The Ministry of Education and Higher Education

The Tertiary Education Project

Quality Improvement Fund – QIF

Grant Application and Financial Procedures 
Project Cycle Management (PCM) & Proposal Writing Workshop
Best Eastern Hotel 6-8 August 2005

The Objectives include: 
1. Provide information to Tertiary Education Institutions (TEIs) on the procedures of project proposal submission to QIF. 
2. To give a clear picture on PCM & Proposal Writing as a life cycle of every project / programme submitted to the QIF.

3. To explore all elements of PCM & Proposal Writing.

4. Provide information to TEIs on budgeting, financial management, and reporting.
--------------------------------------------------------------------------------------------------------------
The workshop Schedule:

--------------------------------------------------------------------------------------------------------------
First Day - 6 AUGUST 2005
9:00 – 9:30                      Registration

Session I (Ihab Barakat)
9:30- 10:45                     Opening Session 
                                        - Eligibility criteria.

                                        - Application Procedures.
10:45 – 11:00                 Coffee Break
Session II   (Sandra Rasheed)                                     

Project Planning and Design using LFA as a tool 

11:00-11:15                 —Introduction of participants (Name, ,position, College or University, grant writing experience)

11:15-11:30                 —Introduction to elements of a proposal.  Exercise: What are the components in a proposal.  This is a participatory activity.  (Handout will be given)

11:30-12:15                 —Introduction to LFA.  What is the Logical Framework Approach, What is a logframe, what is the difference.  Strengths and weaknesses of Logframe, Stakeholder Analysis, Needs Assessment, Capacity Assessment (PowerPoint presentation, handouts)

12:15-13:00                    —Beginning the analysis phase—Problem Trees.  Introduction to Problem Tree.  Group Work.  In groups of six to seven, groups will identify a problem, and conduct a problem tree for it.  Finished products will be placed around the room, and then discussed briefly after lunch.  Due to size and time constraints, only two groups will report out. 
13:00- 14:00                  — Lunch
Session III (Sandra Rasheed)                                     
14:00 – 14:10                — Energizer—Symbol and name

14:10 - 14:45                —Objective Tree:  Introduction to objective trees.  Groups will take problem trees and turn them to objective tree.  Two groups will report out.

14:45 - 15:00—One objective tree will be chosen as a sample to complete the rest of the day.  In threes, participants will think of activities that will make the objectives achievable.  
15:15 - 16:00                — What now?  Beginning the research process, risk analysis, indicators, sources of verification, and working on the Logframe.  Different Groups will begin working on developing the logframe.  

------------------------------------------------------------------------------------------------------------      

Second Day 7 August 2005
Session I (Sandra Rasheed)                                     
Energizer:  Alphabet circle

9:10-9:15                   —Review of yesterdays work.  

9:15-9:30                   — What are indicators, sources of verifications, and definitions of risk.  

9:30-10:00                 — Back in groups to complete logframes.  

10:00-10:30--Action planning.  What are the components ?What are milestones? Filling out the form realistically.  Groups will work together to fill out the action plan (implementation Plan) using the activities section of the logframe

10:30-10:45               — Coffee Break
Session II (Sandra Rasheed)                                     
10:45-11:00              —Sustainability.  What is sustainability and how to ensure it in the program design (handout)  

11:15-11:45              —Monitoring and Evaluation.  PowerPoint presentation.  What is M&E.  How to incorporate M&E into program implementation, incorporating QIF’s needs into the M&E plan.

11:45-12:30               — Group exercise:  Developing the M&E plan for the program.  Groups will work together to formulate an M&E plan.  This will include monitoring of indicators on the output and activities level

12:30-12:45               —Reporting.  Continuation of PowerPoint presentation.  Reporting.  Why do it, who does it, what format to use, how to make use of tools already developed for program.  

12:45-13:00                — Pulling it all together.  Filling out the QIF form for application.  Review of the format.  

13:00 - 14:00              —Lunch
Session III (Sandra Rasheed)                                     
14:00-14:05                —Energizer—Who is the leader?

14:05-16:00                — Pulling it all together.  Filling out the information in all parts of a proposal. Review of the format.  

-----------------------------------------------------------------------------------------------------------
Third Day 8 August 2005
Session I 

9:00 – 10:45              QIF budgeting, Financial management and reporting    

                                   (Mahmoud Musleh)
10:45 – 11:00            Coffee Break

Session II 

11:00– 13:00              Continue QIF budgeting, Financial management and reporting    

                                    (Mahmoud Musleh)
13:00 – 14:00              Lunch Break 

Session III

14:00 – 16:00              QIF Board – Open discussion and questions.

------------------------------------------------------------------------------------------------------------------
Target Group: Tertiary Education Institutions (TEIs) – representatives of the Quality Units, Quality Office, or process. In addition to a  financial officer.
