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A Glimpse of the NO-Manual

The following Table provides a summary of the activities given in the main text of the manual. The inhabitants of the multi-apartment buildings or the houses along a street in a municipality may use in their day-to-day activities if they decide to get organized to carry out community projects for a purpose to improve their living condition based on the principles of sustainable development and participatory governance.
	SN
	Main Stages
	Main Activities

	1
	Establishing Neighbourhood Organisation
	· Determine common problem

· Collect problems and basic information

· Analyse the information
· Rank the problems 

· Discuss with 80% or more of apartments/house owners and decide on getting organised

· Create organisation

· Carefully examine the legal provisions on creation of inhabitants’ organisation
· Choose a legal form of organisation through general meeting

· Prepare statute and get it approved by the general members

· Select genuine leadership and form executive committee 

· Register the statute (organisation) with appropriate state body
· Decide about commitment fee/organisation sustenance fee to be paid by the dwellers
· In case there exists a suitable organisation then get it grafted by the MSU


	2
	Capacity Building and Institutional Development 
	· Receive training from MSU on various aspect of organisation management;

· Secure required equipment and logistics

· Set up financial system

· Decide through general meeting about opening account the executive who will operate the account

· Open bank account

· Establish book keeping/accounting system

· Set up office premises
· Establish an information management system 

· Create special purpose funds, such as

· organisation development fund

· neighbourhood development fund (NDF)

· operation and maintenance fund
· Network with similar organisations in the micro-rayon or in the municipality 



	3
	Attain Organizational maturity


	· Carry out activities to gain experience and practice on the elements of good governance 

· Undertake at least one activity aimed at improving the living conditions

· Achieve indicators of maturity

· Report to MSU about the experience gained



	4
	Undertaking Participatory 

Planning


	· Identify local needs

· Participate in planning workshop at micro-rayon level 

· Prioritise local needs

· Submit the priorities to the MSU/municipality for consideration

· Participate in public hearing  in order to lobby for the approval of the priorities 



	5
	Implementation of projects


	· Obtaining Pre-requisite Information and Awareness 

· Obtaining Technical Capacity 

· Form functional group
· Develop cost estimate for the project

· Prepare project proposal

· Submit proposal to MSU

· Submit the proposal to MSU
· Assist MSU and Programme officials in getting the proposal appraised
· Ensure that municipal share of the resource is transferred to UNDP upon approval of the proposal by UNDP;

· Sign Agreement with UNDP/MGSDP 

· Mobilise resources from the members and others (public private body) as mentioned in the proposal;

· Establish a proper resource management system

· Receive first tranche from UNDP to initiate implementation

· Issue contract to private company selected by competition, under established rules and regulation of UNDP
· Procure preliminary materials (if needed)

· Initiate implementation

· Monitor the work of the contractor and assist quality supervision committee to monitor the implementation

· Submit report on work performance and resource utilisation (first tranche)

· Receive 2nd tranch and continue implementation of the project

· Submit report on work performance and resource utilisation (2nd tranche) 

· Receive 3rd tranch and complete implementation of the project

· Submit final report on work performance and resource utilisation


	6
	Post Project Completion Activities

	· Carry out public audit and send a copy to the donors
· Ensure donors’ visibility

· Handover the project output to appropriate agency (if necessary)

· Obtain permission for use and maintenance right from concerned agency (if necessary)

· Carry out documentation, publication and dissemination

· Carry out Participatory Assessment and send report to MSU and UNDP/MGSDP
· Carry out operation and maintenance system and inform MSU and UNDP/MGSDP
· Build linkage with other development agencies
· Host visits and serve as training ground
· Assist MSU and MGSDP in Evaluation

 

	7
	Ensuring a Better Future
	· Carry out cycles of projects for better living condition
· Ensure sustainability of the organisation



I.
BACKGROUND


People everywhere in the world aim for a quality living defined in terms of availability of quality housing, quality communal services, clean environment etc. There are many problems facing people individually or in group. These problems hamper their quality of life. These problems ought to be resolved if a quality life is aimed for. However, very often than not,  a person waits until somebody will solve his/her problems to make his/her life better – may it be municipal authorities, government officials, charity organizations, NGOs or others. It is often heard, “Why should I do this if it’s the responsibility of government or municipality?” and it is also true that such a person keeps complaining and waiting for years for ‘some one’ to come and solve the problems. 

The experience around the world including Europe and Ukraine indicate that the people do not need to wait to resolve their local problems. They have to just try out themselves. In today’s world, donor agencies, government sectors, municipalities and non-government sectors recognize the fact that no single individual/agency will be able to tackle all the local problems. Therefore, they look for suitable partner(s) to join hands and solve local problems. It is well known that people are the best partners at local level. In case people come forward with willingness to help themselves, these agencies from public and private sectors also become interested to support them.  Such support is available through forging partnership with them. Partnership is founded on mutual trust and capacity of the people to help themselves in solving local problems. Often, people lack capacity or are unable to demonstrate their capacity to be trustworthy development partner. Therefore, they require capacity building support from outside.

It is in this very context, the Municipal Governance and Sustainable Development Programme (MGSDP) of UNDP/Ukraine is functioning in Ukrainian cities since 2004. This Programme supports in building capacity of the inhabitants to help themselves. It works in partnership with the city councils. To materialise the vision of the Programme, the City Council establishes a Municipal Support Unit (MSU). The personnel of this Unit assist the inhabitants in becoming capable to forge partnership with the municipality, other local/regional/national agencies from public and private sectors and international development agencies. Such partnership and cooperation enables the inhabitants to resolve their common problems – may it be of social, economic or environmental nature. 

What must be done?
Problems cannot be solved when each owner of apartment/house in the multi-apartment buildings or along streets tries on his/her own. But when all such owners make a concerted effort together, even the most difficult task becomes easy and feasible. Based on the experience around the world and, especially in some parts of Ukraine and Europe, inhabitants of the multi-apartment buildings and private house owners along the streets must –

· Get organized and create an organization: because an organization provides opportunity for forging development partnership and pooling resources to resolve problems;
· Identify genuine leadership/cadres/activists: because it is only these cadres, and not outsiders, that are able to unleash the potential and willingness of the people to help themselves;
· Generate capital: which is essential to meet management cost of the organization;
· Identify local needs: that people are willing to undertake to make their life better;
· Assess the feasibility: of identified needs;
· Arrange and secure required resources: (from various sources) for undertaking the needs, and ensure effective use of these resources;
· Monitor, lobby and establish linkages: with various development agencies to keep resolving local problems one after another.
How to do?
There is definite process that the inhabitants of the multi-apartment buildings or along the streets must follow, in a step-by-step manner, to meet all the above-mentioned conditions by themselves. Often, the inhabitants are not very aware about the process. Following sections of this manual describe step-by-step the process that they should follow for resolving local problems to improve their living conditions.

Staffs of the MSU are available to provide necessary assistance and information to the inhabitants in using these methods to resolve their problems. People should keep in close touch with them to get clarifications and assistance at any stage.   

Who should start?
Often, the MSU-officials contact the inhabitants and assist them in identifying active persons (initiative group) from the multi-apartment building/street. These active persons (initiative group) could be assigned to start the process. Nonetheless, one or more active persons from a multi-apartment building/street may consult this manual and initiate the process on their own.

II. 
ESTABLISHMENT OF NEIGHBOURHOOD ORGANIZATION 
2.1 Determination of Common Problem 
In order to combine efforts, people need certain motivation. Such motivation can arise if people have realized and expressly determined their common problem and come to consensus in relation to the method of its solution by joint efforts. Determining a common problem requires three steps:

a. Collection of problems and basic information

b. Analysis of problems

c. Ranking of problems 
a. Collecting problems and basic information
Often people are not willing to share their problems to outsider unless they trust on the information seeker and see some light of hope. Therefore, first task is to build rapport with them. Since the members of the initiative group are from within the same community, people know them. Rapport building becomes easier if these members have excellent track record. 

Problems from each apartment can be collected in many ways depending upon the local specific situation. In general following steps may be followed:

i) Notifying for a visit - Notify each apartment owners about the commenced initiative and meeting/visit time through a short information message into every mailbox or displaying the information message (in form of announcement) on entrance door(s) or other visible place(s) ensuring possibility for all inhabitants to see it.    
Mark in the message (announcement), that the purpose of your visit will be to find out about  opinion of inhabitants in relation to the presence of local problems. Express  a confidence, that having combined effort  will enable people to jointly solve any complex problems, express your gratitude for their understanding,  participation and help. Such information will allow people to preliminary determine which problems do they have and to form their own opinion and attitude  towards the problem, and, maybe, about the ways of its solution. This approach is instrumental in strengthening people’s motivation.
Making the visit – According to the set schedule, visit every apartment and talk to the inhabitants. Explain to them once again the aim of your visit and purpose of questioning. Behave politely, friendly and accept  the point of view of the inhabitants with understanding. Find out, what are, in their point of view, the most significant problems and what do inhabitants think about possibilities and methods of their solution.
The primary purpose of questioning is to obtain information about existent problems and attitude of the inhabitants towards their solution. In addition, it is important to collect some statistical/demographic information about the inhabitants. Such information is necessary for making correct estimate regarding magnitude of the problem, results to be obtained and decisions to be made.

If the inhabitants do not mind, seek following information through a questionnaire (a sample given in Annex – I) including:

· Apartment Number

· Contact person

· Contact telephone number (s)

· General area of apartment (Information about the area of apartment is given in every receipt for housing and communal services)
· Property category (private  or communal)
· Number of persons living in the apartment - men, women and children
· Person(s), if any, with special needs or belonging to special category

· Occupation of the person(s) living in the apartment

· Problems (social, economic or environmental) faced and suggested solution(s)

b) Analysing the Problems
Utilise the information received (as mentioned in Annex – I) from the inhabitants to make a simple analysis as given in Table – I below. This simple analysis will allow you to list down the problems in order of necessity perceived by the dwellers. This analysis also allows to define the ways these problems could be solved.
Table – I: Need Identification
Address where the questionnaire was held: _________________________________________ 

	Total number of apartments in the building /houses in the street: 

№
	Determined problems
	Apartment or house Nos. which answered the question
	Total number of apartments/households that identified this problem
	% of participation by apartments/households
	Proposed ways of problems solution
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c) Ranking of Problems
At an appropriate time, call meeting of the general dwellers, ensuring participation of 80% or more of the apartments/houses on the territory. Invite the representatives of Municipal Support Unit (MSU) to take part in the meeting as they will provide useful information on problem ranking and will share experience of other communities in the area.
Present the result of the analysis and seek opinion of the participants on the analysis and invite them to identify genuine problems (i.e. real need) that require immediate attention of the dwellers or to forego those problems which emerge as ‘wants’ and could be addressed by outsiders at some point of time in future.

	Box – I: Need and Want
In a small town, problem of unemployment was serious. The city council asked dwellers in a micro-rayon to discuss on the agenda. Various options were identified to create employment in the city. Two of them were: (a) initiating self-employment by facilitating petty shop creation, (b) attracting a huge investment from outside. Here, first option could be considered as ‘need’ whereas the second one could be considered as ‘want’

In another case, the inhabitants of an association of co-owners of multi-apartment building brought two problems – building a theatre and making gas supply in the houses. Here again, the ‘gas supply’ is a real need while ‘theatre’ is a want.

  


Expectedly, some of the problems will be dropped out from the list upon full consensus. Reaching full consensus about dropping or ranking of the problems may not be easy. Hot debate may arise among the dwellers. Organisers of the meeting must remember that they are there to facilitate the process of decision-making and not to impose their own idea or subjective judgment to reach agreement abruptly or by command. To avoid any imposition, the dwellers must be asked to respond on the scientific methodology as given in Table – II and the end result will automatically drive to ranking of the problems. 
Table – II: Prioritisation of Local Needs
	List of identified projects
	Intensity

of need
	Productivity
	Equity
	Sustainability
	Ownership
	Total

score
	Rank

	
	
	Increase in income or decrease in family expenses
	Basic need fulfilment
	Gender balance
	% of the apartments or houses will benefit
	Do-ability
	Will the beneficiaries   operate and maintain the project
	Dweller’s participation in the cost of the project
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Weightage for scoring: 5 for the highest importance – to – 1 for the lowest importance while the middle importance could be weighted between ‘4 and 2’ score depending upon the case. Specifics are given below:
· Column 1: List derived from Table – I

· Column 2: Score 5 if the severity of the problem is very high to score 1 if there is no urgency to resolve the problem;

· Column 3: Score 5 if the solution of the problem significantly adds income to/reduces living cost of the beneficiary families to score 1 if such   contribution is of little significance;

· Column 4: Score 5 for the basic need such as drinking water, hot water supply, gas supply, electricity supply, sewerage (as defined in Ukrainian context) to score 1, if the need is non-basic need;

· Column 5: Score 5 if the need is fully for meeting the needs of the women (e.g. maternity) to score 1 if need will serve only men;

· Column 6: Score 5 if 100% of the dwellers will benefit upon solution of the problem to score 1 if less than 80% of the apartment/ house owners will benefit;

· Column 7: Score 5 if the problem can be solved fully by the dwellers to score 1 if it must be solved fully by outsiders;

· Column 8: Score 5 if the beneficiary dwellers operate/maintain the system (upon solving the problem) by themselves to score 1 if the system will be maintained by outsider (e.g. city council or state body) under minor cooperation from them;

· Column 9: Score 5 if the beneficiary apartments/houses will contribute 25% or more of the cost (including both cash and non-cash costs) to score 1 if they contribute less than 5% of the total costs;

	It should be noted that for a small and homogenous (like minded) locality such a lengthy process (as mentioned above) may not be needed and total process may be accomplished in one meeting. Whereas for heterogenous and large number of dwellers several meetings may be required to reach consensus.




2.2 Decide on Forming Organisation
With help of MSU-official and above ranking of problems, continue dialogue with the dwellers to seek their opinion on –

· How these problems could be solved?

· Who should solve them?

A sharp debate may be expected before any conclusion could be reached. In case the conclusion is that the inhabitants should try themselves before expecting help from outside then there appears a room for partnership among the inhabitants. This partnership will be for solving local problems on self-help basis. For forging partnership, the inhabitants must be willing to –

· Believe in the concept of collective action, self-help and mutual cooperation of every apartment/house owner in reaching the result;

· Meet regularly to discuss on local development issues and seek possible solutions

· Join other inhabitants in planning for development of the neighbourhood;

· Join other inhabitants in undertaking activities for improving the state of the multi-apartment building/houses along the street and its surrounding area;

· Join other inhabitants in monitoring of the development activities related with the improving the living condition;

· Avoid personal agenda or any social/religious/political agenda that will cause a conflict among them;

· Select genuine leadership from among the inhabitants to facilitate solution of the problems identified and prioritised by them;

· Contribute cash/kind on regular basis to sustain the cooperation and resolve the problems.

	Box – II: Genuine Leadership
A person satisfying following criteria could be considered as a genuine leadership/activist:

· Having high regards and affinity for social service;

· Not active politically and unbiased from the perspective of religious and cultural differences;

· Capable of giving development leadership to the people living in the multi-apartment buildings or in private houses along the street;

· Able to spare time for social service;

· Acceptable by the 80% or more apartments/houses in the multi-apartment building or the street



Affirmative response from 80% or more of the apartment/household representatives on above could be considered as a clear indication that they are willing to make decision in favour of forming an organization at the level of multi-apartment building or along the street. 
2.3 Creation of Organization

Creating organisation is a right of citizens under ‘freedom of associations’ as given by the ‘Declaration on Human Rights’ and regulated by the Constitution and legislation of Ukraine. Thus, inhabitants can get organised in organization for fulfillment and protection of their legal social, economic, age-specific, national, cultural, sporting and other common interests.

	Box - III: A Community Organisation
In generic sense, an organisation created by the citizens of a local community (defined by a small territory like a village, a multi-apartment building, a street that faces common living situation) to address their common needs is considered as a community organisation (CO) or a community-based organisation (CBO). In urban context, the local community is often called a ‘neighbourhood’ and hence their community organisation is termed as ‘neighbourhood organisation’ or NO. Thus CO, CBO, NO are the same thing spelled differently. In legal term a CO, CBO and NO can take different name as defined by the law of the country. 

For common identification of different types of organizations of the citizens in Ukrainian cities, UNDP/MGSDP uses the term ‘NO’. Thus, NO represents such organisations as association of co-owners of multi-apartment building, housing committee, bodies of self-organisation of population etc. that are truly community based.


Depending on purpose for which an organization can be created and the functions it can perform, the owners of the multi-apartment building in Ukraine can create and register one of the following forms of organisation:

· Association of Co-owners of Multi-apartment Building (ACMB);

· Housing Committee as a Body of Self-organisation of the Population (HC);

· Non-Governmental Organization (NGO).

On the other hand, inhabitants of the buildings, situated on the same street or in one micro-rayon can create:

· Street Committees or Micro-Rayon Committee as Body of Self-Organisation of the Population (BSP);

· Association of ACMBs;
· Non-Governmental Organization (NGO).

What about a Cooperative Form? Should we also mention about it? 
Specific details on above forms of organisation are given hereunder. Some considerations while developing statute for creation and registration of a NO is given in Annex - II.

1) Association of Co-owners of Multi-Apartment Building (ACMB)
The procedure of creation, registration and the activity of Association of Co-owners of Multi Apartment Building (ACMB) is regulated by the Law of Ukraine on “Association of Co-owners of Multi Apartment Building” (№ 2866-ІІІ from 29.11.2001). Details on ACMB can be found in the website www. ….

In general, an ACMB -
· can be created by inhabitants who have privatized or bought an apartment of inhabited premises (and thus have become the owners) in the building of any property category;

· is created to ensure and protect the rights of its members and following their duties of proper maintenance and use of inseparable property, ensuring timely incoming of money for paying all dues which are stipulated by the legislation and the statute documents;
· is a legal entity, has its seal and other necessary properties, and also accounts in banks
· can perform economical activity for ensuring income to meet its own needs or carry out such activities through signing of agreements with natural persons and legal entities;

· is a non-profit organization and has no interest in receiving profit for distribution among its members.
Registration Procedure
The owners of the apartments/houses can declare and register an ACMB based on the typical statute of ACMB approved by the decree № 141 from 27.08.2003 of the State Committee on Housing and Communal Services of Ukraine (a sample is given in Annex - III). In general, following steps need to be followed:

· ..

· ..

· ..

· ..

· ..

· ..

· ..

· ..

Post-registration Functions
After the registration and getting the status of legal entity the Association of Co-owners of Multi Apartment Building can:

· take onto the books housing complex or its part;

· leave the previous owner as a holder of the books of all housing complex or its part according to the agreement with him/her;

· sign an agreement with any legal entity which stipulates the possibility of such kind of activity and assignation onto its books of all housing complex or its part;

· obtain ownership or possession of house surrounding area;

· determine the amount of service fees,  commitment fees and maintenance/reserve funds dues to the members of association and collect and use such money for the stipulated purpose;

· assign the contractor, sign agreements on management, operation and maintenance of the property with any natural person or legal entity in accordance with the statute and legislation;

· make decisions about the costs and  intake of money of the Association (not clear???);

· determine the order of operation and maintenance of the common and inseparable property in accordance with the statute; 

· in case board of directors of the association singly performs the duties of the manager it can also perform as a collective customer (subscriber) of such services in accordance with the agreement with the supplier of communal services;

· protect the rights and represent legal interests of the owners in bodies of state authority,  bodies of  local self-government, enterprises, organizations and institutions irrespective of property category.
2) Bodies of Self-organization of Population (housing/street committees, micro rayon committee).
Creation and registration of such bodies is regulated by the Law of Ukraine “On Bodies of Self-organization of Population” (№ 2625-ІІІ from 11.07.2001). Details on BSP can be found in the website www….. According
 to this law –

· The Body of Self-organization of Population (BSP) can be created by the inhabitants of any multi apartment building, several buildings which are situated on the same street or in one micro rayon to settle the tasks which are foreseen by this law;

· The body of self-organisation of population is elected on the term of plenary powers of the proper council, if other is not foreseen by the decision of the council or by provision about the body of self-organisation of population;
· Councils of the settlement, village, town, and rayon in town (in the case of  its creation)  transfer money, material, technical and  other  resources to the body of self-organisation of population, as necessary for realization of the noted plenary powers and carry out implementation control;
According to the article 14 of the Law, the Body of Self-organization of Population, on the territory of its activity, can be empowered to:

a. Represent,  jointly with deputies, the interests of the inhabitants of the house, street, micro rayon, settlement, village, town in corresponding local council and its bodies, local bodies of executive power;
b. Promote adherence to the Constitution and the Law of Ukraine, realization of the Acts of the President of  Ukraine,  bodies of executive power, decisions of local councils and their executive bodies,  decrees of the head of settlement, village, town and head of the rayon administration in the city (in case of its creation), decisions made by local referendum;
c. Introduce, in accordance with established procedure, project proposals on socio-economic and cultural development of corresponding administrative and territorial units and local budget statement;
d. Organize, on voluntary basis, the participation of the population in the activities of preservation of the environment, delivery of works on equipping with modern services and utilities, planting of greenery and maintenance of households, yards, streets, parks, squares, cemeteries, communal graves, equipment of games and sports grounds, centers of child’s creative work, interest clubs, etc. With this aim, can be created permanent or temporary teams and there can be used other forms of inhabitants’ involvement;
e. Organize, on voluntary basis, the participation of the population in the activities of protection of cultural and historical heritage,  liquidation of the results of natural disaster,  building  and repair of roads, pavements, communal networks, object of communal use, in accordance with the legislation and  in the set order for conducting of such works;

f. Carry out quality  control of communal services,  provided to the inhabitants which live in inhabited houses on the territory of the activity of the body of self-organization of population, and  the quality control of repair works in the above stated dwellings;

g. Provide support to educational establishments; establishments and organizations of culture, physical culture and sport in conducting of cultural and educational, sporting, health and educational work among the population;  development of arts,  physical culture and sports;  promote the preservation of the cultural heritage, traditions of folk culture,  preservation of the cultural and historical monuments, introduction of new ceremonies in the everyday life;

h. Organize support to the elderly, disabled persons, families of soldiers, fallen in battle, partisans and military men,  low income families and families having many children,  and,  also to lonely persons, orphans and children having no paternal care. Make proposals in relation to these issues in bodies of local self-government;

i. Provide necessary support to the bodies of fire supervision in carrying out the activities related to fire-prevention, organization  of educational activities for the inhabitants on  fire safety, participate in public monitoring of following the conditions of fire safety;

j. Assist, in a accordance with a legislation, law machinery in providing public order;

k. Examine the appeal of inhabitants, conduct the reception of inhabitants;

l. Register inhabitants, who live within the limits of territory of activity  of the body of self-organisation, according to the age, working place or the place of studies lation;

m. Assist deputies of the proper local councils in organization of their meetings with electors,  reception  of inhabitants  and  conducting  of other work in electoral districts;

n. Inform inhabitants about activity of the body of self-organisation of population,   organize  the discussion  of projects of its decisions on major questions.

Registration Procedure
The owners of the apartments/houses can declare formation of BSP and register it based on the typical statute approved by the decree № ………. from ……… of the State Committee on Housing and Communal Services of Ukraine (a provision on “Bodies of Self-Organisation of Population” is given in Annex - IV). In general, following steps need to be followed:

· ..

· ..

· ..

· ..

· ..

· ..

· ..

	Box - IV: Can Housing Committee Perform the Same Functions as BSP?

The Law on “Bodies of Self-Organisation of Population” does not forbid a housing committee to introduce the system of collection of payments  for housing and communal services on the account  of housing committee; becoming the collective subscriber (collective customer) of housing and communal services; pay for received services, and also to carry out quality control of quality and  quantity of services, which are provided on the basis of agreements, signed with the housing committee, ZHEO or other performer of services, as legal entity with the legal entity.
Thus, it is even possible to say  that a housing committee, as the body of self-organisation of population (BSP), executes one of the basic tasks determined in the article 3  of the Law, namely: “satisfaction of social,  cultural,  domestic  and  other needs of inhabitants through the assistance in granting of the proper services”, and also own plenary powers as marked in the Item 6 of the article 14  of the Law, namely: ”to carry  out quality control of services provided to the inhabitants  which live  in  the inhabited  houses  on  territory  of  the activity of  the body of self-organisation of population, housing and communal services and the quality control of repair work".

In practice, however, it is considerably more difficult for the housing committee, than for the association of co-owners, to perform the functions related with maintenance of house (including premises and technical elements) and therefore, option of BSP should be avoided as far as possible. Followings actions are strongly recommended to make it happen:

· The general meeting of  the inhabitants should make a decision to authorize housing committee to collect payment for housing and communal services, sign agreements with the performers of services, control quality and amount of  provided services and pay for the actually received services;

· Bring in and register changes to statute about a housing committee (BSP), specifying these types of activity and clear rules of their realization;

· Bring in and register changes to Statute about a housing committee (BSP), specifying that a term on which the housing committee  was  elected is not limited to the term of plenary powers of the council which granted permission to create such a housing committee;

· Hire an accountant;

· Get status of non-profitable organization (as a rule a tax administration gives a code 0011);

· Open a bank account;

· Sign an agreement  with all owners of  the apartments of  the house, stating that he/she is obligated and will pay monthly for housing and communal services, and also pay due necessary for operation and maintenance of the house;

· Introduce the system, which would be comfortable for the inhabitants of house, of payment collection for housing and commual services, operation and maintainance of the house;

· Accept a house or its part in an operative management;

· Define the providers of housing and communal services and sign agreements with them;
· Introduce an effective mechanism of quality and quantity control of the services which are provided in accordance with the signed agreements;


3. Public Organization (NGO)
Creation, registration and activity of public organizations (NGO) is regulated by the Law of Ukraine “On the Association of Inhabitants” (№ 2460-ХІІ from 16.061992). Details on this subject can be found on the website www
….
In this case, NGO is  a voluntarily  public  body, created on the basis of  unity  of interests  for  common realization of the rights and freedoms of the inhabitants (14  years or older) for fulfillment and protection  of their legal  social,  economic, creative,  age-specific,  national and cultural,  sporting  and  other common interests.

It is created and operated on the basis of volunteerism (i.e. nobody can be compelled to join this body), equality of its members (participants), self-governance, legality and publicity.  They  are free in the choice of directions of their activity. All the basic questions of the activity of NGO must be settled on  the meeting  of all of members or representatives of  organisation members. 
Registration Procedure
The owners of the apartments/houses can declare formation of NGO and register it based on the typical statute approved by the decree № ………. from ……… ‘On the Association of Inhabitants”. In general, following steps need to be followed:

· ..

· ..

· ..

· ..

· ..

· ..

For  realization  of their objectives,  registered NGOs may use a right to:
· act as the participant of civil relations, to acquire  property and non-property rights;

· present  and protect own legal interests and legal interests of the members (participants) in state and public bodies;

· take part in political activity, conduct public events (meetings, political mass meetings, demonstrations, etc);

· support ideologically, organizationally and materially other NGOs, assist in their creation; create establishments and organizations;

· receive information, necessary for realization of the aims and tasks,  from public authorities and bodies of local self-government;

· make proposals to the bodies of state authority and management;

· distribute information and popularize  its  ideas and aims;

· form mass media;
· establish enterprises, necessary for implementation of the aims of its statute;
· own  financial resources and other property, necessiary for realization of its statute activity.
The option of ‘NGO’ form is not as conducive as the ACMB and hence should be avoided as far as possible.
What to do if the apartments of multi-apartment buildings and houses along the street are already organsied?
If the inhabitants of apartments in a multi-apartment building/houses along a street have already created  their own organization, then there is no need to create other similar organization, on conditions that  existing organisation meets the requirements (as marked in sections 2.3 ). However, the existing organisation must get grafted, with help of the officials of MSU, to suit the requirement of the Programme. Grafting requires that the existing organisation must introduce changes, if necessary, in its structure, statute, operation and management as per the spirit of this guideline. A note on grafting is given in Annex - V. 
III.
CAPACITY BUILDING AND INSTITUTIONAL DEVELOPMENT 

3. 1 Capacity Building

The success of the organisation largely depends on (a) capacity of its executive body to manage the organisation and its activities (b) knowledge and understanding of its general members about the principles of sustainable development and good governance. Therefore, the organisation should look for information or training to build capacity of its executives and general members. The MSU officials can assist them in obtaining necessary skills and knowledge. It is done by providing training to executive members of general members as necessary, on: –

· Community – Its characteristics and its position in the existing law of Ukraine, community in the urban context
· Organizational management – Organizational vision, rights and duties of officials, procedure of holding meetings, writing minutes, legal provisions (revising statute, re-registration process and post registration formalities);

· Financial management: accounting, reporting, opening account, book keeping, audit, taxation etc.;

· Governance, good governance and local governance;

· Human Rights and human right-based development

· Sustainable development, Millennium Development Goals and their relevance in Ukrainian context;

· Development of leadership skills; value of shared leadership
· Gender and development 

· Methods of effective communication and conflict management;

· Planning – strategic planning and participatory planning

· Participatory monitoring and participatory assessment

Besides training, the organisation should acquire equipment (e.g. computer, calculator) and logistics (registers, files, folders etc.) to be able to function.

3.2 Institutional Development

From the moment of its registration, the organization becomes a legal entity. It can have status of non-profitable organisation, have its own seal, bank accounts and own property (or accept it in an operative management). It can sign agreements with other legal entities and natural persons; appear as plaintiff or defendant in a court.

To be sound in effective functioning, the organisation must go through a process of institutional development described as follows:

3.2.1 Setting up financial System
The registered NO (ACMB, BSP, AO, NGO etc.) must establish a financial system to account all financial operations, it will carry out, through appropriate account and book keeping in accordance with the standards prescribed by the current legislation of Ukraine for the particular legal form of the NO (ACMB, BSP, AO, NGO etc.).  As required, the NO must hire service of a professional accountant for this purpose. At the same time, for the internal use, records of financial transactions carried out by the organization may be maintained in a way that is comfortable for understanding and verification by organization members, who are not competent in professional business accounting system and standard record-keeping. A sample of such simplified accounting system is given in Annex - VI. 

NO must open a bank account in the name of the organisation. This account must be operated by the executive officials as mentioned in the statue or as decided through the general meeting of the organisation.

3.2.2 Information management system

One of duties of  the executive body of organization  is to inform inhabitants about activity of the organization. This duty must be determined in the statute (provision) of the organization and practiced accordingly. Some simple and effective methods of informing inhabitants are as follows:

· Information board: Regularly place proper leaflets, reports and other information materials on the information board. It could include decision of general meeting; activities and initiatives of the organization as well as that of other leading organisations in the city; events in the house, micro rayon and city; decision of the city council that could have certain  influence on living  conditions of  the inhabitants of the house (street);
Information board should have a corner fixed for NO-profile based on Annex – VII and baseline information on membership, major provisions/decisions etc.

· General meeting: General meeting of the organisation could be held frequently with ‘activity report’ as one of the basic agenda;

· Bulletin: Regular bulletin, covering activities of the organisation, could be published and circulated among each member of the organisation;

· Focal person: A focal person, out of executive body, may be deputed for information dissemination purpose. This person may be contracted by inhabitants for updated information on activities of the organisation

· Stakeholders Corner: An information board may be fixed to accommodate complaints, opinions and suggestions of the inhabitants.

· Suggestion Box: Small suggestion box may be fixed at appropriate place to get feedbacks of the inhabitants.
It is important to preserve hard copies of information (notices), leaflets and reports since it will serve as the diary of organization. Similarly, it is expedient to keep complaints, gratitudes, opinions and suggestions received from inhabitants. If possible, copies of these documents should be scanned and saved in electronic version.    

3.2.3 Organization of office 

The NO-members must find an office space for the organisation. At the outset, the organisation may not have enough income to go for a smart office. Even in a small office it is possible to hold a board meeting; receive inhabitants/visitors; prepare and keep informational materials and documents of the organization; keep office equipments and logistics. Thus, places like technical basement, technical floor, premises for keeping baby carriages, part of the entrance, and other suitable premises in the building could be considered as possible office space. But it is obligatory to follow health norms in the building, fire prevention requirements etc. and get agreement of the inhabitants of the house (and, if needed, with the corresponding agencies) before use of such spaces as an office.

If there is no possibility in the building to create even a little office, it is necessary to define how excactly and where documents and property of the organisation will be placed with safety.

3.2.4 Creation of special purpose funds

Depending on the problems facing the inhabitants  and direction of activities required to resolve such problems, the organization can create special purpose funds for overall development of the neighbourhood. For the accumulation of financial resources, it is possible to open separate accounts in banks and sign with them deposit agreements. In order to protect financial resources of the special purpose fund from inflation, they are kept in a bank account on a deposit agreement for 3, 6 or 12 months with a right for extension of deposit period.
An example of special purpose fund can be a ‘organisation development fund’. Receipt of money to such fund is carried out through membership, voluntary  dues, profit got from leasing of common property,  interests from bank deposits etc. Financial resources of  this fund are directed to development of organization, in particular, for opening of office, buying of office equipment and materials, furniture, training of personnel, informational materials, payment of membership dues for participating in the association, etc.
Another example of such a special fund may be ‘neighbourhood development fund’ created from the periodical contribution of the members; money receipt under a contractual arrangement from national/international donors, local government; budgetary resource from city council and other public organisations; contribution from private sector etc. Financial resources of  this fund are directed to development of better living condition for the inhabitants – through repair/reconstruction or replacement of technical elements of the building and premises around it.
Still another example of a special purpose fund of organization can be ’operation and maintenance fund’ which must be created by every organisation without fail. Establishing of such fund may be easier under some form of organisation (such as association of co-owners of multi apartment building) while it may be difficult for the other forms of organisation. It is very important to correctly calculate the amount of commitment dues which must paid by every owner of the apartment (member of the organisation). Financial resources of this fund are directed to payment of charges related with operation maintenance of the project output (technical elements or premises) and other parts as specified. 
3.2.5 Networking with other organisations
Inabitants-based organizations are formed for solution of problems which are almost identical in all of cities of Ukraine. Therefore, establishing of partnership and collaboration with other similar organizations of inhabitants at the micro-rayon and city level brings several advantages for every organisation and leads to great reduction of costs. Among these advantages are:
· Exchange of experience and information (how to do, what costs, what materials are needed, where to get, with whom to sign an agreement, whom to appeal etc.), that allows  to considerably decrease the amount of time and efforts necessary for the solution of analogical problems of organizations;

· Possibility of joint hiring of necessary technical personnel (especially for small houses);

· Possibility of the joint use of office and office equipment;

· Possibility of joint decision making and combination of efforts for advocating the interests of inhabitants, tackling of local level problems, lobbying of the inhabitants' interests in the bodies of local self-goverment
· Possibility of optimization of profit through the professional management of assets of organizations;

· Strengthening bottom-up planning process and integrating NOs’ plans into the plans of the municipality;
· Coordinating with local authorities and other development agencies to mobilise resources in favour of the NOs;
· Resolving inter/intra-NO conflicts;
· Interacting with various service delivery agencies for improved service delivery;
· Interacting with other municipality level actors in the city (such as networks of schools, NGOs, business communities etc.) related with sustainable development;
· Exploring policy options to promote participatory governance and public-private partnership for improving the living quality of the people in the municipality;
· Lobbying with various actors at oblast/national level for recognition of the policy options;
· Participating in the activities of forum like Municipal Sustainable Development Council, if it exists in the city
With this object in mind, organizations of inhabitants can get organised into association - from the level of micro rayon/rayon to the general level of the city. Depending on necessity, the association of organisations could be a formal body (AO) upon duly registered with relevant agencies or it could remain as informal body – in form of ‘forum/network’.  Such network of organizations can be called ‘NO-Network’ or «Forum of Inhabitants’ Organizations»
Each NO will delegate 2 representatives (one male and one female) to participate in the association/network.  The general assembly of the association/network will form its executive body and approve statute for its function.
The MSU assists organizations of inhabitants in creating such association/network/forum. The personnel of MSU will assist the association/network in a way to enable it to secure necessary equipment, act on behalf of member-organizations, and collaborate with the local/oblast' bodies of state authority and  other development agencies. 
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Chart - I: Institutional development and networking of NO

Note: 
AO = Association of Organisations (Micro-rayon level) – formal or informal body
NO-N = Neighbourhood Organisation Network (municipal level) – informal body

MSDC = Municipal Sustainable Development Council – informal body
IV.
ORGANIZATIONAL MATURITY

It is important that the organization, established by the inhabitants reaches certain level of maturity before undertaking development task of significant size. In fact, external development agencies take interest in supporting an organisation only after it has demonstrated adequate maturity to be considered as trustworthy partner.

4.1 Initial Activities for Gaining Maturity
Upon creation/registration of the organisation, the members must proceed with making decisions on small problems (mentioned in Table – II, for example) which affect their lives and try to resolve them by themselves.  While doing so they will be obliged to follow the principles, norms and conditions given in the statute of the NO and find out the clauses (in the statute) that should be improved for effective performance of the organisation and for better results. In this process, they will also develop norms for and culture of working together for common cause.  It will give the organization sufficient maturity level to establish partnership with other agencies and, as a result, undertake several projects. 
4.2 Ensuring Indicators of Maturity

An NO must constantly work to attain maturity before they try to seek support from the Programme or any other agency. An NO is recognized as mature if it is able to demonstrate following criteria:
· It fulfils the assigned tasks in a full degree

· It has carried out at least one development activity with visible result;

· It collects financial resources necessary for its development and its members pay commitment dues on regular basis;

· It has kept accounts transparently and in auditable form;

· It has maintained information system (as mentioned in section 3.2.2);

· Meeting is held regularly and in participation of minimum of 80% members;

· All decisions on key matters are taken by the general members whereas decisions on day to day management are taken by the executive body;
· A financial ceiling has been set to cover most of the decisions on expenditures related with day to day management indicating that beyond this ceiling the decision will be made through general members;
· All meetings, sessions and decisions made are drawn up by corresponding protocols;

· The NO-members are willing to be accountable for all the decisions made by them;

· The management of the NO acts on the behalf of its members and reports to them about the activity;

· 80% or more NO-members take decisions on benefit distribution of the activity accomplished;

· NO follows the principles of gender equality;

· The executive body constantly communicates with the bodies of local authority and other development agencies to study their experience in supporting development projects through partnership and collaboration;

V.
PARTICIPATORY PLANNING   

In context of sustainable local development, planning policy everywhere strongly recommends for participatory planning. It means those plans which are prepared through people’s participation are appreciated at all level and by all support agencies – may it be the city council or a government agency or an aid agency. The plans which are initiated directly by people carry more value than the ones initiated by some one else on people’s behalf. This is based on the assumption that the local inhabitants know their problems the best. That’s why they should directly participate in identification and prioritization of needs. 

Logically, the people’s plan move upward from local level to regional level and national level. Each year, the city council facilitates bottom up planning process to this end. In this process, needs (plans) of the multi-apartment buildings or houses along streets are collected, debated and finalized at micro-rayon level. Similarly, micro-rayon level plans are aggregated, debated and finalized at the level of city council. 
Often the city council announces, in advance, the schedule (dates) for events (steps) involved in the planning process. An NO ought to update itself about this timing and participate in the process accordingly. A planning process often followed by a city council is given in Annex - VIII.

The NO ought to follow following steps and activities to benefit from the participatory planning process:

5.1 Identification of Local Needs 
The executive body of the NO must convene need assessment session by inviting all its members to identify development problems they are facing on their living territory. For this purpose, it may follow the methodology as mentioned in section 2.1 b or any other suitable approach and prepare Table – I. If the members consider the Table – I prepared at the outset of the organisation creation process, as still valid, then there will be no need to repeat the process. NO-executives should get the protocol signed.

5.2 Participation in the Micro-rayon Level Planning Workshop
 

The NO should participate in the planning workshop initiated by the MSU/municipality for the micro-rayon. Academia, businesses and NGOs in the micro-rayon along with the service providing agencies, deputies of the city council also participate in this workshop. This workshop reviews the performance of the current year plans in the micro-rayon. Based on the conclusion of the review, sectoral priorities are decided for the next year. At this stage the preliminary forecast on budget allocation is made.
5.3 Prioritisation of Local Needs
The identified needs (Table – I) must be debated among the general members and prioritised based on the criteria mentioned in section 2.1c and in light of the ‘sectoral priority’ indicated by the local authorities during the planning workshop. Consequently, new Table – II must be prepared or the old one must be revised. In case, the members still agree with the ranking reflected in old Table – II, then no further debating will be necessary. Signing of protocol will be sufficient.

5.4 Mainstreaming the Local Priorities 

NO-executives submit the local priorities to the MSU. There upon, it follows up constantly to ensure that its plans are incorporated into municipal plan for the next year. For it, participation of NO-executives in following events of municipal planning cycle becomes essential:

· Micro-rayon level public hearing which endorses the local priorities; 
· Municipal level public hearing which endorses local priorities at municipal level and recommends them to be included into the municipal plan. 

It is to be noted that other NOs also submit their plans. Due to various factors all the plans are not accepted. At each level screening is done. The plans which get into final selection are often the ones which are viable, show high intensity of people’s need and offer higher cost sharing from people. A viable plan means the one which is technically feasible and can be implemented and maintained by the NO itself. 

VI.
IMPLEMENTATION OF PLANS 

It is imperative that the NO would like to explore opportunity for getting at least one of its priorities implemented. It remains in constant touch with the MSU for this purpose. MSU, upon finding that the NO is matured enough to become a trustworthy partner and availability of resource is there from the city council and from the Programme; it informs NO about it. Under guidance of MSU, NO undertakes following activities:

6.1 Obtaining Pre-requisite Information and Awareness

NO organises awareness session(s) for the general members with the help of the MSU and the Programme. Such sessions are often focused on matters of common public concern (e.g. environmental agenda, gender, HIV/AIDS, consumer rights etc.). Raising public awareness on such agenda is tied with the donor support.

6.2. Obtaining Technical Capacity

The NO must have access to a technical person (from among its members or from MSU/municipality or from available companies or from nearby buildings) to provide simple technical services required by the proposed project. Also, it must have received information related with funding mechanism (procedures of UNDP/MGSDP’s support), terms and conditions for availing donor’s support (Box - V), pricing, tendering, negotiation, contracting, accounting, taxation, operation and maintenance, proposal preparation etc. As necessary, support will be provided by the Programme team or MSU team to the NO to ensure that adequate capacity has been built before it undertakes the project.

	Box - V: Some Terms and Conditions for UNDP/MGSDP Support
The NO looking for UNDP/MGSDP support must – 

1. Be mature as described in section 4.2;

2. Demonstrate that at least 80% of the members will get benefit with sufficient focus on gender and without excluding the vulnerable sections such as low income families, disabled etc. 
3. Be willing to make at least 10% cash contribution + non-cash contribution for the project and must demonstrate that it has capacity to do so;

4. Have a competent FG capable to implement the project with the help of NO-executives and NO-members;

5. Be able to maintain the project output (in case it is a physical infrastructure) with the cash/non-cash contribution of the beneficiary members

6. Prove that the project will not cause negative social, economic and environmental impact in the locality.



6.3 Creation of Functional Group (FG) 
For implementation of prioritized plans, the NO-members must form a Functional Group. This FG is responsible for preparing proposal, mobilizing resources and implementing the project in cooperation with the NO-executives and the NO-members.  FG consists of 3-5 persons selected by NO-members on consensus from among themselves and NO-executives. FG acts as an executive committee for the project to be implemented. FG will be balanced in terms of gender and will comprise of a team leader, a treasurer and active members. The treasurer of the NO will be ex-officio treasurer of the FG. The FG is accountable to the NO. Also, one of the members of the FG must be a person with skill/aptitude to handle the technical component of the proposed plan (so that this person will continue as operator/maintainer upon completion of the work if it is about development/rehabilitation of physical infrastructure).

In case more than one NOs are involved in a single project, then the FG will be formed jointly by all of them.
Terms of reference of the FG and other policies and procedures are set by the NO(s) under facilitation of the MST. 

It is ensured that FG is capable of handling technical, administrative and financial matters effectively. If needed training is organised by MSU as and when required.

6.4 Making Cost Estimation

The NO should form a ‘Tender Committee’ (see Box – VI for details) which will call a tender through proper advertisement. The tender committee shall select the best company through transparent competition. The winner company will submit a detail cost estimate of the project along with technical specifications and drawings. The NO will negotiate with the winner company for specific component of the project (e.g. quality, quantity, price, risk factors etc). If necessary, MSU or the MGSDP will assist the NO in making negotiation.

The final cost estimate should be discussed in the general meeting of the NO. The general meeting will approve the cost estimate for further action.

	Box – VI: Details on Tender
In course of project implementation the NO acts as a customer for procuring materials, works or services. It negotiates and signs a contract with the company selected during the Tender and becomes accountable for the use of financial recourses received from external agencies. Therefore, the Tender Committee shall be formed from the community members. Tender Committee shall consist of minimum five persons. Tender Committee's members shall elect a Head and a Secretary of the Tender Committee. The Head coordinates the Committee members' activities. Decisions of Tender Committee are made by simple majority of votes of its members. The decisions shall be registered by protocols signed by the Committee members participated in voting. 

Ideally, the NO shall call, conduct and decide upon the tenders. However, it is recommended to invite the municipality (through MSU or respective specialist from the department) and other donors also to participate in or facilitate the tender process. They will serve as observers 

It is preferable that high degree of transparency is maintained during bidding finalization by involving media, local authorities and civil societies etc. as observers. 

Tender Committee shall (a) obtain technical documentation required for implementation of the project; (b) formulate specifications for works and materials required for implementation of the project; (c) prepare and place ads in local newspaper/municipality informational board informing about the Tender; (d) contact, if necessary, potential vendors and invites them to participate in the Tender; (e) receive tendered offers (sealed bids); (e) hold the Tender; (f) prepare protocols on Tender's results; (g) submit protocols with information about results of the Tender to the community's executive board/general meeting for further actions.




6.5 Preparing Project Proposal

Functional group of the NO should prepare draft proposal using the proposal format prescribed by UNDP/MGSDP and the negotiated cost estimate. The proposal must clearly define the cost sharing arrangement based on existing practice (details in Box –VII).

	Box – VII: Cost Sharing Arrangement
A minimum of 10% of the project cost must be shared in cash (plus non-cash contribution, if any) by the NO. It may not have total amount at hand while applying for support but there must be adequate evidence to show that by the time 80% of the work gets accomplished, it will have generated (and used) the resource of its share. This should be seen in terms of bank transfer to contracted company or through valid bills of procurement for the cause of the project. 

In case support is to be provided 2nd time, its cash-share shall be 20% or more depending upon the condition of the community members. Besides, such NO will be able to serve as effective training ground for others. This share will increase progressively if the NO receives support third time.

Distribution of the cost sharing will be as given in following example:

i. Total project cost = A

ii. NO’s share = A * 10% (or more as agreed) /100 = B

iii. Share from others (public/private) as per their commitment = C

iv. Balance = A – B – C = D
This balance amount (D) will be shared between UNDP/MGSDP and the municipality as follows:

v. Municipality’s share = D * % municipal share (as agreed with UNDP/MGSDP) /100 = E

vi. UNDP/MGSDP’s share = D - E


Proposal Submission to MSU
The NO should submit the final version of proposal to the MSU for approval. Original or copy of the following documents must be also attached with the proposal:

· Application letter;
· Statute of the NO;
· Registration certificate;
· Protocol on selection of the executive body
· Bank account certificate;

· Protocol on account operators;
· Evidence of bank balance;
· Protocol on authorisation to the chairperson/other to sign proposal and Agreement with UNDP 

· Protocol on formation of functional group and responsibility given to it

· Final or draft technical design (drawings)

· Detail cost estimate;

· Technical specification;
· Protocol on consent of NO-members on the proposal and technical design/estimate

· Tax clearance certificate (if applicable)
· Audit report (if applicable)
· Letter from other donors (if any)

· Evidence that the NO is mature
Action from Project Selection Committee (PSC)
	Box - : Project Selection Committee
Chaired by the mayor of the municipality, the Project Selection Committee (PSC) consists of other members as ….., …., …., …..

Main function of the PSC is 

· …..

· …..

· …..

· …..

PLEASE COMPLETE FROM TRAINING HANDOUT




The ‘project selection committee’ of the MSU/municipality will review the proposal along with other proposals received from various NOs, and select, on competition basis, the best ones for approval.  MSU will send the proposal to UNDP/MGSDP along with recommendation from the project selection committee or the mayor.

Project Appraisal
MGSDP will appraise the proposal from institutional as well as technical perspective. Site visit(s) will be made by the MGSDP-staff for detail discussion with the general members regarding their awareness of the project; commitment to share in the project cost and its maintenance after completion; and willingness to register into association of co-owners (in case of housing committee). An appraisal report will be prepared by the appraising official. The appraisal report and the proposal will be submitted to the ‘project approval committee’ of the UNDP.

Project approval
The ‘project approval committee’ of UNDP will make a final review of the proposal and attached documents and approve it for funding, if found satisfactory. The concerned NO/MSU are intimated about the approval/disapproval of the proposal.

Project Implementation
Upon approval of the project proposal by UNDP, following activities are initiated for implementation of the project – 

a. Resource transfer to UNDP: The concerned municipality must transfer its share of the project cost as mentioned in Box- VII to UNDP account.

b. Signing agreement: A Memorandum of Agreement (MoA) shall be signed between NO and UNDP, under witness of the MSU, for implementation of the project as specified in the proposal and as per detail cost estimate and technical drawings. It is necessary that general members must be present during the MoA signing event. Preferably, the MoA is read, discussed and agreed upon in presence of 80% or more of the members. If the contents and terms and conditions are acceptable, then it is signed by the authorised official of the NO. Appropriate MoA format will be provided by the Programme/MSU at appropriate point of time.
c. Release of first tranch of the grant - Upon signing the MoA, delivery of resources starts from the UNDP/MGSDP side. Resource is transferred directly in the account of the NO in three tranches as mentioned in the MoA. For every tranch is associated a set of specific tasks to be carried out by the grant receiving NO. The first tranch begins immediately (as an advance) while the second and subsequent tranches come upon satisfactory utilization of the previous tranch is conformed. This money includes the money received from the municipality as well as that from UNDP’s own source. 

It should be noted that rules and procedures of UNDP will apply for utilization of the resources that are given to NO by the UNDP, irrespective of the source(s) from which the resource came to UNDP. Information on UNDP’s financial rules is provided to the NO during training or at appropriate time. 

d. Resource management: The FG prepares necessary work plan, allocates budget for utilisation of resources (cash, kind, labour) and distributes work responsibilities among the members in line with the work plan.
Functional group should establish account/books to maintain account of all financial transactions and inventory according to principles of transparency. It must present the progress report, from time to time, in the meetings of the NO. Besides, the account books are made accessible to the members of the NO, so that they can verify the things as and when felt necessary. An example of account book for Functional Group is given in Annex -IX.
e.  Sub-contracting to the company: The NO shall sign contract with the company selected for implementing the project. The sub-contractor will accomplish the task(s) as mentioned in the proposal and detail estimate and under periodical supervision of the quality supervision committee.

Alternatively, the NO may choose to implement the project (in part or in total) by itself (if the project is simple enough and can be implemented by the NO). In such case, it can procure goods and services (mentioned in the proposal) using UNDP’s norms of procurement and implement the project.

e. Supervision for quality: The NO shall be provided with quality supervision facility by the MSU through out the implementation period to assist it and the sub-contractor in getting quality results. A quality supervision committee (Box - VIII) is established for this purpose.

	Box - VIII: Quality Supervision Committee
PLEASE COMPLETE FROM TRAINING HANDOUT




f. Release of the 2nd tranch: The amount for the 2nd tranch will be released by UNDP upon submission and verification of the utilization of the first tranch and completion of other commitments for this phase as mentioned in the MoA. Following key documents ought to be submitted to MGSDP for release of 2nd tranch:

· Request letter from NO
· Recommendation letter from MSU

· Recommendation of quality supervision committee

· Act of performance 

· Agreement with contracted company(ies)

· Evidence of payment of the 1st tranch to the contracted company and other vendors

· Tender documentation (3 quotations, tender advertisement, NO’s protocol on tender procedure)

· Evidence that the NO has utilised its share (partly/in full) if any

· Evidence of visibility of donors’ support

· Evidence of proposed mechanism for operation and maintenance of the project
If necessary staffs of UNDP/MGSDP and MSU will make site visit to confirm the quantity and quality of output from the first tranche.

g. Release of the 3rd (final) tranch: The amount for the 3rd (final) tranch will be released by UNDP upon submission and verification of the utilization of the 2nd tranch and completion of other commitments defined for the 2nd and 3rd phase. Documents to be included with the request include followings:

· Request letter from NO
· Recommendation letter from MSU

· Recommendation of quality supervision committee

· Public audit report 

· Protocol of the NO
· Act of performance

· Evidence of payment of the 2nd tranch to the contracted company and other vendors

· Evidence that the NO has utilised its share in full 

· Evidence that the NO has established a satisfactory mechanism for operation and maintenance of the project so that the members will keep receiving benefit from the project

· Participatory Assessment Report

· Evidence that it has planned to register as association of co-owners (in case of housing committee)

VII.
POST-PROJECT COMPLETION ACTIVITIES 

Responsibility of the NO will not stop upon completion of the project as the project must continue to exist and keep providing benefit to its members. In this context, following activities will be carried out by NO:

7.1 Project Audit – NO shall organise a public audit of the project. Public auditing is a process during which the NO-members independently assess the performance of their executives and FG. It involves general members, MSU/municipal officials, donors, contractor, media (if possible). 

During the public audit session, a general meeting of the NO is called. In this meting, the Functional Group presents an overall report on the project followed by a report of the project monitoring committee on the quantitative output, quality of work done and quality of financial management. The NO-members are invited to inspect the quantity and quality of physical output(s) of the project and financial transactions (i.e. account books). They receive clarification(s) on queries if they have and give suggestions (if any) for future improvement. Upon being satisfied, the general meeting makes public announcement on satisfactory completion of the project. The announcement is reflected in the protocol and is signed by all beneficiaries with a note of thanks and recognition to the FG and the executive body. 
NO should send report of the public audit to various the donors, including MSU and UNDP/MGSDP.
Public auditing should be practiced not necessarily when there is a project, but every time a new activity of the NO is completed. It should become a good practice of assessing own functioning by all members of the community.
Details of the procedures of the public auditing and relevant reporting formats will be provided to NO by the MSU when necessary.

7.2 Donor Visibility – NO shall make a permanent public display of the project showing brief description of the project, its cost and cost sharing among various donors, including that of NO as well. Logo of the donors should also be displayed, if available. Whenever possible, inauguration of the project should be organised.

7.3 Documentation, Publication and Dissemination – NO should document its experience, publish in local papers and disseminate it through various media.

7.4 Participatory Assessment – NO should carry out participatory assessment within a month after completion of the project. In this assessment exercise, general members assess activities of the NO in general and the completed project in particular. This exercise guides NO for better performance. Therefore, NO should conduct this exercise from time to time. Procedure of carrying out participatory assessment is given in Annex - X.

7.5 Operation and maintenance – NO must ensure sustainability of the project (its regular operation and maintenance) and regular benefit delivery to its members. It involves issue of ownership, user right and management (maintenance) right. Under support of MSU, the NO will –

· Hand over the property to the concerned department or take on its own balance as necessary;

· Develop appropriate legal institutional mechanism to take care of operation and maintenance of the property/system created under the project. This mechanism will enable NO to raise sevice fee from the beneficiary members, maintain the system and deliver service to the them on a sustained basis

Details about ‘operation and maintenance’ are given in ‘Operation and Maintenance Manual’ issued by UNDP/MGSDP. This document can be received from the MSU when required.

7.6 Linkage with Local Government and Other Development Agencies – Through implementation of the project, NO gains ample experience to approach local government and other donor agencies to seek resources and implement other development activities in favour of its members. Relationship of the NO with MSU and MGSDP will continue to remain. MSU and MGSDP will provide necessary advice and technical support to NO as and when requested.  Staffs of MSU and MGSDP will visit NO from time to time not only to ensure continuity of the benefit from the project it supported but also to motivate the NO-members for further development activities.

7.6 Hosting Visits and Serve as Training Ground - NO is expected to share its knowledge/experience to the people (visitors) coming from various parts of the country.

7.8 Supporting Evaluations - UNDP/MGSDP will conduct assessments of the NO and the project implemented by it. NO should be willing to assist in such assessments because such assessments help improve mechanism and kind of support by the Programme.

VIII.
FUTURE DIRECTION
8.1 Cycles of Action for Better Living Condition
Following the path as described from section II to section VII, the NO completes first cycle of operation. With completion of this cycle, living quality of the people increases in one aspect or the other. With experience, the NO becomes stronger to undertake 2nd round of activity by repeating activities mentioned from section V – VII. With it, living quality of the people will increase further. Thus, the cycle continues and living quality keeps on increasing as shown in the chart (below).











Chart – II: Four Stages of a Cycle of Community-based Local Development
Support of MSU and UNDP/MGSDP for the first cycle could be considered as training to enhance capacity of the NO to help itself. It is expected that NO will be able to explore other sources of funding for second cycle and thereafter.

8.2. Ensuring Institutional Sustainability 
For the NO to move along cycle after cycle in its effort to improve living quality of the inhabitants, it ought to remain alive for long time. It leads to the need of keeping it sustainable. Sustainability of an organization such as the NO is possible if it follows criteria mentioned below:

· Clarity of vision : The NO-members must recognise that the NO is an indispensable body for them
· Transparency: High level of transparency in decision making and financial transactions is maintained

· Equity: All or most of the NO-members must get benefit out of its activities without excluding vulnerable groups especially, the low income households 

· Accountability: of members and executive leaders must be to the NO (general assembly) 

· Financial health: of the NO (reflected in terms of its ability to meet the management cost) must be sound i.e. it must have regular source of income

· Linkage: of the NO with other development agencies must be there so that it can keep on getting support from them. 

Chart – III (below) presents a schematic presentation of the institutional sustainability of the NO. 

Chart - III

Sustainability of Neighbourhood Organisation





Annex – I
Sample Questionnaire Format

Apartment No: 
 
	SN
	Name of the Problem
	Ways to solve

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	Demographic and basic information

	1
	Contact person
	

	2
	Contact telephone number (s)          
	Home                    Mobile                  Work

	3
	General area of apartment –           
	Sq. M.

	4
	Property category 
	Private                 Communal

	5
	No. of persons living in the apartment
	Women                Men                   Children

	6
	Person(s), if any, with special needs or belonging to special category
	Describe 

	7
	Occupation of the person(s) living in the apartment
	SN
	Name
	Occupation

	
	
	1
	
	

	
	
	2
	
	

	
	
	3
	
	

	8
	 Others (specify)
	


Annex – II
Some Elements for Consideration in the Statute of NO
	Clauses of Statute
	Matter for discussion and inclusion

	Vision of the organization (NO)
	Specify the common goal (e.g. improving living condition of the people in the neighborhood)

	Name of a NO
	Choose a name acceptable to all members

	Eligibility of membership and election of governing bodies
	Geographical area, member’s character, membership duration (entry and exit criteria), responsibilities/commitments, age, gender etc.

	Management Team of NO
	Positions, eligibility criteria, responsibilities and authority, tenure (period), selection/election procedures etc. What if they fail to deliver expected service? What if the NO faces a loss due to them?

	Meeting schedule
	Time, place, periodicity. Number of members necessary to be present to take decisions, consensus based decision-making/voting model. Registration of absent members. Does an absent member have a right to deputize anybody? Does such a representative have a right to vote?

	Area of activities to be carried out. Formation of sub-committees
	Formation of Functional Groups/coordination committees etc, duties and responsibilities and accountability

	Disciplinary measures
	Disciplinary measures for management team and sub-committees (penalties, removal, etc.)

Disciplinary measures for the members: Causes and situations in which disciplinary action is required.

	Formation of Neighborhood Development Fund
	Objective of the Fund, Sources of fund, Operation and utilization mechanism etc.

	Commitment fees
	Objectives of the collecting fees. Schedule and amount of fees (entrance and regular fees). Where do they have to deposit this fee?  Procedures for using the collected money? What to do if they will loose their money?

	Capital investments (if members agree to do this)
	The aim of investments, amount, conditions of granting (for borrower). The period of disbursement, the frequency of dues, interest, fine for not paying back. Measures in case of loss of money.

	Book-keeping
	What to record? Who will keep books? How to audit?

	Benefit
	Policy on utilization of benefit. Benefit sharing. 


Annex – III

Sample Statute of ACMB
TO BE INSERTED
Annex – IV

Sample Statute of BSP
TO BE INSERTED

Annex – V
Some Elements of Grafting

Following are elements should be considered while grafting an organisation:
1. Amend the statute and operational procedures of the NO to meet the key principles of participatory governance/good governance;
2. Ensure Equity in Participation by involving 80% or more of the apartments/houses in the NO; 

3. Institute Participative Decision-making by making room for frequent (fortnightly/monthly) General Assembly meeting to make all key decisions approved by 80% or more members
4. Ensure that the genuine leaderships are given chance to lead the NO

5. Make executive board  to function on the participatory decisions

6. Ensure women and vulnerable sections are not excluded from participation in decision-making and benefits. If necessary, make special provision for them

7. Adopt principles for consensus-based decision-making. Voting should be followed if consensus does not occur.
8. Standard clause for electing/re-electing officials of the executive body should be there with provision for expelling an officials anytime he/she is found guilty or he/she is found not performing satisfactorily 

9. Provide room to ensure that decisions made are known to all members;

10. Institute transparent accounting system and the provide room for the members to regularly/frequently know about income-expenditure and whereabouts of the balance cash/kind owned by the NO;
11. Incorporate a system of public audit and participatory assessment of the activities of the NO; 

12. Institute mandatory membership/commitment fee - to be collected from the members to ensure ownership and sustainability of the NO;

13. Make members and executive body accountable to the decisions made and loss occurred
14. The General Assembly of the NO must ratify the amendments and commit for observance of the norms/principles of good governance

15. If necessary, re-register the statute of NO with the concerned agency 
Annex – VI
Sample Book Keeping Format for NO
(A) Fee Register

	Member No.
	Name of the Member
	Month ………………………..
	Month ………………………..

	
	
	Commitment  Fee 
	NO Sustenance Fee
	Sub-total
	Cum. Total
	Signature of the member
	Commitment  Fee 
	NO Sustenance Fee
	Sub-total
	Cum. Total
	Signature of the member

	1
	 
	  
	 
	 
	 
	 
	  
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


(B) Cash Transactions (in UAH)

	SN
	Date
	Description (Sources)
	Income Side

	
	
	
	Commitment Fee
	NO Sustenance Fee
	Contribution received for projects
	Loan received
	Grant received
	Other Incomes
	…….
	Total           (3 - 9)

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	Total
	 
	 
	 
	 
	 
	 
	 
	 


	SN
	Expenditure Side
	Balance         (10 -17)
	Balance Amount

	
	In Investment/expenditure 
	 
	 
	
	Cash in hand
	in Bank
	Total (19+20)

	
	Management Cost
	Project Implementation
	Project      O & M
	Loan paid out
	………
	……
	Total        (11-16)
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	 
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


 (C) Inventory

	Date

	Description

	………………..
	………….
	…………….
	……………………

	
	
	Entry
	Exit
	Stock
	Entry
	Exit
	Stock
	Entry
	Exit
	Stock
	Entry
	Exit
	Stock

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Annex – VII
A Sample of NO-Profile

(Prepared with support of Annex – I)
Municipality:



Micro Rayon:



Oblast: 



Neighbourhood (Building/Street) :



Local Address:

Profile Date:
--------------------------------------
1. Number of Apartment/households in the building/along the street: 

2. Population in building/along street Total -

· Adult:

Male - 

Female – 

· Children:
Male -

Female –

· Seniors:
Male - 

Female - 

3. Land use pattern

· Area under residence (building/houses along street): Building:

Premises: 
· Area occupied by roads

· Area occupied by greeneries/children yard

· Area occupied by water bodies (if any)

· Others … 

4. Employment Pattern (# of persons employed in)

· Teaching

· Factory

· Private firm

· Government

· …

5. Employment status
· Number of households/apartment with one person employed

· Number of households/apartment with two or more persons employed
· Number of households/apartment with none employed

6. Families of special consideration

· % of families falling to low income group

· Number of families with one or more disabled members

· Number of families depending on pension only

7. Access to services 

· % of houses/apartments with telephone 

· % of houses/apartments with TV

· % of houses/apartments with computer

· % of apartments/households receiving cold water

· % of apartments/households receiving hot water

· % of apartments/households receiving adequate heating during cold season

· Solid waste collection is regular and satisfactory. Comment.

· Lighting facility is adequate around the road, yard, stair cases and passages on each floor of the building. If not, comment.

8. Quality of local infrastructure

· Quality of main entrances, windows and roof of the multi-apartment building. 

· Quality of water supply system hot and cold. comment

· Quality of drainage (sewerage) system. comment

· Quality of heating system including window insulation, in the building     

· Quality of plantation in the yard and flower beds around the building
· Quality of children playing ground in the yard

· Quality of space in the basement of the building

· Number of NGOs supporting the residents of the building/houses along the street 
· ……. (other specify)

8. Any other issue specific to the multi-apartment building/houses along the street

 [image: image2.emf]Micro-rayon Level Planning 

Workshop

Reviews 

performance 

of existing 

year

Defines 

sectoral 

priorities for 

next year

Collection 

of Priorities 

from 

Inhabitants

Local need 

identification

& Prioritisation

Approval of 

Annual Plan

Preparation of 

Annual Plan

Public Hearing

NOs (HCs, ACMBs), AOs; 

Networks of academia, businesses 

and NGOs;  municipal officials 

participate

City Council

NOs (HCs, ACMBs), 

AOs; Networks of 

NGOs, academia, 

businesses

;

Govt. & 

municipal officials

NOs (HCs, 

ACMBs), AOs; 

Networks of 

academia, 

businesses 

and NGOs;

Deputies, head of 

departments and 

MSU participate


* It should be noted that bottom up/participatory planning process is quite new for Ukrainian official system, which used to receive commands top-down. The proposed scheme (above) is envisaged to be adopted into Ukrainian realities. It is being practiced in some municipalities.
Annex - IX
Sample Book Keeping Format for Functional Group

(A) Labour mobilisation

	SN
	Name
	House No.
	Labour contribution (in hours or day) during ………… month of 200__

	
	
	
	1
	2
	3
	4
	5
	6
	7
	……
	…..
	30
	31
	Total

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


(B) Inventory

	Date
	 Description

	………………..
	………….
	…………….
	……………………

	
	
	Entry
	Exit
	Stock
	Entry
	Exit
	Stock
	Entry
	Exit
	Stock
	Entry
	Exit
	Stock

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


(C) Cash Transactions (in UAH)

	Date
 
	Description of transaction
	Income
 
	Expenditure
 
	Balance
 
	Whereabouts of the balance

	
	
	
	
	
	Cash
	With FG
	In bank

	 
	 
	 
	 
	 
	
	
	

	 
	 
	 
	 
	 
	
	
	

	 
	 
	 
	 
	 
	
	
	

	 
	 
	 
	 
	 
	
	
	


Annex – X
Participatory Assessment of the NO

Once a year, the NO-executive should encourage general members to assess their organization. Each NO-member assesses quality of the organisation in terms of governance and the services delivered to the members as mentioned below:

· Ownership (Whether or not members are willing to own NO)

· Level of transparency (Whether or not decisions, transactions and information are transparent)

· Equity consideration (Whether or not the benefit has been enjoyed by all/most of the members)

· Accountability (Whether or not the members and executives are accountable to the decisions made)

· Performance of NO in fulfilling the needs/interest of NO-members (by improving governance, service delivery and living condition)

The assessment is participatory, whereby each member opines on a set of indicators giving value based on his/her own judgement. The final result shows strength and weaknesses of the NO and provides room for improvement.

Before assessment, one of the executive members of the NO is charged with the responsibility of conducting the assessment procedure. The responsible official sends a set of printed questions (A sample given below) to each NO-member. The members respond to the questions and return to the responsible member of the executive committee. The collected questionnaires are analysed and tabulated. On a suitable date, a general meeting is called for participatory assessment. In this meeting, the results are presented and opinion of the members are sought to undertake action(s) to make the NO better.

Following 8 factors are considered important to judge effectiveness of the neighbourhood organisation. Each factor is assessed through five variables. Each variable is reflected by one of three possibilities (options). The person making assessment ought to choose one of the three options in each variable based on his/her experience on functioning of the NO. Eight factors (given in the end) will show how strong (effective) is the NO in serving the inhabitants. It also indicates which factors are weak and need attention for improvement.

Part A: Questionnaire for the General Members
Please give your perception in context of the organisation (association of co-owner of multi-apartment building or housing committee or bodies of self-organisation of population, cooperative or other public organisation) that is supporting in improving living quality in the neighbourhood – 
	1
	Organisational Development

	1.1
	Participation of houses/apartments in the NO
	> 90%
	 
	80-90 %
	 
	< 80%
	 

	1.2
	Meeting of the organisation is held
	Regularly
	 
	Occasionally 
	 
	Seldom
	 

	1.3
	Attendance of the members in the meetings
	> 80%
	 
	60 - 80%
	 
	< 80% 
	 

	1.4
	Participation of the members in discussion
	Almost all
	 
	> half members
	 
	< half members
	 

	1.5
	% of members informed about the decisions
	> 80%
	 
	50 - 80%
	 
	< 80% 
	 

	2
	Leadership Development

	2.1
	A system to evaluate office bearers is
	in place
	 
	being developed
	 
	yet to be thought
	 

	2.2
	Distribution of responsibilities among NO-members is
	in place
	 
	being developed
	 
	yet to be thought
	 

	2.3
	System of leadership rotation/change
	in place
	 
	being developed
	 
	yet to be thought
	 

	2.4
	A system to respect office bearers for their work
	in place
	 
	being developed
	 
	yet to be thought
	 

	2.5
	Office bearers follow rules and perform their duty 
	very well
	 
	moderately
	 
	unsatisfactory
	 

	3
	Organisational Sustainability

	3.1
	You pay 'Commitment & NO-sustenance fees'
	regularly
	 
	occasionally 
	 
	seldom
	 

	3.2
	Need of your organisation in future is
	a lot
	 
	not much
	 
	no more
	 

	3.3
	Account book of the organisation is maintained 
	very well
	 
	satisfactory
	 
	poor
	 

	3.4
	Do you feel the money given to the NO by members
	is safe
	 
	not very safe
	 
	unsafe
	 

	3.5
	Rules and regulations of the organisation are
	well followed
	 
	moderately followed
	 
	Poorly followed
	 

	4
	Sustainable Development Initiatives

	4.1
	In one year the organisation has carried out projects
	2 or more 
	 
	one
	 
	none
	 

	4.2
	Members are confident to undertake more projects
	very much
	 
	moderately
	 
	none
	 

	4.3
	System of fee to maintain the project output is
	in place
	 
	being developed
	 
	not developed
	 

	4.4
	Level of priority low income and other vulnerable groups get in benefit from the projects
	very high
	 
	moderately
	 
	no special priority
	 

	4.5
	Involvement of members from beginning to end of the project 
	very high
	 
	moderately
	 
	poor
	 

	5
	Gender and Development 

	5.1
	Participation of female in the organisation
	> 50%
	 
	25 - 50% 
	 
	< 25%
	 

	5.2
	Expression of opinion by female members in meetings
	high
	 
	moderate
	 
	low
	 

	5.3
	Violence and discrimination against women is
	ended
	 
	decreasing
	 
	same or increased
	 

	5.4
	Participation of female in the NO-executives and in the functional group
	> 50%
	 
	25 - 50% 
	 
	< 25%
	 

	5.5
	Women’s participation in planning process
	very high
	 
	moderate
	 
	low
	 

	6
	Change in Living Quality in the Neighbourhood

	6.1
	Hot and cold water supply
	better now
	 
	somewhat better
	 
	no change
	 

	6.2
	Heating system in the building/houses (window insulation, roof quality etc.)
	better now
	 
	somewhat better
	 
	no change
	 

	6.3
	Gas supply in the building or the houses
	better now
	 
	somewhat better
	 
	no change
	 

	6.4
	Drainage/sewerage/waste management
	better now
	 
	somewhat better
	 
	no change
	 

	6.5
	Road, lighting, greenery/children play ground etc. around the building or in the street
	better now
	 
	somewhat better
	 
	no change
	 

	7
	Participatory Planning/Linkage  

	7.1
	Linkage of organisation with local authorities is
	better now
	 
	same as before
	 
	worse than before
	 

	7.2
	Linkage of NO with other development agencies is
	increased
	 
	same as before
	 
	worse than before
	 

	7.3
	Linkage with similar organisations in the city is
	excellent
	 
	moderate
	 
	weak
	 

	7.4
	NO-members participate in planning process
	almost all
	 
	> half
	 
	< half
	 

	7.5
	Municipality level planning process takes place
	regularly
	 
	occasionally
	 
	seldom/never
	 


Part B: Analysis of the Participatory Assessment
1. Organisation Development (Total Possible Points: 15)
2. Leadership Development (Total Possible Points: 10)





	SN
	Sub-Indicators
	Status
	Score

	1.1
	Participation of HH/Aptt. in the organisation
	More than 90 percent
	3

	
	
	80 - 90 percent
	2

	
	
	Less than 80 percent
	1

	1.2
	Scheduled Meetings
	Meetings are held regularly
	3

	
	
	Meetings are held sometimes
	2

	
	
	Meetings are seldom held
	1

	1.3
	Attendance in the Meetings
	Full attendance almost always 

(80 % or more)
	3

	
	
	High attendance almost always (60-80%)
	2

	
	
	Less than 60% attend
	1

	1.4
	Participation in Discussions
	Almost all the members participate in discussions
	3

	
	
	More than half participate
	2

	
	
	Less than half participate
	1

	1.5
	Information About Decisions

(Transparency)
	More than 80% members informed
	3

	
	
	50 - 80% members informed
	2

	
	
	Less than half members are aware

	1


Total Score :






Total Score :

3.
Organisational Sustainability (Total Possible Points: 15)

4. Sustainable Development Initiatives (Total Points: 15)



	S.N.
	Sub-Indicators
	Situation
	Score

	3.1
	Commitment & Organisation Sustenance fees deposited by
	All the members 
	3

	
	
	More than 80 % of the members
	2

	
	
	Less than 80 % of the members
	1

	3.2
	Clarity about utility of the NO

	Almost all members are clear
	3

	
	
	More than half are clear
	2

	
	
	Less than half are clear
	1

	3.3
	Account book 
	Well maintained 
	3

	
	
	Satisfactorily maintained
	2

	
	
	Very weak
	1

	3.4
	Feeling secured about the money given to the NO by
	All the members
	3

	
	
	Most (80% or more) of the members 
	2

	
	
	Less than 80 % of the members
	1

	3.5
	Following of rules and regulations
	Satisfactorily followed
	3

	
	
	Followed at moderate levels
	2

	
	
	Only very little
	1





Total Score :






Total Score :
5. Change in Living Quality (Total Points = 15)

6.  Women Development (Total Possible Points: 10)   

	S.N.
	Sub-Indicators
	Situation
	Score

	5.1
	Hot and cold water supply
	Better now
	3

	
	
	Somewhat better
	2

	
	
	No change
	0

	5.2
	Heating system in the building/ houses (window insulation, roof quality etc.)
	Better now
	3

	
	
	Somewhat better
	2

	
	
	No change
	0

	5.3
	Gas supply in the building or the houses
	Better now
	3

	
	
	Somewhat better
	2

	
	
	No change
	0

	5.4
	Drainage/sewerage/waste management
	Better now
	3

	
	
	Somewhat better
	2

	
	
	No change
	1

	5.5
	Road, lighting, greenery/children play ground etc. around the building or in the street
	Better now
	3

	
	
	Somewhat better
	2

	
	
	No change
	0


Total Score :







Total Score :

7. Participatory Planning/Coordination/Linkage  (Points = 15)
	S.N.
	Sub-Indicators
	Situation
	Score

	7.1
	Linkage of NO with local authorities
	Better now
	3

	
	
	Same as before
	2

	
	
	Worse than before
	0

	7.2
	Linkage of NO with other development agencies
	Better now
	3

	
	
	Same as before
	2

	
	
	Worse than before
	0

	7.3
	Linkage with similar organisations in the city is
	Excellent
	3

	
	
	Moderate
	2

	
	
	Not good / weak
	0

	7.4
	NO-members participate in planning process
	Almost all of them
	3

	
	
	More than half of them
	2

	
	
	Less than half of them
	1

	7.5
	Municipality level planning process takes place
	Regularly takes place
	3

	
	
	Occasionally takes place
	2

	
	
	Seldom take place
	0


Total Score :
Part C: Drawing Conclusion
a) Summary Statement


b) Score and Status


Must consult with SDC first
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Implementation of Plans
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Participatory Planning





Re-shaping the Future





2





4





1





Organisation Development





Maturity





Reformative Actions





 of members


 of beneficiaries





Full 
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 of leadership





In benefit distribution


 for weaker HH





Equity
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Quality of leadership
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Annex – VIII


Bottom up Planning Process in the Municipality*





SN�
Sub-Indicators�
Status�
Score�
�
2.1�
A system to evaluate office bearers �
Is in place�
3�
�
�
�
Need for developing the system strongly felt�
2�
�
�
�
Need for developing the system not felt yet�
1�
�
2.2�
Distribution of responsibilities among NO-members (Shared leadership) �
Developed adequately�
3�
�
�
�
Need for distributing the responsibility strongly felt�
2�
�
�
�
Need for distributing the responsibility not felt yet�
1�
�
2.3�
Techniques for handing over  of leadership (leadership rotation)�
Developed adequately�
3�
�
�
�
Need for developing the system strongly felt�
2�
�
�
�
Need for developing the system not felt yet�
1�
�
2.4�
A system to respect office bearers for their work�
Well-established�
3�
�
�
�
Beginning to feel the necessity to recognise them�
2�
�
�
�
Necessity not felt yet�
1�
�
2.5�
Office bearers follow rules and regulations and perform their duty �
Very well�
3�
�
�
�
Moderately �
2�
�
�
�
weakly�
1�
�






S.N.�
Sub-Indicators�
Situation�
Score�
�
4.1�
NO has carried out/in process of undertaking�
Two or more communal projects �
2�
�
�
�
One communal project�
1�
�
�
�
None�
0�
�
4.2�
Confidence gained to undertake similar social/communal activities�
Highly confident�
2�
�
�
�
Moderately confident�
1�
�
�
�
Non-confident�
0�
�
4.3�
System of users' fee to maintain such infrastructure is�
Well developed�
2�
�
�
�
Moderately developed�
1�
�
�
�
Not developed�
0�
�
4.4�
Priority given to less income households and other vulnerable groups�
High priority�
2�
�
�
�
Moderate priority�
1�
�
�
�
No especial priority for them�
0�
�
4.5�
Involvement of members from beginning to end of the project �
High involvement�
2�
�
�
�
Moderate involvement�
1�
�
�
�
No involvement�
0�
�






S.N.�
Sub-Indicators�
Situation�
Score�
�
6.1�
Participation of female in the NO�
More than 50% members female�
2�
�
�
�
25-50% members are female�
1�
�
�
�
Less than 25 % members  are female�
0�
�
6.2�
Expression of opinion by female members is of �
High level�
2�
�
�
�
Moderate level�
1�
�
�
�
Low level�
0�
�
6.3�
Violence and discrimination against women is�
Completely put to an end�
2�
�
�
�
Decreasing in general�
1�
�
�
�
Same level/has even increased�
0�
�
6.4�
Participation of female in the NO-executives and FG�
50% or more�
2�
�
�
�
25 – 50%�
1�
�
�
�
Less than 25%�
0�
�
6.5�
Women’s participation in planning process�
Very high�
2�
�
�
�
Moderate�
1�
�
�
�
allow level


�
0�
�






SN�
Indicator�
Full mark�
Score�
�
1�
Organisation Development�
15�
 �
�
2�
Leadership Development�
15�
 �
�
3�
Organisational Sustainability�
15�
 �
�
4�
Sustainable Development Initiatives�
15�
 �
�
5�
Women Development�
10�
 �
�
6�
Change in Living Quality�
15�
 �
�
7�
Participatory Planning/Linkage�
15�
 �
�
 �
Grand Total�
100�
 �
�






Score less than 19		means	Serious


Score between 20 – 39	means	Weak


Score between 40 – 59	means	Moderate


Score between 60 – 79	means	Satisfactory/Good


Score between 80 – 100	means	Excellent/Sustainable








� Details about the participatory planning process are discussed in training mentioned in section 3.1  


� For small cities this step might be substituted by municipal level planning workshop 





�http://zakon1.rada.gov.ua/cgi-bin/laws/main.cgi?nreg=2866-14





�http://zakon1.rada.gov.ua/cgi-bin/laws/main.cgi?nreg=2625-14


�http://zakon1.rada.gov.ua/cgi-bin/laws/main.cgi?nreg=2460-12
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