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ABBREVIATIONS

CBOs
CSOs
CGE
EOI
M&E
PM&E
NGOs
oD
PCA
RAVI
RBA

community based organisations

civil society organisations
citizen-government engagement
expression of interest

monitoring and evaluation
participatory monitoring and evaluation
non-governmental organisations
organisation development
people-centered advocacy

Rights And Voice Initiative

rights-based approach to development




INTRODUCTION

ABOUT RAVI

RAVIis a fund to support Civil Society Organisations

(CSOs) to carry out citizen-government engagement (CGE)
and people-centred advocacy (PCA), focusing on the
knowledge, respect, protection, promotion and ful Iment of
civil, political, economic, social and cultural rights. The aim is
to strengthen the voices of Ghanaians, especially the poor,
vulnerable and marginalized, to engage with government
on human rights issues.

RAVI funds large and small civil society organisations. It
reaches small community based organisations (CBOs)
through larger intermediary civil society organisations.

RAVI has 6 main objectives:

1. The capacity of vulnerable groups to exercise voice and
demand their rights will be strengthened

2. Citizen capacity to realize rights associated with
livelihoods will be enhanced

3. Citizens demand for accessible, a ordable, quality
services will be supported

4.  Promotion and protection of civil and political rights
will be supported through the development of
innovative strategies and mechanisms

5. Capacity of civil society organisations to engage with
public institutions and articulate/represent the interests
of the poor will be enhanced

6. Programme lessons will be documented, shared and
disseminated to key rights holders, duty bearers and
other stakeholders

RAVI works with intermediary organisations that are able

to nurture and empower CBOs to strengthen their voice to
demand transparency and accountability from duty bearers
at the district and community levels. CBOs are of di erent
sizes and stages in their organisational development but
their work is concentrated at the community level.

ABOUT INTERMEDIARY ORGANISATIONS

Intermediaries are responsible for providing the necessary
guidance for the CBOs they are mentoring.

Intermediaries are also expected to:

Build partnerships/alliances/coalitions among
grassroots CSOs

Build district and community capacity in a responsive
way

Increase local ownership

Develop learning capacity, and capacity for replication
Reduce urban and capital city/town bias

-

This guide is to help intermediary organisations funded by
RAVI as they select, capacity build, relate with, monitor and
grow CBOs to e ectively engage with duty bearers.
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1 WORKING WITH CBOs IN GHANA

CBOs vary enormously according to
their purpose, philosophy, area of
expertise and the types of activities
they carry out. They are organisations
created and controlled by local people
for their own bene t. They may be
traditional organisations, or more
recently formed groups designed to
help members meet their basic needs
and further their common interests.
Such groups include self-help groups,
savings and credit groups, village
development committees, youth
groups, womens groups etc.

Now that a participatory approach

to development has become much
more common, CBOs have become an
essential part of planning and carrying
out development programmes.

NGOs now almost always work in
partnership with CBOs to di erent
degrees, for example, using them as
implementing agencies or partners,
channelling funds and resources for
development to them or providing
them with services or technical
assistance. Most NGOs rely on CBOs to
carry out their grassroots development
work, but maintain a supervisory role,
including auditing the CBOs activities
and accounts.

Box 1: Key principles for working with CBOs

development work.

Strengthen CBOs awareness of their unique identity and role in

Build CBO leaders con dence in the value of being a CBO, through

strengthening their ability to take strategic control in local situations and
facilitate the empowerment of communities.

Explore ways of assessing CBOs accountability towards their own

community and recognising impact rather than the ability to produce

narrative and nancial reports.

Provide space and time for CBOs to meet, network, exchange information

and share knowledge about the role of CBOs as strategic actors.

Shift the power imbalance between CBOs and intermediaries by helping

stakeholders to recognise that CBOs are at the centre of the development
process and not at the margins, and that power should not only be seen in

monetary terms.

Design organisational development inputs to satisfy both short-term

needs for resources and long-term growth and development of the CBO.

CBOs question why they only get a
fraction of the budget for doing all of
the work and are uncomfortably aware
that they remain in a dependency
situation and need to get out of it.
The main aim of many CBOs is to
enter the developmentindustry and
play the development game. But
they face di culties in this because
most funders require grantees to be
formally registered and have formal
structures and processes to ensure
funds are not misappropriated and
are spent according to plan. Although
CBOs have unique capacity to
implement projects at grassroots level
and respond to community needs,
itisdi cult for them to function

in a more formal way and comply
with the criteria, requirements,

and expectations of funders and
government institutions.

Intermediaries must be aware of the
unique capabilities and strengths of
CBOs, and help them address all of
their needs, not only their wish to
become like NGOs so they can attract
funding. Through organisational
development programmes, NGOs can
help CBOs to become more e ective
and reduce the imbalance of power
between them and other development
actors, without loosing their valuable
strengths that result from the way they
are organised and their grassroots
operations (Box 1).



2 SELECTING CBOs TO WORK WITH

2.1 GENERAL PRINCIPLES

As an initiative that upholds the
principles of inclusion, transparency
and accountability, RAVI wants to
reach a broad range of civil society
organisations. Keeping the selection
process as inclusive and open as
possible is important for the realisation
of RAVIs overall aims (Box 2).

Box 2: Selecting CBOs to work with

Maintain as large a pool as possible of CBOs to work with, in terms of CBO
interests and geographic spread.

Invite all interested and eligible CBOs in your operational area to apply.

In areas where you are already working with CBOs, you are expected to
invite CBOs who are not your partners to apply alongside your existing
CBO partners. All CBOs should be given equal opportunities.

Provide clear guidelines for the selection process.

Base all selection on the merit of the individual applications.

2.2 PROVIDING INFORMATION

Box 3: Ways of informing CBOs about becoming your

partner

As part of the selection process
intermediaries will need to inform
CBOs about the opportunity of

Information you give during your regular work with communities
Information transmitted via other NGOs with contacts to CBOs

Open day/community information session

Letters to all the Assembly persons, the District Chief Executives, the
Presiding Members, Zonal Council Chairpersons, and Town Council
Chairpersons in the target districts

Letters to churches and mosques in the target areas

Radio announcements in English and in various local languages
Advertisements in national and local newspapers

Box 4 :What to include in an open day/ community
information session

Who is RAVI

What the RAVI project is all about why RBA?

Why RAVI works with intermediaries

Information about your organisation vision, mission, aims, activities,
expected results, where it is located

Who are the other intermediaries and how to contact them

Criteria for applying to become a partner of your organisation

The application process, including deadlines and where to send proposals
or Expressions of Interest

The process for reviewing the applications

How your organisation will develop its relationship with the CBOs
Questions and answers

becoming partners with them. This
can be done in several di erent ways
(Box 3).

The informational
meetinga orded alot of
groups the opportunity
to decide whether or not
they wanted to putin an
expression of interest. But for
this mechanism, we would
have received far more than
the 42 EOls we received. The
informational session saved
us a lot of time and energy.

Intermediary NGO

Intermediaries should aim to provide
enough information for CBOs so

they fully understand the purpose

of RAVI funding and what is involved
in becoming a partner. An open day

/ community information session is
often a good way of doing this (Box 4).

The CBOs can then decide whether it
is worth them applying. This will help
to reduce the number of unsuitable
applications received.
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2.3 THE APPLICATION PROCESS

2.3.1 Expression of Interest (EQI)

Box 5: Basic contents of an
EOI

Location of the CBO

Evidence that the CBO is
comfortable with doing
citizen-government
engagement

pro-poor people-centred
advocacy

rights-based approach to
development

Evidence of successes the CBO
has chalked up so far
Originality of the project
Budget

=

=

Potential CBO partners are usually
asked to submit an Expression of
Interest (EOI). The information the
CBO provides should enable the
intermediary to assess its capacity to
do citizen-government engagement
and people-centred advocacy using a
rights-based approach to development
(Box 5). Screening the EOIs received
will eliminate those which are clearly
unsuitable for RAVI funding. A short list
can then be drawn up of CBOs going
through to the next stages.

Intermediaries can use a one-stage
process, in which the EOI forms the full
proposal. This is usually more suitable
for more experienced applicants that
can express their objectives well on
paper. In this case the EOI needs to
provide detailed information. For

an example of a detailed EOI form,
contact RAVI for a copy of theirs.

@ Tips from experience

Many intermediaries nd a two-stage
process more suitable i.e. an initial EOI
followed by a full proposal. In this case
the initial EOI can be fairly simple - see
Examples A and B on page 5.

The EOI can then be clari ed and

re ned through eld visits to the
CBO (organisational assessment, see
page 6) and/or by holding proposal
development workshops for CBOs.

Intermediaries can either use the
re ned EOl asthe nal proposal or ask
CBOs to submit a full proposal.

The written EOI submitted by a CBO may not accurately re ect what it s

planning to do because:

P TheCBOmay nditdi culttoexpressits plansfor CGE, PCA and RBA and
tend to write more about service delivery activities

[P The EOI may be written by outsiders who misrepresent or highjack the

CBOs intentions

Consider:

-

-

writing yourselves

Designing your EOI to help CBOs provide the information you need
Asking CBOs to present their EOIs verbally, and record the information in

Holding proposal development workshops to encourage CBOs who are

uncon dent about writing their own EOls

assessment (see page 6)

Clarifying the CBO s intentions through eld visits and organisational



EXAMPLE A: REQUEST FOR EOls

REQUEST FOR EXPRESSIONS OF INTEREST
FROM LOCAL CBOs/NGOs ENGAGED IN USING
A RIGHTS-BASED APPROACH AND PRO-POOR
PEOPLE-CENTRED ADVOCACY FOR CITIZEN-
GOVERNMENT ENGAGEMENT AT THE LOCAL

AND DISTRICT LEVELS

e LRC, in collaboration with the Rights and Voice
Initiative (RAVI), is pleased to request Expressions
of Interest (EOIs) from local Community-Based
Organisations (CBOs) and Non-Governmental
Organisations (NGOs) for support with Organisational
Development, Capacity Building, Technical Assistance
and Financial Assistance of up to ve thousand British
Pounds (GB £ 5000) a year for a maximum of two years.

e only criteria for the selection are that the
organisation must be an NGO/CBO in the East Ayawaso
Sub-Metropolitan Area in the Greater Accra Region, the
West Mamprusi District in the Northern Region or the
Bongo District in the Upper East Region. e CBO/NGO
must be comfortable with doing citizen-government
engagement at the local or district level through a rights-
based approach and pro-poor people-centred advocacy.

e EOI should contain the name and location of
the CBO/NGO; its mission; the list of its constituent
members; how it plans to use the assistance requested
and a budget. e selection will be made based on the
EOIls and an initial organisational assessment of the
short-listed applicants.

All EOIs must be submitted on or before the 15th of
September, 2005.

Arrangements may be made with the LRC for EQIs to
be submitted other than in writing. Oral submissions of
EOIs are acceptable.

EOIls in writing should be sent by courier or hand
delivered to the following addresses

1) LRC/RAVI EQI, Legal Resources Centre, House No.
C. 270/14, Wawa Lane, Dzorwulu, (Near SID  eater),
Accra. Telephone: 233-21-766756

2) LRC/RAVI EQI , Legal Resources Centre, House/No
E. 121/16, America House, Nima/Mamobi Highway,
Mamobi, (Near McBonalds Restaurant), Accra.
Telephone: 233-21-253199.

3) LRC/RAVI EQI, Legal Resources Centre, C/O

Mr. M.M.J. Braimah, National Commission on Civic
Education O ces (NCCE), Walewale, N/R. Telephone:
0715 22055/22009 or 020 8267889.

4) LRC/RAVI EOI, Legal Resources Centre, C/O Mr.
S. A. Hakeem, Commission on Human Rights and
Administrative Justice, Bongo, UE/R. Telephone: 072
-723667 or 024 4885547.

Any further information may be requested from any of the
above o ce locations or contact numbers.

EXAMPLE B: REQUEST FOR EQls
CIKOD

EXPRESSION OF INTEREST FOR DIRECT DISTRICT
LEVEL CITIZEN GOVERNMENT ENGAGEMENT
PROGRAMMES JULY 2005 JUNE 2006 .

For CBOs and Community or District Level Associations
in the Upper West, Brong Ahafo and the Volta Regions.

1. Background of your Organisation/ Association

What is the name and Status of your Group/Organisation
(Association / CBO / other - specify) and where is it located?

What are the Programme Areas of the group/
organisation (what do you normally do)?

What are the Resources Available (Human & Material)?

How is your group/organisation known or recognized
in your community/District? Partnership with any
organisation?

Give the Contact Details of the group/organisation. (eg.
P.O Box, telephone and e-mail- if available)

2. Area(s) of Interest with Small Grant Facility

What are your main Problems / Issues for Engagement
with the district assemblies / duty bearers?

What has the group/organisation done previously in line
with or leading to this proposed engagement?

What is the Geographical coverage of your engagement
programmes?

3. Engagement Strategy

How do you hope to include all group members
participating in the engagement processes?

What methodology / strategy will be used in carrying out
the project?

What is the project expected to achieve and how can you
attribute it solely to your intervention?

Deadline for Submission of EOI.

An average of 3 typed pages or 4 hand-written pages of
EOIs should be submitted by post, in person or by e-mail
before or by close of day on the 15th September 2005.
Submissions a er this date will not be accepted.

Please try using the spaces provided as much as possible
to answer the questions except hand written ones who
may have an additional page.

Note: Successful organisations will be noti ed and made
to submit detailed proposals in three weeks
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2.3.2 Organisational assessment

Visiting the short-listed CBOs and
talking to their leaders and members
gives a better picture of their real
nature, activities, organisational
structure and functioning, and existing
capacities (Box 6).

Beyond assisting us select
the CBOs, the eld trip exposed
the weakness and strength of
the CBOs we short listed. This
gave our team an insight into
the workings of the CBOs in
order to better strategize on how
to work with them and how to
nalize the training manuals.
Intermediary NGO

See Example C on page 7 for
sample checklists for organisational
assessments.

@ Tips from experience

Some CBOs are very complex. They can be networks or umbrella organisations
of smaller CBOs with di erent emphasis on CGE, PCA and RBA , or CBOs

which comprise a whole community. In these cases they usually have a
council or other governing body that is at the head of smaller groupings with
their own governing bodies. The head governing council may involve the
traditional authority. To avoid problems later down the line with governance,
accountability and management of funds, it is very importantto nd out some
basic facts early on:

Who owns the proposal?

Who actually does the CGE and PCA?

Which constituency the CBO is engaging with?
Whose agenda is being pursued?

Who receives and accounts for funds for activities?

TTUTTOTDT

Consider:
Making unannounced visits to take advantage of surprise feedback
Involving a representative of RAVI in the organisational assessment
Clarifying the CBO s intentions through eld visits and organisational
assessment (see page 6)

Box 6 : Purpose of organisational assessment

To ndoutif the CBO in fact
exists as a CBO (and not a
one-man operation or a
rapidly convened group for
the purpose of accessing RAVI
funds)

To validate the information in
the EOls;

To enable CBOs to present
information verbally, rather
than in writing, including
What is the driving force
behind the CBO? Why
was it established? What
makes the CBO tick? What
makes it survive and
sustain?

What are the vision,
mission, aims and
objectives of the CBO?

-

. Organisational Structure . Proof of organisational

. Governance credibility (including

. Planning assessments from

. Management !nst_lt_utlons and

. Sta ng mdmgiuals)

. Operations . E 'ectlygness and

. Sources of funding suitability

. Financial procedures and _ Toenable you to assess the
cpntrols : CBO s capacity needs in terms

. Linkages, especially of
with other CSOs and _ Organisational
government i.nstitutions development, including

. Experience with CGE, PCA, governance issues and
RBA : : strategic direction

. Re ection, lesson learning _ Programme development
and documentation ~ Human resources

- Geographical spread _ Technical assistance needs

_ Monitoring and evaluation Seemeal el

@ Tips from experience

P ACBO that borrows a well-furnished o ce for the day of the
organisational assessment may only be seeking to impress, rather than
defraud.

Consider:
Not rejecting the CBO out of hand, but using this to explain that RAVI and
intermediaries want to partner CBOs as they really are, and not as they are
made to appear.



EXAMPLE C: CHECKLIST FOR
ORGANISATIONAL ASSESSMENT

THE ARK FOUNDATION, GHANA

CRITERIA FOR CBOs SELECTION, ORGANISATIONAL
ASSESSMENT AND INTERVIEW FOR
IMPLEMENTATIONOF RAVI/REAP PROJECT IN EAST
AKYEM DISTRICT, EASTERN REGION-GHANA

INTRODUCTION

e selection of the CBOs or Community Associations was
guided by the general objectives set out in the REAP proposal
to RAVI. e criteria for selection and the processes were
designed with the following objectives:

a. Identify and encourage CBOs operating within the East
Akyem District to participate in the project

b. Create awareness within the District Assembly structure of
the RAVI/REAP project

c. Encourage citizen-government engagement by creating a
platform where CBOs can have access to duty bearers

To achieve the above, the following activities were designed:

a. Formation of a pre-CBOs selection team

b.  Formation of RAVI/REAP project Management Team;
Implementation Team
Composition of the Organisational Assessment & Interview Panel
Design of short listing and interviewing criteria

c
d
A. Formation of Pre-CBO Selection Team
A

pre-CBOs selection team was formed made up of:
e project Coordinator
Organisational Capacity Building and Process Facilitators
Assistant Project Coordinator
Executive Director and
Two other Field O cers

e team is tasked to undertake to undertake the following:
Identi cation of CBOs and Community Associations
Circulation of notices /letters with brief information about
the RAVI/REAP
Project (56 CBOs were served letters)

Call for expression of interest from prospective CBOs
Compile and shortlist the applicant CBOs

Propose criteria for short listing/selection/interviewing of
CBOs

Conduct an interview for the selected CBOs

B. RAVI/REAP Project Management Team

e Arks administrative project management and review team is
made up of the following:
Executive Director
Executive Coordinator
Finance and Administrative Manager
OCB and Process Facilitator (internal)
One person to be co-opted

B (I). RAVI/REAP Project Implementation Team

e project team for direct implementation in the eld involves:
Project Coordinator
Assistant Project Coordinator
OCB and process Facilitators (2)
2 Field O cers.

C. Composition of Organisational Assessment & Interview Panel
e interview panel comprises:
e Executive Director or Rep
Project Coordinator
OCB and Process Facilitators
Assistant Project Coordinator

CRITERIA FOR SHORT-LISTING (Applications Review)

CBO should be operating within the East Akyem District

CBOs period of existence/operation (above 6 months)

CBOs operating constituency or locations in the District etc

Whether CBO is a membership or non-membership

organisation

5. Assessment of organisational goals and objectives focusing
on elements of RBA

6. Potential for growth/sustainability

7. Check on activities involved in presently, undertaken or
on-going

8. Examine gender sensitivity

9. Leadership and governance approach

10. Possibility of expanding and amending plan of activities to

include RBA

rwnPE

CRITERIA FOR ORGANISATIONAL ASSESSMENT,
INTERVIEW AND SELECTION FROM THE SHORT LISTED
CBOs (will adopt a conversational interview approach)

1. Organisational Motivation: To assess background or history,
mission/vision, objectives, aims, goals, incentive and
rewards

2. Organisational Capacity building: covering leadership style,
governance, management style, organisational structure,
sta , volunteers, nancial arrangement/book keeping,
programs and services, linkages with other organisations
and activities etc.

3. Organisational Performance: is will look at strategies for
achieving goals and the issue of sustainability: e ective ways
of achieving its goals/objectives, e cient use of funds and
accounting process etc.

4. Fund Management Experience: this will be grants received
(if any), length of funding, fund raising, lessons gathered

5. Community Work Experience: In the area of human and
material resources Mobilization, organising, training,
education, advocacy and lobbying.

6. Examine CBOs Outlined Program of Activities: action
plans, written reports, completed project reports, programs
completed or on-going projects/programmes

7.  Organisational Linkages: analyze working relationship with
other organisations or groupings in the private, public and
NGOs/CBOs sectors (local, national and international) to
achieve goals; what needs to improve and lessons learned.

8.  Indigenous Local Knowledge: that is culture, tradition and
practices that can enhance or hinder RBA in the District or
area.

9. Post-funding Experience of the CBOs: examine role of the
organisations at the end of a funding phase or grants already
bene ted from

10. Assessment of Readiness and Capacity of the CBOs to
undergo the RAVI/REAP capacity building work (RBA,
mentoring, coaching, visits and network formation)

11. Field-Based Experience of CBOs: participating CBOs would
apprise panel with /strategies and approaches used to inspire
and organise local community/constituents for action or to
achieve their goals.

Scale for Organisational Assessment, Interview & Selection of CBOs
Scale: 123450

T

No Opinion

Minimum Maximum

Each aspect of the criteria listed above will be rated on a

progressive scale of 1 to 5, where 1 is the minimum and 5 is

the maximum

If you feel that the interviewees have not impressed you with

enough information on any of the criteria, you can express a
no opinion as an option, that is represented by O.
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2.3.3 Re ning EQIs/ proposals

They seem to have
done alot of work in health
and some engagement with
government. However, this is
not articulated in the EOL. It is
not clear what they actually
intend to do.

Intermediary NGO

Intermediaries may decide to help CBO
applicants to ne-tune their EOIs or
proposals for nal submission. This can
be done for all the short-listed CBOs or
only the selected CBOs.

The purpose of this exercise is to

re ne activities in the EOI or

the proposal so that they more
clearly involve CGE, PCA and RBA
activities and outcomes

ensure that the budgets
submitted match up with the
proposed activities

-

Sample questions and formats for
re ning proposals and budgets are
shown in Example D.

2.3.4 Final selection

RAVI intermediaries have found
formal grants committees with
external representatives to be

too costly and time-consuming

in relation to the small portfolio

of grants that intermediaries are
called upon to disburse. However,
external representation on the
selection committee is essential to
increase objectivity and transparency
during the selection process. The
selection committee should therefore
include at least two o cers from the
intermediary organisation and at least
one external representative e.g. a
board member.

When selecting CBOs to partner, as
well as considering the merits of their
proposals, intermediaries should be
realistic about CBOs substantial needs
for handholding and support. They
should be sure that their organisation
has the human and nancial resources
and technical capacity to mentor the
CBOs (Box 7). Intermediaries should
not take on CBOs that they will not be
able to help, including those CBOs that
have intractable internal governance
or nancial problems that they are not
ready to resolve.

Box 7: Resource issues
when selecting CBOs

Will you be able to support this
CBO ? Check whether you have
adequate resources for:

Communication with CBOs
Field monitoring and support
especially if CBOs are widely
geographically distributed
Support for networking
between CBOs

Technical support for projects
which fall outside your normal
activities

-

-



EXAMPLE D: FORMAT FOR ASSISTING CBOS REFINE THEIR EOIs AND PROPOSALS

Preface:

BEWDA-GHANA

CBO/LNGO PROPOSAL FINE-TUNING TRAINNG WORKSHOP
CITIZEN-GOVERNMENT ENGAGEMENT PROJECT

Brief context of CBO/LNGO location
Brief historical background of CBO/LNGO (purpose, vision, goal, objectives etc)

Main area of interventions/ programmes.

Geographical coverage of programmes/activities.

Who are your target group ? (children, women, men, people with disabilities, all of these or others

.. specify)

CBO/LNGO past experience in Citizen-Government Engagement work, if any

Content:

What is the issue/problem that your CBO/LNGO wants to address with BEWDA funds ? (Clearly state what the issue/problem is). Has
there been any attempt to change the situation? if yes how far? If no, why not?

Who is/are your target group(s) that (holds the power) that you want to engage with to solve the issue/problem that is identi ed ?

Who is/are your allies/interest sharing stakeholder(s) that will support your plan to make the change happen ?

How are you going to do or empower your target group to engage with power holders (What strategies/activities will be carried out to
make the change happen) ?

Who will bene t more from the result(s) when the change happens and why?

What will show, what evidence, what will let people (somebody) see that you have achieved or are achieving your aim/objective(s)
- indicators of achievement/progress ?

e table below could be useful :

Objective Strategy/ Indicators of achievement Means of veri cation When or By when
Activity

Accessibility | 1. Engagement Number of consultation meetings Minutes of PTA meetings Ending Dec. 2005

of potable meeting held by PTA & COWAT on sitting Photographs Dec. 2005

water for between Number of boreholes drilled Report of tests on quality of | Feb. 2005

Amana JSS the Bawku . .
Municipal Distance to potable water sources water carried out by COWAT
Assembly Social reduced Visit to school
Services Sub- Lesg;cime spent on accessing water by Inspection of pupils register | By ending March
Committee and pupils ; ; 2006

Interactions with teachers
(CBO/Target Lessons start on schedule and pupils
group) No evidence of water borne diseases Borehole constructed March 2006
among by pupils
2.
3.
Budget
How much funds (money) do you need to carry out what you planned to do/ change to solve the issue/problem ?
Please as much as possible show in details what input is needed for each intended plan/activity ?
e table below could be useful:
Activity Inputs (quantity, unit cost, duration etc) in Total cost
cedis
Activity1: 20 sachets of ice water at 4,00 each x 2 days 16,000

Engagement meeting between Bawku Municipal Assembly
Social Services Sub-Committee and (CBO/Target group)

Meeting Hall

free from Assembly

Photocopies of organisational pro le at 300 per | 21,000
page x 7 pages x 10 copies
Total 37,000
Activity 2 1,000
Total 1,000
Grand total 38,000
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3 PREPARING FOR THE CGE PROJECT

Once a CBO has been selected,

the intermediary needs to prepare
the ground with the CBO as well

as with other interested parties, so
that the project can start smoothly
with minimal hindrance (ground
softening ). The intermediary needs to
developits relationship with the CBO
into a close working relationship and
real partnership by building on the
contacts with them so far.

3.1 THERELATIONSHIP
BETWEEN THE INTERMEDIARY
AND THE CBO

This would normally start with a
more thorough orientation on RAVI
(Box 8) after which the intermediary
and the CBO would agree the terms
of their partnership in the form of a
Project or Programme Document or

Memorandum of Understanding signed

by both partners (Box 9).

@ Tips from experience

Your partner CBOs share
similarities but may also di er
from each other in many ways,
such as

the complexity of their
governance and nancial
management systems
their experience of
running projects

their relations with
traditional and community
structures

their levels of exposure
to decision-makers and
policy people

how much micro-
managent vs hands-o
mentoring they need
whether they are urban,
peri-urban or rural

>

Box 8: Orientation for
CBOs at the start of a
partnership

What is RAVI really about?
What strategies and
interventions are
contemplated for deployment
under RAVI?

What outputs and outcomes
does RAVI seek to achieve?
What is the relationship that
is contemplated for RAVI
intermediaries and their
partner CBOs?

What programme and
reporting obligations are
required by RAVI?

What nancial processes,
procedures and accounting
does RAVI require?

See Example E for guidelines for
developing a Programme Document.

Box 9: Things to consider
when agreeing the terms
of the CBO-Intermediary
partnership

What principles will govern the
partnership?

What exactly is to be expected
by each partner of the other?
How, when, where, for what
will you and the CBO meet or
otherwise interact?

What channels of
communication exist and how
and for what purposes may
they be used?

What issues related to the
governance or culture of the
intermediary and the CBO
does the other partner need to
be sensitive to?

How will disputes and
disagreements be managed?
Under what circumstances will
there be aneedtocallo the
partnership?

What will be the procedure for
ending the contract?

To develop a fruitful relationship in which the CBO knows that you understand
their particular situation and will walk with them all the way, you should treat
each CBO as distinctively as possible and avoid a one-size- ts-all approach.

Consider:

-

use for all CBOs

Identifying what documentation requirements and training needs you can

Where possible, adapting programme documents, proposal and budget

formats, training materials, M&E checklists and reporting formats to the

individual CBO as much as possible

However, make sure you can still consolidate all the CBO reports you
receive, so that you can provide reports to RAVI in the designated

RAVI reporting format

Tailoring training, capacity building, advocacy and technical assistance

processes to the exact context of each CBO

Agreeing protocols with the right balance between micro-management

and mentoring for each CBO, so they can retain their operational

autonomy
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EXAMPLE E : GUIDELINES FOR DEVELOPING A PROGRAMME DOCUMENT

LRC/RAVI
Guidelines for Developing
Programme Documents with Partner CBOs

1. Background : is section should answer the following questions:

(a) What is the nature of the issue(s) to be worked on?
(b) What is the context?
(c) What is the geographic scope that the CBO seeks to cover?

2. Objective(s) of the Programme
(a) Identify the three or fewer SMART objectives that the CBO seeks to address: Speci c; Measurable; Achievable; Relevant; Time bound

3. Outcomes of the Programme

(b) For each of the objectives, identify the key outcomes the CBO expect to achieve

4. Core Interventions/Strategies to be Used to Achieve the Desired Objectives

(a) With reference to CGE, RBA, PCA, what are the core interventions which the CBO intend to use to achieve its objectives and how will
using that speci c intervention enable the CBO to realize its objectives identi ed in Section 2.
(b) Some of the CGE, RBA, PCA interventions are listed below:

i. Conscientization, sensitization, awareness raising, education.
ii. Capacity building.

iii Participatory problem analysis.

iv. Mobilizing/organising people for action.

v. Working With Social Movements.

vi. Advocacy, lobbying, campaigning, litigation, activism.

vii. Addressing Immediate Needs.

viii. Research, documentation, sharing.

iX. Monitoring and Evaluation using rights standards.

Objective | Outcome | Core Intervention Activities & Tasks Indicators-quantity Indicators-quality Cost

Awareness Community meetings | Number of each in Participation of $1
-12 a year the previous column | women

Advocacy Letter-writing $2
campaigns

Mobilization of Meetings to develop $3

resources community education
fund

5. Contribution to the CBOs, LRC s and RAVI's Organisational Goals and Objectives

(a) What are the CBOs, LRCs, RAVIs organisational goals?
(b) How will the proposed issues to be worked on t within the relevant goals?

6. Principles and Practices
(a) What principles and practices should guide the relationship between the CBO and LRC?

i.  Fruitful Collaboration: Both parties must share responsibilities and show mutual respect and tolerance to each others views in order to
achieve the set objectives.

ii. Equity and Justice: Both parties must work to ensure that everyone irrespective of sex, age, ethnicity, religion and the political inclination
is not discriminated against but given equal opportunity to express and realize their potential. Our solidarity with the poor shall be the
only bias.

iii. Honesty and Transparency: Both parties must be open in judgment and communication by sharing reliable information pertaining to the
project and being sincere in dealing with stakeholders of the project.

iv. Accountability: Both parties shall establish and maintain good records, demonstrate probity in all their dealings, ensure that funds
released are used for the intended purpose(s) and be responsible to stakeholders with whom they work;

v. Sacri ce and Hard work: Both parties should keep to agreed deadlines, show a high level of commitment to the project and be sel ess.

vi. e Practice of Innovation and resourcefulness: Both parties must be creative, trying new ways of doing things and learning from failures
and successes.

vii. Good planning: All planning must be participatory.

viil.Qualitative and best practice approach: Both parties must ensure that they use the highest level of skills available in executing agreed tasks
to ensure high quality delivery.

ix. Community First Approach: e project must have the communities as its ultimate stakeholders and bene ciaries.

(continued page 12)
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EXAMPLE E (continued) : GUIDELINES FOR DEVELOPING A PROGRAMME DOCUMENT

LRC/RAVI
Guidelines for Developing
Programme Documents with Partner CBOs

7. Obligations of Both Partners
(a) What should be the obligations of each party to the other?
LRC

i. Make input to the planning and execution of workshops and eld visits.

ii. Support CBO with timely funds to be transferred in accordance with the payment schedule in the Project Document.
iii. Monitor Implementation of the project in accordance with the Project Document.

iv. Support in the sharing of outcomes of the project at the national and International Levels.

etc

CBO

i. Design and implement the project according to the terms of the project document.

ii. Prepare and submit to LRC request for funds at the agreed period and acknowledge receipt of transferred funds.
iii. Prepare and submit reports on the project in accordance with the project document.

iv. Support in the sharing of outcomes of the project at the national and international Levels.

etc

LRC & CBO Joint Responsibilities

i. Hold periodic meetings to discuss issues relating to the collaboration and the successful implementation of CBO planned activities.
etc

8. Management Arrangements

is should clearly state who is responsible for the programme within each organisation and who the key contact persons are.

9. Monitoring and Evaluation Framework
(a) isshould include monitoring plan & evaluation plan which may include:

i. How to monitor and evaluate the programme (should be part of the project/programme)
ii. Identifying clearly what each partner is to contribute and when inputs.

iii. Identify what are trying to achieve outcomes.

iv. How we intend to achieve what we have set ourselves strategies.

v. Establish clear reporting lines.

vi. ldentify what information or markers that would tell us whether we are on track.

vii. Start gathering and managing information.

viii.Communicating and reporting on results.

ix. Agree with CBOs on monitoring roles.

10. Duration of the Programme
1-2 years with room for termination.
11. Budget

Budget should be related to objectives, outcomes, interventions and activities.




3.2 THERELATIONSHIP BETWEEN THE PROJECT AND OTHER PERSONS

AND INSTITUTIONS

Preparing the ground also involves
contacting and informing other
persons and institutions in the CBO's
operational area, to dispel rumours
and allay fears about the project,
and enable the intermediary and
the CBO to identify allies and size-up
opponents. During this stage the
intermediary should also assess the
projects strategies, successes and
challenges.

Two of the most important
constituencies are the chiefs and local
government. Chiefs are a powerful
constituency in Ghana, commanding
regard from the public, recognised by
local and national government and
having a presence in all regions of
Ghana. Under the Local Government
Act 1993 District Assemblies have a
wide range of authority over virtually
every development issue at the

local level. It is therefore practically
impossible to do advocacy on local
concerns without implicating the
traditional authorities and the District
Assemblies.

Box 10 : Developing
working relationships with
traditional authorities and
District Assemblies

You and your CBO partners
should pay the necessary
courtesies to traditional
authorities and District
Assemblies.

Brief them thoroughly about
the nature of your activities.
Negotiate your relationships
with them intelligently and
strategically.

Develop sophisticated
mechanisms and protocols
for working with and, where
necessary, against them,
including the local politicians
who are part of the local
government structure.

Be ready to adapt and modify
your alliances with traditional
government depending on the
issues at stake..
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The interface between traditional
authority and intermediaries and their
partner CBOs may be collaborative

or confrontational, depending on
whether the traditional authority is
for or against particular government
policies and programmes. Similarly,
intermediaries and CBOs may
challenge District Assemblies on
some issues, such as non-delivery of
social services, while seeking their
collaboration on other issues, such as
banning harmful customary practices.

It is essential that the intermediary
and CBO develop relationships

with traditional authority and local
government that enhance their

e ectiveness in citizen-government
engagement, rather than impeding it
(Box 10).
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4 GRANT MAKING PROCESSES

4.1 AGREEING REALISTIC AND FAIR BUDGETS WITH CBOs

CBOs are at the front-line of citizen-
government engagement, carrying
out a vital job on behalf of us all as
citizens. The services they provide are
a public good. When agreeing budgets
intermediaries should recognise the
realities faced by CBOs, and the work
they are doing in promoting good
governance on behalf of all citizens.

Some intermediaries expect a high
level of volunteerism ( work-no-pay )
from their partner CBOs. But, by doing
citizen-government engagement,
CBOs are losing out on real money
that they could earn by doing their
regular job, or working on their farms
or at their trade. Taking time out from
these income-generating activities can
create serious di  culties for them. If
intermediaries don t recognise the time
and energy inputs that CBOs make

to RAVI, and make sure that these are
properly compensated in the budget,
the CBOs will usually try to nd other
ways of getting compensated, which
can have a negative impact on the
project.

All the members of the CBO should
understand the purpose of RAVI
funding right from the start of the
projecti.e. thatitis to help them
achieve the objectives agreed under
the terms of their partnership with the
intermediary. The standard accounting
practices adopted by RAVI and DFID
require that RAVI funds may only be
spent on activities that help the CBO
achieve its project objectives.

For example, because they are part of
the fabric of their community, CBOs
are expected to participate at social
events to do with marriages, births
and deaths, and make nancial and
material contributions especially
when a member or close associate of
the CBO is involved. These sorts of
costs are legitimate, providing that
they support activities (such as local
advocacy or information sharing,

for instance) that will help the CBO
achieve its objective. Instead of trying
to disguise these costs, they should be
planned for, costed out, and included
under the relevant activities in the
budget. This helps the budget to be

a meaningful document for the CBO,
that can help them manage their
activities (Box 11).

4.2 HELPING CBOs COPE WITH THE ARRIVAL OF FUNDS

The initial in ow of funds can be
destabilising for CBOs which are not
used to managing, what are for them,
large sums of money. Receipt of funds
can cause in- ghting amongst the
leadership of the CBOs and between
the leadership and the members of
the CBO about what funds should be
used for, who should control spending
and how everyone in the CBO can be
rewarded.

Intermediaries should help CBOs
prepare for and manage the e ects
of the arrival of funds on their
organisation (Box 12).

Box 11: Agreeing realistic
and fair budgets

You should:

-

Explain the purpose of RAVI
funding to all members of each
of your partner CBOs.

Explain the standard
accounting requirements

of RAVI and DFID and the
implications for the CBOs
budgets and management of
expenditure.

Allow CBOs to include in their
budgets realistic amounts for
local community-related costs
providing these contribute to
project activities.

Agree with each CBO on the
pay and other rewards that

di erent members are entitled
to, considering their time
inputs and the service they are
providing in promoting good
governance on behalf of all
citizens.

If activities need to change,
ensure that CBOs can revise
their budgets without too
much red tape, so that
budgets always relate to the
actual activities and can be
used as management tools.

Box 12: Coping with
arrival of funds
You should:

-

Help CBOs to survive the
shocks of funding by deciding
with each CBO, how much
money they can cope with in
one go, and how frequently
they should receive tranches
of funding.

Explain to CBOs how the
receipt of funds may create
challenges to their governance
structures and processes, and
help them prepare for and
deal with these issues.



5 CAPACITY BUILDING PROCESSES

5.1 GENERAL PRINCIPLES

RAVI aims to develop more e ective,
viable and autonomous CBOs by
creating the conditions in which
change can take place from within the
organisation with external support.
Capacity building seeks to improve an
organisations performance in relation
to its purpose, context, resources and
sustainability. It requires not only

new knowledge, skills and changes in
individual attitudes and behaviours,
but also changes in organisational
behaviour. Itisimportant to be aware
at each pointin time why capacity
building is being requested, proposed
or implemented by an intermediary or
by a CBO (Box 13).

5.2 CBOs CAPACITY NEEDS

Intermediaries will gain an initial sense
of each CBO's capacity building needs
from the organisational assessment
phase of the selection process. This
should clarify who the CBO is, what it
does, how it operates and with whom
it relates. Each CBO has its own speci ¢
capacity needs.

Although CBOs may feel powerless and
have low levels of education, they do
already have capacity and have much
to teach intermediary organisations.
Their resourcefulness and identity
should not be undermined by seeking
to build their capacity as cheap and
convenient local implementers of
projects.
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Box 13: Reasons for capacity building

Capacity building can be imposed on organisations from outside. It can also
be internally driven, based on the principle that ongoing self-assessment is

integral to being a healthy organisation.

Capacity building may be used

-

activities

As a means to strengthen the organisations ability to carry out speci ¢

As a process to enable the organisation to continually re ect and adapt

its purpose in response to change and learning, to connect its evolving
purpose and vision on the one hand and its structure and development

activities on the other

sustaining and ful Il its purpose.

Onemaindi cultyhastodo
with capacity building of grantee
CBOs of di erent backgrounds and
capacities at the same workshop.
Some extremely experienced and
others rst-timers in mobilization
and engagement processes. With
hindsight it would have been better
to assess their capacities, categorize
them accordingly and deal with them
at their levels.

Intermediary organisation

Di erent CBOs have di erent capacity
building needs, but they may not be
able or ready to identify what these
are. Often this is because they are
used to organisations that fund them
telling them where their capacity is
weak, rather than empowering them
to decide for themselves how best

to address the challenges they face.
Intermediaries should be sensitive

to the power imbalance between
themselves and CBOs, and encourage
CBOs to feel that they are allowed to
disagree with external assessments
of their organisational and capacity
building needs.

As an end, to strengthen an organisations ability to survive, become self

Tips from
experience

[ The organisational
assessments during the
selection process are valuable,
but because CBOs are trying
to portray themselves in the
best light, these assessments
normally understate CBOs
organisational weaknesses and
capacity de cits and overstate
strengths.

Consider:

Doing a pre-training
assessment of organisational
strengths and weaknesses
before starting capacity
building training with CBOs.

-
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5.3 CAPACITY BUILDING TRAINING

Capacity building training workshops
must be very well planned so that they
create a good learning environment.
Aim to be as inclusive as possible by
being attentive to the diverse training
needs of a group. Attention might be
given to gender, disability, ethnicity,
language and other elements that can
commonly lead to exclusion.

Training should be given by trainers,
who have a good understanding of the
type of CBOs to be trained. The training
should build on the strengths that are
characteristic of CBOs and be sensitive
to their weaknesses (Box 14.) Training
materials and methods should use the
actual experiences of CBOs as starting
points, from which to explore the broader
political and economic situations in
which the CBOs are working.

Tips from
experience

Be careful when contracting
outside consultants to provide
training.

[ They may cost you much time
and money because you will
need to guide and monitor
them and may have to hire

them several times to provide
training at di erent stages

[ They may not have a good
understanding of the type
of CBOs that work in citizen-
government engagement or
the conditions in which they
are living and working

Consider:

Having some one from your
organisation to carry out
capacity building training
Mainstreaming this training

into all components of your
organisations relationships with
CBOs, including organisational
assessment, ground softening
processes, monitoring and
evaluation, nancial monitoring,
con ictresolution and project
phase-out.

-

Box 14 : CBO characteristics relevant to capacity building

Common capacity strengths:
Strong grassroots links
Field-based expertise

Process-oriented approaches

Cost-e ectiveness.
Common capacity weaknesses:

Limited institutional capacity
Low levels of self-sustainability

context.

Trainers should avoid tedious lecturing
and vary the content and means of
presentation to keep the participants
interest.

The language used during training
should be accessible not too abstract
or complicated and should be the
one that most people understand.

The key concepts in right-based
development must be clearly and
accurately explained.

If translation into local languages

is needed for training workshops,
intermediaries must ensure high
quality translation. Translation must be
accurate and objective, and support
the training process rather than
disrupting it (Box 15).

The ability to innovate and adapt

Participatory methodologies and tools
Long-term commitment and emphasis on sustainability

Limited management and nancial expertise

Limited inter-organisational communication and/or coordination
Limited understanding of the broader political, economic, and social

Training materials should be revised
periodically to incorporate lessons
learned during training workshops.

Box 15: Translation

Don t assume that the
translator will automatically be
familiar with the type of CBO
being trained, the training
subject matter, or how to
translate concepts in RBA.

Go through the training
content with translators
beforehand to make sure they
understand the terms and
concepts you will use.
Consider investing in training
your translators so they will

be a useful resource for future
workshops.

Be careful when using a CBO
member as translator. This
role gives that individual more
status during the training
which can cause disruptive
dynamics with the other
trainees. It also means the
person translating cannot
participate fully in the training.



