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vi
 KEY MESSAGES
 Capacity Needs Assessment This report describes the process of developing needs-based, capacity-building strategic
 objectives and the results of a capacity needs assessment that informed a stakeholder forum to
 develop these objectives; it also summarizes the agenda-setting workshop that reached
 consensus on these objectives and the next steps.
 The capacity needs assessment was conducted by DGFP and SPS with the support of USAID
 in August 2010 to assess existing strengths and identify areas for developing competency in
 DGFP procurement and supply chain management at all levels.
 DGFP and SPS held a workshop in February 2011 to review findings of the capacity needs
 assessment, complete a structured process to identify key capacity building issues and
 strategies, and define relevant strategic objectives.
 The assessment included a sample of 206 procurement and supply chain management staff
 from 52 sites.
 Findings Structures, Systems, and Roles
 The lack of proper storage of reproductive health commodities is mainly due to shortages
 in storage space in warehouses and stores.
 Challenges in the work environment are localized to specific stores and warehouses that
 require targeted assistance.
 Many staff report that they have never seen their job descriptions. The likelihood that an
 individual has seen his or her job description increases the longer the individual has held
 the position.
 Staff and Infrastructure
 Vacancies in key positions require that other staff meet the ad hoc needs of those
 positions in addition to doing their own work, resulting in possible inefficiencies.
 Although most management-level staff receives some form of supervision support, there
 is a significant demand for a package of support including mentoring, on-the- job
 training, problem solving and technical advice.
 Most warehouses and stores received at least two supervisory visits in the past year;
 however, the majority of personnel carrying out those visits did not use supervision
 checklists.
 There is a significant and possibly unmet need for staff at lower levels to be mentored by
 management.
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 Competencies and Tools Development
 Only a fifth of respondents indicated that they had received on-the-job training during
 supervisory visits; in contrast, 78% indicated a desire for this form of support.
 Informal peer supervisory support is currently being provided in a few instances, and
 could be developed in a systematic way to build the competencies and expertise of
 procurement and supply chain management staff.
 There is a need to institutionalize capacity-building approaches, such as mentoring,
 coaching, and supervision, as well as the use of job aids, operational guidelines, and other
 decision-making tools, to minimize the negative impact of frequent staff turnover.
 On-the-job training and technical advice could be provided by building on existing
 informal peer supervision mechanisms.
 In procurement, critical areas of competency development relate to preparing bid
 documents and letters of credit, quality assurance and inspection, and shipping. These
 areas should constitute the priority focus of any competency development strategy.
 In supply chain management, critical areas of competency development relate to
 supporting use and functionality of new, computerized stock management systems; good
 stock management and storage; quantification of commodities to be distributed to
 facilities; physical inventory and product inspection; and supervision and monitoring.
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1
 INTRODUCTION Background Over the past few decades, USAID has supported efforts to improve reproductive health
 commodity security in Bangladesh by assisting the Ministry of Health and Family Welfare
 (MOHFW) with strengthening commodities procurement and supply chain systems.
 Although advances have been made, problems still hinder the continuous availability of
 reproductive health commodities. Major stakeholders, including the Directorate General of
 Family Planning (DGFP) of MOHFW, the World Bank, the United Nations Population Fund,
 and USAID, have all agreed that addressing procurement management in the DGFP is urgent.
 Since 2009, the Strengthening Pharmaceutical Systems (SPS) Program has been providing
 technical assistance to DGFP and other national stakeholders to improve procurement
 management systems for reproductive health commodities, to build up existing distribution
 and management information systems, and to increase local capacity to strengthen health
 systems.
 This report details the technical assistance that SPS provided to DGFP in developing
 evidence-based, capacity-building strategic objectives for procurement and supply chain
 management to help ensure increased access to and appropriate use of reproductive health
 commodities.
 Purpose of this Activity The purpose of this activity is to develop a comprehensive capacity-building strategy to
 strengthen the ability of DGFP and other related national institutions to improve reproductive
 health commodity management for the long term. Building and strengthening the expertise of
 local institutions is crucial to ensuring the sustainability of improvements achieved through
 technical assistance.
 SPS is working with DGFP and other local institutions to build their capacity to provide
 technical support and training in supply chain management. Two local institutions with which
 SPS may work closely to identify opportunities for collaboration and capacity building are
 the Social Marketing Company and the Family Planning Association of Bangladesh.
 This activity sought to—
 1. Build upon the findings and recommendations developed during previous
 consultancies to evaluate procurement management capacity in the DGFP
 2. Identify potential strategic options to enhance and sustain capacity within DGFP to
 manage procurement and supply chain to reduce stock outs by 2015
 3. Develop comprehensive and systematic strategic options to improve DGFP
 performance that cover training and development of operational systems that are
 needs-based and resilient to high turnover
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 Capacity Building
 Capacity building is a collaborative, evidence-driven process to improve the ability of
 individuals, groups, institutions, or organizations to create measurable and sustainable results.
 It is an iterative process that often involves transfer and development of new knowledge,
 skills, and attitudes that result in improved performance (adapted from AIDSTAR2, 2011).
 SPS uses the framework pictured below to guide its technical assistance in capacity building.
 As shown in the framework, there are many kinds of capacity required to support system
 success. Recommendations that emerged from an earlier SPS evaluation of the procurement
 capacity of the DGFP addressed a number of institutional capacity needs (e.g., within
 Structures, Systems, & Roles and Staff & Infrastructure). Although the findings and
 recommendations from this technical assistance activity focused primarily upon individual
 competency development, they also corroborated the needs identified during earlier work, as
 well as highlighted a few additional institutional factors that have a significant influence upon
 individual success.
 Vision for Strengthening DGFP Procurement and Logistics
 The vision is that all family planning products will be accessible, available, and acceptable in
 all public sector distribution sites on a continuous basis. Robust and reliable DGFP
 procurement and supply chain processes performed by competent, motivated, and supervised
 human resources will support and sustain this situation.
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 Activity Overview
 As shown in figure 1, the activity comprises two phases. During phase 1, SPS and DGFP
 developed and implemented the capacity needs assessment (CNA). During phase 2, SPS and
 DGFP met in a three-day workshop to identify the strategic objectives for capacity building.
 SPS will now assist the DGFP with development of a strategic framework and operational
 plans for capacity building.
 Figure 1. Process of capacity-building strategy development
 Ph
 ase
 2:
 Feb
 ruary
 –
 Ap
 ril
 2011
 Ph
 ase
 1:
 Ju
 ly–S
 epte
 mb
 er 2
 010
 CNA of PSM staff by using
 competency framework
 Review of operational
 processes in procurement
 and supply chain
 Identification of competency
 development and
 performance improvement
 needs
 Identification of ways in
 which existing processes in
 PSM could be strengthened
 Rapid assessment of
 vacancies and distribution of
 PSM staff
 Competency framework
 development for
 procurement and supply
 management (PSM)
 Workshop with DGFP to discuss approach to strategic framework development
 Development of strategic objectives for capacity building based on strategic options, opportunities,
 barriers, and roles of stakeholders required to meet strategic objectives
 Development of a strategic framework and operational plans for capacity building with the input of
 DGFP and identification of next steps
 Workshop with DGFP to share assessment findings and review strategic objectives for capacity
 building
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 CAPACITY NEEDS ASESSMENT
 Purpose of the Capacity Needs Assessment
 The CNA sought to—
 1. Assess existing strengths and competency development needs of DGFP procurement
 and supply chain management staff at all levels
 2. Examine factors that influence performance, including supervision, work environment
 and job satisfaction at all levels
 3. Provide evidence that would support the development of strategic options for capacity
 building in procurement and supply chain management competencies and thus
 enhance performance in DGFP
 The assessment sought to help build an evidence-based approach and provide a representative
 snapshot of capacity development needs. Findings describing the pharmaceutical human
 resource situation and identifying key capacity building were used to develop strategic
 objectives targeted to address key challenges affecting the performance of DGFP
 procurement and supply chain management staff.
 Methods
 SPS and DGFP first developed a procurement and supply chain competency framework by
 listing a comprehensive set of competencies for each major task to be used as the basis of the
 CNA. A telephone survey gathered basic data on procurement and supply chain staffing
 levels and turnover. The CNA tool was developed, refined, and translated into Bangla before
 being used to survey staff across 52 sites. Data were compiled, validated, and analyzed before
 being shared with DGFP staff in preparation for setting capacity building strategic objectives.
 DGFP staff participated fully throughout the CNA and dedicated staff to join the data
 collection team and present results to key stakeholders.
 Developing a procurement and supply chain competency framework A consensus group was convened July 22, 2010, with the following objectives—
 1. To discuss the process for developing a strategic capacity-building framework for
 DGFP procurement and supply chain management
 2. To develop and reach consensus on a competency framework that could be used for
 training needs assessment and to identify capacity development needs
 Launched by Mrs. Dilruba, Director General, DGFP, this one-day consultative workshop
 helped to define objectives of the CNA; in addition, the participants discussed and agreed on
 methods and further development of the competency framework that would form the basis of
 the assessment. Participants broke into facilitated focus groups to concentrate on a specific
 component of the framework and to review and revise the competencies for each major task
 in procurement and supply chain management. The groups shared feedback, including
 recommendations for capacity building, with each other in the final plenary session.
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 Feedback was incorporated into the final competency framework, which was translated into
 Bangla (by July 31) during the process of the CNA survey tool development.
 Data collection
 The CNA was conducted in a purposively selected sample of 52 sites including DGFP central
 office, the central warehouse, regional warehouses, and upazila stores. Sites were selected to
 be geographically and contextually representative of the situation across Bangladesh and
 included a balance of both experienced and recently recruited staff. Available procurement
 and supply chain management staff were surveyed. Four DGFP staff members worked
 together with SPS program associates and consultants to gather data. Each program associate
 was responsible for surveying staff in one regional warehouse and nine upazila stores.
 Data was collected August 2–30 and was entered, cleaned, and validated in a proforma
 spreadsheet September 1–14. In the data cleaning and validation process, a random 10% of
 completed assessments were checked against entered data. The data entry error rate was
 negligible at 0.02%. Data was analyzed in SPSS 17.0 and Excel.
 Key Findings
 Basic information
 A telephone survey was conducted in July 2010 prior to the CNA to determine the total
 number of filled and vacant procurement and supply chain positions in DGFP and to estimate
 the approximate level of annual staff turnover (table 1). The level of staff turnover, an issue
 frequently cited in previous assessments, was found to be higher in the procurement offices
 of MOHFW and DGFP; turnover of supply chain management staff was minimal in many
 instances. However, an important human resources issue which had not been identified in
 previous reports was the vacancy levels, which were as high as 100% for regional warehouse
 supply officers and 83% for district-level store keepers. These high values are of great
 significance because the individuals in these positions assume responsibility for the
 functionality and performance of the stores, a role which is currently being fulfilled on an ad-
 hoc basis by other staff members.
 Table 1. Total Positions, Staff Turnover, and Vacancies (July 2010)
 Total number of positions Positions vacant (%)
 Approximate annual staff turnover (%)
 Procurement
 MOHFW 4 0 50
 DGFP 27 0 33
 Storage and supply
 Central stores 7 N/A 14
 Regional warehouse 63
 100 (supply officer) 24 (pharmacist) 8
 District level 64 83 (storekeeper) Minimal
 Upazila stores 1500 21% 3
 N/A, not available
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 A total of 206 DGFP staff were surveyed in the CNA across 52 sites (table 2) with a 100%
 response rate. The staff breakdown was as follows—
 Procurement: 11 staff at DGFP central level
 Supply: 195 staff at all levels consisting of
 o 6 staff from the central warehouse
 o 12 staff from 5 regional warehouses
 o 177 staff from 45 upazila stores
 Table 2. Supply Chain Management Respondents by Position and Site Type
 Upazila FPO
 Medical officer/AD
 Supply officer
 Upazila FPA
 Store-keeper
 Office assistant
 Pharm-acist
 Assistant upazila
 FPO Other Total
 Central and regional warehouses
 0 0 5 1 6 0 4 0 3 19 (9%)
 Upazila stores
 38 2 0 98 0 19 6 13 1 177 (91%)
 Total 38 (19%)
 2 (1%)
 5 (3%)
 99 (51%)
 6 (3%)
 19 (10%)
 10 (5%)
 13 (7%)
 4 (2%)
 195 (100%)
 AD, assistant director; FPO, family planning officer; FPA, family planning assistant
 Approximately three-quarters of staff were male and all were employed under
 permanent contracts. Staff had a high education level with 73% holding either a
 university-level undergraduate degree or post-graduate degree.
 The number of years of experience of surveyed staff in DGFP ranged from 1 to 41,
 and the average was 12 years. Almost half of the surveyed staff had 5 years or less
 experience.
 Table 3. Demographics
 Descriptors %
 Gender Male 74
 Female 26
 Age group < 30 years 33
 30–49 years 52
 > 50 years 15
 Highest educational level achieved
 Secondary school (highest) 7
 Diploma/certificate 19
 University undergraduate degree 30
 University postgraduate degree 43
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 Job descriptions
 Fewer than half (48%) of the surveyed employees had never seen their job
 descriptions; fewer than 30% of those under the age of 30 have seen their job
 descriptions compared to almost 68% of those over 50 years (p < 0.0001).
 Between 70% and 100% of staff in the regional warehouses, central warehouse, and
 DGFP head office had seen their job descriptions compared to fewer than half of
 upazila store staff (p = 0.015).
 Work environment
 The working environment appears to be in a reasonably good state with the basic
 requirements in most warehouses and stores.
 Almost all respondents had access to a computer in their workplace, although only
 27% had access to the Internet.
 Significant differences were observed with Internet access by facility type: 90% of
 DGFP head office, 100% of central warehouse, and 75% of regional warehouse staff
 had Internet access; however, only 19% of upazila store staff indicated that they had
 access to the Internet (p < 0.001).
 In the DGFP head office and central warehouse, 90% and 100% of staff, respectively,
 indicated access to a washroom, but only 59% and 56% had access to washrooms in
 regional warehouses and upazila stores, respectively (p < 0.05).
 Only 15% did not feel safe and secure in their place of work, an issue which appears
 to apply to particular warehouses.
 Most felt that there were no safety hazards at work, though 50% of central warehouse
 staff felt that there were safety hazards compared to 17% of regional warehouse staff
 and 28% of upazila store staff.
 Table 4. Working Environment
 Proportion of respondents %
 Computer access 95
 Internet access 27
 Office work space 79
 Adequate lighting for work 84
 Washroom access 59
 Feels safe and secure at work 85
 Feels there are no safety hazards at work 72
 Storage in warehouses and stores
 Half of surveyed staff reported that commodities were stored in accordance to good
 storage guidelines in their warehouse or store.
 In most instances, poor storage was attributable to lack of storage space; however, in a
 few warehouses and stores, poor storage was due to lack of knowledge of storage
 guidelines.
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 Table 5. Commodity Storage
 Proportion of respondents %
 Commodities stored according to good storage guidelines in warehouse or store 54
 Reasons commodities not stored according to good storage guidelines
 Lack of proper storage space 89
 Lack of knowledge of storage guidelines 12
 Other (lack of human resources, warehouse reorganization) 4
 Supervision and support
 Almost all respondents received some form of supervisory support from their
 supervisor with only 5% indicating that they did not receive any support at all.
 Almost all staff felt that they would like to receive more support from their
 supervisors with high demand for on-the-job training, technical advice, strategies for
 resolving problems, and mentoring.
 Table 6. Supervisory Support Received and Requested by Supply Chain Staff
 Form of support
 Percentage receiving support from their
 supervisor
 Percentage that would like to receive support from their
 supervisor
 Mentoring 57 66
 On-the-job training 63 78
 Technical advice 71 78
 Assistance with solving problems and addressing concerns/issues 73 76
 Other 7 9
 None of the above 5 1
 The situation for procurement staff appears to be different. There seems to be less
 supervisory support provided to procurement staff at present.
 Staff does not receive any on-the-job training and few receive technical advice,
 despite large demands in these areas. However, it appears that there is a level of peer
 supervision that is occurring—4 and 5 staff members stated that they provided on-the-
 job training and technical advice, respectively, to their colleagues.
 Table 7. Supervisory Support Received and Requested by Procurement Staff
 Form of support
 Number receiving support from their supervisor
 (total = 11)
 Number that would like to receive support from their
 supervisor (total = 11)
 Mentoring 4 5
 On the job training 1 6
 Technical advice 2 8
 Assistance with solving problems and addressing concerns/issues
 9 8
 Other 0 1 (guidelines in specific areas)
 None of the above 1 0
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 Of the surveyed staff, 71% were responsible for supervising other staff in their
 workplace.
 Only 2% of supervisors indicated that they provided mentoring; however, as seen in
 table 8, this is a form of support that is in high demand.
 Table 8. Supervisory Support Provided
 Form of support Percentage providing
 supervisory support to staff
 Mentoring 2
 On the job training 61
 Technical advice 70
 Assistance with solving problems and addressing concerns/ issues 74
 Other 7
 None of the above 1
 Of the staff, 75% stated that their warehouse or store had received a supervisory visit
 in the past year from a higher tier with 60% indicating two or more visits per year. It
 is likely that visits made by SPS program associates as well as DGFP higher tiers
 were included.
 Further clarification is needed on what proportion of these visits had been conducted
 by DGFP independently.
 However, 22% of respondents stated that supervision checklists were used during
 visits, 60% reported that they were not used, and 17% indicated that they did not
 know whether checklists were used.
 Table 9. Supervisory Visits for the Past Year
 Proportion of staff that received— %
 Remote supervisory support from higher tier 64
 A supervision visit 75
 1 supervisory visit 40
 2 supervisory visits 28
 3 supervisory visits 11
 4 supervisory visits 18
 5 supervisory visits 6
 Almost all indicated at least one form of supervisory support provided during
 supervisory visits.
 There is a significant and currently unrealized opportunity to utilize supervisory visits
 to provide on-the-job training, as 78% indicated that this is a form of support that they
 would like to receive (table 10).
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 Table 10. Support Received During Supervisory Visits
 Form of support Percentage receiving support during
 supervisory visits
 Mentoring 26
 On the job training 19
 Technical advice 49
 Assistance with solving problems and addressing concerns/issues 28
 Other 4
 None of the above 2
 The use of checklists during supervision visits to warehouses and stores varied
 considerably though remained low in general, with 33% of central warehouse, 13% of
 regional warehouse, and 22% of upazila store staff reporting their use.
 Mentoring provided during supervision visits was mainly directed at the central
 warehouse (60%) and regional warehouse (88%) staff rather upazila store staff (42%)
 (p = 0.01).
 By contrast, technical advice was only received by 40% of central warehouse staff
 during supervisory visits, compared to 75% of regional warehouse and 83% of upazila
 store staff (p = 0.07).
 Procurement and supply chain competencies
 The competency framework for procurement included a total of 77 knowledge and action
 requirements, whereas there were 66 required items for supply chain management.
 Procurement staff completed a self-assessment of their competencies on procurement only;
 supply chain management staff completed the supply chain competency self-assessment.
 In the CNA, respondents were asked to choose one of the following options to self-assess
 their abilities for each competency—
 Low: I need support to learn this knowledge or action
 Moderate: I need some support to improve this knowledge and my ability to do this
 action
 High: I fully possess this knowledge or I am able to do this action
 The competency self-assessment also asked respondents to rate the relevance of each
 competency requirement as essential, desirable, or of no relevance to the task. The relevance
 ratings by respondents are also a form of validation of the competency framework.
 Respondents strongly validated the competency framework.
 Of the respondents, 81–100% ranked all items in the procurement framework as essential,
 indicating that they believed that most or almost all competencies were essential to a
 particular task or function. Only 1 item out of 77 was rated as being of no relevance to the
 task. This provided full and comprehensive validation of the competency framework for
 procurement.
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 Of the respondents, 91–100% ranked all items in the supply chain management framework as
 being desirable, which provided good validation of the competency framework. In contrast to
 the procurement relevance ratings, however, most felt that the competencies were desirable
 rather than essential to the functions. The range of agreement that items were essential was
 15–53%. It is unclear why this is the case, indicating the need for further review of this
 component of the competency framework. It is also possible that, given the diversity of roles
 performed in supply chain management, not all competencies were of direct relevance to all
 surveyed staff. Nevertheless, the results provided good validation of the competency
 framework for supply chain management.
 Competency development strategies
 Depending on the level of competence, there may be different types of competency
 development strategies and support for the creation of peer supervision that may be
 appropriate (table 11).
 Table 11. Strategies for Competency Development
 Competency level Competency development and maintenance strategy
 Low Introductory training to acquire new knowledge and skills
 Moderate On-the-job training to develop expertise
 Mentoring and technical advice
 Continuing professional development
 High Mentoring, technical advice, and on-the-job training
 Guidelines and performance aids
 Continuing professional development
 External experts or highly competent DGFP staff can be brought in to provide introductory
 training to those with low-competency levels. DGFP staff with moderate levels of
 competence may be able to advance into a high level of competence through on-the-job
 training and performance aids such as guidelines, decision-making tools, and technical
 support.
 Procurement competency development needs
 It is important to note that all procurement staff perform largely similar functions, but are
 responsible for different bidding packages. Thus, if any team member has low levels of
 competence, it may act as a barrier to effective procurement of the particular commodities for
 which they are responsible.
 Given the way in which the work is distributed among the members of the unit, everyone
 should, at minimum, attain moderate competencies in all areas. Although the competency
 profile of each individual varied, on average, approximately 6% are at a low level of
 competency, 78% at a moderate level, and 16% at a high level.
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 Table 12. Competency Profiles and Characteristics
 Competency profile Characteristics
 New staff Has less than two years of experience in the position and in DGFP
 Competencies are mostly at the moderate level with little or no competencies at a high level
 Requires training and support to acquire new competencies
 Mid-level experienced staff
 Generally has two or more years of experience in the position and possibly even more experience in DGFP
 Has approximately 70% of competencies at the moderate level and 15% of competencies at a high level
 Has some need to develop new competencies for which there may have been limited support and guidance to acquire on the job
 Expert and experienced staff
 Has five or more years of experience in the position and 10 years or more experience in DGFP
 Has over 30% of competencies at a high level with the remaining at a moderate level
 Has fewer needs to acquire new competencies
 Table 13 describes specific areas for competency development that should be the priority
 focus in introductory training, on-the-job training, and technical advice. For a complete list of
 competencies, see annex 1. Competency development needs have been classified as
 follows—
 Critical need: a large proportion of the staff with low competency and few with high
 competency
 Key need: some staff with high competency levels but several with low levels
 Emergent need: a large proportion with moderate competency levels but only one
 with high competency, which poses the potential risk of substantial loss of capacity
 due to staff turnover
 These critical areas of competency should constitute the priority focus of any competency
 development strategy—
 Preparation of bid documents
 Preparation of letters of credit
 Quality assurance and inspection
 Shipping

Page 21
						
						

Capacity Needs Assessment
 13
 Table 13. Critical, Key, and Emergent Competency Development Needs
 Function/task
 Required knowledge and action Dark gray: critical need
 Light gray: key need Clear: emergent need
 Competency profile Black: low
 Gray: moderate Light: high
 Work area C1: Procurement plan
 Assess commodity requirement for the procurement cycle to meet target of the family planning operational plans
 C1.1 and C1.4
 Understand how to gather information on consumption and demographic data to project commodity needs
 Develop a consolidated procurement plan (CPP)
 C1.14 Understand the procurement plan template
 C1.17 Develop and modify the CPP based
 on needs, needs assessment committee approval, and budget provision
 Work area C2: Obtaining financing from World Bank
 Submit CPP to World Bank to obtain No Objections certificate and resolve World Bank queries
 C2.2 C2.3 C3.2
 Knowledge of World Bank/International Development Agency guidelines on procurement and Public Procurement Act and Regulations
 Submit CPP to MOHFW C2.6 Apply skills to negotiate with
 MOHFW to expedite process of approval as per the need of DGFP
 Work area C3: Bidding document
 Prepare bid document C3.3 Gather, compile, edit, and finalize bid documents for each commodity
 C3.4 Develop standard specifications for
 each commodity
 C3.5 Ability to update the specifications
 Define the commodity delivery schedule
 C3.7 Knowledge of international commercial terms and payment procedures
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 Function/task
 Required knowledge and action Dark gray: critical need
 Light gray: key need Clear: emergent need
 Competency profile Black: low
 Gray: moderate Light: high
 C3.8 Interpret information to develop appropriate schedules for delivery of each commodity
 Submit bid document to World Bank to obtain No Objections certificate and resolve World Bank queries
 C3.12 Revise the draft bidding document according to World Bank queries and resubmit
 Work area C5: Bid evaluation and selection
 Undertake preliminary examination of bid documents to check if bids are substantially responsive/complete
 C5.3 Facilitate bid evaluation committee decisions based on detailed examinations
 Bid evaluation committee evaluates bids
 C5.8 Cross-check completed bid evaluation report for accuracy
 Prepare the letter of credit C5.25 Understand the letter of credit template
 C5.26 Ability to complete the letter of credit
 template
 Quality assurance checks C5.28 Provision of preshipment inspection
 in place
 Work area C6: Shipping
 Monitor shipments with suppliers
 C6.1 Check status of shipments with suppliers
 Obtain clearance of shipments through clearing and forwarding agent
 C6.2 Knowledge of port clearance procedures
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 Function/task
 Required knowledge and action Dark gray: critical need
 Light gray: key need Clear: emergent need
 Competency profile Black: low
 Gray: moderate Light: high
 C6.3 Communicate with Bangladesh Bank to get the original shipping documents in a timely manner
 C6.4 Communicate with clearing and
 forwarding agent to ensure clearance of goods
 Work area C7: Receive goods
 Conduct inventory check of received goods by the standing board
 C7.1 Undertake full physical stock count against the challam/invoice
 Conduct post-shipment inspection (physical and laboratory tests) of procured goods
 C7.2 Undertake random quality check for commodity integrity and damage
 Work area C8: General
 English proficiency C8.1 Able to communicate effectively in written and spoken English in all World Bank interactions and instructions
 Supply chain competency development needs There are significant competency development needs of supply chain management staff. All
 except 6 of the 66 knowledge and action requirements in the supply chain management
 framework are either critical or key areas of competency development.
 There appears to be a reasonable proportion of staff with high levels of competence across all
 areas, hence the classification of emergent needs does not apply in this domain. The pie
 charts indicate the competency profile or the proportion of staff with low, moderate, or high
 levels of competency in each area.
 Competency development needs have been classified as follows—
 Critical need: over 35% of staff with low competency
 Key need: 20–35% of staff with low competency
 Critical areas for development include competencies to support use and functionality of new
 computerized stock management systems; good stock management and storage;
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 quantification of commodities to be distributed to facilities; physical inventory and product
 inspection; and supervision and monitoring.
 The absence of computer literacy skills in most respondents indicates that this is an important
 area of development and consideration for the roll out of these systems.
 The finding that poor storage of commodities is due in part to lack of knowledge of storage
 guidelines is further supported by the results of this self-assessment; 42% of staff stated that
 they had low levels of understanding of storage layout principles and storage guidelines
 (D1.7) and 58% indicated low understanding of basic unusable stock management principles
 and DGFP unusable destruction guidelines.
 Table 14. Competency Development Needs
 Functions/tasks Required knowledge and actions Dark gray: critical need Light gray: key need
 Competency profile
 Black: low Gray: moderate
 Light: high
 Work area D1: Receive goods
 Receive commodities from suppliers at central level
 D1.1 Understand the contents of the invoice and know how to verify the goods received
 D1.3 Perform reconciliation activities subject to gaps
 between physical goods and recorded goods in a timely manner
 Inspect received commodities (central)
 D1.4 Understand product specification and contract document
 D1.6 Consult commodity specification and contract
 document to ensure whether goods are acceptable (central level)
 Storing received goods properly
 D1.7 Understand storage layout principles and storage guidelines
 D1.8 Knowledge of how to ensure adequate security of
 stock
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 Functions/tasks Required knowledge and actions Dark gray: critical need Light gray: key need
 Competency profile
 Black: low Gray: moderate
 Light: high
 D1.9 Organize goods categorically following the first expiry and first out principle
 Determine supply quantity for distribution to facilities per policy
 D2.1 Knowledge of DGFP min-max supply policy for push and pull items
 D2.2 Understand how to adjust planned quantities
 when stocks fall below the minimum level of months of supply
 D2.3 Can determine how much to issue to lower tier
 based on min-max policy and available stock
 D2.4 Prepare advance route plan and circulate to
 facilities to ensure timely supply of commodities
 Use the Upazila Inventory Management System (UIMS) to develop a supply plan
 D2.5 Basic computer literacy and knowledge of UIMS operations
 D2.6 Use UIMS software to generate monthly supply
 plan
 D2.7 Knowledge of software maintenance and be able
 to resolve common problems
 Work area D3: Issue commodities
 Issue commodities to lower level
 D3.1 Knowledge of DGFP min-max and push-pull policy
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 Functions/tasks Required knowledge and actions Dark gray: critical need Light gray: key need
 Competency profile
 Black: low Gray: moderate
 Light: high
 D3.2 Issue commodity from store to lower tier based on supply plan and/or indent quantity
 D3.3 Prepare issue vouchers based on the quantities
 determined in the supply plan
 Generate or issue vouchers through the Warehouse Inventory Management System (WIMS) to dispense commodities to upazilas
 D3.4 Basic computer literacy and understanding of WIMS operations
 D3.5 Knowledge of how to maintain WIMS software
 and conduct basic troubleshooting
 D3.6 Use WIMS to generate and manually enter issue
 vouchers and update stock in a timely manner
 Generate or issue vouchers through UIMS to dispense commodities to service delivery points
 D3.7 Basic computer literacy and UIMS operations
 D3.8 Use UIMS to generate and manually enter issue
 vouchers and update stock
 Determine supply quantity for distribution to facilities per policy
 D3.9 Knowledge of DGFP min-max supply policy and push and pull items supply policy
 D3.10 Understand how to adjust planned quantities
 when stocks fall below the minimum level of months of supply
 D3.11 Can determine how much to issue to lower tier
 based on min-max policy and available stock
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 Functions/tasks Required knowledge and actions Dark gray: critical need Light gray: key need
 Competency profile
 Black: low Gray: moderate
 Light: high
 Request commodities from higher level
 D4.1 Knowledge of indent voucher preparation
 D4.2 Able to do calculations to determine indent
 quantities
 D4.3 Regularly submit indent voucher to higher tier
 Keep records on all stock transactions including details on commodities received and issued and adjustments
 D5.1 Knowledge of basic stock management principles and recording and reporting procedures
 D5.2 How to use and update bin cards
 Use WIMS in the warehouse to receive commodities at the central and regional levels
 D5.4 Basic computer literacy
 D5.5 Knowledge of WIMS operations
 D5.6 Use WIMS to receive commodities and update
 stock
 Maintain stock ledger in WIMS
 D5.7 Basic computer literacy
 D5.8 Knowledge of WIMS operations
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 Functions/tasks Required knowledge and actions Dark gray: critical need Light gray: key need
 Competency profile
 Black: low Gray: moderate
 Light: high
 D5.9 Use WIMS to update transactions and maintain updated stock balance and synchronize with manual inventory control register
 Maintain stock ledger in UIMS
 D5.10 Basic computer literacy
 D5.11 Knowledge of UIMS operations
 D5.12 Use UIMS to update transactions and maintain
 updated stock balance and synchronize with manual inventory control register
 Periodically count commodities and make necessary adjustments in stock records
 D5.13 Understand basic stock management principles and how to record and report commodity stock information
 D5.14 Arrange periodic physical inventory and make
 necessary adjustments in stock ledger
 Identify and manage unusable commodities including expired and damaged stock
 D5.15 Understand basic unusable stock management principles and DGFP unusable destruction guidelines
 D5.16 Keep unusable stock separately in stores, update
 records, and arrange periodic destruction according to guidelines
 Organize commodities in store
 D5.17 Knowledge of DGFP storage guidelines
 D5.18 Arrange commodities in store based on storage
 guidelines
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 Functions/tasks Required knowledge and actions Dark gray: critical need Light gray: key need
 Competency profile
 Black: low Gray: moderate
 Light: high
 Generate and submit monthly reports to respective authorities
 D6.1 Understand how to prepare and use monthly reports based on stock transactions
 D6.3 Understand DGFP reporting formats
 D6.4 Check received forms for correctness and identify
 inconsistencies
 D6.5 Check monthly warehouse and upazila reports
 (forms F7/F7B) and field reports for completeness and errors
 Provide feedback to upazilas and service delivery points on report errors
 D6.6 Understand DGFP reporting formats
 D6.7 Can identify reporting errors and provide
 feedback to warehouses and upazilas for correction
 Enter data into the web-based warehouse Logistics Management Information System (LMIS)
 D6.8 Basic computer literacy
 D6.9 Understand how to enter data into LMIS
 D6.10 Knowledge of data/report and editing functions in
 LMIS
 D6.11 Collect and correctly enter reports in LMIS in a
 timely manner
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 Functions/tasks Required knowledge and actions Dark gray: critical need Light gray: key need
 Competency profile
 Black: low Gray: moderate
 Light: high
 Monitor performance of staff and supervise accordingly
 D7.1 In-depth knowledge of DGFP logistics performance mentoring checklists
 D7.2 Use checklists at every monitoring visit at
 different tiers
 D7.3 Conduct regular monitoring visits
 D7.4 Ensure follow up action by staff on
 recommendations
 D7.5 Knowledge of staff development strategies
 D7.6 Able to conduct on-the-job training
 D7.7 Able to guide development of annual work plans

Page 31
						
						

23
 SETTING STRATEGIC CAPACITY-BUILDING OBJECTIVES
 DGFP Workshop to Define Capacity-Building Strategic Objectives
 Workshop aim and objectives
 The aim of this three-day workshop, which was opened by Ganesh Chandra Sarker, Acting
 Director of the DGFP, was to draft evidence-based strategic objectives for the capacity
 building of DGFP procurement and supply chain management staff and all key stakeholders.
 The workshop objectives were as follows—
 Present key findings from the CNA
 Gather feedback on the assessment and discuss findings
 Reach consensus on the key challenges, underlying causes, and strategies
 Identify specific stakeholders, barriers, and existing strengths relevant to each strategy
 Define strategic objectives for building capacity in procurement and supply chain
 management
 Description of the workshop The three phases of the workshop are summarized in the box below.
 Phases Activities
 1 Presentation and discussion of CNA findings
 Distribution of fact sheet
 PowerPoint presentation of CNA findings
 2 Identification of challenges, underlying causes, barriers, strengths, and key stakeholders
 Small group sessions
 Plenary report-out and discussion
 3 Consensus on strategic objectives for capacity building
 Small group sessions
 Plenary report-out and discussion
 In the first phase, all participants viewed a presentation of the key findings and received a
 fact sheet that summarized them. Through facilitated and structured small-group discussions,
 participants examined the key findings; in plenary sessions, representatives from the groups
 reported on participants’ reactions and posed specific questions about the findings.
 The participants were challenged to reflect on their assumptions about specific realities in the
 field. For example, participants were very surprised to learn that many staff members had
 never seen a copy of their job descriptions. They also were surprised to hear that lack of
 storage space was a major contributor to poor storage practices in some of the warehouses
 and stores.
 Once participants had accepted the CNA findings, they proceeded to use them to identify key
 challenges and the root causes for these challenges. This workshop provided a forum in
 which to ask questions and discuss concerns, doubts, and the issues raised by the CNA
 findings, the importance of which was confirmed by participants.
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 By the end of the first day, participants had developed a list of concerns for each challenge
 and a list of causes or contributing factors. During day two, small-group work yielded lists of
 possible strategic objectives that could be used to address the challenges and causes; during
 the plenary session, they reported out and reached consensus on the strategic objectives.
 Using the same process of small-group work followed by plenary discussion and consensus
 building, participants subsequently identified barriers and opportunities related to the
 strategic objectives. Before breaking for the day, they also had developed lists of key
 stakeholders, which were then reviewed and approved during the plenary session. The
 workshop facilitators were tasked with organizing the strategic objectives, challenges, causes,
 opportunities, barriers, and stakeholders into one matrix and sharing it with the participants
 during the third day of the workshop.
 Strategic Objectives Matrix
 Workshop facilitators consolidated the inputs of the first two days of the workshop into a
 summary matrix of the strategic objectives, opportunities, barriers and stakeholders, and
 presented the matrix to the group for further discussion. The matrix was further refined in
 small and plenary group sessions, with consensus reached on the final strategic objectives by
 all participants.
 The strategic objectives are divided into procurement and supply chain management. In
 procurement, the matrix includes eight areas for capacity building—
 1. Procurement expertise
 2. Procurement technology
 3. Quantification and forecasting
 4. Bid document preparation
 5. Bidding process
 6. Quality assurance
 7. Shipping and clearance
 8. Procurement unit structure
 In supply chain management, the matrix identifies five areas for capacity building—
 1. Workforce shortages
 2. Monitoring and supervision
 3. Supply chain management technology
 4. Warehouse and store management
 5. Supply chain management
 (The full matrix can be found in annex 2.)
 Participant Commitment In closing the workshop, each participant stated his or her individual commitment to
 continuing this work on capacity building for procurement and supply chain management.
 The first commitment was made by M. M. Neazuddin, the newly appointed Director General
 of the DGFP, who expressed his firm support for strengthening the capacity of his Directorate
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 to respond to the family planning needs of the population. The Director of Logistics and
 Supplies, Mr. Uddin, committed to coordinating this initiative as it moved forward, and he
 named two “champions” to guide the process. Both champions, Mr. Jalal Uddin Ahmed
 (procurement) and Hanifur Rahman (supply chain), committed to working hard on the
 initiative, seeking input from their colleagues and serving as a conduit of information
 between them and key stakeholders.
 Agreement was reached that SPS would review and revise the strategic objectives matrix and
 send it to the workshop participants to support ongoing development of capacity building
 plans and activities. SPS will continue to collaborate with DGFP to develop a framework
 detailing strategies required to achieve each objective, support DGFP to identify key
 priorities, and develop operational plans for priority strategic objectives.
 Conclusions
 Several of the strategic objectives related to building structural capacity are already being
 addressed as a result of the recommendations that emerged from the earlier procurement
 management evaluation (Gonsalkorale, 2009). For example, a procurement core group is
 being established and software packages for procurement functions are being developed.
 However, a few of the strategic objectives point to additional institutional capacity-building
 needs, such as improved provision of supervisory support (including coaching and
 mentoring), reduction in vacancies of key positions, and availability of specific policies and
 procedures for unusable commodities. As shown in the recommendations listed below, most
 of the strategic objectives relate to building the personal and performance capacity of DGFP
 staff, specifically, through provision of competency-based training of staff and supervisory
 personnel, operational guidelines, job aids, and other decision-making tools.
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 RECOMMENDATIONS AND NEXT STEPS
 Recommendations
 Key recommendations that should be taken into account in the development of the strategic
 framework and capacity-building operational plans include the need to—
 1. Prioritize staff recruitment to fill significant vacancies
 Unless the existing significant vacancies are filled, there will be a limit to the impact
 of any capacity-building strategy. Therefore, the DGFP leadership should coordinate
 efforts with the human resources director to fill existing vacancies that compromise
 supply chain management and distribution.
 2. Develop a competency-based staff training plan
 DGFP and SPS should develop a training plan based on the CNA to respond to
 critical and key competency gaps and the different competency profiles of staff,
 recognizing that there are different sets of competency development needs (rather
 than uniform needs across all staff). Such an approach would target training to address
 specific training needs where required to maximize existing resources and improve
 the efficiency and effectiveness of training.
 3. Enhance performance through non-training strategies
 Some performance and competency gaps should be addressed by supporting staff with
 simple and practical operational guidelines and decision-making tools (e.g.,
 algorithms and flowcharts to simplify decision-making processes). DGFP and SPS
 should identify key processes where such strategies would be appropriate and develop
 relevant job aids.
 4. Develop policies and procedures for unusable commodities
 The CNA identified a significant lack of knowledge of how unusable commodities
 should be managed. This flags the need for DGFP, with support from SPS, to
 establish and disseminate policies and procedures for unusable commodities.
 5. Institutionalize capacity building within DGFP
 To ensure sustainable capacity building within DGFP and address the ongoing
 capacity building needs of their workforce, mechanisms for institutionalizing the
 capacity-building approach (e.g., training of trainers, mentors, supervisors, and
 coaches) must be identified.
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 Next Steps
 Following the publication and dissemination of this technical report, DGFP with the support
 of SPS, should undertake the following actions—
 1. Develop a strategic framework
 This framework should be based on the strategic objectives and describe the strategies
 required to achieve these objectives, as well as the opportunities, barriers, key
 stakeholders, and their roles.
 2. Develop and adopt an operational plan
 Using the strategic framework as the key reference, an operational plan should be
 developed for a defined period (e.g., one year or three years) to support the
 implementation of priority strategic objectives. DGFP should identify priorities,
 define assumptions, determine implementation steps and timelines, define roles and
 responsibilities of implementing and supporting stakeholders, and determine resource
 requirements.
 3. Develop partnerships to implement the operational plan
 DGFP should identify and develop partnerships with key stakeholders (both internal
 and external) to support the implementation of the operational plan. Partners could
 contribute resources, technical assistance, and logistical support. A coordinating
 mechanism facilitated by DGFP may need to be established to support partnerships
 and collaborative implementation of the operational plan.
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 ANNEX 1. CAPACITY NEEDS QUESTIONNAIRE
 Section A: Basic information
 A1. Facility type: Please tick one
 DGFP head office Regional warehouse
 Central warehouse Upazila store
 A2. Your position: Please tick those that apply.
 Line director/assistant director/additional director/deputy director
 Desk officer
 Supply officer
 Storekeeper
 Pharmacist
 UFPO
 UFPA
 Other
 A3. Have you ever seen a copy of your job description? Please tick one.
 Yes No
 A4. Contract type: Please tick one.
 Permanent Temporary
 A5. Number of years in current position:
 A6. Total number of years working in DGFP:
 A7. Gender. Please tick one.
 Male Female
 Background for respondents:
 Your site has been randomly selected to participate in a Capacity Needs Assessment for procurement and
 supply chain management of reproductive health commodities. This assessment is being conducted in over
 50 DGFP sites around Bangladesh in August 2010. Management Sciences for Health, a non-profit NGO is
 working together with DGFP to:
 To assess existing strengths and competency development needs of DGFP procurement and supply
 chain management staff at all levels
 To examine factors that influence performance including supervision, work environment and job
 satisfaction at all levels
 To develop evidence-based strategic options that support the development of procurement and
 supply chain management competencies and enhance performance in DGFP
 Your participation in this questionnaire is optional. All information gathered will be kept confidential and
 anonymous. Findings will be presented in a way that protects the anonymity of participants. This
 questionnaire will ask you some basic information about yourself, your experiences and will also ask you to
 identify areas where you need support to develop knowledge and skills to perform relevant functions. Your
 participation will help DGFP to identify areas where capacity building is needed.
 For more information please contact: Insert data collector’s name
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 A8. Age group. Please tick one.
 <30 years 30 - 49 years >50 years
 A9. Qualifications. Please tick all options that apply.
 Secondary school
 Non-university level diploma/certificate
 University level undergraduate degree (e.g., – bachelors)
 University level postgraduate degree (e.g., – masters)
 Section B: The Workplace
 Work environment. Complete all.
 B1. Do you have access to a computer in your place of work? Yes No
 B2. Do you have access to the Internet in your place of work? Yes No
 B3. Do you have access to space to carry out office work? Yes No
 B4. Is the lighting in your workplace adequate to do your work? Yes No
 B5. Do you have access to a washroom at your place of work? Yes No
 B6. Do you feel safe and secure in your place of work? Yes No
 B7. Do you feel there are safety hazards in your place of work? Yes No
 Warehouse/store: Skip to B9 if not applicable.
 B8. Does your warehouse/store store all commodities according to good storage guidelines? Tick one.
 Yes No
 B8.1 If no, why not?
 Lack of proper storage space
 Lack of knowledge of storage guidelines
 Other (please explain):
 General supervision: Complete all.
 B9. Which forms of support does your supervisor currently provide you? Tick all that apply.
 Mentoring
 On the job training
 Technical advice
 Assistance with solving problems and addressing work place concerns or issues
 Other (please explain):
 None of the above
 B10. Which forms of support would you like your supervisor to provide you? Tick all that apply.
 Mentoring
 On the job training
 Technical advice
 Assistance with solving problems and addressing work place concerns or issues
 Other (please explain):
 None of the above
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 B11. Which forms of support do you provide to staff you supervise? Tick all that apply.
 Mentoring
 On the job training
 Technical advice
 Assistance with solving problems and addressing work place concerns or issues
 Other (please explain):
 None of the above
 or
 Not applicable – I do not supervise any staff
 Supervision of Warehouses/store: Skip to Section C if not applicable.
 B12. Does your site receive remote supervision support from the higher tier?
 Yes No Not applicable
 B13. Has your site received a supervision visit in the past year from the higher tier?
 Yes No Not applicable
 B13.1 If yes, how frequently? times a year
 B13.2 If yes, are supervision checklists used? Yes No Not sure
 B13.3 If yes, what kind of supervisory support was provided?
 Mentoring
 On the job training
 Technical advice
 Assistance with solving problems and addressing work place concerns or issues
 Other (please explain):
 None of the above
 Section C: Competencies for procurement Skip to Section D if not relevant
 Competency: Assess your competency level
 1 Low - I need support to learn this knowledge or action
 2 Moderate - I need some support to improve this knowledge and my ability to do this action
 3 High - I fully possess this knowledge or I am able to do this action
 Relevance: Assess how relevant you believe each knowledge and action is to the function
 1 None – this knowledge or action is not required to carry out this function
 2 Essential – this knowledge or action is essential for this function
 3 Desirable – this knowledge or action is not critical but is beneficial to carrying out this function
 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 Work Area C1: Procurement plan
 Assess commodity
 requirement for the
 procurement cycle
 to meet target of the
 FP program
 operational plans
 (OPs)
 C1.1 Understand how to gather information on
 consumption and demographic data to project
 commodity needs
 C1.2 Ability to reflect the commodity requirement
 as per the program goal (OPs targets)
 C1.3 Document the commodity requirements in the
 operational plans and respective procurement
 plans
 Develop the C1.4 Understand how to gather information on
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 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 procurement plan consumption and demographic data to project
 commodity needs
 C1.5 Develop the procurement plans (respective line
 directors)
 C1.6 Understand the process of making a
 procurement plan
 C1.7 Develop an annual procurement plan for each
 commodity
 Submit procurement
 plan to the Needs
 Assessment
 Committee (NAC)
 C1.8 Understand the government filing process and
 gaps between proposed requirements, existing
 stock, and program targets; understand priority
 of commodity needs
 C1.9 File the procurement plan
 C1.10 Submit procurement plan to NAC
 Assess the budget
 and procurement
 plan (NAC)
 C1.11 Knowledge of the annual budget for
 procurement, donor commitment; calculate
 information to develop consolidated
 procurement plan (CPP)
 C1.12 An understanding of actual needs in order to
 compare this against the procurement plan
 Develop a CPP C1.13 Understand the procedure on consolidation of
 all the plans and file movement
 C1.14 Understand the procurement plan template
 C1.15 Understand the decision for procurement
 method, approach, and scheduling
 C1.16 Knowledge of World Bank/IDA (International
 Development Agency) guidelines on
 procurement and Public Procurement Act and
 Regulations
 C1.17 Develop and modify the CPP based on needs
 and NAC approval and budget provision
 Work area C2: Obtaining financing from World Bank
 Submit CPP to
 World Bank to
 obtain the No
 Objections
 certificate (NOC)
 C2.1 Computer literacy to file CPP electronically
 C2.2 Knowledge of World Bank/IDA guidelines on
 procurement and Public Procurement Act and
 Regulations
 Resolve World
 Bank queries on the
 CPP
 C2.3 Knowledge of World Bank/IDA guidelines on
 procurement and Public Procurement Act and
 Regulations
 C2.4 Revise the CPP according to World Bank
 queries
 Submit CPP to
 MOHFW
 C2.5 Understand how to file the CPP within
 MOHFW
 C2.6 Apply skills to negotiate with Ministry to
 expedite process of approval as per the need
 of DGFP
 Work area C3: bidding document
 Prepare bid
 document (package)
 C3.1 Knowledge of structure and contents of bid
 documents
 C3.2 Knowledge of World Bank/IDA guidelines on
 procurement and Public Procurement Act and
 Regulations
 C3.3 Gather, compile, edit, and finalize bid
 documents for each commodity
 C3.4 Develop standard specification for each
 commodity
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 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 C3.5 Ability to update the specifications
 Define the
 commodity delivery
 schedule
 C3.6 Knowledge of availability of stock at all four
 tiers, level of consumption at service delivery
 level, and availability of storage space at all
 four tiers
 C3.7 Knowledge of international commercial terms
 and payment procedures
 C3.8 Interpret information to develop appropriate
 schedules for delivery of each commodity
 C3.9 Define destination points for delivery
 Submit bid
 document to World
 Bank for obtaining
 NOC;
 resolve World Bank
 queries
 C3.10 Computer literacy
 C3.11 Knowledge of World Bank/IDA guidelines on
 procurement and Public Procurement Act and
 Regulations
 C3.12 Revise the draft bidding document according
 to World Bank queries and resubmit
 Organize pre-bid
 meeting between
 DGFP staff and
 prospective bidders
 to inform bidders
 about the bidding
 documents
 C3.13 Knowledge of the contents of bid document
 and bidders;
 ability to address queries that arise in the
 meeting;
 knowledge on amendment procedure as per
 the recommendations
 Work area C4: Bid invitation
 Prepare bid
 invitation
 C4.1 Understand the process for advertisement of
 bid invitations
 C4.2 Able to organize bid invitation advertisements
 C4.3 Computer literacy and knowledge of
 invitation for bids formats
 Obtain quotations,
 bids, tenders, and
 requests for
 proposals from
 bidders
 C4.4 Ensure orderly and secure receipt of
 quotations, bids, tenders, and requests for
 proposals
 Organize bid
 closings and
 openings
 C4.5 Ensure orderly and secure closing and
 opening of tenders
 C4.6 Knowledge on filling in formats for opening
 of bids
 Work area C5: Bid evaluation and selection
 Undertake
 preliminary
 examination of bid
 documents to check
 if bids are
 substantially
 responsive/complet
 e
 C5.1 Understand what constitutes a responsive bid
 document and financial documents
 C5.2 Validate bid documents for authenticity and
 consistency
 C5.3 Facilitate Bid Evaluation Committee (BEC)
 decisions based on detailed examinations
 BEC undertakes
 evaluation of bids
 C5.4 Knowledge of evaluation criteria and process
 C5.5 Assessment of bids against criteria
 C5.6 Coordinate the inputs of all committee
 members
 C5.7 Knowledge of timeframe for evaluation
 C5.8 Cross-check completed bid evaluation report
 (BER) for accuracy
 Prepare BER C5.9 In-depth knowledge of submitted bid
 documents
 C5.10 Understand the structure of the BER and how
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 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 to complete it with the specific
 recommendations of the BEC
 Submit BER to
 World Bank to
 obtain NOC
 C5.11 Computer literacy
 C5.12 Knowledge of World Bank submission
 procedure
 C5.13 Understand how to complete the submission
 template
 C5.14 Resolve World Bank queries
 Prepare purchase
 summary and
 submit to MOHFW
 Cabinet Committee
 for Government
 Procurement
 (CCGP)
 C5.15 Compile all required documents to prepare
 purchase summary
 C5.16 Knowledge of government procedure of
 sending purchase summaries
 C5.17 Able to ensure completeness of purchase
 summary
 C5.18 Ability to brief at higher level and produce
 documents as per queries
 Prepare and issue
 notification of
 award to successful
 bidder
 C5.19 Complete notification of award template
 C5.20 Invite successful bidders to handover the
 notification of award within stipulated time
 Submit security
 bond and verify for
 authentication
 C5.21 Communicate with bank to check authenticity
 of security bond
 Prepare a
 procurement
 contract
 C5.22 Understand the contract template
 C5.23 Complete the procurement contract
 Arrange signing of
 contract
 C5.24 Communicate with the winning bidders to
 sign the contract
 Prepare the letter of
 credit
 C5.25 Understand the letter of credit template
 C5.26 Ability to complete the letter of credit
 template
 Send letter of credit
 to Accountant
 General of
 Bangladesh
 C5.27 Ability to communicate with Accountant
 General of Bangladesh and suppliers
 Quality assurance
 checks
 C5.28 Provision of preshipment inspection in place
 Work area C6: Shipping
 Monitor shipments
 with suppliers
 C6.1 Check status of shipments with suppliers
 Obtain clearance of
 shipments through
 clearing and
 forwarding agent
 C6.2 Knowledge of port clearance procedures
 C6.3 Communicate with Bangladesh bank to get
 the original shipping documents in a timely
 manner
 C6.4 Communicate with clearing and forwarding
 agent to ensure clearance of goods
 Work area C7: Receive goods
 Conduct inventory
 check of received
 goods by Standing
 Board
 C7.1 Undertake full physical stock count against
 the challan/invoice
 Conduct post-
 shipment inspection
 (physical and
 laboratory tests) of
 procured goods
 C7.2 Undertake random quality check for
 commodity integrity and damage
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 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 Work area C8: General
 English proficiency C8.1 Able to communicate effectively in written
 and spoken English in all World Bank
 interactions and submissions
 Section D: Competencies for supply chain management Skip if not relevant
 Competency: Assess your competency level
 1 Low - I need support to learn this knowledge or action
 2 Moderate - I need some support to improve this knowledge and my ability to do this action
 3 High - I fully possess this knowledge or I am able to do this action
 Relevance: Assess how relevant you believe each knowledge and action is to the function
 1 None – this knowledge or action is not required to carry out this function
 2 Essential – this knowledge or action is essential for this function
 3 Desirable – this knowledge or action is not critical but is beneficial to carrying out this function
 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 Work area D1: Receive goods
 Receive
 commodities from
 suppliers at central
 level
 D1.1 Understand the contents of the invoice and know
 how to verify the goods received
 D1.2 Verify invoice/challan items with physically
 received goods
 D1.3 Perform reconciliation activities subject to gaps
 between physical goods and recorded goods at in a
 timely way
 Inspect received
 commodities
 (central)
 D1.4 Understand product specification and contract
 document
 D1.5 Knowledge of how to undertake visual inspection
 to assess product quality and check expiration
 dates of products
 D1.6 Consult commodity specification and contract
 document to ensure whether goods are acceptable
 (central level)
 Storing received
 goods properly
 D1.7 Understand storage layout principles and
 guidelines
 D1.8 Knowledge of how to ensure adequate security of
 stock
 D1.9 Organize goods categorically following the first
 expiry and first out principle
 Work area D2: Develop Supply Plan
 Determine supply
 quantity for
 distribution to
 facilities as per
 policy
 D2.1 Knowledge of min-max supply policy for push
 items and pull items supply policy
 D2.2 Understand how to adjust planned quantities when
 stocks fall below the min level of months of supply
 D2.3 Can determine how much to issue to lower tier
 based on min-max policy and available stock
 D2.4 Prepare advance route plan and circulate to
 facilities to ensure timely supply of commodities
 Use the Upazila
 Inventory
 Management
 System (UIMS) to
 develop a supply
 plan
 D2.5 Basic computer literacy and knowledge of UIMS
 operations
 D2.6 Use UIMS software to generate monthly supply
 plan
 D2.7 Knowledge of software maintenance and be able to
 resolve common troubleshooting problems
 Work area D3: Issue commodities

Page 43
						
						

Capacity Needs Questionnaire
 35
 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 Issue commodities
 to lower level
 D3.1 Knowledge of DGFP min-max and push-pull
 policy
 D3.2 Issue commodity from store to lower tier based on
 supply plan and/or indent quantity
 D3.3 Prepare issue vouchers based on the quantities
 determined in the supply plan
 Generate and issue
 vouchers through
 the Warehouse
 Inventory
 Management
 System (WIMS) to
 issue commodities
 to upazilas
 D3.4 Basic computer literacy and understanding of
 WIMS operations
 D3.5 Knowledge of how to maintain the WIMS
 software and conduct basic troubleshooting
 D3.6 Use WIMS software to generate and manually
 enter and issue vouchers and update stock in a
 timely manners
 Generate and issue
 vouchers through
 UIMS to issue
 commodities to
 service delivery
 points
 D3.7 Basic computer literacy and UIMS operations
 D3.8 Use UIMS software to generate and manually
 enter and issue vouchers and update stock
 Determine supply
 quantity for
 distribution to
 facilities as per
 policy
 D3.9 Knowledge of DGFP min-max supply policy and
 push items and pull times supply policy
 D3.10 Understand how to adjust planned quantities when
 stocks fall below the min level of months of supply
 D3.11 Can determine how much to issue to lower tier
 based on min-max policy and available stock
 Work area D4: Indenting
 Request
 commodities from
 higher level
 D4.1 Knowledge of indent voucher preparation
 D4.2 Able to do calculations to determine indent
 quantities
 D4.3 Submit indent voucher regularly to higher tier
 Work area D5: Record Keeping
 Keep records on all
 stock transactions
 including details on
 commodities
 received, issued and
 adjustments
 D5.1 Knowledge of basic stock management principles
 and recording/reporting procedures
 D5.2 Knowledge of how to use and update bin cards
 D5.3 Regularly maintain stock ledger to keep record of
 store transactions
 Use WIMS
 software in the
 warehouse to
 receive
 commodities for
 central and regional
 D5.4 Basic computer literacy
 D5.5 Knowledge of WIMS software operations
 D5.6 Use WIMS software to receive commodities and
 update stock
 Maintain stock
 ledger in WIMS
 D5.7 Basic computer literacy
 D5.8 Knowledge of WIMS software operations
 D5.9 Use WIMS software to update transactions,
 maintain updated stock balance, and synchronize
 with manual inventory control register
 Maintain stock
 ledger in UIMS
 D5.10 Basic computer literacy
 D5.11 Knowledge of UIMS software operations
 D5.12 Use UIMS software to update transactions,
 maintain updated stock balance, and synchronize
 with manual inventory control register
 Periodically count
 commodities and
 make necessary
 D5.13 Understand basic stock management principles and
 how to record/report commodity stock information
 D5.14 Arrange periodic physical inventory and make
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 Functions/tasks Required knowledge and actions Competency Relevance
 1 2 3 1 2 3
 adjustments in
 stock records
 necessary adjustments in stock ledger
 Identify and
 manage unusable
 commodities
 including expired
 and damaged stock
 D5.15 Understand basic unusable stock management
 principles and DGFP unusable destruction
 guidelines
 D5.16 Keep unusable stock separately in stores, update
 records, and arrange periodic destruction
 according to guidelines
 Organize
 commodities in
 store
 D5.17 Knowledge of DGFP storage guidelines
 D5.18 Arrange commodities in store based on storage
 guidelines
 Work area D6: Reporting
 Generate and
 submit monthly
 reports to respective
 authorities
 D6.1 Understand how to prepare and use monthly
 reports based on stock transactions
 D6.2 Prepare and submit correct monthly reports to
 higher authority in time
 D6.3 Understand DGFP reporting formats
 D6.4 Check received forms for correctness and identify
 inconsistencies
 D6.5 Check monthly warehouse and upazila reports
 (forms F7/F7B)/field reports for completeness and
 errors
 Provide feedback to
 upazilas and service
 delivery points on
 report errors
 D6.6 Understand DGFP reporting formats
 D6.7 Can identify reporting errors and provide feedback
 to warehouses and upazilas for correction
 Enter data into the
 web-based LMIS
 warehouse
 D6.8 Basic computer literacy
 D6.9 Understand how to enter data into web-based
 LMIS
 D6.10 Knowledge of data/report and editing functions in
 LMIS
 D6.11 Collect and correctly enter reports in web-based
 LMIS in a timely manner
 Work area D7: Monitoring and Supervision
 Monitor
 performance of
 staff and supervise
 accordingly
 D7.1 In-depth knowledge of DGFP logistics
 performance mentoring checklists
 D7.2 Checklists are used at every monitoring visit at
 different tiers
 D7.3 Conduct regular monitoring visits
 D7.4 Ensure follow-up action by staff on
 recommendations
 D7.5 Knowledge of staff development strategies
 D7.6 Able to conduct on the job training
 D7.7 Able to guide development of annual work plans
 D7.8 Able to provide constructive feedback and
 encouragement to staff
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 ANNEX 2. DGFP STRATEGIC OBJECTIVES FOR CAPACITY BUILDING
 Procurement (all are short term unless otherwise noted)
 Capacity building area
 Strategic objectives
 1. Procurement expertise
 1.1 To establish a procurement core group
 1.2 To develop a procurement manual (guidelines) for DGFP
 1.3 To develop standard operating procedures (SOPs) for procurement processes
 1.4 To develop knowledge and skills on public procurement rules (PPR) and International Development Agency guidelines across the procuring entity (short and long term)
 2. Procurement technology
 2.1 To develop software packages for procurement tracking, monitoring and supervision
 2.2 To develop and institutionalize an e-procurement system
 2.3 To build the competency of procurement staff in using procurement software and computers
 2.4 To develop and implement software that facilitates the shipment scheduling (e.g., multiple delivery sites/longer shipment schedules; short and long term)
 3. Quantification and forecasting
 3.1 To establish a forecasting system for procurement (short and long term)
 3.2 To develop a forecasting group comprising all stakeholders of reproductive health commodities in Bangladesh
 3.3 To develop a long term rolling procurement plan (short and long term)
 4. Bid document preparation
 4.1 To standardize and regularly upgrade technical specifications (short and long term)
 4.2 To develop a database of technical specifications
 4.3 To standardize bidding documents for health sector goods (i.e., GOB funded procurement)
 4.4 To standardize qualification requirements
 5. Bidding process
 5.1 To develop an orientation program for suppliers/bidders on bidding process
 5.2 To establish and implement a procurement processing schedule
 5.3 To streamline the process of payment to supplier (i.e., from the office of Accountant General or through Bank; long term)
 6. Quality assurance 6.1 To create a new position for a pre- and post-shipment inspection agent
 6.2 To develop quality assurance laboratories to assess the quality of procured contraceptives and pharmaceuticals in Bangladesh (long term)
 7. Shipping and clearance
 7.1 Monitor shipments and shipping documents
 7.2 Provide training on port clearance system to procurement personnel
 7.3 Simplify procedures, rules and regulation of clearance, letter of credit opening system (short and long term)
 7.4 Secure time extension and exemption from demurrage in the port (short and long term)
 8. Procurement unit structure
 8.1 To restructure the Logistics and Supply unit to manage the entire procurement activities of DGFP (i.e., enable Logistics and Supply Unit to handle procurement activities)
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 Supply Chain Management (all are short term unless otherwise noted)
 Capacity building area
 Strategic objectives
 1. Workforce shortages
 1.1 To expedite the recruitment process to fill existing vacant posts
 2. Monitoring and supervision
 2.1 To increase the use of supervision checklists (short and long term)
 2.2 To improve the quality of supervision and support provided by supervisors (short and long term)
 3. Supply chain management technology
 3.1 To establish an IT cell responsible for developing and maintaining logistics tools and providing trouble-shooting support (short and long term)
 3.2 To build the competency of supply chain management staff in using relevant software and computers (short and long term)
 3.3 To develop high-speed internet capabilities in warehouses and stores to support the effective use of electronic supply chain management systems
 3.4 To scale up the automation of inventory management systems in warehouses
 4. Warehouse and store management
 4.1 To institutionalize a system of taking regular physical inventories (short and long term)
 4.2 To develop and implement orientation programs for warehouse and stores staff on storage guidelines (short and long term)
 4.3 To build the competency of supply chain management staff in warehouse and store management (short and long term)
 4.4 To review and revise current procedures, practices, and decision making committees (e.g., Survey Committee, Condemnation Committee) for the management of unusable commodities
 5. Supply chain management
 5.1 To update the supply manual
 5.2 To widely disseminate and orient supply chain management staff on established job descriptions
 5.3 To develop and institutionalize a system for on boarding new staff (short and long term)
 5.4 To develop needs-based professional development plans for existing staff at all levels (short and long term)
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