeframe.
3. That the project scope will not be changed during the project
implementation.

Constraints

Some project contrstaints are as follows:
1. Time availability considering obligations to current full time employment.
2. Human resource constraint since the project is to be accomplished by
one person.

Preliminary risks

Main risks are as follows:
1. If a natural disaster was to occur it may hinder the supply of electricity
which may affect the timely execution of the project activities.
2. The project selected as the final graduation project does not fulfill all the
requirements and might require to change the project whch would affect
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the scope of the project.

Budget

The Budget constitute of the total cost for the printing, binding and shipping of
copies of the Final Graduation Project to Costa Rica.
Total Cost for printing, binding and shipping of copies of FGP : US $350

Printing of original and copy of Final graduation project i US $250

Shipping Cost to Costa Rica i US $100

The cost of the debelopment of the baseline and subsidiary management plans
are costless due to the fact that | will not be paid to develop this documents. i
US $0.00

Milestones and dates

Milestone Start date End date

Graduation Seminar | July 24, 2017 July 31, 2017
Approval (final version
of FGP document

profile)

Tutor ds Ap p | December 14, 2017 December 15, 2017
FGP

Reading by Reviewers December 16, 2017 January 11, 2018
Presentation to the | February 1, 2018 February 7, 2018
Board of Examiners

Completion of Final | February 7, 2018 February 7, 2018

Graduation Project

Relevant historical information

One of the objectives of the Department of the Environment (DOE) is to work
closely with local, regional and international agencies and organizations on
environmental issues. The DOE executes projects, which aid in complying
with international Multilateral Environmental agreements (MEAS) such as the
Vienna, Stockholm, Basel, and Rotterdam Conventions for which Belize is a

party.

The Government of Belize has been fully supportive of the Chemicals Agenda
since 2006 with the execution of the persistent organic pollutants (POPS)
project and the Mainstreaming sound management into Developing Planning
funded by GEF. Another project geared at chemicals management is the
project entitled fiBelize/ UNEP partn
and institutional framework in Belize for the sound management of
chemical so, whi ch was f un doandentPrpgrainmes
(UNEP) through the Strategic Approach to International Chemicals
Management (SAICM) Quick Start Programme (QSP) Trust Fund.

All these projects were under the purview of the DOE, and have allowed for
the strengthening of the national legal and Institutional capacities and the
coordination mechanism for the sound management of chemicals throughout
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the life cycle in Belize.

Stakeholders

Direct stakeholders:
1. The Department of the Environment (DOE)
2. The Project Management Office within the DOE
3. The Project Steering Committee of the Belize Chemicals and Waste
Management Project
4. Project Manager
5. Tutors
Indirect stakeholders:
1. The Regulatory bodies involved in Chemicals management
2. Reviewers

Project Manager: Gisel Maritza
Correa Signature: %—-

Authorized by: Signature:
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Appendix 2: FGP WBS

LFGF End

3 Reading by reviewers ’4, I -
m -ﬁl's;.“.'.'.';'"‘" 5.1. Final review by
|4.2 FGP update :":ﬂp e
[ 3.2.1. Reviewer ] ’ 322 Reviewer ] ';}a'mi.—n report

tuu. FGP reading |:a.u.1. FGP reading
3212, Readar 1 3222, Reader 2
report Teport

|_2.3.7.Quality
Flan

2.3.8.Cost and ol
t—Chuality Management :‘l - ogist
Pian

-2.3.5. Tutor Review
2310 incorporate “Tutor approval

—corrections from

pravious review

2.3.11. Human
—Resource
Management Plan
2312

unications.
Management Plan
2.3.13 Muman
Resgurce and

Communication

Marnagement Plan
Submission

~2.3.14.Tulor Review
2.3 15 Incorporate
—ecorrections from

provious review
| 2.3.16.Risk
Managamant Flan

| 2.3.47. Procuremant
Managemant Plan

2.3.18.Risk and

(—2.3.19. Tulor Review

2.3.20. Incorporate
ons from
previous review
L_2.3.21. Stakeholder
Managemant Plan
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FINAL GRADUATION PROJIECT DEVELOPMENT SCHEDULE

1D dTask Task Name Duration ‘Start Finish Predecessors Qtr 3, 2017 Qtr 4, 2017 Qtr 1, 2018
Mode: | May Jun Jul Aug | Sep oct Now Dec Jan Feb Mar
1 =% Development of Project 164.38 Mon 6/26/17 Wed 2/7/18 — T 1
Management Plan for  days
| the BCWM Project
2 | FGP Start Odays Mon6/26/17 Mon 6/26/17 6/26
3 |/ 1.Graduation Seminar 25 days Mon 6/26/17 Mon 7/31/17 2 ;l
| 4 vl - 1.1.FGP Deliverable:20 days Mon 6/26/17 Mon 7/24/17 | p— |
i\/'; 1.1.1.Charter S days Mon 6/26/17 Mon 7/3/17
6 |W/m 1.1.2.WBS 5 days Mon 6/26/17 Mon 7/3/17
7 W 1.1.3.Chapterl. 5 days Mon 7/3/17 Mon 7/10/17 5,6
| Introduction
8 W/ 1.1.4.Chapter Il. 5 days Meon 7/10/17 Mon 7/17/17 7,12
Theoretical
framework
9 |W/mm 1.1.5.Chapter lll. 5 days Mon 7/17/17 Mon 7/24/17 8
Methodological
framework
|10 vl - 1.1.6.Annexes 15 days Mon 7/3/17 Mon 7/24/17
i\/'; 1.1.6.1.Bibliogr 5 days Mon 7/17/17 Mon 7/24/17 8
12 [/ 1.1.6.2. Schedu5 days Mon 7/3/17 Mon 7/10/17 6,5
13 /g 1.2.Graduation 5 days Mon 7/24/17 Mon 7/31/17 9,11,10
| Seminar approval,
14| mg 2.Tutoring process 97.38 day Fri 8/11/17  Fri 12/15/17 13F5+9 day: — I Em—— |
E v 2.1.Tutor 6.38 days Fri 8/11/17  Fri8/18/17
16 |o/ g, 2.1.1.Tutor 1 day Fri 8/11/17 Sat 8/12/17 13
assigment
i‘/-* 2.1.2.Communica'5 days Mon 8/14/17 Fri8/18/17 16
18 [/ 2.2_Adjustments of 5 days Mon 8/21/17 Fri8/25/17 16,17
previous chapters
(If needed)
19 - 2.3.Chapter IV. 70days Mon 8/28/17 Mon 18 1 — I |
Development 11/27/17
(Results)
2.3.1. Scope 6 days Mon 8/28/17 Sun 9/3/17 18
Management
21 -y 2.3.2. Schedule 6 days Mon 8/28/17 Mon 9/11/17 20 -
| Management
22| wm 2.3.3.Scope and 0O days Mon 9/11/17 Mon 9/11/17 20,21 9/11
Schedule
Management
Plan Submission
|23 - 2.3.4.Tutor Reviex3 days Tue 8/12/17 Thu9/14/17 22
24| wm 2.3.5.Incorporate 2 days Fri9/15/17 Mon 9/18/17 23
corrections from
previous review
|25 = 2.3.6.Cost 8days Tue9/19/17 Thu9/28/17 24
Management
26 - 2.3.7.Quality 7 days Fri 9/29/17 Mon 10/9/17 25
Management
Task Project Summary Inactive Milestone Manual Summary Rollup s—————— Deadline +
Project: CORREA_GISEL_Schedule | Split External Tasks Inactive Summary ] ! Manual Summary 1 Critical I
Date: Sun 10/29/17 Milestone ® External Milestone Manual Task DI Start-only = Critical Split LEEEEET R T RPN
Summary =""""1 Inactive Task Duration-only Finish-only 3 Progress ——

Page 1




FINAL GRADUATION PROJECT DEVELOPMENT SCHEDULE

o] dTask Task Name Duration  |Start Finish Predecessors Qtr 3, 2017 Qtr 4, 2017 Qtr 1, 2018
Mode May Jul Sep Oct Mov | Dec | Jan | Feb Mar
27| wm 2.3.8.Costand O days Mon 10/9/17 Mon 10/9/17 25,26 @ 10/9
Quality
Management
Plan Submission
|28| 2.3.9.Tutor Revien3 days  Tue 10/10/17 Thu 10/12/17 27
29| wmm 2.3.10.Incorporati2 days Fri 10/13/17 Mon 28
corrections from 10/16/17
previous review
30| mm 2.3.11.Human Sdays Tue 10/17/17 Sun 10/22/17 29
Resource
|| Management
31| g 2.3.12. 5 days Mon Fri 10/27/17 30
Communications 10/23/17
|| Management
32| mwm 2.3.13 . Human 0 days Fri 10/27/17 Fril0/27/17 30,31 10/27
Resource and
Communication
Management
|| Plan Submission
|33 =g 2.3.14.Tutor Revie3 days Mon 10/30/17Wed 11/1/17 32
34| my 2.3.15.Incorporati2 days ~ Thu 11/2/17 Fril1/3/17 33
corrections from
|| previous review
35| mm 2.3.16.Risk 4 days Mon 11/6/17 Thu 11/9/17 34
Management
36| mm 2.3.17. 4days  Fril11/10/17 Wed 35
|| Procurement 11/15/17
37| mwmg 2.3.18.Riskand Odays Wed Wed 36 11/15
Procurement 11/15/17 11/15/17
Management
| Plan Submission
|38| g 2.3.19.Tutor Revied days  Thu 11/16/17 Tue 11/21/17 37
39 2.3.20. 2 days Wed Thu 11/23/17 38
Incorporate 11/22/17
| Corrections from
40| mg 2.3.21. 4days  Fril11/24/17 Mon 39
Stakeholder 11/27/17
41| mm 2.4.Chapter V. 4 days Fri 11/24/17 Mon 39
|| Conclusions 11/27/17
43| .y 2.5.Chapter VI. 4 days Fri 11/24/17 Mon 39
Recommendations 11/27/17
43 |[Emg Stakeholder Odays Mon Mon 41,42,40 & 11/27
Management Plan, 11/27/17 11/27/17
Conclusions and
Recommendations
Submission
44| wn Tutor Review 3days Tue 11/28/17 Thu 11/30/17 43 ‘
Task I Project Summary Inactive Milestone Manual Surmmary Rollup se——— Deadline &+
Project: CORREA_GISEL_Schedule | Split sinininiennnnnns External Tasks Inactive Summary ! Manual Summary 1 Critical I
Date: Sun 10/29/17 Milestone ° External Milestone Manual Task Dem— Start-only = Critical Split
Summary 1 Inactive Task Duration-only Finish-only a Progress ——

Page 2
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FINAL GRADUATION PROJECT DEVELOPMENT SCHEDULE

1D dTask Task Name Duration |Start Finish Predecessors Qtr 3, 2017 Qtr 4, 2017 Qtr 1, 2018
Mode: May | Jun Jul Aug | sep Oct Nov Dec Jan | Feb Mar
45| |wm Incorporate 3 days Fri12/1/17 Sun12/3/17 44 j
corrections from
previous review
|46 | - Final Graduation 0 days Sun 12/3/17 Sun 12/3/17 45 12/3
Project Submission
| to Philology
47| mg Philology 7 days Mon 12/4/17 Tue 12/12/17 46
professional review
48| mm Incorporate 1 day Wed Wed 47
| revission dictum of 12/13/17 12/13/17
49| mg Final Graduation 0 days Wed ‘Wed 48 12/13
Project Submission 12/13/17 12/13/17
to Tutor
|50| m Tutor approval 2 days Thu 12/14/17 Fri12/15/17 49
51 |ERwy 3.Reading by reviewer 14 days Sat 12/16/17 Thu 1/11/18 50
52| |wm 3.1. Reviewers 4 days Sat12/16/17 Tue 12/19/17 50
assigment request
|53 - 3.1.1. Assigment 2 days Sat 12/16/17 Sun 12/17/17 50
of two reviewers
54| mm 3.1.2. 1 day Mon Mon 53
| Communication 12/18/17 12/18/17
55| mg 3.1.3. FGP 1 day Tue 12/19/17 Tue 12/19/17 54
submission to
|| reviewers
|56 g 3.2. Reviewers worl 10 days Wed 12/20/1:Thu 1/11/18 | — |
57| mg 3.2.1. Reviewer 10days Wed 12/20/1 Thu 1/11/18 1
58| wng 32.1.1.FGP 9days Wed Wed 1/10/18 55 —
reading 12/20/17 L
|59 - 3.2.1.2. Reader 1 day Thu1/11/18 Thu1/11/18 58 i
1 report
60| g 3.2.2. Reviewer 10days Wed12/20/1iThu 1/11/18 I
61| mg 3221.FGP 9days Wed Wed 1/10/18 55 —
reading 12/20/17
|62 g 3.2.2.2.Readerlday  Thu1/11/18 Thu1/11/18 61 4
2 report
(63| - 4,Adjustments 14 days Fri1/12/18 Wed 1/31/18 [
64| |wmg 4.1. Report for 9 days Fri1/12/18 Wed 1/24/18 62,58
| | reviewers
65| |mr 4.2. FGP update 1 day Thu 1/25/18 Thu 1/25/18 64
66| |my 4.3, Second review 4 days Fri1/26/18 Wed 1/31/18 64,65
|| by reviewers
67| mwg 5. Presentation to S5days Thu2/1/18 Wed2/7/18
| Board of Examiners
68| Wy 5.1. Final review by 2 days Thu 2/1/18  Fri2/2/18 66
| | board
69| |mg 5.2. FGP grade repoi3 days Mon 2/5/18 Wed 2/7/18 68
70| wm FGP End Odays Wed2/7/18 Wed2/7/18 &9 < 2/7
Task I Project Summary I 1 Inactive Milestone Manual Summary Rollup se———— Deadline +
Project: CORREA_GISEL_Schedule Split sesrinninnnnes External Tasks Inactive Summary I I Manual Summary 1 Critical I
Date: Sun 10/29/17 Milestone ° External Milestone @ Manual Task S Start-only = Critical Split S,
Summary 1 Inactive Task Duration-only Finish-only a Progress —

Page 3
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Appendix 4: Change Request Form (Source: PMI)

CHANGE REQUEST FORM

Date
Project Titl Prepared:
Person Requesting Change
Change: Number:
Category of Change:
[~ Scope [ Quality [~ Requirements
[ Cost [ Schedule [ Documents

Detailed Description of Proposed Change

Justification for Proposed Change

Impacts of Change

| Increase [ Decrease [ Modify
Scope
Description:

[~ Increase [~ Decrease [ Modify
Grade
Description:




CHANGE REQUEST FORM
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) [ Increase
Requirements

[ Decrease

[ Modify

Description:

[ Increase
Cost

[~ Decrease

[ Modify

Description:

Schedule [ Increase

| Decrease

I~ Modify

Description:

Stakeholder [ High risk

Impact

[~ Low risk

[ Medium risk

Description:

Project Documents

Comments
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CHANGE REQUEST FORM

Disposition [ Approve [ Defer [ Reject

Justification

Change Control Board Signatures

Name Role Signature

Date:




Appendix 5: Quality Checklist (Source: A Si mp | e
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Qhecklisi Template,

2017)
Quality Checklist
Project Date:
Quality Iltem Yes | No N/A Date Comments

Does the project have
an approved quality
management plan?

Has the quality
management plan been
reviewed by all
stakeholders?

Do all stakeholders
have access to the
quality management
plan?

Is the quality
management plan
consistent with the rest
of the overall project
plan?

Have product quality
metrics been
established, reviewed,
and agreed upon?

Have process quality
metrics been
established, reviewed,
and agreed upon?

Do all metrics support a
quality standard which
is acceptable to the
customer?

Do all metrics have
agreed upon collection
mechanism?
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Appendix 6: Performance Appraisal Template for Support Staff (Source:
Government of Belize, 2000)

PUBLIC SERVICE E
END-OF-YEAR

Performance Appraisal Report Form

Support Staff
Part 1: GENERAL INF N
Ministry/Department/Unit
Period of Report From, / /. 1o, / /.
D / M / Y D M / Y

Part 2: PERSONAL INFORMATION

Name: Last Name First Name Middle Initial

Date of Birth: / / Sex: ] Male [J Female
D/ M/ Y
Social Security Number:

Date entered Service: / / Date entered Ministry: / /.
D/ M/ Y D/ M/ Y

Substantive Post: Date entered: /. /

B MY
Present Post: Date entered: /. /

D/ M/ Y
Acting Post (if Applicable): Date entered: /. /

DL M Y
Incremental Date: / Salary Scale: Current Salary:

Part 3: TASKS. GOALS OR PROJECTS ASSIGNED FOR REPORTING PERIOD

The Officer should list tasks, goals or projects assigned and agreed with Supervisor. The
Supervisor should complete table with performance criteria previously agreed and performance
achievement.

Tasks. Goals, Projects Quantity! Qualijty! Timeliness!

Place criteria in top row and performance in bottom row,

Agreed on: Signatories: Supervisor:
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Employee:
Other factors influencing performance

Part 4: MENT OF PERF N I

In this part, the Officer’s immediate Supervisor will assess the performance of the Officer
according to agreed Activity Elements based on the Continuous Assessment during the Appraisal
Period in relation to the tasks, goals and/or projects assessed in Part 3. Assessment will be based
on a ten point system as follows:

Performance Rating A: 9 to 10 points

Performance Rating B: 7 to 8.99 points
Performance Rating C: 5 io 6.99 points
Performance Rating D: 1 to 4.99 points.

Guidance is given below in relation to each Element on how a rating may be determined.
Weighting will be given to each criterion according to the post of the Officer and the rating

should be multiplied by the weight to obtain the assessment of the Officer on that activity
element.

Element 4.1 PRODUCTIVITY RATING [ I1x WEIGHT [ 1= ]
The weighting for all posts in this Element is 10.

A - Consistently plans and organizes work to take care of more important tasks. Completes
work quickly, efficiently and on schedule.

B - Doesa good job of scheduling work; usually completes work on time.

C - Produces work that is occasionally behind time, but is showing progressive improvement.
D - Tends to waste time; fails to meet deadlines and is showing no signs of improvement.
Element 4.2 JOB ATTITUDE RATING [ 1x WEIGHT [ 1=1 ]

The weighting for all posts in this Element is 10.

A - Sustains motivation to do best possible job. Does more than his share of work when
required and comports himself well.

B - Usually conscientious; enthusiastic in performing assigned tasks; makes a real effort
toward overcoming difficulties.

C - Reasonably satisfactory without sufficient interest, but makes effort to improve.

D - No real interest; makes no effort to overcome difficulties.

Element 4.3 QUALITY OF WORK RATING [ 1x WEIGHT [ I= [ 1

The weighting for all posts in this Element is 10.

A - Consistently meets standards; work is thorough, accurate and precise.

B - Uspally meets standards; seldom makes serious errors; seldom makes the same mistake
twice.

C - Some aspects of performance below standard, but makes effort to improve.

D - Standard of performance poor and makes no effort to improve.

Elemer.t 4.4 DEPENDABILITY RA JING | Ix WEIGHT [ I=[ ]

The weighting for all posts in this Element is 10.
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A - Consistently carries out responsibilities without being checked on; but apprizes
Supervisor on difficulties and action taken.
- Usually reliable and may need Supervisor’s oversight on more complex aspects of work.

C - Satisfactory but requires checking from time to time on routine matters, does not always
keep Supervisor informed.

D - Unreliable.

Element 4.5 INITIATIVE RATING [ Ix WEIGHT [ 1=1[ ]
The weighting for all posts in this Element is 5.

- Self-starter; improvises solutions; full of ideas which provide fresh insight and broader
perspectives,

B - Usually goes ahead on his own but does not always visualize what needs to be done;
occasionally offers suggestions.

C - Sometimes acts on his own but does not always visualize what needs to be done; rarely
offers suggestions.

D - Waits to be told what to do; has no ideas; never offers suggestions.

Element 4.6 PUBLIC RELATIONS AND COOPERATION RATING [ 1xWEIGHT
[ 1 =1 ]

The weighting for all posts in this Element is 10.

(In relation to all Public Officers and the general public)

A - Consistently cooperative, helpful and supportive in achieving objectives; goes out of
his/her way to be constructive and helpful.

B - Usually pleasant with others; cooperates willingly

C - Usually cooperates, but prefers to work alone.

D - Unfriendly, discourteous; unwilling to assist others.

Element 4.7 COMMUNICATION SKILLS RATING [ 1x WEIGHT [ 1= ]

The weighting for all posts in this Element is 10.

A - Consistently demonstrates effective interpersonal oral and written skills; and consistently
utilizes appropriate channels of communications.

B - Usually demonstrates effective interpersonal oral and written skills; and usually utilizes
appropriate channels of communications.

C - Sometimes demonstrates effective interpersonal oral and written skills; and sometimes
utilizes appropriate channels of communications.

D - Weak in interpersonal oral and written skills; and weak in utilizing appropriate channels
of communications.

Element 4.8 PUNCTUALITY RATING [ 1x WEIGHT [ 1= 1

The weighting for all posts in this Element is 10.

A - Always punctual to work and begins work immediately.

B - Usually punctual to work and usually begins work immediately.

C -  Occasionally late to work and but usuall y begins work promptly on arrival.

D - Frequently late to work and does not begin work promptly on arrival.

Element 4.9 RELIABILITY UNDER PRESSURE RATING[ ]xWEIGHT[ J=[ ]

The weighting for all posts in this Element is 10.



A - Unflustered, calm and reliable at all times; capable of dealing with crises and
emergencies without losing balance.

B - Usually able to cope with any situation; sometimes gets flustered in unusual crises.

C - Can cope with normal day - to — day problems; unable to function effectively under
heavy pressure.

D - Easily excitable; unable 1o perform under pressure.

Element 4.10 APPRAISING ABILITY RATING [ 1 x WEIGHT [ 1=1 ]

The weighting for all posts in this Element is 10.

A - Sets goals and assigns duties; does continuous supervision and assessment; keeps
relevant notes on Employee's performance; gives fair and objective appraisal

B - Sets goals and assigns duties; does supervision and assessment on an irregular basis;
keeps relevant notes on Employee’s performance; tries to be objective but is influenced
by biases sometimes.

C - Goals set and duties assigned duties not clearly defined; gives general advice
occasionally but not continuous supervision and assessments; not truly objective and
easily influenced by snbjective considerations.

D - Does not set goals and duties; does not perform supervision and assessment; does not

Part 5: VERALL APPRAISA
L C 10

[«

keep notes; appraisal very subjective.

O BE VERIFIED BY THE OFFICE O HE

SCORING SECTION

1. Numerical Appraisal (brought down)

2. Divided by total applicable weighting =

3. Equals overall numerical Appraisal Value =

Category 1: OUTSTANDING (9 THRU 10) [ ]
Category 2: ABOVE AVERAGE (7.0 THRU 8.99) [ ]
Category 3: AVERAGE (5.0 THRU 6.99) [ 1
Category 4: BELOW AVERAGE (3.0 THRU 4.99) [ ]
Category 5: POOR (0 THRU 2.99) [ ]
4. Increment Granted Yes [ ] No[ 1

Full increment is to be granted for performance in category I thru 3 and no increment is to be
granted for performance in category 4 or 5. Category 4 and 5 require mentoring and guidance in

the first instance since a repeat of this performance could adversely affect the officer’s career.

Part 6: TRAINING NEEDS AND PERSONNEL DEVELOPMENT
(These elements are not part of the scoring section.)

4
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Element 6.1 JOB KNOWLEDGE

A

B
£
D

Well versed on unusual and complex aspects of the job. Frequently consulted by others.
Above average knowledge of job; generally knows what to do and how to do it.
Fairly good knowledge of job but could benefit form training.

Job knowledge and skills are limited; lacks understanding of routine procedures; in
desperate need of training

Element 6.2 ORGANIZATIONAL KNOWLEDGE

A

B

[
D

Comprehensive knowledge of vision, mission, policies, programs and structure of the
organization,

Working knowledge of vision, mission, policies, programs and structure of the
organization.

Conversant with the vision, mission, policies, programs and structure of the organization.

Unfamiliar with the vision, mission, policies, programs and structure of the organization.

Element 6.3 TRAINING NEEDS

)

(ii)

(iii)

(iv)

)

(vi)

Based on the foregoing Appraisal could the Officer’s performance in his present post be
improved by training?
YES[ ] NO[ ]

If the answer to (i) is yes specify nature of training required.

If no training is required for the Officer in his present post is training required to qualify
him for promotion to his next career level?
YES[ ] NO[ ]

If the answer to (iii) is yes specify nature of training required.

Can the training requirement specified above be provided by:

a) the officer's Ministry/Department/Division? YES[ ] NOJ[ ]
b) the Office of Governance? YES[ ] NO[ ]
¢) Any organization or institution within the Country of Belize? YES[ ] NO[ ]

If the answer to (v) (c) is yes, specify:

a) the organization or institution:

b) whether the training will require full-time or part-time attendance with brief details;

¢) the duration of time required to complete the training:

d) the degree, or other qualification to be received at successful completion of training.
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(vii) If the training is only available abroad, specify the duration required to complete the
course of training and the qualification to be received on successful completion.

Element 6.4 DEVELOPMENT POTENTIAL

Based on the Performance Appraisal and the training needs, this section assesses the potential for
advancement in the service and the Officer’s promotability.

1. In the light of the Officer’s training needs, does he possess the matriculation requirements
(if applicable) to undertake the course of training specified?

NOT APPLICABLE[ ] YES[ ] NO[ ]

2. If the answer to (1) is no, what arrangements if any, will the Officer make to acquire the
necessary malriculation requirements?

3; What training courses or seminars have the Officer attended and/or what qualifications
have the Officer obtained during the year prior to this Report?

4, Taking into account the total Appraisal so far what is the Officer’s present fitness for
promotion to the next career level?

(Specify post: )

WELL FITTED [ ] FITTED[ ] LIKELY TO BECOME FITTED [ ]
NOT FITTED [ ]

Part7: CERTIFICATES

Element 7.1 CERTIFICATION OF THE FIRST REPORTING OFFICER

I hereby certify as follows:

1. I am the immediate Supervisor of the Officer to whom this Report relates;

2, I have supervised his work for at least three months and where part of the
Appraisal Period has been under the supervision of amother person, I have
consulted with that other supervisor concerning the Officer’s performance under
his supervision before the Appraisal interview;

3. This report has been prepared with the full participation of the Officer reported on,
and his particular attention has been drawn to the items of the Report showing his

strengths and weaknesses.

Signature Date of Signature

Print Name Title of Post

Element 7.2 CERTIFICATION OF THE SECOND REPORTING OFFICER
I herby certify as follows:
1, I am the immediate Supervisor of the First Reporting Officer.

2. I am in full agreement with the Appraisal of the First Reporting Officer;
YES[ 1 NOT[ ]
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! I am not in agreement with the Appraisal of the First Reporting Ofﬁce.r, and havg
therefore made emendations in red alongside the first Appraisal but without making

any changes in the Appraisal itself.
YES[ ] NO[ ]

Signature Date of Signature

Print Name Title of Post,

Element 7.3 CERTIFICATE OF CHIEF EXECUTIVE OFFICER/HEAD OF DEPARTMENT

L I'have scrutinized the report and am of the view that it presents a balanced picture of the
officer’s performance during the period under review. OR

ii. I am not in agreement with the Appraisal and am making my comments thereon.
Signature Date of Signature
Print Name Title of Post

Element 7.4 CERTIFICATE OF OFFICER UNDER APPRAISAL

The officer is required to sign the certificate indicating by marking an X in one of the blocks
labeled “YES” or “NO” his response to the statements listed. Any comments from the Officer
must be prepared separately and attached to the Performance Appraisal Report. No comments
can be accepted from the Officer unless he has signed the Certificate to show that he has seen the
Report.

[ hereby certify as follows:

{15 The Appraisal was done during an interview in which I had full participations;
YES[ 1 NOT ]
2. I consider the Appraisal to be objective and reasonable;
YES[ ] NOJ[ ]
3. The Appraisal is generally acceptable, and although I have minor disagreements
with some details I do not wish to make any comments thereon;
YES[ ] NO[ ]

4, T have major disagreements with the Appraisal or find the Appraisal to be
unacceptable, and am herewith attaching my comments in rebuttal,

YES[ 1 NO[ ]

Signature Date of Signature

Print Name Title of Post
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Appendix 7: Performance Appraisal Template for Management (Source:
Government of Belize, 2000)

PUBLIC SERVICE OF BELIZE
END-OF-YEAR
Performance Appraisal Report Form
Administrative & Finance Officers. Senior Managers. Heads of Departments. Senior Technical
and Professional Staff

Part 1: GENERAL INFORMATION

Ministry/Department/Unit
Period of Report From =Sy, to / ol
D / M / B b J 4 M/ Y
Part 2: PERSONAL INFORMATION
Name: Last Name First Name Middle Initial
Date of Birth: e 4 Sex: 1 Male [ Female
D/ M/ Y
Social Security Number:
Date entered Service: / / Date entered Ministry: / /
D/ M/ Y D/ M/ Y

Substantive Post: cas Date entered: / /

D/ M/ Y
Present Posting: Date entered: / /

D/ M/ Y
Acting Post (if Applicable): Date entered: / /

D) MY
Incremental Date: / Salary Scale: Current Salary:

Part 3: TASKS. GOALS OR PROJECTS ASSIGNED FOR REPORTING PERIOD

The Officer should list tasks, goals or projects assigned and agreed with Supervisor. The
Supervisor should complete table with performance criteria previously agreed and performance
achievement.

ks. Goals. Projects Quantity'’ Quality! Timeliness'

Place criteria in top row and performance in bottom row.

Agreed on: Signatories: Supervisor:

Employee:
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Other factors influencing performance

Part 4: ESSMENT OF PERFORMANCE IN ACTIVITY ELEMENTS

In this part, the Officer’s immediate Supervisor will assess the performance of the Officer
according to agreed Activity Elements based on the Continuous Assessment during the Appraisal
Period in relation to the tasks, goals and/or projects assessed in Part 3. Assessment will be based
on a ten point system as follows:

Performance Rating A: 9 to 10 points

Performance Rating B: 7 to 8.99 points
Performance Rating C: 5 to 6.99 points
Performance Rating D: 1 to 4.99 points.

Guidance is given below in relation to each Element on how a rating may be determined.
Weighting will be given to each criterion according to the post of the Officer and the rating

should be multiplied by the weight to obtain the assessment of the Officer on that activity
element.

Element 4.1 PRODUCTIVITY RATING | ] x WEIGHT | 1=1 1
The weighting for all posts in this Element is 10.

A - Consistently plans and organizes work to take care of more important tasks. Completes
work quickly, efficiently and on schedule.

B - Does a good job of scheduling work; usually completes work on time.

C - Produces work that is behind time, but is showing progressive improvement.

D - Tends to waste time; fails to meet deadlines and is showing no signs of improvement.
Element 4.2 JOB ATTITUDE RATING [ 1 x WEIGHT | 1=1 ]

The weighting for all posts in this Element is 10.

A - Sustains motivation to do best possible job. Does more than his share of work when
required and comports himself well.

B - Usually conscientious; enthusiastic in performing assigned tasks; makes a real effort
toward overcoming difficulties.

C - Reasonably satisfactory without sufficient interest, but makes effort to improve.

D - No real interest; makes no effort to overcome difficulties.

Element 4.3 QUALITY OF WORK RATING | ] x WEIGHT | 1= 1 ]

The weighting for all posts in this Element is 10.

A - Consistently meets standards; work is thorough, accurate and precise.

B - Uspally meets standards; seldom makes serious errors; seldom makes the same mistake
twice.

C - Some aspects of performance below standard, but makes effort to improve.

D - Standard of performance poor and makes no effort to improve.

Element 4.4 DEPENDABILITY RATING | ] x WEIGHT [ 1=1 1
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The weighting for all posts in this Element is 10.

A

D

Consistently carries out rtesponsibilities without being checked on; but apprizes
Supervisor on difficulties and action taken.

Usually reliable and may need Supervisor’s oversight on more complex aspects of work.

Satisfactory but requires checking from time to time on routine matters, does not always
keep Supervisor informed.

Unreliable.

Element 4.5 INITIATIVE RATING [ 1x WEIGHT | =1 ]
The weighting for all posts in this Element is 10.

A

B

C

D

Self-starter; improvises solutions; full of ideas which provide fresh insight and broade:
perspectives.

Usually goes ahead on his own but does not always visualize what needs to be done;
occasionally offers suggestions.

Sometimes acts on his own but does not always visualize what needs to be done: rarely
offers suggestions.

Waits to be told what to do; has no ideas; never offers suggestions.

Element 4.6 PUBLIC RELATIONS AND COOPERATION RATING [ ] x WEIGHT

[

1

=1 )

The weighting for all posts in this Element is 10.
(In relation to all Public Officers and the general public)

A

B

C

D

Consistently cooperative, helpful and supportive in achieving objectives: goes out of
his way to be constructive and helpful.

Usually pleasant with others; cooperates willingly
Usually cooperates, but prefers to work alone.

Unfriendly, discourteous; unwilling to assist others.

Element 4.7 COMMUNICATION SKILLS RATING | ] x WEIGHT | 1=1 ]
The weighting for all posts in this Element is 10.

A

B

D

Consistently demonstrates effective interpersonal oral and written skills; and consistently
utilizes appropriate channels of communications.

Usually demonstrates effective interpersonal oral and written skills; and usually utilizes
appropriate channels of communications.

Sometimes demonstrates effective interpersonal oral and written skills; and sometimes
utilizesappropriate channels of communications.

Weak in interpersonal oral and written skills; and weak in utilizing appropriate channels
of communications.

Element 4.8 PUNCTUALITY RATING [ ] x WEIGHT | =1 1
The weighting for all posts in this Element is 10.

A

B

C

D

Consistently punctual to work and begins work immediately.
Usually punctual to work and usually begins work immediately
Occasionally late to work but usually begins work promptly on arrival.

Frequently late to work and does not begin work promptly on arrival.

Element 4.9 RELIABILITY UNDER PRESSURE RATING|[ JxWEIGHT|[ |=] 1
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The weighting for all posts in this Element is 10.

A - Unflustered, calm and reliable at all times; capable of dealing with crises and
emergencies without losing balance.

- Usually able to cope with any situation; sometimes gets flustered in unusual crises.

C - Can cope with normal day - to — day problems; unable to function effectively under
heavy pressure.

D - Easily excitable; unable to perform under pressure.

Element 4.10 APPRAISING ABILITY RATING [ ] x WEIGHT | 1
The weighting for all posts in this Element is 10.

[ 1

A - Sets goals and assigns duties; does continuous supervision and assessment; keeps
relevant notes on Employee’s performance; gives fair and objective appraisal

B - Sets goals and assigns duties; does supervision and assessment on an irregular basis;
keeps relevant notes on Employee’s performance; tries to be objective but is influenced
by biases sometimes.

C - Goals set and duties assigned not clearly defined; gives general advice occasionally but
not continuous supervision and assessments; not truly objective and easily influenced by
subjective considerations.

D - Does not set goals and duties; does not perform continuous supervision and assessment;
does not keep notes; appraisal very subjective.

Element 4.11 MANAGEMENT OF FINANCIAL AND MATERIAL RESOURCES:
RATING | ] x WEIGHT | 1=1
The weighting for all posts in this Element is 10.

A - Demonstrates excellent management of financial and material resources; uses very
effective budgeting techniques; decentralizes management of resources and maintains
high standards of transparency in accounting for resources.

B - Demonstrates average management of financial and material resources; makes average
use of effective budgeting techniques; management of resources is fairly decentralized
and average transparency in accounting for resources is displayed.

C - Management of resources not too strong, weak decision making capacity, budgeting and
financial accountability.

D - Very weak management of resources; indecisive, budgeting and financial accountability
almost non-existent.

Element 4.12 MANAGEMENT OF STAFF: RATING [ 1 x WEIGHT | 1
The weighting for all posts in this Element is 10.

[ 1

A - Consistently empowers others; promotes organizational values and desired results,
training and self development of staff; manages performance and change; plans and
implements effective staff development strategies.

B - Usually empowers others; promotes organizational values and desired results,
training and self development of staff; manages performance and change; plans and
implements effective staff development strategies.

C - Sometimes empowers others; promotes organizational values and desired results,
training and self development of staff: manages performance and change; plans and
implements effective staff development strategies.

D - Weak in empowering others, does not promote organizational values and desired results;
does no training and self development; does not manage performance and change: does
not plan and implement effective staff development strategies.
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