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In-Tray Exercise 
 
 
 
 

eference: EoT-19 

orrespondence from: CEO 

ddressed to: EoT StipTrainer (you) 

ubject: Projects 

’ve had an email from the manager of ‘A’ about a problem she’s having with a member of staff. 
A’ has several government officials on deputation to ensure effective coordination between the 

GO, funding agencies, rural communities and relevant departments of government. The 
fficer in question is involved with some training programmes as a guest lecturer. A new 
roject is being started to promote low-cost credit schemes to improve household sanitation: the 

ntention is to use this officer’s expertise in this area. Evidently, he’s already taken the Direct 
rainer Skills course (DTS) and has now been nominated for the Design of Training course 

DoT) - both being run at the state’s Administrative Training Institute (ATI). This created the 
roblem, as he’s written the following letter to the manager: 

5HVSHFWHG 0DGDP

, DP D JRYHUQPHQW RIILFHU ZLWK PRUH WKDQ �� \HDUV· VHUYLFH� DW SUHVHQW RQ D
YROXQWDU\ GHSXWDWLRQ WR ¶$·� 0\ GXWLHV LQFOXGH LPSDUWLQJ WUDLQLQJ WR PHPEHUV
RI VWDII DQG VXEMHFW H[SHUWV� HVSHFLDOO\ LQ WKH ILHOG RI FRPPXQLW\ PDSSLQJ DQG
FUHGLW VFKHPHV� 2Q \RXU GLUHFWLRQ� , DWWHQGHG WKH '76 DQG KDYH QRZ EHHQ
QRPLQDWHG IRU WKH 'R7� <RX KDYH PHQWLRQHG \RXU ZLVK IRU PH WR OHDG WKH
GHYHORSPHQW RI D WUDLQLQJ SURJUDPPH IRU WKH QHZ ORZ�FRVW FUHGLW VFKHPH�

$V DQ H[SHULHQFHG VHUYLQJ RIILFLDO� , DP DSSDOOHG WR ILQG RXW WKDW WKH 'R7 FRXUVH
LQFOXGHV D SURMHFW � PRUHRYHU� D SURMHFW WKDW ZLOO EH DVVHVVHG E\ WXWRULDO VWDII DW
WKH $7,� ,W VHHPV WKDW XQOHVV , GR WKLV SURMHFW� DQG SDVV� , ZLOO QRW JDLQ D
FHUWLILFDWH RI FRPSHWHQFH� 7KH VLWXDWLRQ DSSHDUV WR EH WKDW XQOHVV , FRPSOHWH WKLV
SURMHFW� DQG XQOHVV VRPHERG\ DW WKH $7, FRQVLGHUV LW JRRG HQRXJK� , VKDOO EH
UHJDUGHG DV LQFRPSHWHQW�

,Q YLHZ RI WKHVH FRQFHUQV , UHTXHVW WKDW , PD\ EH H[FXVHG WKH SURMHFW RU
DWWHQGLQJ WKH 'R7�

s the manager doesn’t want to lose the services of this officer, perhaps you can suggest a 
olution. 
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