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This Field Programme Circular (FPC) has been prepared by the Technical Cooperation Department (TC) in order to introduce a standard project document (SPD) format applicable to all FAO programmes and projects and designed to be consistent with current approaches and best practices used throughout the UN development system and the international aid community
.

These guidelines are primarily addressed to project formulators who are requested by Member Governments or FAO to formulate project/programme documents for which FAO technical support is envisaged.  Project formulators can be national staff working in national governments or non-government institutions, national/international consultants contracted by FAO or FAO personnel.


The new format and the related annotated guidelines provide project formulators with clear guidance on the structure, composition, contents and quality of FAO project documents
 prepared for funding by extrabudgetary resources or by the Regular Programme under the Technical Cooperation Programme (TCP) or the Special Programme for Food Security (SPFS).  It is expected that the standard format and guidelines provided in this FPC will lead to significant improvements in the quality of project documents which in turn will facilitate review, implementation and evaluation of field projects.  

I.  
Important Considerations for Project Formulators:


Project formulators should be guided by the following considerations when preparing a project document that envisages FAO’s technical support:

1.  
Reducing hunger and extreme poverty is a prerequisite for achieving the World Food Summit objectives and the Millennium Development Goals (MDGs). The Organization’s strategic focus on food security and poverty alleviation, as described in FAO’s Basic Texts and Strategic Framework will, in the coming decade, guide the Organization’s collaboration with its Members in addressing the MDGs. Project documents must reflect this strategic focus.
2.  
“...Capacity development and ownership of national development strategies are essential for the achievement of the MDGs” (UNGA 59/250).  Project design should reflect these basic concepts.
3.  
While projects are owned by the beneficiary governments and/or institutions which are ultimately responsible for their implementation, FAO is accountable for the use of project funds vis-à-vis the recipients and the donors and is responsible for providing the project services under its responsibility “with due diligence and efficiency”. FAO thus shares responsibility with the government for the achievement of the agreed project outcome within a defined timeframe.

4.  
FAO projects are normally implemented within the context of national development plans and strategies, in partnership and cooperation with national or local organizations, other aid programmes, as well as non-governmental organizations (NGOs), civil society organizations (CSOs) and the private sector.

5.  
FAO is a knowledge organization and the resources available within the Organization should be fully utilized by project formulators to identify best practices and lessons learned from previous projects conducted by FAO as well as by other organizations/donors.

II.  
Standard Project Document (SPD) Format and Guidelines:


The guidance provided through this FPC consists of four key documents, namely 
i) the format itself; 
ii) a list of types of projects and programmes currently in use in FAO; 
iii) a matrix on the applicability of the various subsections of the format; and
iv) the annotated guidelines. 

These documents should guide project formulators on the structure to be applied and the content to be provided when formulating project documents for FAO technical support.
Attachment 1: 
Standard Project Document Format
The Standard Project Document (SPD) format provides an outline for projects with five main sections which are common and standard to all projects and a number of supporting subsections. The number of subsections can be adapted to the nature of the programme/project whereby for certain types of projects a simplified presentation is sufficient and for large-scale and complex projects a more comprehensive presentation may be required.
Attachment 2:
Types of FAO Projects and Programmes


This attachment provides a list of the types of projects and programmes that are currently used to provide FAO assistance to its Members. 
Attachment 3:
SPD – Project Type Matrix
The Project Type Matrix  provides guidance on the subsections that are mandatory and those that are optional, depending on the project type.

Attachment 4:
Annotated Guidelines
The format and the matrix are supported by annotated guidelines which provide project formulators with clear step-by-step instructions on how to prepare a project document with the SPD format.

Project formulators should review these guidelines carefully and utilize them fully when preparing a project document. Formulators should also consult the Field Programme Manual Web site
 located on FAO’s Field Programme Management Information System (FPMIS) for additional resources, examples and guidance on project document formulation (https://extranet.fao.org/fpmis/).
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Attachment 2
Types of FAO Projects and Programmes
1. Standard Technical Assistance Projects (TF):  executed by FAO (normally UTF, GCP).  
2. High value or high complexity projects (Mega):  with specific management support arrangements and internal control mechanisms functional from the start (normally UTF).
3. Emergency and Rehabilitation Projects and Programmes (TCE):  these projects include complex rehabilitation projects managed from headquarters.
4. National Execution Projects (NEX):  nationally executed Partnership-in-Development projects (UTF).
5. Headquarters’ based projects (HQ.):  short- or long-term projects that are prepared and implemented within headquarters, frequently through direct support to Regular Programme activities (these are usually GCP projects).
6. Preparatory Assistance (P.A.):  a type of project prepared for a short duration to prepare a larger project.
7. Simplified Projects and Programmes (SPP):  


( all funding sources, but primarily UNDP funded within the framework of Country Programme Action Plans (CPAP) (usually only a several page project document required by UNDP under the UNDAF and CPAP).  

( single input projects, missions, funds given to FAORs (FPC 2005/3).

( relief supplies through TCE.

( GCPS/__/__/__ support for SSC start-up. 


( SPFP/__/__/__ as start-up for SPFS.
8. Investment Projects (I.P.):  most investment type projects are handled through the Investment Centre and utilize the formats required by concerned International Financial Institutions.  However, some projects related to the expansion of the Special Programme for Food Security are investment projects which require information on financial viability, cost-effectiveness and internal rate of return.
9. Technical Cooperation Programme (TCP):   projects follow specific criteria which must be reflected in the background and rationale. Special format for TCP Facility (FPC 2006/02).
10. Decentralized Cooperation Programme (GDCP, Funding Liaison Unit TCAP).
11. Letter of Agreement (LOA):  de facto project document between FAO, a donor and recipient.
12. TeleFood Projects (Tele):  small projects with a maximum budget of US$10 000, implemented often in support of the SPFS.   
13. Ad hoc (AdH.) extrabudgetary contributions (Administrative Circular 2001/8). 

International Financing Institutions (IFIs), such as the World Bank, GEF, the EC, the UN Trust Fund for Human Security as well as some donors require specific project formats which they supply.  In all other cases, the SPD format should be used. 
[image: image1.emf]

Attachment 4
STANDARD PROJECT DOCUMENT FORMAT

ANNOTATED GUIDELINES
I.   INTRODUCTION


The purpose of these guidelines is to support the use of the Standard Project Document (SPD) format for all FAO programmes and projects, regardless of their nature, scope and/or purpose, and applicable to all funding sources
.  The standard format is designed to facilitate the entire process of project formulation, appraisal, implementation, as well as monitoring and evaluation throughout the Organization.  The format, with these supporting guidelines, will also facilitate collaboration between FAO, donors, and partner governments as it is designed to be consistent with current approaches and best practices used throughout the UN development system and the international aid community. 


The Standard Project Document (SPD) is organized into five mandatory sections for the main document:  

1) Background 
2) Rationale 
3) Project Framework 
4) Implementation and Management Arrangements 
5) Oversight, Monitoring, Management Information and Reporting  


Each of these five sections is supported by subsections which provide a level of detail depending on the type and function of a project.  While the subsections are in principle fully applicable to all projects, whether under Regular Programme funding (i.e. TCP or SPFS) or extrabudgetary funding (i.e. GCP/UTF), some project types, mainly due to their nature (level of funding, complexity, nature of inputs, etc.) may require less information than other more complex projects. Project formulators
 should therefore exercise judgement in determining the relevance of certain subsections depending on the type and/or scale of a project, as well as the intended audience
.  For small projects, one paragraph may be sufficient for some sections while larger more complex projects will require every subsection to be completed in detail.  In addition, the project document is supported by four annexes which are mandatory for certain project types (see preceding matrix).  The required annexes are: 
1)
Budget 
2)
Logical Framework 
3)
Work plan

4)
Terms of Reference for international and national personnel
II.   PLANNING 
1.  
The Logical Framework and Results-Based Management 

With the adoption of the Millennium Development Goals and current emphasis on alignment/harmonization within the UN system/development community, the logical framework (or log frame) has found wide acceptance and has become a mandatory tool for many agencies. The log frame presented in Appendix 1 is considered current “best practices” within the UN system and it is strongly recommended for all FAO projects
. As of the issuance of the present FPC, submission of the logical framework is mandatory for all FAO projects with a budget exceeding US$500 000. This threshold will be reviewed after one year. All projects should be strategically planned, relying on the log frame approach as appropriate, and prepared, to the extent feasible, in a participatory manner with key stakeholders
.  Emphasis is on results-based management which stresses positive and measurable developmental outcome and impact of the project (Appendix 2).  

The overall development impact (goal) is defined along with a clear and achievable outcome based on outputs derived from defined activities.  These should be clearly presented when applicable, within a log frame matrix which is a stand-alone document that captures the essence of the proposed project, along with clear indicators, means of verification (data sources), and associated assumptions.  Details are provided in Appendix 1.

2.  
Project Documents  


First of all, it is important to underline the difference between “project document” and “project agreement”. While the former contains the full description of the project and is the subject of this Field Programme Circular, the latter provides the legal, administrative and financial framework for the implementation of extrabudgetary projects and describes the respective obligations and responsibilities of FAO and the recipient government. Project agreements are covered by a separate Field Programme Circular available from FPMIS. 

Project formulators should keep in mind that project documents have several purposes and audiences.  The purposes include: 
· accountability framework for the recipient institutions and FAO 

· planning and monitoring tool for donors and recipient

· legal framework

· implementation framework and work plan for project implementers

· funding framework for all partners (beneficiary, donor and FAO)

In order to be effective both during fund raising and implementation, project elements should be presented “smart”, i.e. specific, measurable, achievable, relevant, and time-based.  The degree of detail required depends on the project type and level of expertise available to the project. 

A project with an international resident project manager will require less operational detail than a project that is composed essentially of missions by consultants or national expertise under overall responsibility of the FAO representative, or one that is directed and managed by FAO technical staff or composed essentially of the provision of equipment/supplies (e.g. emergency relief supplies). 

The decision on what level of detail is appropriate depends on the judgement of the project formulator, in consultation with FAO staff concerned (e.g. FAO representative, FAO funding liaison unit, FAO technical staff, etc.). 


FAO project documents are structured into two parts, i.e. the main document and the supporting annexes: 

1) 
The project document must be clear, focused and not of excessive length. Trust Fund project documents should not normally exceed 30 pages in length (excluding annexes); TCP project documents should be limited to ten pages or less (excluding annexes); and

2)
Four annexes are mandatory for certain projects: 1) budget, 2) logical framework matrix, 3) work plan and 4) terms of reference.  
* 
additional annexes may be added, depending on the complexity of the project and the intended audience.
III.   CRITERIA FOR PROJECT FORMULATION

In order to strengthen the quality of FAO’s field programme and to ensure that all projects contribute towards achievement of the World Food Summit objectives and the Millennium Development Goals, a number of specific criteria have been adopted by FAO. The mechanism established to ensure compliance with these criteria is the Programme and Project Review Committee (PPRC).  Formulators of projects must carefully consider the criteria when designing a project.  The criteria with which all FAO projects should comply are:

1.
Synergy: ensure adequate interaction between the Organization’s normative and field based activities so that these are mutually supportive. 
2. 
Comparative advantage: identify the Organization’s comparative advantage and draw maximum benefit from such advantage for the project. 
3.
Sustainability: have a positive sustainable impact on, or lead to, conditions favouring food security and poverty reduction and contribute to environmental conservation and sustainable rural development.
4. 
Capacity building: build and/or reinforce national capabilities to ensure continuity of action, promote sustained self-reliance and strengthen public institutions.
5. 
Gender equality/equity: promote gender equality and equity through the systematic compliance with FAO’s stated commitment to and policy on mainstreaming a gender perspective into its normative work and field activities. 
6. 
Partnerships – alliances: promote broader partnership, alliance, and participation as well as complementarity with relevant multilateral and/or bilateral assistance. 

7. 
National and/or beneficiary institution ownership: promote government responsibility and ownership of project results.  


Upon completion of the project document, the formulator is required to complete a Project Review Sheet which specifically addresses the application of the PPRC Criteria and accompanies the project document throughout the approval process.  An additional form called the Project Fact Sheet must also be completed and attached to the project document for submission (both sheets are available from FPMIS).

After technical and operational clearance
 is obtained, the PPRC reviews the Project Review Sheet and project document for compliance with the established criteria.  The Project Fact Sheet is forwarded to the Director-General for his information.  


For very large or complex projects, a Peer Review has now been established to ensure that sufficient management capacity is in place for successful implementation. The Peer Review takes place after the technical and operational clearance but prior to the PPRC review.  


In addition, for TCP projects, formulators should carefully review the criteria that govern the use of TCP resources and determine the eligibility of requests for TCP assistance. The TCP Criteria, as set by FAO Governing Bodies, are in Appendix 3.
IV.   
PROJECT DOCUMENT STRUCTURE


The following five sections are mandatory for each project document: 

1) Background 
2) Rationale 
3) Project Framework 
4) Implementation and Management Arrangements 
5) Oversight, Monitoring, Management Information and Reporting 


Subsections under each section may or may not be required depending on the type and/or scale of the project.  Project formulators should use their best judgement.  When in doubt, the subsection should be included.  Most projects will also require a cover page, executive summary, table of contents and list of acronyms.  

Cover Page 

The cover page of the SPD should contain the following information:

Country:

Project Title:

Project Symbol:

Donor:   

Government / Partner Agency:

Duration:

Starting Date: 

FAO Budget (or contribution)
:

Executive Summary

The purpose of the executive summary is to provide essential information about the project to high-level decision makers in both the donor and beneficiary countries as well as for FAO management.  It should be prepared in a straightforward narrative style, presenting the context, rationale, management structure, budget, duration and expected outputs and outcome of the project. Whenever possible, partnership arrangements and the contribution of the project to a specific national programme should be highlighted.  The executive summary should be clear, concise and not more than two pages in length (note: for TCP projects it should be not more than 400 words).
Table of Contents
The Table of Contents should list the various sections and subsections of the project document in sequential order and with corresponding page numbers.
Acronyms


Provide a complete list of all acronyms used within the text.  Note: the first time a term is introduced in the text it must be spelled out in full followed by the bracketed acronym (example:  Millennium Development Goal (MDG)).  
SECTION 1.   BACKGROUND  

This is the opening section of the project document and serves as the introduction and platform upon which to present the general and sectoral context within which problems exist that the project will be addressing.  It is important that the background information provided lead to the issue of the project.  


Three sub-headings are recommended to clearly define the context within which the project will operate: General Context, Sectoral Context, and Sectoral Policy and Legislation.  Keep it clear and concise, drawing on the most recently available data, relevant project outputs, and lessons learned.  The underlying theme which should start in this section and be carried throughout the project document is that of national ownership. 

Note:  for TCP projects, this section should not exceed 250 words.
1.1  General Context

This is the general introduction and should provide a brief overview of the issues as well as the physical, social, and economic context within which the project will operate.

1.2  Sectoral Context

Under the sectoral sub-heading, define government responsibility within the sector, development planning, National Medium-Term Priority Framework (NMTPF), United Nations Development Assistance Framework (UNDAF), MDGs, Poverty Reduction Strategy (PRS), national and regional food security programmes
.  This can be done in two 
subsections:


1.2.1 Development priorities, World Food Summit objectives and MDGs


Under this heading identify national developmental and sectoral priorities as well as their relationship to the WFS objectives and the MDGs, as relevant for the project.  Indicate overall donor involvement in sector and priorities.  Discuss relevance/linkages to any regional programmes.   


1.2.2  NMTPF and UNDAF 


Describe to what extent the government has agreed with FAO on priorities relevant for the project, and how this relates to, or integrates into, the UNDAF.  Describe the major focus of the UN system in the country and provide details (lists) of relevant programmes/projects financed by donors and donor coordination mechanisms in annexes.

1.3  Sectoral Policy and Legislation


Explain the government’s policy and long-term planning. List the relevant pieces of legislation in place and describe whether they are considered satisfactory in the context of the government’s proposed policies and plans. Outline what legislation is pending or proposed and what legislation will be needed to implement the government’s policies. Describe whether FAO policy and legal assistance is deemed desirable or necessary in this context.
SECTION 2.   RATIONALE 


Section 2 provides the platform to present the problems to be addressed, the target beneficiaries, the locally identified priorities, project justification, and the development context within which the project will operate.  Rationale is often based on a needs (or damage) assessment undertaken by FAO jointly with the government and/or other UN agencies/donors.  In this section, consider carefully the PPRC Criteria and highlight FAO’s comparative advantage as well as any synergy with regional or subregional programmes.  Note:  for TCP projects, this section should not exceed three pages.

2.1  Problems/Issues to be Addressed

Clearly define the problem/s that the proposed project will address including scope, history and causes of the problem/s.  Explain how the problem/s relates to overall sector development with reference to government development priorities
.  

2.2  Stakeholders and Target Beneficiaries


Identify the stakeholders (agencies, organizations, groups or individuals) which have a direct or indirect interest in the project.  Identify the target beneficiaries (groups or individuals) for whom the project is being undertaken.  Project planning, development and implementation should be done in a participatory and gender-sensitive manner with the stakeholders and target beneficiaries, including, whenever possible, local representatives of potential donors.  Note relevant PPRC Criteria: gender equality/equity
.  

2.3  Project Justification   


Explain why the government requires external support through a project to address the problems/issues. Explain why it is needed here and why it is needed now; and what the consequences would be without the project.  Explain clearly what is the root cause of the problem to be addressed.  Briefly present the strategic approach that the project will use to address the defined problem and how it will enable the stakeholders to achieve their objectives.  A map of the project area may be annexed under this sub-heading.  Note relevant PPRC Criteria: capacity building and gender equality/equity (for TCP projects, note TCP Criteria 8 and 9).
2.4  Past and Related Work


Provide concise information on the focus of other UN and/or government/donor projects or activities that are active (or have been) within the sector and/or related to the project being implemented, and provide a list in a separate annex as appropriate. Also note all past or current related FAO activities.  If the proposed project is expected to interact with other projects, define the mechanisms for coordination and information sharing to ensure complementarity and build sustainable partnerships for lasting impact.  Note relevant PPRC criteria:  partnerships – alliances (for TCP projects, note TCP Criteria 10).

2.5  FAO’s Comparative Advantage

Clearly define the rationale for FAO’s involvement as partner of the government (i.e. comparative advantage) for implementation of this project.  Consider: body of experience, lessons learned, best practices and knowledge networks as well as prior cooperation with potential donors
.  Note relevant PPRC Criteria: comparative advantage.  

SECTION 3.   PROJECT FRAMEWORK


In this section, the project framework is presented, i.e. the proposed overall impact (goal), the outcome and the planned outputs. The framework is basically a results chain whereas activities lead to outputs which lead to an outcome which leads to impact.  For the sake of clarity within the project document, specific activities should be presented only in the annexed logical framework
 and work plan
.  Proper development of the logical framework is essential to successful project formulation and implementation (refer to guidelines on the logical framework in Appendix 1). Formulators must clearly understand the difference between an activity and an output, an output and an outcome, an outcome and an impact (see again Appendix 1).  Formulators should follow the logical framework guidelines carefully and seek advice if unsure. A well-prepared log frame will also establish a clear performance monitoring and evaluation framework. However, the log frame should also be viewed as dynamic and subject to change if conditions change, new information arises, and/or priorities shift, etc.  Note:  for TCP projects this section should not exceed two pages.    

3.1  Impact 

Clearly present the Impact (Development Goal) to which the project will contribute.  Generally this will relate to national or international development objectives and/or the Millennium Development Goals
.
3.2  Outcome and Outputs


Present the specific outcome that the project will work to achieve. Outcome is what had previously been termed “immediate objective/s”, however the current approach is to have only one outcome defined in one succinct statement.  Outcome is the result of outputs which are the result of activities.  In this section only present the planned outcome and outputs:



Outcome  ___________  



Output 1.  ___________ 



Output 2.  ___________



Output 3.  ___________


Outcome and outputs should be formulated in very clear terms that are qualitatively and quantitatively verifiable so that relevant indicators and data sources for verification can be easily elaborated in the logical framework matrix and/or derived for monitoring and evaluation purposes.

3.3  Sustainability   

Present here the expected end of project situation.  Explain what infrastructure, capacity, processes etc. are in place to ensure continuity. Explain how and why the outcome and impact of this project will be sustainable. Define what partnerships are to be established during project implementation that can contribute to the sustainability of project activities and outputs
.  In particular, define linkages with other nationally or donor-funded programmes, partnerships with Civil Society Organizations (CSOs) and NGOs.  Explain what is being put into place to ensure a smooth transition (exit strategy) when project resources are finished. Define how lessons learned by the project or knowledge generated can be shared with a broader audience.  Formulators of projects must consider how information generated is disseminated and should plan for this in activities/outputs. Note relevant PPRC Criteria: sustainability and capacity building (for TCP projects, also note TCP Criteria 5 and 8). 
3.4  Risks and Assumptions 

Risk assessment and management are essential in project planning.  The important point is not necessarily to avoid risks but to plan for them and to mitigate their impact on the project.  In this section identify the risks which could jeopardize the realization of the project outcome and describe how the project will mitigate these perceived risks:

· outline the key risks assessing their impact and probability (preferably in matrix form – see Figure 1);

· describe how the risks will be monitored;

· explain whether there is a credible programme external to the project that addresses these risks (e.g. to improve public sector standards and systems);

· outline steps proposed within the project to address these risks and indicate if these steps have been agreed with project partners; and

· address risks that may be due to delays in project approval and/or commencement of activities resulting in changed circumstances and/or requirements through mandatory project revision. 

Figure 1:  Risk Matrix

	Risk
	Impact
	Probability
	Mitigation

	1.
	
	
	

	2.
	
	
	



Risks are presented either within the narrative of the project document or annexed.  The assumptions, however, are included within the logical framework.  Assumptions are basically the conditions needed to achieve results after the risks have been managed (see Appendix 1).  Assumptions need to be clearly defined for each activity and level, “given this assumption then we can implement this activity” and so on up to outputs and outcome. 

        The if/then logic

	
	Objectives
	
	
	Assumptions

	Impact
	 Then we should contribute to this impact


	
	
	And these conditions hold

	Outcome
	If we achieve this outcome.

 Then we should achieve this outcome.
	
	
	And these conditions hold

	Outputs
	If we deliver these outputs.

 Then we will deliver these outputs.
	
	
	And these conditions hold

	Activities
	If we carry out these activities.
Then we will carry out these activities. 
	
	
	START HERE 

If these pre-conditions hold


SECTION 4.   IMPLEMENTATION AND MANAGEMENT ARRANGEMENTS  


The previous sections have defined “why” the project is needed and “what” the project is going to do.  This section defines “how” the project will do it.   Note:  for TCP projects, do not exceed three pages for this section.

4.1  

Institutional Framework and Coordination  

Present here which government
 ministry is responsible for what within the sector and how the project will be located within or relate to the concerned ministry. Define which specific organizational unit or section will be responsible for the project and how the project will be managed therein.  Discuss what other ministries and/or organizations should be involved, in what capacity (steering committee, etc.) and how they contribute or benefit from the project. For larger or complex projects, the organizational relationships should be presented through an organigramme and/or as an annex.


In case the project is part of a larger donor programme involving other projects, this section should clarify the relationship with them, consultative mechanisms, and identify the national coordinating mechanism in place or to be established.

Explain how the project can strengthen cross-sectoral collaboration. Note relevant PPRC Criteria: partnerships – alliances (and for TCP projects, TCP Criteria 10).

4.2  

Strategy/Methodology  


Every project needs a clear strategy and a well planned methodology to successfully achieve its outcome in a timely and efficient manner.  In this subsection, discuss the strategy behind this project and explain how it will contribute to the larger development programme (national/ regional).  Explain clearly how the project will be implemented in the field. Define what methodology will be used to ensure stakeholder participation and ownership.  Discuss any other methodologies that will be used to ensure that the defined activities are successfully realized.  If necessary, define who will do what, when, where, and why.  This can be presented briefly here and in more detail in a work plan to be placed in Annex 3 of the project document.  The level of detail provided is to be decided by the project formulator and discussed within the project task force.  


Sufficient detail should be provided in this subsection to illustrate how the project will be successfully implemented.  However, the strategy and methodology should not be rigid but sufficiently flexible so that both may adapt and change if necessary as experiences are gained and lessons learned from the field.  Projects often “learn by doing” and this approach must be accommodated within the project document. Explain how those responsible for project implementation can learn and adjust during implementation. Note relevant PPRC Criteria: capacity-building, gender equality/equity, and national ownership (and for TCP projects, TCP Criteria 7, 8, 9, and 10).
4.3  

Government Inputs  


This section is completed in close consultation with the recipient government.  

1)  
Prior obligations and prerequisites 


These are the actions required by the recipient government prior to project implementation.  Generally, actions which are necessary not only to ensure smooth project implementation, but also for starting up the project, should be considered as prior obligations to be fulfilled before signature of the project document.  Prerequisites are those conditions which must be in place prior to commencement of activities in order to ensure smooth project implementation.  Obligations and prerequisites should be listed here and explain how they will be addressed.

2)  
Financial and/or contributions in kind   


Subsequently, present the contributions in kind (facilities, resources and services) and financial resources that the government will provide to ensure timely and effective implementation of the project. This includes office space, equipment, staffing, coordination, leadership (National Project Director, Steering Committee, etc.), customs clearance for equipment, clearance of international personnel, etc. as well as full funding in case of UTF projects.  


In projects where beneficiaries are expected to provide a contribution in order to benefit from the project’s outputs, the modalities should be explained, and if needed, further elaborated in a separate annex. 


The underlying fact is that all projects should belong to programmes which are part of the national development strategy of a specific country. The concept of national responsibility and ownership must be clearly expressed within the project document and put into practice in the course of subsequent implementation.  Note relevant PPRC Criteria: national ownership (and for TCP projects, TCP Criteria 7).

4.4  

Donor Inputs
 




Identify clearly the donor (or donors) and what they are providing through FAO to implement this project.  In the case of regular programme funding, identify FAO’s input.  Within the budget (to be placed in Annex 1 of the project document), define what inputs are to be provided, when and how. Define what type and number of national and international professional and support staff will be hired and timing (note Terms of Reference including expected qualifications should be in Annex 4 of the project document).  List what type of equipment and supplies will be supplied and indicate estimated costs (technical specifications should be provided as separate annex). Donor inputs such as out-of-country training/study tours should be noted here. Discuss any subcontracts or Letters of Agreement that are envisioned for project implementation. Other items to note are operating expenses, duty travel, possible security provisions
, and any other inputs from the donor.
The preparation of the budget can follow an input-based structure (as it is currently done for the majority of FAO projects) or an output-based approach (as it is increasingly required by a number of donors).


When co-financing arrangements are envisaged with other donors involved, this section should explain the inputs that will be provided through other funding and again in Subsection 4.6 regarding management arrangements.  In such cases and to the extent feasible, projects should be designed as modules both for inputs and outputs permitting clear identification of what has been funded by the different funding sources, and clear accountability for results.

4.5  

Technical Support/Linkages
  


The technical support mechanisms need to be defined, identifying the nature of technical support which could range from direct supervision by a technical officer or the subcontracting or hiring of local expertise that would operate under the supervision and/or guidance of the technical officer. In any case, all projects should envisage technical backstopping, supervision and support visits by the technical officer(s) concerned, and assess the related cost. The location from where the technical support will primarily be provided from (normally the FAO subregional office) should be identified, as well as the oversight and supervision provided by the regional office and headquarters, together with a description of the means and nature of technical support (technical backstopping missions information/expertise support or mentoring via phone or email, etc.).


This section should identify the FAO Programme Entities to which the project relates, and illustrate how the results of the project will support them (relevant PPRC Criteria 1: synergy between this project and the Organization’s Regular Programme).  It should also present linkages of the project with other organizations or projects (apart from local coordination) that will strengthen the implementation of this project.  

4.6   

Management and Operational Support Arrangements


Successful implementation of a project requires clear and appropriate operational support management arrangements. Distinction needs to be made between the management and administrative support provided within the project and the management and administrative/operational support provided by FAO to operate and manage the project:

1)  Management and administrative support within the project needs to be addressed for larger scale or complex projects and in particular for projects with national coordination units or with activities or modalities that require administrative support within the project.  Normally, this subsection would be brief with elaborate and specific guidelines to be made available in a dedicated annex which may be in the form of a Memorandum of Understanding (MOU) for particularly complex projects.  Reporting lines within the project and with regard to national coordination units should be clarified, as well as oversight mechanisms involving the project team and the partner organization. The same applies for subregional, regional or global projects that would be operated by the subregional/regional offices or headquarters. The cost for this management and administrative support within the project must be identified as project cost and be shown in separate budget lines, including post descriptions, etc.
2)  Management and operational support to projects is provided by the budget holder who is designated by the Assistant Director-General of the Technical Cooperation Department (ADG/TC). Depending on the type of project, the budget holder would be located at headquarters (emergency and rehabilitation projects operated by TCE, normative projects operated by technical departments), at the subregional and regional office (subregional and regional projects) or at the in-country FAO representation office (country projects and projects in countries under double-accreditation), but in exceptional cases the ADG/TC may decide a different operational support arrangement. 

Each project is subject to an overhead charge that is required to reimburse FAO for the cost incurred for providing administrative and operational services (AOS).  The project support cost (PSC) rate is decided by FAO’s Governing Bodies, the level of which is coordinated within the UN system (see Appendix 5). Project operators (budget holders) receive a percentage of the PSC income and can use these funds to strengthen their capacity by hiring additional support staff. 


In case of large-scale and/or complex projects, which are subject to Peer Review, the scale of a project may require that the budget holder receive higher levels of delegated authority to be able to provide effective services to the beneficiary.  Providing such higher delegated authority normally requires the establishment of more complex internal control mechanisms, as may be recommended by the Peer Review, particularly if the project is operated by an FAO representative (FAO Rep), such as a management support unit (MSU) or other arrangements involving segregation of administrative and finance duties within the FAOR office. The cost for such additional capacity should be assessed and be shown, to the extent possible, as part of the project’s direct cost in the project budget, and accountability and reporting lines for such arrangements need to be clearly defined.


When designing the project, the project formulator should carefully assess the management, administrative and operational support that will be required, assess the corresponding cost, clarify reporting lines, and ensure the project design and budget are adequate for this purpose. 

SECTION 5.
OVERSIGHT, MONITORING, MANAGEMENT INFORMATION AND REPORTING  

This section provides the oversight for the project to ensure that it is being implemented properly and is on course to realizing defined outputs and outcome in a timely manner. This section is also where the formulator details what internal monitoring arrangements will be put into place to assist project management with ensuring efficient and effective project implementation.  Also herein, communication and visibility needs should be planned and budgeted.  Finally reporting of results must be defined.  Note:  for TCP projects, this section should not exceed two pages.

5.1 
Oversight and Reviews


All projects, but in particular large-scale and complex projects, should envisage periodic reviews
 that involve the donor, the recipient government and FAO to review progress of the project and to decide on adjustments to the results matrix, the work plan and the budget, and other elements of the project, as appropriate. In case of projects funded by the recipient government (UTF), the review should involve the technical ministry and the ministry concerned with aid coordination, at senior level.  For GCP projects often a Tripartite Review is required and must be planned for within the budget.  For all projects with budgets of US$2 million or more a full independent evaluation is currently required and again must be budgeted (it is recommended to verify the latest FAO policy on project evaluations). 

5.2  
Monitoring and Knowledge Sharing

Define how monitoring (and/or participatory monitoring) will be realized during project implementation, i.e. identify who is responsible, how it is planned, timed and budgeted for.  Explain how impact assessment, findings and lessons learned will be realized and utilized in future planning/development activities.  


Explain how the project will be monitored within the country and how the information will be used.  Identify who will do monitoring (participatory monitoring and evaluation by target beneficiaries, or project staff, or a steering committee, or the FAO Rep, etc.), when it will be done and how and with whom the results will be shared.  Explain how experience generated by the project will be made available through FAO’s corporate Knowledge Forum and collections of explicit knowledge (e.g. Corporate Document Repository), and through the use of existing or tailor-made “knowledge networks”.
5.3  
Communication and Visibility


For most projects, communication of results is essential to meet donor/government requirements as well as to strengthen sustainability of actions and results.  As experience is gained and “lessons learned”, this information must be shared with partner organizations and with others to strengthen overall programme development.  Communication aspects should be considered for all projects and be planned/budgeted for where appropriate.  


Communication is closely related to the issue of visibility as the advertising aspect of what is being done, who is paying for it, who is doing it.  This is important for most donors and must be considered in project design/budgeting (noted to be quite important in emergency relief/ rehabilitation projects). 

5.4  
Reporting Schedule


Define what types of periodic reports will be produced by whom and when.  Note any specific reporting requirements according to donor agreements. Explain how reports will be distributed.  Formulators should review FAO’s latest reporting guidelines when completing this subsection (Field Programme Circular 2003/02).

ANNEXES  (to the project document)
The standard annexes
 to the Standard Project Document are:


Annex 1
 Budget




Annex 2
 Logical Framework



Annex 3
 Work Plan



Annex 4
 Terms of Reference for International and National Personnel


Additional annexes may be required to provide technical specifications and/or support project rationale or subsequent implementation.  Project formulators should use their best judgement and when in doubt – add the annex.

V.   APPENDICES  (to Annotated Guidelines) 
Appendix 1
Logical framework guidelines 
Appendix 2
Results-based management 
Appendix 3
TCP Overview & Criteria
Appendix 4
Sample Work plan
Appendix 5
Guidance on Project Servicing Costs (PSC) 
Appendix 6
Evaluations and Audits
Appendix 7
Glossary
Appendix 1

THE LOGICAL FRAMEWORK

The “logical framework” refers to a planning/management tool which has been used in various forms for project planning over the past several decades.  The logical framework (or log frame) is simply a table or matrix which is used to facilitate project planning by clearly presenting a hierarchy of project elements with associated indicators, means of verification and important assumptions. The initial stages of log frame preparation are identification of stakeholders, problem analysis and formulation of options to address the problems:

Phases of the logframe approach 

[image: image2.wmf]Stakeholder analysis

–

identify who has an interest 

and who needs to be involved

Objectives analysis

–

identify 

solutions

Problem analysis

–

identify key problems, causes 

and opportunities; determine causes and effects

Activity scheduling

–

set a 

workplan and assigning responsibility

Resourcing

–

determine human 

and material inputs

Developing the logframe

–

define project structure, logic, risk and 

performance management 

Options analysis

–

identify and 

apply criteria to agree strategy



When options are defined and agreed to, the log frame matrix is developed with the following hierarchy:

  Design Summary         Indicators/Targets           Data Sources                Assumptions
	Impact
	
	
	

	Outcome
	
	
	

	Outputs
	
	
	

	Activities
	
	
	



Impact is now the accepted term for what previously was termed the Overall Development Objective or Goal. This is uppermost level of the log frame matrix and should refer to government development priorities and/or MDGs. The next level (2) is outcome. Outcome represents what had previously been called the immediate development objective/s however in the new harmonized approach, only one outcome is presented for a project.  The next level (3) is outputs which are realized through activities at the 4th and final level.  At times there is confusion between what is an activity and what is an output.  An activity involves action and should be stated clearly as something to be done, such as:  will train ten school teachers in....., versus an output which is something accomplished, such as:  ten school teachers trained in ...

Completion of the Matrix:


As seen above the log frame matrix is comprised of 4 columns:  1) design summary, 2) indicators, 3) data sources, and 4) assumptions.  When completing the log frame refer to Figure 1 and Figure 2.  Column one (design summary) and column four (assumptions) are completed together as in Figure 1.  Assumptions represent the conditions necessary at each level for achievement of the objectives/results.

Assumptions relate to objectives at the SAME level
	
	Design Summary
	
	
	Assumptions

	Impact
	 Then we should contribute to this Impact
	
	
	And these conditions pertain

	Outcome
	If we achieve this outcome.

 Then we should achieve this outcome.
	
	
	And these conditions pertain

	Outputs
	If we deliver these outputs.

 Then we will deliver these outputs.
	
	
	And these conditions pertain

	Activities
	If we carry out these activities

Then we will carry out these activities. 
	
	
	START HERE 

If these pre-conditions pertain



Once the elements under Design Summary and the assumptions are defined, the 2nd and 3rd columns are completed as per Figure 2.  For each level, and for every activity/output, indicators should be provided in Column 2 to serve as benchmarks upon which to measure achievement.  For each indicator, provide the means of verification or data source in Column 3 with which to measure the indicator. 


A completed log frame not only clearly presents a project but it provides the project implementers a tool for guiding implementation and subsequently provides project evaluators a tool for evaluation.       


In the file below, there is an example of a complete logframe.
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Figure 1

Start here (NOT with the Activities!)

The Logical Framework                                                                    
	Prior Steps Use appropriate and proportionate processes before starting on the logframe itself e.g. stakeholder, problem, objectives and options analyses.
	
	Design
Summary
	Indicators/ Targets
	Data sources
	Assumptions
	Step 7 Re-check the design logic e.g. if the conditions are in place and we do the activities, will we deliver the Outputs?  And so on up Columns 1 and 4.  Move on to Step 8 overleaf.

	Step 1 Define the Impact/Goal

To what national or sector level priorities are we contributing? What long-term benefits on the lives of the poor will happen partly as a result of the project? Several interventions may share a common Goal.
	
	Impact
	
	
	Outcome to Impact conditions
	
	Step 6d

With the outcome achieved, what conditions are needed to contribute to the impact/goal?
	Do a robust risk analysis.

At each level, identify risks by asking what can stop success.  For each risk, evaluate its seriousness and probability; and identify mitigatory measures. 

Manage the risks by adding mitigatory measures planned within the project to Column 1 (mainly as activities, possibly as an output). The conditions that remain are the Assumptions in Column 4.

Avoid mixing Assumptions and Risks.

	Step 2 Define the Outcome

What immediate change do we want to achieve? Why is the intervention needed? How will others change their behaviour as a result of the use, uptake or implementation of the outputs? How will development conditions improve on completion of the Outputs? Limit the outcome to one succinct statement.
	
	Outcome
	
	
	Output to Outcome conditions
	
	Step 6c

With the outputs delivered, what conditions are needed to achieve the outcome?
	

	Step 3 Define the Outputs

What will be the measurable end results of the planned activities? What products or services will the project be directly responsible for, given the necessary resources?  


	
	Outputs
	
	
	Activity to Output conditions
	
	Step 6b

With the activities completed, what conditions are needed to deliver the outputs?
	

	Step 4 Define the Activities

What needs to be actually done to achieve the outputs?  This is a summary (not detailed workplan) showing what needs to be done to accomplish each output. 


	
	Activities
	
	
	Pre-conditions
	
	Step 6a

What conditions need to be in place for the activities to be done successfully?
	

	Step 5 Check the vertical logic back up Column 1

Apply the If/then test to check cause and effect.  If the listed Activities are carried out, then will the stated Output result? Is what is planned necessary and sufficient? Are we planning to do too much or too little? And so on up Column 1.
	
	Step 6 Define the assumptions at each level

Do a robust risk analysis to determine the Assumptions in the project design.


Figure 2                                                                                                                                                                                                                                             

	
	
	Step 8 Define the Performance Indicators and Data Sources/Evidence

Complete both columns together
	
	

	Design
Summary
	Indicators/ Targets
	Indicators are means; Targets are ends. Start by defining Indicators; only set Targets when there is enough baseline data and stakeholder ownership.  Set Indicators and Targets in terms of Quality, Quantity and Time.
	Evidence is usually in the form of documents, outputs from data collection. Some reliable sources may already be available.  Include data collection planned and resourced in the project as Activities in Column 1.
	Data sources
	Assumptions

	Impact


	
	Step 8a Impact indicators/targets

What will indicate the impact changes that are happening/will happen to which the project has contributed? Include changes that will happen during the lifetime of the project, even if only early signs.


	Step 8a Impact data sources

What evidence will be used to report on impact changes? Who will collect it and when? 
	
	

	Outcome


	
	Step 8b Outcome indicators/targets

At the end of the project, what will indicate whether the outcome has been achieved?  This is the key box when the project is evaluated on completion.


	Step 8b Outcome data sources

What evidence will be used to report on outcome changes? Who will collect it and when? 
	
	

	Outputs


	
	Step 8c Output indicators/targets

What will indicate whether the outputs have been delivered? What will show whether completed outputs are beginning to achieve the outcome?  These indicators/targets define the terms of reference for the project.


	Step 8c Output data sources

What evidence will be used to report on output delivery? Who will collect it and when?
	
	

	Activities 


	
	Step 8d Activity indicators/targets

What will indicate whether the activities have been successful? What milestones could show whether successful Activities are delivering the outputs? A summary of the project inputs and budget will also be one (but not the only) entry here? 
	Step 8d Activity data sources

What evidence will be used to report on the completion of activities? Who will collect it and when? A summary of the project accounts will be one (but not the only) entry here. 
	
	


Do not include too much detail in the log frame. A detailed work plan and budget will follow as separate, attached documents.
Appendix 2

results-based management
Introduction


In the last decade the international development system has agreed as never before on a common set of results, the Millennium Development Goals, to which they are working and against which their collective performance can be judged. Much has been written about the need to get away from a focus on inputs and activities, and to replace it with a focus on results.  But the term ‘results’ and ‘results - based management ‘are used differently in different institutions.   

What are ‘results’


The OECD defines results as changes in a state or condition which derive from a cause-and-effect relationship’… ‘changes ……set in motion by a development intervention – its output, outcome and impact’. This interprets it as a broad generic term (as opposed, for example to the EC which restricts results to outputs, the deliverables from the completion of a development intervention).

What is Results-based Management (RBM)

Results-based management is ‘A management strategy by which an organization ensures that its processes, products and services contribute to the achievement of desired results (outputs, outcomes and impacts)’
.

RBM is not the same as performance management. RBM focuses just on results, whereas performance management also includes measures of process and efficiency.


Central to RBM are the notions of causality and attribution. Changes are usually shown in the form of a results chain or results framework; for example, activities to outputs to outcome to impact. Results should represent attributable change resulting from a cause and effect relationship.  There should be a strong credible linkage between the specific outcome achieved by a project or agency and the resources used, activities done and outputs delivered.  If no attribution is possible, it is not a result
.
Key Principles:
a. Management for results, not by results
Managing for results looks forward, focusing on what needs to be achieved using information on progress intelligently to assess what can be done to achieve the results.  Managing by results looks backwards, rewards past performance without necessarily analysing factors underlying performance.

b. Keep the results reporting system as simple, cost-effective and user-friendly as possible
So systems need as much as possible: to be harmonized to minimize transaction costs and facilitate comparative analysis; to rely on country systems supporting capacity building; to promote learning as well as accountability.

c. At all stages focus on results
Do not focus on inputs and activities; not even on outputs except where they are a necessary route map to outcomes and impact. 

d. Align programming, monitoring and evaluation with agreed expected results
Programming must directly support higher objectives, typically defined in national or sector development plans and/or institutional mandates and strategic plans.

Further Reading 

Flint M (2003) Easier said than done: A review of Results-Based Management in Multilateral Development Institutions. Available at www.parcinfo.org/documents/Results%20Based%20Management/Review%20of%20RBM%20in%20Multilateral%20Development%20Institutions%20-%202003.doc
OECD DAC (2006) Emerging Good Practice in Managing for Development Results. Available at www.oecd.org/dataoecd/35/10/36853468.pdf
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TECHNICAL COOPERATION PROGRAMME 

OVERVIEW AND CRITERIA

I.
AIMS AND OBJECTIVES OF THE TCP

1. The TCP is part of FAO’s Regular Programme financed from the assessed contributions of its Members. It was launched in 1976 as a means to make FAO's technical competence rapidly available to member countries at their request, to contribute to solving their most pressing development problems in the agriculture, fisheries and forestry sectors and related to rural development and socio-economic issues. The TCP is aimed at providing short-term, quick impact technical support to address well-defined problems that constrain the ability of FAO’s member countries, either individually or collectively, to reach the targets of the World Food Summit and the Millennium Development Goals. 

2. Requests for technical cooperation under TCP may be submitted by governments of member countries. Requests may also be submitted by intergovernmental organizations of which such countries are members, and which are recognized as such by FAO
.  TCP projects are intended to support the entities (institutions, organizations, farmers associations, women’s groups, etc.) identified as the target beneficiaries by the requesting national government or regional organization. 

II.
TYPES AND CATEGORIES OF TCP SUPPORT 

3. TCP projects aim at filling critical technical gaps by providing inputs that are not available locally or that the project beneficiaries cannot access through their own means or through local support systems. The TCP provides technical inputs in the form of short-term expert and consultant services (including contracts with institutions), short-term and practically-oriented training, and the equipment and supplies, related mainly to training, that are necessary to reach the project objectives.

4. The TCP may be used in all areas of action that pertain to FAO’s mandate. TCP projects can thus address, among others, issues related to food security, poverty reduction, nutrition, institutional reform, policy and strategy formulation, strengthening of production and support systems in the agricultural, forestry and fisheries sectors, market access and international trade, management of natural resources, pest and disease prevention and management,  pre-investment activities and formulation of project proposals to leverage additional resources for rural development, implementation of international standards, needs assessments and emergency response, etc.  

5. For the purpose of enabling reporting to FAO’s Governing Bodies and to FAO management on the use made of the TCP resources, each TCP project is classified in one of the two following categories (reflected in the project document title): Development Support (D); Emergency Assistance and Support to Rehabilitation (E). For more information on project types and examples of TCP projects, see the page “TCP at work” in TCP’s web site. 

6. TCP assistance is granted through two windows:

· Projects for development or emergency assistance may be approved with budgets up to US$500 000 (with the exception of the TCP Facility as outlined below). They are approved by the Assistant Director-General of the Technical Cooperation Department (ADG/TC) on behalf of the Director-General. TCOT manages the review and approval of projects in this category.

· FAO representatives (FAO Reps), or regional representatives for countries with no accredited FAO Rep, have delegated authority to approve up to US$200 000 per biennium and per country within the framework of the TCP Facility (TCPF). The TCPF enables FAO Reps to respond to government requests for urgent small-scale technical assistance activities and to strengthen field programme development processes. The features of the TCPF and the modalities for its use are described in FPC 2006/02.
7. TCP projects (with the exception of TCPF projects) must be completed within 24 months; in exceptional cases, the duration may however be extended to 36 months after consultation with TCOT and when fully justified.

III.
TCP CRITERIA 

Purpose and application of the TCP criteria 

8. FAO's Governing Bodies have decided upon a series of criteria that are to govern the use of TCP resources.  Every request for TCP assistance is therefore appraised against these criteria in order to determine its eligibility. The TCP Criteria, as endorsed by FAO Governing Bodies, are contained in table 1 below. 

9. All FAO Members are eligible for access to TCP assistance. However, in line with FAO’s strategic focus on reaching the World Food Summit (WFS) target and the Millennium Development Goals (MDGs), in the allocation of TCP resources special attention is given to the neediest countries, especially the Least Developed Countries (LDCs), Land-Locked Developing Countries (LLDCs), Small-Island Developing States (SIDS) and Low-Income Food Deficit Countries (LIFDCs) 
. Access by high-income developing countries and developed countries
 to TCP technical assistance should only be on a full cost-recovery basis. An indicative figure of 15 percent of the TCP appropriation is earmarked for emergency projects, accessible to all Members. 

Table 1: The TCP Criteria 
	CRITERIA
	DEVELOPMENT TCP ASSISTANCE
	EMERGENCY TCP ASSISTANCE

	1.  Country Eligibility
	All FAO Members are eligible for access to TCP-supported technical assistance. However, TCP gives special attention to assisting the neediest countries, especially the Low-Income Food-Deficit Countries (LIFDCs), Least Developed Countries (LDCs), Landlocked Developing Countries (LLDCs), and/or Small Island Developing States (SIDS).  Access by high-income developing countries and developed countries to technical assistance through the TCP modality should only be on a full cost-recovery basis
.
	Fifteen percent of the TCP appropriation is indicatively earmarked for emergency and rehabilitation projects, accessible to all FAO Members. 



	2. Aims and Purposes
	TCP-supported assistance should contribute to household or national food security, improved rural livelihoods and poverty reduction, in line with the World Food Summit target, the MDGs, and FAO’s strategic goals and objectives, including those related to the provision of global public goods.
	TCP-supported emergency and rehabilitation assistance should be provided in direct anticipation of or follow-up to emergencies that fall within FAO’s sphere of action; assistance should be directed explicitly at restoring the livelihoods of the poorest and most vulnerable households affected by the emergency, and should seek to reduce the vulnerability of emergency-affected households in the future.

	3.  Country or Regional Priorities
	TCP-supported assistance should be directed at national or regional priorities linked to the aims and purposes identified in Criterion 2 and, where they are in place, should be consistent with FAO’s National Medium-Term Priority Frameworks and emerge from TCP priority-setting processes at the country level. 
	Emergency TCP assistance is not subject to any national priority setting process.



	4.  Critical Gap or Problem
	TCP-supported assistance should be directed at a clearly defined critical technical gap or problem that has been identified by beneficiaries or stakeholders and which necessitates technical cooperation within the timeframe that can be provided by the Programme but which either cannot or should not be provided through other resources.
	Emergency TCP assistance should be designed for very rapid response in support of interventions in thematic areas in which the Organization has a demonstrated comparative advantage.



	5.  Sustainable Impacts
	TCP-supported assistance should result in clearly defined outputs and outcomes leading to impacts. It should have catalytic or multiplier effects such as increased mobilization of investment funds. The outcomes and impacts should be sustainable. TCP requests will not be accepted when they are a consequence of the ineffective follow-up to previous TCPs.
	TCP emergency assistance should be directed at the provision of inputs for the sustainable rehabilitation of productive activities and of technical cooperation to support effective government (or donor) responses including the identification of necessary inputs. TCP-supported emergency and rehabilitation assistance should be directed at interventions that increase the likelihood of additional donor and/or government resources being directed to immediate relief and longer-term rehabilitation. Repetitive assistance to address recurrent types of emergencies in the same country should be avoided and be redirected towards more lasting impact assistance for the prevention of and preparedness for these same emergencies. 


	CRITERIA
	DEVELOPMENT TCP ASSISTANCE
	EMERGENCY TCP ASSISTANCE

	6. Scale and Duration
	No TCP project should require a budget of more than US$500 000 and should be completed within 24 months. The duration may be extended to 36 months, when justified, and on a case-by-case basis. The budget ceiling for a TCP Facility project is US$200 000 per biennium and the project should be completed by the end of the biennium in which it was approved.

	7. Government Commitment
	Requests for TCP assistance should include a formal commitment by government/s or regional organizations to provide all necessary inputs, staff and institutional arrangements to ensure the timely and effective start-up, implementation and follow-up of the requested TCP-supported assistance.

	8. Capacity-building
	Wherever possible, TCP-supported assistance should help build national or regional capacities to ensure that the critical gaps and problems to which they are directed would either not appear again or that they could be resolved effectively at the national or regional level.
	TCP-supported emergency and rehabilitation assistance should increase the capacity of the government and affected communities and households to either withstand, or respond to, similar shocks in the future, without resorting to external assistance.

	9. Gender-sensitivity
	TCP-supported assistance must be gender-sensitive in identification, design and implementation, in line with the Organization’s Gender Plan of Action.

	10. Partnership and Participation
	Wherever possible, TCP-supported assistance should contribute to new or strengthened partnerships and alliances, including through co-financing, and should lead to the increased participation of food-insecure and poor men and women in key decision-making processes.


    Appendix 4   
Example:                                                                                    VILLAGE WOODLOT DEVELOPMENT

 WORK PLAN

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	OUTPUTS / ACTIVITIES
	 
	 
	 
	 
	 
	YEAR 1
	 
	 
	 
	 
	 
	 
	 
	 
	 
	YEAR 2
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	Output 1     Tree nursery established
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 1.1  Select a good site
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 1.2  Collect materials
	 
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 1.3  Prepare the soil
	 
	 
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 1.4  Plant the nursery beds
	 
	 
	 
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	X
	 
	 
	 
	 
	 
	 
	 

	
	Activity 1.5  Prepare management plan and train staff
	 
	X
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 1.6  Water, weed and care for the tree seedlings
	 
	 
	 
	 
	X
	X
	X
	X
	X
	X
	X
	X
	X
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	X
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	Output 2     10,000 trees planted in each of 3 villages
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 2.1  Identify suitable sites in the villages
	 
	 
	 
	 
	 
	 
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 2.2  Prepare the sites for tree planting
	 
	 
	 
	 
	 
	 
	 
	 
	X
	X
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 

	
	Activity 2.3  Plant the trees with the local communities
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	X
	X
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	Output 3     Local plantation management committees established
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Activity 3.1  Identify stakeholders and facilitate committee organization
	 
	 
	 
	 
	X
	X
	X
	X
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	Activity 3.2  Draft by-laws
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	Activity 3.3  Obtain official recognition from district authorities
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	Activity 3.4  Facilitate plantation protection and management
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	To complete the work plan: list the outputs of the projects (as per above) with associated activities to achieve each output.  Set up the right hand columns

	
	as per the duration of the project (12 months, 36 months, whatever).  Carefully plan the timing of each activity based on inputs and expected outputs.
	


Appendix 5

GUIDANCE ON PROJECT SERVICING COSTS (PSC)

FAO Support cost policy principle

FAO’s policy for setting project servicing costs is based on the principle, endorsed and reiterated by Council, of full recovery of variable indirect support costs incurred in administering and operating projects funded through extrabudgetary contributions, so that the assessed contributions of member countries under the Regular Programme would not subsidize activities funded by extra-budgetary voluntary contributions. The full text of the FAO support cost policy reflecting the latest updates can be found at the link http://internal.fao.org/ois/supcostpolweb.htm.

Type of projects covered by the FAO support Cost policy

The policy recognizes the fact that the administrative and operational costs may vary significantly depending on the type of projects. In summary, it therefore distinguishes the following main categories of projects for which different PSC standard ceiling rates are applicable.


Projects funded by extra budgetary contributions:


Technical Assistance (TA) projects (GCP and UTF): 
13 percent ceiling


Emergency Assistance: 



 
10 percent ceiling


Normative Programmes:




13 percent


Projects funded by the Regular Programme:


TCP and SPFS Technical Assistance: 

  
7 percent ceiling


TCP Emergency Assistance:



  
7 percent ceiling

The PSC rate levied from projects is essentially composed of two components as it needs to reimburse the incremental costs of: 

· administrative support (which is identified often as ‘Central Services’ support which include, for example, services and financial reporting; treasury; custody of funds; recruitment of staff; procurement; etc.); and

· operational support (mainly identified as the budget holder type of services which include, for example, budget monitoring; transactions processing; staff identification; procurement technical specifications; work planning; etc.).

Conditions where a lower than standard PSC rate could apply

Project formulators of Technical Assistance and Normative projects should note that lower than standard PSC rate are allowed in particular circumstances as indicated in the policy and summarized below, but would then require the clearance of PBE when the project budget is above US$200 000. In this case, the project formulators should contact TCAP staff at an early stage of the formulation, and then submit the proposal to PBE for advice or clearance. For projects funded through extrabudgetary contributions by local donors, FPC 2005/03 Rev 1 applies.


The main circumstances that allow for a legitimate reduction of the PSC rate are: 

1. High proportions of contracts, supplies and equipment requiring minimal AOS costs (current Manual Section 250 provisions continues to apply); 

2.  Associate Professional Officers (APOs) which are charged a fixed rate of 12%; 

3.  Inclusion of project support costs in the project budget as direct project costs; 

With regards to 3) above, while it is not possible to itemize, on a project-by-project basis, the specific charges under the administrative component of the PSC, some staff requirements to ensure an adequate operational support to the projects can be identified for most Technical Assistance projects, in the field or in the regional and subregional offices.
Including operational support as direct costs in the project budget provides the possibility of reducing the applicable PSC rate to a lower level and down to what is considered a minimum of 7 percent which covers FAO’s central services incremental indirect costs.

For instance, this approach is possible on EC funded projects that have a ceiling PSC rate of 7 percent, but allow the balance of the requirements to the 13 percent PSC rate on technical assistance and normative projects, and 10 percent PSC rate for emergency projects to be recovered through direct charges against the project budget.

The project budget, in this case, should clearly identify the inputs which can be of two types: positions funded by the project with TORs directed at specific administrative and operational support, preferably National Professional Officers (secretaries, drivers, etc. do not qualify), or an allocation to reimburse for the Country Office or other operating unit staff time (GS, NPO and Professional) that would be spent on the project (account code to charge projects is 6119).  The focus should be on those services that would have been covered by the standard 13 percent rate. 

4. Contributions to cover the travel cost of participants from developing countries to conferences and consultations on matters within FAO's mandate will be exempted from indirect support cost charges; 

5. Sponsorship funds in support of awareness raising and/or promotional events will be used to cover the identifiable direct costs of these activities and as such, are not subject to project servicing costs; 

6. Contributions to FAO for the refurbishment and improvement of FAO premises (both at headquarters and in regional and subregional offices) are exempt from PSC charges;

Link to FAO Policy on Project Servicing Cost Rates: 

http://internal.fao.org/ois/supcostpolweb.htm
Appendix 6
EVALUATIONS AND AUDITS

1.  
Evaluations 


All the programmes and activities of FAO, financed from the regular budget of the Organization (from mandatory assessed contributions) and those financed from voluntarily contributed extrabudgetary resources, are subject to evaluation. 
Evaluation is designed for:


1) 
Accountability on results, particularly in terms of evidence of contribution to sustainable impacts for the benefit of member countries; and 


2)
To assist decision-making by the Governing Bodies and the Organization’s management as part of a results-based approach to decision making.


The policy of the Organization is that all FAO programmes and projects should devote one to two percent to independent evaluation. Country or regional development projects of US$2 million of more are normally subject to individual project evaluation by an independent team. Smaller field development projects may be subject to evaluation in the context of a wider country or thematic evaluations. For major emergencies, FAO needs to evaluate in an integrated way the relevance, efficiency and sustainable benefit from its response to the totality of the emergency.


Funding for evaluation missions should be foreseen in the project budget, in consultation with donors as appropriate. 

2.  Audits

FAO’s audit regime has three parts, External Audit, Internal Audit and Local Audit.

1)  External audit
The External Auditor is appointed by the Council of FAO.  The External Auditor is the Auditor-General, or person exercising equivalent functions, of a Member Nation.  The External Auditor is required to express an opinion on the biennial financial statements of FAO, covering both regular programme and extrabudgetary resources. The External Auditor may make observations with respect to the financial procedures, the accounting system, and the internal financial controls and, in general, the administration and management of the Organization (commonly referred to as “value-for-money” reviews).

The Finance Committee may request the External Auditor to perform certain specific examinations and issue separate reports on the results.  

FAO Basic Texts do not foresee or permit audits to be carried out by any third parties other than the duly appointed External Auditor of the Organization. Project agreements and/or project documents must therefore not include clauses whereby the donor has the right to audit or access project financial records.
2)  Internal audit
The Internal Audit function is carried out by the Office of the Inspector General, who reports directly to the Director-General.  Internal Audit reports are issued to Senior Management for action after completing each assignment.  Internal Audit reports are internal documents and not released to third parties including donors.  The External Auditor has access to all reports of the Office of the Inspector General.  Both the management of the Organization and the Audit Committee monitor the implementation of the recommendations made in the reports.

3)  Local audits
Finally, completing the oversight regime, the Finance Division has engaged local audit firms - normally internationally reputed accounting firms or their associates - to carry out regular reviews at decentralized locations including projects, in order to ensure the integrity of the financial transactions generated in these offices and to obtain the requisite audit assurance on the accounts. The local audit interventions are particularly useful as they provide management with the needed assurance on the reliability of the accounts and act as an “early warning” mechanism in identifying problems and malpractices, and indeed act as a deterrent against malpractices.  All reports issued by the local auditors are carefully reviewed by the Office of the Inspector General and the Finance Division, which allows corrective action to be taken in a timely manner.
Appendix 7
GLOSSARY

A

Accountability framework

A project document serves as an accountability framework by defining who is responsible and accountable for what regarding project implementation.

Activities 
Actions taken or work performed through which inputs, such as funds, technical assistance and other types of resources are mobilized to produce specific outputs.

Alignment 
Donors will base their overall support on partner countries’ national development strategies, institutions and procedures. For example, this means that donors will draw conditions, wherever possible, from a developing country government’s development strategy, instead of imposing multiple conditions based on other agendas. 

Appraisal 

The process of checking the quality of a project or programme prior to approval.

Assumptions 

Important factors for the success of a project that are not within its control and are applicable to the levels of activities, outputs/results and the project purpose. 
B

Baseline
Data that describe the situation to be addressed by a programme, subprogramme or project and that serve as the starting point for measuring performance or impact. 
Benchmark

Reference point or standard against which progress or achievements can be assessed.  A benchmark may refer to the performance that has been achieved in the recent past by other comparable organizations in similar circumstances.

Best practice

Planning, organization, managerial and/or operational practices that have proven successful in particular circumstances in more than one region in the field and which can have both specific and universal applicability. Best practices are used to demonstrate what works most effectively and to accumulate and apply knowledge about how and why they work in different situations and contexts.
Budget Holder
A staff member entrusted with the responsibility to operate a project and implement the project budget. 
Budget lines and sublines
Lines of a project budget which reflect a budget allocation and its related source.

C

Capacity

The ability of people, organizations and society as a whole to manage their affairs successfully.

Capacity development

The processes whereby people, organizations and society as a whole unleash, strengthen, create, adapt and maintain capacity over time. 

Common Country Assessment (CCA)

A country-based process for reviewing and analysing the national development situation, and identifying key issues as a basis for advocacy, policy dialogue and preparation of the UN Development Assistance Framework (UNDAF). The findings from this exercise are described in a CCA document.
Cost-benefit analysis

A specialized analysis which converts all costs and benefits to common monetary terms and then assesses the ratio of results to inputs against other alternatives or against some established criteria of cost-benefit performance. It often involves the comparison of investment and operating costs with the direct and indirect benefits generated by the investment in a project or programme. 

Country Programme Action Plan  (CPAP)
The Country Programme Action Plan is each UNDG ExCom agency's management plan for its country programme. It is signed with government and contains information on the implementation of the Country Programme Document and the commitments of both the UN agency and national governments.

D

Development Intervention
An instrument for partner (donor and non-donor) support aimed to promote development.  A development intervention usually refers to a country programme (CP), programme/ thematic component within a CP or a project.
Director-General’s Bulletin (DGB)

Periodic directives issued by the Director General of FAO to improve overall management/ function of the Organization.

E

Equipment

Expendable:  items having a value less than US$1 500. 

Non-expendable:  items valued at US$1 500 or more plus “attractive items” valued at
US$500 or more.
Evaluation
A time-bound exercise that attempts to assess systematically and objectively the relevance, performance and success of ongoing and completed projects and programmes.
G

Gender
Refers not to women or men per se, but to the relation between them. It is a central organising principle of societies and often governs the process of production, consumption and distribution.

Gender mainstreaming
The systematic integration of gender equality objectives into organizational policies, programmes, resource allocations and organizational systems and practices.

Goal

The higher-order objective to which a development intervention is intended to contribute.
Governance 
The processes and structures through which decision-making authority is exercised.  An effective governance structure ensures individuals or groups of individuals are responsible for setting policy directions, priorities, taking investment decisions, re-allocating resources, and designing programmes.
H
Harmonization 
Donors aim to be more harmonized, collectively effective and less burdensome especially on those countries, such as fragile states, that have weak administrative capacities. This means, for instance, establishing common arrangements at country level for planning, funding and implementing development programmes. Governments play a key role in harmonization. 
I

Impact

Positive and negative long-term effects on identifiable population groups produced by a development intervention, directly or indirectly, intended or unintended.  These effects can be economic, socio-cultural, institutional, environmental, technological or of other types.

Indicators
Signals that help to measure change in terms of quantity, quality and timeliness. Can be used to measure the progress and achievement at critical stages of the project/programme implementation, especially for the production of outputs.

Inputs

The financial, human, material, technological and information resources used for the development intervention.
Investment project/programme
An Investment project/programme is a project/programme that uses resources to create assets, both physical and human, that will produce benefits over an extended period of time.  Examples of investment project/programmes may include infrastructure development (dams and water management, feeder roads, storage facilities, markets, schools, training centres, etc.),  provision of agricultural services (e.g. research and extension), capacity building (training and education) and direct support to beneficiaries for productive purposes (micro-credit, seed money, production incentives, purchase of inputs/equipment, etc.). 
Assessing an investment project involves the application of financial and economic analysis that may include the calculation of the Internal Rate of Return (IRR) or the Net Present Value/Net Present Worth (NPV/NPW) or the Cost Benefit Ratio (CBR).
K

Knowledge network

Structured interaction between peers on specific thematic issues involving the sharing of experiences and resources, both face-to-face and using electronic media, that facilitates mutual assistance in problem solving.
L

Lessons learned

Lessons learned are project-specific findings, conclusions or experiences of technical or       operational nature which are considered of particular value for similar projects in the future.

Logical Framework (Logframe)

Management tool used to improve the design of interventions, most often at the project level.  It involves identifying strategic elements (inputs, outputs, outcomes and impact) and their causal relationships, indicators, and the assumptions and risks that may influence success and failure.  It thus facilitates planning, execution and evaluation of a development intervention.

M

Management Information System
Management Information System (MIS) is used in the same sense as in the corporate world, i.e. information generated from the financial, human resource, output monitoring systems, etc. which is aggregated in such ways as to support management decision-making. This is primarily for day-to-day management but is also used as an input into broader studies for lesson learning.
Managing for results
Both donors and partner countries will manage resources and improve decision-making for results. Donors should fully support developing countries efforts in implementing performance assessment frameworks that measure progress against key elements of national development strategies. 
Means of Verification (MOVs)
The means, methods and sources which permit objectively verifiable indicators (OVIs) to be measured in precise terms (e.g. examining monthly records of farmer cooperatives, reviewing quarterly reports of the district extension supervisors, periodic reports of the ministry concerned).

Medium-Term Plan 
A “rolling” plan for a six-year period which ensures continuity with the substantive contents of the previous version, while reflecting essential updating as necessary to respond to changing contexts. The MTP also ensures the link between the agreed strategic objectives and FAO’s programme of work. The main features of the current MTP, 2004 -2009, include (i) A rigorous increase in technical programmes; (ii) A major increase in Technical Cooperation Programme (TCP) resources; and (iii) A more limited increase in resources for FAO country offices, bearing in mind that they constitute an increasingly vital layer in the whole organizational structure, actively supporting both the normative and operational sides of total FAO activities as well as acting as FAO’s entry point into UN system-wide country planning exercises.

Millennium Development Goals (MDGs)

The eight Goals adopted by the Millennium Summit of the United Nations, New York, September 2000. Goal 1 Eradicate Extreme Poverty and Hunger (reducing the proportion of people living on less than US$1 a day to half the 1990 level by 2015); Goal 2 Achieve Universal Primary Education; Goal 3 Promote Gender Equality and Empower Women; Goal 4 Reduce Child Mortality; Goal 5 Improve Maternal Health; Goal 6 Combat HIV/AIDS, Malaria and Other Diseases; Goal 7 Ensure Environmental Sustainability;

Goal 8 Develop a Global Partnership for Development. The Millennium Declaration calls for the Secretary General to make an annual report to the General Assembly on progress towards all the goals.

Monitoring
A continuing function that aims primarily to provide project or programme management and the main stakeholders of an ongoing project or programme with indicators of progress or lack thereof in the achievement of project objectives.

N

National Medium-Term Priority Framework  (NMTPF)
An NMTPF is a planning and management tool.  It will outline how FAO can best assist the country in meeting its priorities, including MDG targets.  NMTPFs will be FAO's input in the UN’s common country programming process (UNDAF).
National Execution (NEX) Modality

Refers to projects implemented directly by the government with FAO playing a supportive role through advisory or technical assistance services. NEX projects may be funded from national resources and/or contributions by donors but full responsibility for implementation rests with the government.

National Ownership

Now emphasized within the UN system and by development partners to ensure that externally funded projects respond to clearly defined national priorities and are fully integrated within the government’s development strategy. 
O

Objectives (Development) 

Also known as goal; refers to the objectives of the national development programme.

Objectives (Immediate)

What the technical cooperation is trying to achieve for the beneficiaries as a result of using outputs, i.e. through the project (project purpose).

Objectively Verifiable Indicator (OVI)
Indicators which demonstrate in concrete terms the results achieved. Different observers would come to the same conclusion as to the status of achievements (e.g. number of training sessions held, etc.).

Outcome

The intended or achieved short-term and medium-term effects of an intervention’s outputs, usually requiring the collective effort of partners.  Outcomes represent changes in development conditions which occur between the completion of outputs and the achievement of impact.

Outcome Evaluation

An in-depth examination of a related set of programmes, projects and strategies intended to achieve a specific outcome, to gauge the extent of success in achieving the outcome; assess the underlying reasons for achievement or non-achievement; validate the contributions of a specific organization to the outcome; and identify key lessons learned and recommendations to improve performance.

Outputs

The products and services which result from the completion of activities within a development intervention.
Ownership 
Developing countries will exercise effective leadership over their development policies, strategies and co-ordinate development efforts. Donors are responsible for supporting and enabling developing countries ownership by respecting their policies and helping strengthen their capacity to implement them. 

P

Performance

The degree to which a development intervention or a development partner operates according to specific criteria/standard/guidelines or achieves results in accordance with stated plans.

Performance indicator

A quantitative or qualitative variable that allows the verification of changes produced by a development intervention relative to what was planned.

Performance measurement

A system for assessing the performance of development interventions, partnerships or policy reforms relative to what was planned, in terms of the achievement of outputs and outcomes.  Performance measurement relies upon the collection, analysis, interpretation and reporting of data for performance indicators.

Performance monitoring

A continuous process of collecting and analysing data for performance indicators, to compare how well a development intervention, partnership or policy reform is being implemented against expected results (achievement of outputs and progress towards outcomes).
Plans
the articulation of strategic choices, which provides information on how an organization intends achieve its priorities and associated results. Generally a plan will explain the logic behind the strategies chosen and tend to focus on actions that lead up to the expected result.
Policy
Government legislation, regulation, official guidelines or operating principles that influence behaviour towards a stated outcome.
Poverty Reduction Strategy Paper  (PRSP)
A paper prepared by national authorities to develop or strengthen a national poverty reduction strategy as a requirement for receiving debt relief and concessional  assistance from the International Monetary Fund and the World Bank.  PRSPs which are on the agenda of about 70 low-income countries, are expected to focus on broad-based economic growth, assist in choosing public actions that have the highest poverty impact, and establish outcome indicators that are set and monitored in an open and transparent way.

Programme
A time-bound intervention similar to a project but which typically cuts across sector themes or geographical areas, uses a multidisciplinary approach, involves more institutions, and may be supported by several projects and funding sources.

Programme Approach
An approach which allows governments to articulate national priorities and realise development objectives through a coherent national programme framework. It permits all donors, under government leadership, to support one or several components of the national programme framework.
Programme and Project Review Committee  (PPRC)

Established by the Director-General in 1999, the role of the PPRC is to review all programmes and projects of FAO to ensure compliance with guiding principals regarding: synergy, comparative advantage, sustainability, capacity building, gender equity, partnerships, and national ownership.
Project 

A set of activities organized in response to an identified need – or issue – and that aim to achieve a specific objective within a given period of time and budget.

Project Component
Comprises the means, i.e. the output(s), activity/ies and inputs, by which an immediate objective or a cluster of immediate objectives is to be achieved.

Project Design
Defines a coherent set of expected results, activities, target groups and institutional management arrangements, all to achieve the immediate objectives with the resources and time frame given.
Project Design Advisory Group  (PDAG)
Established by the Assistant Director-General, Technical Cooperation Department, the PDAG’s role is to review project proposal documentation to ensure quality control.

Project Document
An agreement which binds the signatories to undertake defined activities and to provide specific resources over a fixed period of time in order to reach agreed objectives.
Project Servicing Costs (PSC)
PSC are levied to counterbalance the costs of administrative and operational services which are a necessary and inherent part of any projects which the Organization agrees to execute, but which, because of their nature, cannot be readily or directly singled out for charging to the project itself.
R

Results

Results are changes in a state or condition which derive from a cause-and- effect relationship.  There are three types of such changes (intended or unintended, positive and/or negative) which can be set in motion by a development intervention – its output, outcome and impact.

Results Based Management (RBM)
A management strategy by which an organization ensures that its processes, products and services contribute to the achievement of desired results (outputs, outcomes and impacts).  RBM rests on clearly defined accountability for results, and requires monitoring and self-assessment of progress towards results, and reporting on performance.
Results Chain

The causal sequence for a development intervention that stipulates the necessary sequence to achieve desired objectives – beginning with inputs, moving through activities and outputs, and culminating in outcomes, impacts and feedback.  In some agencies, reach is part of the results chain. It is based on a theory of change, including underlying assumptions.

Results Framework

The logic that explains how results are to be achieved, including causal relationships and underlying assumptions.  The results framework is the application of the logframe approach at a more strategic level, across an entire organization, for a country programme, a programme component within a country programme, or even a project.

Risks
Factors outside the control of the parties responsible for undertaking a project or programme that may adversely affect implementation. They can affect delivery of inputs, carrying out of activities, production of outputs and achievement of objectives.

S

Stakeholders
Agencies, organizations, groups or individuals who have a direct or indirect role and interest in the objectives and implementation of a programme or project and its evaluation and/or who are affected by the programme or project interventions. 

Strategic Framework 2000 – 2015
Contains (i) The Organization’s corporate strategies to address members’ needs: A- Reducing food insecurity and rural poverty; B- Ensuring enabling policy; C- Creating sustainable increases in the supply and availability of agricultural, fishery and forest products; D- Conserving and enhancing sustainable use of the natural resource base; and E- Generating knowledge of food and agriculture, fisheries and forestry. (ii) Strategies to address cross-organizational issues: Ensuring excellence; enhancing interdisciplinarity; broadening partnerships and alliances; continuing to improve the management process; leveraging resources for FAO and its Members; and communicating FAO’s messages. 
Sustainability
With regard to development assistance, means that the individuals, institutions and systems assisted by FAO continue to function effectively after external support has ceased and, in fact, have the capacity to improve continuously their ways of working.

Sustainable Development
Development that meets the needs of the present without limiting the potential to meet the needs of future generations.

Synergy
Interaction of two or more efforts in which the overall effect is greater than that resulting from the separate efforts.

T

Target Group
The group of people that a project or programme intends to benefit.

Technical Support Services (TSS)
Technical Support Services represent an essential element in project operational support and constitute FAO’s main responsibility as a technical executing or implementing agency. Technical support is provided by Technical Support Officers (TSOs) through field missions and/or desk work.
Trust Fund
A separate accounting entity established by the Organization under which it receives resources in addition to its Regular Programme budget.

Trust Fund Programme
A form of multi-bilateral aid: bilateral in that one country agrees to help another, multilateral in that a multilateral agency (e.g. FAO) agrees to use its technical expertise to execute a project or programme.

U

United Nations Development Assistance Framework (UNDAF)
A planning and resources network for the country programmes and projects in the UN system. It is developed on the basis of the Common Country Assessment (CCA).
United Nations Development Group  (UNDG)
The United Nations Development Group (UNDG) is an instrument for UN reform, created by the Secretary-General in 1997, to improve the effectiveness of UN development at the country level. The UNDG brings together the operational agencies working on development. The Group is chaired by the Administrator of the United Nations Development Programme (UNDP) on behalf of the Secretary-General.

Unilateral Trust Fund  (UTF)

Member governments of developing countries, utilizing their own national resources and/or proceeds of loans/credits/grants received from International Financing Institutions or bilateral donors, deposit Funds-in-Trust with FAO to implement specific projects or programmes in their own countries, both for technical assistance services and emergency assistance.

W

Work plan
The management tool that serves to organize the implementation of a project on an efficient and coordinated basis and enables the review of its progress and achievements to be carried out. It normally is an appendix to the project document and structured providing details by immediate objectives, outputs and activities. It also provides dates and identifies responsibilities and normally lists inputs needed as well.
World Food Summit (WFS) 

Rome, 13-17 November 1996:  A gathering of world leaders at the invitation of FAO to establish collaboration and cooperation in the fight to eradicate hunger.  An outcome of the summit was a declaration by the world leaders to reduce the number of hungry people in the world by halve by the year 2015.

�	This FPC supersedes the “Pro Forma Project Agreement” attached as Annex 2 to the current TCP Guidelines.  The remainder of the TCP Guidelines remains valid. 





�	International Financing Institutions (IFIs), such as the World Bank, GEF, the EC, the UN Trust Fund for Human Security as well as some donors, require specific project formats from their organizations.  In all other cases, the SPD format should be used. 





�	Throughout the FPC and the Annotated Guidelines, the term “project documents” is meant to include all documents prepared for FAO-assisted programmes, including the Special Programme for Food Security.


� 	This component of the Field Programme Manual is currently under construction and will be made available as soon as possible.


� 	International Financing Institutions (IFIs), such as the World Bank, GEF, the EC, the UN Trust Fund for Human Security as well as some donors require specific project document formats which they supply. In all other cases, the SPD format should be used accompanied by the appropriate legal agreement. 





� 	Project formulator is used throughout these guidelines and represents the project task force, the project design team, or simply the person entrusted with drafting a project document. 





� 	Some funding sources and/or recipients may require more specific information than others in order to allow processing projects up to approval and/or for implementation.


�	For strictly emergency relief delivery projects of any size, the log frame is not required. 





�	Stakeholder analysis and preparation of the logical framework can be performed by the government, with or without the support of FAO technical staff.


� 	Please refer to the Field Programme Circular on Operational Clearance for further details.


� 	Footnote currency equivalents. When the FAO budget (contribution) is part of a larger project/programme, the total budget should be also indicated.


� 	For TCP projects, note relevant TCP Criteria 2 and 3:  Aims and Purpose, and Country or Regional Priorities, and provide information that these criteria are met.


�	For TCP projects, note TCP Criteria 4:  Critical Gap or Problem.





�	For TCP projects, note TCP Criteria 9:  Gender Sensitivity, and Criteria 10:  Partnerships and Participation.


� 	For TCE, when the FAO Emergency and Rehabilitation Coordination Unit (ERCU) exists, this should be noted as a key comparative advantage for FAO.





�	If, for whatever reason, a log frame matrix is not to be annexed to a project document (e.g. for projects with a budget below US$500 000 or strictly emergency relief delivery projects), then all of the planned activities must be presented in this subsection with their associated outputs.





�	See example of work plan in � HYPERLINK  \l "app4" ��Appendix 4�.





� 	For investment projects, expected benefits should be also presented.


� 	For emergency projects involving purely input delivery this subsection is not applicable, however for emergency and rehabilitation projects – explain how they are linked to other projects and government development programmes.


� 	Note:  in some emergency situations there may be no functioning government and the project must establish coordination through “local authorities”.


�	Detailed description of inputs may not be necessary for certain partnership programmes (e.g. FNPP, FNOP).  For TCP projects, this subsection is called “FAO Contribution”.  For guidance on formulating this section see TCP Guidelines, Annex 2, Appendix 1.





� 	Please refer to Administrative Circular 2003/18 “FAO Field Security Policy”, and “Minimum Operating Security Standards (MOSS)” available from the Intranet and FPMIS.





� 	For TCP projects, this subsection may be integrated in 4.4.





� 	This subsection is not required for TCP projects.


� 	Not required for TCP projects.





� 	Find additional information on “Evaluation and Audits” in � HYPERLINK  \l "app6" ��Appendix 6�.


�  These are mandatory for certain project types (please refer to the � HYPERLINK  \l "attach3" ��Project Type Matrix� for details). 


�	Glossary of key terms in evaluation and results based management. OECD DAC (2002) available at � HYPERLINK "http://www.oecd.org/dataoecd/29/21/2754804.pdf" ��www.oecd.org/dataoecd/29/21/2754804.pdf�.  


� 	Flint M (2003).


� 	Flint M  op cit.


� 	The criteria applied by FAO for recognizing the intergovernmental character of an organization are as follows: (a) the organization should have been set up by an intergovernmental convention (a convention to which the parties are States); (b) the governing body of the organization should be composed of members designated by governments; (c) the income of the organization should be made up mainly, if not exclusively, of contributions from governments (source: “Guiding lines for formal relationship agreements between FAO and other intergovernmental organizations” approved by the FAO Conference at its tenth session in 1959). 


� 	The LIFDC classification was last reviewed by the 28th session of the Committee on World Food Security, in the publication CFS/2002/INF/6. The LDC, LLDC and SIDS categories are described in the Web site of the Office of the High Representative for LDCs, LLDCs and SIDS (UN/OHRLLS):  � HYPERLINK "http://www.un.org/special-rep/ohrlls/ohrlls/aboutus.htm" ��http://www.un.org/special-rep/ohrlls/ohrlls/aboutus.htm�





� 	The list of high-income countries can be extracted from World Bank’s Web site (click on the following link): � HYPERLINK "http://web.worldbank.org/WBSITE/EXTERNAL/DATASTATISTICS/0,,contentMDK:20421402~pagePK:64133150~piPK:64133175~theSitePK:239419,00.html" ��http://web.worldbank.org/WBSITE/EXTERNAL/DATASTATISTICS/0,,contentMDK:20421402~pagePK:64133150~piPK:64133175~theSitePK:239419,00.html�


� 	Source: CL129/3. Until a TCP specific cost-recovery system is established, access by high-income developing countries and developed countries to FAO technical assistance would preferably be granted under the Unilateral Trust Fund (UTF) modality.
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Stakeholder analysis – identify who has an interest and who needs to be involved

Objectives analysis – identify solutions

Problem analysis – identify key problems, causes and opportunities; determine causes and effects

Activity scheduling – set a workplan and assigning responsibility

Resourcing – determine human and material inputs

Developing the logframe – define project structure, logic, risk and performance management 

Options analysis – identify and apply criteria to agree strategy
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