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l. I ntroduction

This manual is designed to assist and guide project managers, programme officers and fund management
officersto formulatehigh-quality projects and activities that effectively promote the mandate and mission of
UNEP. The manual aimsto assist project management by setting out procedures and requirements for project
preparation, approval, revision, reporting, monitoring, and evaluation. The end-results aimed at are projects
that comply with the UNEP mandate, are focused and effective, and have substantial and sustainable long-
term impacts.

The manual contains three distinct segments:

@ Overall guidance on project planning and design: Project cycle and description of each phase
(section 11); and key elements to consider during project formulation — poverty alleviation and environment,
gender -sensitivity, project sustainability and logical framework matrix (section I11).

(b) Procedur al and administrative aspects of UNEP project preparation, approval, monitoring and
evaluation (sections IV-VIII);

(c) Donor -specific requirements for project document preparation, approval and reporting, namely
United Nations Foundation (UNF), United Nations Development Account and Global Environment Facility
(GEF) (sections IX-XI).

Changes introduced in this new edition of the UNEP project manual are listed below:*

(a The project development, design and logical framework (section I11), UNEP concept proposal
format (section 1V), project document format (section V), project approval process (section V1), and project
reporting requirements (section VII) have been substantially changed.

(b) Cross-cutting thematic issues of poverty alleviation and environment and gender sensitivity
have been updated and explained with a focus on project formulation and planning (section I11).

(© Project planning and document preparation have been explained within the larger context of
project cycle management (section I1).

(d) A user -friendly index has been added to the UNEP project manual publication.

(e) Cross-references have been added throughout the text for easy reference and search of relevant
information.

U] The webpage version of the manual, available at http://www.unep.ora/pcmu/project manual
contains more information, such as references, examples and electronic versions of project reporting forms.
The webpage version of the manual will be updated and revised as and when necessary.

A.  Conceptual foundations of UNEP programmes and pr oj ects

The mandate of UNEP isto serve as a coordinator of environmental issues and a catalyst for environmental
action and awareness within the United Nations system. The mandate requires UNEP to keep the world
environment situation under review and to ensure that emerging environmental issues of international
significance receive due consideration by Governments. This goal is to be achieved by adopting a functional
and interdisciplinary approach in order to catalyze environmentally - sound sustainable devel opment.

The current UNEP mandate and priorities are mostly derived from Agenda 21, the Millennium Declaration,
the World Summit on Sustainable Development, relevant outcomes of major United Nations conferences,
resolutions of the General Assembly, and decisions of the Governing Council of UNEP.

Relationship between UNEP programmes and projects

Figure 1 illustrates how programmes, projects and internally implemented activities are hierarchically inter-
related. Projects and internally implemented activities are the primary means and building blocks for

! The previous UNEP project formulation, approval, monitoring and evaluation manual was issued in December 2000.

1 Introduction
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achieving the overall mandate and objectives of the subprogrammes and, in turn, of the overall UNEP
programme.

Figure 2 explains the relationship between functional programmes (subprogrammes or divisions) and thematic
programmes. The UNEP mandate and objectives can be effectively achieved only by bringing together
relevant thematic elements of the functional programmes through inter-divisional collaboration, allowing
logical integration of thematic activities among divisions.

Biennial programme plan: widely known as the strategic framework

The biennial programme plan outlines the policy focus and strategic direction of the work of the organization,
including what it intends to accomplish within the tweyear period. Preparation of the biennial programme
planisdriven by legislative mandates that reflect the priorities set by the General Assembly, the Governing
Council and major inter-governmental processes as well as emerging environmental challenges.

At the programme level, the plan consists of a succinct narrative highlighting the overall orientation of the
programme; at the subprogramme level it comprises the overall objective and the biennial strategy for
reaching the objective. The plan incorporates the results expected at the end of the biennium, including
indicators for measuring their achievement.

It is necessary to take along-term view in the development of the biennial programme plan to ensure that
biennial proposals are directed towards realizing the vision and longterm goals of the organization and that
they build on what has been accomplished in the past. Consequently, the plan should reflect a gradual and
incremental delivery of the programmes of an organization. Figure 3illustrates the programme and project
cycletimelines.

Introduction 2
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Figure 1: Linking projects and internally implemented activities to UNEP programmes
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Figure 2: Relationships between UNEP functional programmes and thematic programmes

UNEP objectives
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Thematic objectives

Tl

Functional programmes

Divisions: DEWA, DPDL, DEPI, DTIE, DRC, DEC, DCPI, DGEF

Te

Projects and internally implemented activities

Biennial programme of work and the budget

The biennial programme of work outlines the financial situation over the two years and, within that
framework or context, the availability and proposed use of resources for programme activities and support
operations of al organizational elements (including subprogrammes) as well as their work programmes.

The programme aspect of the biennial programme of work is formulated on the basis of the biennial
programme plan (strategic framework). This involves defining outputs that must be delivered to achieve the
biennial results and targets established in the biennial programme plan. The financial framework and the
programme and support budgets are prepared in accordance with the harmonized budget format recommended
by the advisory committee on administrative and budgetary questions.

The biennial programme of work covers the work of the organization, funded from the United Nations regular
budget, the Environment Fund, the United Nations Fund for International Partnerships (UNFIP), the
Development Account, trust funds and other earmarked contributions directly supporting programme
activities funded by the Environment Fund. It does not include work funded by the Global Environment
Facility, the Multilateral Fund for the Implementation of the Montreal Protocol, and the special funding
mechanisms of Multilateral Environmental Agreements and the Regional Seas programme

Introduction 4
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Figure 3: Programme and project cycle
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. Review by
gg\ge\xby Committees
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: - May)
Proposed Strategic |Submission to (Oct.-Dec.)
Framework for the |NY HQ (end
Biennium 2006-2007 |of Feb.) Approval by
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Review by
CPC (Jun.)
Submission to] Review by
CPR (Mid- |ACABQ (Oct.
A July) Dec.)/
I op! -
Programme and 2??;'2?7 o Approval Review by Review by Committees
Budget (PPB) for Submi 5 - by GC CPC of the GA/ Approval by
the biennium 2006- SN0} e GA
2007 NY HQ
(Dee)
Review by
CPR (Sept.)
Approval by the PAG (by the 15 Quarter of 2006): implementation of internal activities (throughout the biennium)
Costed Workplan _
for thebi enniEm Submissionto PCMU 6-monthly 6-monthly 6-monthly Report on Programme
2006-2007 (Early Nov.) monitoring monitoring in| monitoring in Performance for the biennium
inIMDIS IMDIS IMDIS 2006-2007 in IMDIS
,Pr oject . Approval by the PAG; implementation of the projects; quarterly expenditure reports; annual progress reports; fina
implementation in reports
2006-2007
ACABQ: Advisory Committee on Administrative and Budgetary Questions; IMDIS: Integrated Monitoring and Documentation Information System;
CPC: Committee for Programme and Coordination; PAG: Project Approval Group;
CPR: Committee of Permanent Representatives, PCMU: Programme Coordination and Management Unit

GA: General Assembly;
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Costed work plan for internally implemented activities and projects

Asillustrated in Figure 4, there are two venues for delivering activities approved in the biennial programme of
work — costed work plans and projects. All UNEP activities in the costed work plan should be already
incorporated in the biennial programme of work, which is approved prior to the current biennium. Depending
on the funding sources and imp lementation modality, the activities can be either developed as projects or
pooled under the costed work plan of the responsible divisions.

The costed work plan serves as the legal basis for the disbursement of Environment Fund resources for:

(@ Meeting the mre operational needs of the Divisions, including staff costs and other indirect
costs of implementing the programme of work;

(b) Financing the direct cost of activities of the programme of work that are implemented
internally; and

(c) Financing activities of the programme of work that are implemented externally through
memorandums of understanding and letters of agreement. Further guidance is provided on costed work plans,
memorandums of understanding and letters of agreement in annexes XVII1 and XIX.

Activities should be developed as projects, firstly, when UNEP provides funds to cooperating agencies? or
supporting organizations® for project implementation, other than through the modality of memorandums of
understanding and letters of agreement or, secondly, when the responsible project manager finds it
advantageous to formulate a project for donor -funded and internally implemented activities. Therefore,
projects can be implemented either externally or internally. Further guidance is provided on project document
preparation, formulation and project approval processes in sections V and V1.

2 Cooperating agency: A specialized United Nations agency or a United Nations fund or programme, cooperating in the
implementation of a project.

3 Supporting organization: A governmental, inter-governmental or non-governmental organization outside the United
Nations system which helps in the implementation of a project.

Introduction 6
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Figure 4: Relationship between funding and implementation modalities
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B. Funding
UNEP depends mainly on voluntary funding. * The major funding sources for UNEP projects are the
following:
@ Environment Fund: The Environment Fund comprises voluntary contributions from

Governments and is the principle modality of financing implementation of UNEP programmes. The
Environment Fund mainly supports internally implemented activities and staff and operational costs included
in the costed work plans. The level of contributions to the Environment Fund, however, has not been adeguate
to fully implement the programme activities approved by the Governing Council. Additional financial
resources, in the form of earmarked contributions and trust funds, have helped UNEP carry out its work.

(b) Trust funds: Trust funds are earmarked by donors for specific purposes, and each trust fund is
identified as a distinct source of funding. The resources are managed accordingly. Projects using trust funds
are charged a programme support cost levied by UNEP on expenditures under each trust fund. The
programme support cost is usually 13 per cent unless a lower rate has been agreed to by the Executive
Director. Establishing a trust fund requires approval of the Governing Council and creating a trust fund
agreement and its terms of reference need to be approved by the Executive Director. Compared to earmarked
contributions, trust funds tend to be for broad use of funds under specific thematic areas.

(© Earmarked contributions: Earmarked contributions are made by Governments, United Nations
agencies, other organizations, non-state actors and individuals for specific activities, services and facilities for
individual projects. They include contributions from the Global Environment Facility, the United Nations
Foundation (UNF) and the United Nations Development Account. In principle, a programme support cost is
also levied by UNEP on earmarked contributions. Earmarked contributions from profit-making organizations
are accepted by the Executive Director as long as the contributions are directed towards activities consistent
with the programme of work, and with the prior approval of the Governing Council or its subsidiary body
when the amount exceeds $500,000.

Partnership agreements between UNEP and donor Governments: In order to strengthen strategic
collaboration between UNEP and Governments of donor countries, UNEP has recently initiated the
development of partnerships or framework agreements with some Governments. The principle aim of such

4 UNEP receives less than 4 per cent of its total annual financial requirements from the United Nations regular budget.
® Seefinancial rules 203.3 and 204.2.

7 Introduction
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agreements s to streamline and consolidate funding for UNEP activities within the programme approved by
the Governing Council. Such agreements mean more predictabl e and stable funding, enabling UNEP to better
plan ahead while reducing time and resources spent on administration. Contributions through partnership
agreements can be channeled either through trust funds or earmarked contributions.

Introduction 8
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Project cycle

The project cycle can be explained in terms of five phases: identification, preparation and formulation, review
and approval , implementation, and evaluation. Distinctions among these phases, especially between
identification and preparation, are often unclear in practice and their relative importance varies greatly,
depending on the character, scale and history of the project.

Figure5: Project cycleb

| dentification

Preparation

Evaluation and .
formulation

Implementation Review and
approval

Phase 1. Project identification

Project identification starts from an understanding of the UNEP mandate and objectives. It involves
identifying environmental problems to be addressed and the needs and interests of possible beneficiaries and
stakeholders. The problems and the most realistic and effective interventions are analyzed, and ideas for
projects and other actions are identified and screened.

Situation analysis

An environmental situation needs to be assessed and analyzed. This objective analysis enhances
understanding of the likely causes and linkages between existing problems and the needed actions. A
situational analysis based on a scientifically sound corceptual framework generates key actions and strategies
to be applied for the intended project intervention. Latest country reports and statistics prepared by
Governments, researchers, or international organizations on the relevant environmental, social and economic
issues, including gender and poverty, can facilitate the assessment. A situation analysis should include
analyses of needs, interests, strengths and weaknesses of key stakeholders and beneficiaries. Procedural steps
for relevant situation analysis are detailed in annex 11.

® The five phases of the project cycle should be viewed as iterative steps, not as a linear set of sequential steps.
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2. Theidentification test
A proposal may be deemed to have passed the identification test and be ready for detailed preparation when:

 Mgor options and alternatives have been identified and some initial choices made;

«  Theprincipal institutional and policy issues affecting project outcome have been identified and
deemed amenable to solution;

*  The project options selected are expected to be justified, given rough estimates of the expected
costs and benefits;

* Thereisjustifiable expectation that the project will have adequate support from the relevant
political authorities, other stakeholders and the intended beneficiaries;

*  Thereis compatibility with UNEP mandate and objectives.

3. Preparation of concept proposal for sponsorship

Project formulation begins with the drafting of a proposal for sponsorship (a short concept proposal of 4-5
pages) that lays out preliminary ideas, objectives, results, strategies, outputs and activities. This proposal is
used as the basis for consultations with implementing partners and Governments. Section 1V details the format
and procedures for preparing concept proposals for sponsorship.

B. Phase 2: Project preparation and formulation

1 Feasibility study

A feasibility study should form the core of the proposal preparation process. Its purpose is to provide
stakeholders with the basis for deciding whether or not to proceed with the project and for choosing the most
desirable options. The feasibility study must provide answers to the following basic questions:

Does the project conform to the development and environmental objectives and priorities of the specific
country and or region?

Is the project technically and scientifically sound, and is the methodology the best among the available
aternatives?

Is the project administratively manageable?
Is there adequate demand for the project’ s outputs?
Isthe project financially justifiable and feasible?
I's the project compatible with the customs and traditions of the beneficiaries?
Isthe project likely to be sustained beyond the intervention period?
2. Project document formulation

Project preparation and formulation and project document formulation are simultaneous processes. Once the
feasibility study has taken place and implementation arrangements are agreed upon, the concept proposal
(which would have been revised throughout the process) is transformed and expanded into a project document
throughout the project preparation and formulation phase. The project document is a summary of the situation
assessment, judification of methodology and strategies for achieving the targeted changes, which come from
each step taken through project cycle phases 1 and 2. Since project formulation is an iterative process, it is
important to consult again with selected partners and colleagues as the document is formulated. Section V
provides detailed guidance on UNEP project document format and contents.

3. Establishment of baseline and target data

Data or information in the subject area of the intended project should be gathered during the project
identification process (phase 1) and analyzed to assess the condition or situation of the targeted populations or
areas. It is possible that the existing data or information are insufficient or not valid, or that the necessary data
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or infor mation do not exist at all. In these cases, the project identification process will need to include rapid
assessments. Collection and analysis of such data form the baseline data for developing indicators for
measuring outputs and results.

The feasibility study guides project managers in proposing reasonable and achievable targets or outcomes.

4, Project implementation planning

Success of project implementation often depends on the quality of project planning before the project begins.
The following UNEP project submission checklist (see annex V1) is designed to assess the feasibility of
projects and the readiness of project managers to undertake them. The checklist is designed as the project
managers’ reference guide in planning for effective and efficient project implementation.

@

(b)

(©

(d)

(e

()

(@)
(h)
@

()

(k)

Have al relevant UNEP Divisions and regional offices been consulted and are they fully
familiar with the project document?

Have the possible duplications or complementarities with existing or former Global
Environment Facility or UNEP projects been examined?

Have the roles and responsibilities of the implementing partners, including UNEP Divisions,
cooperating agencies or supporting organizations, been clearly established and agreed upon?

Do the implementing partners have administrative, technical and human capacities to
undertake the project?

Do the UNEP Divisions involved have the technical and human capacities to undertake the
project?

Have the priorities and needs of the countries selected for the project been identified and
incorporated in the project?

Do the relevant Governments support or endorse the project?
Has a gender-sensitivity analysis been conducted and incorporated in the project document?

Has the linkage to poverty alleviation been analyzed and incorporated in the project
document?

Have al key stakeholders been identified and included in the partnership for project
management?

Does the project incorporate activities to ensure policy, technical and financial sustainability
beyond the project implementation period?

C. Phase3: Project review and approval

UNEP has a project review and approval mechanism comprising an inter-divisional review (IDR) and a
project approval group.

The interdivisional review aims:

@
(b)

(©

To improve quality of UNEP proposals;

To promote knowledge-sharing among colleagues in a similar field of expertise by sharing
best practices, substantive and technical knowledge, and methodological or implementational
suggestions, including information about cooperating agencies or supporting organizations;
and

To enhance inter-divisional dialogue and collaboration in project implementation.

Inter-divisional reviews can take place either with the concept proposals for sponsorship, at the stage before
UNEP seeks funding for the project, or after the development of the full project document after funding is

secured.

The appraisal and approval process of the project approval group for projects and costed work plans varies
depending on the level and sources of funding. Project approval processes and requirements are detailed in

section VI.
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The project approva group applies the following approval criteria:

(@ The extent to which the activities, results and objectives conform and contribute to the UNEP
mandate and strategic and programme objectives;

(b) The extent to which the results identified are realistic, achievable and sustainable;

() Tht_e extent to which gender and poverty perspectives are reflected in project strategies and
activities;

(d) The linkage between the justification or background and the intervention being proposed;

(e) The capacity of UNEP and implementing partners to undertake the project;

U] The extent to which the project incorporates and builds on the previous experience and lessons
learnt of UNEP;

(9) The level of risk in full project implementation; and
(h) The extent to which the proposed intervention is sustainable and replicable.
D. Phase 4: Project implementation

Projects that go through the appropriate steps in phases 1 and 2 will take less time between approval and
implementation, and significantly reduce therisks involved in implementing a project. Budgeted resources are
more likely to be used to implement activities and achieve the intended results and objectives. Project
managers monitor expenditure, activities, output completion and workflows against thei r implementation
plans, output delivery and the progress made towards achieving the results and objectives according to their
anticipated milestones or benchmarks. Project sustainability beyond the project duration and replicability of
the project strategy and methodol ogy should be borne in mind throughout the implementation period.

1 Monitoring

Monitoring is a continuous process that aims primarily to provide project management and give the main
stakeholders early indications of progress or lack of progress towards achieving project objectives. A progress
analysis during project implementation through monitoring serves to validate the initial assessment of
relevance, effectiveness and efficiency or to fill in the gaps. It may also detect early signs of the project’s
success or failure. Monitoring assists project managers and implementing agencies to address any
impediments to progress and make adjustments so that results can be achieved within the designated
timeframe.

Monitoring is an internal process that also looks at project processes (both programmatic and financial) and
makes changes in assumptions and risks associated with target groups, institutions or the surrounding
environment. Section V1| elaborates the monitoring and reporting requirements for all UNEP projects.

2. Risk assessment and management

Projects often encounter risks during implementation. Managing risks by recognizing and preparing for a
range of possible future outcomes is an integral part of project management. Risks arise out of uncertainty,
both from internal and external sources. They could include:

*  Adverse changes in economic factors;

* Incorrect assumptions regarding project logic or sustainability considerations;
« Dissatisfaction on the part of target beneficiaries;

A breachof legal or contractual responsibility by the implementing agencies;
e Changesin the political and bureaucratic structure of the partner Governments;
»  Failure of the partner Governments to meet their obligations to the project;

»  Fiscal fraud and deficiencies in financial controls and reporting;

»  Athreat to physical safety of the personnel or breach of security; and

Project cycle 12



UNEP Project manual: formulation, approval, monitoring and evaluation

e Mismanagement.

During project implementation, the implementing agencies and project managers should update and refine
their risk assessment and formulate a risk management plan. When contingencies arise, risk management
strategies should be implemented.

E Phase 5: Project evaluation

Evaluation is a time-bound exercise that attempts to assess the relevance, performance and success of current
or completed projects, systematically and objectively. Evaluation determines to what extent the intervention
has been successful in terms of its impact, effectiveness, sustainability of results, and contribution to capacity
development. Evaluation, more than monitoring, asks fundamental questions on the how and why of the
overall progress and results of an intervention in order to improve performance and generate lessons learned.
When carried out after project completion, evaluation can contribute to extrading lessons to be applied in
other projects. Evaluations at the midpoint of the project or programme also provide timely learning that can
suggest mid-course adjustments. Section V111 elaborates evaluation regquirements for UNEP projects.
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Figure 6: Summary of the project cycle
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@

®)

Key elementsin project formulation: Poverty, gender, sustainability and
logical framework matrix

This section focuses on the key elements in project formulation. It elaborates the essential conceptual
elements that need to be considered during the project identification and preparation phases. These elements
are: poverty alleviation, gender-equality, project sustainability and building alogical framework matrix.

Poverty alleviation and gender - equality strategies should be part of the situational analysis which formsthe
base of project formulation, including formulation of alogical framework matrix. Situation analysis and its
procedure are detailed in annex I1.

Poverty alleviation and UNEP projects

Research shows that the links between human well-being and ecosystems are complex and of disproportionate
significance to the poor so poverty should not be considered outside of environment project goals and
objectives. Since 2001, UNEP has taken measures to ensure that the links between poverty and the
environment are captured in the organization's work. UNEP developed a conceptual framework which was
endorsed by the Governing Council in decision22/10in the year 2003, which further requested UNEP to
operationalize the conceptual framework. Furthermore, mainstreaming the poverty—environment nexus into
UNEP projectsis akey goal of the organization: in April 2004 the UNEP senior management group decided
that “all UNEP activities must have a bearing on poverty eradication”. This decision will further the
organization's contribution to the realization of the millennium development goals.

The following will assist project managers to incorporate a poverty alleviation perspective in their project
identification and preparation phases.

During the project identification phase

Assessing the needs of the poor

In order to assess the needs of the poor, it is necessary to review existing initiatives or activities related to the
poverty—environment nexus, and identify actions already taken and information available. If poverty
assessments, especially through participatory poverty assessment, have already been conducted by the
proponent’s own office, Governments or civil society, this information can be used to inform the project
identification phase. Participatory poverty assessment is the most popular technique for assessing the needs of
the poor and seeks to incorporate the perspectives of arange of stakeholdersin order to understand poverty in
itslocal, social, institutional and political contexts. Such assessment information helpsto identify the needs of
the poor as well as entry points for incorporating poverty reduction aspects into a project.

Another important source of poverty information is an integrated assessment, which includes ecosystems
mapping and geographic information system (GIS) data. Mapping findings of this assessment against the
participatory poverty assessment identifies poverty “hotspots’.
Defining general project objectives
On the basis of the exercise outlined above, the following questions should be asked to incorporate a poverty
alleviation perspective in defining project objectives:

*  What ecosystem services will the project target?

*  How do these ecosystem services relate to the constituents and determinants of the well-being of
stakehol ders?

» Do project objectives explicitly incorporate the links between poverty and the environment?

e What are the trade-offs or synergies among the ecosystem services and the various constituents of
well-being?

«  How will the possible negative impacts of the project on the poor be managed?

Key elementsin project formulation
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2. During the project formulation phase:

*  How will project components target the identified links between constituents of well-being and
ecosystem services?

» Doesaselection of the project components identify the existence of or the potential need for
instrumental freedoms7?

* Aretheseinstrumental freedoms relevant to the needs of the poor already identified in the project
identification phase?

*  How will the project components contribute to the sustainable use of ecosystems?

7 See annex 111 for further understanding on “instrumental freedoms’.

Key elementsin project formulation
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Figure7: Incorporation of poverty alleviation aspectsin the project planning process
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Gender equalityand UNEP projects

There has been a growing consensus that sustainabl e development requires an understanding of both women
and men’sroles and responsibilities within the community or country as well as their relationships to each
other. Improving the status of women is no longer seen as just a women’s issue, but as a goal that requires the
active participation of both men and women. Also, providing access to resources and opportunities to women
is seen as crucia for achieving environmental conservation and sustainable development as women play
decisive roles in managing bi odiversity, water, land and other natural resources.

A UNEP project should take a gender-inclusive approach at each phase of theproject cycle —identification,
formulation and preparation, implementation and evaluation. Project managers should be vigilart throughout
the project cycle about gender mainstreaming and gender-sensitive project implementation. However,
genderOinclusive approach requires particular attention at the project identification and preparation stage as
the structure and key elements of the project are defined during this stage. Gender equality aspects of the
project can be built into the project documents in the form of project strategy, activities, outputs, results or
indicators. Alternatively, it can be explained in the project checklist (see item 8 in annex VII).

17
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The following questions will assist project managers in incorporating gender equality in the project
identification and preparation phases.®

1 During the project identification phase:

@ Assessing women’s needs

*  What needs and opportunities exist for increasing women'’s productivity and/or production; access
to and control of resources and access to and control of benefits?

*  How do these needs and opportunities relate to the country’ s other general and sustainable
development needs and opportunities?

*  Have women been directly consulted in identifying such needs and opportunities?
(b) Identifying possible negative effects

*  Might the project reduce women’s access to or control of resources and benefits?

e Might it adversly affect women’s social and economic situation in some other way?

*  What will be the effects on women in the short and longer term?

2. During the project preparation and formulation phase:

@ Project’s impact on women's activities
e Which areas of women’s social and political empowerment does the project affect?

« Ifitisplanned to change women’s performance of that activity (locus of activity, remunerative
mode, technology or mode of activity), is this feasible and what positive or negative effects would
there be on women?

*  How can the project design be adjusted to increase the above-mentioned positive effects and
reduce or eliminate the negative effects?

(b) Project’ s impact on women’s access and control

«  How will each project component affect women’s access to and control of resources and the
benefits stemming from the production of targeted goods and services, and social and political
functions?

*  What forces could be set into motion to induce further exploration of constraints and possible
improvements?

«  How could the project design be adjusted to increase women’s access to and control of resources
and benefits?

(© Defining general project objectives and results
» Do project objectives and results explicitly incorporate women's needs?
«  Havewomen participated in setting the objectives and results?
*  What are the lessons |learnt from the earlier efforts relating to gender equality?
*  How hasthe present proposal built on earlier achievements?

8 Overholt, Anderson, Cloud and Austin (1984). Gender roles in development projects: A case book Kumarian Press:
Connecticut, United States.
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Figure 8: Gender-inclusive project planning process
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C.

@

Sustainability of the effectiveness and impact of the project

Most project interventions are temporary in nature, decreasing as the capacity of the designated institution or
country is built up. The phased withdrawal of such support through capacity - building measures should be
embedded as an integral part of project strategies and activities.

The longterm sustainability of the achievements of the project for the target beneficiaries needs to be clearly
thought out. Effectiveness or impacts of the project will be sustainable depending on the following factors®

€) Ownership by beneficiaries: The extent to which target groups and beneficiaries of the project
participated in its design and are involved in implementation so that it has their support and is
sustainable after the end of project financing;

(b) Policy support: The quality of the relevant sector policy and the extent to which the partner
Government has demonstrated support for the continuation of projed services beyond the
period of donor support;

() Appropriate technology: Whether the technol ogies to be used by the project will continue to
be operated in the long term (for example, availability of spare parts, sufficiency of safety
regulations, local capabilities of women and men to operate and maintain eguipment);

(d) Social and cultural issues: Whether the project takes into account local social and cultural
norms and attitudes, and what measures could be taken to ensure that all beneficiary groups
have appropriate access to project services and benefits during and after implementation;

(e) Gender equality: Whether the project takes into account the specific needs and interests of
women and men, whether it will lead to sustained and equitable access by women and men to
the services and infrastructures, and whether it will contribute to the goal of reducing gender
inequalities,

® Environmental protection: Whether and to what extent the project will preserve or damage the
environment and, therefore, support or undermine the achievement of longerterm benefits;

(9) Institutional and management capacity: What is the extent of the ability and commitment of
the implementing agencies to implement the project and continue to provide services beyond
the period of donor support;

(h) Economic and financial viability Whether the incremental benefits of the project will
outweigh its costs and the project will represent a viable long-term investment.

Sustainability can be embedded in the project through activities or strategies to provide necessary skills,
training and tools to local people so they can keep the project going and maintain the relevant technology or
equipment.

UNEP logical framework matrix

Different cooperating agencies, supporting organizations and donors, such as the European Commission, the
Global Environment Facility and some United Nations funds and programmes, use different versions of the
logical framework matrix. UNEP has adopted a simplified logical framework matrix format, which is
composed of objectives, results, outputs, and activities as the vertical logic, and objectively verifiable
indicators, means of verification and assumption as horizontal logic for results (see figure 10). The logical
framework matrix is required for all UNEP prgects. An example of awell -constructed logical framework
matrix is shown in figure 20 in annex 1V.

The following are the main elements of the logical framework matrix:
Vertical logic: intervention logic (objectives, results, outputs, activities)

Obj ectives

° European Commission (March, 2001). Project cycle management manual, EuropeAid Co -operation Office/General
Affairs/Evaluation.
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The objectives of the project or programme are the overall desired achievements involving a process of
change, to meet certain needs of identified end- users. Objectives should identify long-term benefits to final
beneficiaries, the future desired stuation or the conditions that must be satisfied. Objectives are high-level
aims which the project’s results will not necessarily fully satisfy, but will, nonetheless, contribute substantially
towards. The objectives of the project should be aligned with the objectives of the UNEP programme (see
figures 1 and 2).

Some suggestions for developing well-constructed objectives are:

«  Settheright level of articulation so that the objectives are both realistic and attainable;
« Do not set objectives that areequivalent to strategies, activities, processes or outputs;
e  State ameaningful and detectable level of change over a given period of time;

*  Oneor two objectives are adeguate for a programme or project;

 Make aclear distinction in the formulation of dbjectives and results;

« Do not formulate objectives with active verbs, such as: to study, to advise and to cooperate.

Results

Results are desired outcomes involving tangible benefits to end users, expressed as a quantitative or
qualitative standard, value, or rate. Results are the direct consegquences or effects of the generation of outputs
and lead to the fulfillment of the stated objectives.

Results should identify the specific beneficiaries or target groups of the project. They should state how, by
whom and when the outputs will be used to satisfy the aims of the project. So the project should be sensitive
to the beneficiaries’ specific needs.

Suggestions for formulating well-constructed results:

»  Express results as qualitative, quantitative or value added rates,

e Givetheresults a concrete naturein relation to the objectives;

*  Make sure the results have a clear cause and-effect relationship with the objectives;
*  Results should identify the end-users or beneficiaries;

. State a meaningful and detectable change;

e Avoidlongterm goals;

*  Never formulate results in an open-ended or on-going manner.
The clearer and more specific the results, the easier it is to formulate corresponding indicators.

Outputs

Outputs are the lowest level resultsin the logcal intervention chain and the final and concrete products of the
activities undertaken, the combination of which achieves the results of the projects —when the target groups
start to enjoy the sustainable benefits of the project. In other words, an output is a specific product delivered
by the activities that are needed to accomplish the project’ s objectives and results. Its delivery must be within
the control of UNEP and the implementing partners; it is an element for which UNEP and the implementing
partners can be held fully accountable. Note that the UNEP logical framework clearly distinguishes outputs
from activities: the latter are merely the processes that transform inputs into outputs.
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®)

The following points are to be considered when devel oping outputs:

»  The outputs should constitute theoptimal combination necessary for achieving the results;
«  They should be deliverable, given the project timeframe and resources;
e They should be described as concretely and precisely as possible, and in quantifiable terms;

« Atalower level in the hierarchy, outputs are often confused with activities. This can be avoided if
outputs are thought of as the outcomes of activities. For example, the implementation of
community-based plans for conservation of water resources is an output, while development of
transboundary water management plans, feasibility studies of hydraulic development scheme,
schemes initiated within the scope of the water management plans, and good practices identified,
promoted and implemented, are associated activities.

Activities

Activities describe the specific work or tasks to be performed within the project to transform resources into
outputs. Activities illustrate the links between inputs and outputs. Activities included in the project design
should be targeted to produce outputs. If an activity does not produce an output, it should not be included.
Activities included must be pertinent not only to the project outputs but also to the wider context of the

project’s aims (activities are appropriate for the partner organizations and local institutions, culture, available
resources, technology).

Activities should be selected based on a clear understanding of the problems and an analysis of the
opportunities and risks of the situation, and availalde or expected resources and capabilities. Project managers
should pay special attention to the specific interests of under-represented groups, such as women and people
living in poverty.

Horizontal logic: Objectively verifiableindicators or means of verification

Objectively verifiableindicators

A result is not always directly observable. It may reflect a broad idea that needs to be further defined before it
can be measured. Objectively verifiable indicators provide an opportunity to restate results in specific and
directly observable terms and are used to measure the extent to which the results have been achieved. They
correspond directly or indirectly to the results and are used to measure performance. A distinction must be
made between an indicator and its value, which is obtained by measurement. The value of the indicator is
important in measuring performance.

Assessing whether the objectively verifiable indicators are ‘' SMART’ is the best way to seeif they are
formulated appropriately. SMART stands for:

Specific: Specific enough that a subsequent assessment can objectively determine whether the
programme or project has been successful or not, and to what extent;

Measurable:  Objectively verifiable indicators should set a quantitative or qualitative value or rate,
formulated to allow meaningful comparisons with actual accomplishments. Including
anumerical target makes the result more specific and the measurement of
performance easier. Numerical targets can be expressed, for example, in numbers,
ratios and percentages;

Attainable: Objectively verifiable indicators should be set at levels that can be achieved and that
are the intended concrete accomplishments for a given result;

10 Common understanding is that outputs comprise reports, publications, training courses, advisory missions and servicing
of meetings and so on. However, they are not ends in themselves, but are often means for further activities, such as public
awar eness campaigns, advocacy to the policy makers, or consultation for the acceptance of key findings or
recommendations. Outputs in the UNEP logical framework matrix, however, define the “lowest level results’. Some of
the examples of the outputs are “training participants understood different approaches of participatory management of
natural resources,” “support structure organized and revitalized”, and so on.
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Redlistic: Levels should be set in arealistic way, given the respective project time and resource
frame;

Time-based:  Objectively verifiable indicators should express the benefits or changes that a
programme or project aimsto bring about by the end of the implementation period.

When formulating objectively verifiable indicators the following questions should be asked:

*  What characteristics, conditions or features would indicate that the results have been achieved?

e Would the collected data help one understand what is going on in the programme or project and
would they make sense in relation to the results?

Means of verification

Means of verification is the identification of data sources and methodologies to be used to measure the
objectively verifiable indicators. This information should be kept at a practical level — review or content
analysis of government documents; internal records, including memos and e-mail; audit reports; reports by
non-governmental organizations and other international agencies; surveys; interviews,; and rapid assessments.
While selecting existing and available data sources is recommended whenever possible, caution is called for
regarding validity and reliability of the data selected.

Assumptions

Projects are always subject to the influence of factors outside the direct control of project managers. Thisis
particularly so for projects which require the cooperation of a number of different stakeholder groups, for
projects implemented in poorly resourced and unstable environments, and for projects that require behavioural
changes on the part of participants.

Assumptions are external factors which could affect the progress and success of the programme or project, or
its long-term sustainability, but over which the project manager has no direct control. Underlying the
framework are several conditions which have to be met for the project to succeed, but which are outside of the
project’s control. It is meaningful, therefore, to have a clear view of the external factors and risksin project
implementation and to articulate them in the planning phase. During the project implementation phase, project
managers should monitor the influences of key external factorsin order to assess the progress towards and
barriers against the stated results and objectives.
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V.

24

Concept proposals for sponsor ship

This chapter outlines in-house processes for the preparation and approval of concept proposals for
sponsorship. UNEP needs to raise additional earmarked funding for priority areas because the current level of
funding provided by member statesto the UNEP Environment Fund isnot sufficient to finance all the
activities in the UNEP Programme of Work and Governing Council decisions.

Major sponsorsfor earmarked funding include:

»  Donor Governments (through trust funds and earmarked contributions);

*  TheUnited Nations Foundation, through the United Nations Fund for International Partnerships
(see section 1X);

«  TheUnited Nations Development Account (see section X); and

*  TheGlobal Environment Facility (see section XI).
Over the last few years, UNEP and selected major donor countries have realized that a departure from
working through stand-alone projects is necessary. UNEP has been trying to secure strategic long-term
funding for its thematic priority areas through partnerships with donors. This has significantly reduced the
time spent on fundraising for specific projects. Instead, priority areas are now funded on along-term basis and
the focus is, therefore, more on delivering quality resultsin order to ensure the continuation of partnerships.

While these partnerships have taken the form of agreements or mechanisms with different modalities, they
have the following common features:

»  They provide a framework for intensified policy dialogue and functional collaboration between
UNEP and donor Governments;

*  They provide a mechanism for strategic and coherent support for UNEP thematic priorities; and

*  They facilitate consistent reviews for the necessary adjustmentsin order to maximize results and
impact.

Since 2001, UNEP has devel oped partnerships with the Governments of Norway (Agency for Development
cooperation Ministry of Foreign Affairs), Belgium (Ministry of Development Cooperation), Ireland (Ministry
of Development Cooperation), the Netherlands (Ministry for Development Cooperation, Ministry of Foreign
Affairs) and Sweden (Ministry of Sustainable Development). Other governmental donors, which do not have a
partnership with UNEP fund UNEP activities on a case by - case basis.

There are, therefore, two types of donor contributions:

(@ Funding for broad programme frameworks: Programme proposals for broad frameworks of
activities, often involving various UNEP Divisions. Donors have started to put more emphasis
on a programmatic approach. Once the programme framework is approved, proposals can be
developed to tap into the resources allotted for particular programmes under the partnership
agreement; and

) Funding for project proposals: Project proposals for activities with a specific time and budget.
These are explained below.
Concept proposal preparation processfor sponsor ship
The preparation of project proposals for donor sponsorship starts with identifying UNEP priorities and needs,

as specified in the programme of work and Governing Council decisions, and estimating the financial
requirements. Based on this, the Divisions prepare project proposals for possible submission to donors.

The procedures for the development of project proposals for sponsorship include the following steps (see
figure 9 also):

€) Divisions develop priority proposals based on the UNEP programme of work and Governing
Council decisions. Proposals need to adhere to the guidelines outlined in section 4.3.

Concept proposals for sponsor ship
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(b)

©

(d)

(e

()

©)

Implementation capacity for the proposed projects needs to be firmly in place, technical
soundness of the proposals and complementarities with other existing and completed UNEP
projects need to be discussed, and proposals need to be developed well in advance of the
period for which funding is requested. Divisions also need to consult find management
officers regarding the feasibility and accuracy of proposed budgets for the proposals;

Divisions discuss any proposed projects with a regional focus with the Division of Regional
Cooperation (DRC) and the relevant regional offices. Likewise, regiona offices discuss their
proposed projects with the relevant Divisions before submission;

Division directors forward their proposals to the Resource Mobilization Unit™ which
acknowledges receipt and sends the proposals to the Programme Coordination and
Management Unit (PCMU) for technical screeningand an inter -divisional review (IDR).12 The
IDR provides all Divisions and the relevant regional offices with an opportunity to comment
on the proposal. The PCMU forwards all comments received to the project proponents and
advises them accordingly;

Proposals are considered fully compliant and finalized only after all comments and concerns
have been adequately addressed. Thisisthe responsibility of the Divisions. The Divisions send
the revised proposals to PCMU who forwards them to the Resource Mobilization Unit when
revisions are satisfactory. Only fully compliant and finalized proposals enter the sponsorship
pipeline. Resource Mobilization Unit confirms the acceptance of proposals into the pipeline
for submission to donors;

Divisionsinform the Resource Mobilization Unit if a proposal is no longer relevant or needs to
be updated;

Selection of proposals for sponsorship is made from the finalized proposals registered in the
pipeline. The Executive Director or the Deputy Executive Director makes aselection or
prioritization based on the overall priorities and funding needs of UNEP as well as the
priorities of donors. The past record of Divisions in implementing projects expeditiously (as
per the agreed schedule) is also taken into account as delays in implementation have negative
impacts on donor confidence;

When donor funding has been secured the full project document development and approval
process as outlined in figure 13, section VI commences. Depending on the implementation
modalities of the specific project, it can either be fused directly into the divisional costed work
plan or developed into a full-scale independent project document (see figure 4).

B. Fundraising process

There are two parallel processes for concept project proposals to be included in the funding proposal pipeline:

Pipelineapproach: For inclusion in the pipeline maintained by the Resource Moabilization Unit.
Resource Mobilization Unit uses the proposals in the pipeline to raise new or additional funds. A
standard format for such proposal submission for sponsorship is shown in the section IVB (see
also a sample concept project proposal for sponsorship inannex I).

Response to a call: In response to acall for proposals by a donor. A donor may specify the
thematic area for which proposals are invited and often there is a specific format to be adhered to.

For project areas not sponsored by partnerships, Resource Mobilization Unit assists in raising new earmarked
funding. As fundraising efforts must start early in the project or programme planning stage, most proposals
are prepared at the beginning of a new biennium in conjunction with the start of the implementation of a new
programme of work.

The Resource Mobilization Unit is responsible for the overall coordination and f acilitation of fundraising
activitiesin UNEP. Project concepts, after PCM U clearance, are included in the fundraising pipeline of the

L A division director should submit the proposal with a cover memo indicating divisional approval of the project proposal.

12 Programme Coordination and Management Unit has the right to return the concept project proposals to the proponents if
they do not meet the formatting requirements or quality standards.
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Resource Mobilization Unit which undertakes fundraising efforts for proposals in the priority list. The list of
UNEP projectsin the fundraising pipeline is available at http://www.unep.org/rmu/en/pdf/projects.pdf .

Project managers who have had any indication of possible funding or donor cooperation must inform t he
Resource Mobilization Unit in atimely manner for further coordination within UNEP. Whereas division
directors can discuss funding of activities or projects with Governments or donors, a formal proposal or
agreement is required to be submitted to the relevant Government or donor by the Executive Director or the
Deputy Executive Director after being briefed by the division directors concerned.

Concept proposals for sponsor ship
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Figure 9: Proposal preparation process for sponsor ship
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C. Format for concept project proposal
d “ United Nations Environment Programme

Lol Zaatall N padi o EEATRIEEAL N
PROGRAMME DES SATIONS USIES FOUR UENVIHONNEMENT « PROGRAMA DE LAS NACIONES UNDAS PARA EL MITHD AMBENTE
UNEP Mﬁmarw O BE BMHEHHE HALIR N0 DKPYNCAOWER CRERE

Concept proposal submission for sponsor ship

Title of subprogramme:

Titleof project:

L egislative authority:

Geographical scope:

Cooperating agency/Supporting or ganization
Duration of the project: (total number of months
and the starting month and year)

Cost of project: (expressed in US$)

Activity Year 1 Year 2 Total %

Funding requested from donor (s)

List of activities

Programme support cost

Cost to UNEP (cash and in-kind including staff-
time, logistic support)

Total cost of the project 100

Project summary

A project summary is required for all UNEP projects. The project summary should include information on the
targeted problems, objective of the project, the target group, the main activities and geographical area(s) where the
proposed project would be implemented.

Background

The project background identifies and elaborates the problem the project is trying to solve. As the project submission
for sponsorship tends to be short (3-5 pages), this section should be concise, including only directly relevant
information.

The background should include the following essential information:
Specific problem or challenges faced by the targeted area or population;
Urgency of addressing the core problem;
Relevant UNEP legislative authority and contribution to subprogrammes,
Prior actions to address the problem and how the proposed project complements them;
Achievements and lessons learned from similar past projects;
Specific knowledge, experiences or competency that UNEP possesses in order to implement the project
successfully;
- Institutional capacities of UNEP and other implementing agencies.
Proposal
The overdll outline of the project is described here. It includes information on:
How the project will ensure successful implementation (strategies);
How activities and outputs will be carried out (methodology);
How the division of responsibilities will be alocated among UNEP, cooperating agencies and/or
supporting organizations, and other stakeholders;
Criteria or justification for the project countries or regions selected; and
- Target beneficiaries and expected impacts on the target beneficiaries.
Objectives:
Results:
Outputs:
Activities:
(List objectives, results, outputs and activities in bullet point format.)
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V.

Proj ect document preparation

Once donors agree to fund the project, the concept proposal as reflected in the project submission for
sponsorship document is either developed into a full project document with details on budget and
implementat ion modalities or incorporated into the costed work plan.

When UNEP provides funds to cooperating agencies or supporting organizations for project implementation, a
project document (or memorandum of understanding or letter of agreement for onetime activities) is required.
If donor funds are to be used for activities directly implemented by UNEP, there is no need to formulate a
project document: the activities and their donorprovided funding can be included in the costed work plan of
the Division to which they relate. Project formulation is encouraged, however, even for internally
implemented activities, as the project preparation process requiresmore rigorous planning, strategizing and
preparation than implementation through the costed work plan channel. It therefore reduces the risk of delayed
implementation or failure. Some managers use this option, especially in cases where using the project
approachwill help them manage the activities and funds. In addition, some donors may request formulation
and approval of a project document as a condition for use of the earmarked funds provided by them (even if
the activities are to be internally implemented by UNEP). Projects follow the project approval group process
illustrated in figure 13.

The full project document is used as a tool for formulating and implementing projects, as well as for project
monitoring and evaluation. It is also alegal tool. The project document must be appropriately signed in order
for funds to be disbursed for the project. The document forms the contractual basis for any undertaking with a
cooperating agency or supporting organization. It also forms the basis for the terms of agreement for any
consultancy or contractual services for the project.

Completion of the UNEP project document

The guidelines set out below for completing the UNEP project document should be read in conjunction with
the rest of the manual, particularly section Il on the project cycle; section I11 on guiding principles for
integrating poverty alleviation and gender equality strategies, project sustainability and the logical framework;
and section VI on the UNEP project approval process.

The project proposal must be comprehensive and should reflect the relevant section of the approved
programme of work.

Programme officers should be guided by:

e Programming cycle and programme of work of UNEP;
e UNEP project design criteria; and
*  Relevant memorandums and circulars.

They should work in consultation with the fund management officer (using the fund management office
checklist as set out in section 7.1.5, Regional Directors and Programme Coordination and Management Unit,
to review the document).
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B.

Project document format

11
12
13
14

15
1.6

1.7

el Faadall ool palire WL EFEHYE

UNEP TP PN OPTAHMAALLAY DF LEMHEH B0 HALIA N0 OKPYRACILER CPEAE

UNITED NATIONS ENVIRONMENT PROGRAMME
PROJECT DOCUMENT

Section 1. Project identification

Title of subprogramme:

Title of project: (refersto proposed project)

Project number*: (to be alocated by BFMS)

Geographical scope: (refers to the countries or regions where the project will be implemented.
Implementation (internal, or cooper ating agency or supporting organization)

Duration of the project : (total number of months)

Commencing: Month, Year

Completion: Month, Year

Cost of project: (Expressed in US $)
uss

Cost to the Environment Fund
Cost to Trust Fund
Cost to Earmarked Contribution
Cost to the Cooperating Agency/Supporting Organization
Programme Support Cost (__ %)
In-kind Contribution (including UNEP contribution)
Total cost of the project

a United Nations Environment Programme

FROGRAMME D=E NATIOMS UNIEE FOUR LENVIROMNEMENT + PROCGRAMADE LAS NACIONES UINIDAS PARL EL SMEDID AMESIENTE

%

Signatures:

For the Cooperating Agency/ Supporting Organization For UNEP

Name and Functional Title Name and Functional Title

" They are additional components compared to the UNEP concept proposal format.
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(Continued)

1.8 Project summary

Section 2: Project background

2.1 Background

2.2 Legislative authority and contribution to subprogrammes®

Section 3: Proposal
3.1 Project description

3.2 Project impactson poverty alleviation and gender equality *

Section 4: L ogical framework matrix

(seefigure 10 for UNEP logica framework matrix)*

Section 5: Work plan*

Section 6: Institutional framework *

Section 7: Monitoring and reporting*

7.1 Activity reports
Refer to section VI for details. (See annex X for format of the activity report).
7.2 Progressreports
Refer to section V11 for details. (See annex XI for format of the progress report).
7.3 Final report
Refer to section V11 for details (see annex X1 for format of the final report).
7.4 Financial reports
Seeannex V for standard text.
75 Termsand conditions
Seeannex V for standard text.
7.4.1 Nonexpendableeguipment:
7.4.2 Responsibility for cost overruns:

7.4.3 Cash advancerequirements: (Seeannex XV for format of the cash advance statement)
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75 Publications

Use standard paragraphs (seeannex V).

. I

Section 9: Project budget*

(Seeannex VI for the UNEP budget format)

C. Key elements of the UNEP project document

@ Project summary

A project summary must accompany all project proposals to be forwarded for approval. The project summary
should include information on the main problems to be addressed, objectives of the project, the target groups,
the main activities and geographical areas where the proposed project is to be implemented.

(b) Background

The project background must identify and elaborate the problems the project intends to resolve. It must
introduce readers and users of the document to the original logic of the project. This section should be
concise, including only directly relevant material. The background sets the stage for understanding the
subsequent segments of information presented in the project document.

The background should include the following essential information:

*  Specific problems or challenges faced by the targeted area or population;

e Priority and urgency of the core problem;

»  Previous actions to address the problem and how the project complements these efforts;
*  Achievements and lessons |earned from similar past projects;

«  Specific knowledge, experiences or competency that UNEP possesses in order to deliver the
project successfully;

* Relevant ingtitutional capacity of UNEP and other implementing agencies.

* Relevant activities of the recipient Government donors and other United Nations agencies, as
appropriate, in order to show how the project might tie in with those activities.

(© L egidlative authority and contribution to subprogramme

The project document should provide clear linkages to the Governing Council decisions for the biennium, the
contribution to subprogrammes and the decisions and resol utions from the relevant United Nations
conferences (Millennium Summit, World Summit on Sustainable Development, and so on). Governing
Council decisions or General Assembly resolutions should be quoted where directly relevant (quote numbers
and heading or title of relevant decisions or resolutions or insert a short sentence summarizing the content).

d Project description
The overall outline of the project should be described here. It should include information on:
*  How activities and output generation will b e carried out (methodology);
e Implementation modalities with internal and external partners and stakehol ders;
»  Criteriaor justification for the project countries or regions sel ected,

*  How the proposed outputs and activities will help to address the current problem;
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C]

®

©)

»  Target beneficiaries and expected impacts on the target beneficiaries;

*  How the needs of particularly vulnerable or marginalized groups, such as women or peoplein
poverty, will be addressed;

*  How the project managers would ensure successful implementation (strategies);
*  How the project will address the sustainability of capacities of the target beneficiaries;

e If and how the project will ensure replicability of the project methodology, tool kits or lessons
learned in other regions, countries or communities.

Project impactson poverty alleviation and gender-equality

The project document needs to specify how the project contributes to achieving the Millennium Devel opment
Goal 1 (poverty reduction) and Goal 7 (environmental sustainaility) which are further addressed in chapter 11
of the Plan of Implementation of the World Summit on Sustainable Development and its specific actions
towards poverty eradication, and paragraph 7 of the Malmé Ministerial Declaration, which recognizes that the
integration of environmental considerations in decision-making is necessary to confront the underlying causes
of poverty. In April 2004, the UNEP senior management group decided that all UNEP activities must have a
bearing on poverty eradication. Section I11 and annex 111 discuss the linkage between poverty and environment
and some project intervention strategies for poverty aleviation.

Gender issues have been part of the UNEP mandate since the 1980s. As part of its objective to help achieve
sustainald e development, UNEP is now urging that national and international policies and programmes at
large must reflect gender equality and empowerment. Thisisin line with the Millennium Development Goals.
In particular, Goal 3 calls for gender equality in proj ect planning and gender -inclusive approaches in the
process of project planning.

Aswomen often bear a disproportionate burden of the world’ s poverty, poverty and gender issues are closely
interlinked. A strategic approach to addressing gender equality should be reflected in the project document
considering the needs, capacities, benefits and burdens of women and men.

L ogical framework

Section 3 discusses the UNEP logical framework matrix in detail. The matrix format is shown in figure 10 and
exampleis provided in annex 1V.

Work plan

The work plan sets out the timetable for carrying out project activities. The timetable must include the
expected starting and completion dates (in month and year) for each activity. It must also state who is
responsible for the implementation of each activity (cooperating agency, supporting organization or UNEP
division). Thisinformation is best presented as atable.

The work plan is an important tool for formulating and implementing a project. From the work plan, it is
possible to assess the implementability of a project, as follows:

* Arethetime horizonsrealistic (for approval, negotiation with cooperating agencies or supporting
organizations, delivery of outputs and administration)?

» Isthework load reasonably balanced?

* Areany activities likely to be held up by the timing of other activities?

A well-prepared work plan is particularly useful for monitoring and evaluation. The work plan is used in the
progress report as the reference point for assessing the project’s progress. As well as being an indicator of
progress, the work plan also highlights difficulties likely to be encountered in project implementation,
identifies backlogs or bottlenecks, and facilitates advance planning to resolve the anticipated problems.
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Figure 10: The UNEP logical framework matrix

Objectives (State the overall broader objective, to which the project will contribute)

Intervention logic | Objectively verifiable Means of verification Assumptions
indicators (OVI) (MOV)
Results State quantitative or State the sources of Sate externa factorsand
State the specifi qualitativeindicators information that exist or can | conditions not under the direct
b el Speﬁ 'ﬁ h showing whether and to be collected. control of the project which are
objectives, whichthe |, o4 extent the project’s necessary to achieve these
project shall achieve. | oevific objectives are objectives. State risksto be
achieved.) considered.
1. 11 11.
12. 12
Outputs
State the concrete outputs envisaged to achieve the results. What improvements and changes will be produced by
the project?
1.
2.
3.
Activities

State the key activities to be carried out and their sequence in order to produce the outputs.

1.1
1.2
2.1
2.2.
3.1
32
33

(h) Institutional framework

This subsection should give details of the management structure for project implementation. The roles and
responsibilities of the cooperating agency or supporting organization should be clearly defined. The following
issues must be addressed in formulating the institutional framework:

Who —organization, agency or individual — has ultimate authority for managing the project?
Who is or who are responsible for implementing specific activities of the work plan?
What are the respective roles and responsibilities of UNEP and the implementing organizations?

What is the machinery for implementation within UNEP, the implementing organization and
national staff?

Who will report the project results and to whom?
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Figure 11: Work plan examplel3
Activity Oct-Dec Jan-Jun | Jun-Dec | Jan-Jun | Jun-Dec Lead
2004 2005 2005 2006 2006 ingtitution

Regional activities:

Activity 1.1. Conduct statistica ICRAF
anaysis of longterm normaized
difference vegetation index data from
the advanced ver y high resolution
radiometer and ancillary data.

Activity 1.2. Sample these risk ICRAF
domains areas with moderate and high
resolution satdllite imagery and
classify imagesinto vegetation cover
classes.

Activity 1.3. Identify candidatesites ICRAF
for ground sampling of Stes.

Activity 2.1. Develop training manual ICRAF
on land degradation surveillance
including satellite image acquisition
and processing, soil spectra library
development, and data andysis tools.

Activity 3.1. Hold regional training ICRAF
course for national scientists and
resource managers on land
degradation surveillance.

Activity 4.1. Conduct national scale UNEPR;
environmental accounting (emer gy UFCEP
evaluation) on status of nationa
environmental resources, and evauate
land degradation impacts on
economic/environmenta systems.

Activity 4.2. Conduct a regional UNEP,
contrast with national scale emergy UFCEP
evauation for seven other nations in
the region less reliant on dryland

resources.
Activity 4.3. Conduct historic time UNEP;
series emergy andyss a five-year UFCEP
intervals.

A work plan format isillustrated in figure 11, which lays out the relationship between activities, identification
of responsible agencies or organizations and the timeframe for implementation.

*  What are the addresses for correspondence regarding the project (including e-mail addresses, if
available)?

*  What are the mechanisms for monitoring and evaluation?

13 From the project entitled “An ecosystem approach to restoring West African drylands and improving rural livelihoods
through agroforestry-based land management interventions’.
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0)

Figure 12 is an example of a project management structure illustrated in a diagram format. Thisdiagram isa
useful tool when there are multiple subprojects and when more than one partner isinvolved in project
implementation.

Monitoring and reporting

The project document must specify the procedures to be used for monitoring and reporting. Both the routine
monitoring and special monitoring requirements should be specified in the project document. Each project
must have a monitoring plan indicating the frequency and schedule of reporting as well as the responsible
reporters.

UNEP project managers are responsible for ensuring that cooperating agencies or supporting organizations
respect all UNEP project requirements regarding reporting, terms and conditions and new publications. These
requirements should be accepted by the cooperating agencies or supporting organizations before the project
document is approved by the project approval group. Standard paragraphs on these requirements are available
in annex V and the relevant texts should be included in the project document as appropriate.

Evaluation

This section should state what type of evaluation will be carried out (desk evaluation, independent in-depth
evaluation, midterm, terminal, or ex-post). It should also list the organizations that will participate in the
evaluation. Evaluation and Oversight Unit should be consulted for any in-depth evaluation regarding terms of
reference of the evaluation consultants, evaluation procedures and reporting. In-depth evaluation components
should be included in the project if the total project budget is more than $500,000.

Refer to section VIII for further details and criteria.
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Figure 12: Example of diagram on work responsibilities and coordination with stakeholders

International steering committee

environment links.

To provide overall policy guidance and vision on poverty—

International networksof experts

Provide technical briefsto technical

advisory group. Produce technical Technical advisory group
papers for national institutions and

commissions.

steering committee.

Provide technical advice and expertise to the international

Project coordinator

inputs.

Overall management and reporting. Provide substantive

Ensure policy coherence between regional priorities and

Regional institutions/Regional banks Ministries of Environment/Ministries of Finance and

Planning

national o bjectives. Ensure that regiona action plans are Focal points for the implementation of activities at national
carried out. level. Responsible for setting up national commissions.

National institutions

Carry out planned activities.

Provide technical expertise.

International resear ch institutes

Provide technica backing to national
ingtitutes. Build needed capacities of
national experts.

14 From the project entitled “ Strengthen environmental policy and management capacity on poverty alleviation and

sustainable development in Africa’
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11.

Project budget

Every project document must include a detailed project budget. The following are the main budget lines to be
included in the project document. See annex V1 for the UNEP budget format.™

10

Project personne

1100

Proj ect personnel
Each post should be identified by a pos number and recorded on a separate budget subline.

Full job descriptions should be attached.

(Thetitle of the post and grade should be indicated).

Budgetary provision should be expressed in United States dollar equivalent and in work months for each year of the
budget; the minimum unit for postsis a half-month. Actual salary costs should be used where known, with the addition of
an estimate for travel on recruitment, separation, home leave, and education grant — common staff costs. Where these are
not known, standard costs by grade should be used, as amended from time to time. Standard salary costs include
provision for travel on recruitment, home leave and repatriation, as well as education and separation grants.

Travel on officia business should notbe budgeted under 1100.
Staff training costs can be budgeted under 1100.
Note: T he approval of the Executive Director isrequired for al new posts.

1200

Consultants

Consultants services (covered by special-service agreements) should be budgeted on a sep arate budget subline (one
consultant per line).

Firms should be offered institutional contracts.
Terms of reference for each consultant should be attached.

Standard costs, as revised from time to time, should be used to cal culate costs. These include provision for fees, travel
and per-diem. Where actua costs are known, these should be used instead of standard costs.

For projects executed by a cooperating agency or a supporting organization, this subdivision excludes consultants hired
directly by UNEP; they should be budgeted under line 1281.

Only individuals can be offered special- service agreements, firms are offered contracts (see subcomponent 20).

15 Office of Internal Oversight Services, United Nations audit report in 2002 suggested that UNEP ensure accurate,
complete and verifiable financial information on publishing activitiesin the budget tables of the project documents. The
budget table in the UNEP project manual can accommodate disaggregated budgetary information regarding publications,
such as writing and editing, translation, printing and distribution, and so on. Project managers should make sure, as much
as possible, that reporting or publication budget information is provided in a disaggregated format.
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1300

Administrative support personnel
Administrative support personnel include:

a) Administrativeassistants (as distinct from professional administrative officers), secretaries, typists, clerks,
drivers, and so on.

b) Trandators, revisers, interpreters and conference typists (recruited for meetings).
Full job descriptions for each of the above should be attached.
(Thetitle of the post and grade should be indicated).

Items such as temporary assistance and overtime should also be budgeted under this subdivision. The above rules for
budgeting for 1100 also apply.

Note: For internally implemented projects and costed work plans approval of the Executive Director is required before a
new post isincluded.

1400

Volunteers
A proforma per-month cost should be used for volunteers when it is not possible to estimate actua costs.
Work-months should be indicated.

1600

Travel on official business

All mission costs (travel costs and per-diem) relating to the travels of project personnel on official business (other than
travel for recruitment, home leave and repatriation which are budgeted under 1100 and 1300) must be included under this
budget subline. For internally implemented projects, other than those implemented by a UNEP regional office or units
outside Nairobi, which are budgeted under 1681, travel undertaken by UNEP personnel, including travel to meetings,
should also be budgeted under 1600.

Note: Travel of UNEP staff under 1600 should be project activity oriented and reflected in the project work plan.

20

Subcontracts'®

Contracts (including memorandums of understanding and letters of agreement— see annex X1X for guidelines) other than
those listed below should be budgeted at their estimated costs and shown separately. The nature of the contract should be
specified in the work sheet.

The following contracts should not be included under this budget subline:

@ Personnel contracts — lines 1100;

® Consultancy contracts — lines 1200;

© Repair and maintenance of equipment— lines 5100;
@ Equipment purchases— lines 4100 or 4200;

© Printing and publishing contracts - Lines 5200.

2100

or
2200

Subcontracts with cooper ating agencies (United Nations)

Subcontracts with supporting organizations (non United Nations and non-pr ofitmaking)

30

Training

16 Projects involving acquisition of property, including products and real property, and of services have to undergo the
procurement process. The reguirements for and the methods of effecting procurement depend on its estimated cost and
other consideration.
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3100

Fellowships

Budgetary provision should be made for the total estimated costs of al fellowships, including travel, stipend and training
fees.

3101 Stipend
3102 Travel costs

3200

Group training

This item should be used for budgeting participation in training courses, seminars, workshops, study tours, and so on.
The cost of travel and per-diem should be separately estimated for each training course or workshop:

3201

Training course on

3202

Study tours (sometimes study tours and field trips are part of training courses or workshops);

3203

Workshops or seminars on
The approximate number of participants should be indicated together with tentative dates and venue.
Note: UNEP, in principle, provides funds only for training of participants from developing countries.

3300

Meetings or conferences

Budgetary provision should be made for the total estimated costs of participation in meetings, conferences, and so on.
The approximate number of participants should be indicated together with tentative dates and venue.

UNEP staff participation (travel and per-diem) in meetings and study tours should not be included under any of the above
lines, but under lines 1600 as appropriate.

40

Equipment and premises

4100

Expendable equipment

This refers to expendable property or equipment with an original cost of under $1,500, for which inventory records are
not maintained. Purchase of office supplies, books and documents, disposable laboratory equipment, and so on should be
budgeted under this line.

4200

Non-expendable equipment

Thisincludes items of property or equipment valued at $1,500 or more per unit, usually with a servicegble life of five
years or more, as well asitems of attraction such as pocket calculators. Property records and controls must be maintained
and inventory forms submitted to UNEP with half-yearly progress reports submitted on 30 June.

Note: - A list of non-expendable equipment, including the estimated costs, should be attached to the project
document;

- The definitions used here are those employed throughout the United Nations system (see ST/AI/374 dated 16
January 1992).

4300

50

Premises

Whenit is necessary to purchase or rent premises to implement a project, the cost should be estimated and shown against
this line. Maintenance of premises should also be budgeted under this line.

Miscellaneous

5100

Rental, operation and maintenance of equipment

Budgeted under this line are: rental, operation and maintenance of office and computer equipment; repair, maintenance
and insurance of vehicles; purchase of petrol, and rental of meeting room and equipment.

5200

Reporting cost

Estimated or standard costs should be budgeted for editing, trandation, printing, and distribution of reports and
publications, and shown under separate budget sublines.
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5300

Sundry

Thisitem covers expenditures such as freight and port clearance charges, postage and communications costs.

Hospitality

Thisitem covers the hospitality expenses incurred in connection with receptions given in honour of participantsin
conferences, seminars, and so on., held under the project. Where hospitality or entertainment costs are involved, the
reason for, the type of hospitality, and the numbers invited should be indicated precisely. Expenditures should be
incurred in accordance with the official hospitality guidelines (see ST/A1/192/Rev.2 dated March 1993).

5500

Monitoring and Bvaluation

Budgetary provision should be made for the monitoring and evaluation of projects, in particular, for projects with a
cumulative budget of $500,000 or more, as well as for pilot and demonstration projects.

Criteriafor determining budget subline against which travel should be charged

1100

Project personnel

Travel for recruitment, separation, home leave and education grants of the staff members as well as their dependents, is
covered by the common staff costs included in the amount budgeted for each post, and is authorized by the Human
Resources Management Service (UNON) once they have received a request to recruit against one of the project posts.

1200

Consultants
Travel of consultants recruited against line 1200 should always be charged to the same budget subline.

1300

Administrative support

This covers the same travel asin line 1100, in regard to GS staff, trandators, revisers, interpreters and temporary
assistance personnel where appropriate. Conference servicing costs including translators interpreters, and sound
engineers (travel, DSA and sadaries), should be budgeted under 1321, 1322 and so on.

1600

Travel on official business

All mission travel of project personnel not covered by common staff costs under 1100 or 1300 above, is to be charged to
thisline.

3100

Fellowships
Travel (aswell as stipend, training fees, and so on) of fellows.

3200

Group training
Travel (aswell as stipend, training fees, and so on) of trainees.

3300

Meetings or conferences

Travel of participantsin the meetings or conferences should be charged under thisline. Travel of project personnel,
agency staff or UNEP staff must not be charged to this budget line even when they are attending such meetings. Their
travel should be charged to line 1300 or 1600 as appropriate. Agency staff travel should come from the contribution to
the project budget by the agency concerned.

Line 1220, 3220, 4120, 4220 and so on Unspecified

The inclusion of unspecified as an object of expenditure line should be temporary for budgeting purposes only. Once the
activities become clear, the actual object of expenditure lines should be identified and expenditures charged to those lines and
reflected in future revisions.
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VI.

@

Project approval process”

The project approval processin UNEP intends to ensure that:

. All financial rules and regulations are adhered to;

. The project is substantively and technically sound;

. UNEP project design criteria have been met;

. The proposal fitsinto UNEP priorities and overall programme objectives;

. UNEP projects and activities are coordinated by and amongst divisions; and

. Project managers have met key implementation planning criteriato minimize risks likely to affect
successful and timely implementation of the project.

While the process may seem extensive, each step of the process is justified and necessary as the processis
designed to enhance the project’s relevance to the overall UNEP programme, project implementation
preparedness and rigour and overall success of the implementation.

Preparation of projects, costed work plans and revision$®

Once the concept proposals are accepted by the donors with necessary funding agreements (as set out in
section 1V) the following approval procedures usually take place within UNEP to prepare full project
documents or activities funded through the costed work plan framework.

Preparation of the project proposals or revision by the substantive office

This stage involves the first two phases of the project cycle— project identification and preparation (see
section 11). Preparation of project proposals involves consultation and collaboration with UNEP regional
offices, cooperating agencies or supporting organizations, concerned Governments and other stakeholders,
and the Budget and Financial Management Service(BFMS) of the United Nations Officein Nairobi.
Regional review
Regional Directors of regions where a project is to be implemented should be consulted to ensure that the
regional offices collaborate in project implementation and the needs of the region are properly addressed.
Cooper ating agency or supporting organization review
For external projects, comments should also be sought from cooperating agencies or supporting organizations
to ensure that the proposal is consistent with their capabilities and that they understand the project
requirements. Written agreement with the cooperating agencies or supporting organizations should be sought
on the objectives, results, indicators, outputs and activities, budget and reporting requirements.
Budget and Financial Management Servicereview (BFMS)
The Chief, BFM S requires the relevant fund management officer, on behalf of the fund, to ensure that:

»  The budget information is supplemented with details and justification, and the budget is adequate

and consistent with the project document (refer to section V for budgeting guidelines);
* All provisions for UNEP staff travel are related to project activities;

»  The cooperating agency or supporting organization isin agreement with the project proposal;

1 For Global Environment Facility projects, the UNEP/Global Environment Facility project coordinating committee
serves as a project approva body, and does not follow the procedures illustrated in this section (see section X| for detail).

18 Section 6.1 details the process related to the Environment Fund, Trust funds (except trust funds covering multilateral
environmental agreements) and other earmarked contributions.
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e Approval has been secured from the Executive Director for establishment of new project posts (if
any) o evidence is provided that approval has been sought from the Executive Director;

e Job descriptions, terms of reference, project travel plans and lists of non-expendable equipment, if
any, are attached;

» If the project aims to produce publications, a completed “ Proposal for a new publication” formis
included for each publicatbn (see annex V);

»  Breakdown costing of publications for writing, editing, translating, printing and distribution is
provided in a disaggregated format;

*  Adeguate funding is available. Written pledges are available for extrabudgetary earmarked or
trust fund resources.
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Figure 13: UNEP project approval process*
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Abbreviations:

BFMS  Budget and Financial Management
Service, UNON
DD Division Director

FMO Fund Management Officer
(BFMS/UNON)

IDR Inter-Divisional Review

PCMU  Programme Coordination and
Management Unit, UNEP

PM Programme Manager

PP Project Proposal

RD Regional Director

UNEP United Nations Environment Programme
UNON  United Nations Office at Nairobi
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* Project documents submitted to the Administrative Service Centre

(ASC)/Geneva should have the same procedures as the ones submitted to
PCMU/UNEP, except that project budget threshold is US$500,000, rather than

US$200,000.
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Submission to the secretary of the Project Approval Group

The project document, with a cover memorandum from the division director indicating divisional approval of
the project proposal, is submitted to the secretary of the Project Approval Group for review and initiation of
theinter-divisional review process. Proposals are submitted through the division directors. The secretary of
the Project Approval Group reviews the project format for consistency with the UNEP project design
reguirements, legislative mandates, programme priorities and overall quality requirements.

Inter-divisional review (IDR) *°

In May 2004, the Project Approva Group approved the establishment of an IDR process to review all project
proposals for technical and scientific integrity. The establishment of the IDR, which replaces the former
technical peer review committee, isintended to improve the quality of project proposals devel oped by UNEP.

The IDR operational process involves the following steps:

@) The secretary of Project Approval Group emails the project proposal to al division directors
(except the one who submitted the proposal) with a brief description of the proposd;

(i) Division directors send the proposal to one or more staff members in the Division who are best
qualified to provide technical comments on it;

(iii)  The selected staff provide comments to the Project Approval Group secretary within four days
after the e-mail request to the Directors;

(iv)  The Project Approval Group secretary collects, reviews and consolidates the comments with
his or her own comments and advises the project proponent accordingly;

(v) The project proponent responds to the comments and revises the proposal and re-submits it to
the Project Approval Group secretary;

(vi)  TheProject Approval Group secretary requests those who provided initial commentsto review
the revised proposal;

(vii)  The Project Approval Group secretary clears the proposal after the IDR process.
Preparation of the pink file”

Thisis the beginning of the internal project appraisal phase (phase 3) of the project cycle described in section
I1. The UNEP project checklist is designed to minimize implementation delays and managerial risks that can
affect timely and successful execution of projects. The division director signs and attaches the project
submission checklist (see annex VII) in the pink file.

Projects, costed work plans and revisions thereof, funded from the Environment Fund, trust funds, earmarked
contributions, with budgets of Iess than $200,000 are not submitted for approval to the Project Approval
Group. In such cases, the project decision sheet is signed by the division director, and, if applicable, by the
Regional Director (for projects with regional implications), the fund management officer, and the Chief of
BFM S UNON. Projects and costed work plans and revisions thereof, funded from trust funds covering
multilateral environmental agreements do not require approval of the Project Approval Group (see Section E
below).

19 Proposals that have already been screened through inter-divisional review process in the format of the project
submission for sponsorship (Process elaborated in section 111) do not need to go through the inter-divisiona review
process again at this point.

20 The final decision on if and how the proposal should incorporate the comments is left to Programme Coor dination and
Management Unit and the proponents as the proponents have the most intimate knowledge about the feasibility, scope and
constraints of the project.

2 Theterm “pink file” comes from the colour code of the file that is used to submit new proposals and costed work plans
for the Project Approval Group approval. The colour code for the revisions to the projects and costed work plans,
however, is red rather than pink.
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Projects, costed work plans, and revisions thereof, funded from the Environment Fund, trust funds and
earmarked contributions, with budgets exceeding $200,000, are subject to Project Approval Group review and
approval, whether they are internally-implemented or externally -implemented.

Project documents submitted to the Administrative Service Centre in Geneva follow the same procedure as
those submitted to Programme Coordination and Management Unit, UNEP, except that the project budget
threshold is $500,000, rather than $200,000.

Pink files are organized by the fund management officer with the following documents:

e Project document (see section V);

*  Project submission checklist (see annex VII);

= Project submission form signed by the division director;

»  Decision sheet for signature by the Project Approval Group chair (see annex VIII); and

»  Background documentation (including documents stating the purpose of the trust fund, proof of
donor pledge, job descriptions, terms of reference, project travel plans and lists of non-expendable
equipment, and exchange of correspondence with implementing organizations and copies of
comments received); and

« Approval by the Executive Director of new posts (if any).
B. Review by the secretary of the Project Approval Group

The secretary of Project Approval Group of Programme Coordination and Management Unit (PCMU)
receives and reviews the Pink file to ensure that the necessary review process has been undertaken,
reguirements and supplements are adequately included in the file, and comments by PCMU andthe IDR are
reflected in the revised project document.

The secretary of the Project Approval Group is authorized to return to project proponents any proposds that
do not meet the guidelines laid down in this manual. The PCM U will, therefore, not forward any proposal to
the Project Approval Group that is not properly formulated.

The secretary of the Project Approval Group arranges a meeting for the review and approval of the submitted
project documents. Project Approval Group members reguire a minimum of five business days advanced
notification about a meeting.

C. Project Approval Group Approval

Project Approval Group membership includes the Deputy Executive D irector as the chair, Chief of the
Programme Coordination and Management Unit (PCMU) as the deputy chair, all division directors of UNEP
stationed in Nairobi, Chief of the Evaluation and Oversight Unit, Chief of BFM S UNON, and the secretary of
the Project Approval Group.?

All proposals are presented at the Project Approval Group meeting by the relevant division directors.
However, this responsibility can be delegated to the officer in charge of the Division with the support, if
necessary, of the programme officer responsible for the project. The fund management officer d BFM S
responsible for the project also needs to be present.

If there are no amendments, the Project Approval Group decision sheet is signed at the meeting by the chair of
the Project Approval Group. The PCM U then forwards the project proposal file to the BFM Sfor further
action. If there are amendments, the PCM U returns the project proposal file to the division director, care of the
project manager responsible for incorporating appropriate amendments. The project manager consults with the
fund management officer responsible for any modification in the budget information. Once the PCMU is
satisfied with the amendments, it returns the project proposal file to the chair of the Project Approval Group
for signature.

22 Quorum requirements: The chair or vice chair should be present to chair a Project Approval Group meeting. In the
absence of the chair or vice chair the most senior member can chair the meeting. The Project Approval Group should have
aminimum of four division directors present to form a quorum. In the absence of a minimum of four divison directors,
the meeting should be postponed.
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When the Project Approval Group decision sheet has been signed by the chair of the Project Approval Group,
the project proposal fileis forwarded to the BFM Sfor the following actions:

€) The relevant fund management officer of the BFM S checks that the final document is
consistent with the proposal;

(b The Chief, BFMS, verifies that the appropriate procedures have been followed and signs the
project document on behalf of the UNEP,

(c) For projects, the Chief, BFMS sends the project document to the cooperating agency or
supporting organizations (if any) for signature; the signed project document is then
countersigned by the Chief, BFM Son behalf of the UNEP;

(d) Once the project document is signed, it becomes an “approved project” andis alocated a
project number and Integrated Management Information System identification. No financial
obligations can be incurred against the project, formally or informally, until this stage has been
reached and a project action sheet has been prepared by the fund management officer and
subsequently issued by the Chief, BFM S Further, all correspondence with cooperating
agencies, supporting organizations, other relevant organizations and UNEP offices outside
Nairobi, conveying details of approval of project commitments and new project activities, is
issued by theBFM S

The project managers need to be mindful that the leadtime for review by the PCM U and forIDR and
approval of the project documents is normally four weeks. This, however, is dependent on prompt responses
from the project managers to review comments and recommendations. Project managers further need to take
into account that in cases where implementing partners need to approve the project, the leadtime may be
several months longer, depending on the reaction time of the implementing partners.

Project managers should ensure that no project starts before it has been fully approved both internally and by
al implementing partners (if any).

Revisions of the projects and costed work plans

A review of project or costed work plan implementation may give rise to the need to revise a project
document.

A project will be revised:

e To adjust budgets, extend project duration and reflect any changes in project implementation,
including operational modality and changes in objectives, results, outputs or activities,

«  Ontheclosure of the UNEP annual accounts to reflect the actual expenditures incurred; and

»  To close the project once al activities and reporting requirements are completed.

Where the revision involves additional funds less than $200,000, the programme officer should draft a
revision, in consultation with the relevant fund management officer and in accordance with the guidelines set
out in annex 1X (Checklist for revising project documents).® The draft revision should be submitted to the
Chief, BFM S with the decision sheet prepared and signed as described above.

Revisions requiring additional funds of more than $200,000 should be drafted by the programme officer in
consultation with the BFM Sand presented to the Project Approval Group for approval according to the
approval process illustrated in figure 13. The division director requesting revision to the projects or internally
implemented activities within the costed work plan should justify the revision at the Project Approval Group
meeting with necessary details on implementation.

Project revisions designed only to collect and disburse earmarked contributions without substantive changesin
activities previously approved by the Project A pproval Group may be approved by the chair of the Project
Approval Group without going through the Group process, and submitted to the Chief of BFM Sfor signature.

23 Authority to approve revised projects and costed work plans emanating from UNEP units located in Europe and with
budgets up to and including $500,000 has been delegated by the UNEP Executive Director to the head of Administrative
Service Centre in Geneva
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The decision on whether a revised project or costed work plan should be reviewed by the Proj ect Approval
Group, however, will be made by the PCM U based on the size of the funding modification, duration of the
requested extension and justification given for the continuation of project activities with a revised budget, and
so on.

Project revisions should set out the rationale or justification for the revision and clearly state any changesin
objectives, results, outputs or activities of the project. The purpose for which additional funding is required
should be explained and the budget itemized in detail. The project document should also conform to the
findings, if any, of the evaluation review exercise.

Revisions to the costed work plan with budgetary changes should clearly identify outputs affected and
budgetary change and source for each output. Additional details are required for outputs with large additional
funding and outputs with broad or generic descriptions in the existing costed work plan(see annex XIX).24

E Projects, costed work plans and revisions of multilateral environmental agreements
€) The project proposa is submitted by the head of the secretariat to the Chief, BFMS for
processing;

(b) The Chief, BFM S requests the fund management officer to compile the project proposal file,
including the decision sheet for the head of the secretariat, division director and, if applicable,
the Regional Director and fund management officer to sign;

(c) The fund management officer checks to make sure that:

. The project document conforms with the approved programme and budget approved
by the decision making bodies of thetrust fund;

. The job descriptions, terms of reference, project travel plans and lists of non
expendable equipment, if any, are attached,;

" Budget presentation is consistent with the proposed activities in the document; and

. The project can be funded within the available allocations and earmarked contributions

and the level of funding availablefor disbursement are specified.

(d) The decision sheet is signed by the head of the secretariat, secretariat administrative officer,
division director and, if applicable, the Regional Director and the fund management officer;

(e) For internally implemented projects, once the Chief, BFM S, is satisfied that the requirements
in (c) above has been followed, he or she signs the project document;

U] For externa projects, the Chief, BFM S sends the project document to the cooperating agency
or supporting organization for signature. Upon receipt, the signed project document is
countersigned by the Chief, BFMS.

F. Projects financed from the Global Environment Facility trust fund

The programme officer prepares a project proposal in line with Global Environment Facility requirements.
This proposal is submitted to the relevant UNEP and Global Environment Facility bodies for approval (section
X sets out the UNEP Global Environment Facility approval processes for Global Environment Facility
activities).

Once the proposal has been approved and comments taken into account, the programme officer, in
consultation with the Division of Global Environment Facility Coordination, finalizes the project proposal in
line with the agreed format (adding the front page, budget and standard clauses) in line with UNEP
requirements. The programme manager then submits the project proposal to the Chief, BFM Sthrough the
Global Environment Facility Coordination Unit for processing.

24 The additional details on outputs can be added, if necessary, under the existing output titles in the costed work plan
without dtering the existing titles as these output titles are approved by the Governing Council and the General Assembly
and, therefore, should remain consistent with the approved text.
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The decision sheet is signed by the Deputy Executive Director, Global Environment Facility Executive
Coordinator, the relevant division director, and Chief, BFM S Global Environment Facility projeds, with
Environment Fund money, like all such projects, once approved by the UNEP Global Environment Facility
programme coordination committee and signed by the chair of the committee, are submitted for approval to
the Executive Director.
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VII.

Monitoring and reporting

Project monitoring and reporting are essential com ponents of project management. The project coordinator
and the project coordinator’s supervisor are the principal beneficiaries of the monitoring information and
should use it to ensure that projects are implemented as efficiently and effectively as possible

Project monitoring

There is agrowing emphasis on demonstrating performance rather than simply producing outputs, which
changes the emphasis in monitoring and reporting requirements. Monitoring is the continuous process of
assessing the status of project implementation in relation to the approved work plan and budget. Monitoring
helps to improve performance and achieve results. The overall purpose of monitoring is to ensure effectively
managed results and outputs through measurement and assessment of performance. If a project is poorly
designed or based on faulty assumptions, however, even the best monitoring is unlikely to ensure its success.
Particularly important is the design of arealistic chain of results, outcomes, outputs and activities.

Monitoring is the responsibility of the project coordinator and may be carried out informally (through weekly
meetings) or formally (through written reports). Regular monitoring enables the project coordinator to identify
actual or potential problems as early as possible in order to facilitate timely adjustmentsin project
implementation.

Project coordinators should track the outputs and measure their contributions to results by assessing changes
from baseline conditions. Project coordinators need to keep an ey e on key results because they can indicate
whether a strategy is relevant and efficient or not. Relevance in a results based context refers to whether or not
a UNEP project intervention contributes to the achievement of key results and objectives.

Good monitoring consists of the following: %

€Y

(b)

(©

(d)

C)

()

Focus on results and follow-ups: It looks for “what is going well” and “what is not
progressing” in terms of progress toward the intended results;

Regular communication by the project coordinator or manager: The project coordinator or
manager should be dedicated to assessing progress, looking at the big picture and analyzing
problem areas. They should ensure continuous documentation of the achievements and
challenges as they occur and avoid having to try to remember the events some time later;

Regular analysis of reports: The project coordinator or manager should review project -related
reports, including financial reports, by the implementing partners to serve as a basis for their
analysis;

Use of participaory monitoring mechanisms to ensure commitment, ownership, follow -up,
and feedback on performance: These include outcome groups, stakeholder meetings, steering
committees, and focus group interviews;

Ways to objectively assess progress and performance based on clear criteria and indicators
stated in the logical framework matrix of the project document: The project team should agree
on a performance measurement system by developing indicators and baselines;

Active generation of lessons learned, ensuing learning through monitoring tools, adapting
strategies accordingly and avoiding repeating mistakes from the past.

25 UNDP (2002), Handbook on monitoring and evaluating for results.
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B.

Project reporting®

Project reporting is the formal presentation of monitoring information. The main reasons for reporting are the

following:

@

(b)

(©

(d)

C

To formally inform management : Reporting ensures that management, particularly the project
coordinator’s supervisor or project manager, is formally appraised of the progress made in
project implementation and the supervisor or project manager is aware at an early stage of
actual and potential problems and any remedial action taken;

To validate requests for further funding: Reporting ensures that the BFM Sis kept informed of
all aspects of project implementation. BFM S, together with project coordinators or managers,
can then ensure that disbursed funds have been properly used before authorizing any further
release of funds;

To serve as an audit and evaluation trail: Reporting maintains a record of all actions taken
during project implemertation. It therefore constitutes a vital resource for auditors and
evaluators in assessing whether a project has been implemented in accordance with the rules
and regulations and as efficiently and effectively as possible;

To serve as a reference for fiture projects: Reporting serves as a vita resource for ensuring
that lessons learned (project successes, failures, best practices) through project implementation
are available for consideration when formulating and implementing future projects;

To report to the donors on the project’s progress: Often, reporting is requested by donors as
they have shared interests with UNEP in the success of projects. Donors sometimes fund
projects contingent upon satisfactory progress. They increasingly ask for progress and final
reports at the results and objectives level rather than at the level of output or activity delivery.

Reporting responsibility

The project coordinators, under the overall responsibility of their respective division directors, must ensure
that all project reports are submitted on time. Projects can only be closed once al the reporting requirements
have been met. Reporting on projects is part of the coordinator’ s tasks included in the performance appraisal
system work plans, and forms part of the staff performance appraisals.

Project coordinators who have been reassigned within the organization, have to formally hand over their
project responsibilities to the project manager taking over from them. Division directors have the
responsibility to ensure that proper handing-over of projects takes place.

Submission of al outstanding reports for projects under their responsibility is part of the signing-off
requirements that have to be fulfilled before staff who are leaving the organization can be given formal
clearance from the Human Resource Management Service (see annex XV 1 on signing-off requirements related

to projects).

Reporting requirements

Reports need to be sent to theBFM § PCM U and Evaluation and Oversight Unit, under cover of a
memor andum signed by the responsible division director. Reporting requirements differ depending on
whether a project is external (table 1) or internal (table 2). The following tables contain summaries of the
reporting reguirements.

% See also section IX on evaluation.
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Table 1: Reporting requirementsfor external projects

Report type Prepared by Responsibility fﬁgpuaé]a&%eri od Submission Format %’
Annually for Jan-June/ To Project
o Cooperating agencies/ (UNEP) Project manager
Adtivity report  gnnorting organizations | manager %&%ggﬂg gr:gdper cc: BEMS & Annex X
with the donor) PCMU
: ally for Jan-Ded/ Todivison
. . (UNEP) Project Annually _
Progress g&%ﬁédgg%g coordinator's Due by 31 Jan. (or as per director Annex X
report Supporting organizations supervisor/ Project reporting cycle agreed cc: PCMU &
manager with the donor) BFMS
. . (UNEP) Project . Todivision
Project coordinator/ : . End of the project/ Due director
Final report Cooperating agencies/ coordinator's within 60 daysof Annex X!
. P supervisor/ Project ) .
Supporting organizations completion cc: PCMU &
manager BFMS
Self-evaluation (UNEP) Project Annually on each current | TOEOU http:/Avww
fact sheet Project managers man ! or completed project/ by . Dre .unon.org/e
ager cc: Project
(EFS) the end of January manager ou
]?# :rnégjly Quarterly report Toproject Annexes
Cooperating agencies/ (UNEP) Project manager
report and : Cles . Y Xl and
e Supporting organizations | manager Due by 30 April, 31
cash advance pRoTiing o9 0 Ay, 310ct, and 3L Jan. | oc: BFMS XV
statement
Audited . Biannually by 30 June/ | Toproject
financial Supporting organizations (nEJaN];]Fg, Project Within 180 days of the manager
report completion of the project cc: BEMS
Final . Arnualy by 15 To Project
satement of Cooperating agencies (UNEP) Project February/ Within 60 manager
account manager days of the completion
of the project cc: BFMS
Inventory of Annualy by 31 January .
o dable Project coordinator/ UNEP) Proiect and within 60 days of the | 10 Project
@(pi ment Cooperating agencies/ Snan e)r ) completion of the manager
g?;‘r!\)s 0?/; Supporting organizations g project/ to be attached to | ¢c: BEMS
$1,500) the progress report

27 An eectronic form for each report is available in the http://www.unep.org/project_manual. Standard paragraphs related
to each reporting requirements are available in annex V.
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Table 2: Reporting requirementsfor internal projectsand inter nally implemented activities

Report type Prepared by Responsibility E?gﬁreztg?period Submission Format
: Todivison
Progress (I:Drogredclt nator's Annudly for Jan-Ded director
renort Project coordinator isor/ Project Annex IX
€pol SUpenvisor/ Froj Due by 31 Jan. cc: PCMU &
manager BFMS
: Todivison
) . ) (I:Drogsjclt nator's End of the project/ Due director
Final report Project coordinator isor/ Project within 60 days of the Annex X
SUpENVISOr/ Fro) completion cc: PCMU &
manager BFMS
Self-evaluation Annualy on each current | TOEOU http:/Avwwy.
fact sheet Project managers Project manager or completed project/ by cc: Project unon.org/eo
(EFS) the end of January ménager u

Activityreport

For externally implemented projects, project coordinators or the implementing agencies should submit an
annual activity report for the first half of the calendar year (from January to June). The activity report for the
second half of the year is not necessary as the annual progress report (from January to December) is inclusive
of the activitiesimplemented for the entire year, including the second half of the year. The activity report is
intended to reduce the reporting requirement on activities for the second half of the year and look at the
progress report for the entire year together with the matching activities for the same period. Information on the
activities implemented in the second half of the year, therefore, needs to be extracted from the progress report.
Annual activity reports are due by 31 July. Due to varying reporting cycles of different donors, however, the
reporting dates may differ. For the projects with donor-determined progress reporting cycle, the activity
reporting date will usually fall at the mid-point of the progress reporting date.

Progressreport

The progress report is required for all projects and internally implemented activities with earmarked funding. %
The report provides a framework for assessing status and a record of project implementation at any given

time. Its primary purpose is toensure that the project coordinator’s supervisor or project manager is formally
appraised of the status of project implementation and that the decisions or actions necessary for successful
implementation of the project have been or are being taken and documented in a timely manner.

The report should provide information on the status of delivery of project activities, outputs, results and
impacts (if possible); as well as information on any actual or potential problems and deviations from the
approved work plan and budget. The report should also indicate any agreed upon changes to the approved
work plan and any decisions or actions regarding the future direction of the project.

Usually, progress reports are due by 31 January, especially for United Nations Fund and Development
Account funded projects. For projects with donor -specific progress reporting cycles progress reports should be
submitted on donor-determined reporting dates.

Although progress reports are required to be produced on ayearly basis, more frequent reports can be
produced as the project coordinator’ s supervisor deems necessary.

28 See B.(c) costed work plan, projects andmemorandums of understanding and letters of agreement in section | for the
definitions of project and internally implemented activities.
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© Final report

The final report is required on completion of all projects and internally implemented activities with earmarked
funding. The final report should be prepared by the project coordinator and should contain information on the
achievement of objectives, results and outputs. It should clearly explain any variances from the originally
approved project in terms of duration, cost, results and outputs or services. The final report is similar in
content to the progress report, except that it has added information on lessons learned and project
sustainability and replicability.

Attention should be given to the requirements for project closure (see annex XV11). These may include the
requirement for an audit certificate. It should also be noted that for projects implemented by supporting
organizations, the absence of afinal report, inventory of nonexpendable equipment or the audit certificate,
will result in the final payment to the supporting organization being withheld.

The final report should be submitted within 60 days of completion of the project.

d Self-evaluation report

Sdf -evaluations should be submitted by project managers annually to the Evaluation and O versight Unit on
al projects and internally implemented activities with earmarked and trust fund contributions. These
evaluations determine the extent of achievement of results, status and challenges of project implementation,
budget management issues, gender issues, sustainability arrangements, impacts and risks.

(e Financial reports

Cooper ating agencies:

Project expenditure statements: Cooperating agencies should submit to the Chief, BFM S, UNON, quarterly
project expenditure statements and final account statements for each project, showing the amount budgeted
for the year, amount expended since the beginning of the year and, separately, the unliquidated obligations

(see the standard text in annex V and formats in annexes X111 and X1V).

Cash advance statements: A statement of advances of cash provided by UNEP should be submitted to the
Chief of BFM S UNON, quarterly (in the format shown in annex XV) together with the project expenditure
statement .

Supporting or ganizations:

Project expenditure statements : Supporting organizations should submit to the Chief, BFMS UNON,
quarterly project expenditure statements and final account statements for each project, showing the amount
budgeted for the year, amount expended since the beginning of the year (see the standard text in annex V and
formds in annex XI111). The expenditure statements as at 31 December for projects with annual budgets of
$50,000 and above, certified by a duly authorized official, should be dispatched to the Chief of BFM S UNON
within 15 days(see the standard text in annex V and format in annex XI11).

Cash advance statements: A statement of cash advances provided by UNEP should be submitted to the Chief
of BFM S UNON quarterly (in the format shown in annex XV) together with the project expendit ure
Statement .
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Introduction

The objective of evaluation in the United Nations is defined as “to determine as systematically and objectively
as possible the relevance, efficiency, effectiveness and impact of the organizations' activitiesin relation to
their objectives’ 2t provides recommendations and lessons learned for improving future policy, programmes
and projects and establishe a basis for accountability.

In UNEP, evaluation provides information to firstly, programme or project managers to provide guidance to
tackle problem areas and to determine whether adjustments are required for continuation, and whether
programme or project activities should be expanded or replicated, and secondly to Governments and senior
management to enabl e them to examine the validity of programme orientation.

Evaluation activities in UNEP are mandated and regulated by various General Assembly decisions that are
summarized in ST/SGB/2000/8* and require all United Nations programme activities to be evaluated. In
addition, a number of UNEP Governing Council decisions (75 (V) 6/136, 13/1 and 14/1) also regulate
evaluation in UNEP.

The Evaluation and Oversight Unit is charged with the responsibility for conducting, coordinating and
overseeing evaluations within UNEP. This mandate covers all programmes and projects of the Environment
Fund, related trust funds, earmarked contributions and projects implemented by UNEP under the Global
Environmental Facility.

The activities of the Evaluation and Oversight Unit to cover this mandate comprise management studies, in-
depth subprogramme evaluations, project self -evaluations, and project evaluations, conducted with the lead of
the Unit. The Evaluation and Oversight Unit also prepares an annual report to provide a synthesis of the
evaluation findings and conclusions in a specific year. This section of the manual concentrates on project
evaluations.

Evaluation criteria

The decision on when and how a project will be evaluated is based on three criteria

*  What type of evaluation is suitable for the project?
e Whenisthe evaluation required in the life of the project?
*  What isthetotal budget of the project?

Types of evaluation

Four types of evaluations are used in UNEP: desk evaluations, in-depth evaluations, impact evaluations, and
df -evaluations.

Desk evaluations

Desk-evaluations focus on the process— the planning and implementation of activities and outputs — and less
on results. Desk evaluations are limited to the review of existing data and information; no field visits take
place.

In-depth evaluations

In-depth evaluations are comprehensive and examine a programme or a project in its entirety by using
multiple data sources and methods, such as desk evaluations, field visits and interviews. Usually, these
evaluations address the process —the planning and implementation of activities and outputs —as well as the
overall effectiveness, efficiency and impact.

2 q/SGB/2000/8, “ Regulations and rules governing programme, the programme aspects of the budget, the monitoring of
implementation and the methods of evaluation”.

%0 1 bid.
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Impact evaluations

Impact evaluations are concerned with the entire range of effects of the programme or project activity,
including unforeseen and longer term impacts as well as impacts on affected people outside the immediate
target groups. They are particularly useful in assessing the overall performance of the project in achieving
long-term improvements in the quality of the environment and sustainability of the impacts against the stated
objectives.

Self-evaluations

Sdf -evaluations are assessments of programme or project activities carried out by individuals who manage
implementation of the activities. These evaluations determine the extent of achievement of results, status and
challenges of project implementation, budget management issues, gender issues, sustainability arrangements,
impacts and risks. For detailed information, consult http://www.unon.org/eou/. In UNEP, self-evaluation
reports are required annually for all projects (except UNEP Global Environment Facility project development
grants PDF-A and B) which have been operational for more than six months.

Timing
All evaluations (except self-evaluations which are conducted on an annual basis) can be undertaken at any

point in the life of a project or programme and can be divided into four main categories: micterm, terminal,
spot checks and ex-post evaluations.

Mid-term evaluations

Mid-term evaluations are undertaken approximately halfway through project implementation. These
evaluations analyze whether the project is on track, what problems and challenges the project is encountering
and what corrective actions are required. For mid-term evaluations, either in-depth evaluations or desk
evaluations can be used.

Terminal evaluations

Terminal evaluations are undertaken at the end of a project. They assess whether the objectives and goals
were achieved in an effective and efficient manner, and provide recommendations and |lessons learned from
project implementation in order to assist in determining whether to continue, replicate or expand a project.
Terminal evaluations can be undertaken as both in-depth and desk evaluations.

Spot checks

Spot checks are normally done when progress is in doubt or when there is lack of information about a problem
the project is facing. Spot checks are intended to identify causes and effects of the problemsin order to
provide solutions during project implementation. Spot checks can be requested by a programme or project
manager.

Ex-post evaluations

Ex-post evaluations are normally conducted two or more years after the programme or project was completed
in order to assess its success or failure, to ascertain the sustainability of results and impacts, and to draw
conclusions that may inform other projects. Most ex-post evaluations are carried out as impact evaluations.

Budget
The size of the total budget of the project has an impact on determining the evaluation type.
(a) Projects with budgets between $250,000 and $500,000 are subject to terminal evaluations
conducted either as desk or in-depth evaluations.

(b) Projects with a budget of over $500,000 are required to have terminal in-depth evaluations and
the necessary amount for the in-depth eval uation should be included in the project budget.

(c) Mid-term evaluations are applicable to projects with long implementation duration, normally
5-6 years, but do not have budgetary criteria per se. Mid-term evaluations are conducted as in-
depth or desk evaluations.

Evaluation
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Evaluation process

All evaluations in UNEP are conducted within the framework of an annual plan prepared by the Evaluation
and Oversight Unit inconsultation with UNEP senior management and programme or project managers. The
actual evaluation process consists of several distinct and important phases: planning and budgeting; data
collection and analysis; reporting and implementation of recommendations; as well as follow- up of
implementation of recommendations. Self-evaluations are conducted annually following a standard reporting
structure and are, therefore, not part of this process.

UNEP employs a participatory evaluation methodology when conduct ing in-depth evaluations. Participatory
evaluation involves several key steps outlined in section G.

Planning for and costing of evaluations

Planning

Thefirst step in planning is to determine which type of evaluation should be undertaken. After tha, the exact
nature and scope of the project evaluation itself is determined by developing terms of reference. This phase
mainly concerns the programme or project manager and Evaluation and Oversight Unit, but should ideally
involve representatives from all the different stakeholder groups in deciding the purpose of the evaluation,
who will conduct the evaluation, how and when it will be conducted, and how the results will be reported and
disseminated.

It is the responsibility of the programme or project m anager, in consultation with the organization
implementing the project, to draft the terms of reference for the evaluation. The Evaluation and Oversight
Unit reviews and finalizes the terms of reference . A standard terms of reference document includes:

«  Background: brief programme or project description; legislative mandate;
e Scope geographic coverage and timeframe to be covered by the evaluation;

»  Objective the objective is formulated by asking questions pertaining to relevance, effectiveness,
efficiency, and performance. In addition, performance indicators, if available, can assist in
establishing the evaluation criterig;

*  Methodology: normally, the evaluators are responsible for the research methods to be used. It is,
however, advisable to descrike the minimum expectations with respect to methods, for example,
interviews, desk evaluation, and so on;

*  Report format: structure and main contents of the evaluation report;

*  Timing and resources: deadlines are established for submission of draft and final reports that
clarify the cost projections based on activities, time, number of people, professional fees, travel,
and other related costs. This section also specifiesif field visits are required;

* Qualifications of evaluator. education, experience, skills and abilities required to conduct the
evaluations.

For further guidance on how to write terms of reference, please refer to the sample terms of reference in
http://www.unep.org/EOU/ or contact the Evaluation and Oversight Unit for specific examples.

The programme or project manager participatesin the selection process of consultants by suggesting potential
candidates to undertake the evaluation. The Evaluation and Oversight Unit is responsible for finally sdecting
the consultants based on the following main elements: specific qualifications and experience in the specific
subject area, experience in evaluation in general and within the United Nations, and familiarity with United
Nations, and UNEP specifically. The Evaluation and Oversight Unit also handles contracting and travel
logistics.

Costing for evaluations

UNEP requires all projects to include the cost of evaluations in the project budget. The following elements
should be considered when formulatingthe budget:

Evaluation
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e Consultant’sfees: duration of the evaluation and the level of qualifications and experience of the
consultant. For further guidance please refer to the UNON inter -office memorandum of May
20042 concerning procedures to follow in the recruitment of consultants;

* Trave: distance to locations and number of sites to be visited, mode of transport and daily
subsistence allowance;

«  Communication and dissemination: editing, printing, postage, telephone calls, and so on.
In addition to the above, costs of evaluations also depend on the type of evaluation to be undertaken. While an

evaluation usually costs 5—7 per cent of a project’s total budget, the following guidelines are based on
experience with evaluations in UNEP:
e $5,000 for desk evaluation;
e $15,000 for in-depth evaluation (where a consultant will visit several countries in the region);
e $20,000- 25,000 for an in-depth evaluation with multi-regional visits; and
e $75,000 for an impact evaluation.

Conducting the evaluation

During t his phase the evaluator gathers and analyzes data and, depending on the type of evaluation, uses
various methodol ogies, including:

*  Review of project documents;

* Interviews with project managers and other individuals involved in the implementation of t he
project, such as Government representatives, non-governmental organizations, the private sector,
donors, and so on, and project beneficiaries;

*  Surveysor questionnaires; and

*  Sitevigits.
The Evaluation and Oversight Unit and the programme or project manager should meet with the evaluator at
the beginning of the evaluation to provide and share information and facilitate the mission. For larger
evaluations, it is also recommended that the programme or project manager, together with the evaluator,
establish a procedure to keep the programme or project manager informed of the progress and findings during

the evaluation in order to ensure that the evaluator has all the collaboration and information available to
conduct the evaluation.

Reporting

A good evaluation report communicates findings, lessons learned and recommendations clearly, accurately
and appropriately, and while being an objective presentation of the project, ensures that the concerns and
comments of the involved parties are correctly reflected.

Report structure

The report elements presented below are standard and, except for self-evaluations, applicable to all
evaluations; they should be included in UNEP evaluation reports.

*  Executive summary: provides a brief overview of the main conclusions and recommendations of
the evaluation;

e Introduction or background: gives abrief overview of the evaluated programme or project, for
example, objective and status of activities,

»  Scope and objective presents the evaluation’s purpose, evaluation criteria used and questions to
be addressed;

31 UNON Inter-office memorandum, “ Procedures to follow in the recruitment of consultants and individual contractorsin
UN-Habitat/UNEP/UNON", 12 May 2004.
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Findings: provide factual evidence relevant to the questions asked by the evaluator and
interpretations of such evidence;

Evaluative conclusions: give the evaluator’ s concluding assessments of the programme or project
against given evaluation criteria and standards of performance. The conclusions provide answers
to questions about whether the programme or project is considered good or bad, and whether the
results are considered positive or negative;

Lessons learned: present general conclusions, based on established good and bad practices, with a
potential for wider application and use;

Recommendations: suggest actionable proposals regarding improvements of current or future
programmes or projects. They may cover resource allocation, financing, planning,
implementation, and monitoring and evaluation. They should always be specific in terms of who
would do what and provide a timeframe; and

Annexes: include terms of reference, list of interviewees, and so on.

Once the draft report is ready the following steps are taken to finalize the report:

0]

(ii)

(iii)

The draft report is submitted by the evaluator to the Evaluation and Oversight Unit, the
corresponding programme or project officer and his or her supervisor for initial review and
consultation. This consultation is intended to confirm the facts and assess whether the report
covers the terms of reference in a satisfactory manner and answers all the questions asked. The
consultation also seeks agreement for the f indings and recommendations;

After the comments from step (i) are incorporated, the report is sent for a second round of
comments to the executing agency and to the division director of the programme or the project
officer to seek their perspectives o n the overall management of the programme the project belongs
to;

The Evaluation and Oversight Unit then finalizes the report and sends it for editing.

Dissemination

When the final edited report has been approved by the Evaluation and Oversight U nit, it is distributed to all
relevant stakeholders and internally within UNEP to division directors, regional offices and out-posted offices.
The programme or project manager decides if the report should be translated into other languages. All project
evduations are uploaded in full text on the Evaluation and Oversight Unit’s website www.unep.org/eou.

Implementation and follow -up

Follow-up of evaluation recommendations is done through the preparation of implementation plans. These
plans represent the programme or project manager’'s commitment to ensure that recommendations made by
evaluations are implemented.

There are four steps in the implementation and follow up:

@)

(i)

(iii)

(iv)

Evaluation and Oversight Unit prepares the project implementation plan indicating the findings
and recommendations stated in the evaluation report and sends it to the programme or project
manager for completion;

The programme or project manager indicates whether the recommendation is accepted or not,
whether any action has already been taken to implement it, what actions will be taken and the
corresponding deadline as well as the responsibility for implementation;

Evaluation and Oversight Unit reviews the implementation plan and checks whether the
recommendations have been addressed comprehensively and sends comments back, if needed;

Evaluation and Oversight Unit monitors the progress made in completing the implementation plan
every six months and reports to the Deputy Executive Director.

Roles and responsibilities

The respective roles and responsibilities in conducting an evaluation are summarized in the table below.
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UNEP programme or project manager | > Drafts terms of reference for evaluation team;
»  Suggests potential candidatesto undertake the evaluation;

» Reviews evauation report, consulting with evaluators,
Government and project team, ensuring accuracy of facts and
technical quality;

»  Prepares implementation plans and convenes processes to
follow up on recommendations.

Evaluation and Oversight Unit »  Prepares annual evaluation work plan;
»  Conducts evaluations;
» Finalizesterms of reference for evaluation team;

»  Selects consultants and handles recruitment and mission
logistics;

» Reviews evaluation report, consulting with the evaluat or and
the UNEP programme or project manager, ensuring that the
report reflects a qualitative satisfactory response to the
evaluation;

»  Provides guidance on implementation plans and follow-up
stages for implementation;

» Based on lessons learned and recommendations, provides
analysis for management;

»  Disseminates evaluation reports.

Other evaluation and oversight activities

Subpr ogramme evaluations

Subprogramme evaluations are in-depth evaluations conducted every 4-5 years and cover al activities and
projects within a subprogramme. The evaluation process follows that of project evaluation. The
implementation of recommendations of the subprogramme evaluation is monitored by the senior management
group and the Evaluation and Oversight Unit.

Management studies

Management studies focus on cross-cutting issues to improve management practices and tools. The specific
areas of study are identified by management and Governments.

Annual evaluation report

The annual evaluation report aims to provide Gov ernments, UNEP senior management and UNEP partners as
well as other United Nations agencies with an assessment of the programme performance of UNEP, based on
asynthesis of all evaluation activities carried out during the year. It is meant to be used as atool to determine
the direction of the UNEP programme. The report is an inter-sessional UNEP Governing Council document.

The report highlights key findings and recommendations and identifies lessons |earned to help UNEP improve
its programme performance. T he senior management group and Evaluation and Oversight Unit monitor the
implementation of recommendations in the annual evaluation report.

Evaluation
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The Evaluation and Oversight Unit is also the focal point for internal and external audits and other oversight
activities, including activities of the Joint Inspection Unit.
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Projects funded by the United Nations Foundation

United Nations Foundation operations

The United Nations Foundation is a public charity established in 1998 by Ted Turner to support the United
Nations. Funds of the Foundation are released to implementing agencies through the United Nations Fund for
International Partnerships.

United Nations Fund for International Partnerships was established by the Secretary-General on 1 March 1998
to provide a central administrative mechanism within the United Nations system for working with the
Foundation, to identify and select projects and activities, and to disburse, monitor and report on the use of
funds. United Nations Fund for International Partnershipsis also responsible for the final formulation of
projects.

The primary goals of the United Nations Foundation and the United Nations Fund for International
Partnerships include:

»  Facilitating the development of high impact programmes for channeling United Nations
Foundation funds, with a special emphasis on the United Nations' work on behalf of economic,
social, environmental and humanitarian causes;

«  Enhancing the effectiveness of programmatic work;

»  Helping forge new public-private partnerships among United Nations agencies, the private sector
and non-governmental organizations to demonstrate what can be accomplished when public and
private sectors cooperate and co-invest;

*  Building support for the Millennium Development Goals;

e Educat ing the United States public about the United Nations' unique role in addressing global
issues and forging international cooperation.

The focal point and secretariat for United Nations Foundation and United Nations Fund for International
Partnerships issues at UNEP headquarters is the Programme Coordination and Management Unit (PCMU).
Further guidance on the preparation and management of United Nations Foundation projectsis available on
the UNEP United Nations Foundation and United Nations Fund for International Partnerships website at:
http://www.pcmu.unep.org/unf.

Key funding criteria
Prerequisites

«  Programme priorities of the United Nations Foundation: All proposalsto the United Nations
Foundation and United Nations Fund for International Partnerships should fall under one of the
United Nations Foundation’s general programme areas: the environment (including climate
change, sustainable energy, and biodiversity); women and population; children's health; and
peace, security and human rights;

*  Relationship agreement: Proposals should conform to objectives laid down in the relationship
agreement between the United Nations and United Nations Foundation. They should be
innovative, forward-looking and proactive, and should make contributions to the collective future
and wellbeing of the planet;

«  National development plans and priorities: Proposals should support broad national development
plans and priorities;

e Supplementary funding: United Nations Foundat ion resources are intended to supplement the
regular, assessed or voluntary resources for mandated programmes of the United Nations and its
departments, agencies and funds.
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Mandate of United Nations agency: Proposals should fall within the mandate and cgacity of the
implementing agency.

Essential characteristics

Other

Results- based management: Defines realistic expected results; monitors progress toward the
achievement of those results; and integrates lessons |earned into management decisions;

Partnersips: Provide aframework for collaboration with civil society and private sector partners;
afford the opportunity to attract significant additional resources, including funds from multilateral
and bilateral aid donors; and offer the means to expand these partnerships;

Impact: Offers a high probability of significant impact (relative to the funds required);

Advancing the Millennium Devel opment Goals: Contributes, in a tangible way, to the furtherance
of the Millennium Development Goals;

Innovation: D emonstrates innovative approaches to specific global problems;

United Nations added value: Optimizes United Nations agency resources and strengthensthe
institutional capacity of the United Nations;

Strategic communication: Includes an effective communi cation strategy, including a well-defined
process for identifying, developing and disseminating messages, stories, best practices and lessons
learned.

desirable characteristics

Demonstrates cost effectiveness: Proposals must demonstrate financial and programmatic
feasibility and should yield good value for money in relation to alternative approaches;

Ensures sustainability: Proposals should seek to ensure sustainability from an economic, financial,
environmental, and social perspective;

Focuseson prevention: Proposals should, whenever feasible, anticipate/pre empt problems before
they occur;

Gender equity: Gender equity considerations should be integrated into the programme design and
policies of afunded proposal. Proposals should demonstrate sufficient awareness of the practical
and strategic needs of women in the programme areg;

Promotes local participation and ownership: Proposals should, as applicable, reflect local
priorities and needs, and be rooted in the community they are intended to benefit. Furthermore, the
beneficiaries must be clearly defined, demonstrating that they consider the proposal as addressing
their priorities and needs. Proposals must outline mechanisms to actively involve local
beneficiaries (women and men) in plaming, implementation and evaluation;

Enabling environment: The enabling environmental (economic, political, social policy, and legal
framework) of the host country should be conducive to the achievement of project objectives.
Risks and assumptions associ ated with projects should be clearly identified in a project risk
assessment, including steps to mitigate risks.

Commitment of national counterparts: Proposals should demonstrate the commitment of national
counterparts in the form of tangible contributions to the inputs and support necessary for
successful operation;

Counterpart support capacity: The scale and pace of activities should be commensurate with the
organizational and institutional capacity of partners. Proposals should seek to strengthen capacity
whereit is found to be insufficient;

Lending visibility to the United Nation’ s work: Proposals should raise the public profile of the
United Nations and be of interest to the media;

Fosters inter -agency cooperation: Proposals should promote inter-agency cooperation in support
of common policies and goals;

Projects funded by the UN Foundation
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*  Relevance to United Nations programming framework: Development requirements and project
identification should, wherever appropriate, find a place in country strategy notes and United
Nations devel opment assistance frameworks. The resident coordinator system should be closely
involved in this regard.

Undesirable characteristics

Funding will generally not be considered for:

*  Programme mandates entailing financing of core operating costs of United Nations system
agencies or proponent institutions;

e “Add-on” funding for current development cooperation and humanitarian activities;

e Publicinfrastructure and projects involving a high element of capital investment and equipment
costs; and

*  Non-applied research.
Grant proposal process and procedures

Overview of proposal development

T he United Nations Foundation proposal development process can be broken down into two diginct phases as
shown in figure 14.

Phase |: Preparing concept proposals based on expressed United Nations Foundation or the United Nations Fund
for International Partnershipsinterest

The United Nations Foundation and the United Nations Fund for International Partnerships hold periodic
consultations with United Nations agency partners to discuss and agree upon strategic programme priorities
for the coming year. Following such consultations, United Nations Fund for International Partnerships
welcomes receipt of short concept proposals from the United Nations system agencies that comply with the
Foundation’s strategic grant -making priorities. Concept proposals are jointly reviewed on arolling basis by
the Fund and Foundation staff to determine whether they merit further development as full proposals. United
Nations agencies are strongly encouraged to develop concepts in close collaboration with civil society
partners, including non-governmental organizations and the private sector.

Concept proposals should not exceed four pages and should follow the format prepared by the United Nations
Foundation and the United Nations Fund for International Partnerships which is available on the UNEP

website at http://www.pcmu.unep.org/unf.

Concept proposals must undergo an interdivisional review and must be formally submitted to the United
Nations Fund for International Partnerships by the Deputy Executive Director. In addition, the Foundation
project coordinator must be kept informed of any informal consultations with the United Nations Foundat ion
or the United Nations Fund for International Partnerships programme staff regarding the devel opment of
concept proposals.

Phase I1: Preparing comprehensive grant proposals for funding consideration

Each year a handful of exceptional concept proposals are endorsed by the United Nations Foundation for
further development as comprehensive proposals for funding consideration. These full proposals should be no
longer than twenty pages and developed in accordance with the detailed guidelines provided by United
Nations Foundation and the United Nations Fund for International Partnerships which are available on the
UNEP website at http://www.pcmu.unep.org/unf.

In addition to complying with the United Nations Foundat ion and the United Nations Fund for International
Partnerships guidelines, proposals should include:

»  Clear reference to the UNEP mandate for carrying out the proposed activities: Thiswould
normally be references to the work programmes for the bienniums covered by the proposed
activities;
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*  Programme support cost clause: The project budget must include a separate line for programme
support cost at 5 per cent to be added under the project total. Thus, the resulting grand total
(comprising project cost and project support cost) would represent the amount to be requested for
funding from the United Nations Fund for International Partnerships. Five per cent programme
support cost is aso applicable to all matching funds flowing through the Foundation;
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Figureld: UNEP gpproval process applicable for projects funded by the UNF

PHASE |

Mid January or Mid June

Informal Consultations Preparation of Inter- UNF ODED
(Prog. Officer/lUNF Co concept proposal on Dg;%\r:val Coordinator
ordinator/UNF/UNFIP) request by UNFIP

PHASE I1

Early April or Early Mid April or Mid
Mid March or Mid August September September

Prepar ations of PCMU Review PAG UNF UNFIP
comprehensive Coordinator Review

proposal

UNFIP

Mid June or
Mid November

UNF
Coor dinator
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* A budgetary provision of approximately 2 per cent should be included under staffing costs which
will be used by Programme Coordination and Management Unit (PCMU) in administering the
UNEP United Nations Foundation portfolio.
Full proposals must be reviewed by the PCMU or BFM Sand the Project Approval Group before being
formally submitted to the United Nations Fund for International Partnerships by the Depuy Executive
Director. The Fund will formally present the proposals at the meetings of its advisory board and Board of
Directors.

Proposal development timetable

The United Nations Fund for International Partnerships advisory board and the United Nations Foundation
Board of Directors meet twice each year in June and November to consider proposals for funding. Proposals
need to be received by the Fund at |east two months prior to the board meetings. In view of this, figure 14
shows the approval process and timetable for preparation of United Nations Foundation proposals.

Reporting requirements
Activity reports

Activity reports are required for externally implemented projects. Activity reports covering the first half of the
year (1 January—31 June) are due by 31 July. Activities for the second half of the year are reported within the
context of the annual progress reports.

Progress reports

Annual progress reports are due for any project that has received funding during the reporting year, prior to
the end of the third fiscal quarter (on or before 30 September).

Progress reports are not required in the following cases:

»  For projects of 12 months or less in duration, one final report satisfies all reporting requirements,

e For projects scheduled to end during the last or first quarter of agiven year, afinal report that
clearly and adequately describes the activities of the final year of project activities satisfies the
reporting requirements.

Progress reports should follow the format prepared by the United Nations Foundation and the United Nations
Fund for International Partnerships which is available on the UNEP website at http://www.pcmu.unep.org/unf.
Reports should be submitted electronically by 31 January to the Chief, PCM U with copies to the Chief,
Evaluation and Oversight Unit and the Chief, BFM S The PCM U will review and submit reports for all UNEP
United Nations Foundation funded projects to United Nations Fund for International Partnerships by 15
February.

Financial reports

See details in section VI1.D.(€) and annex X111 of this manual, and on webpage www.unep.org/pcmu/project
manual on the financial report and format. Details of project expenditures should be reported, as at 31 March,
30 June, 30 September and 31 December each year, providing details of unliquidated obligations separately.

All United Nations Foundation project documents are required to include a standard paragraph on financial
report as follows:

“Chief, BFM'S UNON will submit to United Nations Fund for International Partnerships, the
unaudited financial utilization reports within 45 days after the end of the reporting periods, for
example, as of 30 June and 31 Decembe and an annual financia report certified and audited as
appropriate within 90 days following the end of the year in line with existing memorandum of
understanding or basic implementation agreement, as applicable, with United Nations Fund for
International Partnerships.”

Final reports

See detailsin section VI1.D.(c) and annex X1 of this manual and on webpage www.unep.org/pcmu/project
manual on the final report and format. Within 60 days of the completion of the project, afinal report isto be
submitted to the Chief of PCM U with copies to the Chief of Evaluation and Oversight Unit and the Chief of
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BFM SThe PCMU provides afinal report to United Nations Fund for International Partnershipsin
acmrdance with the existing memorandum of understanding with the Fund.

Operational modalities of United Nations Foundation funded pr oj ect

Procedure

The standard operating procedure for receiving funds for implementing a project embraces the following
steps:

(i) After the project document is approved by United Nations Foundation and the United Nations
Fund for International Partnerships, the Foundation transfers funds to a Fund account;

(i) UNEP submitsto Budget and Administration Unit, United Nations Fund for International
Partnerships a cash request form approved by Chief, BFM'S UNON for review;

(iii) The office for programme, planning, budget and accounts transmits notification of funding to
UNEP/UNON;

(iv) UNEP/UNON pay cash advance to the implem enting agency on the basis of notification of
funding issued by the office for programme, planning, budget and accounts.

Internally, projects funded by United Nations Foundation operate under the established QGA Trust Fund and
expenditures are recorded against the UNEP project budget approved by United Nations Foundation and the
United Nations Fund for International Partnerships. The notification for funding covers funds required in the
first year of the project and expires on 31December. On the basis of t he expenditure report submitted by
UNON/UNEP to United Nations Fund for International Partnerships, after the closure of the accounts, any
unspent balance is rephased to the next year. The revision of the project document reflecting the rephasal of
funds and activities is submitted by UNEP to United Nations Fund for International Partnerships by end of
May.
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X.

United Nations Development Account

Guidelinesfor the preparation of proposals, financing and reporting

The General Assembly in its resolution 54/15 of 29 October 1999 established the United Nations
Development Account, a multi-year account for supplementary development activities and approved
modalities for its operation.

The resolution also stressed the need for emphasis to be placed on the promotion of development activities
and national capacity-building in the implementation of the projects, particularly in developing countries and
in countries with economies in transition. In addition, particular attention should be paid to the use of
technical, human and other resources available in developing countries.

Projects are executed by the entities of the executive committee on economic and social affairs. The Under-
Secretary-General for Economic and Social Affairs acts as programme manager for the account.

Thewebsite http://www.un.org/esa/devaccount/contains more information and updated guidance on the
development account.

For the account’ s fifth tranche (launched in 2004) guidelines issued by the programme manager specified that
successful projects would:

»  Contribute to the achievement of the Millennium Development Goals and implementation of
major United Nations conferences,

e Beoriented towards having an impact at field level;

e Use knowledge management;

*  Use networking of expertise at subregional, regional and global levels;
*  Build national capacities;

»  Usetechnical and human resources in developing countries;

e Leadto multiplier effects;

*  Have good demonstration effects;

«  Promoteeconomic and technical cooperation among developing countries at regional or inter
regional levels;

e Result in durable, self -sustaining initiatives;
»  Create synergies with capacity-building interventions of the United Nations secretariat;
«  Benefit from partnerships with non-United Nations stakehol ders;
e Beinnovative;
e Draw on existing knowledge in UNEP;
»  Take advantage of information communication technology; and
*  Require not more than $600,000.
M odalities for operating the account

In accordance with General Assembly resolution 54/15, the United Nations Development Account operatesin
accordance with the financial regulations of the United Nations and the regulations and rules governing
programme planning, the programme aspects of the budget, the monitoring of implementation and the
methods of evaluation. Reports on project implementation are submitted to the General Assembly in
accordance with the relevant regulations and rules.

Projects operate on sub-allotment basis. The amounts approved by the General Assembly for development
projects are alotted from the specia account by the Programme Planning and Budget Division to the relevant
departments and offices responsible for implementation of the development projects.

Every six months, the Accounts Division issues a separate financial statement for the special account for
supplementary development activities.

UN Development Account
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Expenditures from the United Nations Development Account are subject to the same modalities and
procedures that govern the regular budget of the United Nations. As the United Nations Devel opment Account
is a multi-year account, any balance within a project at the end of the biennium can be carried forward to the
next biennium.

Allotments issued for the current biennium lapse on 31 December of the second year of the biennium.
Obligations incurred are valid for twelve months following the end of the financial period to which they
relate. Any unencumbered balances at the end of the biennium are rephased to the forthcoming biennium by
the issuance of related allotments under the special account for supplementary development activities.

Because the United Nations Development Account is governed by the procedures of the regular budget of the
United Nations, no funds from the account can be used for support costs. Therefore, the resource requirements
of the projects should be sufficient to achieve anticipated results, with the ongoing maintenance costs funded
from the projects’ approved budgets.

Preparation of proposals
Procedure

Entities of EC-ECA, upon request of the programme manager of the account, submit project concepts for each
tranche. The programme manager reviews these proposals and makes, jointly with members of the EC-ESA,
selections based on predefined criteria and the resources avail le for the next budget period. The programme
manager, jointly with the programme planning and budget division, finalizes the projects selected for review
by an inter-governmental process.

Entities of EC-ESA develop the approved project concepts into full-scale project documents, with detailed
budgets, for final submission to the programme manager.

Submission of proposals

The latest format for concept proposals as well as full-scale project documents can be obtained on the
webpage http://www.un.org/esa/devaccount/.

Project concepts can be prepared according to the format suggested on the webpage mentioned above.
However, full-scale project documents should satisfy the requirements of both UNEP and the development
account.

Proposals and subsequent related information should be submitted to the PCM U, UNEP for review, selection
and recommendation to the Executive Director or Deputy Executive Director for submission to the
programme manager of the account (see figure 15 for development account projects approval process).

Concerning budgetary requirements, it should be noted that only short -term temporary personnel components
can be financed from the development account in accordance with the provision of related instructions for
obtaining the services of individuals on behalf of the organizations (ST/SGB/177, ST/IA/295 and ST/A1/297).
Upon approval of the project proposal by Department of Economics and Social Affairs, the Budget and
Financial Management Service requests the Programme Planning and Budget Division in New Y ork
headquarters to issue an allotment advice based on the approved budget.

The issuance of the allotment advice by Programme Planning and Budget Division is the authority for UNEP
to incur expenditures. Any reallocation of funds requires the issuance of arevised allotment advice by the
Programme Planning and Budget Division. The request of the revised allotment advice is prepared by the
Budget and Financial Management Service and should be accompanied by proper justification by the project
manager.

Reporting requirements

The required reports should be prepared by the respective programme coordinator or head of the division
responsible for the implementation of individual development account funded projects. These reports have to
be sent electronically to the UNEP Programme Coordination and Management Unit for submission to the
Under- Secretary -General of Department of Economics and Social Affairs and the programme manager of the
development account.

Activityreports

For externally implemented projects, project coordinators, cooperating agencies or supporting organizations
should submit the annual activity report for the first half of the calendar year (from January to June). See
details on reporting requirements in section VII.
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Figure 15: Approval process applicablefor projectsfunded under development account
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Progressreports

Progress reports are required once a year and serve as a basis for the report to be submitted to the General
Assembly. The reports should cover the period from 1 January to 31 December.

It should be noted that, in 2004, the United Nations Department of Economics and Social Affairs reviewed the
development account’s monitoring and evaluation system, including reporting. The outcome of this review
and the new guidelines are available on website http://www.un.org/esa/devaccount/.

Progress reports should be submitted in the format required for UNEP projects (see annex XI) and completed
with the relevant paragraphs specific to United Nations Devel opment Account funded projects.

The progress report should include information on:

(i) Collaboration with partners and leveraged resources,

(i) Delivery of planned activities or outputs and results of the project measured against the
performance indicators stated in the project document;

(iii) Accumulated impact of the project (paragraphs specific to United Nations Development Account
funded projects);

(iv) Possible delaysin project delivery vis-a-vis remedial actions to be taken; and

(v) Project budget performance.

In assessing effects and accumulated impacts of project implementation, progress reports should address the
extent to whi ch the criteria set out in the relevant General Assembly resolutions have been met, particularly
with aview to:

«  Demonstrating the benefits accruing in building national capacities;

*  Using the technical, human and other resources available in developng countries;

«  Having multiplier effects and promoting capacity - building in developing countries;

*  Promoting regional and inter-regional economic and technical cooperation among developing

countries.

Such dimensions as sustainability (the extent to which the project leads to some durable, self-sustained
process) and synergies with other development interventions should also be reflected in progress reports. The
electronic version of the progress report format specific to United Nations Development Account funded
projects is available at website http://www.unep.ora/pcmu/project manual.

The midyear and end -of-year information on project budget performance should be summarized in a tabular
format, including the total financial allocation for the life of the project by budget line (object of expenditure),
up-to-date obligations and disbursements, total resources committed, and the remaining balance. Data for each
budgeted activity should be provided separately. In cases of deviations of actual expenditures from the
requirementsindicated in the initial allotment request (cost plan), explanations should be provided. In
preparing these reports, programme managers should obtain the most recent financial data available at the
time of the reporting.

Observations by project managers provide valuable feedback and thus facilitate assistance or intervention by
the programme manager or the central administration, as required.
Final report

A final report is required on the completion of all projects using the format given in annexXI| and on
webpage http://www.unep.org/pcmu/project manual.

The final report should be submitted to the PCM U, UNEP within 60 days of completion of the project.

Reportstothe General Assembly

The programme manager of the United Nations Development Account (Under- Secretary -General of
Department of Economics and Social Affairs) prepares, jointly with the Programme Planning ard Budget
Division, Department of Management, reports on the operation of the United Nations Development Account
and submits them for consideration by the advisory committee on administrative and budgetary questions and
then to the General Assembly. These reports are based on progress reports and other inputs prepared by the
entities of EC -ESA responsible for the respective projects.
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Annex | Sample project proposal for sponsor ship
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United Nations Environment Programme

pll Busall el pabizy + EiPEEGIEEE

FROGRAMME DES NATIONS UNIES POUR CENVIRONNENENT = PROGRAMA DE LAS NACIONES LIRIDAS PAAA EL MEDHD AMBIENTE
UNEP NPONPALMA OFT AHMIALIMH 05 E QMHEHHBLE HALAA NO ORPYXOUCWER CPEDE
Our Ref:
Project submission for sponsor ship
UNEP subprogramme Technology, Industry and Economics

and programme element:

Title of project:

Legislative authority:

Geographical scope:

Co-operating agency/

Supporting organization

Duration of the project:

Project coordinator:

Cost of project:

(Production and Consumption Branch) and Environmental Policy Implementation

Building national and local capacity for dangerous goods transport emergency
planning implementation (TransAPELL)

UNEP/GC.21/3/Add.1 (Environmental Emergencies) 21/17
Further improvement of environmental emergency prevention, preparedness,
assessment, response and mitigation

Global/regional (project implementation in three countries)

The United Nations Economic Commission for Europe,
Governments and national institutions in countries selected for implementation in
Asia-Pacific, Africa, Latin America

Three years

Mr Fritz Balkau

Chief, Production and Consumption Branch

Division of Technology, Industry and Economics (DTIE) Telephone: + 33.1.01 44 37
14 40 and Fax + 33.1.01 44 37 14 74 e mail: fritz.balkau@unep.fr

Total: $ 1,182,850

(Expressed in US$)
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Activity 2005 2006 2007 Total %
(a) Consultants and subcontractors 85,000 120,000 115,000 | 320,000 27,05
(b) Meetings/workshops (in selected 60,000 90,000 100,000 | 250,000 21,14
countries)
(c) Travel (for meetings/ workshops) 40,000 40,000 50,000 | 130,000 10,99
(d) Reporting costs (production and 15,000 15,000 15,000 45,000 3,80

dissemination of publications)

(e) Personnel (project coordinator) 75,000 75,000 75,000 | 225,000 19,02

(f) Evaluation 15,000 15,000 127

(9) Project support cost (13%) 35,750 44,200 42,900 | 122,850 10,39
1,107,85

Funding reguested from donor (s): 310,750 384,200 412,900 0 93,66

Cost to UNEP (cash and in-kind),

incl uding staff -time, logistic support 25,000 25,000 25,000 75,000 6,34
1,182,85
Total costs 335,750 409,200 437,900 0 100.00

Project summary:

This proposal outlines a project aimed at helping selected national governments to improve their own ability to manage
safely the transportation of dangerous goods by raising awareness and building capacity of national and local
institutions that deal with emergency preparedness and response, through the “transAPELL" approach. The scope of this
project isinland transportation of dangerous goods, including rail, road and pipeline transportation.

Based on existing demands, activities will be carried out at the national level in three selected countries one from each
of the following regions. Africa, Latin America, Asia Pacific — to be jointly selected with donors reflecting the intention
of UNEP and donors to increase specific countries’ safety levels.

This project aims to build capacity on the safe transportation of dangerous goods at national and local levels. National
capacity building will be carried out through workshops and training while local capacity building will be carried out
through demonstration projects in a selected vulnerable community (hot spot) in each country.

Background:

Increased industrialization has also brought a similar increase in the transportation of hazardous materials. The local
customs, skills and information for safe transport often are inadequate. Lack of familiarity with chemical substances

means that local populations behave inapproprigely in case of an accident. Consequently, the risk of accidents during
the transport of dangerous goods has also increased in both industrialized and developing countries.

The terrorist attack on September 11 also gave the transportation of dangerous goods a different perspective. Huge tanks

of concentrated deadly gases that the chemica industry transport near densely populated areas can be considered as
“prepositioned weapons of mass destruction” for terrorists and should be protected so as not to be seen as “easy” targets.

Apart from deliberate acts, usual transportation accidents were also in the news recently. The train blast in Iran in
February 2004 had a devastating effect on the villages that bordered the railroad. The explosion resulted in 328 dedhs
and approximately 460 injuries. The derailed cars contained a variety of mixed dangerous chemicals including solid
sulphur, gasoline and fertilizers.
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The North Korean accident in April 2004 also gave rise to some questions regarding how to transport ammonium
nitrate, which was the chemical involved in the accident. This accident killed 161 people and injured more than 1,000.
The blast obliterated the station and the immediate vicinity, causing damage within aradius of four kilometres.

These accidents triggered UNEP Division of Technology, Industry and Economics (DTIE) to invest again in the area of
transportation of dangerous goods. It is clear that the risk of transportation accidents involving hazardous substances is
serious and should be integrated into local emergency preparedness planning, and capacity should be built at national
level.

This proposal has already been discussed with the Swiss Agency for the Environment, Forests and Landscape (SAEFL)
and Switzerland might be in a good position to share its experiences in the management and control of the transportation
of dangerous goods within the country.

This project will be built on the expertise drawn from the APELL programme and from expertise in safe transportation

from some developed countries that have advanced in this area such as Switzerland, Canada, United States and the
Netherlands.

Proposal:

This project aims to improve the ability of selected national governments to deal with risks arising from the
transportation of dangerous goods. To do so, the following is heeded:

e To build capacity of relevant national and local institutions to improve their knowledge and effective use of
prevention and preparedness procedures to manage the risks arising from the transportation of dangerous
goods (the ideaisto build capacity on the existing material developed already by the United Nations
Committee on the Transportation of Dangerous Goods) —perhaps even linking this phase with the UNCTDG
secretariat for ajoint initiative;

¢ To undertake three demonstration projects in each of the selected countriesto allow local authorities and
institutions to also build capacity and be trained on how to manage transportation risks (based on the
transAPELL approach).

Objectives:
¢ Reduction of human injuries anddeaths related to transportation of dangerous goods in the selected countries;
¢ Overall reduction of accidents related to the transportation of dangerous goods in the selected countries;
e Local level demonstration of the applicability and usage of national frameworks;

¢ Increased capacity of local institutions to deal with the prevention, preparedness and response to
transportation accidents involving dangerous goods.

¢ Increased public awareness of overall risks of transportation of dangerous goods and related prevention
measures,

« Enhanced management of transportation of dangerous goods by national institutions of the selected countries;

« Enhanced government and local readiness to reduce overall accidents related to transportation of dangerous
goods.

Outputs:
e Effective delivery of training for the safe transportation of dangerous goods.

« Development and dissemination of procedural guidelines for safe transportation of dangerous goods for
worldwide use and adaptation by other national or institutional partners.

» Establishment of multiplication strategy for local community institutional capacity building for safe handling
of dangerous goods.

Activities:
Initial phase — national capacity building

1 Set up a steering committee for the project;
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2. Develop a detailed project plan of action with specific activities, specific budget, timeline and
responsibilities;
3. Develop, together with the steering committee, project performance criteria and indicators to evaluate

whether the actions proposed are leading to improvements in reducing the likelihood of transportation
accidents (prevention), in improving preparedness (reducing the vulnerability);

4. Identify a Government focal point in each of the selected countries to participate in the project;

5. Assess in each country governance structures, policies, tools and practices related to the transportation
of dangerous goods. Existing good practices will be the basis for suggestions and recommendations together
with expert consultations;

6. Develop atraining package to train national and local institutions on the safe transportation of
dangerous goods;

7. Undertake national awareness raising activities and training in each of the three countries;

8. Hold one project progress review meeting where inter-regional or inter -country consultation with

stakeholders and implementers will take place to discuss the lessons learned, best approaches, and aflexible
framework for countries to follow;

Implementation phase —Demonstration projects

1 Identify, together with the steering committee and the government focal point, a“hot spot” in each
country to demonstrate the project (through undertaking transAPELL implementation);

2. Form in each hot spot local committees to participate in the demonstration project implementation;

3. Train all local institutions in the three hot spots with the same training package developed in the initial
phase;

4, Implement the transAPELL process in each of the hot spots— this phase will last two years and will
involve four visits t o each selected hot spot plus one full scale drill;

5. Collect project indicators;

6. Promote public awareness campaigns to communicate with a larger regional community the findings

and changes implemented during the project and how these actions can possibly reduce the likelihood of
transportation accidents or their impact on property, life and environment;

7. Prepare a national meeting to show overall project results and propose a multiplication strategy in the
country;
8. Document all project-related documentation, methodologies and reports both in English and the

national language so that after completion the whole initiative can be multiplied in other countries.
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Annex Il: Situation analysis

Prior to the project formulation and construction of the logical framework matrix, structured analysis of the
existing situation should be conducted. This comprises stakeholder analysis, problem analysis and objective
analysis. The analysis facilitates formulation of the logical framework elements as well as defining the scope
of the project. Stakeholder, problem and objective analyses are an iterative and simultaneous process.

A. Stakeholdersanalysis
The analysis of stakeholders, their needs and interests, is an important part of the situation analysis. The
purpose of the stakeholder analysis is to gain an overview of important groups or players who have or may
develop vested interests in a certain situation or working context. Core stakeholders are those who are well-

informed and can help to analyze and discuss the main issues that the analysis will focus on. The main
purposes of stakeholder analysis are:

. To better address and manage the distributional and social impacts of projects, programmes
and policies; and

. Toidentify existing or potential conflicts of interest and to factor appropriate mitigation
strategies into activity design.

Procedur e

1 Identify the principal stakeholders at various levels—local, national, regional and international;

2 Investigate their roles, interests, and relative powers and capacitiesto participate;

3. Identify the extent of cooperation or conflict in the relationships among stakeholders; and

4 Interpret the findings of the analysis and define how they should be incorporated into project design.

B. Problem analysis and thepraoblem tree
Problem analysis

In order to understand a situation to be influenced by a project, it is essentia to be aware of problem
conditions which constitute development constraints as well as their causes. Precise description of problems as
deviati ons between some desired conditions and the status quo, and the major root causes of the situation need
to be identified in order to devise effective ways of dealing with them.Problems and their inter -relationships
can be identified and visualized using the so-called “problem tree”. The problem tree is a diagram showing the
cause-effect relationships between problem conditions in a defined contest (see figure 16 for an example of a
problemtree).

Procedure®

Define precisely the situation (sector, subsector, area, and so on.) to be analyzed;
Define some (approximately five) major problem conditions related to the selected situation;
Organize the problem conditions according to their cause-effect relationships;

Add additional problems, thus describing causes and effects; and

o > w DN P

Check the diagram (tree) for completeness (most relevant conditions) and logical order.

32 pustralian Agency for International Development (2003), Logical framework approach, the AusGuidelines.
33 UNESCAP (2003). Project planning, monitoring and evaluation, training guide.
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C.

Objectives analysis and the objective tree
Objectivesanalysis

It is important to identify, on the basis of the problem anaysis, the objectives and results that the project is
intended to achieve. If there is no secure commitment from all the parties concerned to the project’ s objectives
and results, then friction may occur among stakeholders, leading to poor project implementation. The problem
structure shown in the problem tree can serve as a basis to identify and visualize potential objectives a project
might want to achieve. The objective tree is created by transforming the hierarchy of problems into a
hierarchy of objectives describing future conditions which are desirable and redlistically achievable. The
objective tree can form the basis for further decision-making on alternative interventions (projects) that would
aim to influence a given situation (see figure 17 for an example of an objective tree).

Procedure

1 Reformulate the problems as objectives;

2 Check the logic and plausibility of the means-to-ends relationship;

3. Adjust the structure wherever necessary and revise statements,

4 Delete objectives that are not desirable;

5 Check whether rewording will lead to meaningless or ethically questionable statements; in that case,

reformul ate the objective or indicate that this problem cannot be solved in the given context; and

6. Add new objectives if they appear to be relevant and necessary in order to achieve the stated objective
at the next higher level.
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Figure 16: Example of a problem tree: from the project entitled “ Development of national legal databasesfor capacity-building to enhance accessto environment law Inform ation in Africa”
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Figure 17: Example of an objective tree: from the project entitled “ Development of national legal databases for capacity-building to enhance accessto environment law information in Africa”.
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Annex 111: Project impactson poverty alleviation and gender-equality

Thematic issues such as poverty aleviation and gender-equality should be taken into account and
mainstreamed in every project or programme in UNEP. Poverty and gende issues surrounding the key subject
area of project intervention should be part of the situation analysis. This annex provides brief guidelines for
project managers on how to incorporate these essential thematic issues in project development, planning and
implementation.

A Poverty alleviation and environment®

It is increasingly accepted that poverty cannot be adequately measured by taking into account only baseline
indicators, such as income. Rather, a multidimensional approach that considers poverty in terms of
constituents and determinants of wellbeing better encapsulates the experience of poverty. These constituents
and determinants of wellbeing greatly enhance the freedom or ability of individuals to carry out specific sets

of actionsthat contributeto their wellbeing. These include, for instance, being able to be adequately nourished
or being able to be free from avoidable disease. The absence of such constituents is defined as poverty.

For the poor, many constituents of wellbeing are closely linked with ecosystem services — the benefits people
obtain from ecosystems. Ecosystems provide a flow of goods such as food, fresh water and fuels; they aso
provide services which regulate ecosystem processes in support of human wellbeing through, for example, the
purification of air and water, and the renewal of soils and soil fertility; and they enrich society by contributing
to acommunity's spiritual and cultural identity.

It is well documented that the poor suffer disproportionately when environmental degradation limits the
capacity of ecosystems to provide such services. For example, destruction of watersheds causes serious
disruption to the provisioning of water by ecosystems. Because the poor often do not have the resources to
purchase clean drinking water when the water supply is degraded, they have no option but to drink
contaminated water or to spend a larger portion of time collecting water. Both alternatives affect their level of
wellbeing and poverty. Figure 18 details the close relationship between many constituents of wellbeing and
ecosystem services.

34 Poverty-environment references:

Andy Norton, A rough guide to PPAs: An introduction to theory and practice, 2001.

http://www.worldbank.org/ partici pation/web/webfiles/ppaguide.htm

Millennium Ecosystem Assessment, Ecosystems and human wellbeing: A framework for assessment, Island Press, 2003.
UNEP and 11SD, Exploring the links: Human wellbeing, poverty, and ecosystem services, 2004.
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Figure 18: Poverty-ecosystem Iinkages35
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«Fresh water i o LA Being able to live it an envitonmentally clean and
L I . safe shelter.
. ‘0 * * .0
. “\ ’o + »
REGULATING Wotete YAl Beingable toheve adequate end clean drnking
*Putification of air and watet ,"0’ ‘. ’9 o | water.
*Mitigation of floods and droughts "’Q L ¢ 4 »
: s 5 5 .
Detoxiﬁ.cation afid decompqsﬂmn of wast.e.s shansy? 1.?'| B bt e oo,
sGeneration of renewal of soil and soil fertility Al .
*Follination of crops and natural vegetation 4" a, .. 1 " :
«Control of a vast majority of potential agricultural pests AP0 e *, | Being able to have energy to keep warm and cock.
*Dispersal of seeds and translocation of mutients '4'*. s e, ,ﬂ
> *Maintenatice of biodiversity, from which umanity has ’¢ “'. - — —
derived key elements of its agricultural medicing and % " LN ‘ Being able to use traditional medicine.
itdusttial enterptise ’q . ‘*
: : : »
-Prot.ectwn ofthe Hin s ha:mful ultraviolet rays :‘ by 4 Being able to have cultural and spirihual practices
*Tastial stlabﬂization of climate . ?' using ecalogical systems respected.
Moderation of temperature extremes and the force of winds ot ut
and waves ’o' L "
+* '. Being able to cope against extreme natural events
‘0. ‘. like flonds, tropical storms and land slides.
*
Ld
ENRICHING | g g
Spiritual uses and relationship of people to land and water Being able to make sustainable management
bl = 4 p5thetic values decisions with respect to the use of natural resoutces
*Social relations and values ity order to ackieve a sustainable income stream.
*Education and scientific value
B.

Ensuring that certain instrumental freedoms exist or are developed increases the likelihood of aproject
capturing and addressing the links between poverty and the environment. These freedoms or enabling
conditions are: participative freedom; access to economic facilities and social opportunities; the existence of
transparency guarantees; protectivesecurity; and ecological security. These freedoms are explained below and
are combined with strategic interventions. Including such strategic interventions in a project will ensure that

Project intervention strategies for poverty alleviation

the poverty—environment links are duly captured and addressed.

%5 UNEP and International Institute for Sustainable Development (11SD) (2004), Exploring the links: human well-being,

poverty and ecosystem services.
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a

Participative freedom
Participative freedom allows the poor and the marginalized to take an active part in deliberations on the use of
ecosystemsin which they live, reflecting the ways that they val ue these ecosystems.

Strategic interventions include:

« Egablishing democratic processes to allow individuals to decide on issues related to well-being
and ecosystem management;

¢ Allowing aprocess for value formation and the creation of an environmental ethic through public
discussion;

¢ Providing the means by which the poor and the impoverished can organize and articulate their
views and position on ecosystem management.

Economic facilities

Economic facilities —which consist of having clear ownership rights and reduced transaction costs —facilitate

the conversion of provisioning services for production or exchange, providing increased opportunities and
choices to the poor.

Strategic interventions include:

e Clear ownership or user rights and transparent access to ecosystems and ecosystem services;

¢ Reduced transaction (processing, administrative, information) costs for converting ecosystem
goods into economic products;

e Availability of financial resources in the form of micro-credit; and

e Access to information on prices, technology and market opportunitiesin a timely and consistent
format.

Social opportunities

Socia opportunities help to engage marginalized groups in decisions about the use of ecosystem services.
This contributes to both the well-being of the marginalized and potentially more sustai nable ecosystem
management decisions.

Strategic interventions include:

. Promoting women'’s agency by providing support for women’s networks and the creation of
informal ingtitutions;

. Providing basic health facilities;

. Providing clean water;

. Providing safe and clean shelter; and

. Providing basic education on ecosystems and their links with human well-being.

Transparency guarantees

Transparency guarantees contribute to sustainable ecosystem management by decreasing corruption and
inefficiency.

Strategic interventions include:

. Reducing corruption in public and private sectors;

. Increasing efficiency and effectiveness in the bureaucracy, policy-making circles and
judiciary; and

. Improving policy coherence among local, national and international environmental, economic

and social policy frameworks.
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e. Protective security

Protective security is defined as safety nets against adverse events that may render individuals helpless.
Protective security contributes to human well-being and sustainable ecosystem management.

Strategic interventions include:

. Creating formal safety nets that automatically provide benefits during times of stress;
. Maintaining existing informal safety nets used by communities;
. Recognizing and formalizing existing informal safety nets when private land tenure systems
are being formulated; and
. Creating work (restoration of ecosystems) for food programmes during times of extreme
distress.
f. Ecological security

Ecological security is the provision of ecological safety nets to individuals who depend on ecosystem services
for achieving many of the constituents of well-being.

Strategic interventions include:

. Allowing communities greater participative freedom to determine strategic options for
sustai nable management of ecosystems and ecosystem services;

. Establishing formal institutions to protect ecological safety nets established by local
communities;

. Ensuring coherence among multilateral environmental agreements with national and local
environmental policies;

. Building capacity among local communities for achieving ecological security and ecological
safety nets, and

. Promoting institutions to ensure fair distribution and use of ecologica safety nets by local
communities.

It is necessary to treat the environment as having the dual purpose of providing commodities as well as life
supporting services. This is a gap that UNEP proposals should address, given its mandate and its comparative
advantage in the field of environmental resources management and ecological systems.

C. Gender analysiswithin the social and economic context

Understanding of different cultures and regions would be the first step towards identifying gender—equality
issues in localities where the project is taking place. This would provide basic conceptual guidance for
incorporating the gender issues. Also, sex-disaggregated statistics help project proponents understand the
gender issues as well. Some examples of useful statistics are listed in Box 1. An outline of recent sex-
disaggregated statistics to illustrate the status of women in a country includes reference to the human
development index (HDI) and gender development index (GDI), with a comparison with neighboring
countries and other countries of the region. Additionally, most countries have at least developed a national

policy or reports to implement the Beijing Platform for Action (1995) and the Outcome Document from the
Beijing +5°' Review session (2000).

36 Anantha Kumar Duraiappah (2001), Poverty and the environment: A role for the United Nations Environment

Programme (UNEP), Concept paper written for UNEP in preparation for Guideline on Poverty and the Environment,
UNEP.
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With the basic understanding of gender issues on a national level, the next step would be a further ook into
gender -specific issues. Based on cultural, social and economic data on the region, project proponents should
be able to go further into gender roles and needs. This would be materialized when matched with project
success factors. Different gender roles and needs are expected in different regions.
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Box 1: Examples of sex-disaggregated satistics®

Education: literacy rates, school enrolment rate, drop-out rate;

Health: life expectancy, maternity mortality, fertility rates, contraceptive prevalence, rate of anemia,
HIV/AIDS, malnutrition;

L eader ship and decision-making: percentage of women at local to national government levels, women in
government appointed and elected bodies, women in United Nations agencies;

BEmployment: rates of poverty, employment/unemployment rates, compositions of men/women in major
employment areas (agriculture and food, manufacturing, tourism, health, construction, banking, forestry);

L egal rights: property/asset ownership rights, rightsin marriage, divorce, raising children, and other family
decisions,

Environment: access to and ownership of environmental resources, participation in decision making and
implementation;

Other indicators: rates of violence.

D.  Gender inclusive project management

After going through gender and project analyses, project proponents should be able to identify how to achieve
better project performance and how the project can contribute to gender equality. UNEP projects should
empower and improve livelihoods of those most marginalized, for example, women living in poverty,
minorities, and indigenous women.

. When gender issues are critical to the project’s success: The key gender issues identified
should be presented as indicators and should be monitored;

. When the project contributes to gender equality: Project proponents should be able to establish
in the project proposal how the project aims to assist in achieving gender equality and monitor
progress.

The following guidelines offer strategic approaches for gender mainstreaming, dealing with environment and
sustainabl e devel opment.® Project managers will benefit from reviewing and responding to these guidelines
throughout the project management cycle.

1 Policy level

. Encourage Governments to honour international and national commitments and implement policies
that have been agreed to in the area of women and the environment;

. Promote gender mainstreaming in the policies and operations of all natural resource management
institutions, and ensure that women’s and men’s concerns and experiences are fully integrated;

. Make monitoring and evaluation gender-specific, and collect gender-specific data.

2. Sensitization

¢ Recognize that women and men have different types of vulnerabilities, strategies and responsibilitiesin
environmental change and impact mitigation; integrate gender issues in vulnerability and risk analysis;

38 Source of most information: Guide to developing a UNDP country gender briefing kit.
39 United Nations Environment Programme (2004), Women and the environment, UNEP Policy Series.
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Enhance awareness-raising on women’sroles in biodiversity use, desertification control and integrated
water resources management.

3. Participation

Ensure full and active participation of women, together with gender equity, in natural resour ce
management, research, planning and decision-making at al levels. In this context also consider active
participation of different social classes;

Promote the use of participatory methodologies,

Ensure that benefits from interventions accrue to both women and men.

4. Technical and financial support

Assist women in their role as local natural resource managers and identify strategies to help rural women
achieve sustainable livelihoods;

Allocate adequate technical and financial resources to support women directly in natural resource
management and control of environmental degradation, and ensure sustainability of finances,

Ensure women’s access to education, training, finances and appropriate technologies;

Create more jobs for women but also account for their nature and terms, including whether they offer
sustainable livelihoods;

Link natural resource programmes and policiesto poverty eradication.

5. Empower ment

Empower women as resource managers through capacity-building of individuals and organizations, and
increase access to educational opportunities;

Empower women'’ s access to information, management processes, training and legal systems;
Engage women in leadership-building and leadership practices;

Support, strengthen and involve women'’s organizations and networks working on environmental issues.
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Annex 1V: Logical framework matrix

The logical framework matrix or “logframe” is a planning, management, monitoring and evaluation tool
adopted by the United Nations within the results based management paradigm. The matrix helps to provide a
standardized summary of the project and its logic, which can be understood across United Nations agencies,
implementing agencies, other stakeholders, and donor Governments although the specific matrix formats and
terms may be slightly different.

The focus of UNEP projects has increasingly shifted from output delivery to achieving results and objectives.
Thisisin line with the shift towards results-based management in the United Nations. The matrix challenges
the project teams to systematically organize objectives, results, outputs and activities into logical relationships
and assists them to focus their efforts on the achievement of agreed goals. The logical framework matrix is
required for all UNEP projects.

Thelogical framework matrix

e Describes how exactly a programme/project would practically work to achieve results;

* ldentifies the components that would ensure achieving the stated results/objectives;

e Pointsto specific indicators that would be used to measure actual project performance.

The benefits of formulating alogical framework matrix for a project are:

e It canimprove the preparation of a programme/project by clarifying the programme/project design and
facilitate the measurement of progress to be made towards achieving expected results and objectives;

e It makesthe project transparent to donor Governments, managers, cooperating agencies, and supporting
organizations;

e Itincreases the sense of ownership and improves the relevance and quality of the project; and

¢ It communicates the details of complex programmes clearly and understandably.

The logframe format includes four main elements, namely: objectives, results, outputs and activities. Each of
these needs to be related by a causeand effect relationship. In other words, each component constitutes a
necessary condition for achieving the next component. Thought must be given to the logical flow of the
project and the linkages between each logic element. Keys to formulating a sound bgical framework are

linkages and alignments among objectives, results, outputs and activities (the flow of logic is illustrated in
Figure 19).
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Figure 19: Linkage between elements of the logical framework
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Figure 20: UNEP logical framework example

Project title: Strengthen environmental policy and management capacity on poverty aleviation and
sustainable development in Africa

Overall objectives: Improved policy coherence within national development and poverty reduction strategies
and the national implementation of multilateral environment agreements.

Intervention logic Objectively verifiable Means of verification Assumption
indicators
Results Improved inter-ministerial Leve of inter-ministerial Survey of relevant Resources and time by

cooperation to ensure the cooperation reflected in ministries of selected all stakeholdersto
integration and cohaenceof PRSPs and other countries, Document contribute to the
policies within national development planson review of PRSPs and process, Officid
development and/or poverty poverty reduction strategies | MEAsin the areas of communication links
reduction strategies and the and MEAs energy, water and areestablished
national implementation of agricultural sectors. between formal
MEAs representatives.

Outputs Agreement and support for inter -ministerial strategies on the incorporation of key sectoral policies such as energy,
water, agriculture in PRSPs and other development plans.

Activities Establishment of an inter-ministeri a forum;
Facilitation of the establishment and management of coordinating institutional frameworks
Coordination/drafting of inter-ministerial strategies on the incorporation of key sectoral policies on energy, weter,
agriculture in PRSPs and other development plans.
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Annex V: Standard paragraphsfor project documente

A.  Management reports

This section describes the reports which the (cooperating agency/supporting organization)* will present to
UNEP. The standard paragraphs to be inserted in project documents are as hereunder:

1 Activity reports
Cooper ating agencies/Supporting or ganizations

Within 30 days of the midpoint of the annual progress reporting period (or as at 30 June, depending on the
annual ztleporting cycle), the (...*....[....) will submit to UNEP, using the format given in annex VIII, activity
reports.

2. Progress reports
Cooperating agencies/Supporting organizations

Within 30 days of the end of the reporting period, the (...*..../....) will submit to UNEP, using the format given
in annex X, annual progress reports as at 31 December.42

3. Final reports
Cooper ating agencies/Supporting organizations

Within 60 days of the completion of the project, the (....*....) will submit to UNEP a fina report using the
format given in annex X.

4, Substantive reports

Projects supported by UNEP will normally have one or more substantive publication components. Where this
is the case, one of the following paragraphs will be inserted, as appropriate:

Cooper ating agencies

(a Wherethereis budgetary provision for publications in the UNEP contribution to the budget:

(i) The(...*....) will submit to UNEP three copiesin draft of any substantive project report(s) for
clearance prior to their publication in final form. UNEP' s views on the report(s) and any
suggestions for amendments of wording will be conveyed expeditiously to (...*....) with an
indication of any disclaimer or recognition which UNEP might wish to see appear in the
publication. (See appendix ... for distribution list);

(i) Boththecover and thetitle page of all substantive reports will carry the logo of UNEP (if they are
issued as publications) and the title “United Nations Environment Programme”, together with that
of the cooperating agency publishing the report;

40 There is discretion to adopt clauses from cooperating agencies as long as no conflict rises against the United Nations
Financial Regulations and Rules, with the approval of the DED and Budget and Financial Management Service.

41 Usually, activity reports are due by 31 July especially for UNF and development account funded projects. Due to
varying reporting cycles of different donors, however, the activity report due date may vary for other earmarked donor
contributions.

42 For projects of short duration (one year or less), a progress report need not provide the progress report. New projects
with less than three months of implementation by the end of the calendar year need not provide the progress report.
Usually, progress reports are due by 31 January, especialy for UNF and development account funded projects. However,
some donors request progress reports on different dates. Although progress reports are required to be produced on ayearly
basis, more frequent reports can be produced as the project coordinator’s supervisor deems necessary.
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(b)

(iii) Copyright and royalties will normally be claimed by UNEP on publications produced under a
UNEP Project and financed by UNEP; the rate of royalties payable to UNEP will be ... (insert
percentage);

(iv) UNEP will receive ... (state number) free copies of the published work in each of the agreed
languages for its distribution purposes. Alternatively, UNEP will provide its own distribution list
tothe(....*....) in caseswhere (....*....) is solely or partly responsible for the distribution;

Where there is no budgetary provision in the UNEP contribution:

(i) Atthe appropriate time, the (....*....) will submit to UNEP three copies in draft of any substantive
project report(s) and, at the same time, inform UNEP of its plans for publication of that report(s).
UNEP will give (....*....) substantive clearance of the manuscript, indicating any suggestions for
change and such wording (recognition, disclaimer, etc.) as it would wish to see figure in the
preliminary pages or in the introductory texts;

(ii) 1twill equally consider the p ublishing proposal of (....*....) and will make comments thereon as
advisable. It may request (....*....) to consider publication on ajoint imprint basis. If (....*....) is
solely responsible for publishing arrangements, UNEP will nevertheless receive (insert number)
free copies of the published work in each of the agreed languages, for its purposes. (See Appendix
... for distribution list).

Supporting organizations

(a

(b)

Where there is budgetary provision for publications in the UNEP contribution to the budget:

i) The project document providesin paragraph ... for the preparation of a manuscript text as an
output of the project. By including provision for publication in the UNEP component of the
appropriate budget line, UNEP thereby affirms itself as copyright-holder of that text, and
equally expresses its intention to consider the text for inclusion in its publications programme;

(i) Upon completion of the manuscript, (....*....) will surrender the text to UNEP for publication.
Should UNEP not publish thetext within one year, (....*....) may request UNEP's authorization
to publish the text itself or through its agent. Such authorization will not be unreasonably
withheld by UNEP, and will consist of a cession of copyright to (....*....) or of alicense to
publish under contractual arrangements, at UNEP's discretion. Authorization will be
accompanied by editorial clearance from UNEP, and may include a request to change certain
wordings (recognition, disclaimers, etc.) in the preliminary or introductory texts;

(iii)  Copyright and royalties will normally be claimed by UNEP on publications produced under a
UNEP project and financed by UNEP, the rate of royalties payable to UNEP will be ... (insert
percentage);

(iv) Both the cover and the title page of all substantive reports will carry the logo of UNEP (if they
areissued as publications) and the title “United Nations Environment Programme”, together
with that of the supporting organization publishing the report;

(v) UNEP will receive ... (insert number) free copies of the published work in each of the agreed
languages for its own distribution. Alternatively UNEP will provide its own distribution list to
(....*....) in caseswhere (...*...) issolely or partly responsible for the distribution.

Where there is no budgetary provision for publications in the UNEP contribution:

(i) At the appropriate time, the (....*....) will submit to UNEP three copies in draft of any
substantive project report(s) and, at the same time, inform UNEP of its plans for publication of
that text. UNEP will give (....*....) substantive clearance of the manuscript, indicating any
suggestions for change and such wording (recognition, disclaimer, etc.) as it would wish to see
figurein the preliminary pages or in the introductory texts.

(i) Itwill equally consider the publishing proposal of (....*....) and will make comments thereon as
advisable.

(iii) It may request (....*....) to consider publication on ajoint imprint basis. Should (....*....) be
solely responsible for publishing arrangement s, UNEP will nevertheless receive (insert
number) free copies of the published work in each of the agreed languages, for its own
purposes.
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B. Financial reports

The standard paragraphs to be inserted in project documents, adapted as appropriate, are as foll ows:

Cooper ating agencies

@ Project expenditure accounts

) shall submit to UNEP quarterly project expenditure accounts and final accounts, as follows:

@) Details of project expenditures, on a project-by-project basis, reported in line with project
budget codes as set out in the project document, as at 31 March, 30 June, 30 September and 31
December each year, providing details of unliquidated obligations separately (see formatsin
annexes 11 and 12). The expenditure accounts will be dispatched to UNEP within 30 days
after the end of the quarter to which they refer;

(i) The expenditure account as at 31 December is to be received by UNEP by 15 February each
year;

(iii) A final statement of account, in line with UNEP project budget codes, reflecti ng actual final
expenditures under the project, when all obligations have been liquidated.

((9)] Cash advance accounts

A statement of advances of cash provided by UNEP will be submitted quarterly (in the format shown in
annex XII1) at 31 March, 30 June, 30 September and 31 December.

Cooperating agencies* (except in the case of the United Nations secretariat and subsidiary bodies including

regional economic commissions) will be provided with cash advances on the basis of three months
requirements. The standard paragraph to be inserted in the project document is:

Taking into account all its signed projects with UNEP, (......*.....) will estimate its aggregate cash
requirements for each quarter, including a reasonable amount to cover “lead time” for the next
remittance, and send arequest accordingly to the Chief, Budget and Financial Management Service. In
addition, the (....*....) will submit a project expenditure account showing expenditures incurred for the
past quarter for each project. On the basis of the expenditure account and the request for an additional

combined (see annexes XI and XI11)

United Nations secretariat and subsidiary bodies including regional economic commissions. The
standard paragraph to be inserted in the project document is:

submit status of allotment reports to UNEP on a monthly basis in accordance with the United Nations
financial procedures.

Supporting organizations

@ Project expenditure accounts

(1)

(i)

Details of project expenditures will be reported on a project-by project basis, in line with project
budget codes as set out in the project document, as at 31 March, 30 June, 30 September and 31
December (see annex XII). All expenditure accounts will be dispatched to UNEP within 30 days of
the end of the quarter to which they refer, certified by a duly authorized official of (....*....);

In addition the total expenditures incurred during a biennium ending 31 December 200X*  certified
by a duly authorized official, should be reported in an @inion by a recognized firm of public
accountants (for a Government, by Government auditors), and should be dispatched to UNEP within
180 days, i.e. by 30 June. In particular, the auditors should be asked to report whether, in their
opinion:

4 X* A year which is the second year of a UNEP biennium
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(b)

. Proper booksof account and records have been maintained;
» All project expenditures are supported by vouchers and adequate documentation;

»  Expenditures have been incurred in accordance with the objectives outlined in the project
document.

(i) Within 180 days of the completion of the project, (....*....) will supply UNEP with afina statement of
account in the same format as for the quarterly statement, certified by a recognized firm of public
accountants (for a Government, by a Government auditor)**. If requested (....*....) shall facilitate an
audit (by the United Nations Board of Auditors and/or the Audit Service) of the accounts of the
project.

(i) Any portion of cash advances remaining unspent or uncommitted by the (...*....) on completion of the
project will be reimbursed to UNEP within one month of the presentation of the final statement of
accounts. In the event that there is any delay in such disbursement, (....*....) will be financialy
responsible for any adverse movement in the exchange rates.

Cash advance accounts

Supporting organizations will be provided with cash advances for each project separately on the basis of

three months' requirements as at 31 March, 30 June, 30 September and 31 December. The standard paragraph
to be inserted in the project document is:

An initial cash advance from the UNEP contribution will be made upon signature of the project document by
both parties and will cover expenditures expected to be incurred by the supporting organization (....*....)
during the first three mont hs. Subsequent advances are to be made quarterly, subject to:

(i) Confirmation by the (....*....), at least two weeks before the payment is due, that the expected
rate of expenditure and actual cash position necessitate the payment, including a reasonable
amount to cover “lead time” for the next remittance, (see format of request in annex 13);

(i) The presentation of :

. A satisfactory financial report showing expenditures incurred for the past quarter,
under each project (see format in annex 11);

. Timely and satisfactory progress reports on project implementation.

Earmarked funds

For projects where UNEP is the custodian of a cash earmarked contribution made by a Government or
organization towards a project or group of projects, a financial expenditure account shall be submitted to the

Government or organization in accordance with the terms of the financial agreement made between UNEP
and the counterpart donor:

0] For meetings or conferences hosted by a Government, UNEP shall submit the financial expenditur e
account to the Government within 90 days of the end of the meeting or conference, in accordance with the
host Government agreement and normal United Nations practice;

(i) UNEP shall submit annual or semi-annual expenditure accounts to the counterpart donor and a final
expenditure account within 180 days of the end of the project.

4 For projects with budgets not exceeding $100,000 afinal statement of accounts can be certified by a duly authorized
officer. However, (....*....) shall retain, for a period of three years, al supporting documents relating to financia
transactions under the project. If requested, (....*....) shall facilitate an audit by the United Nations Board of Auditors
and/or the Audit Service of the accounts of the project.
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C.

Terms and conditions
Non-expendableequipment

The standard paragraph to be inserted is:
Cooper ating agencies/Supporting or ganizations

(....*....) will maintain records of non-expendable equipment (items costing US$1,500 or more as well as items
of attraction such as pocket calculators) purchased with UNEP funds (or with trust funds or earmarked funds
administered by UNEP), and will submit an inventory of all such equipment to UNEP once ayear indicating
description, serial number (if any), date of purchase, cost and present condition of each item attached to the
activity report submitted as at 30 June (or mid-point of the project cycle year). Within 60 days of the
completion of the project (....*....) will submit to UNEP afinal inventory of all non-expendable equipment
purchased under the project indicating description, serial number (if any), date of purchase, cost and present
condition, together with (....*....) proposal forthe disposal of the equipment. Nortexpendable equipment
purchased with funds administered by UNEP remains the property of UNEP until its disposal is authorized by
UNEP, in consultation with (....*....). (....*....) shall be responsible for any loss of or damage to equipment
purchased with UNEP funds. The proceeds from the sale of equipment (duly authorized by UNEP) shall be
credited to the accounts of UNEP, or of the appropriate trust fund orearmarked fund.

UNEP Programme Unit

(....*....) will maintain records of non-expendable equipment (items costing US$1,500 or more as well as items
of attraction such as pocket calculators) purchased with UNEP funds, and will submit an inventory of such
equipment to the Chief, Budget and Financial Management Service, once a year, attached to the activity report
submitted as at 30 June (or mid -point of the project cycle year). A final inventory of equipment will be
submitted to the Chief, Budget and Financial Management Service, within 60 days of the completion of the
project.

Responsibility for cost overruns

Cooper ating agencies

The following standard paragraphs should be inserted:

(....*....) isauthorized to enter into commitments or incur expenditures up to a maximum of 20 per cent
over and above the annual amount foreseen in the project budget under any budget subline, provided
the total cost of the UNEP annual contribution is not exceeded. This may be done without prior
authorization, but once the need for these additional funds becomes apparent, a revised budget request
should be submitted to UNEP immediately. Cost overruns are the responsibility of (....*....), unless a
revised budget has been agreed with UNEP.

Any cost overrun (expenditure in excess of the budgeted amount) on a specific budget subline over and
above the 20 per cent flexibility mentioned above should be met by the organization which originally
assumed responsibility for authorizing the expenditure, unless a revision has been agreed to by UNEP
prior to the authorization to cover it. Savings in one budget subline may not be applied to overruns of
over 20 per cent in other sublines, even if the total cost to UNEP remains unchanged, unless thisis
specifically authorized by UNEP upon presentation of the request. In such a case, arevision to the
project document amending the budget will be issued by UNEP.

Supporting organizations

The following standard paragraph shall be inserted:

Any cost overrun (expenditure in excess of the amount budgeted in each budget subline) shall be met
by the organization responsible for authorizing the expenditure, unless written agreement has been
received in advance, from UNEP. In cases where UNEP has indicated its agreement to a cost overrun
in a budget subline to another, or to increase the total cost to UNEP, arevision to the project document
amending the budget will be issued by UNEP.
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Claims by third parties against UNEP
Cooper ating agencies
The following standard paragraph should be inserted:

(....*....) shall be responsible for dealing with any claims which may be brought by third parties against
UNEP and its staff, and shall indemnify UNEP and its staff against any claims or liabilities resulting
from operations carried out by (....*....) under this project document, except where such claims or
liabilities arise from negligence or misconduct of the staff of UNEP.

Supporting organizations
The following standard paragraph should be inserted:

(....*....) shall be responsible for dealing with any claims which may be brought by third parties against
UNEP and its staff, and shall hold UNEP and its staff non-liable in case of any claims or liabilities
resulting from operations carried out by (....*....) under this project document, except where it is agreed
by (....*....) and UNEP that such claims or liabilities arise from gross negligence or willful misconduct
of the staff of UNEP.

D. Publications

This project document provides for the preparation, printing, distribution or sales of UNEP publications
emanating from UNEP programmes.

All publications must be produced or published, according to the UNEP publishing policy (on-line and in

manual form) with the approval of the UNEP Publishing Board to ensure peer review of manuscripts, and
distribution and marketing strategies. UNEP thereby affirms itself as copyright -holder of the said manuscripts.

Funds for printing or publishing will only be released upon approval by the UNEP Publishing Board. The new
publishing proposal form (A. Form 6.1), as well as annexes to the project file, should be countersigned by the
Chief, [Information Centre] and the fund management officer.

For publications issued under the sole imprint of UNEP and printed internally, both the cover and the title

page of the publication will carry the ‘cover branding strip’ (logo of UNEP and the title United Nations
Environment Programme).

For publications issued with cooperating and supporting agencies, both the cover and the title page of the
publication will carry the logo of UNEP and the title United Nations Environment Programme, together with
that of the cooperating or supporting agencies. The cooperating or supporting agency will submit three copies
of any manuscript prepared under the project for clearance prior to their publication in final form. The view of
UNEP on the publication and any suggestions for amendments of wording will be conveyed expeditiously to
the agency, with an indication of any disclaimer or recognition which UNEP might wish to see appear in the
publication.

Copyright and royalties, as well as free copies, will normally be claimed by UNEP on publications produced
under a UNEP project and financed by UNEP; the rate of royalties payable to UNEP and the number of free
copies, will be negotiated with each individual commercial publisher. Royalties received from commercia
publishers will be deposited in the UNEP revolving fund (information).

Attention: Two copies of each publication need to be deposited by the responsible division in the UNEP
library, two copies need to go to the United Nations library in New York and to the United Nations library in
Geneva. Five copies need to be sent to the Division of Communications and Public Information (DCPI),
which is the first port of call for requests on publications.

Proposal for new publications
The publishing proposal form is shown below.

This form shoud be seen as a guiding tool to help divisions assess and plan proposed publications. It is to be
completed by the proposer (the substantive unit) for submission to the publishing board.
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The publishing board is here to advise and guide divisions on the UNEP publishing programme. Submissions
should be forwarded to the secretary of the publishing board (Room S213, DCPI).

When approved by the publishing board, the proposer will be informed.
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Form 1: Publishing proposal form

This formis to be completed by the originating unit and then submitted to the Publishing Board (UNEP’s policy-setting
body with regard to publishing). Submissions should be forwarded to the Secretariat of the PB (Room S213, DCPI).

Proposed title:

Date of submission:

Submitted by: (Unit/Division)
---------------- (Contact person) ----------—----------- (Contact details)

Category: Publication & Information material 8 Document &

Details: Author

Editor/Institution
Series (if applicable)
Languages

Expected date of publication

Medium: Book 8 CDROM 8 Videod Webpagesd Electronic diskette d

Length (No. of pages)
Format/Size

Peer review: To whom and when will the publication be submitted for peer review?

Summary/catalogue entry

Annexes 100



UNEP Project Manual: Formulation, Approval, Monitoring and Evaluation Annex
Annex VI: UNEP budget format®
Year Year Total
Project No: Ush Uss uUss$

10  Project personnel component

1100

1200

1300

Project Personnel Title Grade w/m
1101
1102
1103
1104

1181-  UNEP participation component*&*
1187

1188  Prior years adjustment
1199  Tota

Consultants (Description of activity/service) w/m
1201

1202

1203

1220  Unspecified (no terms of reference available)

1281- UNEP Participation component
1287

1288  Prior years adjustment
1299  Total

Administrative support Title Grade w/m
1301

1302

1303

1304

1320  Overtime

1321  Temporary Assistance

1322 Conference Services

45 The electronic format is available in http://www.unep.org/project_ manual .

" This component is directly controlled by UNEP headquarters.
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Year Year Total
Project No: Uss Uss Us$
1381-  UNEP participation component”
1387
1388  Prior years adjustment
1399 Total

1400 Volunteers w/m
1401
1402

1481-  UNEP participation component
1487

1488  Prior years adjustment
1499 Total

1600 Travel on official business

1601
1602
1681- UNEP participation component
1687
1688  Prior years adjustment
1699 Total
1999 Component Total

20  Subcontract component

2100 Sub-contracts (MOUS/LOAS for cooperating agencies)
2101
2102
2103
2104

2181-  UNEP participation component
2187

2188  Prior years adjustment
2199  Total

2200 Sub-contracts (MOUS/LOAS for supporting organizations)
2201
2202

" These lines should also be used to budget for administrative support costs like UNOG and so on.

Annexes 102



UNEP Project Manual: Formulation, Approval, Monitoring and Evaluation Annex
Year Year Total
Project No: Uss Uss Us$
2203
2204

2281-  UNEP participation component
2287

2288  Prior years adjustment
2299  Total

2300 Subcontracts (for commercial purposes)
2301
2302
2303

2381-  UNEP participation component
2387

2388  Prior years adjustment
2399  Total

2999 Component total

30 Training component

3100 Fellowships
3101  Tota stipend/feesetc.
3102  Total travel costs

3181-  UNEP participation component
3187

3188  Prior years adjustment
3199 Total

3200 Group training (Title)
3201  Group training (study tours, field trips workshops, seminars)
3220  Unspecified

3281-  UNEP participation component
3287

3288  Prior years adjustment
3299 Total
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Year Year Total
Project No: Uss Uss Us$

3300 Meetings/conferences (Title)

3301  Meetingg/conferences, etc.
3302 Expert group meetings
3303  Intergovernmental meetings
3381- UNEP participation component
3387
3388  Prior years adjustment
3399 Total

3999 Component Total

40  Equipment and premises component

4100 Expendable equipment (items under $1,500 each)

4101
4102
4103
4120

4181-
4187

4188
4199

Officesupplies

Library acquisitions

Computer Software
Unspecified

UNEP participation component

Prior years adjustment

Total

4200 Non-expendable equipment (see items listed on budget worksheet)

4201
4202
4220

4281-
4287

4288
4299

Computer hardware
Office equipment
Unspecified

UNEP participation component

Prior years' adjustment

Total

4300 Premises(rent)

4301  Officerenta
4302  Maintenance of premises
4381-  UNEP participation component
4387
4388  Prior years adjustment
4399  Total

4999 Component Total
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Year Year Total
Project No: Ush USss Us$

50 Miscellaneous component

5100 Operation and maintenance of equipment
5101  Rental and maintenance of computer equipment
5102  Renta and maintenance of
photocopying equipment
5103  Repair and maintenance of vehicles and insurance
5104  Rental and maintenance of other
office equipment
5105  Rental of meeting rooms and equipment

5181-  UNEP participation component
5187

5188 Prior years' adjustment
5199 Total

5200 Reporting cost
5201  Publication of news letter
5202  Printing of Thematic maps
5220  Unspecified

5281-  UNEP participation component
5287

5288  Prior years adjustment
5299  Total

5300 Sundry
5301  Communications (telex, telephone, fax)
5302 Postage and pouch charges
5303  Freight and port clearance charges
5304  Other

5381-  UNEP participation component
5387

5388  Prior years adjustment
5399  Total

5400 Hospitality and entertainment
5401  Hospitality reception

5481-  UNEP participation component
5487
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Year Year Total
Project No: Uss Uss Us$
5488  Prior years adjustment
5499  Total

5500 Monitoring and Evaluation *
5501  Evaluation Consultant (fees, travel & DSA)
5502  Administrative support

5581-  UNEP participation component
5587

5588  Prior years adjustment
5599  Tota

5999 Component Total

* This subline should be used to cover evaluation cost of internal projects (if
any) while lines 5581-5587 should be used for externa projects as
appropriate.

99 GRAND TOTAL

PREVIOUS BUDGET SCHEDULE
INCREASE/DECREASE

NOTE

(@) A budget worksheet should be attached to al budgets of new projects and project budget revisions.

The budget worksheet should provide detailed breskdown for sub-contracts, fellowships, group training, meetings, non-

expendabl e equipment, and reporting costs.

(b) A project budget summary should be included at the end of the budget indicating the total commitments for each year under

each source(s) of funding.
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Annex VI1: Project submission checklist”

Project title:
Project number:
Yes No Comments*®

1 Haveadl rdevant UNEP divisions and regiona offices been
consulted and are they fully familiar with the project
document?

2 Havethe possible duplications or complementarities with the
existing or former GEF/UNEP projects been examined?

3 Havetheroles and responsibilities of the implementing
partners, including UNEP divisions, cooperating agencies or
suppotting organizations, been clearly established and agreed
upon?

4 Do the implementing partners have administrative, technical
and human capacities to undertake the project?

5 Do the UNEP divisionsinvolved have technical and human
capacities to undertake the project?

6 Have the priorities and needs of the countries selected for the
project been identified and incorporated in the project?

7. Do relevant governments support/endorse the project?

8 Hasgender andysis been conducted and incorporated in the
project document?

9  Hasthe linkage to poverty dleviation been analyzed and
incorporated in the project document?

10. Have dl key stakeholders been identified and included in the
partnership for project management?

Division director’'s name: Signature:

Date:

47 The project submission checklist should be attached in the pink file. This checklist will be reviewed along with the
project document by the Project Approval Group members. The form is availablein http://www.unep.org/project manual

8 |ndicate “N/A” if the question is not relevant to the project.

107 Annexes



UNEP Project Manual: Formulation, Approval, Monitoring and Evaluation

Annex VII1: Project Approval Group decision form™

Project title:
Project number:
Subprogramme(s):

Recommendation:

Approved by the secretary to the Project Approval Group

Ms. Y. Yi
Signature:

Date:

Approved by the Chair of the Project Approval Group

Mr. S. Kakakhel,
Deputy Executive Director

Signature:

Date:

4% The electronic format is available in http://www.unep.org/project_manual .
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Annex | X: Checklist for revising project documents

109

1 The information necessary to prepare a project revision should come from the originator. Programme
officers should ensure that the points raised below are considered, together with the relevant fund programme
management officer, when preparing arevision.

2. Whenever the budget of a project is revised (whether increase, decrease or rephasing), the following
points must be checked:

(a) If the budget is being increased at the request of a cooperating agency or supporting
organization, have they been asked to increase their own contribution by the same percentage?

(b Are the reasons for the budget increase clear and explicit?

(c) Why are funds being rephrased, if they are?

(d) Are the activities still valid, or should new ones be added or previous ones dropped?

(e) Has the work plan or timetable changed?

U] Are the outputs still valid or should new ones be added or previous ones dropped?

(9) If new outputs are added or existing ones changed, has their use been clearly spelled out?

(h) Are the objectives still valid considering the amendments made?

3. Whenever new activities are added, or old ones modified, this will usually mean a new timetable and
revised or additional outputs. In this case, the following checklist must be followed:

(@ Isthe new timetable realistic?

(b) Are the additional outputs clearly stated and quantified?

() Is the use of outputs clearly stated?

(d) If one of the additional outputsis areport or publication, are the relevant standard
clauses/requirements as well as a completed “Proposal for a new publication” form (see annex
V1) included in the project revision document?

(e) If one of the additional outputsis atraining course/seminar, ensure that the course/seminar is
not undertaken as an end in itself but is a necessary component of the project to achieve the
short-term objective(s);

U] Are the new outputs relevant to the short-term objective(s)?

(9) Arethe objectives still valid, considering the amendments made?

(h) Isthe budget still valid?

(i) If the project budget (UNEP cortribution) has surpassed US$500,000, has an evaluation
component been introduced?

@) Isit clear who is responsible for each of the activities being carried out by the project?
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Annex X: Activity delivery report

1.1  Projecttitle:

1.2 Project number (if applicable):

1.3  Responsible division(s)or unit(s) in UNEP:

1.4 Project starting date:

15 Project completion date:

1.6  Reporting period: From .....mm/yy......c.ccocoernenene [ (o MMYY oo

2.1  Output/activity delivery status™

Activities/ Outputs Status Comments
(For example, meetings, publications, training, (Complete/
technica information, technical cooperation and so on) | current)

1

2

3

4.

2.2 If the project activities and outputs listed in the project work plan for the reporting period have not been
completed and/or changes/delays in project delivery are expected, provide reasons and details of
remedial action to be taken.

Name and title of officia of cooperating agency/

supporting organization: Name of project coordinator:

Name of the agency (organization):

Signature: ......... Date ............ Signature: ............ Datel ...............

50 The electronic format is available in http://www.unep.org/project_manual .

5! List outputs and activities delivered or under preparation i) since the submission of the las progress report, ii) for the
last six months or iii) since the commencement of the project, in case of a new project.

Annexes

110



UNEP Project Manual: Formulation, Approval, Monitoring and Evaluation

Annex XI: Annual progressreport *

United Nations Environment Programme

1 Background infor mation

1.1 Project title:

1.2 Project number (if applicable):

1.3 Responsible division(s)/unit(s) in UNEP:

14 Project starting date:

1.5 Project completion date:

1.6 Reporting period:

1.7 Reference to UNEP subprogramme(s) and expected accomplishment(s):
1.8  Overall objective(s) of the project: (maximum quarter of a page)

19  Total budget (USS$):(specify contributions by donor/s)

1.10 Partnersand leveraged resources :

Describe collaboration with partners. Specify implementing agencies as well as cooperating organizations and
state their role.

List the additional resources leveraged (beyond those committed to the project itself at time of approval) asa
result of the project (financia and inkind).

2 Project status

2.1 Information on the delivery of the project

Activities/ Outputs Status Results/l mpact
(aslisted in the project document) | (complete/ ongoing) (measured against the
performance indicators stated in
the project document)
1.
2.
3.
4.
5.

52 The electronic format is available in http://www.unep.org/project_manual.
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112

2.3 If theproject activitiesand outputslisted in the Project Work plan for thereporting
period have not been completed and/or changes/delaysin project delivery are expected,
provide reasons and details of remedial action to be taken.

List of attached documents

(for example, publications, reports of meetings/training seminars/workshops, list of participants)....
@ ...
) ...

Project effectiveness or impact
For United Nations Development Account funded projects:

1 How relevant is the project in terms of (national) capacity building objectives and the utilization of the
technical, human and other resources available in the country (countries)?

2. How relevant is the project in promoting regional and/or interregional economic and technical
cooperation among the countries involved with the project?

3. Has the project been able to lead to durable, self-sustained processes and synergies with other
development interventions?

Name and title of project coordinator: Name of division director:
Signature: ............... Datel ..o Signature: .................. Date ...............
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Annex X!1: Final report™

United Nations Environment Programme

1

Background infor mation

11
1.2
13
1.4
15
1.6
1.7
1.8
19
110

Project title:

Project number (if applicable) :

Responsible divisions/unitsin UNEP:

Project starting date:

Project completion date:

Reporting period:

Reference to UNEP Subprogrammes and expected accomplishments:
Overall objectives of the project: (maximum quarter of a page)

Total budget (USS$): (specify contributions by donor/s)

Partners and leveraged resources :

Describe collaboration with partners. Specify implementing agencies as well as cooperating

organizations and state their role.

List the additional resources leveraged (beyond those committed to the project itself at time of

approval) as aresult of the project (financial and in-kind).

113

53 Theelectronic format is available in http://www.unep.org/project_manual.
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2. Project status

2.1 Information on the delivery of the project

Activities/ Outputs Status (Complete | Results/l mpact

(aslisted in the project document) / ongoing) (measured against the performance

indicators stated in the project
document)

1

2

3

4.

5.

2.3 List lessonslearned and best practices:

2.4 Statehow the project has nurtured sustainability. Isthe project or project methodology
replicablein other countriesor regions? If yes, arethere any concrete examplesor
requests?

3. List of attached documents

(for example, publications, reports of meetings/training seminars/workshops, list of participants)....

Project effectivenessimpact

For United Nations Development Account funded projects:

1 How relevant is the project in terms of (national) capacity building objectives and the utilization of the

technical, human and other resources available in the country (countries)?

2. How relevant is the project in promoting regional and/or interregional economic and technical

cooperation among the countries involved with the project?

3. Has the project been able to lead to durable, self-sustained processes and synergies with other

development interventions?

Name and Title of Project Coordinator:

Name of division director:

Signature: ............... Date: ...............

Signature: .....

........... Date: ................
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Annex XI11: UNEP quarterly expenditure report™

United Nations Environment Programme

Quarterly project statement of allocation, expenditure and balance (in US$) coveringthe period --------- 0 —-mmmmmmmmeee-

Project number:

Name of the agency (or organization):

Project title:

Project commencing (date):

Project ending (date):

54The electronic format is available in http://www.unep.org/project_manual.

Expenditureincurred
Project Budget
Project Budget Cumulative  Unspent
Allocation Jan-Mar [Apr-Jun [Jul-Sep |Oct-Dec | Expenditures Balance

1100 for year Ootr 1 Otr 2 Otr3 |Otr4 for the Year for year
1200 Project personnel
1300 Consultants
1400 Administrative support
1600 Volunteers
2100 Travel
2200 Subcontracts
2300 Subcontracts
3100 Subcontracts
3200 Fellowships
3300 Group training
4100 Fellowships
4200 Expendable equipment
4300 Non-expendable equipment
5100 Premises
5200 Operation
5300 Reporting costs
5400 Sundry
99
GRAND
TOTAL |Hospitality

Name and title of official of cooperating agency/ supporting organization: Name of project coordinator:

Name of the agency (organization):

Signature: ......... Date ............ Signature: ............ Date ...............
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Annex X1V: Quarterly financial statementsreporting unliquidated

. . 5
obligations
United Nations Environment Programme
Agency name:
Unliquidated obligations during (Period covered)
Expressed in US$
UNEP | Abbrevia| UNEP Total
project |-ted allocation [110C1200130C1400160€2100220C2300310C3200330C4100420C4300510€5200530C5400 99
No. Title
0
0
TOTAL 0

NB: The unliquidated obligations should be reported in line with the specific object of expenditures as per project
budget.

%5 Unliquidated obligations should be reported only by the cooperating agencies, not by the supporting organizations. The
electronic format is available in http://www.unep.org/project manual.
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Annex XV: Cash advance statement®

United Nations Environment Programme

Statement of Cash aOVANCE @S @6 ......ccccueveeiiiie et ne
And cash requirements for the qUarter of ...

Name of cooperating agency/
Supporting organization:

Project number:

Project title:

I Cash statement
1. Opening cash balance as at .........ccccveeveennne uss

2. Add: cash advances received:

Date Amount

3. Total cash advanced to date Uss

4. Less. total cumulative expenditures incurred USS ( )
5. Closing cash balance as at ...........cccceveveueneee. uUss

1. Cash requirements for ecast

6. Estimated disbursements for quarter

ENAING ..o uss

7. Less: closing cash balance (see item 5, above) USS$ ( )
8. Total cash requirementsfor the

QUAILEY .ttt uss

Prepared by Request approved by

Duly authorized official of
cooperating agency/
supporting organization

%€ The electronic format is available in http://www.unep.org/project_manual.
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Annex XVI: Project-related sign-off requirements for staff* leaving UNEP

The completed form needs to be provided to Human Resource Management Service before staff can obtain
formal clearance from Human Resource Management Service.

1 If you have been responsible for the management of projects, please make a list of al projects that are
under your responsibility at the time that you are leaving the organization.

2. Please ensure that al due reports on projects under your responsibility have been prepared and
submitted toBFM S/UNON.
3. Please submit the list of projects mentioned under paragraph 1 to BFMS/UNON, which will verify

that al due project reports have been submitted.
Chief, BFM S certifying that all due project reports have been submitted.

Signature:

Name:
Date:

4. Please hand over all relevant project documents pertaining to the projects under your responsibility,
listed as per paragraph 3, to the project manager who is taking over from you, and have this certified
below.

Project manager, certifying that the documents relevant to the listed prgects have been handed over to him or
her.

Signature:

Name:
Date:

Division director, certifying that the documents relevant to the listed projects have been handed over to the
above named project manager.

Signature:

Name:
Date:

57 Project managers who have been reassigned within the organization, have to formally hand over their project
responsibilities to the project manager taking over their project responsibilities. Division directors have the responsibility
to ensure that proper handingover of projects takes place. Submission of all outstanding reports of projects under their
responsibility, is part of the signing-off requirem ents that have to be fulfilled before staff that are leaving the organization
can get formal clearance from HRMS.
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Annex XVI1: Procedures covering the completion and closure of projects

Completion of projects

1

2.

A project shall be regarded as operationally (technically) completed when:

(@ All activities listed in the project document are satisfactorily completed,;

(b) The envisaged output(s) are produced, for example, when:

()

A substantive report specified in the project document is received, reviewed in draft, accepted
and, where appropriate, published;

(ii) A training programme is concluded;
(iii) A network or centre is established;

(c) Follow-up activities have gathered enough data to allow for the preparation of the final report.

The completion date shall be noted in the next project revision. The note should appear as the last item
under Amendments and should read as follows:

Note: Completion date:

Since all activities listed in the project document are satisfactorily completed including
follow -up and the output(s) listed below have been produced, the project is now deemed
operationally completed on ... (date)

The project will be officially closed upon receipt of:

3.

@
(b)
(©

The final progress report*;

The final audited statement of account*; and

Completion of disposal of non-expendable equipment in accordance with the financial rules*.
(*Delete as appropriate)

Outputs (List in atabular form the foreseen outputs versus actual outputs):

Foreseen outputs Actua outputs

In case the project is not revised within three months of the project being deemed operationally
complet ed, a“note to the file” should be drafted by the fund. This should take the same form as the note
above and should appear in the next project revision.

Closing of projects

4.

5.

A project shall be closed by revision termed “project closing revision” when:

@
(b)

©

(d)

(e
®

All activities listed in the project document, including follow -up, are satisfactorily completed;

The envisaged output(s) are produced [see 1(b) above]. A table of outputs should be prepared
comparing for eseen outputs versus actual outputs,

No further expenditure is envisaged in relation to the output(s), and even when further
expenditure is envisaged, when these expenditures are accounts payable and known with
reasonable precision and can be set up as unliquidated obligation of less than $10,000;

Thefinal report required, as set out in the project document is received;
The equipment purchased under a project has been disposed of according to the financial rules;

For projects exceeding US$100,000, afinal audited statement of account is received from the
supporting organization that is implementing the project.

In cases where the cooperating agency or supporting organization has failed to comply with the
requirements of 4(d) and 4(f) above, within 60 days and 180 days respectively of the completion of the
project, a follow -up reminder will be sent quarterly to the cooperating agency or supporting organization for
the next two years. At the end of this period, the project will be officially closed even if these two
requirements are not met.
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Note:

The above paragraphs imply that:

@

(b)

(©

No special revision is required to reflect the “completion” date of a project, but when the
project is next revised (for example, end-year revision) it should reflect paragraph 2 above;

The “completion” date shall be used as the official completion date of the project, instead of
the date when the project closing revision is signed;

Any credit resulting from the cancellation of unliquidated obligations after the closure of the
project shall be credited to the miscellaneous account.
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Annex XVII1: UNEP costed work plan

The costed work plan of a division constitutes the overarching framework for al activities® to be
implemented by that division during the biennium. At the beginning of each biennium, divisions prepare their
respective costed work plans on the basis of the biennial programme of work approved by the Governing
Council.

The costed work plan lays out the activities in the biennial programme of work in an operational structure,
such as budget, staff responsible, duration, any partnership arrangements, and so on. It serves as the legal
basis for the disbursement of Environment Fund (EF) resources for (i) meeting the core operational needs of
the divisions, including staff costs and other irdirect costs of implementing the programme of work and (ii)
financing the direct cost of activities of the programme of work that are implemented internally, with or
without any memorandums of understanding or letters of agreement. For internally implement ed activities,
memorandums of understanding or letters of agreement can and are often used as a means of engaging
cooperating agencies or supporting organizations. This section provides guidance on the structure,
reguirements and conditions of the costed work plan.

Relationship between project and costed work plan

When earmarked contributions (trust funds and earmarked contributions) are provided by donors towards the
implementation of specific outputs or activities, it is useful (but not mandatory) to create separate projects so
that the use of such additional donor funds can be effectively monitored and reported on, as is often required
by donors. In any event, the earmarked contributions should be reflected in the costed work plan against
corresponding outputs or activities. Divisions should recognize the importance and support the creation of
separate projects, when this is required, to ensure better management and control of activities and resources.
BFMS and Programme Coordination and Management Unit (PCMU) offer advice for determining the
necessity for the creation of separate projects.

Every project, memorandum of understanding or letter of agreement, except framework agreements that have
no cost implications, are therefore essentially created to further elaborate the funding and/or implementation
mechanism of certain outputs/activities of the costed work plan. This relationship between costed work plan

and projects, memorandums of understanding or letters of agreement should be reflected through appropriate
cross-references as they are very useful in monitoring and reporting of the subprogramme delivery.

Work plan

At the subprogrmame (division) level, overall objective, expected accomplishments, indicators of

achievement, and measurement date (in this sub-section divisions should indicate the measurement data
source and the collection method) should be presented in atable format .

For each major programme area within the subprogramme, following information is required:

Programme strategy and exter nal partners,

«  Outputs and work plan, including outputs, the start and end dates; staff responsible; role of
internal partners; method of implementation — memorandum of understanding, project, and so on.
if implemented externally; cost to the Environment Fund, particulars of external funding, if any;

e List of al memorandums of understanding and letters of agreement which are either aready in
place or planned for the future that have cost implications;

»  List of al projects which are either in progress or planned for the futurewhich would implement
parts of the costed work plan.

Preparation of the work plan should take into account the financial situation. Divisions should prioritize
outputs or activities in accordance with the expected income from all sources, including the Environment
Fund allocation. Outputs or activities whose implementation is subject to either the full release of the

58 Regardless of its funding source, every activity implemented by a division has an indirect cost to the Environment Fund.
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Environment Fund allocation or the availability of additional funds, should be clearly identified in the costed
work plan.

C. Budget

The costed work plan budget accounts for resources from all sources where the Environment Fund will be one
component.

The content and magnitude of the Environment Fund budget is governed, on the one hand, by decisions of the
UNEP Governing Council and, on the other hand, by the allocation issued by the Executive Director. In the
implementation of costed work plans, division directors are authorized to enter into commitments or incur
expenditures up to a maximum of 20 per cent® over and abov e the annual amount committed in the budget
under any budget subline provided the total cost is not exceeded. This may be done without prior
authorization, but once the need for these additional funds becomes apparent, the respective division director
shd | inform, within 30 days, the Chief, BFMS about shifts made, and ensure that they are reflected in a
revision to the budget not later than three months after the shifts have been made. Any deviation more than 20
per cent of the annual amount committed unde any budget subline should be reflected in a revision to the
budget and submitted to the Project Approval Group for review and endorsement.

Divisions are required to maintain (i) records of consultancies and contracts and (ii) inventories of non-
expendabl e equipment, as they will be required to account for expenditures incurred.

D. Revisionsto the costed work plans

The costed work plans are subject to revisions from time to time: as additional funding becomes available;
when re-allocation of funds is required; for the reflection of actual expenditure; and any other programmatic
reason that may arise. During the course of the biennium, the costed work plan may be amended, in other
words outputs may be added, reformulated or postponed, in order (i) to respond to new mandates or specific
reguests of Governments, (ii) to incorporate changes in programme delivery mechanisms, or (iii) to take into
account increases or decreases in the funding available, and so on. After the initial review and approval of the
costed work plan for the biennium, proposed revisions to the internally impl emented activities are reviewed
and approved by the Project Approval Group in the form of revised costed work plans.

The format of the outputs and work plan table of revised costed work plan should be as following:

*  Changesin funding should be reflected in a newly created column titled “New funding”. This new
column should be inserted as the second to the last column on the right (right of the “ Details of
external funding” column);

e Changesin funding and funding sources in the new column should be highlighted in bold
characters for the appropriate outputs;

e Output information in association with the changes in funding should be detailed under the
existing output description. Additional information should be highlighted with bullet points and
bold characters.

% The ceiling of budget flexibility for the Executive Director of UNEP will be reduced from 20 per cent to 10 per cent
starting from the biennium 2006-2007.
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Table 3: Example of the format of the output and work plan table of the revised costed work plan

Outputsand Work plan

Ot~

{ Output i Quant planed Delivery | Staff | GC22and | Inter- i Methodof | Details { New i Costto
Doput# description H Sart Date H i recent GA i linkages. | externa i of i funding i theEF
H H ! Decisions i Roleof i implementat : externa
: {internad  § ion { funding
Technica materials:
; i Advisory and JAN  : DEC : GC4()-(V) : nla ; PO/3100- nil
i 7 i information (clearing 2004 i 2005 i 9750 ;
H i house) service on i i PP3100-99 i
i persistentorganic i i 04 i
i pollutants, heavy metals
i and other chemicals. i
{ o Additional fundsfor $42,950
i Information Exchange
i Network
International
Cooperation;
Strategic approach to “IANT T DEC GC 22.4(1V) na CP/4030- $4,145,
12 international chemicals 2004 2005 00-62 000 $250,000
management. (SAIC $474,60
= Funding received M 0
and programmed for steering
SAICM PrepCOm 111 committ
ee
estimate
............................ )
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E Substantivereporting on the implementation of the costed work plan

Substantive reporting on the implementation of the costed work plan is done continuously through the
integrated monitoring and documentation information system (IMDIS) by project and programme officers,
and is provided to the members of the Governing Council every six months. Financia reporting on the
availability of resources and their use is done quarterly to the committee of permanent representatives. Both

substantive and financial reports of intemally implemented activities are produced six-monthly and they serve
asinput to substantive reporting on the costed work plan.
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Annex XIX: Guiddinesfor memorandums of under standing and letter s of
agreement®

1 Memorandum of understanding or letter of agreement are essentially instruments covering one-time
activities for up to 12 months (for a maximum of $200,000 with cooperating agencies and a maximum of
$100,000 with supporting organizations), while a project hasflexibility to cover the undertaking coordination
and management of a set of activities over alonger time period and with alarger budget. Memorandums of
understanding and letters of agreement are subset agreements, used either for project documents or internally
implemented activities in the costed work plan.

2. A memorandum of understanding or letter of agreement is used to implement an activity or group of
related activities, (for example, support to a meeting, production of atechnical report or publications relevant
to UNEP programme areas; support to participants or experts from developing countries to attend training
workshops seminars expert group meetings, conferences, and so on) which are already included and
budgeted for within an approved (umbrella) project.

3. The activities described in the memorandum of understanding or letter of agreement isimplemented
by United Nations bodies or by non-profit organizations— both governmental and non-governmental — usually
of world or regional character and audience, or by governmental inditutions, departments and organizations
which exercise specific functionsin the environmental field. ® For non-profit organizations (non
governmental organizations) with whom UNEP concludes a memorandum of understanding or letter of
agreement for the first time, a copy of their Charter of incorporationor Articles of association is required.

4, The memorandum of understanding or letter of agreement should clearly spell out what UNEP
requires the other party to undertake, including:

(i) UNEP work programme;

(i) Outputs and services;

(iii)  Work plan and timetable;

(iv) Budget; and

(v) Duration of the memorandum of understanding or letter of agreement.

2. The funding for the memorandum of understanding or letter of agreement should not be considered as
grants but must be based on actual cost and should be reported in a proper expenditure statement, details of
which should be set out clearly in the financial auditing clauses of the memorandum or letter.

3. All memorandums of understanding or |etters of agreement should contain all aspects of a model
agreement to ensure that they are consistent with the financial regulations and rules of the United Nations. In
this connection memorandums of understanding or letters of agreement should include the standard United
Nations clauses on legal status, obligations, title rights, indemnification, privileges and immunities,
arbitration, termination and amendments, where applicable.

4. All externally implemented projects, and memorandums of understanding or letters of agreement using
the Enwronment Fund require approval of the Deputy Executive Director regardless of the amounts
involved. ®Memorand ums of understandi ng or letters of agreement using earmarked funds or trust funds require

60 Reference | C/UNON/2002/07.

&1 Institutional or corporate contracts with profit-making organizations (commercial contracts) do not follow memorandum
of understanding or letter of agreement procedure, but follow the procurement procedure guided by the United Nations
financial regulations and rules. All institutional or corporate contracts with profit -making organizationsusing the
Environment Fund need to be submitted to Deputy Executive Director for his review before processing. In the event that a
waiver of exceptionsto calling for bids or proposals is necessary, appropriate reasons should be forwarded to Deputy
Executive Director for his approval. Deputy Executive Director’s approval, however, is not required for programmes for
conventions, protocols, Regional Seas and other independently managed programmes which are guided by their own
policy-making bodies; and also not for trust funds and earmarked contributions.

62 This procedure does not apply to programmes for conventions, protocols, Regional Seas and other independently
managed programmes which are guided by their own policy-making bodies. It also does not apply to trust funds and
earmarked contributions.
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approval of the Deputy Executive Director if their budgets are equal to or exceed $200,000 for cooperating
agencies and $100,000 for supporting organizations. If the amounts involved do not exceed the thresholds, the
memorandums or letters need to be cleared by BFM S However, regional directorsor heads of UNEP
outposted offices and convention secretariats have the delegated authority to sign memorandums of
understanding or letters of agreement after written clearanceby the BFM S

5. Once the memorandum of understanding or letter of agreement is signed by both parties, it becomes a
binding document. A copy of the duly signed documents must be sent to the Chief, BFM Shy the regional or
outposted offices and convention secretariats.

6. A corresponding miscellaneous obligating document should be raised within the limits of a sub-
allotment or approved budget in order to obligate funds.

7. Under the memorandum of understanding or letter of agreement, an initial payment (up to maximum of
75 per cent of the commitment, if necessary) may be made after the signing of the memorandum of
understanding or letter of agreement by both parties while the balance of payment should be subject to receipt
of asubstantive report (for example, afinal report/proceedings of a meeting together with a list of UNEP-
sponsored participants where appropriate; copy(ies) of technical report or publications) and detailed
expenditure statement, details of which should be spelt out clearly in the memorandum of understanding or
letter of agreement.

8. In any other case, when activities to be implemented by cooperating agencies or supporting
organizations are costed over and above the prescribed cost ceiling to UNEP (as indicated in paragraph 7
above), the activities should be implemented through a project document.

9. In the case of the implementing party being a profit-making organization or commercial entity (for
example, a private consulting firm), a corporate contract should be used.

10. The following paragraphshould be included in al new memorandums of understanding or letters of
agreement signed between UNEP and its partners.

Measures against sexual exploitation or sexual abuse

“(Name of an organization) is aware of the standards of conduct listed in section 3 of the United Nations
Secretary-General’ s Bulletin (ST/SGB/2003/13 of 9 October 2003) and by signing this memorandum of
understanding or letter of agreement (Name of an organization) confirms that it accepts these standards. The
failure of (Name of an organization) to take preventive measures against sexual exploitation or sexual abuse,
to investigate allegations thereof, or to take corrective action when sexual exploitation or sexual abuse has
occurred, shall constitute grounds for termination of this memorandum of understanding or letter of agreement.”
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