
APPENDIX I 

EXAMPLE O N HO W T O ANALYZ A QUESTIONNAIRE S RESPONSE S I N 

EVALUATION 

FEED - BAC K ON YESTERDA Y 

The purpos e o f thi s i s to giv e facilitato r th e opportunit y t o evaluat e yesterday' s 

work 

WORKING FORMA T individua l work (1 0 min ) 

REPORTING FORMA T individua l face reporting i n class (15 min ) 

TIME a ) individua l work start s a t 

b) reportin g start s a t 

HOW T O PROCEED: 

Complete the following ; 

1. Yesterda y I wa s happy whe n 

2. Yesterda y I wa s bored whe n 

3. Yesterda y I fel t confident whe n 

4. Yesterda y I go t confuse d when 

5. Yesterda y I discovere d that 
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APPENDIX I I 

FEED - BAC K ON TODAY' S SESSION S 

Tell u s how you asses s the usefulnes s of today's session s by filling a one circle. 

1) SESSIO N N o O  O  O  O  O 

ABOUT Ver y usefu l Quit e usefu l Usefu l Les s usefu l Useles s 

REASONS FO R M Y ASSESSMEN T 

2) SESSIO N N o O  O  O  O  O 

ABOUT Ver y usefu l Quit e usefu l Usefu l Les s usefu l Useles s 

REASONS FO R M Y ASSESSMEN T 

3) SESSIO N N o O  O  O  O  O 

ABOUT Ver y usefu l Quit e usefu l Usefu l Les s usefu l Useles s 

REASONS FO R M Y ASSESSMEN T 
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APPENDIX II I 

END -TRAINING EVALUATIO N QUESTIONNAIR E 

Now tha t th e one/tw o week s of ou r trainin g i s o v e r , w e woul d lik e t o spen d a 
few minute s thinking abou t learnin g experiences , you r comment s and feedback 
could make the training eve n richer. So please spare a few minute s and fill in this 
short form. 

Training Name : 

Date: 

End - Trainin g Feedbac k 

So far I'm findin g this training to b e (circle your response) 
Interesting 1 2 3 4 5 Uninteresting 

Too fas t 1 2 3 4 5 Too slow 

Too eas y 1 2 3 4 5 Too difficul t 

Relevant 1 2 3 4 5 Irrelevant 

Organized 1 2 3 4 5 Disorganized 

Relaxed 1 2 3 4 5 Tense 

Please provid e a  brie f commen t fo r improvin g thi s trainin g i n th e comin g 
session. 
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QUESTIONNAIRE FO R GROUP MEMBER S 
APPENDIX I V 

1. Ag e 

2. Se x 

3. Marita l status 

4. Ho w man y children do you have ? 

5. Leve l of educatio n 

Primary schoo l (Standard reached) 

Adult education (Stage ) 

High Learnin g / Course 
6. Whe n did you joint i n this Association ? 
7. Wher e did the ide a of initiatin g this Association come from ? 
8. Wha t i s your rol e in Association? 
9. Wha t reason s made you to join i n the Association? 
10. Ho w d o yo u participatio n i n plannin g an d implementatio n o f th e 

Association? 
11. Hav e you attende d an y semina r /  trainin g conducte d fo r developmen t 

of the Association? 
12. Wher e did you ge t your skill s relating t o th e activities ? 
13. Di d th e Associatio n receiv e technica l assistanc e o r advic e fro m th e 

Government o r extensio n worker s suc h a s Communit y Developmen t 
Officers, Municipa l council etc? 

14. Ho w is your activitie s managed? 
15. Ho w your Associatio n gets mone y for runnin g activities ? 
16. Wher e is your mone y kept ? 
17. Ha s there an y los s of money ? Ye s o r N o 
18. I f ye s what measure s were taken to ge t mone y back? 
19. Wha t i s the benefi t o f the Association? 
20. Wha t i s you r suggestion s and recommendation s a s fa r a s the succes s 

and problem s of the Associatio n are concerned? 
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QUESTIONNAIRE FO R GROUP LEADE R 

1. Nam e 

2. Ag e 

3. Se x 

4. Marita l statu s 

5. Leve l of education 

6. Occupatio n 

7. Numbe r o f member s 

8. Activitie s /  Project s carried b y the Association 

(a) 

(b) 

(c) 

9. Experienc e in Leadershi p (Month s /  Years ) 

10. Whe n was the Associatio n formed? 

11. Source s of capita l (Wher e appropriate ) 

(a) Assistanc e / Gran t 

(b) Contributio n o f Member s 

(c) Loa n 

12. I f th e capita l originate d outsid e o f th e Associatio n mentio n th e sourc e 
(Donor) 

13. Th e group initiate d b y ho w members ? 

14. Wh o pla n this Association? 
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15. Ho w di d th e Associatio n member s participat e i n plannin g an d 
implementing o f activities ? 

16. Ar e there an y outsider s wh o wer e involve d i n plannin g suc h as Extension 
Workers? 

17. Wher e office doe s the Associatio n take place? 

18. Wh o own th e plac e of the Association? 

19. Wher e do you sel l your products ? 

20. Ho w do you benefi t fro m the incom e generated ? 

21. Wha t skil l (s ) d o you hav e i n accordance to th e activitie s you hav e 

22. Training offere d concernin g the activitie s 

(a) Wher e 

(b) Wha t kin d o f training (subjec t /  titl e of course ) 

(c) Duratio n 

23. When do you hav e a membe r meeting ? 

24. Are there an y problem s faced on this activity ? 

25. Wha t measure s do you take t o overcom e these problems ? 

(i) 

(ii) 

(iii) 

26. What i s the futur e pla n of the Associatio n on the activities ? 

27. D o you thin k you nee d mor e skill s or knowledg e t o ru n you r activities ? I f 
Yes what typ e o f knowledg e /  skill ? 

28. A s group membe r an d leade r wha t ar e you r suggestions , opinions a s fa r 
as the succes s and problem s o f the Associatio n are concerned? 
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TRAINING ACTION O F PLAN FRO M SEPTEMBE R 2005 - AUGUS T 200 6 APPENDIX V 
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S/N ACTIVITY ACTORS COST '000' 

1. Prepare training nee d assessment CBO Leaders , 
CED Participan t 

50 

2. Prepare budge t fo r CBO trainin g -do- -
3. Submit budge t to various stakeholde r -do- -
4. Identify training facilitator s -do- -
5. Identify the problems or opportunit y 

- Describ e the training need s in detai l 
- Identif y the target grou p for trainin g 

CED Participant , 
Training 
facilitators &  CB O 
Leader 

6. Prepare objective s for the training -do- -
7. State the training wil l achiev e 

- stat e the general & sub objective s 
- prepar e time fram e wor k 
- trainin g materia l wil l use 

CED Participant , 
Training 
facilitators 

8. Carry out training session s 
- prepar e venu e 
- participant s invit e 
- prepar e topic s 

CED Participant , 
CBO Member s & 
Training 
facilitators 

2,500 

9. Preparation of training repor t CED Participant , 
training 
facilitators 

50 

10. Monitoring &  Evaluation of trainin g CED participant , 
Facilitators & CB O 
Members 

100 

TIME FRAME SEPTEMBER 2005 -
AUGUST 2006 

S 0 N D J F M A M J J A 



UTADA CB O Plan of Actio n APPENDIX V I 

S/No. STAGE PROCESS ACTUAL DAY DURATION ACTOR EXPECTED 
OUTPUT 

1. Initial contac t 1.1 Visi t to War d offic e 11 t h September 
03 

One da y CDO, WE O & 
CED Studen t 

-Initial contac t 
and acceptance 

1.2 Officia l visi t t o 
organization 

19 t h Septembe r 
03 

One da y CBO 
Chairperson, 
CBO Secretary 
& CE D Studen t 

letter fro m CBO 
Members 
received. 
-Project 

1.3 Writte n communicatio n t o 
CBO 

20 t h Septembe r 
03 

One da y CED Studen t assignment 
selected 

1.4 Receivin g acceptance 
letter fro m CBO 

23 r d Septembe r 
03 

One da y CBO 
Chairperson & 
CED Studen t 

1.5 Projec t selection 6 t h Octobe r 03 One da y Council 
Committee, 
CED Student , 
CBO 
Chairperson & 
CBO Secretary 

2. Background 
information 

2.1 Meetin g with CBO Leaders 

2.2 Gatherin g information o n 
CBO document s i.e . CBO 
constitution &  profile s 

9 t h Decembe r 03 One da y CBO 
Chairperson & 
CED Studen t 

Summary of al l 
relevant aspects 
of CB O 
management 
with detailed o f 
project 
activities. 
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S/No. STAGE PROCESS ACTUAL DAY DURATION ACTOR EXPECTED 
OUTPUT 

3. Information o n 
CBO 

3.1 Preliminar y survey s an d 
assessment 

11 t h Decembe r 0 3 One da y 22 CBO 
Members & 
CED Studen t 

Physical site s 
visited t o se e 
CBO activities . 

3. Information o n 
CBO 

3.2 Meetin g wit h CBO 
Members discus s on projec t 
activities. 

21 s t Decembe r 0 3 

4 t h Januar y 0 4 

One da y 

One da y 

26 CBO 
Members & 
CED Studen t 
13 CBO 
Members & 
CED Studen t 

Physical site s 
visited t o se e 
CBO activities . 

4. Further collectio n 
of informatio n 

4.1 Re-writin g th e 
questionnaire 

6 t h -  9 t h Januar y 
04 

Four day s CED Studen t Questionnaires 
prepared an d 
designed 

4. Further collectio n 
of informatio n 

4.2 Pilo t tes t 11 t h Januar y 0 4 One da y CBO Member s 
& CE D Studen t 

Questionnaires 
tested. 

4. Further collectio n 
of informatio n 

4.3 Re-submissio n of firs t 
report 

16 t h Januar y 0 4 One da y CED Offic e Report 
submmitted 

5. Questionnaire an d 
further informatio n 

5.1 Meetin g researc h 
supervisor discusse d researc h 
activities 

28 t h Januar y 0 4 One da y Mr. Shung u 
OUT & CE D 
Student 

Received 
agreement fro m 
supervisor 

5. Questionnaire an d 
further informatio n 

5.2 Intervie w CB O Members 15, 2 2 &  29 t h 

February 0 4 
Three day s CED Studen t & 

CBO Member s 
Members 
interviewed 

5. Questionnaire an d 
further informatio n 

5.3 Participator y meetin g o n 
problems identificatio n 

14, 2 1 &  28 t h 

March 0 4 
Three day s CED Student s 

& C B O 
Members 

Problem need s 
identified. 

5. Questionnaire an d 
further informatio n 

5.4 Intervie w proces s 
conttinued fo r othe r 
stakeholders i.e.loca l leaders , 
poor ag e groups , War d 
officers an d Municipa l wast e 
and disposa l officer s 

22 -  28 t h Ma y 0 4 Six day s CED Studen t & 
Stakeholders 

Key informan t 
interviewed an d 
focus grou p 
discussed i n 
potential projec t 
area. 
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S/No. STAGE PROCESS ACTUAL DAY DURATION ACTOR EXPECTED 
OUTPUT 

6. Questionnaire 
administration an d 

6.1 Organizin g an d analysin g 
data 

15 - 18 t h June 0 4 Four day s CED Studen t Data collecte d 
and analyse d 

report writin g 6.2 Writin g secon d progres s 
report an d submmitte d t o 
supervisor 

21 -  26 t h Jun e 0 4 Five day s CED Studen t & 
Research 
supervisor 

Report o n th e 
work progres s 
and findings o f 
study 

6.3 Meetin g with CBO 
Members reporte d o n surve y 
result an d agree d need s 
identification 

17 - 18 t h July 0 4 Two day s CED Studen t & 
CBO Member s 

Problem need s 
set u p 

6.4 Preparatio n o f third repor t August 0 4 Three week s CED Studen t Final repor t 
6.5 Preparatio n o f 
presentation forma t 

5 - 7 t h Januar y 0 5 Three day s CED Studen t Power poin t 
format 

6.6 Pane l presentatio n 11 t h Januar y 0 5 One da y CED Students , 
CED pane l 
representatives 

Report o n dat a 
collected an d 
project 
assignment 

6.7 Submissio n of draf t repor t February 0 5 One mont h CED Studen t & 
Supervisor / 
Instructor 

Course repor t 
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CBO MEMBER S INTERVIEWED IN THI S STUD Y TABLE 1 

S/No NAME AGE SEX MARITAL 
STATUS 

NO. OF 
CHILDREN 

EDUCATION LEVEL YEAR OF 
JOINING 

POSITION 

1. Leocadia Mkud e 54 Female Marriage 8 Primary Schoo l Since 
established 

Member 

2. Ally Ntukan e 47 Male Marriage 3 Primary Schoo l 2002 Member 
3. Saada Sadik i 35 Female Marriage 4 Primary Schoo l 7/3/2002 Member 
4. Issa All y 37 Male Widow 5 Primary Schoo l 1993 Member 
5. Felista Mtu i 30 Female Widow woma n 1 Primary Schoo l 2000 Member 
6. Kuruthum Kasi m 48 Female Marriage 3 Adult Educatio n 1992 Member 
7. Zainab Mohame d 45 Female Marriage 2 Adult Educatio n 1992 Member 
8. Pili Salehe 50 Female Marriage 1 Adult Educatio n 2002 Member 
9. Fatuma All y 35 Female Unmarriage 3 Primary Schoo l I hav e 

forgotten 
Member 

10. Violent B . Mkud e 18 Female Unmarriage 1 Primary Schoo l 2003 Member 
11. Maneno Abdalla h 70 Male Marriage 2 Adult Educatio n 1992 Member 
12. Khamis Juma 44 Male Marriage 4 Primary Schoo l 1998 Member 
13. John Mamb o 26 Male Marriage 3 Primary Schoo l 1999 Member 
14. Salome Shagal i 36 Female Marriage 2 Secondary School 1995 Member 
15. Sabina Bernar d 28 Female Marriage 1 Primary Schoo l 2000 Member 
16. Ally Mohame d 31 Male Marriage 3 Primary Schoo l 1995 Member 
17. Abrahaman All y 55 Male Marriage 5 Primary Schoo l 2000 Vice 

Chairperson 
18. Benedict Mkud e 63 Male Marriage 8 College 1992 Chairperson 
19. Cecilia Bonifac e 28 Female Marriage 1 Secondary School 2001 Secretary 
20. Mariamu Abdalla h 41 Female Marriage 6 Primary Schoo l 1998 Chairperson o f 

committee 
Source: Study conducted UTAD A CB O 
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Ref. no . out/MSc/CED/projec t 1 

Ms. Ngonyan i Zainab , 
The Ope n University of Tanzania, 
P.O B OX 23409, 
DAR E S S A L A A M 
23 r d Septembe r 200 3 

T O ; 
Mr. Benedic t Mkude , 
Chairman o f U T A D A , 
P.O BOX 40261 
DAR E S S A L A A M . 

Dear Sir , 

RE: APPLICATIO N FOR PARTICIPATIO N ON 
COMMUNITY BASED ORGANISATION 
ACTIVITIES 

Refer abov e heading. 

The Ope n Universit y o f Tanzania with partnershi p of Southern Ne w Hampsher y 
University - U . S . A , conductin g 1 8 Months Programme o n Master Scienc e i n Community 
Economic Development . 

I'm on e o f participant i n this course and Communit y development office r i n Municipa l 
Council, the main objective o f programm e is to work closel y and learnin g togethe r 
with Communit y Based Organizatio n members in day to day o n decision making , 
planning, executio n an d monitorin g projec t activities including mobilizing 
external/internal resource s from differen t stakeholders . A l l activities w i l l be free 
technical assistance . 

I have honor t o apply fo r participating i n Community Based Organizatio n activitie s in 
your esteemed organization t o reach th e development goals . 

Thanks i n Advance, 

Yours faithfully , 

Ngonyani Zaina b 
Student Participant MSc C ED 



Ngonyani Zaina b A. , 
Chuo Kiku u Huria-Tanzania , 
S'.L.P. 23409 , 
DAR E S SALAAM . 

23/09/2003 

Kumb. No . OUT/CED/PROJEC T 1 

Benedict Mkude , 
Mwenyekiti UTADA , 
S. L . P. 40261 , 
DAR ES SALAAM . 

YAH: MAOMB I YA KUSHIRIKI KAZI KATIK A JUMUIY A YA 
WANANCHI ENEO LENU . 

Rejea kichw a cha habar i hap o juu. 

Chuo Kiku u Huri a ch a Tanzani a kw a kushirikian a n a Chu o ch a Souther n Ne w 

Hampshery Marekan i kinaendesh a program u y a mafunz o y a miez i 1 8 y a 

shahada y a uzamil i y a maendele o y a Uchum i w a Jamii . Nikiw a mmoj a w a 

washiriki katik a koz i hi i n a Afis a Maendele o y a jami i Manispa a kiteng o ch a 

ushirikishwaji jami i katika mirad i ya maendeleo, moj a y a majukum u y a progra m 

hii n i kushirikian a n a Jumui a z a wananch i na l kujifunza pamoj a na o katik a 

kuamua, kupanga , kutekelez a n a kufuatili a mirad i waliojipangi a ikiw a pamoj a 

na uhamasishaj i w a rasilimal i za nje n a ndan i kw a wadau mbalimbali.Nitashirik i 

kazi zote bila malipo . 

Napenda kutum a maomb i y a kushirik i pamoj a kaz i z a jumui a yen u i l i 

kuleta ufanis i n a kufiki a malengo mliyojipangia . 

Natanguliza shukrani , 

Wako katika ujenz i w a taifa , 

Zainab Ngonyan i 
MWANAFUNZI MSHIRIKI MSc CED 



U T A D A 
CHAMA CHA  UKUSANYAJINA USAMBAZAJI  TAKAREJEA  DAMPO 

Simu: 25 5 22 2842141 S.L.P. 40261. 

Dar e s Salaam , Tanzani a 

Ndugu ,  Zainab Ngonyani, 
Chuo Kiku u Huri a - Tanzania , 
S.L.P 2340 9 
DAR ES SALAA M 
6/10/2003 

YAH: KUKUBALIW A KUSHIRIK I KAZI ZA 

JUMUIA YA UTADA 

Rejea som o hil o hapo juu. 

Barua yak o y a tareh e 23/09/200 3 yeny e kumb . Na . out/ced/projec t 1 

kama ilivyojieleza , tunapend a kukufahamish a kuw a kika o cha pamoj a ch a 

uongozi kimeyakubal i maomb i yak o n a kw a niab a y a wanajumui a y a 

UTADA tunapenda kukufahamish a kuw a tutashirikian a naw e kw a kipind i 

chote ch a mafunz o yak o kw a kusaidiana , kubadilishan a uzoef u n a 

kutekeleza mirad i iliyokusudiwa kw a lengo l a kuleta maendeleo . 

Wa |o katik a uj€nzi wa taifa , 

Benedict Mlcune 

Mwenyekiti UTAD A 


