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Terms and Their Definitions

Administrative Data:

Members of NSS:

Metadata:

Missing Data

National Statistical System

Official Statistics:

Outlier:

Administrative data sources are often attained and used to manage the day-
to-day operations within an organization or to deliver a service.
Administrative data sources embrace methods to collect data primarily

with statistical drives purposely.

In ETHNSS members comprise ministries, departments, agencies, financial
institutions, public sector associations, civil society organizations, and

research and training centers.

Metadata are comprehensive information on the definition, method of
computation, comments and limitations, and sources of the data for each
indicator or variable. The purpose of the use of standardized metadata is to
promote the use of consistent definition, method of computation and data
sources for each indicator across the ETHNSS. The need to use common
dimensions to define an indicator or variable is to ultimately improve the
quality of official statistics and therefore promoting comparability and
transparency of statistical data.

The values not observed or measured and assigned for a given question

National Statistical System is an integrated system that is supported by

statistical data producers, suppliers and providers from all data sources

The body of statistical information produced, validated, compiled and
disseminated by Statistics Authorities (AUStat, May 2009).

Official statistics are all statistics produced by government departments
(NSDS-II, 2015).

An observation or subset of observations which appears to be inconsistent
with the remainder of the dataset (Canada, October 2003)



1. Introduction

1.1. Background

The commitments to implement development programs and combat poverty should be based on
clear evidences that require a robust statistical data system which provides reliable,
comprehensive and harmonized statistical information. The statistical information is vital for
decision-making by all components of the society, particularly policy makers as well as economic

and social players. Therefore, it is essential for integration and sustainable development.

There should be a need to enhance coordination of statistical activities in a country. The quality of
the official statistical information available to public administrations and other activity areas

largely necessitates extending on effective collaboration between statistical data providers,
producers and users (AUStat, May 2009).

Official statistics are all statistics produced by government departments. They provide
opportunities to see or investigate the performances of government to assess the impact of public
policies and actions. Official statistics can be collected through conducting surveys or can be
derived from administrative records and registrations by government agencies in the process of
their daily work (CSA, September 2011).

Statistical information is any organized quantitative and/or qualitative information obtained from
statistical data that facilitate understanding of economic, political, demographic, social,
environmental and cultural trends, and of gender and governance etc. related issues (AUStat, May
2009).

Administrative data are produced as a result of or in connection with the administrative
procedures of organizations. Administrative data are important for the organizations to produce
their own strategic plans and pursue activities, for making decisions by managers, monitor and
regulating the performance of the organizations. In addition, the administrative data are
significantly essential for monitoring and Growth and Transformation Plan (GTP) and Sustainable
Development Goals (SDG).



Similarly, administrative data assist in designing and making policy and strategies. Moreover,
administrative data can be used by the academia, researchers, national and international
organizations in the production and utilizations of statistics. This use may be more specifically
called statistical use.

Statistical data are potential sources of data for planning, monitoring and measuring the national
and global development goals. For this reason, MDAs are highly expected to produce the required
quality, timely and sufficient data. Therefore, the NSS has to be coordinated and harmonized for
the production of quality statistics.

1.2. Principles of Official Statistics
Official statistics is an essential basis for development in the economic, demographic, social and
environmental information. The trust of the public in official statistical information depends to the

extent on the respect for the fundamental values and principles (UN, 2015).

The quality of statistics depends largely on the cooperation of citizens, enterprises, and other
respondents in providing appropriate and reliable data needed. In addition, the quality of statistics
also depends on compilations and cooperation between users and producers of statistics in order

to meet desired needs.

The main objective of official statistics is to establish the system of producing statistics on the
basis of international methodological principles and a uniform system of statistical information in
order to provide mainly the government information necessary for decision making and public
data users at large. Any versions of the National Strategy of the Development of Statistics
(NSDS) and their auxiliary documents are prepared in the context of the global principles

emanating from the national statistical demands.

1.3. Motivations
There are emerging high demands of quality statistics in the country. There are also initiations to
develop management information systems to succeed in the direction of producing and using

administrative data.



The less commitment given to the statistical activities at different hierarchy of MDAs will not
drive smoothly and to produce quality statistics in the respective organizations and the whole
country at large. In addition, the less coordination situations of the statistical activities among
sectors will have an effect to not to drive forward in the production of quality statistics.

The application of appropriate statistical legislations has confirmatory motivation to strengthen
statistical coordination. Moreover, the utilizations of proper and standard methodology in the
entire processes of the production and utilizations of administrative data at each level of an

organization reinforce the coordination of statistical activities in the country.

The formulations of the statistical legislations are not yet exercised in many members of the
ETHNSS. The implementations of the statistical methods are less standardized and are applied in

a fragmented manner.

Thus, in order to increase the efficiency of the production and utilization of statistical activities in
ETHNSS, there should be harmonized and well-coordinated approaches of managing
administrative data in the country. Therefore, the preparation of this national guideline for
administrative data in collaboration of MDAs is believed to have a role to accelerate in
strengthening the coordination of statistical activities in Ethiopia.

1.4. Purposes of the Guideline

This guideline describes the regularly repeated statistical operations relevant to the quality of
statistics. The guideline is therefore the general principles to carry on task of the production of
statistics through administrative data within various working hierarchical environments correctly

and always in the same manner.

1.4.1. General Objective

The purpose of this guideline includes strengthening the integration of the NSS for the
implementations of improved methods of the production of statistics in the country. Hence, this
document aimed at supporting to ensure and maximize the quality, objectivity, usefulness, and

integrity of statistics produced, used and disseminated by sectors in Ethiopia.



The general objective of this guideline is strengthening the coordination of the statistical activities

of the collaborative sectors and the MDAs in order to progressively increase the performance in

the management of administrative data.

1.4.2.Specific Objectives
The guideline:

>

>

guides sectors to apply standardized practices in the processes of collecting, processing,
analyzing, presenting, using and documenting administrative data;

enables sectors to produce quality administrative data in their NSS;

increases efficiency and effectiveness of the data users through enhancing the availability
of well-arranged demanded data;

improves cooperation among MDAs with the national data quality framework.

1.5. Applicability

1.5.1.

1.5.2.

1.5.3.

1.54.

1.55.

1.5.6.

This guideline is directly applicable in the collaborative sectors/ ministries and their
structures at all levels;

It can be also utilized by other similar organizations;

Application of this guideline is strictly based on official statistical methodology
corresponding to principles of the contemporary statistical legislation of The Federal
Democratic Republic of Ethiopia and the NSDS;

This guideline can be revised upon the appeals of the lead coordinator and collaborators
based on the related improvements made in the national statistical system and the demands
of advancements of its content;

The milestone of this guideline is the National Strategy of the Development of Statistics
(NSDS). The guideline is therefore adjusted to reflect with the United Nations Principles
of Official Statistics and the African Charter of Official Statistics;

Trainings for the experts of the collaborators MDAs participating in producing this
guideline and experts in the entire NSS shall be provided to create the awareness and
experiences of applying this guideline and producing / customizing their respective

guidelines.



1.6. Roles and Responsibilities

1.6.1.

Roles and Responsibilities of the CSA

The Ethiopian Central Statistical Agency has the following roles and responsibilities in the

National Administrative Data Management Guideline.

>
>

1.6.2.

CSA is the lead coordinator among collaborators producing and applying this guideline;

It provides direction on the implementations of the guideline;

It supplies awareness creation trainings in collaboration with MDAs on the
implementation of the guideline;

It monitors MDAs for the implementation of the guideline.

Roles and Responsibility of the MDAs

MDAs have the following roles and responsibilities in the Administrative Data Management

National Guideline.

>

Collaborating organizations have to customize sector specific guidelines or complement
their existing similar documents from this guideline;

They should implement this guideline at all levels of their organizational sections and
works;

They should provide awareness creation trainings and experiences on applying this
guideline to their experts.

They have to provide any required information regarding the customization and

implementation of the guideline during CSA monitoring and evaluation.



2. Organizational Statistical Policy

Statistics that meet the practical usefulness are to be compiled and made available on an impartial
basis by official statistical agencies to honor citizens' entitlement to public information (UN,
2015).

The NSS is made up of data producers, data users, and suppliers of raw data, development
partners and the media. CSA is mandated by law as referred by CSA Establishment Proclamation
of 2005, N0.442/2005 to coordinate and guide the NSS in the country (NSDS-11, 2015).

2.1. Guidelines for Statistical Legislation Preparations

In line with the national statistical legislation, it is vital to further divide and set the
responsibilities amongst the various MDAs according to respective their allocation of business
rules that are amended from time to time. In addition, the formulation and implementation of
sector specific statistical plan in the NSS is vital for producing and using good statistics in the

country.

Statistical coordination among statistical agencies within is essential to achieve consistency,
comparability and efficiency in the statistical system. Bilateral and multilateral cooperation

among MDA in statistics contributes to the improvement of systems of official statistics.

2.1.1. The statistical legislations of each MDA should be a unit or an integral part of legislations
of producing official statistics in the country;

2.1.2. MDAs should have written legal basis aligned with the national statistical laws that
endows legal power in producing, analyzing, utilizing and disseminating their
administrative data;

2.1.3. The statistical legislation of MDAs should at least include in specifying the extent to
which the organization to produce statistics that can be used in the process of decision
making;

2.1.4. Statistical legislations of MDAs should provide the inter-sector statistical coordination in
the NSS;

2.1.5. The laws, rules, regulations and measures under which the statistical systems operate

should be made public;



2.1.6. The plan and exercise in the production of sector specific statistics should align with the
current National Strategy for the Development of Statistics (NSDS);

2.1.7. There should be initiation by sectors supported by CSA to prepare and utilize sector
specific strategic plans for the development of statistics;

2.1.8. The data must contain aggregate data without references to the units (persons, households
or institutions) that provided the data;

2.1.9. The data must be made accessible outside the organization that produced it;

2.1.10. Data collected from individuals, household, firms, establishments, organizations for
statistical compilation should kept strictly confidential and used exclusively for statistical
purposes;

2.1.11. There must be strict compliance for confidentiality guaranteed to all types of respondents
(person, households, establishments, firms, center, and etc.);

2.1.12. There should official consultations with data users when statistics are planned to be

produced.

2.2. Statistical Unit

The following are guidelines to be considered by MDAs for their respective statistical units.

2.2.1. The statistical unit should exist uniquely in the structure of the organization properly in
accordance to the nature of the organization for the purpose executing the statistical
activities;

2.2.2. The structural setup of a statistical unit in different organizations may vary from
organization to organization;

2.2.3. Statistical working groups/ sections/staffs should be assigned/ recruited using professional
criteria; these staffs have to get continuous and appropriate trainings;

2.2.4. The statistical activities shall be executed within independent workplaces or offices
supported with sufficient budget/funding to support staff training, and improvements;

2.2.5. The statistical unit of an organization has to be formed with appropriate size of senior
groups (head, sub-group leads, etc.), data quality controls, senior experts or statisticians,
IT experts, researchers, programmers, data coordinators, data clerks, etc.;

2.2.6. There must be known and identified formal working procedures to run statistical activities

in an organization;



2.2.7. The unit has to identify more importantly the internal sections/ departments and even the
external data users;

2.2.8. There must be a way of mechanisms set legally to work with other similar units or
organizations and get/ provide technical supports, assistances and trainings from CSA,
academies, professional associations, and etc.

2.2.9. The statistical and related activities should be distinctively financed or budgeted to
execute the detailed action plans in MDAs;

2.2.10. The unit has to acquire its appropriate utilities, network, and infrastructure developments.



3. Data Production Processes

Data are resources that have to be produced, utilized, and stored properly. To retain trust in
official statistics, organizations need to decide according to strictly professional considerations,
including scientific principles and professional ethics, on the methods and procedures for the
collection, processing, storage and presentation of statistical data (UN, 2015).

Data for statistical purposes may be drawn from statistical surveys or administrative records.
MDAs as data producers should consider the existing magnitudes with regard to data quality,
timeliness, costs and the burden on respondents. To facilitate a correct interpretation of the data,
the organizations should present information according to scientific standards on the sources,
methods and procedures of the statistics (UN, 2015).

3.1. Planning to Produce Administrative Data

Administrative data production plan should consider the recommendations listed below.

3.1.1. The statistical plan of MDAs should adhere to the statistical demands of organizational
plans, national development plan (GTPs),African development agenda (Agenda 2063) and
global development agenda (SDG);

3.1.2. The statistical capacity assessment has to be made to evaluate the sector and national
indicators with their respective data sources are available in monitoring and evaluations
strategies;

3.1.3. The plan of statistics has to refer the assessments made to check availability of indicators
and/ or statistics/ data for monitoring and evaluations in sector and national plans;

3.1.4. MDA:s should have their own sector specific statistical strategic plan which should align
with the contemporary National Strategy for the Development of Statistics (NSDS);

3.1.5. Data producers has to plan (see Appendix 5) to satisfy the internal sector data demands,
national development plan data demands, and the global data demands;

3.1.6. Data producers should plan to produce relevant disaggregated statistical data;

3.1.7. MDA:s in their initiations of a new and/ or major revision of an existing data producing
procedures must include written plan which sets objectives that satisfies the demands of

the potential and even for other users;



3.1.8.

3.1.9.

3.1.10.
3.1.11.
3.1.12.

3.1.13.

3.1.14.

3.1.15.

3.1.16.

3.1.17.

3.1.18.

3.1.19.
3.1.20.

The data producers have to plan how the data should be analyzed and presented in their
internal consumption;

The data producers have to set clarities and relevance of the data in their plan in advance
about the unique nature of their product to reduce unnecessary duplication with other
sources of information;

The plan to produce data producers should consider frequently data users need;

The process of the production statistics should be cost effective;

The plan of statistical activities should be associated with allocation of sufficient budget
and human resources: the data production process, documentation and dissemination, and
data quality activities should uniquely associated with allocation of resources (including
time and budget allocation)and their respective sources;

The statistical plan of an organization shall be reviewed/updated according to the overall
the national statistics plan;

There should be consultations with key data users when statistics are planned to be
produced,;

The data processing and transferring procedures must be evaluated, assessed by the
concerned body in the national statistical system;

The plan for the production of statistics should consider the utilization of methodology for
producing internally coherent, consistent and comparable statistics and across similar
other data sources overtimes;

The plan of data production should include the implementation strategy of data
production;

The plan for the data production should be approved by the higher officials in the
organization;

The plan for data production should include the detailed lists of variables;

The must be formal and regular system for evaluation and revision of administrative data

production plan in organization.

10



3.2. Administrative Data Production Methodology
The adoption and implementation of international standards, norms and concepts are essential for

making comparisons, and thus constitute a prerequisite for the production of comparable statistics
(AUStat, May 2009).

The overall methodological framework of the statistical productions and utilizations should
follow the nationally accepted principles and other international standards, guidelines, and good

practices. Thus, the following themes support to strengthen the statistical processes in the country.

3.2.1. Production and Utilization of Standard Documents

Producing and using standard documents demand the following facts.

3.2.1.1. The standard statistical documents usually includes naming, coding, concepts,
definitions and classifications of locations/ geographic units, industries and businesses,
trade, business products, occupations and jobs;

3.2.1.2. The standard documents produced and/ or utilized by any data producers and users
should be consistent to other similar documents produced and/ or used in the NSS;

3.2.1.3. MDAs as data producers have to correctly adopt and/or produce the standard
documents;

3.2.1.4. The standard documents should adhere to the national and the global standards;

3.2.1.5. The standard documents have to be available for other data producers and data users;

3.2.1.6. The standard documents have to be regularly and continuously updated by reflecting the
current national and the global contexts;

3.2.1.7. The standard documents produced and utilized should be consistent across MDAs and
collaborators;

3.2.1.8. The standard documents should be the basis for the design and utilization of the data

collection tool (questionnaire/format) and the method of data analysis and presentations.

3.2.2. Preparations and Utilizations of Registers of Units

The preparations and utilizations of Lists of units/register are recommended to consider the
following particulars.

3.2.2.1. There must be formal and well-structured registering mechanisms;

3.2.2.2. The entities to be registered should be identified and well-defined;

11



3.2.2.3.
3.2.24.

3.2.2.5.

3.2.2.6.
3.2.2.7.

3.2.2.8.

3.2.2.9.

The registers should have linkages with the national development plans;

Entities in registers should have unique identifiers or codes that allow cross-linkages
within the specific sector and even in the entire NSS;

The registration process should be handled in a pre-defined and systematic way in the
entire registering system;

Registers should be for all the exhaustive attributes and entities/ units;

The register should be updated regularly in the pre-stated and scheduled time interval
uniformly; the updates should be informed for users timely and uniformly;

The design of register should consider the internal data demands and the nature of other
registers in the NSS;

The design of the register should consider the ability to be upgraded, revised or
redesigned for additional demands with the approvals of all collaborators.

3.2.3. Designing and Utilizations of Tools

Designing and using standard data collection tools requires to be considered the following facts.

3.2.3.1.

3.2.3.2.

3.2.3.3.

3.2.34.

3.2.3.5.

3.2.3.6.

3.2.3.7.

3.2.3.8.

3.2.3.9.
3.2.3.10.

The data collection tools should be prepared to fulfill the data producing objectives
which are established in advance;

The data collection tools should be prepared in a standardized format (see sample
indicated in Annex 6);

The tools should include items for identified problems or demands of interpretability;
The items in data collection tools should be clearly set with clear skips if required,;

The data collection tools should not be ambiguous and incomplete;

Designing data collection tool should consider maximizing the data quality, minimizing
respondent burden, cost effectiveness and availability of time;

The data collection tools should consider maximize the response rates by encouraging
the respondents to respond easily and comfortably;

The data collection tool/ forms should be designed in such a way to reduce non-
responses;

The data collection tool should be designed to reduce measurement errors;

The data collection tool should be designed comfortably for further data processing

activities (editing, entry, etc.);

12



3.2.3.11. Each established data collection and/or reporting tools/ forms should be acknowledged

and accepted by officials at all levels.

3.2.4. Data Collection

Standard data collection involves the subsequent guidelines.

3.24.1.

3.24.2.
3.24.3.
3.24.4.
3.2.4.5.
3.2.4.6.
3.24.7.
3.24.8.

3.2.4.9.

The data collection should be done using only the already established and approved
tools;

The data collector/ capturing personnel should be right/ proper expert;

The data collector/ capturing personnel should get appropriate and continuous trainings;

The system for data collection should identify the respective administrative data sources;

There should be accountability for data collection processes;

The data collection (reporting and receiving) time/period must be properly/carefully set;

The data collection period should be feasible;

The data collection/ capturing mechanisms should be simple and convenient for

implementations;

System of data quality and procedures and control systems should be established; the

managers at each steps are thus be informed by the system that the statistical activities

are going successfully.

3.2.5. Data Processing

Administrative data processing requires the consideration of the proceeding guidelines.

3.25.1.

3.2.5.2.

3.253.

3.254.

3.2.55.

Following each data collection, there must be formal, scheduled and predefined data
processing system;

The points where data captured, coded and edited, entered, verified and tabulated should
be formally predefined;

There should be a systematic methods for detectable errors to be appropriately edited
based on the available information correctly;

The expert or group of experts at each point or stage of data processing should be
responsible and accountable;

Consistencies of statistics have to be done sufficiently and correctly before data to go to

analysis;
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3.2.5.6. There must be data processing manuals and edit specification to perform tasks
accordingly for each data processing steps;

3.2.5.7. Standardized naming and codes shall be used to collect or/and convert statistical data
from text to codes in order to make the users analysis data appropriately and
immediately;

3.2.5.8. There should be a system of taking backups in data processing.

3.2.6. Data Analysis

Following are strategies for the successful completion of the data processing:

3.2.6.1. The data analysis should follow within the plan developed in prior;

3.2.6.2. The plan of data analysis should ensure adequate resources and should be used
appropriately in the process of administrative data analysis;

3.2.6.3. There must be internationally accepted standards for statistical data analysis;

3.2.6.4. Experts involved with data analysis in an organization should take responsibilities and
accountabilities;

3.2.6.5. There must be regulations for handling non-responses, missing data and outliers during
data analysis;

3.2.6.6. There must be rules of calculation and any other applications of mathematical
relationships, denominators, numerators, etc. should be corrected and recognized
throughout the system;

3.2.6.7. The method data analysis should be not complex, appropriate in terms of the demand for
users;

3.2.6.8. There must be rules in the utilizations of type of software for a specific administrative

data analysis;

3.2.7. Data Presentations

The effective completion of data analysis should immediately follow data presentations as
indicated below.

3.2.7.1. The method and the way of reporting statistics should be clear, not complex, and proper

in terms of the data types;

14



3.2.7.2.

3.2.7.3.

3.2.7.4.

3.2.7.5.

The methods of presenting statistics should consider the data users to let the users to
understand easily;

The method of presenting statistics should be complete in terms of transferring
information by themselves;

The presentation data should consider the content to be presented that ethically correct
and accurate faire, right, legal;

The way of presentation statistics should be attractive;

3.2.8. Dissemination

There must be data dissemination policy: formal and pre-defined systematic ways data

dissemination mechanisms for each MDA that underlines the following strategies.

3.2.8.1.

3.2.8.2.

3.2.8.3.

3.2.8.4.

3.2.8.5.

3.2.8.6.

3.2.8.7.
3.2.8.8.

3.2.8.9.

The data dissemination policy may include the data delivering method, the amount of
time to take to deliver the demanded data, the payment strategies, etc.;

Dissemination plans of statistical data should be planned according to the general
dissemination plan to access data timely for all users and provide information to the
public including related documents;

The data disseminations mechanisms as per of each MDAs may vary with the type of
data delivered and the reporting levels;

In the fields of their responsibilities, MDAs should regularly produce and/or disseminate
statistics and reports through either in publications, mass media, electronic, etc.;

The releases of statistics should realize the allocations of sufficient time to meet major
information needs of key users;

The disseminations of statistics should include the information about the methodologies
and other the main process applied;

The disseminations of statistics should include locations where to obtain it;
Dissemination of statistics should include information about directs or guidance for
users that the data are fit for particular purposes which they are to be used;

Statistical releases should include information about errors like sources of errors or

mistakes, response errors and other non-sampling errors.
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3.2.8.10.

3.2.8.11.
3.2.8.12.

There must be pre-agreed and specific period of time settled for the release of all
statistics; any changes to the dissemination period scheduled should be made known in
advance with explained and a new release of periods;

Data sharing mechanisms should be easy and comfortable for users;

Preliminary administrative data disseminations in an organization shall be formal;

3.2.9. Using Administrative Data

The subsequent procedures are very essential in utilizing administrative data correctly.

3.2.9.1.
3.2.9.2.

3.2.9.3.

3.2.94.
3.2.9.5.

3.2.9.6.

3.2.9.7.

3.2.9.38.

3.2.9.9.

3.2.9.10.
3.2.9.11.

Statistical data must be ethically and professionally used for intended purposes only;
There must be prior arrangements between data suppliers and users in terms of timing,
format and contents;

Technical supports should be provided by suppliers for users to enable them to use data
correctly;

The related metadata shall be referred during and/ or before using a specific statistics;
Data users should give right interpretations of the statistics what they are obtaining in
order not misguide or mistaken users of their output;

Data producers shall identifying potential consumers or users in order to track the
influence of their products;

Data users should apply appropriate method of data analysis, processing and
presentations;

Statistical data must always be delivered to any consumers following or according to the
delivery policies and principles;

Data must not pass or handover data to any else users; and all users must obtain data
from the authorized data sources at all times;

The users of administrative data should include their data sources in their outputs;

The data users should have responsibility and accountability on the use of the data they

are using.
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3.2.10. Feedbacks

3.2.11.3. Swift ways obtaining feedbacks from the users shall be implemented and exercised;

3.2.11.4. Feedbacks should be collected regularly with arrange of direct involvement to
systematic periodic ways for measuring users’ satisfaction on the provision of data for at
least core priorities and indicators or variables;

3.2.11.5. There must be regular exercises of making reviews based on the feedback obtained by
taking actions accordingly for the progressive development of data management systems

in the organization.

3.2.11. Data Documentation

Documentation here refers to the systematic collection and storage of valuable materials including

concepts, definitions, methodology, metadata, lists or outlines of activities used for production

and utilizations of statistics in hardcopies, electronic or both forms in the following manners.

3.2.11.1. Thus, there must be systematic documentation of all related to planning, any steps or
stages of production processes and utilization of administrative data;

3.2.11.2. The data presented or used should be constantly followed by documentations;

3.2.11.3. Data collection manuals, data analysis documents, publications and reports should be
properly and systematically documented:;

3.2.11.4. There must be standardized metadata documentation and dissemination mechanisms;

3.2.11.5. There must electronic and/ or paper based documentation and dissemination methods for
any regular and/ or occasional statistical data / information/ reports;

3.2.11.6. MDA s shall use central data archive store for unit record data;

3.2.12. Data Security

Data needs to be protected from unauthorized disclosures as they are sensitive information.

Therefore, they must be disseminated according to the following guidelines.

3.2.12.1. There must be regulations or data security policy in an organization first of all;

3.2.12.2. The data or information from persons, firms, establishments, organizations, and etc.
should be protected from damages and/ or misuses of statistics;

3.2.12.3. Data processing, analyzing, reporting and documenting methods carried out should

conform to the data protection regulations;
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3.2.12.4. There must be safety procedures that ensure data security for anything goes wrong
with any elements of the database system;

3.2.12.5. There must be data backup and recovery system to secure data from damage and lose;

3.2.12.6. Both physically and electronically access to databases should be restricted for any
unauthorized;

3.2.12.7. There must be responsibilities and accountability for data protection and security

systems.
3.3. Data Transferring Systems

The first type of data development is a procedure that includes collecting, processing, analyzing,
reporting and disseminating data entirely for statistical purposes; the majority of the statistical
activities in the CSA fall into this category. The second category of producing statistics is
generating data as a by-product of an administrative requirement. Most of the processes
conducted by the ETHNSS other than CSA fall into the second category.

In the second category of data producing processes here above mentioned, data are assembled,
aggregated and passed on to successive higher levels (zone, region) within the organization
responsible for the statistical process, until they reach the highest level, which is the national level
(also called the federal or central level). Hence there must be some guideline to deliver, transfer
and receiving statistical data in the process of data production systems.

3.3.1. Compiling Statistical Data

The successful compilations of statistical data are worthy to consider the following guidelines.

3.3.1.1. Statistical data should be compiled on predetermined objective bases and
considerations;

3.3.1.2. Statistical data should be compiled on the basis of accepted standards with respect to
scope, definitions, units and classifications used in similar producers and users;

3.3.1.3. Statistical compilations should be complete, avoiding redundancies, applying the

appropriate and acceptable methods of compilations.
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3.3.2. Reporting Data

The following are guidelines to be considered during data reporting.

3.3.2.1.

3.3.2.2.

3.3.2.3.

3.3.24.

3.3.2.5.
3.3.2.6.

3.3.2.7.
3.3.2.8.

Statistics should be reported according to the pre-agreed and prearranged reporting
systems;

The entire document should be standardized, completed and should be prepared
following the rules and principles of publications;

The reports of administrative data should be suitable for further analysis and utilizations
of the report;

Statistical releases should be based on the statistical results available and should never
contain any political or similar judgments;

The layouts of tables, graphs and charts used should be clear and easy to understand;
The table names, chart titles, axes labeling and footnotes should be clearly marked and
properly utilized,

The units of measurements applied which figures are talking about should be clear;

The mathematical formulas applied and/ or the relationships should be consistent,

acceptable and displayed/ publicized properly where and as it should be shown.
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4. Data Quality Issues

There are many data quality principles applied with the procedure of checking statistical data

quality. These principles are involved at all stages of the data management processes (collection,

entry, analysis, presentation, use and documentation).

4.1. Data Quality Principles

The guidelines below are the basic principles those assist to enhance the quality of administrative

statistical data.

41.1.

4.1.2.
4.1.3.

4.1.4.

4.1.5.

4.1.6.

The sector specific data quality framework should originate from the national and global
data quality dimensions/ principles;

Quality guideline should be prepared, documented and staffs shall trained accordingly;
There should be a system of self-controlling regulatory mechanisms consisting and
checking for the data quality principles;

The data quality should be designed according to the EDQAF which is sited at:
http://www.csa.gov.et/component/phocadownload/category/310?Itemid=310):

The data quality should be regularly monitored according to the accepted quality
components;

The quality of data should enable to address the degree to which the data are demanded for

the users.

4.2. Quality Control Mechanisms

The principles listed as follows are essential mechanisms of controlling data quality.

4.2.1.

4.2.2.

4.2.3.

There must be quality management in the processes for data collection, processing,
analyzing, presenting, disseminating and documenting administrative data to be followed
to ensure sound application of methodology to lead to produce desired quality of statistics;
There must be internal system/ mechanism effective, efficient, formal and continuous data
quality evaluation to check the data quality (e.g. consistency checks, data audit, etc.) for
promoting the quality of data;

There must be responsibility, more appropriately the head of the statistical unit, for the

quality of statistics produced by an organization;
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4.2.4.

4.2.5.

4.2.6.

4.2.7.

There must be systems established to gain and share technical and methodological support
from CSA and other MDA:s;

Data quality assessments should be conducted in collaborations with CSA and thus
measures have to be taken accordingly;

There should be systems of receiving feedback or measuring users’ satisfaction of at least
key data users: this can be exercised by using checklists for the issues related with quality,
demand, frequency, relevance, period of data dissemination, responsibility and
accountability of the delivering body, disaggregation, etc.

There must be acknowledgments/ recognitions given for experts/ groups of experts/

organizations for exercising better data quality systems;
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5. Implementation Strategy of the Guideline

The custom of this national guideline and the sector specific guidelines have affirmative
influences on the availability and the quality of statistics in the country. Thus, all the responsible
bodies of the production of statistics especially the CSA has to influence in customizing and
applying the statistical guidelines by MDAs. In addition, there should be continuous monitoring

and evaluating the customization and implementations of guidelines.

The monitoring exercise has to integrate with at least creating and expanding the awareness of the
customizing and implementing statistical guidelines at different levels of MDAs. The general
methodology for the overall evaluation of the implementations of the statistical guideline by the

collaborators or NSS should be arranged and executed accordingly.
5.1. Customizing the Guideline

5.1.1. MDAs should customize this national guideline of administrative data or include the
inadequacies of their similar supplementary documents or an existing working guideline in
comparison with this guideline;

5.1.2. The customized guideline should be reached and exercised accordingly to all respective

sector administrative levels.

5.2. Awareness Creation on the Guideline

The following points should be considered for creating awareness of the guideline.

5.2.1. Awareness creation on the utilization of this guideline should be created for the concerned
body and experts at different levels;

5.2.2. The sectors should prepare separate guideline for the management of their administrative
data at different levels;

5.2.3. The awareness creation for the regional experts shall be offered by the line ministry in
collaboration with central statistical agency;

5.2.4. The awareness creation on the sector specific guideline along with this national guideline
for zonal, Woreda and facility level experts should be given by line ministries, however,

the CSA can involve as required.
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5.3. Monitoring the Guideline Implementations

The subsequent strategies are designed for monitoring the implementations of the guideline in the

collaborative ministries and commission.

5.3.1.
5.3.2.

5.3.3.

5.3.4.

5.3.5.

5.3.6.

5.3.7.

5.3.8.

This national guideline should be customized by the MDAs;

The customization and utilization of the guideline should be monitored by the CSA
annually in collaboration with the respective MDA,

The evaluation of the implementation of this guideline should be done by comparing or
checking whether a particular guideline in a specific subtopic has been exercised by
MDAs which is being evaluated,

The entire or part of the methodology on the monitoring and evaluation of this guideline
shall be updated on the basis of the demands and situations of the current statistical
activities in the country;

The schedule/ program for the monitoring of this guideline for specific sector will be
suggested by the CSA;

The MDAs are responsible to provide the required information on the progresses of the
customizations and utilizations of this guideline;

The CSA should notify/ provide the outcomes of the monitoring and evaluation on the
status on customization and implementation of this guideline to the corresponding
evaluated organization officially within a month;

Organizations should act on at least the recommendations in order to bring differences and

improvements after the evaluations made by the CSA and/ or by them.
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Monitoring the National Administrative Data Management Guideline
Monitoring and Evaluation Format of Customizing and Implementing the Guideline

A. Evaluator Agency
€)) 2 ®) (4) ©)
Date of
Name of Organization evaluation Name of the expert Responsibility Signature
(DD/IMMIYYYY)
Central Statistical Agency S——
B. Evaluated Ministry, Department or Agency
(6) ) ®) ©) (10) (11) (12) (13)
Name of Organization Nl O.f Occurrences Date (.)f Name of the expert | Responsibility | Telephone No Signature
Evaluation of evaluation evaluation
20
C. Evaluation Section
2. Organizational Statistical Policy
2.1. Statistical Legislations
A Customized Implemented
N ke (0=No, 1=Yes) | (0=No, 1=Yes)
1 2.1.1. The statistical legislations of each of MDAs should be a unit or an integral part of legislations of producing official
statistics in the country;
2 2.1.2. MDAs should have written legal basis aligned with the national statistical laws that endows legal power in
producing, analyzing, utilizing and disseminating their administrative data;
3 2.1.3. The statistical legislation of MDAs should at least include in specifying the extent to which the organization to
produce statistics that can be used in the process of decision making;
4 2.1.4. Statistical legislations of MDAs should provide the inter-sector statistical coordination in the NSS;
5 2.1.5. The laws, rules, regulations and measures under which the statistical systems operate should be made public;
6 2.1.6. The plan and exercise in the production of sector specific statistics should align with the current National Strategy
for the Development of Statistics (NSDS);
7 2.1.7. There should be initiation by sectors supported by CSA to prepare and utilize sector specific strategic plans for the
development of statistics;
8 2.1.8. The data must contain aggregate data without references to the units (persons, households or institutions) that
provided the data;
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2.1. Statistical Legislations

- Customized Implemented
LY Cmeiies (0=No, 1=Yes) | (0=No, 1=Yes)
9 2.1.9. The data must be made accessible outside organization that produced it;
10 2.1.10. Data collected from individuals, household, firms, establishments, organizations for statistical compilation should
kept strictly confidential and used exclusively for statistical purposes;
11 2.1.11. There must be strict compliance for confidentiality guaranteed to all types of respondents (person, households,
establishments, firms, center, and etc.);
2.2. Statistical Unit
- Customized Implemented
. CmeEiEs (0=No, 1=Yes) | (0=No, 1=Yes)
1 2.2.1. The statistical unit should exist uniquely in the structure of the organization properly in accordance to the nature of
the organization for the purpose executing the statistical activities;
2 2.2.2. The structural setup of a statistical unit in different organizations may vary from organization to organization;
3 2.2.3. Statistical working groups/ sections/ staffs should be assigned/ recruited using professional criteria; these staffs
have to get continuous and appropriate trainings;
4 2.2.4. The statistical activities shall be executed within independent workplaces or offices supported with sufficient
budget/funding to support staff training, and improvements;
2.2.5. The statistical unit of an organization has to be formed with appropriate size of senior groups (head, sub-group
5 leads, etc.), data quality controls, senior experts or statisticians, IT experts, researchers, programmers, data
coordinators, data clerks, etc.;
6 2.2.6. There must be known and identified formal working procedures to run statistical activities in an organization;
7 2.2.7. The unit has to identify more importantly the internal sections/ departments and even the external data users;
8 2.2.8. There must be a way of mechanisms set legally to work with other similar units or organizations and get/ provide
technical supports, assistances and trainings from CSA, academies, professional associations, and etc.
9 2.2.9. The statistical and related activities should be distinctively financed or budgeted to execute the detailed action
plans in MDAs;
10 | 2.2.10. The unit has to acquire its appropriate utilities, network, infrastructure developments;
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3. The Data Production Process

3.1. Planning to Produce Statistical Data

- Customized Implemented

X CLizElies (0=No, 1=Yes) | (0=No, 1=Yes)

1 B.1.1. The statistical plan of MDAs should adhere to the statistical demands of organizational plans, national development
plan (GTPs), African development agenda (Agenda 2063) and global development agenda (SDG);

2 B.1.2. The statistical capacity assessment has to be made to evaluate the sector and national indicators with their respective
data sources are available in monitoring and evaluations strategies;

3 B.1.3. The plan of statistics has to refer the assessments made to check availability of indicators and/ or statistics/ data for
monitoring and evaluations in sector and national plans;

4 B.1.4. MDAs should have their own sector specific statistical strategic plan which should align with the contemporary
National Strategy for the Development of Statistics (NSDS);

5 RB.1.5. Data producers has to plan (see Appendix 5) to satisfy the internal sector data demands, national development plan
data demands, and the global data demands;

6 3.1.6. Data producers should plan to produce relevant disaggregated statistical data;

7 B.1.7. MDAs in their initiations of a new and/ or major revision of an existing data producing procedures must include
written plan which sets objectives that satisfies the demands of the potential and even for other users;

8 [3.1.8. The data producers have to plan how the data should be analyzed and presented in their internal consumption;

9 B.1.9. The data producers have to set clarities and relevance of the data in their plan in advance about the unique nature of
their product to reduce unnecessary duplication with other sources of information;

10 3.1.10. The plan to produce data producers should consider frequently data users need,;

11 B.1.11. The process of the production statistics should be cost effective;

12 B.1.12. The plan of statistical activities should be associated with allocation of sufficient budget and human resources: the
data production process, documentation and dissemination, and data quality activities should uniquely associated with
allocation of resources (including time and budget allocation) and their respective sources;

13 B.1.13. The statistical plan of an organization shall be reviewed/ updated according to the overall the national statistics plan;

14 B.1.14. There should be consultations with key data users when statistics are planned to be produced,

15 B3.1.15. The data processing and transferring procedures must be evaluated, assessed by the concerned body in the national
statistical system;

16 [3.1.16. The plan for the production of statistics should consider the utilization of methodology for producing internally
coherent, consistent and comparable statistics and across similar other data sources over times;

17 B.1.17. The plan of data production should include the implementation strategy of data production;

18 [3.1.18. The plan for the data production should be approved by the higher officials in the organization;

19 3.1.19. The plan for data production should include the detailed lists of variables;

20 3.1.20. The must be formal and regular system for evaluation and revision of administrative data production plan in

organization;

26




3.2. Methodology of the Production of Statistics
3.2.1. Production and Utilization of Standard Documents
- Customized Implemented

LN Guidelines (0=No, 1=Yes) (o:Elo, 1=Yes)
1 2.2.1.1. The standard statistical documents usually includes naming, coding, concepts, definitions and classifications of

locations/ geographic units, industries and businesses, trade, business products, occupations and jobs;
2 2.2.1.2. The standard documents produced and/ or utilized by any data producers and users should be consistent to other

similar documents produced and/ or used in the NSS;
3 2.2.1.3. MDA:s as data producers have to correctly adopt and/ or produce the standard documents;
4 2.2.1.4. The standard documents should adhere to the national and the global standards;
5 2.2.1.5. The standard documents have to be available for other data producers and data users;
6 2.2.1.6. The standard documents have to be regularly and continuously updated by reflecting the current national and

the global contexts;
7 2.2.1.7. The standard documents produced and utilized should be consistent across MDAs and collaborators;
8 2.2.1.8. The standard documents should be the basis for the design and utilization of the data collection tool

(questionnaire/format) and the method of data analysis and presentations;
3.2.2. Preparations and Utilizations of Lists of Units / Register of Entities

- Customized Implemented

LN Guidelines (0=No, 1=Yes) (O:N(E), 1=Yes)
1 3.2.2.1. There must be formal and well-structured registering mechanisms;
2 3.2.2.2. The entities to be registered should be identified and well-defined,;
3 3.2.2.3. The registers should have linkages with the national development plans;
4 3.2.2.4. Entities in registers should have unique identifiers or codes that allow cross-linkages within the specific sector

and even in the entire NSS;
5 3.2.2.5. The registration process should be handled in a pre-defined and systematic way in the entire of the registering

system;
6 3.2.2.6. Registers should be for all the exhaustive entities/ units;
7 3.2.2.7. The register should be updated regularly in the pre-stated and scheduled time interval uniformly; the updates

should be informed for users timely and uniformly;
8 3.2.2.8. The design of register should consider the internal data demands and the nature of other registers in the NSS;
9 3.2.2.9. The design of the register should consider the ability to be upgraded, revised or redesigned for additional

demands with the approvals of all collaborators;
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3.2.3. Designing and Utilizations of Tools (forms/questionnaire)

A Customized Implemented
L Guidelines (0=No, 1=Yes) (O:EIO, 1=Yes)
1 3.2.3.1. The data collection tools should be prepared to fulfill the data producing objectives which are established in advance;
2 3.2.3.2. The data collection tools should be prepared in a standardized format (see sample indicated in Annex 6);
3 3.2.3.3. The tools should include items for identified problems or demands of interpretability;
4 3.2.3.4. The items in data collection tools should be clearly set with clear skips if required,;
5 3.2.3.5. The data collection tools should not be ambiguous and incomplete;
6 3.2.3.6. Designing data collection tool should consider maximizing the data quality, minimizing respondent burden, cost
effectiveness and availability of time;
7 3.2.3.7. The data collection tool should consider maximize the response rates by encouraging the respondents to respond easily
and comfortably;
8 3.2.3.8. The data collection tool should be designed in such a way to reduce non-responses;
9 3.2.3.9. The data collection tool should be designed to reduce measurement errors;
10 | 3.2.3.10.The data collection tool should be designed comfortably for further data processing activities (editing, entry, etc.);
11 | 3.2.3.11.Each established data collection and/or reporting tools/ forms should be acknowledged and accepted by officials at all
levels;
3.2.4. Data Capturing / Collection
LN Guidelines Customized Implemented
(0=No, 1=Yes) (0=No, 1=Yes)
1 3.2.4.1. The data collection should be done using only the already established and approved tools;
2 3.2.4.2. The data collector/ capturing personnel should be right/ proper expert;
3 3.2.4.3. The data collector/ capturing personnel should get appropriate and continuous trainings;
4 3.2.4.4. The system for data collection should identify the respective administrative data sources;
5 3.2.4.5. There should be accountability for data collection processes;
6 3.2.4.6. The data collection (reporting and receiving) time/period must be properly / carefully set;
7 3.2.4.7. The data collection period should be feasible;
8 3.2.4.8. The data collection/ capturing mechanisms should be simple and convenient for implementations;
9 3.2.4.9. System of data quality and procedures and control systems should be established; the managers at each steps are thus
be informed by the system that the statistical activities are going successfully;
3.2.5. Data Processing
S Customized Implemented
LN Guidelines (0=No, 1=Yes) (O:Eo, 1=Yes)
1 3.2.5..1. Following each data collection, there must be formal, scheduled and predefined data processing system;
2 3.2.5..2. The points where data captured, coded & edited, entered, verified and tabulated should be formally predefined;
3 3.2.5..3. There should be a systematic methods for detectable errors to be appropriately edited based on the available
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- Customized Implemented
LN Guidelines (0=No, 1=Yes) | (0=No, 1=Yes)
information correctly;
4 3.2.5..4. The expert or group of experts at each point or stage of data processing should be responsible and accountable;
5 3.2.5..5. Consistencies of statistics have to be done sufficiently and correctly before data to go to analysis;
6 3.2.5..6. There must be data processing manuals and edit specification to perform tasks accordingly for each data processing
steps;
7 3.2.5..7. Standardized naming and codes shall be used to collect or/and convert statistical data from text to codes in order to
make the users analysis data appropriately and immediately;
8 3.2.5..8. There should be a system of taking backups in data processing;
3.2.6. Data Analysis
AT Customized Implemented
L Guidelines (0=No, 1=Yes) | (0=No, 1=Yes)
1 3.2.6.1. Following the successful completion of the data processing, the data analysis should follow within the plan developed
in prior;
2 3.2.6.2. The plan of data analysis should ensure adequate resources and should be used appropriately in the process of
administrative data analysis;
3 3.2.6.3. There must be internationally accepted standards for statistical data analysis;
4 3.2.6.4. Experts involved with data analysis in an organization should take responsibilities and accountabilities;
5 3.2.6.5. There must be regulations for handling non-responses, missing data and outliers during data analysis;
6 3.2.6.6. There must be rules of calculation and any other applications of mathematical relationships, denominators,
numerators, etc. should be correct and recognized throughout the system;
7 3.2.6.7. The method data analysis should be not complex, appropriate in terms of the demand for users;
8 3.2.6.8. There must be rules in the utilizations of type of software for a specific administrative data analysis;
3.2.7. Presentations
Al Customized Implemented
LN Guidelines (0=No, 1=Yes) | (0=No, 1=Yes)
1 3.2.7..1. The method and the way of reporting statistics should be clear, not complex, and proper in terms of the data types;
2 3.2.7..2. The methods of presenting statistics should consider the data users to let the users to understand easily;
3 3.2.7..3. The method of presenting statistics should be complete in terms of transferring information by themselves;
4 3.2.7..4. The presentation data should consider the content to be presented that ethically correct and accurate faire, right, legal,
5 3.2.7..5. The way of presentation statistics should be attractive;
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3.2.8. Dissemination

A Customized Implemented

LI Guidelines (0=No, 1=Yes) (O:IF\)lo, 1=Yes)
1 |3.2.8.1. There must be data dissemination policy: formal and pre-defined systematic ways data disseminations mechanisms for

each MDAs;
2 [3.2.8.2.The data dissemination policy may include the data delivering method, the amount of time to take to deliver the

demanded data, the payment strategies, etc.;
3  [3.2.8.3. Dissemination plans of statistical data should be planned according to the general dissemination plan to access data

timely for all users and provide information to the public including related documents;
4 |3.2.8.4.The data disseminations mechanisms as per of each MDAs may vary with the type of data delivered and the reporting

levels;
5 [3.2.8.5.In the fields of their responsibilities, MDAs should regularly produce and/ or disseminate statistics and reports through

either in publications, mass media, electronic, etc;
6 [3.2.8.6. The releases of statistics should realize the allocations of sufficient time to meet major information needs of key users;
7 [3.2.8.7.The disseminations of statistics should include the information about the methodologies and other the main process

applied;
8 [3.2.8.8. The disseminations of statistics should include locations where to obtain it;
9 [3.2.8.9.Dissemination of statistics should include information about directs or guidance for users that the data are fit for

particular purposes which they are to be used;
10 |3.2.8.10. Statistical releases should include information about errors like sources of errors or mistakes, response errors and

other non-sampling errors;
11 |3.2.8.11. There must be pre-agreed and specific period of time settled for the release of all statistics; any changes to the

dissemination period scheduled should be made known in advance with explained and a new release of periods;
12 |3.2.8.12. Data sharing mechanisms should be easy and comfortable for users;
13 |3.2.8.13. Preliminary administrative data disseminations in an organization shall be formal;
3.2.9. Using Administrative Data

A Customized Implemented

i Guidelines (0=No, 1=Yes) (O:Elo, 1=Yes)
1 3.2.9.1. Statistical data must be ethically and professionally used for intended purposes only;
2 3.2.9.2. There must be prior arrangements between data suppliers in terms of timing, format and contents;
3 3.2.9.3. Technical supports should be provided by suppliers for users to enable them to use data correctly;
4 3.2.9.4. The related metadata shall be referred during and/ or before using a specific statistics;
5 3.2.9.5. Data users should give right interpretations of the statistics what they are obtaining in order not misguide or mistaken

users of their output;
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A= Customized Implemented
L Guidelines (0=No, 1=Yes) (O:EIO, 1=Yes)
6 [3.2.9.6. Data producers shall identifying potential consumers or users in order to track the influence of their products;
7  |3.2.9.7. Data users should apply appropriate method of data analysis, processing and presentations;
8 3.2.9.8. Statistical data must always be delivered to any consumers following or according to the delivery policies and
principles;
9 [3.2.9.9. Data must not pass or handover data to any else users; and all users must obtain data from the authorized data sources
at all times;
10 13.2.9.10.The users of administrative data should include their data sources in their outputs;
11 ]3.2.9.11.The data users should have responsibility and accountability on the use of the data they are using;
3.2.10. Feedbacks
. Implemented
LN Guidelines (0C= L,'\?EOT:'$SS) FZO:No,
' 1=Yes)
1 3.2.10.1. Swift ways obtaining feedbacks from the users shall be implemented and exercised;
2 3.2.10.2. Feedbacks should be collected regularly with a rang of direct involvement to systematic periodic ways for measuring
users’ satisfaction on the provision of data for at least core priorities and indicators or variables;
3 [3.2.10.3. There must be regular exercises of making reviews based on the feedback obtained by taking actions accordingly for
the progressive development of data management systems in the organization;
3.2.11. Documentation
A Customized JTg EET e
LN Guidelines (0=No, 1=Yes) iOZ-YI\é:)
1 B.2.11.1. Documentation here refers to the systematic collection and storage of valuable materials including concepts,
definitions, methodology, metadata, lists or outlines of activities used for production and utilizations of statistics in
hardcopies, electronic or both forms; Thus, there must be systematic documentation of all related to planning, any
steps or stages of production processes and utilization of administrative data;
2 [3.2.11.2. The data presented or used should constantly be followed by documentations;
3 [.2.11.3. Data collection manuals, data analysis documents, publications and reports should be properly and systematically
documented,
4  [3.2.11.4. There must be standardized metadata documentation and dissemination mechanisms;
5 [3.2.11.5. There must electronic and/ or paper based documentation and dissemination methods for any regular and/ or
occasional statistical data / information/ reports;
6 [3.2.11.6. MDAs shall use central data archive store for unit record data;
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3.2.12. Data Security

N Guidel Customized Im;zlemented
uidelines z _ 0=No,
(0=No, 1=Yes) 1=Yes)
1 [3.2.12..1. There must be regulations or data security policy to protect data or sensitive information from unauthorized
disclosures;
2 B.2.12..2. The data or information from persons, firms, establishments, organizations, and etc. should be protected from damages
and/ or misuses of statistics;
3 [B.2.12..3. Data processing, analyzing, reporting and documenting methods carried out should conform to the data protection
regulations;
4 3.2.12..4. There must be safety procedures that ensures data secured for anything goes wrong with any elements of the database
system;
5 [.2.12..5. There must be data backup and recovery system to secure data from damage and lose;
6 [3.2.12..6. Both physically and electronically access to databases should be restricted for any unauthorized;
7 3.2.12..7. There must be responsibilities and accountability for data protection and security systems;
3.3. Data Transferring
3.3.1. Compiling Statistical Data
A Customized Implemented
= Clezlnes (0=No, 1=Yes) | (0=No, 1=Yes)
1 [B.3.1.1. Statistical data should be compiled on predetermined objective basis and considerations;
3.3.1..2. Statistics data should be compiled on the basis of accepted standards with respect to scope, definitions, units
and classifications used in similar producers and users;
3 B.3.1.3. Statistical compilations should be complete, avoiding redundancies, applying the appropriate and acceptable
methods of compilations
3.3.2. Reporting Data
A Customized Implemented
B CLeslmes (0=No, 1=Yes) (0=No, 1=Yes)
1 3.3.2.1. Statistics should be reported according to the pre-agreed and prearranged reporting systems;
3.3.2.2. The entire document should be standardized, completed and should be prepared following the rules and
principles of publications;
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R Customized Implemented
LI EITETIES (0=No, 1=Yes) (0:20, 1=Yes)
3 3.3.2.3. Instatistical releases and reports should be suitable for further analysis and utilizations of the report;
4 3.3.2.4. Statistical releases should be based on the statistical results available and should never contain any political or
similar judgments;
5 3.3.2.5. The layouts of tables, graphs and charts used should be clear and easy to understand;
6 3.3.2.6. The table names, chart titles, axes labeling and footnotes should be clearly marked and properly utilized;
7 3.3.2.7. The units of measurements applied which figures are talking about should be clear;
8 3.3.2.8. The mathematical formulas applied and/ or the relationships should be consistent, acceptable and displayed/
publicized properly where and as it should be shown;
4. Data Quality (DQ) Issues
4.1. Data Quality Principles
- Customized Implemented
LN Guidelines (0=No, 1=Yes) (O:Eo, 1=Yes)
1 4.1..1. The sector specific data quality framework should originate from the national and global data quality dimensions/
principles;
2 | 4.1..2. Quality guideline should be prepared, documented and staffs shall trained accordingly;
3 4.1..3. There should be a system of self-controlling regulatory mechanisms consisting and checking for the data quality
principles;
4 4.1..4. The data quality should be designed according to the EDQAF which is sited at:
http://www.csa.gov.et/component/phocadownload/category/310?Itemid=310):
5 | 4.1.5. The data quality should be regularly monitored according to the accepted quality components;
6 | 4.1..6. The quality of data should enable to address the degree to which the data are demanded for the user’s;
4.2. Quality Control Mechanisms
- Customized Implemented
L Guigelings (0=No, 1=Yes) (O:Zo, 1=Yes)
4.2..1. There must be quality management in the processes for data collection, processing, analyzing, presenting, disseminating
1 and documenting administrative data to be followed to ensure sound application of methodology to lead to produce
desired quality of statistics;
9 4.2..2.  There must be internal system/ mechanism effective, efficient, formal and continuous data quality evaluation to check
the data quality (e.g. consistency checks, data audit, etc.) for promoting the quality of data;
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http://www.csa.gov.et/component/phocadownload/category/310?Itemid=310

R Customized Implemented
L EnefEines (0=No, 1=Yes) (o:ao, 1=Yes)
3 4.2..3.  There must be responsibility, more appropriately the head of the statistical unit, for the quality of statistics produced by
an organization;
4 | 4.2..4. There must be systems established to gain and share technical and methodological support from CSA and other MDAs;
5 4.2.5. Data quality assessments should be conducted in collaborations with CSA and thus measures have to be taken
accordingly;
4.2..6. There should be systems of receiving feedback or measuring users’ satisfaction of at least key data users: this can be
6 exercised by using checklists for the issues related with quality, demand, frequency, relevance, period of data
dissemination, responsibility and accountability of the delivering body, disaggregation, etc.
7 4.2..7. There must be acknowledgments/ recognitions given for experts/ groups of experts/ organizations for exercising better
data quality systems;
5. Implementation Strategy of the Guideline
5.1. Customizing the Guideline
- Customized Implemented
LN Guidelines (0=No, 1=Yes) | (0=No, 1=Yes)
1 5.1..1. MDAs should customize this national guideline of administrative data or include the inadequacies of their similar
supplementary documents or an existing working guideline in comparison with this guideline;
) 5.1.2. The customized guideline should be reached and exercised accordingly to all respective sector administrative
levels;
5.2. Creating Awareness on the Guideline
- Customized Implemented
LN Guidelines (0=No, 1=Yes) | (0=No, 1=Yes)
1 5.2.1. Awareness creation on the utilization of this guideline should be created for the concerned body and experts at
different levels;
p 5.2.2. The sectors should prepare separate guideline for the management of their administrative data at different
levels;
3 5.2.3. The awareness creation for the regional experts shall be offered by the line ministry in collaboration with central
statistical agency;
4 5.2.4. The awareness creation on the sector specific guideline along with this national guideline for zonal, Woreda and
facility level experts should be given by line ministries, however, the CSA can involve as required;
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Summary-I|

2. Organizational Statistical Policy

LN Subtopics Total # Guidelines customized Implemented Remarks
Counts percent Counts percent
1 Statistical Legislations 11
2 Statistical Unit 10
TOTAL 21
3. The Data Production Process
3.1. Planning to Produce Statistical Data
. Total # customized Implemented
LN Subtopics - Remarks
Guidelines | Counts | percent Counts percent
1 Planning to Produce Statistical Data 20
TOTAL 20
3.2. Methodology of the Production of Statistics
LN S T_otal_# customized Implemented Remarks
Guidelines Counts percent Counts percent
1 Production and Utilization of Standard Documents 8
2 Preparations and Utilizations of Lists of Units / Register of Entities 9
3 Designing and Utilizations of Tools (forms/questionnaire) 11
4 Data Capturing / Collection 9
5 Data Processing 8
6 Data Analysis 8
7 Data Presentations 5
8 Data Dissemination 13
9 Using Administrative Data 11
10 | Feedbacks 3
11 | Documentation 6
12 | Data Security 7
TOTAL 98
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3.3. Data Transferring

LN Subtopics T'otal.# customized Implemented Remarks
Guidelines Counts percent Counts percent
1 Compiling Statistical Data 3
Reporting Data 8
TOTAL 11
4. Data Quality (DQ) Issues
LN Subtopics T_otal_# customized Implemented Remarks
Guidelines Counts percent | Counts percent
1 Data Quality Principles 6
2 Quality Control Mechanisms 7
TOTAL 13
5. Implementation Strategy of the Guideline
: Total # customized Implemented
LN Subtopics e Remarks
P Guidelines Counts percent | Counts | percent
1 | Customizing the Guideline 2
2 | Expanding Awareness on the Guideline 4
TOTAL 6
Summary (Overall)-11
L Tobics Total # customized Implemented Remarks
N P Guidelines Counts | percent | Counts | percent
1 | Statistical Legislations 22
2 | The Data Production Process 129
3 | Data Quality (DQ) Issues 13
4 | Implementation Strategy of the Guideline 6
TOTAL 170
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Appendices

Appendix 1: The Principles of Official Statistic

Principle 1: Relevance, impartiality and equal access: Official statistics provide an indispensable element in
the information system of a democratic society, serving the Government, the economy and the public with data
about the economic, demographic, social and environmental situation. To this end, official statistics that meet
the test of practical utility are to be compiled and made available on an impartial bas is by official statistical

agencies to honor citizens' entitlement to public information.

Principle 2: Professional standards and ethics: To retain trust in official statistics, the statistical agencies need
to decide according to strictly professional considerations, including scientific principles and professional

ethics, on the methods and procedures for the collection, processing, storage and presentation of statistical data.

Principle 3: Accountability and transparency: To facilitate a correct interpretation of the data, the statistical
agencies are to present information according to scientific standards on the sources, methods and procedures of

the statistics.

Principle 4: Prevention of misuse: The statistical agencies are entitled to comment on erroneous interpretation

and misuse of statistics.

Principle 5: Sources of official statistics: Data for statistical purposes may be drawn from all types of sources,
be they statistical surveys or administrative records. Statistical agencies are to choose the source with regard to

quality, timeliness, costs and the burden on respondents.

Principle 6: Confidentiality: Individual data collected by statistical agencies for statistical compilation, whether

they refer to natural or legal persons, are to be strictly confidential an d used exclusively for statistical purposes.

Principle 7: Legislation: The laws, regulations and measures under which the statistical systems operate are to

be made public.

Principle 8: National coordination: Coordination among statistical agencies within countries is essential to

achieve consistency and efficiency in the statistical system.

Principle 9: Use of international standards
The use by statistical agencies in each country of international concepts, classifications and methods promotes

the consistency and efficiency of statistical systems at all official levels.

Principle 10: International cooperation: Bilateral and multilateral cooperation in statistics contributes to the

improvement of systems of official statistics in all countries.



Appendix 2: African Charter of Official Statistics

The African Statistics System (ASS) organizations, African statisticians and all those operating in the field of statistics at

the national, regional and continental levels shall respect the principles enshrined in the resolution on the fundamental

principles of official statistics adopted by the United Nations Commission for Statistics in April 1994. They shall also

apply the best practices principles hereunder defied:

Principle 1: Professional independence

Scientific Independence: Statistics authorities must be able to carry out their activities according to the principle of
scientific independence, particularly vis-a-vis the political authorities or any interest group; this means that the methods,
concepts and nomenclatures used in statistical operation shall be selected only by the Statistics authorities without any
interference whatsoever and in accordance with the rules of ethics and good practice.

Impartiality: Statistics authorities shall produce, analyze, disseminate, and comment on African statistics in line with
the principle of scientific independence, and in an objective, professional and transparent manner;

Responsibility: Statistics authorities and African statisticians shall employ unambiguous and relevant methods in the
collection, processing, analysis and presentation of statistical data. Statistical authorities shall also have the right and
duty to make observations on erroneous interpretation and improper use of the statistical information that they
disseminate.

Transparency: To facilitate proper interpretation of data, statistics authorities shall provide information on their
sources, methods and procedures that have been used in line with scientific standards. The domestic law governing

operation of the statistical systems must be made available to the public.

Principle 2: Quality

Relevance: African statistics shall meet the needs of users;

Sustainability: African statistics shall be conserved in as detailed as possible a form to ensure their use by future
generations, while preserving the principles of confidentiality and protection of respondents;

Data sources: Data used for statistical purposes may be collected from diverse sources such as censuses, statistics
surveys and/or administrative records. The statistics organizations shall choose their sources in consideration of the
quality of data offered by such sources and their topicality, particularly the costs incurred by the respondents and
sponsors. The use by statistics authorities of administrative records for statistical purposes shall be guaranteed by
domestic law, provided that confidentiality is preserved;

Accuracy and reliability: African statistics shall be an accurate and reliable reflection of the reality;

Continuity: Statistics authorities shall ensure continuity and comparability of statistical information over time;
Coherence and comparability: African statistics shall be internally coherent over time and allow for comparison
between regions and countries. To this end, these statistics shall make combined use of related data derived from
different sources. It shall employ internationally recognized and accepted concepts, classifications, terminologies and

methods;



Timeliness: African statistics shall be disseminated in good time and, as far as possible, according to pre-determined
calendar;

Topicality: African statistics shall reflect current and topical events and trends;

Specificities: Statistical data production and analytical methods shall take into account African peculiarities;
Awareness-building: State parties shall sensitize the public, particularly statistical data providers, on the importance

of statistics.

Principle 3: Mandate for data collection and resources

Mandate: Statistics authorities shall be endowed with a clear legal mandate empowering them to collect data for
production of African statistics. At the request of statistics authorities, public administrations, business establishments,
households and the general public may be compelled by domestic law to allow access to the data in their possession or
provide data for the purpose of compilation of African statistics.

Resource Adequacy: As far as possible, the resources available to Statistics authorities shall be adequate and stable
to enable them to meet statistics needs at national, regional and continental levels. Governments of States Parties shall
have the primary responsibility to provide such resources.

Cost-effectiveness: Statistics authorities shall use the resources so provided effectively and efficiently. This
presupposes, in particular, that operations shall as far as possible, be programmed in an optimal manner. Every effort
shall be made to achieve improved production and use of the statistics derived from administrative records, to reduce

the costs incurred by respondents and, as far as possible, avoids expensive direct statistical surveys.

Principle 4: Dissemination

Accessibility: African statistics shall not be made inaccessible in any way whatsoever. This concomitant right of
access for all users without restriction shall be guaranteed by domestic law. Micro-data maybe made available to users
on condition that the pertinent laws and procedures are respected and confidentiality is maintained.

Dialogue with users: Mechanisms for consultation with all African statistics users without discrimination shall be
put in place with a view to ensuring that the statistical information offered are commensurate with their needs.

Clarity and understanding: Statistics shall be presented in a clear and comprehensible form. They shall be
disseminated in a practical and appropriate manner, be available and accessible to all and accompanied by the requisite

metadata and analytical commentaries.

Simultaneity: African Statistics shall be disseminated in a manner that ensures that all users are able to use them
simultaneously. Where certain authorities receive advance information under embargo, to allow them time to respond to
possible questions, public announcement shall be made indicating the nature of such information, the identity of the
recipients and the set timeframe before its public dissemination.

Correction: Statistics authorities shall correct publications containing significant errors using standard statistical
practices or, for very serious cases, suspend dissemination of such statistics. In that event, the users shall be informed in

clear terms of the reasons for such corrections or suspension.



Principle 5: Protection of individual data, information sources and respondents

Confidentiality: National Statistics authorities, African statisticians and all those operating in the field of statistics in
Africa shall absolutely guarantee the protection of the private life and business secrets of
data providers (households, companies, public institutions and other respondents), the confidentiality of the information
so provided and the use of such information for strictly statistical purposes.

Giving assurances to Data providers: Persons or entities interviewed during statistical surveys shall be informed
of the objective of such interviews and of the measures put in place to protect the data provided.

Objective: Data concerning individuals or entities collected for statistical purposes shall in no circumstance be used
for judicial proceedings or punitive measures or for the purpose of taking administrative decisions against such
individuals or entities.

Rationality: Statistics authorities shall not embark upon statistical surveys except where pertinent information is
unavailable from administrative records or the quality of such information is inadequate in relation to the quality

requirements of statistical information.

Principle 6: Coordination and Cooperation

Coordination: Coordination and collaboration amongst Statistics authorities in a given country are essential in
ensuring unicity, quality and harmonious statistical information. Similarly, coordination and dialogue amongst all
Members of the African Statistical System are vital for harmonization, production and use of African statistics.

Co-operation: Bilateral and multilateral statistics cooperation shall be encouraged with a view to upgrading African

statistics production systems.



Appendix 3: The Strategic Themes/Sub-Themes of NSDS-11
Strategic Theme 1: Responsive Legal Framework for Statistical Work of the NSS

Strategic Theme 2: Data Development
Sub-theme 2.1: Data Quality
Sub-theme 2.2: Data Presentation, Analysis, Dissemination and Use
2.2.1: Data Presentation and Analysis
2.2.2: Data Dissemination and Use
Sub-theme 2.3: Enhancing the Coverage and Capacity of Data Collection
Sub-theme 2.4: Supporting Methodological Improvement and Statistical modernization of surveys and Censuses
Sub-theme 2.5: Improvement of the Management Information System (MIS)/ System Administration Statistics
(SAS)
Sub-theme 2.6: Gender Mainstreaming and Development of Statistics

Sub-theme 2.7: Environment and Related Statistics

Strategic Theme 3: NSS Coordination and Preparation of Sector Strategic Plan
Sub-theme 3.1: Improved Coordination of the NSS and other Coordination Issues

Sub-theme 3.2: Preparation of Sector Strategies for the Development of Statistics

Strategic Theme 4: Human and Institutional Development
Sub-theme 4.1: Human Resources Development and Management
Sub-theme 4.2: Enhancing Local and Lower Level Capacity Development

Sub-theme 4.3: Organizational/Institutional Development

Strategic Theme 5: Infrastructural Development
Sub-theme 5.1: Improving Physical Infrastructures
Sub-theme 5.2: Improving Statistical Infrastructures

Sub-theme 5.3: Improving ICT Infrastructures:

Strategic Theme 6: Promoting Statistical Advocacy and Involvement of the Media NSS-NSDS |1
Sub-theme 6.1: Creating Awareness in the Use of Statistics, Improving Statistical Launching and Data
Accessibility

Sub-theme 6.2: Building capacity to improve advocacy and public relations

Strategic Theme 7: Statistical Financing Strategy
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Appendix 4: The EDQAF Statistical Data Dimensions

A.

1.

EDQAF Output Aspect Quality Dimensions

Relevance

The relevance of statistical outputs is the degree to which they meet current and potential user needs.
A high degree of relevance implies all statistics that are needed are produced, no statistics that are not needed

are produced, and concepts and classifications take account of user needs and international standards.

Accuracy

The accuracy of statistical outputs is the degree to which they accurately and reliably portray reality, the
degree to which the data actually measure the phenomena they are designed to measure.

Accuracy is usually characterized in terms of errors in statistical outputs. For sample surveys errors are
traditionally decomposed into sampling and non-sampling errors. Non-sampling errors apply to all forms of
data collections and are usually further subdivided by source of error, such as non-response.

The degree of consistency of estimates over time, often referred to as reliability, is an aspect of accuracy.

Timeliness and Punctuality

The timeliness of statistical outputs is the length of time between their availability and the phenomenon or
events that they describe.

The punctuality of statistical outputs is the time difference between the date the data are released and the
target date on which they were scheduled for release, as announced in an official release calendar, laid down

by regulations or previously agreed with users.

Accessibility and Interpretability

The accessibility of statistical out puts is the ease with which users can obtain the data. It is determined by the
physical conditions by means of which users obtain data: where to go, how to order, delivery time, pricing
policy, marketing conditions, availability of micro or macro data, and delivery formats (paper, files, CD-
ROM, internet, etc.)

The interpretability of statistical outputs is ease with which users can understand the data, assess their fines
for purpose, and make appropriate use of them. It reflects the extent to which outputs are presented in a clear
and understandable form and is determined by the availability of metadata, supplementary information and

support services. It includes informing users of significant changes in concepts or methods that affect outputs.

Coherence and Comparability

The coherence of two or more statistical out puts refers to the degree to which the statistical processes by
which they were generated used the same concepts, definitions, classifications and target populations and
harmonized methods. Coherent statistical out puts have the potential to be validly combined and used jointly.

Comparability is a special case of coherence where the statistical outputs contain the same data items and the

aim of combining them is to make comparisons over time, or across regions, or across other domains.
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B. EDQAF Process Aspect Quality Dimensions

6. Methodological Soundness

Methodological soundness refers to the degree to which statistical outputs are produced by application of

international and/or peer-agreed standards, guideline, and best practices.

7. Human Resource Management

Human resource management refers to extent to which responsibilities for the statistical process are well

defied and are assigned to be well trained and dedicated staff.

8.  Standard Operating Procedures

Standard operations refers to the extent that operational procedures are defied, standardized, documented,
used, and give a clear indication of the data to be collected, the collection and processing activities to be
undertaken, and the outputs to be produced.

It includes ensuring data collection tools (questionnaires and checklists) exist and are uniformly standardized

across all organizational levels through which the data pass

9. Data Management and Security

Data management refers to the extent to which data are managed from initial collection, through data entry,
processing, aggregation, transmission to higher levels within the organization, and dissemination.

It includes ensuring source documents are retained and available for subsequent checking or audit.

It also includes the degree of computerization.

Security refers to the provisions for security of transmission and storage, including encryption, back-up and

disaster recovery.

10. Quality Assurance/Control

Quality assurance/control refers to the extent to which quality is assured either by procedures embedded in
the statistical processes or through quality gates at key points in these processes.
It includes verification of input data, quality control of data entry procedures, identification and correction of

errors and discrepancies, and feedback of identified quality problems to their source.

11. Reporting Burden

Reporting burden refers to the extent to which the reporting burden on the individuals and businesses and

institutions that provide the raw input data is minimized and seen to be minimized.

C. EDQAF Institutional Environmental Aspect Quality Dimensions

12. Mandate, Resources, Performance and Quality Management

Mandate refers to the extent to which collection, processing and dissemination of statistics by the
organization are supported by legislation or regulation.

Resources refers to extent to which resources devoted by the organization to collection, processing and
dissemination of statistics is sufficient.

Performance refers to the extent to which resources are effectively used.

Quality management refers to the extent to which the organization promotes total quality management in the

context of its data collection, processing and dissemination activities.
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13. Integrity

Integrity refers to the degree to which the values and practices of the producing organization as regards
professionalism, impartiality objectivity and transparency promote user confidence in the organization as a
producer of good quality statistical outputs.

Professional independence is major factor.

14.  Provider Transparency, Privacy and Confidentiality

Provider transparency refers to the extent to which the persons, businesses, or organizations providing their
individual data are informed of the mandate under which the data are being collected and the purposes for
which the data are being collected.

Privacy means that data provided are used only for the stated purposes for which they are collected.

Confidentiality means that individual data are not revealed



Appendix 5: Data Production Plan
1. Introduction
e Background
o Key Data Users
e Objectives
% General Objective
+ Specific Objectives
e The Administrative Data Management System
+ The Working Structure
¢ QOregano-gram containing the dedicated section/ department dedicated for data production
¢ Charts which can show the inter-relationships of providers and users of administrative data
e Human Resources
e Duties and Responsibilities
Duties and Responsibilities of Data Management system in the Ministry
Duties and Responsibilities of Data Management system in the Region
Duties and Responsibilities of Data Management system in the Zones

Duties and Responsibilities of Data Management system in the Woreda

-+ = =

Duties and Responsibilities of Data Management system in the Facilities and Institutions
e Data Production and Utilization Methodology
e Production and utilization of Standard Documents
+ Naming, coding, concepts, definitions and classifications Construction and Utilization of
Formats/ Templates
e The Process of Data Collection, Analysis, Presentation, Documentation and Dissemination
e The Lists of Variables Across Departments of the Organization
2. Data Quality Issues
3. The Administrative Data Demands
e The Usefulness of the Sector Administrative Data
+ Organization Provisions
+ National Development Plan
% Global Development Plan
e Lists Indicators and Variables
+ Lists of Indicators With Their Respective Descriptions
+ Details of Variables with Respective Definitions and Other Descriptions
o Inter-Sector Linkages of Administrative Data and Indicators
e The Implementation Strategies of Data production, Analysis, Presentation, Documentation and
Dissemination
4. Data Production Schedule or Calendar
Budget Plan



Appendix 6: Sample of Data Collection Format / Template (General)

[Form #]
[Name MDA]
[Name of Region]
[Zone], [Woreda]
[Type/ data type reported]
PART 1 - IDENTIFICATION PARTICULARS
1.1 ADDRESS / LOCATION
1 2 3 4 5 6 7 8
SUB-
KiLue ZONE WEREDA TOWN CITY/HIGHER KEBELE HOUSE NO. REPORTING PERIOD UNIT NAME

PART 2 - DETAILED INFORMATION

Q. 2.1

Q. 2.9

[stetment of this question]

[stetment of this question]

[stetment of this question]

[stetment of this question]

[OPTIONS] [CODES]
[option] =1 [SKIP TO Q. 2.6]
[option] =2
[option] =3
[option] =4
[option] =5
[stetment of this question]
[OPTIONS] [code]
YES 1
NO 2

[option]
[option]
[option]
[option]
[option]
[option]
[option]

Q. '2.6 [SKIP RULE from Q. 2.4 ] [stetment of this question]
[OPTIONS]

[code]

A

B

c [SKIP RULE Q. 2.9]
D [SKIP RULE Q. 2.9]
E [SKIP RULE Q. 2.9]
F [SKIP RULE Q. 2.9]
G

[stetment of this question]

[OPTIONS]
[option]
[option]
[option]
[option]
[option]
[option]
[option]

[CODES]
=1

Q. '2.8 NUMBER OF PARTICIPANTS BY SEX

[stetment of this question]

[OPTIONS ]
[option]
[option]
[option]

[CODES]
=1
=2
=3
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Appendix 7: Sample of Data Collection Format / Template (Ministry of Education)

NAHEAP &oflrAR STPRELNLE LFNAN
PRPUCT MLAEC

Mg eAPYCT NFENthD ®ANANE Pmed

PRPUCE A 2009 9.9

I/, DA F9°UCH Nk dP9Aeh,

" 11 PRPUCH Nk A9

" 14 FPUCE vk ALY NANT 228 PHegaNt ooy

13 FRUCH ek P9 A KECH hUT NEF BMENT PIND- ARG BLE

[TTT ]

2erpuckndaaene] [ [ | ][] ]

" 1.5 em7int xhan, " 1.6 PTINF N mC QO htew

nad PHNAE N9

HYAR HYN+a AN+8EC

DLBIAR 08
17 3PUCH ek PAC- C4% (e T hocgmond [ | nyeohd [ |

naaesntem [ ] nwehan [ ]
18 NANFFH: PRyt O Ponm hemgrt n] PUH u] P4 0
PEAPY O PLFNCNERY Qo peale 0 AA
19 F9PUCE Nk BNF BHF 9070, NCH DET® hID WIE AAD? AAD: u] PAGXS O A PFPUCH vk N, NéH NG THHC
PRk 0, B8 N NAG- Ak 1N TUHC

110 +9PUCH Nk g ¢m 0 140 A a
141 PFGRUCT vk ARt A+ARY O NARC T0hA a] NNANHC 9004 PAFb4 O

AANHC TOhA NPT NTF ATART TR AT PhANEC @O & 4, ATCARHIAAD- O PAD® O
112 F9RUCH Nk N, HNF WY PRLEDT FRUCH PLAT™ +TUPT PSMAD-T BZ8 FPRUCHFOT ATRSMA ANNTMLHNT
FIE SN PAG AANE (bR N e BTG
113 AU CH ek PHALPT 029N AoLY NC(school feeding) AAD-? s} PAD® 0 hAD- = POIAT - PART NHF
1.14. P9PIN AOCY I 6 hAD- PR LLCTINF KA @yt O AATR PN TEIL9 O N ALK ECERD
115 h1 AN 45 NEA AUSP FFRUCT RAMA? eAmé 0 KeAmge 0
116 HIPUCH vk PAR §ATT HIRUCH APCNT +INLP PLLIA? PeCoA 0O hPRCa9™ 0
+NP hZ7 NPT AL HE? Naht: +RUCt a NFRUCT Nk @D PAR §ATF FIRUCT NEA NPT O NUARR ALY O
1147 PNEF HOOR PRGRYCH (Vh £999 NEF RCAA? £gcad Q0 hALZA O
118 PHNF CRAA P3 hAF NhetEN 03L hA? o 0 pA® 0
1.19 Nk Nara AINTARY M AL AU PANT 287 285m0 pERAT O REMNED BB AT O BB PAtAME- O
1.20. F/k PIRARL0- (20T (/ATRYL 1017 10 heeA® 0
121 AEGH- TYg. nne. [ JTTTT T TTT] 1 enawnan [TTTTTTTTT]
[1/. /B PPA®-G P£ITMO AhA
2.1 m/F@T PPAD .
P AL
PTPUCT 0k
&C ¢ I O I O A Y+
2.2 ThhAT1kY PLI1Me- pAL
e AT
LC™ 3 [T 1 [ T1 11
2.3 TANASTET £2I1Ma POLS PFIRUCT NAC™P PoLA TPUCT
ng° At &/ 0t
Nt
LC™ 47 I I e I I e
2.4 TARASTET PLI1MO PHY TUCT NAC™P
nge AL
PH? +PUCT K/
40T L] I N I O B 0r
Yt
* ey AT NANAD NFHAEAN ABTA DLIR N+ AT NC N+ +NAG: PHAPT™ TFax
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