
YES PAKISTAN ACTION PLANNING KIT

Action without vision is pointless, vision without action is fruitless

but combined it could lead to great things
FOREWORD

This Action Planning Kit is the synthesis of experiences and knowledge gained through the implementation of YES campaign in Pakistan, through participating in Youth Employment Summit 2002 and also through the execution of nationwide Youth Projects in Family planning Association of Pakistan. The action planning kit developed for YES 2002 delegates also inspired me a lot and provided idea to develop this Pakistan YES Action Planning Kit.

We have been making efforts for the greater involvement of young people in every aspect of their lives and on the various local, provincial, national and international platforms. The voices of the young people who are affected by this epidemic are varied, diverse and all deserve to be heard. We strongly felt that in order for us to do this effectively we have to provide something for Youth at grassroots level to enable them to respond to the epidemic in a meaningful way. This Action Planning Kit has been designed to offer suggestions and ideas to people and organizations who are joining us and beginning new groups, or planning to do so and who have limited experience of running a group. It will also be useful for YES facilitators who are helping others set up their YES Functional committees. This Kit is about developing the confidence, skills and clear action for ensuring that young people are fully involved and listened. Working in Committees will help us in breaking down barriers. It has been developed to assist young people to become fully involved and look at their priorities and goals, current situation, problems, strengths, resources, responsibilities and timeline in an organized and objective way. Young people need to provide opportunities to become active and responsible citizens and also to take action that makes a difference to others. They need to experience being part of the solution rather than passive observers on the sidelines. The YES institutional structure has been designed not only to enhance Youth involvement and responsibility –it will also educate Youth about the importance of a vigorous and healthy democracy. It will also help young people develop the skills to listen for deeper understanding, think critically about public issues, make informed judgments, and take meaningful action. 

The Functional Committee will support a democratic and human rights culture that allow listening to others, making moral analysis, cooperating, problem solving, and inclusive forms of decision making. The skills for taking action include needs analysis, research and developing action plans. These are supported in turn by an attitude of taking responsibility for promoting democratic practices and protecting Youth rights. 

I believe that time has come when Young people role should be seen as active citizens now, not citizens in waiting. Providing opportunities to Young people of participation in decision-making has immense benefits. It means that the decisions being made are more relevant to their lives. It allows the acquisition of valuable skills, which are relevant to other areas of young people lives. When they are engaged in these processes, they develop a healthy self-esteem and enjoy respect within their communities. The involvement of young people is also essential for the health of communities. Providing opportunities of participation at an early age and at local level make it more likely that young people will continue to be active citizens as they grow older and this pattern of behavior becomes a lifestyle.

I strongly believe that we have a remarkable opportunity to address those problems that has previously been ignored and that have plagued us for so long. Time has come when we should think in new ways, apply new approaches and do more to bring young people and resources together to advance a common purpose to help young people grow up with hope, personal responsibility and the opportunity to lead meaningful and productive lives. At a time when our Country desperately needs to heal our Youth, create more skilled and responsible Youth, we are unable to benefit from the minds of many youth, who if given the chance, can make positive contributions.

Ali Raza Khan

Country Coordinator 

YES Pakistan Network
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SECTION ONE

FUNCTIONAL COMMITTEES

Functional Committees are the core bodies of the YES Network. They represent the grassroots community infrastructure of the Youth service. It will be not less then 15 members comprising representation of Youth between the ages of 15-29. Functional Committees will be the operational units and shall be responsible to the Executive Committee and Provincial Committees. Functional Committees will plan, organize and implement multifaceted Youth development activities. The Functional Committee members will form an Action Committee comprising of facilitator (leader), motivator, organizer, advisor and treasurer through election. The elections of the Functional Committees will be held every year. The quorum of the Functional Committee shall be of 8 members. The Executive Committee shall decide on applications from not less then 15 young members desirous of forming Functional Committee.  A Functional Committee can be disaffiliated or suspended by the Executive Committee in consultation with members of YES Advisory Board if it determines that a Functional Committee or a member has done anything in contravention of the objectives of YES Pakistan. The Functional Committees will also hold elections for the Provincial Committee members once a year. The members will be elected by their active participation and performance of functions in furtherance of the objectives of YES Pakistan. The elections will be held under the supervision of three observers appointed by the Executive Committee.

Why form YES Functional Committee?

In order to establish a YES Functional Committee, it is important to be clear about why you want to get together. Some people formed groups simply for members to have a place to talk to each other and share feelings and experiences. Other groups of people may join together to work towards a common goal or need, such as campaigning for health care or providing information. Groups may work with or without a particular leader or organizer, but it usually helps if everyone is clear about how the group should work.

We have evolved Pakistan YES institutional structure to make them aware of their own power. Even when young people ability to change their circumstances is limited by many reasons, we feel that still there are many ways to make the most of their personal skills and experience and we should also remember that group has more influence than individuals working alone. We are forming YES Functional Committees so that they can:

· Provide youth a place to plan, implement and evaluate YES activities led by the members.

· Make links between people from different backgrounds and increase understanding and tolerance

· Share resources, ideas and information, for addressing Youth employment issues.

· Make others in community more aware of the situation facing young people by increasing the visibility of young people unemployed.

· Help other Youth feel that they are not isolated and alone with their problems.

· Provide a way to meet youth people and make friends.

· Lead to change by creating a Youth voice.

· Generate self reliance in community.

Getting Functional Committee Going

Good planning and communication can go a long way towards helping Functional Committee to reach its full potential. When youth are in a group in which they feel happy and fulfilled, they are also more confident and creative. They are likely to be more committed and to take more responsibility and will generally form a more effective group. There may already be established groups, which can provide a ready-made source of people interested in joining your group. Existing groups may also have resources, which you may be able to use. Bear in mind how others may see your group in the community. It is important to have the support of community stakeholders or adults by informing them about your initiative. Try and make your 
YES Committee welcoming and friendly. Consider whether anyone is likely to feel threatened by the work of your committee. Can you gain their support or challenge their opposition, if necessary.


Groups are successful when they achieve their goals or tasks, while also meeting he needs of group members, whether these are emotional, mental or physical.  Here are some ways of making a group successful or effective:

· Aims and activities are set by the Functional committee.

· There is open communication and discussion within the group.

· Everyone participate in discussion and exercises.

· Group activities are varied and different each time.

· Group members attend regularly.

· There is a method of coping with new members and for what happens when people leave the group.

· Evaluation and feedback is encouraged in the group.

· Acceptance of all the group members is encouraged.

· There is a high level of trust in the group.

· Conflict or disagreement is open and constructive.

The Group Facilitator

Most groups need someone to act as a facilitator. The facilitator could be the person who started the Functional Committee or someone who the group elects. Depending on your Functional Committee this could be a different member each week or it could be a regular facilitator. If you are a facilitator you have an important responsibility to the functional committee.  One of the facilitator’s main roles is to get people to contribute equally and to listen to one another. Stimulate discussion by putting a question to the group as a whole to get everyone thinking to the answer then ask a specific member of the group to give you an answer.

Try to give everyone to opportunity to answer questions, if you rely on the same few people all the time the others will feel less involved. If you cannot remember who you have asked already then asked for someone who has not answered yet.  If the participants are very quite you may need to use more question.  Make sure the questions are not too difficult for the group to answer.  When encouraging a shy group, it can be useful to ask a question to everyone and ask for one reply from each person.

Ask different people to start the answers and make your choice unpredictable.  If you start always at the person to the left of you for example, you may find that no one will want to sit there.

Two common problems in many groups are that some people maybe very quiet, and others may dominate and take too much of the group’s time and attention. There are many different reasons for under-or over-participation, and there may be underlying problems that you do not know about.  Sometimes these problems just solve themselves with no interventions, and sometimes the group members may take the responsibility on themselves.  In some cases, a group leader may need to take action.

Under-Participating Members

Very quiet, or non-participating, group members may:

· Avoid eye contact.

· Sit slumped or turned away from the group.

· Say very little or nothing at all.

· Talk to the person next to them, but not to the whole group.

· Arrive late and/or leave early.

· Miss meetings altogether.

· Not listen to the discussion.

· Not respond even when encouraged.

To encourage participation from someone very quiet or reluctant.

· Try asking them very simple questions which are easy to answer.

· Ask rounds of questions that require everyone to answer.

· Encourage them to speak very near the start of the meeting (this can help to set a pattern for the rest of the session).

· Be encouraging when they do participate.

· Involve them in work in pairs where they can share responsibility for reporting back to the group.

· Ask them privately about why they do not choose to speak in the group.

· Get to know them during breaks, or before and after meetings.

· Do a role-play and cast them in a dominant role.

· Try to sit them near people who are friendly and encouraging.

Over-Participating Members

Dominant or over-participating group members may:

· Talk often for a very long time.

· Always speak first, making it harder for others to contribute.

· Interrupt when other people are speaking.

· Get off the main point or topic.

· Dominate the smaller-group discussions.

· Reveal inappropriate personal information about themselves.

· Bring up their own personal problems all the time.

· Comment on everything, and ask a lot of trivial questions.

Sometimes groups are happy for one or a few dominant members to do most of the work. As group leader, you may have to point out that this is not in the best interest of everyone else.  Alternatively and more commonly, the quieter members may feel discouraged about coming to the group if it is difficult for them to take part fully.  The group may feel annoyed and resentful towards both the dominant member and you, the leader, for letting the situation continue.

It can help to understand why someone is over-participating. Possible reasons include: nervousness, insecurity, they do not know how to relate to others in a group, embarrassment about attending the group, wanting to be the center of attention, they might usually be a leader themselves and find it difficult to be an equal member, or they may never have been told that their behavior can be a problem.

Ways in which you can discourage over-participation include:

· give people a time limit for their contributions. If someone is speaking for too long, remind 

· them of the time, ask them to conclude, or to finish in a specific time (e.g. 'two more minutes)

· make a point of asking others for their opinions

· state plainly that the work and attention of the group should

· be shared equally among group members

· speak privately to the dominant member about their behavior .have a skills session on listening techniques 

· sit any dominant person about two places away from you in

· the circle (where it is harder for them to get so much of your attention)

· say 'That sounds like an interesting point but we haven't the time to discuss that now'

Holding Successful Meetings

Think about the following:

· Where-find a place that will feel welcoming and safe.

· Arrange a place so that everyone feels an equal part of this committee can you see each other’s faces and can be heard easily.

· What-makes sure that any materials that you might need are available. 

· Be welcoming when people arrive. Start the meeting by making introductions and letting the group members get to know each other. It is a good idea to explain briefly what you suggest doing in the meeting, how the meeting will be run and when it will be finish.

Expectations

Each Functional Committee member will have his or her own expectations-what he or she wants to gain from being in the Committee. Expectations make a big difference to the success of the Functional Committee. For example youth may be disappointed if they expect too much. It is easy to take your own expectations for granted and not even be aware of them. Also some people may assume that everyone else will their particular expectations. For all these reasons, it is important to raise questions about members expectations at the very beginning of the life of the Functional Committee, and if new members join later.

Finding out about a group’s expectations can be done in several ways.

· Ask everyone in turn to speak briefly about their expectations for the group—both what they hope to gain and what they think they can contribute to the group.

· Ask each person to write down their expectations on a piece of paper (without signing a name), then collect all the papers together, read them out and discuss them with the whole group.  This can help when some people are shy about speaking up, or afraid that others will laugh at their ideas.  Alternatively, people could draw a picture of how what they see the group doing as a tree-with what they would like to get from the group drawn as fruits.

· Divide everyone in the group into twos or threes and ask them to discuss their expectations.  Then ask one person from each small group to report back to the whole group.


Ground Rules

Just as it is important for expectations within the group to be clear and understood by everyone involved, it is also important for rules of trust and behavior to be established.  In groups where people want to talk about personal feelings and sensitive topics, they must feel able to do so without being laughed at or silenced and without fear of other people finding out.

Ask group members what would make them feel safe and comfortable within the group. As members make a suggestion, the leader should make sure that the rest of the group is in agreement before it becomes one of the group rules.  When agreed, write down the ground rules.  These can be amended or added to as the group developed.

Understanding Ourselves

Knowing the strengths and limitations of Functional Committee members can make it easier for the Committee to function, and can help you to choose activities or areas that are most appropriate for the Functional Committee.

Ask each member of the Functional Committee to write a few phrases or sentences about themselves.

Keeping a Record

Some groups find it useful to have a plan for the meeting (an agenda).  This can be organized or reviewed after first introductions.  It can then be added to or changed if necessary.

Decision

If you are making decisions, remember that it is important to record what you have decided and who is going to do the actions you have agreed.  You might want to have a book where the decisions at each meeting are written down.  Make sure that someone is responsible for recording these notes at each meeting.

Growth and Change

No group stays the same forever.  The number of regular attendees and the experience level may change as members come and go.  You can plan for ways to adapt to these on going changes.

Review group agreements and ground rules regularly so that new group members feel that they have been involved in agreeing them.

When new members join your group, make them feel welcome.  Try pairing up a long-serving member with a new arrival, to give extra support and information.

When a topic is repeated for new members, keep the interest of other members by presenting the same material in new ways. Take turns in the group to lead sessions.  Make sure that members are asked to share their knowledge.

Some members may eventually outgrow the group.  Make them feel comfortable about moving on and show that their contribution has been appreciated.

If a group grows too big for everyone to be able to participate for much of the time, try splitting into two groups.  Or split into two parts for just some of the time.  You can divide the group in various ways:  newer and longer-time members, older and younger members, or by common interest.

Problems in GROUPS

There may be a drop in attendance after the first or second meeting of a new group. Sometimes this may occur because a member realizes that their expectations are not going to be met, or that their expectations do not match those of the group leader or other members.  Clarifying expectations as early as possible in the life of the group will help to reduce the `dropout’ rate.

Some people may need material support, such as money or food, rather than the opportunity to talk.  Make sure that people know if your group cannot provide this and consider whether you or another organization can respond to these needs with a different project. If people leave, try to find out the reasons.  It may be that the group has supported someone when they needed it and they now longer need support.  Remember that this does not mean failure.

SECTION TWO

PLANNING YOUR ACTION

Careful planning is essential for the success of any plan. This means planning work before you begin, continuing to think about your actins, changing plans when necessary, and seeing how effective your work is. Many groups do not plan because they are worried that it is too complicated. Do not be afraid. Planning what you do is very important! If you discuss it before you start, it can be make your work easier to do.

An action plan is kind of like a blueprint for a house. It shows how a plan will be put into place. An action plan is more then “important” it is essential. It allows an individual or a group to look at their goals, current situation, needs, ideas, responsibilities, resources and timeline in an organized and objective way. While it will take time to develop a good action plan, it will certainly save time and frustration later.

Identify the Problem

The Functional Committee is planning to try and make changes needs to be clear about what it is planning to do and now and what it is not going to do now. If the Functional Committee does not decide this before it begins its activities, there is a danger of being pulled in so many directions at once that it does not move at all.

The facilitator should try to brainstorm the main problems that Youth face regarding their unemployment. The facilitator should ask everyone to think about problems that you would like to change. Ask everyone to write down of all the needs that exist or the problems that they think this results in, or ask people to call out their ideas one by one.

Read out these suggestions one by one and, as a group, decide whether they are caused by the original problem or if they lead to the original problem.

This discussion will help you in deciding whether the original problem you identified is the main cause or root cause. It does not mean that this discussion will definitely end up with the ideal project. You may start and then realize that in fact there are other more serious problems to tackle first-or that there are barriers that need removing before you can tackle the problem that you identified. You can always go back to a problem at any stage of a project and rethink.

Talk to other people from your community especially those who are affected by unemployment. The more directly affected a person is the more important their opinion is. It is important to involve those who are discriminated such as females. Find out is there anywhere this information already exists or any groups are already doing in your area and discuss with them what you hope to do and what they are planning to do.

Develop a Vision and Mission Statement

A vision tells what you would like to see happen in a specific period of time. Use the box below to brainstorm (think of as many ideas as you can) based on the needs you have identified earlier. Ask the Functional Committee members to write down all the ideas that they have even if they seem impossible or outrageous. While having a realistic vision is important to writing your action plan, at this stage getting down as many ideas as you can is important. Later you can narrow them down.

A mission statement describes what you are going to do to achieve your vision. It should not provide specific details rather it suggests the path that you will be taking.

Below are the 5 pathways to action that the YES campaign has identified as strategic catalysts for improving youth employment outcomes. Focusing your mission around one or more of these pathways will strengthen your ideas. Write down any ideas that you have under each of the pathways.

5 Pathways to Action

1. Advocating the development of key policies and public and private partnerships that promote youth employment.

2. Initiating the development of skills based education, targeted employment and training services to serve youth employment needs.

3. Lobbying for the development and increased access of new information and communications technologies, to support youth employment and training services to serve youth employment needs

4. Reaching youth with credit and other services to promote self-employment.

5. Lobbying and promoting the empowerment and inclusion of young women.

Write down any ideas that you have that do not fit into one of these pathways.

Writing your Vision and Mission Statement

Look back at your ideas and begin to cross off or alter those seem unrealistic or too ambitious at this time. Circle those that make the most sense, are strategic and are really very important to you and to young females in your community. If you have new ideas, it is never to late to write them down.

Using the ideas that you have circled, begin to write your vision statement below. Remember do not struggle too much over exact wording at this point. You can change some parts of it as you get further in the action planning process and as you talk with other people and organizations.

Mission

Look at your vision and decide “ what we are going to do to achieve this vision?”. The mission will not describe specific details, but the broader picture. The mission will not describe specific details, but the broader picture.

SWOT Analysis

When you have developed your Vision and Mission, the next step in planning your action is to identify strengths, weaknesses, opportunities and threats. This is called SWOT analysis.

For example

Strengths:  the Functional Committee strengths 

· We have included those people who are affected with unemployment.

· We have support of community and youth

· Few of our members have access to policy makers, local businessman and media.

· Many of us have great reputation and credibility in the community.

Weaknesses:

· We are all men and we would like to involve women.

· We don’t have so many material resources.

· We should try to involve more youth who are in crisis situation

Opportunities:

· Community stakeholders are ready to support us.

· Local CBOs /NGOs has welcome our initiative.

· Few of our members can educate Youth 

Threats:

· Lack of money

· There are only few of us and we are afraid of burn out.

· Local leaders will feel threatened.

Once you have decided what you would like to change, the next step is to plan specific activities. Each activity planned should relate to an objective. Write down the activity and decide what you will need to have to be able to do the work (inputs), such as people, materials, time and money.

Step 7: Create Goals and Benchmarks

Creating specific goals and benchmarks, based on your vision, mission and priorities, is very important. It helps you break down the tasks that are needed so that you can organize your plan, explain it to others, get everything done, and in the right order.  It also allows you to focus on specific priorities rather than becoming overwhelmed by the entire task.  BE REALISTIC with your goals…things take time.

Your short-term goals should be fairly specific, as you will start to work on them right away.  For now, your mid and long term goals can be more general.  You need to expect them to change somewhat as the imitative, project, or program begins to take shape. As you complete the first set of goals, be sure to go back and revise and expand on the next set.

Short-Term Goals (Next 3 months)

	
	First month from start
	Second Month from start
	Third month from start

	Example: Complete action plan
	Consult with peers, key stakeholders, and YES network by email or by phone/visit for input
	Meet with local industry leaders and government members for input.
	Finalize plan based on input.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Mid-Term and long term goals are on the next page)

Mid-Term Goals (3 months to 1 year)

	
	4-6 months from start
	7-10 months from start
	11-12 months from start

	Example: Establish a 1 acre garden and food stand in a village. Employ 5 youth for 12 hours a week each.
	Identify village, land, other resources, and funding source.
	Select youth and involve in setup process…seek donation of irrigation equipment, other resources.
	Begin planting and building garden and food stand for sales.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Long-Term Goals ( year to 5 years)

	
	2003-2004
	2004-2005
	2006-2007

	Example: Expand garden and food stand pilot project.
	Include one other village (same size operation)
	Add 3 more villages. Have pilot village youth train new workers
	Write a plan and offer support to other networks that would like to follow the model.

	
	
	
	

	
	
	
	


Step 8: Develop Specific Action Steps

Action steps describe exactly what will need to be done by achieve your goals and benchmarks…and ultimately, your vision.  As you begin planning your project or initiative, it is essential that these steps are clear to everyone involved.  Each person or organization’s roles and responsibilities in carrying out these steps need to be understood and agreed upon.  Unlike goals, which need to be forecast well in advance to ensure that all the work that is being done is focused in the same direction, you will find it is easier to create specific action steps at set intervals throughout your project.  This is because needs, people, policies, resources, organizations, the environment, and policy issues may change.  Use pages 20 and 21 to specify the action steps for the next year.  Be sure that these action steps are aligned with your short and mid term goals.  A spare sheet has been enclosed for you to copy and use at a later date when action steps need to be modified or developed.

Short-Term Action Steps (Things that need to get done in the next 3 months to reach short-term goals)

	WHAT needs to get done?
	WHO will be responsible ?
	WHEN does it need to get done (use dates)?
	WHO will need to be involved (people on my team, outside support)?
	WHAT types of support need to be in place (technical, financial, policy, social)?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Action Step Planning 

	WHAT needs to get done?
	WHO will be responsible (individuals or organizations)?
	WHEN does it need to get done (use dates)?
	WHO will need to be involved (people on my team, outside support)?
	WHAT types of support need to be in place (technical, financial, policy, social)?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Mid-Term Action Steps (Things that need to get done in the next 12 months to reach mid-term goals)

	WHAT needs to get done?
	WHO will be responsible (individuals or organizations)?
	WHEN does it need to get done (use dates)?
	WHO will need to be involved (people on my team, outside support)?
	WHAT types of support need to be in place (technical, financial, policy, social)?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Plan Monitoring and Evaluation

Monitoring

Monitoring means keeping an going record of an activity as it happens. It can tell you if Functional Committees activities have been implemented according to your plan. It is important to monitor your work because regular checking gives you the information to manage things. For example, if there is a problem, you are more likely to be able to minimize it if you can find out about it as soon as possible. Monitoring also provides information for reporting back and accounting other group members, partners and anyone affected by the activity.

Evaluation

Evaluation is judging the values or effectiveness of your Functional Committee. It is a way of assessing whether the activities have achieved their objectives and how for the objectives have achieved your aim. Evaluation is very important. If your project is successful, you will find it easier to do more. If it is less successful, you will need to make change and measures whether new activities are achieving your aim. There are always lessons to be learned from any activity, successful or not. It is important to record and understand these to avoid making the same mistakes again.


Using Checklists

The Action Committee of each Functional Committees members should keep simple records about their activities through checklists. People working with the Functional Committee should regularly complete checklists. It will provide information about a wide range of things, for example:

· Who is attending activities?

· What methods are used, such as group activities, drama, etc?

· Number of people attended the meting

· Other interesting observations about the meetings?

YES ACTIVITY REPORT FORMAT

	Member Name:


	Name of Activity:
	Area

	Date:


	Time:


	Venue:
	No. of participants:


	Male
	Female

	
	
	
	
	
	

	Topics Covered:



	Problems Encountered (if any):



	Comments and Recommendations:



	Reported prepared by:
	Countersigned by:

	Designation:
	Designation:

	Date:
	Date:


SECTION FOUR

Accessing Resources

We are our own best resource! Self help and support groups around the world rely most importantly on the skills, enthusiasm and hard work of members. However , we also rely on other resources (things which we use to achieve our aims). Resources can be:

Human (time and contributions from people in terms of their skills and knowledge)

Material (equipment, free food)

Financial.

Much can be done without resources. However, your Functional committee will probably need some external support and funds to carry out activities-even if this is small amount of money to cover small expenses for a regular meeting.

A good way for Functional Committee to begin fundraising is to organize local events and activities, such as:

· Street theatre, community festival

· Sports events, sponsored walks, lottery games

Business:

Local businesses can support your group with;

· Money, through grants, employee contributions, or donating a percentage of their profits to the group.

· `in kind’ support, for example, access to equipment or offering to post mail.

· Technical support and expertise.

Use personal contacts and relationships. Does someone in your family have business contacts?

Find out which local businesses are interested in supporting your group’s aims.

Be clear what you are requesting and present it in business language.

Find out what the business will expect in return? Can you meet these expectations?

Find out what other support the company could offer as well as, or instead of, money.

Know their motive and persuade them of the benefits of working with, or supporting, you.  Remember that businesses exist primarily to make money.

Business can reach many people that may be interested in your work.  Employees may want to join or support your functional committee.  Businesses have contacts in the wider community who you may want to reach in awareness raising activities. 

A word of caution-there are many reasons why a company may want to support your group. It may be concerned about the impact of HIV on its productivity, office morale and health costs. It may hope to create good relations with the local community.  A company may want to be associated with your group to promote its own commercial interests.  Before you contact local businesses, ask yourselves what the pros and cons of working with businesses will be.  Will you be seen as `selling out’?  be sure that group members and people who you work with do not feel that a company’s commercial interests conflict with your aims and objectives.

Subscriptions

You can ask people to become a `friend’ or supporter of your organization, for example by offering membership, a newsletter, reserved tickets for events, or other benefits, in return for a subscription fee. A subscriptions scheme can be an easy way of raising small amounts of money, but remember that you will have to provide the subscription benefits, collect the money, send out reminders, and keep an up-to-date list.  All of this may not be possible for small groups.

However, an important advantage is that it gets people involve din your group overtime.  Supporters can also contribute to your group inother ways, such as skills or links with the local businesses.

It is useful to have different subscription rates, for example, for HIV-positive, family and friends and others.

Good fundraising practice

For all fundraising, however small-scale, the following general principles are important.

· Collect good information and present it in a way that is easy to use. For example, one-page fact sheets, simple charts or leaflets are a good way to communicate facts and figures.

· Provide evidence of the value of your group for its members or benefits of its activities.  This is useful for both general publicity and for showing to potential donors or partner organizations.

· Show any cost-savings that you services or project can provide.

· Be proud of what you have done and ell people about it.  Publicize your activities and achievements.

Managing your money

Managing your finances is important, however small your group’s budget.  Serious problems can develop if you do not keep track of all your funds and expenses and it is not clear who is responsible for monitoring the money.

	S. No.
	Date
	Description of transaction
	Cash in
	Cash out
	Balance

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Dealing with cash

It is important to have some rules abut the small amounts of money, which are not kept in a bank account (petty cash).  These should be written down and everyone should know and understand the rules.  For example:

· Be clear about who is responsible for handling petty cash-ideally this should be the finance group.

· Have a sensible place to keep small amounts of cash.  This doesn’t have to be a lockable cash box but should be kept somewhere secure.

· Always get a receipt for anything that your group spends money on.

· If you can’t get a receipt, or have lost it, get a petty cash voucher signed.

· Keep receipts and petty cash vouchers in a secure file-a ring binder is ideal.

· Always give receipts to people who give your group money.

VOLUNTEER EXPENSES CLAIM FORM

	DATE
	DESCRIPTION
	AMOUNT

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Amount Claimed
	
	


Date of this claim__________________________

date of last claim___________________________

Signature of Volunteer______________________________________________________________________

Signed by finance group member______________________________________________________________

If you are paying out small amounts of cash on a regular basis, such as traveling expenses, you might want to use claim forms for writing down the amount of money requested, what for is clearly written, the date. These forms can then be signed by another group member (the person who is responsible for coordinating public speaking events.

Book-keeping kit

In order to manage money well, it is helpful to have the following to make the job easier:

· Account book-this is the book in which every transaction as recorded.

· Large, strong ring binder file to keep receipts.

· Ring binder file for important documents, such as letters, bank statements and finance reports.

· Glue and scrap paper for sticking small receipts onto.

· Receipt book, with carbon copes, to people who give money to your group.

· Petty cash claim forms.

· Somewhere safe to keep cash, for example a tin.

· Somewhere safe to keep financial records-a lockable cupboard probably the best place.

Fundraising for large amounts

If you are applying for larger amounts from a foundation or development agency, you may be required to submit a formal proposal. Before you submit a proposal, ensure that you meet the particular organizations qualifications for funding. Information on funding qualifications should be available from the organizations web site or publication material, along with important proposal specifications and submission details and deadlines.

Elements of the Proposal

· A brief description of the problem or need for the proposed project.

· A description of the project (  where it will be carried out, long term aims and objectives)

· The expected results or outcomes of the project, specifying who will benefit

· The planned length of time of the project

· How it will be monitored and evaluated

· The total funds needed for the project.

Hints for Proposals

· Be brief. A standard proposal should be no more than ten double spaced pages, plus a title page and a list of contents.

· Keep it simple. Avoid complicated words, slang or jargon. Explain any special terms, abbreviations and acronyms.

· Focus on one message. Explain the importance of what you propose to do.

· Talk about specific activities and concrete results. Avoid general statements other thn perhaps in describing the long term aims and philosophy of your group.

· Emphasis the impact that your project will have. Explain who will benefit and how.

· Emphasis your skills and knowledge. Show that your group and project is unique and explain why?

· Make your proposal attractive—it should be clear and easy to read.

· Be prepared for the funder to suggest changes to the proposed project design.

· Keep copies of the proposal and any correspondence.
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CHECKLIST


Expectations of working with a group


Why am I here?


What do I want to get out of this?


How am I going to participate?


What am I going to contribute?


How do I think I will feel and behave in this group (e.g. how comfortable, how serious)?


How important is the group to me?


What might prevent me from learning in this group (e.g. unresolved issues, tiredness, disinterest)?


How am I going to learn (e.g. by listening or by doing)?





Youth Employment Opportunities I would like to see in my community………………





CHECKLIST





Evaluations


Have you helped things to change?


Is the situation better than before?


By how much?


Have you accomplished your objectives?


How have your efforts changed the big picture?


If you have accomplished what you set out to do, did it go as you anticipated?


If you did not accomplish what you had intended, why not?


What made you re-plan your strategy?


What would you do differently another time?


Did you do even more than you expected?


What does this mean for any future plans?


What have you learned about the issues?


Are the people and organizations involved in your group happy with the results of their actions?


Are they happy with the process?


Are they satisfied with their participation in the process?
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