
Cosmas Mwaisobwa 
P.O.Box 1471 1 
Dar Es Sa!aam 
16^ December 2003 

Director 
TRACE 
P.O.Box 10511 0 
Dar Es Sataam 

RE: A T T A C H M E N T T O Y O UR ORGANISATIO N 

I have the honour to submit a request for an attachment to your organisation in order to 
offer my free service to your organisation. 

I am currently undertaking a Masters in Community Economic Development at the Open 
University of Tanzania in collaboration with the Southern New Hampshire University 
(USA). I  am a holder of a bachelor's degree in Library and Information Science obtained 
from Makerere University, Kampala. I  have over seven years experience o f working 
with both National and Internationa! NGOs in information related activities. I  also have 
competencies i n youth development activities , facilitation and project proposal 
development. M y present job with UNICEF as Documentalist cum Child Participation 
Officer ha s exposed me to a great deal to policy work at national level . 

I am seeking to offer this free service to your organisation as part of my studies fo r the 
Masters degree in Community Economic Development. 

I wish to reiterate that the services that I shall offer are free o f charge. I f accepted, I  can 
commence i n January 2004 depending on the action plan that shall be drawn and agreed 
upon. 

Many thanks 

Cosmas Mwaisobwa 

c.c. Michel Adjibodou - CED Program Director 



OD Training and Facilitatio n Centre (TRACE ) 
Dar es SaIaam,Tanzania 

Tel/Fax: 0255-(0)22-701838 
Teh 0255-(0)22-2701838/40 

Email: tracef̂ intafrica. com 

P.O Bo x 105110 

16^ Decembe r 2003 

Cosmas Mwaisobwa. 
P.O Box 1471 1 
Dar es Salaam 

Dear Cosmas 

Re: Attachment to TRACE as Part of your studies. 

I am pleased to inform you tha t your request to be attached to TRACE as part of your 
studies for the Master Degree in Community Economic Development has been accepted. 
Your being accepted to work with TRACE i s in line with our policy on working with 
interns and you wil l be considered as such. 

You wil l be attached to the Information and Publication Team of which will be 
responsible for your performance and upkeep in TRACE. Yo u wil l be directly responsible 
to the team leader Mr. Rogers Cidosa. 

Please contact him fo r further details regarding this attachment and for developing a work 
plan. 



Appendix I I 

A pla n of action drawn between TRACE and Cosmas Mwaisobwa 

This plan was made as a result of a meeting between Mr . Roger s Cidosa (Team Leader -
Information an d Publicatio n team ) o n one han d an d Cosma s Mwaisobwa o n the othe r 
hand. 

1.0 Th e Assignment. 

Four majo r area s wer e identifie d i n whic h th e "consultant " i s aske d t o mak e 
contributions. Thes e are as follows : 

1.1 Re-organisatio n of the Resource room 

T R A C E ha s managed to acquire and/or produce a  number o f publications all of, 
which ar e s o essentia l i n both training and consultanc y services . A s these ar e 
invaluable resources , ther e i s a  nee d t o mak e the m secur e an d facilitat e eas y 
handling of the materials . I n this regard, the "consultant " i s expected to assist in 
cataloguing, classifying an d organising of all publications in the Resource room. 

1.2 Documentatio n and dissemination of good practices 

This i s another are a wher e th e "consultant " i s requested t o provid e inputs into . 
T R A C E i s embarking on extracting and documenting major lesson s learn t i n its 
activities. Thi s i s important i n demonstrating goo d practice an d a s a  multiplie r 
effect t o othe r oraganisation s o r communities . Lesson s learn t wil l the n b e 
published in an acceptable format and disseminated widely. 

1.3 Publi c forums and debates 

T R A C E organise s public forums and debates on a number of themes. Th e aim is 
to engag e peopl e fro m al l sectors t o discus s an d understan d issue s tabled . I t 
enhances understandin g o f variou s polic y issue s an d serve s a  purpos e o f 
informing th e public . Th e "consultant " i s therefore aske d to exten d service s in 
the preparation s an d genera l organisatio n o f the forum s includin g makin g th e 
necessary contact s an d undertaking simple researches o n the selecte d themes for 
discussion. H e i s als o expecte d t o pla y a n activ e rol e i n the reportin g o f th e 
proceedings o f the forums/debates . 

1.4 T R A C E websit e 

For purpose s o f public relations , advocacy and awareness creation , T R A C E ha s 
deliberated on establishing a website. It is envisaged that this website wil l furthe r 
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build the image of T R A CE an d make it known. Th e "consultant" i s expected to 
provide inputs throughout the whole exercise of designing. 

2.0 Wor k schedul e 

It was agreed that the "consultant " wil l wor k for four hours a  week i.e. on Fridays from 
2:30pm to 6:30pm and on Saturdays depending on the need and volume of work. 

A meetin g ha s bee n schedule d fo r Frida y 20/02/200 4 a t 2.3 0 p.m . to brainstor m th e 
content an d structur e o f th e websit e i n orde r t o com e u p wit h 
suggestions/recommendations whic h will help the designer to proceed. 
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Appendix III 

Interview Questions for T R A CE Staf f 

1. Wha t is the reason behind TRACE 'S organization of public policy debates? 

2. Wh o is the primary target when organizing public forums? 

3. Ho w does T R A CE a s an organization benefit fro m these forums? 

4. Wha t are the common problems associated with organization of public forums ? 
What practical solutions have you found for these problems? 
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Appendix I V 

Questionnaire for Public Forums organised by TRAC E 
(To be administered t o the participants of  the forums) 

We would greatly appreciate knowing what you think about the Public forums organized 
by TRACE . You r view s are essentia l t o ou r attempt s to improv e the organizatio n of 
these forums. Please take a few moments to answer the questions below  

A: Attendance to the forums 

1. Ho w frequent hav e you been to these forums? (Please tick) 
1st tim e 
2- 3 times 
3- 5 times 
More than 6 times 

2. Fo r what purpose do you attend the forums? (Please tick) 
For information acquisition 
For education 
For entertainmen t 
For networking 

3. I s your attendance to the forums part of your... (Pleas e tick) 
Job requirement 
Studies 

Personal interes t 

B: Publicity/Advertisement of the forums 
4. Ho w did you get to know about this public forum? (Please tick) 
Through a notice board 
Through T V 
Through a friend 
Through Radio 
Through E-mail 

5. Ho w would you rate your accessibility to the following communication 
channels? (Please tick) 

Channel V.Good Good Poor V.poor 
Radio 
Newspapers 
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T V 
E-mail 

6. I f you wer e to rank the modes of advertising/publicing the forums that you 
prefer, what would be your ranking on a scale of 1 (highes t rank) to 5 (lowest 
rank) (Please tick) 

Mode Rank Mode 
1 2 3 4 5 

Notice board 
Newspapers 
E-mail 
Radio 
T V 

C: Usefulness of the forums 

7. Ar e thes e public forums informative? YES/NO (I f YES, go to question # 8) 

8. Ho w informative are the public forums? (Please tick) 
Very informative 
Somehow informative 
Not informativ e 

9. Ar e these public forums educative? YES/NO (I f YES, go to question #10 ) 

10. Ho w educative are these public forums (Pleas e tick) 
Very educative 
Somehow educative 
Not educativ e 

11. Whic h part o f the forum did you like most? (Please tick) 
Presentations par t 
Plenary Discussions Part 
After-forum/Networking par t 

12. Ar e th e public forums a best way to express people's views/concerns? YES/N O 
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D: Other : 

13. Do you think that you need copies of the presentations mad e during the forum ? 
YES/NO 

If YES , i n what format ? 

14. If you were given the right to choose the language fo r these forums, what 
language woul d you choose and why? 

15. What are the key issues that came up from this particular forum that you have 
attended? 

16. With regard to the above issues which actions do you think should be taken? 

17. If these debates are to continue, which topics would you like to be tabled for 
discussion and why? 

18. What improvements should be done on the organization of the public forum with 
regard to the followin g aspects? 

Venue: 

Publicity/Advertising of the 
forums 
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Choice of 
Speakers.. 

Timing/Allocated 
time 

19. Suggestions/Comment s 

Thank you for your cooperation! 
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Questions for Public Forums organised by T R A C E 
(To b e administered to the participants of the forums ) 

We woul d greatly appreciate knowin g what you think about th e Publi c forums organized 
by T R A C E . You r view s ar e essentia l t o ou r attempt s to improv e th e organizatio n of 
these forums. Pleas e take a few moments t o answer the questions below 

5. Ho w would you rate your accessibility to the following communication channels? 
(Please (tick) 



6. I f you were to rank the modes of advertising/publicing the forums that you prefer, 
what would be your ranking on a scale of 1 (highes t rank) to 5 (lowest rank) 
(Pease tick) 





Thank you for your cooperation ! 



Appendix V. 

Interview Questions fo r Foundation for Civi l Societ y Staff 

1. Wha t has propelled the Foundation for Civi l Societ y to fund T R A C E t o organiz e 
public forums ? 

2. I n what ways does the Foundation for Civi l Societ y benefit fro m funding public 
forums activities ? 
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CAPACITY 
• The Organisation Development approach 

is centra l t o TRAC E a s a  learnin g 
organisation. W e valu e practicin g "OD 
within" i n it s holisti c natur e wher e w e 
attempt to build our own learning capacity 
by focusin g on al l important element s o f 
our organization . (structures , systems , 
strategies and policies, culture and resources 
as well as skills and abilities of our staff). 

• We us e action-learnin g as centra l t o ou r 
own learnin g mid development because we 
believe tha t i n orde r t o improv e ou r 
practice we need to consciously learn from 
our own experiences/actions an d those of 
others. We allocate sufficient time to STOP 
mid REFLEC T o n eac h piec e o f 
assignment "Icons." 

• TRACE encourge s critica l feedback fro m 
clients and trainees in order to improve the 
quality of our work 

• Our trainer s an d facilitator s engag e i n a 
continuous proces s o f persona l an d 
professional developmen t an d the y atten d 
relevant workshops mid training. 

• We hav e linkage s mi d collaboratio n 
programmes wit h Oliv e (Sout h Africa) , 
TPP (Uganda) , CABUNG O mi d TS P 
(Malawi) and Ibis Ghana. 

Cornelius Kariw a (Chariperson) , Oliv e 
Luena, Mari e Bint i Shaba , Thabit a 
Siw âle, Prudenc e Kaijage , Rosebu d 
Kurwijila, Augul i Mushi , Stephen Shayo, 
Casmir Makoye and  Agnes Mwaiselage 

HOW ARE WE FINANCED 
•Through professional tees charged for 

facilitation and training. 
• Through donation s an d grant s fo r 

training/information activities. 
HOW ARE OUR CLIENTS 

TRACE serve s a  wide range o f local and 
international NGOs , CB()s , governmen t 
mid local government institutions as well as 
foreign embassie s i n Tanzania that have a 
strong commitmen t t o empowemien t o f 
poor mid marginalized Tanzanians mid aim 
at increased impact on di e ground. 

Todate TRAC E i s facilitatin g O D 
processes i n abou t 1 5 organisation s pe r 
year and have an average participation of 
100 organisations per year in its leadership 
mid other training programmes. 

Garden/TPDC Road Mikocheni 
P,0 Bo x 10511 0 

Dares Salaam, Tanzania 
Tel/Fax: + 255 (22) 2701838 
Tel: +  255 (22) 2701838/40 

Cell: 0744 61153 6 

E-mail: tracefa intafrica.com 
and 

tracetz^iiitafrica.cpm 

OD Trainin g and FactMtation Centre 

TRACING OU T YOU R 
ROUTE TO 
IMPROVED 

ORGANISATIONAL 
PERFORMANCE 

http://intafrica.com


WHAT IS TRACE? 
TRACE stands  for "Training and 
Facilitation Centr e fo r CSOs " I t i s a 
non-profit makin g N G O dedicate d t o 
providing training and facilitition sendees 
to NGOs , CBOs , governmen t 
institutions an d othe r loca l an d 
international organization s involve d i n 
development work . TRAC E starte d i n 
1998 an d wa s formall y registered unde r 
the Trustee s Incorporatio n Ordinanc e 
(CAP 37 5 of the laws of Tanzania) on 
B Apri l 2000. 

TR. \CE gre w ou t o f th e practic e o f 
providing trainin g an d consultanc y 
services t o organization s i n Tanzania in 
the framewor k o f a programme pursue d 
by a n internationa l N G O called VECO 
(then Coopibo) . Thi s wa s (an d i s 
supported b y CORD AID. 
The motivatio n behin d th e inceptio n of 
TRACE lie s on th e deepl y fel t nee d to r 
Organisational Development service s b y 
development organizations in Tanzania. 

TRACE ha s a  visio n o f organizations , 
which ar e substantiall y mor e effectiv e in 
a) contributin g t o a  vibrant civi l societ y 
and 
b) imparting on sustainable development . 

TRACE missio n i s t o buil d an d 
strengthen th e capacit y o f bot h 
individuals and organizations, through 
i) trainin g i n a  rang e o f capabilitie s 

(OD, participator y approaches , 
facilitation, leadership etc.) , 

ii) facilitatin g a range of processes with 
clients groups/organisation s 

iii) publishin g useful , user-friendl y 
materials o n organisatio n an d 
societal issues. 

TRACE staf f and practitioners strongly: 
• Believ e in hard work , team spiri t and 

respecting our clients 
• Valu e openness , transparenc y an d 

creating a  friendl y workin g 
environment 

• Hav e a  sens e o f ownershi p o f 
TRACE, and sense for efficiency 

• Believ e i n democrac y a t al l levels , 
learning and professionalism 

• To promot e Organisatio n 
Development (OD ) approache s a s 
means for strengthening organisation s 

• To promot e effectiv e us e o f 
participatory apprr)ache s t o 
development. 

• To facilitat e chang e processe s wit h 
organisations 

• To publis h and disseminate material s 
on O D an d mobilis e debates o n 
organisation and civil society issues. 

• To enhanc e the capacit y of TRAC E 
as an OD service provider 



Debates For 2005 
From: Publi c Debates Coordinato r 
To: Al l 
Subject: Propose d Themes fo r the regular policy forum and debates for 2005 to be submitted to the 

Foundation for Civi l Society. 
Date: 0 1 December 2004 

(Please read and comment befor e Frida y 03 rd Dec, you can as wel l come u p with new themes) 

Proposed Them e Proposed/possible gues t 
speakers 

Proposed 
date 

Proposed 
venue/location 

1 People with disabilities: Why 
has it been difficul t fo r our 
society to change its negative 
attitudes towards disabilitie s and 
disabled people? 

* Ministry o f Labour , 
youth and Sports. 

* Organisations o f peopl e 
with disabilitie s (ADD, 
Chawata, 
SHIVYAWATA, 
Tanzania Institut e fo r 
the Blind etc). 

* Social Welfare Institute 

January Dar es Salaam 

2 Orphans: Who is to suppor t 
them in an increasingly 
individualistic world? 

* MCDG C 
* Socia l Actio n Trus t 

Fund. 
* Envirocar e 

March Dar es Salaam 

3 New East Africa n 
Community: Are Tanzanians 
ready to face its challenges and 
optimally harness its 
opportunities? 

* Ministr y o f Foreig n 
Affairs 

* Membe r o f th e E A 
Parliament/Commissi 
on 

* ESR F 

April/May/J 
une 

Dodoma, Durin g 
the Parliamen t 
Session 

4 2005 General Election: What 
does it mean to the marginalized 
groups and the poor in 
Tanzania? 

* TGN P 
* President' s o r Prim e 

Minister's OfEce . 
* REDE T (UDSM) . 

July Dar es Salaam 

5 Alcoholism: What is its 
magnitude an d impact as a 
social and health problem in 
Tanzania? 

* Ministr y of Health 
* IOG T 

* 

September Dar es Salaam 

6 Renewable sources o f energy: 
Are they sufficiently promoted 
as part of a solution to 
environmental degradatio n 
problem in Tanzania? 

* Ministr y o f Mineral s 
and Energy. 

* NEM C 
* TATED O 

November Dar es Salaam 


