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General guidance and instructions
1. The template is the same for CCA or SE or combined projects and should follow the structure given below;
 
2. Project Design Documents (PDDs) will be assessed based on the criteria and points system provided in the Guide;

3. The questions included as a checklist in each section are the same as those that will be used in the assessment of the PDDs;

4. The assessment is based on a one question = one point scoring principle but the assessors may also use their discretion;

5. Include answers to all questions in the PDD unless instructed otherwise;

6. Guidance on length of response for each section is given in the template to indicate how much detail is needed to answer each question;

7. The completed PDD submission form should be no longer than 26 pages, plus annexes. 

8. Once the sections have been filled in, please delete the instructions in blue text).
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Project Design Document Cover Page
Please place crosses in the appropriate boxes

	Project Summary

	Project No.
	 (For Official Use. Do not write anything here)

	Project Title:
	This can be copied from your concept note

	Applicant Country (ies):
	The name of the country applying for funding.  For joint proposals, list all countries involved.

	Project focus (select all that apply):
	          Climate change adaptation

          Sustainable energy


	Project type (select all that apply): 

	          Type 1 – 200,000 Euro maximum budget 

          Type 2 – Maximum budget is the country allocation

(All countries must submit at least one Type 2 project. Countries may also submit a Type 1 project which may or may not be linked to the Type 2 project. Where Type 1 and Type 2 projects are not related, separate PDDs must be submitted.) 

	Sector(s): (select all that apply)

		          Solar energy

          Other energy

          Energy efficiency

          Water / Sanitation

          Food security / livestock / aquaculture / fisheries / agriculture 

          Coastal & urban land use and planning 

          Integrated ridge to reef / watershed management 

	          Education / TVET

          Governance / institutional strengthening

          Policy and planning

          Other (Please specify) 

________________________





	Duration of project 
	(x months)  Note that the maximum duration for a project is 36 months

	Lead National Agency And Contact Person Details
	Government department or ministry that is responsible for coordinating climate change adaptation and/or sustainable energy projects. May be the same or different to the NIA.
	Name

	Position

	Organisation

	Phone

	Email

	Address




	National Implementing Agency And Contact Person Details
	Government department or ministry that is responsible for technical implementation of the project.  This entity may be the same as or different from the Lead National Agency.  
	Name

	Position

	Organisation

	Phone

	Email

	Address




	Contracting Party
(Name of Implementation Partner if relevant) And Contact Person Details
	This is the Party that will have contractual obligations (finance agreement) with GIZ, and will have fiduciary and overall management responsibilities that abide by EU and GIZ requirements.  This can be a national ministry/department/agency, or an implementation partner.
Countries are encouraged to work with an implementation partner for reasons documented in the Guide.  This organisation may be a CROP agency or other regional organisation, or NGO, or private sector organisation that can meet the fiduciary requirements. 
Where countries choose to work with an implementation partner they will be the contracting party.
The implementation partner must be a legal entity registered in one of the PACPs and must not be subject to any sanctioning (EU and GIZ blacklists).
A number of CROP agencies and regional bodies have already been successfully vetted against EU and GIZ financial, procurement and administrative requirements. See section 6.5.1 Contracting party of The Guide for a full list
If the contracting party is a national ministry/department/agency, it will need to submit documentation to demonstrate it can meet the financial, procurement and administrative requirements of the EU/GIZ. This documentation must be submitted at the same time as the PDD. 
Contracting party must provide evidence of their legal status.
	Name

	Position

	Organisation

	Phone

	Email

	Address




	Project Partner(s)
If applicable
	List all project partners.  Partners may provide advice and expertise to inform project design and implementation.  Partners can take on a lead role to implement the project under the guidance of the contracting party or National Implementing Agency. Partners can be sub-contracted to deliver specific activities. This should be reflected under 3rd party services in the budget.
Project partners may include CROP agencies (for technical advice), NGOs (technical advice and on-ground implementation), or private sector organisations (e.g. on-ground implementation such as renewable energy installers).

	National Focal Points
	Climate Change: (name, organisation, phone, email)
Sustainable Energy: (name, organisation, phone, email)

	National Authorising Officer (NAO) 
	

	
	

	
	

	Project Objective 
	To contribute towards …
You can find the objective in your completed logframe matrix (ANNEX 4.1)  
There should only be one objective.  It is the broad overarching statement that should ideally refer to a National Strategic Development Plan (or related high level document).  

	Project Outcomes 
	You can find the project outcomes in your completed logframe matrix (ANNEX 4.1)  
You may have one or more project outcomes.  Project outcomes should be Specific, Measurable, Achievable, Relevant and Time bound (SMART).  If you implement your project successfully, then you should achieve your project outcomes.

	Total project cost
	XXX,XXX Euro






Project Design Document – Description 

1. Background (max 2 page)
Expand on the background information provided in the concept note.  
Note that there are separate sections in the PDD to clearly outline the problem and proposed solution.  This section should be dedicated to providing background information specific to the project.  The information should provide the reader with an overview of the current situation related to the sector and/or issue the project relates to. Avoid including general background information on the country(ies).  
For climate change adaption related projects, also briefly discuss national modelling/predictions for climate change scenarios and likely impact on the sector(s).  
For sustainable energy related projects, also include a description of the existing energy sector (sources of energy, grid-connected, stand-alone power, access, supply, demand, existing sustainable energy infrastructure). 
Discuss and list any existing research, feasibility studies or other studies that have been conducted in the target sector(s) and what were the key findings and results relevant to this project. Each research paper or study should be clearly referenced.  Where possible, include website links to relevant information.

Have you answered these questions?
          Has the sector(s) and issues been identified with enough detail to give an outsider a good    understanding of the current situation?

          Have the findings or recommendations of any relevant studies been considered? 

          Have the impacts of modelled climate change predications on the target sector or issue been described (for climate change adaptation projects)?  For example, how will predicted average +2oC temperature rise, and +.5 meter sea level risk impact upon coastal protection or food security or electricity production and consumption.

          Has the existing energy sector been described (for sustainable energy projects)?






2. Stakeholder consultation (max ½ page)
All PDD submissions should be informed by an inclusive consultation process. Initial stakeholder consultations should have been conducted to inform the concept note.  Now countries are requested to conduct a more detailed participatory consultation with stakeholders.
Complete a stakeholder matrix documenting the consultation process (See template in Annex 4.2).
Describe in this section the main findings from the stakeholder consultation process. This includes the needs of the target group and beneficiaries, and the opinions (support and opposition) of key stakeholders.
Consultations should be held with, but not limited to the target group, beneficiaries, implementing partners, relevant government and non-government agencies and technical experts.  It would be expected that both men and women, young and the elderly, and other vulnerable groups would be consulted in a meaningful way.  Evidence should be provided to describe what measures were taken to seek and receive feedback from different stakeholder groups.
Highlight in the stakeholder analysis template who the proposed target groups and final beneficiaries are. 
Have you answered these questions?

          Has a stakeholder matrix been completed?	

          Have all possible key stakeholders been clearly identified (including, target group, beneficiaries, vulnerable groups)?	

          Have stakeholders been appropriately consulted (including meaningful consultation with both genders, and different roles within the community)?	




   


3. Describe the problem (max 2 pages)
Undertake a problem analysis process with key stakeholders and develop a problem tree.  Include a problem tree diagram as an attachment and identify the persons/stakeholders (name and role/organisation) that have contributed to the process.
Referring to the problem tree, clearly document in this section what the core problem is that this project intends to solve.  
Describe the main causes of the problem. Your description of the causes should be detailed enough so that an outsider can understand why the problem exists.  You do not need to specify here how you will address the causes. 
Describe what the main immediate and intermediate effects of the problem are.
Projects with a Type 1 component should also outline what are the existing constraints to climate change adaptation or sustainable energy.
If your project has both a climate change adaptation and sustainable energy component, then you may need to develop two problem trees (one for each focus area)
It may be useful to refer to the Pacific Gender and Climate Change Toolkit[footnoteRef:1] to ensure you consider a range of views from different stakeholders.  [1:  http://www.gender-climate.org/Content/Docs/Publications/SPC_PacificGenderClimateChangeToolkit.pdf ] 

Have you answered these questions?
          Has a problem tree been developed in a participatory process?	

          Is the problem(s) clearly identified?	

          Are the causes and effects of the problem(s) clearly identified? 

          Is justification given for the necessity of immediate action to address the problem?






4. Proposed solution (max 3 pages)
Document the proposed solution to the problem in a logframe matrix (See template in Annex 4.1).  The logframe matrix should be developed with key project stakeholders.  There should be a linkage between the problem, causes and effects documented in the problem tree and the activities, outputs and outcomes of the logframe matrix.
Describe in this section in greater detail than in the logframe matrix:
- Objective: This is the longer term outcome that the project will contribute to. This should reflect national priorities e.g. contribute to national sustainable development strategy…
- Project outcomes: Describe the development outcomes your project will achieve. This may also include changes in behaviours, knowledge, practices, capacity, enabling environments will the project achieve. You should describe the immediate and longer term direct and indirect benefits that your project will deliver.
- Outputs: Describe how outputs will be used and who will use them and how they relate to the achievement of the project outcome(s)
- Activities:  Identify and describe in detail each activity to be undertaken, indicating their sequence and interrelation and specifying where applicable the role of each partner (or associates or subcontractors) in the activities. 
Justify why you have chosen the solution documented in the logframe matrix.  You could use Cost-Benefit Analysis or a set of criteria to evaluate alternative solutions and help justify why you selected your solution. 
You can also justify the solution based on lessons from previous projects, technical assessments etc. If so, describe how the proposed solution has been demonstrated successfully elsewhere (nationally, regionally, internationally) in similar conditions/context to support your theory of change?  Reference any evaluation reports or research to justify the selection of the proposed solution.
Describe how the proposed solution can be successfully implemented considering the country’s constraints and limitations.  Describe the measures put in place to address the constraints. This may involve activities from a Type 1 project or Type 1 related activities included in a Type 2 project to create an enabling environment.
Submissions should demonstrate how the chosen solution promotes gender and social inclusion.  This can be achieved by ensuring that the needs of men, women, the youth and elderly have been considered and that not all the benefits of the project are targeted at just one group.  It may be useful to refer to the Pacific Gender and Climate Change Toolkit[footnoteRef:2] to assist you to ensure you consider the needs of all stakeholders ensure you consider a range of views from different stakeholders.  [2:  http://www.gender-climate.org/Content/Docs/Publications/SPC_PacificGenderClimateChangeToolkit.pdf ] 


Submissions should demonstrate how the chosen solution addresses poverty alleviation and/or the creation of sustainable livelihoods.  This can be achieved by reflecting on the needs of poor or vulnerable groups identified in the stakeholder analysis and describing how the proposed solution addresses these needs.

Have you answered these questions?
          Has a logframe matrix been completed?

          Is there a logical sequence from activities to objectives (vertical logic)?	

          Is it clear which location(s) (e.g. island, village or community) the activities will be conducted in?

          Have appropriate indicators and sources been identified and have realistic baseline and targets been set (horizontal logic)?

          Will achieving the project outcomes solve the problem documented in the Problem Analysis section? 

          Have alternative solutions been considered?	

          Is there sufficient evidence to justify the selection of the proposed solution (including the chosen target location) in comparison to alternative solutions? 

          Has the project design considered and responded to local and national constraints?

          Does the project promote gender equality and social inclusion?         

          Is there information on scope and scale of benefits (are both direct and indirect benefits described, as relevant)?





RELEVANCE
5. Alignment to national priorities (max ¾ page)
Describe how the project responds to national development policies, strategies and/or goals and national CCA and/or SE sectoral policies. The project must respond to at least one national policy/plan priority area. This alignment should help justify the immediate need for action.
Countries should respond to this section by completing a table similar to that below

	National and sector policies, strategies, action plan or goals.  
	Project alignment

	Name and briefly describe each national policy, strategy, action plan and/or sectorial policy related to this project (1 paragraph)
	Describe how the project is aligned with the relevant policy, strategy, plan or goal

	
	

	
	

	
	



Have you answered these questions?
          Is there a clear description how the project aligns to national development policies/strategies/plans etc. and sectoral policies?

          Is justification provided for immediate action based on priorities outlined within national documents?


6. Alignment to ACSE priorities 
Refer to Annex 4.3 Project Alignment to ACSE Objectives and Indicators.  Complete the alignment table. 
          Are one of more project outcomes aligned with one of the ACSE outcomes?	

          Are project indicators aligned to all of the mandatory ACSE indicators?	





7. Complementarity (max 1 page)
Briefly describe complementarity of this project to other programmes, projects and initiatives nationally that relate to the same sector or problem being considered. This includes building on a previous project / experiences, or filling gaps. Please provide details in the table below.
	Existing or planned programmes, projects and initiatives at the national level
	Complementarity / Lessons

	List ALL relevant programmes, projects and initiatives in the same sector.  Briefly state the project’s objective and scope.
The list may also include project planned for the near future (clearly labeled as a Future Project, and note what stage of planning it is in e.g. submitted for funding, funded but in final design stage etc.)
	Describe how this project complements the existing programme, project or initiative and/or fills in gaps.  Does the project build on a previous project / experiences? Does it replicate or scale up an existing initiative?  Does it lay groundwork to assist other initiatives?


	
	

	
	

	
	

	
	

	
	

	
	



          Have other existing or planned projects/programmes been identified?

          Is it clear how the proposed project avoids duplication and builds/complements existing and planned work (if relevant)?




8. Social and Economic Impacts (max  ½ page)
Identify any positive or negative social and/or economic impacts that may arise from your project’s implementation (e.g. additional workload for specific groups or livelihoods creation opportunities). Describe how the project may affect the workload of different stakeholders and any gender differentiated impacts. Describe any financial costs that different stakeholders will be expected to bear. Please detail any measures that aim to address these impacts in the risk matrix.
If you don’t believe your project will produce any negative social or economic impacts then please explain why you think this is the case.
          Have negative and positive social and economic impacts been clearly identified or is there a clear explanation of why there are no negative economic and social risks?

          Have measures to address negative social and economic impacts been documented in the risk matrix and integrated into the project design? Have measure to take advantage of positive impacts been considered?

          Have the impacts on various stakeholders (gender) been considered?




9. Environmental Impacts  (max  ½ page)
Identify any positive or negative environmental impacts that may arise from your project’s implementation and/or maintenance (e.g. a sustainable approach to the life-cycle management of energy technology equipment installed in remote areas, especially to the recycling and disposal mechanisms in place for equipment at the end of its life-cycle in an environmentally-friendly manner). Environmental risks should be documented in the risk matrix.
Describe environmental management measures that are required.
Explain if national regulation requires that your project undertake an Environmental Impact Assessment (EIA).  If the EIA has been conducted, then it should be attached to this submission. The submission must demonstrate how the EIA’s recommendations have been considered in the proposed solution.
If an EIA is required, but has not yet been conducted due to the short amount of time available to develop the PDD, then conducting the EIA needs be a leading activity in the implementation plan. GIZ reserves the right to reassess continued funding for the proposed project pending the results from the EIA and the ability for the project to accommodate the EIA recommendations and still achieve its outcomes.
If an EIA is not required, please justify why an EIA is not required and explain what measures are planned to reduce or eliminate any possible negative environmental impacts.
If you don’t believe your project will produce any negative environmental impacts then please explain why you think this is the case.
          Have any relevant negative environmental impacts and appropriate management measures been described and included in the risk matrix?  

          If the project has conducted an EIA, have the recommendations been considered in the project design?   If the submission states the need to conduct an EIA,  is there evidence elsewhere (logframe/ budget) that the EIA is scheduled as a project implementation activity? If the submission states that no EIA is required, is justification given for why an EIA is not required?    





10. Risk management 
Identify and document risks in a risk management matrix (See Annex 4.4).  Assumptions in the logframe matrix can be used as a starting point, however, additional project, environmental, financial, technical risks should be added.

          Have risks to successful implementation been identified in a risk management matrix?

          Are there suggested measures to mitigate these risks?

          Are there contingency measures to implement should a risk occur?




11. Scalability  (max  ½ page)
Describe any potential for the proposed solution to be scaled up in the future.  Who would benefit from the scaled up solution?  If applicable, document what additional support (financial, political, technical etc) would be required to scale up the solution.
It is not a mandatory requirement that the proposed solution can be scaled up, however, countries should consider the future possibilities.

          If applicable, does the submission describe the potential to scale-up the proposed solution and specified the additional support that would be required?  If this is not relevant to the project an explanation should be provided to as to why not.




12. Replicability (max  ½ page)
Describe any potential for the proposed solution to be replicated at other national or regional locations. If applicable document what additional support would be required to replicate the solution.  Note any local context specific factors that may limit the ability to replicate the solution.  For example, the chosen project location may have reliable solar exposure or be located in a community with existing grid-connected homes. 
It is not a mandatory requirement that the proposed solution can be replicated, however, countries should consider the future possibilities.

          If applicable, does the submission describe the potential to replicate the proposed solution and specified the additional support that would be required?  If this is not relevant to the project an explanation should be provided to as to why not.



13. Knowledge Management (max ½  page)
Describe what kind of Knowledge Management (KM) system you will use to manage project documentation.  For example, an office network drive that is backed up regularly, a Dropbox folder or a Database package.  Describe who will be responsible for managing all the project documents and ensuring they are filed away, backed-up, accessible and that old drafts are archived. It is recommended that each project document should contain a date and version number.
Outline the Knowledge Management (KM) strategy for your project. KM refers to how the lessons and results from your project will be communicated to internal and external stakeholders/audiences. Your KM strategy should document your target audiences for KM, the key messages you wish to communicate, the products you will develop, delivery dates, distribution plan and estimated costing for production & sharing of the KM.  Your KM strategy can be documented in Annex 4.5 Knowledge Management plan.
Document which agency will be responsible for the delivery of the KM plan.  Consider if any specific external assistance will be required to assist develop the KM products.

          Is the system described to manage documents sufficient to ensure safe, reliable storage and retrieval?

          Is it clear which department and person (role) is responsible for managing the storage, back-up and archiving of project documents?

          Does the KM plan document the target audiences, messages, KM products and modes of distribution?

          Are sufficient costs allocated to deliver the KM plan?

          Is it clear which agency has overall responsibility for delivering the KM plan?



14. Internal Communications  (max 1 paragraph)
This section refers to the national internal communication that will assist in keeping all national-level stakeholders up to date with the ACSE project.  Having national stakeholders informed about the ACSE project will assist in removing barriers to implementation and increase opportunities for collaboration and in-kind contributions to be leveraged. 
To address this component, complete the communications plan in Annex 4.7.
Describe which agency will be responsible for oversight of the communications plan to ensure that set communications activities occur.
          Does the communications plan identify key national stakeholders that should be kept informed about the ACSE project and is it clear how they will be kept informed?

          Is it clear which agency has overall responsibility for ensuring the communications plan is implemented?





15. Monitoring and Evaluation  (max ¼  page)
Document the project Monitoring and Evaluation (M&E) requirements in a monitoring and evaluation plan.  (See Annex 4.7 for a M&E plan template).  The existing logframe can be extended as the starting point to create the M&E plan.
The M&E plan should include indicators for monitoring outcomes, outputs, risks, knowledge management, and communications.
Document which organisation is overseeing the implementation of the M&E Plan? Outline the organisation’s capacity (staff, time & financial resources) and capability (skills, equipment) to undertake the monitoring activities?
Review the M&E plan and create a summary M&E budget. (See Annex 4.8 for a sample M&E budget)
Sustainable energy projects should refer to the ‘Framework For Action On Energy Security In The Pacific’[footnoteRef:3] (FAESP) to determine relevant framework indicators to monitor. Countries should speak to relevant in-country departments to determine if any relevant FAESP indicators are being measured (and how frequently) so they can decide if they can leverage off existing data collection or if they need to collect this additional data.   [3:  http://www.spc.int/nmdi/Reports/Final_Report_Energy_Security_Indicators_2011.pdf] 


          Does the M&E plan contain relevant indicators to measure project progress, risks, knowledge management and communications?

          Does the M&E budget include costs for conducting the main monitoring and evaluation activities?  





16. Sustainability (max 1 page)    
Explain how project benefits and outcomes will be sustained after the project is completed.
Your response may consider the mainstreaming of initiatives into national policies, strategies or action plans.  Any projects including the procurement of infrastructure will need to describe who will take ownership of infrastructure and programmes after the project; and how the infrastructure will be maintained, what costs are involved and how maintenance work will be funded.  You should seek to demonstrate that the Government will commit to recurrent budget expenditure to manage and maintain new assets and infrastructure.
If relevant, your response should consider the extent to which the community or target groups have ownership over the proposed solution and initiatives.  Has the capacity of the target group been enhanced to take ownership?
If a user pays system is being introduced for cost-recovery and maintenance funding, please outline the ability of the target and vulnerable groups to pay to use the system given the anticipated system user fee.

Have you answered these questions?
          Are appropriate sustainability measures included in the project?





Additional criteria for proposals falling under climate change adaptation: (Q17 only)
17. Adaptive capacity  (max  ½ page)
Explain how the project contributes towards increasing adaptive capacity at national and local level to respond to climate change impacts. 
Adaptive capacity refers to the ability of an individual, community, Government or system to adapt to changes in their environment.  In this instance we are interested in the capacity of individuals, government and communities to adapt to the impacts of climate change. 

          Is there evidence that the project will lead to increasing adaptive capacity to cope with climate change impacts at the national and local level?




Additional criteria for proposals falling under sustainable energy: (Q 18, 19, 20)
18. Energy security  (max  ½ page)
Explain how the project contributes towards achieving energy security at the national level or local level. Explain the appropriateness of the energy solution, in terms of ability to supply the required demand.

          Is there evidence that the project will contribute toward achieving energy security at the national or local level?

          Is the energy solution appropriate in terms of the ability to supply the required demand for all stakeholders?


19. Energy accessibility  (max  ¼ page)
Explain how the project contributes towards increasing access to energy and/or improving energy affordability.
Consideration should be given to the way in which different stakeholders access energy at the household and community level.
          How does the project contribute towards increasing access to energy for all stakeholders and/or improving energy affordability?



20. Cost effectiveness & efficiency (max ½ page)
Explain how the project contributes towards increased cost effectiveness and/or efficiency of the energy sector. 
Cost-effectiveness is the extent to which the project is expected to achieve its results at a lower cost compared with alternatives. Shortcomings in cost-effectiveness occur when the project is not the least-cost alternative or approach to achieving the same or similar outputs and outcomes. For example, if the project objective is to reduce greenhouse gas emissions and Solution A costs €100 for every tonne of carbon dioxide emissions abated (saved), and Solution B cost €120 for every tonne of carbon dioxide emissions abated, both options reduce greenhouse gas emissions. However Solution A does so with less cost, therefore Solution A is more cost effective.
          How does the project contribute towards cost effectiveness and/or efficiency in the energy sector?





PROJECT MANAGEMENT
21. Steering Committee (max ½ page)
Countries are encouraged to use an existing steering committee to supervise the project. Identify the steering committee, or whether a new one needs to be developed and why. Describe the structure and membership of the proposed project steering committee- name & current position (if known), steering committee role etc. Outline how often the committee will meet and how decisions/recommendations will be factored into project implementation.
          Does the steering committee have representatives with appropriate expertise to advise the project?

          Is the structure and different roles of steering committee clearly explained?

          Explain how often the committee will meet and how decisions/recommendations will be factored into project implementation?




22. Past experience of Contracting Party
This information will be used to assess whether the Contracting Party has sufficient experience of managing/implementing projects in the same sector and of a comparable scale to the one for which a grant is being requested.
Provide one example of a significant project undertaken in the past three years.
         Has one example of a past project been provided?

         Is the role to be performed by the contracting party and the size of the project comparable to the proposed role and size of the ACSE project?



	CONTRACTING PARTY TO COMPLETE

	Project Name:
	

	Donor / Funding agency (if applicable):
	

	Total project cost:
	

	Dates (Start – end):
	

	Describe in detail the role of the Contracting Party (e.g project design, project management,  monitoring, evaluation, reporting, financial management)
	




23. Financial management (Contracting Party) (max ½ page)
1. Describe the accounting system used by the contracting party that is responsible for overseeing project finances and accounting.  
2. Describe the relevant competencies of the financial officer responsible.
3. Provide evidence of recent financial audits for the contracting party
4. Provide evidence of the contracting party’s annual budget and financial statements.
Note that some entities have previously been approved by GIZ (some CROP agencies and NGOs - see PDD Guide).
          Does the entity responsible for overseeing financial management have a robust accounting system that is in line with international standards, and is evidence provided? 



24. Procurement system (Contracting Party) (max ½ page)
Describe the tender and contract award procedures.  Document thresholds for quotation and approval requirements.
Attach procurement policy and related guidelines to the submission as a separate attachment.
Note that some entities have previously been approved by GIZ (e.g. some CROP agencies and NGOs - see PDD Guide).
          Has the entity responsible for overseeing procurement described their procurement rules and how they are in line with GIZ and EU requirements, and is evidence provided?






25. Organisational procedures (Contracting Party) (max ½ page)
Describe the organisational procedures of the contracting party. Are established and verifiable organisational procedures in place which are appropriate to overseeing the project?  
Evidence required: organisational chart, procedural manuals, working instructions, staffing of established positions, number of professional staff, number of administration and finance staff
Note that some entities have previously been approved by GIZ (e.g. some CROP agencies and NGOs - see PDD Guide).
          Has the contracting party responsible for oversight of the financial, procurement and management of the project described and provided enough evidence (organisational chart, procedural manuals, working instructions, staffing of established positions, number of professional staff, number of admin and finance staff ) to satisfy GIZ’s requirements?




26. Timeline for planned activities
Include a timeline for completion of the project’s activities, for example a Gantt chart.  
See Annex 4.9 for a sample timeline template.  An Excel spreadsheet to assist develop a timeline is available.  Countries can use their own template if desired.
The timeline should contain the main project activities from the logframe broken down to task level.  The timeline can show task timing on a monthly or quarterly level of detail. Don’t forget that your activities should include the creation of knowledge management products, mid-term (if required) and final evaluation, M&E tasks and reporting as well as identifying key milestones in the project.  Reflect upon past projects and be realistic with how long each task will take. 
Project activities may need to be broken down into more detailed tasks to help ensure the accurate planning and timing of activities.  Having detailed tasks will also help create an accurate budget.  All key project activities must be completed before August 2018.  If a detailed timeline is created, it can be used as a project plan to assist your implementation. 
Don’t forget to add some contingency (extra time) in some key project tasks that have many assumptions (risks).

          Does the timeline include all the key project activities broken down into manageable tasks?


          Is the timeline realistic?  Is there sufficient time allocated to complete tasks and consider operational constraints such as logistics in remote regions etc.?






27. Project budget
Countries are encouraged to provide a detailed project budget at the activity level using the budget costing tool template provided. Review the timeline to ensure that all tasks have been costed.  
Where co-financing is involved, the submission should specify if the co-financing has been secured or is still being negotiated. If co-financing is required to make the project viable, you need to describe what contingency measures are in place if co-finance funding is not secured.  How will this impact on the project design? 
The budget should be fully inclusive of monitoring and evaluation, knowledge management and communication and project management costs and costs for PDD development.
Describe in this section the overall project cost, co-financing required and other budget considerations. (e.g. contingency factored into uncertain costs, exchange rates used for foreign exchange)
See Annex 4.10 for detailed project budget costing tool template.  A Microsoft Excel version of the budget template is also available. 
Once the detailed budget is completed, countries are required to also complete the – Summary Schedule of Costs and Financing (See Annex 4.11).  Refer to  section ‘6.18 Budgets’ of The Guide for details on automatically calculating the values for the summary schedule using the supplied Excel Budget and timeline spreadsheet. 
Projects that involve construction contracts should also include a separate construction budget (See Annex 4.11).  The construction budget should be a break-down of the ‘4. Construction costs’ line item in the Schedule of costs and financing above.  
Have you answered this question?
          Is a summary schedule of costs and financing provided?

          Is the budget realistic for the outputs expected and within the country’s allocation?

           Does the budget include monitoring and evaluation, knowledge management and communication and project management costs and costs for PDD development?





[bookmark: _Toc400923535][bookmark: _Toc403214916]Annex 4.1 – Logframe matrix

	Project Description 
	Indicator
	Baseline 
	Target
	Means of Verification
	Assumptions

	Objective
	
	
	
	
	

	Outcomes
	
	
	
	
	

	Outputs
	
	
	
	
	

	Activities
	
	
	
	
	




An Excel version of the logframe will be made available to countries.









[bookmark: _Toc400923536][bookmark: _Toc403214917]Annex 4.2 – Stakeholder matrix
Steps to help guide your stakeholder consultation;
1. Work with your project team to identify who the key stakeholders are.  List each stakeholder in a new row in the stakeholder analysis matrix.
2. In the second column, describe how the stakeholder will be engaged and consulted.  Were stakeholders provided with information before their engagement?  Does the method of engagement allow stakeholders the opportunity to provide meaningful feedback into the definition of the problem and solution?  
3. Use existing information and local knowledge to start filling in the table, but remember you need to validate and verify your information.
4. Decide on what method you will use to consult each stakeholder.  You may choose to do a collective group or individual consultation to obtain the information.  Where stakeholders have opposing views you may choose not to bring them together to avoid conflict or you may benefit from a facilitated group meeting to help find common ground.  You might use a survey, an interview, a focus group, a community meeting or any other culturally appropriate method to collect the required information.  Use the column headings and guiding questions in the table to help focus the questions you will ask the stakeholders.
5. At the end of the survey, interview or meeting ask the stakeholder(s) who else you should consult with and add these as new stakeholders in the table.
6. During or after the consultation, complete the row in the table for each stakeholder.  
7. To engage deeply with a stakeholder, you can feedback the key information you have collected to the stakeholder. The stakeholder can then reflect upon that information and provide additional feedback or validate what you have collected is a correct reflection on the input they have provided.


Stakeholder analysis template
	Stakeholder name and basic characteristics
	Process to engage / consult with stakeholder
	Interests in the issue or problem area.  How are they affected?
	Motivation to bring about change & Capacity to change

	Name the stakeholder
Could be an organisation, an individual or a group of people.
If it is a group or organisation, approximately how many people are part of the group?
Approximately how long has the organisation been established?
What town or village is the organisation located?
If the stakeholder is an individual, do they work for an organisation? What is their role or position in that organisation/community?  
	How was the stakeholder engaged and consulted?
For example, concept note 1 page summary was displayed in community noticeboard for 1 month (or advertised on radio / newspaper).  1st community meeting described the problem / proposed solution and key activities.  Follow-up meeting held collect additional community feedback. 
	Describe how this stakeholder is impacted upon by the issue that is being discussed?  

What relationship does the stakeholder have to the issue or broad problem being considered?

What needs does the stakeholder have in relation to the issue?
	Describe if the stakeholder is motivated to see a change to the current state of the issue or problem?  Do they want to see something change or would they be happy if things stayed the same?

What capacity does the stakeholder have to make change happen and solve the problem? Do they have funds, staff, equipment, knowledge or skills available to assist?
What constraints does the stakeholder have that limit their ability to change, make change happen or to benefit from the change?
Do they have power or are they powerless?  Is the stakeholder a key decision maker that you need support from?




[bookmark: _Toc403214918]Annex 4.3 – Project Alignment to ACSE Objectives and Indicators
Refer to the project outcomes documented in the logframe matrix.  Copy relevant project outcomes from the logframe matrix into the Project Outcomes column of Table 1 below to describe which ACSE outcome(s) your project is aligned to.  At least one of your project outcomes must be aligned to an ACSE outcome.  Not all project outcomes need to be aligned to an ACSE outcome. Project outcomes may be aligned to ACSE outcome 1 or 2.  Where one PDDs has both Climate Change Adaptation and Sustainable Energy components, then some project outcomes may be aligned to ACSE outcome 1 and others project outcomes may be aligned to ACSE outcome 2. 
TABLE 1. ACSE AND PROJECT OUTCOME ALIGNMENT
	ACSE Outcomes
	Project Outcomes that are aligned to ACSE Outcomes

	Climate Change Adaptation
1. Enabling environment and communities’ adaptive capacity to cope with climate change challenges, including gender specific challenges, are enhanced
	

	Sustainable Energy
2. Cost-effectiveness and efficiency of energy systems are improved and dependence on fossil fuels is reduced
	



For each ACSE outcome that your project is aligned to you need to assign one or more project indicators to align to one or more ACSE indicators.  You should write the name of your project indicator in the Project Indicators column.  These project indicators may already exist in your logframe matrix, or they may need editing to align with ACSE indicators. If they do not already exist, please add them to your logframe matrix along with the indicator source and a baseline / target value. Please note that not all ACSE indicators will be relevant to your project.
Note that project indicators do not need to be an exact copy of the ACSE indicator but must reflect the type of information that needs to be collected. As such, project indicators can be considered as ‘contextualised’ ACSE indicators.  ACSE indicators marked with a * are mandatory and your project should have a matching indicator


ACSE indicator alignment table
	ACSE outcome
	ACSE indicators
 (* = mandatory)
	Project Indicators (identify project level indicators that can inform the ACSE indicators.)

	1. Enabling environment and communities’ adaptive capacity to cope with climate change challenges, including gender specific challenges, are enhanced
	CCA project implemented by 2018*
	

	
	National implementation partners’ adaptive capacity enhanced*
	

	
	Number of (new or reviewed) national, provincial and local policies, strategies, plans integrating CCA
	

	
	Number of improved infrastructure linked to the mitigation of and/or adaptation to climate change
	

	
	Number of households and communities benefiting from the projects*
	

	
	Number of interventions successfully replicated at national, provincial and local/community level
	

	
	
	

	2. Cost-effectiveness and efficiency of energy systems are improved and dependence on fossil fuels is reduced
	SE project implemented by 2018*
	

	
	Improvement of regionally agreed energy security indicators (FAESP[footnoteRef:4]) using a 2009 baseline+* [4:  The Framework for Action on Energy Security for the Pacific (FAESP), its implementation plan and 36 energy security indicators were developed by the Secretariat of the Pacific Community (SPC) through a consultative process with 14 PACPs, regional agencies and other key stakeholders and were endorsed by 14 PACP Ministers for Energy in 2011. In 2012, SPC compiled the data necessary to calculate the indicators for the baseline year of 2009 and published the 2009 energy security indicators for 14 PACPs (Timor-Leste was the only PACP not included in this process). Source: http://www.spc.int/nmdi/Reports/Final_Report_Energy_Security_Indicators_2011.pdf ] 

	

	
	Number of households and communities benefiting from the projects*
	

	
	Number of interventions successfully replicated at national, provincial and local/community level
	

	
	
	




[bookmark: _Toc403214919]Annex 4.4 – Risk management matrix
See Section 6.7 Risk Management of The Guide for more information on completing the risk management matrix.
	#
	Risk description
	Risk Type[footnoteRef:5] [5:  See section 6.7 Risk Management in The Guide for a list of suggested risk type categories.] 

	Implications & Rating.  Likelihood (L) & Impact (I) (1=low;5=high) 
	Mitigation 
	Contingency

	1
	
	
	What is the impact to the project if the risk occurs? Provide s short description.
Rate the Likelihood that the risk will occur.  L= (1= low liklihood,2,3,4,5=Highly likely)
Rate the scale of the impact on the project if the risk occurs.  L= (1= low impact,2,3,4,5=high impact)
	
	

	2
	

	
	
	
	





[bookmark: _Toc403214920]Annex 4.5 – Knowledge management plan 

See section 6.9 Knowledge Management of The Guide for more information on completing the KM plan.
	Target Audience
	Key message
	Product
	Timeframe for development
	Expected release date
	Mode(s) of Distribution
	Budget
	Person in Charge
	Partners

	Example: Climate change practitioners
	Lessons from project 
	Example: Knowledge Briefing Sheets
	May 2014-October 2014
	October 31, 2014
	Project Website, 1000 printed copies for distribution at community and international meetings.  
World Environment Day.
	$7,000
	Comms Specialist
	SPC, UNDP, GIZ

	
	
	
	
	
	
	
	
	







[bookmark: _Toc400923540][bookmark: _Toc403214921]Annex 4.6 – Internal communications plan
The purpose of the internal communications plan is to ensure that all Government and partner stakeholders are kept informed about the progress the project is making in the design and implementation phase.  Keeping stakeholders informed helps reduce barriers to implementation and can also increase opportunities for collaboration.
	Stakeholder
	Engagement method
	Frequency
	Responsibility

	Which internal (Government & Partner) stakeholders need to be kept informed about project progress.?
Example: Minister, Secretary, Department of Works, CROP agency, Heads of Village Council 
	How will they be kept informed? (e.g meeting, email, phone call, memo, meeting minutes, ACSE annual report, via an existing steering committee )
	How often will they be updated on project progress? (weekly, monthly, quarterly, only if significant risk occurs etc?)
	Who in the project team is responsible for keeping the stakeholder updated or ensuring the ‘engagement’ occurs

	
	
	
	




[bookmark: _Toc400923541][bookmark: _Toc403214922]Annex 4.7 – M&E plan
To create the M&E plan, it is encouraged that the completed logframe matrix be copied into this section of the submission.  The last column (Assumptions) should be deleted and two new columns (Frequency and Responsibility) should be added to the table.  The project team can decide which (if any) key activities should be monitored and assigned indicators in the M&E Plan.  Assigning indicators to activities was not required in the logframe matrix. Rows for activities can be deleted unless the project team wish to also monitor at the more detailed activity level.  Additional indicators need to be added to the logframe to measure project risks, KM, communications and more detailed for outcomes and outputs as required.

	Description
	Indicator
	Baseline
	Target
	Means of Verification
	Frequency
	Responsibility

	Objective

	What indicator will you use to measure the item(s) in the description column?
	What is the existing state / value of the  indicator?
	What is the post-project target value for the indicator?
e.g Solar PV installed and operational on 50 homes in XX village. 

You can also include mid-point progress targets as well.  E.g 10 homes have solar PV operational by Jan 2016
	Where is data to inform the indicator coming from?  (e.g interview, survey, project diary, field trip inspection report, meeting minutes, design document)
	How often the data should be collected and / or at what time the data should be collected.  The time could be the stage of the project (start / end / after key project event) or a specific month and year.
	Who (name, role or department) is responsible for collecting the data?

	Outcomes
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Outputs
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Activities
	Whilst not required in the logframe matrix, it is encouraged that some indicators for key activities be added to the M&E plan
	
	
	
	
	

	
	
	
	
	
	
	

	OTHER indicators (you can include other indicators not directly linked to the elements n the logframe matrix.  For example, indicators to measure risks that span elements or indicators to measure communications components. 
	
	
	
	
	
	




An Excel version of the M&E plan will be provided.

[bookmark: _Toc400923542][bookmark: _Toc403214923]Annex 4.8 – M&E costing template
See section 6.12 M&E Plan Costing of the guide for more information on completing the M&E costing template.
	
	Estimated cost of M&E activities (EURO)

	Data collection method / monitoring activity
	Cost per activity (A)
	Number of times activity required (B)
	Total cost (A x B)


	
	
	
	

	
	
	
	

	
	
	
	

	Total M&E Cost 
	
	
	





[bookmark: _Toc400923543][bookmark: _Toc403214924]Annex 4.9 –Timeline template
See section 6.13 Timeline of The Guide for more information on completing the timeline.
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[bookmark: _Toc403214925][bookmark: _Toc400923544] Annex 4.10 – Detailed Activity Level Budget Template 
A Microsoft Excel spreadsheet version of the schedule is available to assist countries created detailed project budgets.  Descriptions and examples of GIZ Cost Categories can be found in Section 6.14 Budgets of The Guide.  Costs can be represented in local currency or Euros. Alternative budget templates will be accepted provided they provide the required information similar to that of the template below. 
[image: ]


[bookmark: _Toc403214926]Annex 4.11 – Summary Schedule of Costs and Financing 
Data to populate the schedule of costs and financing can be obtained by following the instructions in “Schedule data” worksheet  in Microsoft Excel “Timeline_and_budget” spreadsheet.  This worksheet summaries data from the Detailed Budget.  All costing for the summary schedule must be in Euros.
	Schedule of costs and financing (in Euro*)

	
	
	
	
	

	
	Total costs
	Financing

	
	
	by the Recipient
	from the financial contribution by the GIZ (ACSE funds)

	Cost category 
(if appropriate broken down by measures)
	
	Own input
	Co-financing
	

	1.   Costs of materials and equipment
	 
	 
	 
	 

	2. Costs of third-party services
	 
	 
	 
	 

	3. Construction costs 
	 
	 
	 
	 

	4. Personnel costs
	 
	 
	 
	 

	5. Travel expenses
	 
	 
	 
	 

	6. Operating and administrative costs
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Total
	0
	0
	0
	0





Projects that involve construction should also include a separate construction budget.  The construction budget should be a break-down of the ‘4. Construction costs’ line item in the Schedule of costs and financing above.  A sample template schedule of costs and financing for the construction measures is included below.
	Schedule of costs and financing for the construction measure (in Euro*)

	Cost category
	Total costs
	Financing

	
	
	by the Recipient
	from the financial
contribution
by the GIZ

	
	
	Own input
	Co-financing
	

	1
	2
	3
	4
	5

	1.	Cost of real estate
(Construction plot)
	
	
	
	

	2.	Site development costs (water, sewerage, electricity) up to property boundary
	
	
	
	

	3.	Cost of building construction
	
	
	
	

	4.	Cost of furniture and equipment
	
	
	
	

	5.	Cost of planing and site management
	
	
	
	

	6.	Summary supplementary measures
	
	
	
	

		Total
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