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ABOUT THIS BOOKLET 
 
This CED-specific PACA Booklet serves as a supplement to—not a replacement of—the PACA 
Field Guide for Volunteers. In this booklet, there are several CED-specific tools that will enable 
you to adopt a more participatory approach with your work. However, remember that nearly all 
tools in the PACA Field Guide can be used or adapted in order to support successful CED 
projects. 

Adapting PACA Field Guide tools for your CED projects 
For example, take the Community Mapping tool in the Develop Relationships phase; if you were 
to ask the following questions when discussing the final map, the tool could help you better 
understand your community and the people in it through an assets-based approach that focuses 
on the places, people, and geographic features community members value most: 

1. [Using sticky notes, stickers or markers]: Invite everyone to approach the map and 
identify five objects (places, organizations, people, geographic features, etc.) on the 
map you think are most valuable to the community. 

2. [For the most frequently identified objects from the previous question]: Let’s make a 
list of the characteristics of these objects that make them so valuable. 

3. For each of these most valued objects, what’s one way the object might be used or 
leveraged to benefit a community project? 

4. Which community members have access to the valued objects you all have identified 
as a group? Which community member DO NOT? 

Key PACA considerations for CED Volunteers 
As you work with your community members and use the tools in the PACA Field Guide, keep in 
mind the following key considerations for you as a CED volunteer: 

• What are the main community-facing institutions, organizations, nonprofits, 
associations and other groups? What does each contribute to community and/or local 
economic development? 

• Are there already services or linkages in the community between these various 
individual and group actors? 

• What are the primary economic activities, opportunities, and resources in your 
community? Who has access to them? Who DOES NOT? 

• How do gender and age considerations play a role in these activities, opportunities 
and resources? For example, what are the gender norms or roles that contribute to 
who starts/owns a business? Are youth able to able to access savings and credit 
services? 

• What are the cultural expectations that affect males and females when it comes to 
income-generating activities, household finances (money matters) and leadership 
roles in community development efforts?  

• What are the economic and cultural variables that affect the livelihood options/paths 
for youth? 

• Who are the professional or trained individuals in the community with whom you can 
partner on CED projects? 
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Capacity Inventory 
Every community member has capacities, abilities, and gifts. Individuals and the communities in 
which they live feel motivated when their capacities are used, abilities are expressed, and gifts 
are given. This abbreviated version of the ABCD Institute’s Capacity Inventory (an interview-
based tool) is designed to identify community member capacities that can be leveraged for 
community-centered development projects. Click on the source below to view the complete 
version of the Capacity Inventory, as well as related introductory materials and tool facilitation 
tips. 

Time: 1-2 hours Difficulty: moderate 

Materials: Paper, writing utensil 

Communicative language tasks: Ask follow-up or clarifying questions; Ask questions; Brainstorm and 
elicit ideas; Solicit ideas/responses 

 
Steps: 
1. Together with the group of individuals who are using the Capacity Inventory tool, brainstorm a list of 

different types of community members whose capacities you wish to uncover. If you’ve previously used 
the Personas or Define Your Audience PACA tools, you may wish to draw on those insights to help you 
brainstorm. 

2. Once you’ve come up with a list of different community member types (or “personas”) whose 
capacities you wish to uncover, customize the sample Capacity Inventory on the following page for 
each persona. Add, remove, shorten, lengthen, and modify each of the four Capacity Inventory sections 
so that they are relevant to the persona in question, as follows: 

• Part I (Skills information) – Develop a skill list that is relevant to the persona being interviewed. 
Brainstorm the various skills this persona is most likely to have had the opportunity to learn at 
home, in the workplace and in the out-of-the-workplace settings they likely are a part of. 

• Part II (Community skills) – Amend or add to the kinds of community work the persona is likely 
to have participated in as well as the kind of work they might be willing to do in the future. 

• Part III (Enterprising interests and experience) – This section seeks two kinds of information. 
First, it determined whether the person has considered starting a business. Second, it asks if 
they are presently engaged in a business of any kind. In determining which questions to ask, 
expand your group’s definition of “business activity” to include a wide variety of possibilities 
for how the persona may generate income, create value, or innovate.  

• Part IV (Personal information) – The items included in the sample Capacity Inventory are the 
minimum information usually necessary for follow-up. However, other information may be 
added if it is useful in developing the capacities of the persona. 

3. Once you’ve developed a Capacity Inventory for each persona you’ve identified, determine how your 
group will find actual community members to interview who represent each of the personas. Detail the 
specific actions that need to be taken and the related circumstances under which you’ll be able to 
conduct the interviews. If you are able to identify specific community members to be interviewed, go 
ahead and do so. 
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4. This tool is most effective when those being interviewed understand the purpose of the exercise and 
how the information will be used. In your group, develop a brief introduction that will be read at the 
beginning of each interview. The introduction should address: 

• Why is this interview (and the Capacity Inventory in general) being conducted? 

• How will the individual’s participation in the interview benefit him/her as well as the 
community? 

• What will be done with the information collected in order to help him/her contribute his/her 
gifts, skills, and capacities? 

• When and how will the interviewee be able to learn about the Capacity Inventory findings, ask 
questions, and participate in the activities or projects that result from this learning experience? 

5. Interview community members using the Capacity Profiles developed. 

6. As a group, organize and analyze the Capacity Profile results to generate a list of findings. 

7. Develop a plan for sharing back findings with interviewees and inviting other community members to 
learn from this activity. 

Source: John P. Kretzmann and John L. McKnight. 1993. Building Communities from the Inside Out: A Path 
Toward Finding and Mobilizing a Community's Assets, Evanston, IL: Institute for Policy Research. 

Helpful Tips 

The sample Capacity Inventory is designed for one person to use in interviewing another person. 
However, some groups have revised the wording so that the Capacity Inventory can be given to a person 
to fill out (as a questionnaire) on their own. 

The Capacity Inventory is long and it may be necessary to cut it back and revise it for each persona. 
However, initially try to gather as much information as possible and see if interviewees object. Often, 
interviewees will provide a great deal of information if they feel the interviewer is genuinely interested 
and the answers will be used to help them or the community. 

Because some of the Capacity Inventory questions may seem personal or private, it’s important for your 
group to discuss steps that can be taken to address power dynamics between interviewers and 
interviewees, and determine how the information can be gathered in a culturally-sensitive manner. 
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Sample Capacity Inventory 
 

Introduction 
Hello. I am with (local organization’s name). We are talking to community members about their skills. 
With this information, we hope to help people contribute to improving the neighborhood, find jobs or 
start new businesses. Once we collect all the information, we will convene a meeting at the community 
center to share our findings with the public. May I ask you some questions about your skills and abilities? 

Part I – Skills Information 
Now I'm going to read to you a list of skills. It's a long list, so I hope you'll bear with me. I'll read the skills 
and you just say "yes" whenever we get to one you have. We are interested in all your skills and abilities. 
They may have been learned through experience in the home or with your family. They may be skills 
you've learned at church or in the community. They may also be skills you have learned on the job. 

Health 

 Caring for the elderly 
 Caring for the mentally ill 
 Caring for the sick 
 Caring for the physically 

disabled 
 Caring for the homeless 
 Caring for children without 

families 

Security 

 Guarding residential 
property 

 Guarding commercial 
property 

 Guarding industrial property 
 Crowd control 
 Ushering at major events 
 Installing alarms or security 

systems 
 Repairing security 

equipment 
 Firefighting 
 Safety and contingency 

planning 

Transportation 

 Driving a motorcycle 
 Driving a car 
 Driving a shared vehicle 
 Driving a bus 
 Driving a truck 
 Hauling 
 Operating farm equipment 
 Assistant to driver of public 

transportation 
 Transportation logistics 

coordination/planning 

 

 

Are there any other skills you have which I have not mentioned? ________________________________ 

 

PRIORITY SKILLS 

When you think about your skills, what three things do you think you do best? _____________________ 

Which of all your skills are good enough that other people would hire you to do them? ______________ 

Are there any skills you would like to teach? _________________________________________________ 

What skills would you most like to learn? ___________________________________________________ 

 



5 
 

Part II – Skills Information 

Have you ever organized or participated in any of the following community activities? 

 Youth clubs or 
organizations 

 Church fundraisers 
 Community event planning 
 School-parent association 
 Sports teams 
 Trips for children 
 Political campaigns 
 Reading or book clubs 
 Health center outreach 
 Community gardening 

 Neighborhood association 
or organization 

 Community savings groups 
 Chamber of commerce 

events 
 Trash or litter clean up 
 Community art project 
 Parks and recreation 

development 
 Community library 

 

 Baking or food sales events 
 Cultural or artisan fair 
 Cultural celebrations or 

events 
 Nature conservation 
 Neighborhood security 

program 
 Mentoring program 
 Clothing or food donation 

events 

 

 

Let me read the list again. Please tell me in which areas you would be willing to participate in the future. 

 

Part III – Enterprising Interests and Experience 

BUSINESS INTERESTS 

Have you ever considered starting a business? Yes_____ No  ______ 

If yes, which kind of business did you have in mind? __________________________________________ 

Did you plan to start it alone or with other people? Alone ________ With others _________ 

Did you plan to operate it out of your home? Yes_______ No_______ 

What obstacle(s) kept you from starting the business? _________________________________ 

BUSINESS ACTIVITY 

Are you currently earning money on your own through the sale of services or products? Yes ___ No___ 

If yes, what services or products do you sell? ________________________________________________ 

Whom do you sell to? ___________________________________________________________________ 

How do you get customers? ______________________________________________________________ 

What would help you improve your business? _______________________________________________ 
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PART IV – Personal Information 

Name: 

Address: 

Phone: 

Age: 

Occupation: 

# of members in household: 

Sex: M_____ F_____ 
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Market Survey 
A tool to profile the economic activity of your community and the economic significance of the 
surrounding natural resource base. 

Time: 45- 60 minutes Difficulty: moderate 

Materials: Paper, writing utensil 

Communicative language tasks: Ask follow-up or clarifying questions; Ask questions; Solicit 
ideas/responses 

 
Steps: 
1. Go to a local market and use your observation and language skills to discover what natural resources 

are important to various sellers, buyers, and to the overall local economy. Some potential areas of 
inquiry are: 

• Who is in the market? Think in terms of sex, age, ethnicity, and income levels. Ask a number of 
people how far they have traveled to get there. 

• What are people selling and buying? Notes items that are manufactured, imported, and 
grown/made locally, non-foodstuffs, and services (e.g., tailors, health advisors). 

• What natural resources products are for sale? Are they available year-round? If not, what does 
the merchant sell in other seasons? What is the price throughout the year? 

• What imported items are, in effect, substitutes for products or services that could be made or 
found locally (e.g., soap, bowls, fertilizers, pesticides)? 

• What are the terms of trade (e.g., how much grain can be purchased for an equivalent value of 
one chicken)? What items in particular can be bartered for (e.g., livestock for grain)? Is credit 
available? What are the interest rates and conditions of credit? Is money lending underway? 

• What are the overall market conditions? Clean/dirty? Busy/sparse? Daily/weekly? 

• Describe the various materials used to construct the market and construction methods. Does 
the market layout appear to be planned in any way? Why do the “onion women” sit together? 
Who is responsible for the upkeep of the market? 

2. Be aware that what you see may vary according to the time of the day, season of the year, or the 
festival. Repeat walks to the same places and note the differences.  

3. Adaptation: the market is an incredibly rich source of information, but can sometimes seem 
overwhelming, especially on your first visits. Try to identify various merchants with whom you can sit 
for an extended period of time and just absorb the sights, sounds, and smells of the market. Revisit 
these people as often as possible. Try to focus on what is happening around you, rather than on how 
uncomfortable you may feel. Return home and record what you’ve felt and seen. 

Source: Office of Overseas Programming and Training Support (OPATS). 2002. A Volunteer’s Guide to 
Community Entry. No. M00071. Washington D.C.: Peace Corps. 
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Helpful Tips 

This is a good activity to do with a counterpart because of his or her familiarity with market dynamics and 
items for sale.  

Organize the information regarding natural resources for sale in the market in a way (like a table) that 
shows the name of the resource, its price, its period of availability by month, and other interesting related 
information. 
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NGO Capacity Profile 
An organization development tool for assessing an NGO’s capacity and formulating strategies 
for strengthening the organization. 

Time: 60-90 minutes Difficulty: moderate 

Materials: Paper, writing utensil 

Communicative language tasks: Ask follow-up or clarifying questions; Ask questions; Solicit 
ideas/responses 

 
Steps: 

1. Use the NGO Capacity Profile participatively and appreciatively to identify the NGO’s strengths 
and help establish a vision of what an NGO can be. The profile provides a picture of where the 
organization is and can help those working with the NGO decide which functional areas need to be 
strengthened and how to go about strengthening them. 

Source: Office of Overseas Programming and Training Support (OPATS). 2003. An NGO Training Guide for 
Peace Corps Volunteers. No. M00070. Washington D.C.: Peace Corps. 

Helpful Tips 

The NGO Capacity Profile is more effective when it is translated into the local language. When gathering 
information on an NGO, it is best to have only a copy of the questions column so participants are not 
influenced by typical answers at each capacity level. 
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11 
 

 

 

  



12 
 

 

Decision Making Tools (various) 
A number of excellent participatory tools exist to promote structured group decision making 
when it comes to sorting and exploring local CED priorities, including: decision matrix analysis; 
nominal grouping technique; pairwise ranking; and pareto analysis. Information about when you 
might use each of these tools and how they work is included below. Visit MindTools.com for 
detailed tool instructions. 

Time: Varies by tool Difficulty: moderate 

Materials: Paper, writing utensil, or can be done digitally 

Communicative language tasks: Ask follow-up or clarifying questions; Ask questions; Brainstorm and 
elicit ideas; Solicit ideas/responses 

 
Summary of Tools: 

 When use it? How does it work? 
Decision matrix 
analysis 

When there are a number of 
promising options to choose 
from and several related 
factors to consider  

Options are listed as rows in a table and 
factors to be considered as columns. Each 
option/factor combination is scored, 
weighted by its relative importance, and 
totaled to see which option has the highest 
overall score. 

Nominal grouping 
technique 

When a decision needs to be 
made quickly but everyone’s 
ideas need to be considered 

After a group brainstorm of ideas/solutions, 
duplicate options are eliminated. Each group 
member individually ranks the remaining 
options and the numbers each option 
receives are totaled. The option with the 
highest total score is selected as the group 
decision. 

Pairwise ranking When there are a number of 
promising options to choose 
from that need to be ranked 
or prioritized 

Using a basic matrix, each option is 
compared directly against all others so as to 
ultimately emerge with a ranked list from 
highest (best) to lowest (least). 

Pareto analysis When time and/or resources 
are limited and there’s a need 
to choose one course of 
action or solution that will 
have the biggest impact 

Pareto Analysis uses the Pareto Principle 
(also known as the "80/20 Rule") to identify 
the 20 percent of work that will generate 80 
percent of the results that doing all of the 
work would deliver. 

 

Source: Mind Tools. Decision Making Toolkit. MindTools.com  

Helpful Tips 

No decision-making tool is perfect; and that’s OK. What’s most important is that the group: creates a 
constructive and safe environment for decision-making and discussion; explores all options; generates 
good alternatives, when possible; and agrees to accept the decision that results from the tool chosen. 
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Value Chains 
A tool to help you think through each step that a process, project, or product takes from the 
beginning (creation) to the end (use), and determine if each actor has enough incentive or 
interest to make all the pieces connect together. The main question to ask as you add steps to 
your value chain is: “Does this action add value in a way that the individual or organization 
involved cares about?” 

Time: 45-60 minutes Difficulty: moderate 

Materials: Value Chains Flowchart, writing utensil 

Communicative language tasks: Ask questions 

 
Steps: 
1. Begin by identifying the end product or service that will be purchased by customers. Write down the 

name of the product (as well as the target market) in the top row of the second column of the Value 
Chain Flowchart on the following page. 

2. Next, ask “what happens to the product (or service) just before it gets to the customer?” Write this 
answer in the below box on the Value Chain Flowchart. Repeat this question until all levels from supply 
(design, raw materials, inputs, etc.) to production, marketing, and distribution have been captured in 
the second column. 

3. Looking at your Value Chain Flowchart, identify what market players are involved in each of the 
transactions in the value chain. Be as precise as possible. Write down all the names of the 
businesses/enterprises that come to mind for each value chain level in the first column. 

4. Now repeat the previous step for supporting organizations. List the names of all organization, 
government agencies, NGOs, informal networks, etc. who are not directly involved in the core business 
transactions of the value chain, but who still play an important role in this sector/industry. List the 
supporting organizations for each value chain level in the third column. 

5. Use the Value Chain Flowchart to identify opportunities and/or constraints at each value chain level. 
Adding this information to your Value Chain Flowchart will require some research and creative 
thinking. 

6. Optional: add quantitative information to the Value Chain Flowchart. For example, this could be the 
number of workers, work hours, income, net profit, sales price, or costs for each value chain level. There 
is no limit; the idea is to better understand the costs and profits associated with each level. 

Source: www.value-chains.org 

Helpful Tips 

Not all value chains are alike nor should they be. Your value chain and the connection that shape it should 
be unique to your product/service. However, one useful tip to get started in value chain mapping is to 
examine the value chain of a competitor’s product/service that is similar to yours. This gives you a head 
start and allows you to ask comparative questions: “Where can I add value that the competitor does not?” 

Keep it simple! You may have to simplify the process by grouping related activities and functions under 
one value chain level (for example: heating, flavoring, cooling, packaging, etc. under “chocolate 
production”) any by drawing a line which limits the value chain to a certain number of levels. 
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Value Chain Flowchart 

Key Market Players Value Chain Level Supporting Organizations 

 End product and market: 

 

 

 

   

 Value chain level 1: 

 

 

 

   

 Value chain level 2: 

 

 

 

   

 Value chain level 3: 

 

 

 

   

 Value chain level 4: 

 

 

 

   

 Value chain level 5: 
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Force Field Analysis 
Force Field Analysis is a tool commonly used for making “go/no-go” decisions in business. 
However, you can use the tool to consider all of the factors (forces) for and against any 
proposed decision or change, and calculate whether the “for” or “against” factors are 
stronger. You can then look at strengthening the forces that support the change and 
managing the forces against the change so that it's more successful. 

Time: 45-60 minutes Difficulty: moderate 

Materials: Paper or whiteboard, writing utensil  

Communicative language tasks: Ask questions; Brainstorm and elicit ideas 

 
Steps: 
1. Use a blank sheet of paper or whiteboard, or the worksheet on the following page. 

2. Describe your plan or proposal for change in a box in the middle of the paper.  

3. List the forces for change in a column on the left-hand side. List the forces against change in a column 
on the right-hand side. As you do this, consider the following questions: 

• What benefit will the change deliver? 

• Who supports the change? Who is against it? Why? 

• How easy will it be to make the change?  

• Do you have enough time and resources to make it work? 

• What costs or risks are involved? 

• What other processes will be affected by the change? 

4. Next, assign a score to each force, from 1 (weak) to 5 (strong), and then add up the scores for each 
column (for and against).  

5. Once you’ve completed the analysis, you can use it in two ways: 

• To decide whether or not to move forward with the decision or change; 

• To think about how to strengthen the forces that support the change and mitigate the forces 
opposing it so that the change is more successful. 

Source: Mind Tools. Decision Making Toolkit. MindTools.com  

Helpful Tips 

It is important to identify as many of the factors that will influence the change as you can. Where 
appropriate, involve other people, such as counterparts and project partners. 
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Force Field Analysis worksheet  

Forces FOR Change Score 

 

 

 

Forces AGAINST 
Change Score 

  
Change Proposal 

  

     

    

    

    

    

    

    

    

    

    

    

    

    

TOTAL 
  

TOTAL 
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Innovation Flowchart 
A structured overview of the various stages in an innovation process that walks you through 
the people, resources, skills, and activities needed to bring a project to life. 

Time: Multiple days/ongoing Difficulty: difficult 

Materials: Paper and writing utensils (optional: flipchart paper, markers, sticky notes) 

Communicative language tasks: Ask follow-up or clarifying questions; Ask questions; Brainstorm and 
elicit ideas; Facilitate a group discussion; Solicit ideas/responses 

 
Steps: 
1. Assemble a group of project partners and/or stakeholders. 

2. Review the innovation process stages listed in the first column of the Innovation Flowchart worksheet 
on the following page. Explain each of these stages, including what each stage means or looks like in 
the context of your project. 

3. Fill out the various requirements, activities, and goal for each of the seven stages.  

• Individually. Hand each person a blank Innovation Flowchart worksheet, and ask them to fill in 
the worksheet. Allow sufficient time for everyone to capture their thoughts before reviewing 
everyone’s ideas for requirements, activities, and goals for each of the seven stages. Capture 
the group’s ideas on a large, flipchart-sized version of the worksheet. 

• As a group. Facilitate a group conversation to discuss ideas for the requirements, activities, 
and goals for each of the seven stages. Either fill out a large, flipchart-sized version of the 
worksheet, or ask individuals to write their ideas on individual sticky notes and post the sticky 
notes inside the flipchart. 

4. Once you’ve initially filled out the worksheet as a group, use this overview to check where you are in 
the process, and whether you have thought of all the project aspects that need consideration. This 
check may help you to identify what project elements need special attention. 

Source: DIY. 2014. Development Impact & You: Practical Tools to Trigger and & Support Social Innovation. 
London: Nesta. 

Helpful Tips 

This is a complex, strategic tool that should ideally be done over a few days, and/or referenced and 
revisited throughout the project. Consultations should be conducted with various project stakeholders 
to complete this tool, and ideally the tool should be revised after a first pass. 

For the “Example Activities and Tools” column, reference this sector-specific PACA tool booklet as well 
as the PACA Field Guide. 
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Innovation Flowchart worksheet 
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RELATED RESOURCES & CONTENT 
 

 

 
Building Communities from the Inside Out:  
John P. Kretzmann and John L. McKnight. 1993. Building Communities from the Inside Out: A Path Toward 
Finding and Mobilizing a Community's Assets, Evanston, IL: Institute for Policy Research. 

Development Impact & You 
DIY. 2014, Development Impact & You: Practical Tools to Trigger and & Support Social Innovation. London: 
Nesta. 

The Donor Committee for Enterprise Development 
www.value-chains.org 

Mind Tools 
www.mindtools.com  

An NGO Training Guide for PCVs 
Office of Overseas Programming and Training Support (OPATS). 2003. An NGO Training Guide for PCVs. 
No. M0070. Washington D.C.: Peace Corps. 

A Volunteer’s Guide to Community Entry 
Office of Overseas Programming and Training Support (OPATS). 2002. A Volunteer’s Guide to Community 
Entry. No. M0071. Washington D.C.: Peace Corps. 

More participatory tools! 
The tools in this Sector Booklet are borrowed from the following sources, which collectively contain 
hundreds of additional participatory tools that can be used as part of sector-specific PACA. 
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