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Summery 

Japan International Cooperation Agency 

Term       :           June 29, 2015   -   October 15, 2015  

TOR (Terms Of Reference ) 

 1)  Improvement of SOP (Standard Operating Procedure) 

  2)  Training of ICT skills for ICT department staff 

  Activity summery 
       Jul.   2015     :      Check of SOP documents 
       Aug. 2015     :      Start PHP&Web programing training 
       Sep.  2015     :      PHP&Web programing training 
                                      Check of SOP documents 



SOP(Standard Operating Procedure) 

Japan International Cooperation Agency 

Stage of ICT development in developing countries 

1st stage     with external support 

    Network environment 
    Database implementation 
    Application development 
    Daily management of ICT  

2nd stage    without  external support 

     Daily management of ICT 
     Budget planning 
     Standardization of ICT related process   

JICA volunteer’s activity target 

SOP 



SOP(Standard operating Procedure) 

Japan International Cooperation Agency 

Points to be improved ; 

1)  Need some more visualized documents. 
      Now, GWI has already developed SOP scenarios. 

Documents  may be easier to understand ; 
              who, which section are taking part of the process 
              who is responsible for each activity 
              who should be notified about each action result 
              what documents are made and by who 
              where and when these documents are kept 
              how the process should be audited and by who 



SOP(Standard operating Procedure) 

Japan International Cooperation Agency 

Points to be improved (continued); 

2)  Need check list for each activity. 
      

To avoid operation mistakes and keep audit trails 

3)  More conscious of  ‘RACI’ in process 

R  :    Responsible          ‘doers’ of the work 
A  :    Accountable         approve the result  
C  :    Consulted              to be consulted   
                                              before making decision 
I   :     Informed              need to get informed 



SOP(Standard operating Procedure) 

Japan International Cooperation Agency 

An example; 
     this is ‘visualized’ procedure definition (scenario) for 
        ‘Issue of new equipment to department / division’ 



PHP&Web programing training 

Japan International Cooperation Agency 

Training plan 
 
    16 sessions 
     including  
        PHP basics, 
        web app’s environment, 
        DB tool (MySQL), 
        OOP basics 
 
    7 staff in ICT department 



PHP&Web programing training 

Japan International Cooperation Agency 

Training text 
          index page 
   



Japan International Cooperation Agency 

 Recommendation 

TOR（Terms Of Reference) 

will make it easy for JICA volunteer 
to start tasks at assigned country  

will give us (CP and JICA volunteer) 
topics to discuss what we 
can/should do at assigned 
ministry/department during our 
term 

will make JICA volunteer enable to 
prepare for his/her activities if 
he/she could get before departure 
from Japan 



My colleagues 

Japan International Cooperation Agency 

Special thanks for kind and 
friendly period in Guyana 
you gave to me 



Japan International Cooperation Agency 

Thank you for all colleagues 
    and kind memories in Guyana 
 

 
     Kenichi Tezuka 

   JICA Senior Volunteer ICT 

  


