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Preface

This manual is meant to be a simple reference document for organizations such as non-governmen-
tal organizations (NGOs) and community-based organizations (CBOs) which, from time to time,
form partnerships with the United Nations Development Programme (UNDP) and other United
Nations agencies in the implementation of  development projects.

The greater part of  the information included here is derived from an orientation workshop on the
project implementation guidelines that NGOs and CBOs must follow in projects with the United
Nations Trust Fund for Human Security (UNTFHS).

Throughout the region, significant issues such as HIV/AIDS, poverty, gender inequality, lack of
empowerment, environmental degradation and disaster mitigation create extreme challenges for the
Governments and people. In the case of  Grenada, two hurricanes over 2004 and 2005 served to
significantly exacerbate the human security concerns of the island with ongoing repercussions even
in 2007.

The need to sustain the post-Ivan activities and multi-sectoral thrust, and to engage more seriously
on the issue of human security and how the issues highlighted above hinder its achievement, was
the main impetus for the UNDP-led process to mobilize resources for the project Restoring Liveli-
hoods to Grenada after Hurricanes Ivan and Emily for which the Government of  Japan ap-
proved funding. A multi-sectoral and multi-agency approach is fundamental to the issue of  human
security and UNDP is working closely with the Government, civil society organizations and key
sister agencies, including the United Nations Development Fund for Women (UNIFEM), the Food
and Agriculture Organization (FAO) and the United Nations Educational, Scientific and Cultural
Organization (UNESCO).

The UN Subregional Team (UNST) hopes that this document will strengthen and facilitate the
implementation and execution of the UNTFHS project. Outside of the UNTFHS project, we feel
this is a useful overall document to guide local counterparts in the Caribbean in their collaborations
with the UN System. Both the substantive and the financial guidance are critical to ensuring that
UN-funded projects and activities will realize their overall objectives and, ultimately, provide con-
crete results for the beneficiaries.
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1 Introduction

1.1   Introduction and Rationale

This manual arises out of the joint experiences of the collaboration strategies adopted by four UN
Agencies - UNDP, FAO, UNICEF and UNIFEM - to effectively and efficiently deliver the United Na-
tions Trust Fund for Human Security (UNTFHS) project, Restoring Livelihoods to Grenada after Hurricanes
Ivan and Emily - hurricanes that devastated the island in 2004 and 2005 respectively.

The Grenada project complemented ongoing initiatives by the UN Subregional Team (UNST), and other
agencies that collaborated in this project, to empower people and communities to act on their own
behalf  - or on behalf  of  others, which is another key to human security. The team approach to implemen-
tation is designed to create greatest impact and has produced useful lessons learnt for future strategies to
project implementation.

1.2   Background

The United Nations Trust Fund on Human Security (UNTFHS) is a funding mechanism to support and
address issues relating to human security. The project is expected to respond to current poverty reduction
priorities of  the Government and the UN System Team. UNTFHS is administered by a unit based in
New York and funding is provided by the Government of  Japan.

The Human Security Goal is to improve human security (physical, social and economic security
in particular) in Grenada by improving livelihoods on a sustainable basis for all.

The project is managed and coordinated by UNDP and executed over a period of  eighteen months. This
joint project will:

• Facilitate the improvement of  increased livelihood options and opportunities for farmers
and rural households;

• Improve access to microfinance and business development opportunities and facilitate the
identification of new income-generating opportunities;

• Improve disaster preparedness at the community level through ameliorating readiness, re-
sponse frameworks, shelter capacity and management as well as planning;

• Expand the availability and capacity for counselling at the national level, thereby facilitat-
ing the medium and long-term recovery process; and

• Mainstream gender in disaster risk reduction and livelihoods approaches, and strengthen
state responses to end gender-based

The project will be implemented as a Joint UN Joint Programme, linked to UNDP Poverty and Social
Development Programme.

1.3   Selection Criteria for Beneficiaries

The selection criteria for beneficiaries of projects of this nature are very clearly delineated to ensure that
the project reaches persons whom it is designed to benefit. The main criteria adopted were as follows:

• Incidence of extreme poverty and or lack of access to resources as identified by the CWIQ
survey of  2005;

• High levels of  damage to houses and loss of  other services as identified by the various
post-hurricane impact assessments;
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• Inadequate protection of  children’s and women’s rights as identified in the gender impact
assessment of  the hurricane, particularly as it relates to services provided by  shelters;

• Significant challenges to communities in terms of  repair and rehabilitation of  livelihoods;
and

• National priorities as expressed by the Government in its budget, or identified in respective
UN agency programming frameworks, UNDP Country Programme Action Plan or the ex-
isting disaster management plan.

1.4   Implementation Strategy

The approach to implementation was based on the principles of  transparency, participation and consul-
tation. More specifically,

• This project assisted vulnerable sectors of the society to gain access to resources and to
begin their own recovery efforts at the household and community levels.  Employment
creation and income generation for civil society are therefore the main thrusts of  the project.

• The activities are community specific, designed to address concerns in communities se-
lected based on the involvement of the implementing partners’ pre-disaster involvement in
Grenada, recommendations of  Government officials and the NGO community, and the
level of  destruction to these communities caused by the hurricanes.

1.5   Programme Governance including M&E

As in all well managed projects, the UNTFHS includes in its design monitoring and evaluation (M &E)
components to ensure proper accountability.

In this respect the following M&E measures are taken:

• Regular and timely monitoring of activities;

• A Project Steering Committee (PSC), based on representation from amongst partners, will over-
see implementation;

• The UN System will create a Technical Advisory Group (TAG) to ensure coordination and
joint reporting;

• Quarterly project reporting to be shared with the Government of Grenada;

• Half-yearly reporting to UNTFHS; and

• A beneficiary survey to be implemented on completion of  project activities.

1.6   Structure of  Manual

The present manual will focus on the steps taken to introduce all stakeholders and NGO implementers to the
expectations of the project, the procedures to be adopted, timing and extent of reporting, and financial ac-
counting and record keeping, to name a few.

The rationale is for the manual to serve as a template for similar projects which are designed to support the
eradication and alleviation of  poverty, gender equity and the restoration of  livelihoods in a sustainable man-
ner.

The guide seeks to summarize the information on procurement procedures, gender mainstreaming, and the
role of  the steering committee, which was given to stakeholders in a UNTFHS Orientation Workshop in
March 2007.
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2 Reporting Guidelines

Regular and timely reporting may be considered the wheel that will steer the project to a successful
conclusion. Without timely information, managing the project becomes subjective and may result in
wrong decisions being made.

Reports also allow donors and other participants to get a sense of what is happening in the project cycle.

2.1 Reasons for Reporting:

Reports that are well prepared assist the project by

• Providing evidence of  progress towards expected results re quality, timeliness and quan-
tity;

• Identifying issues requiring resolution – new or related issues with a bearing on the result
and outcome of the project may arise;

• Creating a sense of achievement in beneficiaries and implementers of the project as mile-
stones are recognized; and

• Serving as a basis for further disbursements -  a well managed and implemented project that
meets targets in a timely manner and delivers good outcomes serves as a marketing tool for
future funding.

2.2   Reporting Requirements

• Regularly and timely (within two weeks of end of agreed period) – the frequency of the
reports may differ depending on the terms of  the original agreement and the type of  project.

• Narrative – description of activities done and challenges faced

• Financial  -  such as accounting for the money received, type of expenses, balances, etc

• According to agreed formats – usually the report will be structured according to an agreed
format, which makes it easy to follow each report and compare across reports.

2.3    Narrative Report Format

The narrative report gives a written description of the project status during implementation, and will
include:

• Background - includes setting, context, purpose, scope or reference to previous work or
reports;

• Main accomplishments in the reporting period – highlight achievements/results, benefici-
aries, quantified wherever possible (e.g., male/female, age) especially against work plan
objectives;

• Activities carried out - specific actions taken to reach objectives, either in procurement,
hiring, facilitating, training or capacity building (necessary, sufficient to produce the results
at least cost);

• Challenges/problems faced - implementation and operational problems in the field (strate-
gic);

• Mitigation steps;

• Lessons learnt - solutions to problems that may be replicated or issues to be considered for
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future follow up;

• Follow up plan for addressing issues, including sustainability, for next reporting period; and

• Financial Summary - narrative expenses, actual, committed and planned - with summary
table.

2.4   The Financial Report

The aim of the financial report, as currently practised, is to facilitate the management of the budgets and
expenditures of programmes and projects, and the review and approval of the consolidated delivery
reports (CDRs). The financial report provides information on cash disbursements by the designated
institution and by the contractors (except United Nations agencies) and incorporates a request for ad-
vance of  funds. It also allows for the reconciliation of  outstanding advances of  funds.

The financial report must be submitted to the UNDP country office no later than 15 days after the end of
the quarter. The designated institution must submit the financial report to the UNDP country office
every calendar quarter at a minimum and whenever an advance of funds is required. More frequent
reporting is encouraged if agreed to by the UNDP country office and the designated institution.

Annex 1 details the financial format and the instructions for preparing the report.

A transfer is imminent to the Harmonized Approach to Cash Transfers (HACT) to Implementing
Partners as part of  the continuing efforts of  the United Nations aimed at reforming and building na-
tional capacity. HACT introduces a new simplified way of  managing the process of  transferring cash to
partners of  the UN. At present, this Approach is outlined in a framework that applies to United Nations
Development Programme (UNDP), United Nations Population Fund (UNFPA), United Nations Chil-
dren’s Fund (UNICEF) and the United Nations World Food Programme (WFP) – the United Nations
Development Group Executive Committee Agencies.

The harmonized approach to cash transfers will reduce the complexity of  procedures and lower transac-
tion costs for governments. The approach will also help to improve the capacity of  national partners to
manage aid.

Currently, most UN agencies rely on what we refer to as a “system of  controls”, where checks are
implemented to ensure that funds given to partners are spent appropriately. Implementing partners who
work with a variety of UN agencies might have to submit vouchers for all expenditures for one agency;
produce expenditure reports after an advance for another; or undergo frequent project audits.

Harmonized Approach to Cash Transfers (HACT), relies on a “risk management” approach, recognizing
that there is risk involved in cash transfers and that the level of  risk varies.

The main provisions of this approach are Macro Assessments, Micro Assessments, methods for maintaining
assurance, including audits and the Funding Authorization and Certificate of  Expenditures (FACE) Report.

The Macro Assessment is a review of existing assessments of the national public financial management
system. The two objectives of the Macro Assessment are:

• Development: It describes the strengths and weaknesses of the public financial manage-
ment system, and identifies opportunities for capacity-building

• Financial management: To help the UN understand more fully the financial environment
within which they are operating. It provides background information for selection of  ap-
propriate cash transfer modalities and assurance activities.

The Macro Assessment does not provide a “pass or fail” to implementing partners, nor is it used to
impose conditionality. It does however provide information about the national context and identifies key
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risks that the public financial management might pose to the use of  UN cash transfers.

There are two primary reasons for conducting a Micro Assessment with partners with whom we work:

• Capacity Development: to review the strengths and weaknesses of an implementing part-
ner’s financial management system and internal controls. The assessment should include
recommendations to strengthen less robust areas. The information should then be fed into
the overall capacity development plan.

• Financial management: to help UN agencies identify the most appropriate assurance meth-
ods, and best procedures to use for transferring cash.

The Micro Assessment should be open and transparent, the partner institution should be fully involved and
the Government coordinating authority must be informed about the process. The Assessment is intended to
help guide the procedures according to the differing level of risk.

All UN agencies conduct some form of  assurance activities. Assurance is the term that is used to de-
scribe the process of  determining whether expenditures that took place were for the purpose intended.
Assurance requires that you are familiar with the internal controls and financial management practices of
your implementing partners as they relate to cash transfers.

The key characteristic of the new approach to assurance is coordination. The aim is that assurance
activities are carried out jointly, as this significantly reduces the burden on an implementing partner
working with multiple UN agencies. The assurance activities that occur are based on the level of  risk and
the values of the cash transfers in question. As such, the strongest assurance activities will be used with
implementing partners that have the weakest financial management practices. This is where the informa-
tion from the Micro Assessments feeds in. The three main methods of  maintaining assurance with HACT
are: scheduled audits; on-site reviews (spot checks and special audits); and programmatic assurance,
where agencies develop their own guidance on the types of checks, when they take place and how often.

The Funding Authorization and Certificate of  Expenditures (FACE) is a form that is intended to reduce
the complexity of procedures for managing transfers of cash to partners and reduce their transaction
costs. It certifies expenditures and provides a basis for the disbursement of  funds for the next period. It
serves as a request to spend, a verification of  what was spent, and an invoice, and permits disbursements
on a quarterly rather than a transaction basis. FACE is to be used for direct cash transfers, reimburse-
ments and direct payments. FACE requires no supporting documentation (for example, invoices and
receipts), and cash that is disbursed but not utilized can be reprogrammed. FACE is aligned with the
Annual Work Plan (AWP) and focuses on recording requests/expenditures at the activity level. The
request for funding using a FACE form is accompanied by an itemized cost estimate based on individual
agency guidelines.

HACT will assist in strengthening the national capacities of  implementing partners to plan, manage,
implement and account for programme results.

Annex 2 details the financial format (FACE form) along with samples of  the completed form.
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3 Instructions for Contracting Implementing Partners

3.1   Agreements

In implementing a project, it is necessary to first ensure that the Agreements with the UN Agency and the
implementing NGO are in place. This sets the legal basis for the establishing the relationship between
the UN Agency (or donor) and the NGO. Each Agency has its specific requirement and may use different
terminology.  The names of  the agreements of  the different agencies are listed below:

• FAO: Letter of  Agreement
• UNDP: Project Cooperation Agreement
• UNICEF:  Special Service Agreement (Institutional Contractor)
• UNIFEM: Institutional Contract

All Agreements must be signed before the project can be implemented and before any disbursement of
funds can be made. This does not prevent NGOs from undertaking preparatory work in advance of
disbursement of  funds where such activity does not involve use of  money.

3.2 Documents Required and Specified in Agreements

The Agreements specify the terms and conditions by which the project is expected to be managed and
administered. Therefore NGOs are advised to become fully acquainted with the requirements of the
agreements before start up.

Some of the basic requirements of these agreements are:

• Progress Reports (narrative)

• Periodical Financial Reports
• Project Work Plan – work plans are usually prepared in advance and attached to the Agree-

ments. Annex 3 shows a representation of  the work plan format.

• Financial Report / Statement of Expenditure
• Request for Advance
• Final Report

3.3 Major Issues Relating to Documentation and Reports

• Timing – very essential for proper and effective project management. A report that calls for
a critical decision to be made immediately will be useless if it arrives three months late.

• Accuracy and Quality – the information should always be precise and truthful and able to
withstand rigorous scrutiny.

• Storage and Retrieval – the information must be easy to store and retrieve.
• Safety – documents need to be kept in safe and secure storage.
• Originals (invoices, bills, receipts) - all originals must be kept in a safe place.
• Availability for Audit – UN projects are subject to periodic audits and records must be kept

with this in mind.
• Disposal of documents [3-5 years] – records are to be kept for at least 3-5 years before

being disposed of.
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3.4 Documentation Requirements

Financial disbursements normally take place according to the terms and conditions agreed and written
into the project agreement. A summary of these conditions at the different stages of the project cycle are
given below:

Disbursement Conditions

• First Disbursement - usually given after
o Signature of Agreement
o Approval of  Work Plan (UNDP) – see Annex 3.

• Second Disbursement - [Request for Advance]
o Progress Report cleared
o Periodic Financial Report (UNDP)

• Final Disbursement - usually made after the project is completed on the following basis
o Final Project Report cleared
o Audited Statement of Expenditure
o Final Financial Report

A Consolidated Report which includes a financial statement must be done prior to the final payment.

3.5 Operational Activities

During the implementation, a number of operational decisions or actions have to be taken. These may
involve purchasing items or materials, recruiting personnel, negotiating labour contracts or other service
contracts which are essential to the success of the project.

The procedures and conditions for the different types of transactions are given below:

• For Purchases:

o Letters of Requests for quotation
o Quotations
o Evaluation of Quotations
o Invoices, bills, receipts

• Recruitments:

o Contracts
o Reports of assignment

• Works:

o Letter of  recruitment
o Attendance Record
o Pay Sheets

o Report on completion/quality

• Other Features:

o Project Files – as a general guide, NGOs should implement a proper filing system for the
storage of  project documents.

o Financial Records - a true and accurate documentation of  financial transactions should
be kept.

In summary, all transactions and activities must adhere to the principles of  accountability and transparency.
One of  the ways to ensure this is to have proper documentation and good record keeping at all times.
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4 Mainstreaming Gender in Project Implementation and Adolescent Input

4.1 What is Gender Mainstreaming?

For NGOs, CBOs and other implementing partners, it is important to understand that gender mainstreaming
(GMS) is an integral part of project implementation, and even project design. Initially this concept was
geared to support women but is now built in to ensure gender equity and balance.

At the 4th UN International Conference on Women in Beijing, in 1995, gender mainstreaming was estab-
lished as an internationally agreed strategy through which governments and development organizations
would promote gender equality. This development arose in response to consistent lessons emerging from
at least 20 years of  experience of  addressing women’s needs in development work.

• Gender mainstreaming is a commitment to ensuring that women’s and men’s concerns and
experiences are integral to the design, implementation, monitoring and evaluation of all
legislation, policies and programmes so that the concerns of women and men are equally
addressed.

• The ultimate goal of  gender mainstreaming is to achieve gender equity.

• Gender mainstreaming is integral to all development decisions and interventions; it con-
cerns not only their programmes but the staffing, procedures and culture of all develop-
ment organizations; and it forms part of  the responsibility of  all staff.

4.2   The Four Key Steps of Gender Mainstreaming

1. Sex disaggregated data and gendered analysis of  information.

2. Both women and men influencing the development agenda.

3. Context-specific action to promote gender equality.

4. Gender-balanced organizational capacity-building and change.

4.2.1   Step 1: Sex disaggregated data and gender analytical information

• Gender analytical research and sex disaggregated statistical data (about “beneficiary” groups
and management and implementation organizations) are essential to effective gender
mainstreaming.

• Gendered analysis (an examination of the experiences, needs and priorities of women and
men) should routinely be part of social and institutional appraisal and monitoring proc-
esses.

• Gender analytical studies should be commissioned to examine particular issues and address
information gaps.

All of  this information is necessary to:

• identify gendered differences and inequality;

• make the case for taking issues of gender seriously;

• design policies and plans that meet women’s and men’s needs;

• monitor the differential impact of  policy, project and budget commitments on women and
men.
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4.2.2   Step 2: Women and men influencing the development agenda

Women and men can exert balanced influence on the develop ment agenda when

• women and men are involved in decision-making at all levels, and men and women com-
mitted to the promotion of gender equality are influencing decision-making;

• “gender advocates” within government, civil society and donor organisations work in col-
laboration, identifying and developing strategic “entry points” for the promotion of gender
equality.

4.2.3   Step 3: Context-specific action to promote gender equality

• Gender mainstreaming is a strategy to promote gender equality and end the imbalance in
power that women experience.

• Action to promote greater equality of influence, opportunity and benefit should be devised
on the basis of  context-specific sex disaggregated data, gender analytical information and a
clear understanding of  women’s and men’s priorities.

4.2.4   Step 4: Organisational capacity building and change

• Gender mainstreaming as an organizational strategy to promote gender equality depends
on the skills, knowledge and commitment of the project personnel involved in manage-
ment and implementation.

• Appropriate capacity-building activities need to be explicitly included in policy and project
documents and frameworks, backed up with staff and budgets, and monitored and re-
viewed through appropriate indicators of change.

4.3   How Project Personnel/Stakeholders Can Help Mainstream Gender in Project Implemen-
tation

Project personnel/stakeholders can make gender mainstreaming an integral part of project implemen-
tation by:

• understanding the different roles, responsibilities, and experiences of women and men in
relation to the issue being addressed;

• seeking opportunities to actively involve women and men in consultation and decision-
making processes;

• acting on women’s and men’s priority concerns;

• seeking ways to promote benefits for women and men; being personally informed about
gender issues and gender mainstreaming, and seeking ways of promoting this understand-
ing and commitment among colleagues and partner organizations; and

• being aware of personal attitudes and behaviour and the ways in which these affect com-
munication with women and men and understanding of development and change.

In general, the issue of gender mainstreaming must be an integral part of project implementation, but
must be sensitive to the actual situation and social positioning of the men or women in the beneficiary
community.
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4.4  Mainstreaming the Concerns of  Youth and Adolescents

As with gender equity, it is also important to recognize that young people in the beneficiary community
will have their own specific needs. If  any development project is to be truly sustainable, it is important
for young people to feel involved in the decision making, especially in those areas that most closely
concern them. Bearing in mind also that approximatley half of young people will be women, and that the
priorities of young women and girls will differ from those of young men and boys, the integral involve-
ment of young people is a necessary factor in meeting the fullest needs of the community and achieving
gender equity.

4.5 Working with Adolescents: Some Points to Note

Where funding is being sought for projects to enhance the well-being of adolescents, the process of
project development and implementation must ensure:

• Procedures to consult with adolescents are established and that meetings take place be-
tween adults and the adolescents;

• Information is provided to increase understanding among adolescents of  the issues and in
simple and easy to understand formats;

• The needs of the beneficiaries are identified prior to the start of the programme;

• Adolescents serve on decision-making committees;

• The views of the group are respected – time, space and resources must be provided for
adolescents to develop and express their opinions;

• Self-governance of  the beneficiaries should be promoted through responsibility, use of
resources and accountability structures; and

• The beneficiaries assist with programme design, implementation (including monitoring)
and evaluation

Indeed, all stakeholders in any project should be offered these considerations.
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5 Procurement Guidelines - “Works” Contract

The aim of this chapter is to assist the collaborating NGO partners, CBOs and other related organiza-
tions to better understand how the UN Agencies treat “works” contracts.

The discussion will focus on the main criteria, the types of procurement, the main control factors, types
of  activities, and other related considerations in performing or procuring “works” contracts.

5.1   Main Criteria Governing Procurement in the UN System

There are three main criteria that govern the procurement of “works” in the UN System - competition,
transparency and documentation.

The competitive criterion requires inviting at least 3 bids or tenders from potential suppliers of goods
and services to ensure value for money. The transparency criterion ensures openness in the various
activities, and a willingness to be open to scrutiny. The documentation criterion states that everything
should be recorded for future reference, which also affords traceability.

5.2  Types of Procurement

The types of procurement in project implementation refer to:

• Goods (materials and equipment) – the project may have to purchase goods in order to
meet its objectives;

• Services (consultancies through personnel) – local personnel with the skills and expertise
may be hired to carry out certain kinds of  studies, e.g., marketing surveys; and

• Works (construction, establishment of  physical structures or activities) – contractors may
have to be brought in to build a bridge or other structure.

5.3    Control Factors in Procurement

Control factors are the gamut of  rules, regulations, standards or physical resources that tend to circum-
scribe the way in which the project can be implemented.

To effectively manage this aspect of  the project, it is necessary to have a clear understanding of  the
control factors below.

• Budget Limit – the amount of  money that is available or earmarked sets the limits to what
can be done or purchased. It is useless to try to purchase a tractor to plough farmers’ lands when
the budget may only allow for forks and hoes. As far as possible project overruns should be
avoided.

• Specifications in Project Document or Agreement – the specifications as allowed in the
project are what should guide the management of the project. Specifications should not be
changed without prior approval as this will have an effect on the overall costs of the project.

• Work Plan or Schedules – as far as possible work plans and schedules should be adhered to.
Cost overruns can occur when activities take longer to be accomplished than planned for.
It is therefore essential to ensure that, barring unforeseen circumstances, work plans project
realistic time frames.

• Consideration for standardization, repairs, parts, maintenance – in purchasing or in con-
struction, it is necessary to bear in mind the question of  sustainability of  the project after
initial funding is exhausted. Is the equipment purchased easy to repair? Are the necessary
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skills available? Are the parts easy to find?

• Need for quotations - competitive bidding is a prerequisite condition. This procedure must
always be considered in terms of  time, quality and cost effectiveness.

• Guidelines provided through the Agreements - other conditions such as legal guidelines
with respect to disputes, extensions and terminations are all part of  the Agreements and
must be learned.

5.4   Main Requirements for Typical “Works” Contract

In undertaking works contracts, the following basic tasks must be considered.

• Drawings, plans, designs – these refer to architectural designs or drafting sketches for the
work to be done. Dimensions and measurements would be included here.

• Programme of  Works – a programme of  works refers to the list of  activities to be carried
out from the preparation to the completion and handover of the work.

• Bill of Quantities – this is a detailed account of the quantities of materials (brick, stone,
sand, etc) that will be needed to complete the work.

• Tender Documents – a set of  documents that prescribes what a contractor must include in
a bid for a contract of works and how the bid must be prepared.

• Closed Bids – sometimes, in the interest of  time it may not be possible to have open bids.
Through a process of selection, potential persons with experience (at least three) may be
asked to submit bids.

• Bid Evaluation and Evaluation Report – the process of selecting the best bid, often ac-
companied by an evaluation report.

• Selection, notification, negotiation - after bids are in, there is the process of selecting or
choosing the most appropriate person. Usually this may be done by a committee of experts,
or someone highly regarded in the field.

• Contract – the contract is signed, specifying the terms and conditions of  the work, and the
time frame within which it is to be done.

• Certificate of Completion – issued when the project is satisfactorily completed, usually by
the consulting engineer after inspection.

• Hand Over – the handing over process refers to the formal giving of  the keys or the legal
transfer to the agency which contracted the works.

5.5   The Requirements of  Implementing Partners for “Works” Contracts

The simple contract of labour to undertake certain jobs or tasks under the project may follow the proce-
dures below:

• A simple letter of  recruitment (to be signed by the worker);

• Register of attendance;

• Pay sheet for signature;

• Certification of completion and quality; and

• Final report, including statement of expenditure.
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5.6   Major Considerations Related to Procurement

In general, stakeholders and project implementers need to have a general sense and appreciation of the
following:

• Knowledge of the project and the agreement;

• Time when items or services would be needed;

• Nature of the items (high value or low value);

• Security and responsibility for items;

• Commissioning of equipment;

• Quality of  “works”, services and materials;

• Installation and transportation as part of costs;

• Insurance;

• Sustainability of operations or “works”, and

• Possibility of  Audit (documentation, transparency, competition).
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6 Oversight and Implementation

6.1   Role of Steering Committee

Good and effective management and implementation strategies are critical to the successful outcome of
a project.

One important element of  the UN project implementation strategy includes a management steering
committee for general oversight purposes.

These purposes are summarized below and include:

• Implementation oversight  -  the steering committee is expected to oversee the actual progress
of  the project, at least on a monthly basis.

• Review Progress in achieving targets – all projects are target specific. These targets are
usually included from the design stages of the project. The Steering Committee must seek
to ensure that the project meets its goals and objectives within the time frame, the cost, and to
the specific beneficiaries as set out in the project document.

• Review of  reports – the project report is the key instrument of  monitoring which gives
donors a sense of  what is happening with the project in terms of  meeting its objectives.
Therefore reports are expected to be timely, objective and realistic.

• Problem solving – not all problems or challenges that a project will meet can be anticipated
or foreseen. The Steering Committee is expected to assist the project implementation team
or the Project Manager in troubleshooting and solving problems as they arise so that the
integrity of  the project is not compromised, and to ensure that activities run as smoothly as
possible.

• Advise on support needs – sometimes the project does not have all the necessary resources
internally. Agencies and other organizations not benefitting or directly involved may be
called upon at specific times to interact or to support the project. This may include advice,
decisions or actions, which though independently taken, may lead to the general realization
of  the project objectives.

• Support resource mobilization – wherever additional resources are needed the steering
committee may bring this to the attention of  the appropriate authorities.

6.2   Steering Committee Members

Membership is open to all implementing partners, as well as local governmental institutions which may
have a bearing on or interest in the subject. Establishment of subcommittees is also possible according
to the various components of  the project. For example in the UNTFHS project for Grenada, five sub-
committees have been established - Livelihoods, Business, Disaster, Counselling and Gender.
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Annex 1:     Financial Report Format

Instructions for the Designated Institution: How to fill out the top of  the financial report

Field (a): Name of  the designated institution and programme country.

Field (b): Number and title of the programme or project.

Field (c): Period for which expenditures are being reported. The period can be the quarter or a different
period if  advances are made on a more frequent basis.

Field (d): Source of  funds according to the PSD/project document and budgets.

Field (e): Currency in which the advance from UNDP is requested. If the advance is received in US
dollars, write US dollars in this field. If the designated institution receives advances in more than one
currency for the same programme/project, complete the financial report for each advance.

Field (f): “Opening balance”: Under ‘Total’ in Column III, fill in the local currency amount of  the
advance outstanding at the beginning of the period. It must agree with the Closing balance (field j) of the
last financial report. For new programmes or projects, this amount will be zero (See requesting an initial
advance below).

Field (g): “Advance received”: Under the appropriate ‘Month’ and ‘Total’ in Column III, fill in the
local currency amount of the advance received this period. Only one advance received is recorded for
each financial report.

Field (h): “Available funds”: Under ‘Total’ in Column III, this is the sum of  (f) Opening balance and (g)
Advance received.

Expenditures by Sub-line: Based on its accounting books, the designated institution records the total
expenditures incurred each month against each sub-line for the quarter/period. This includes all ex-
penditures incurred since the last financial report to the date of the end of the quarter/period. All sub-
lines in the approved budget must be included under Description (Column I) and component and budget
line (CMBL) (Column II) even if there are no expenditures against the sub-line this quarter/period. No
subtotals are required.

Field (i): “Total expenditures”: Add up all the expenditures by budget sub-line recorded above under
each ‘Month’ and Total columns.

Field (j): “Closing balance”: Under ‘Total’ in Column III, calculate (h) Available funds minus (i) Total
expenditures.

Field (k): “Outstanding obligations”: Under ‘Total’ in Column III, record all expenditures that the
designated institution has a legal obligation to pay in the coming quarter or period but that are not yet
paid. This will include any contract amounts to be paid for service rendered, any goods ordered and/or
received, and invoices not paid, that will be paid in the next quarter.

Field (l): “Planned expenditure”: Under ‘Total’ in Column III, record here all cash expenditures planned
for the next quarter/period according to the latest programme or project work plan. Do not include
expenditures already reflected in (k) Outstanding obligations.

Field (m): “Total requirements”: Under ‘Total’ in Column III, this is the sum of  (k) Outstanding
obligations and (l) Planned expenditure.
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Field (n) “Advance requested”: Under ‘Total’ in Column III, shows the amount of  funds needed for
the next quarter/period.  It consists of  (m) Total requirements minus (j) Closing balance. After review
and approval, the UNDP country office will provide this amount as advance to the designated institution
through a cheque/bank draft/wire transfer.

The responsible official of  the designated institution, normally the National Director, must sign and date
the financial report before sending it to the UNDP country office.

Requesting an initial advance

When the designated institution wishes to request an initial advance for a new programme or project, it
fills out the top of  the report and fields (l) Planned expenditure, (m) Total requirements, (j) Less closing
balance (put zero), and (n) Advance requested of the financial report. All other lines and columns are left
blank.    The Total requirements (m) should cover:

a) the first reporting quarter and

b) the estimated time required for the subsequent cash replenishment (i.e. the period from the
time the project submits a financial report to the time it receives the fund from the country
office), which is about one month.

In essence, the initial advance needs to cover about 4 months of expenditure. This procedure, however,
applies only for the initial cash advance.  Subsequent advances should cover only 3 months of expendi-
ture since the project is expected to always have outstanding funds that would reasonably cover antici-
pated disbursements until the next advance from the country office is deposited in the bank.

INSTRUCTIONS FOR THE UNDP COUNTRY OFFICE

Upon receipt of  the financial report, the UNDP country office performs the following steps before
submitting the financial report to UNDP headquarters no later than 30 days after the end of the quarter:

· Ensure that the opening balance agrees with the closing balance in the last Financial Report.

· Verify that the advance received agrees with the UNDP country office records.

· Validate the arithmetic of  the report.

· Check the reasonableness of the outstanding obligations, planned expenditures and ad-
vance requested to the programme/project budget, work plans and other documentation
available.

· Prepare and provide advances to the designated institution. Advances are transferred as
agreed (bank account arrangements) for the programme or project in question. The desig-
nated institution and the UNDP country office may also agree to indicate banking arrange-
ments on the financial report.

· Sign and date the country office approval/signature. The resident representative or another
country office staff member to whom he/she has delegated approval authority signs the
financial report.
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Financial Report
(Sample information provided below)

(a) Designated Institution:

(b) Programme/Project number

Programme/Project title:

UNTFHS Restoring Livelihoods in Grenada

For the period: Year 2007

(c) Source of Funds: UNTFHS

(e)  Currency: US$

UNITED NATIONS TRUST FUND HUMAN SECURITY PROJECTS

i. Specify the title of the Official responsible for reporting to the UN Controller on behalf of
the UN implementing organization.

ii. The reports must satisfy the following guidelines:

• Be provided in summary, aggregating implementing partner reports in the case of  joint
programming;

• Show interest earned on funds disbursed to the project;

• Show any parallel funds received by the project; and

• Align expense with activities and milestones.

INSTRUCTIONS FOR PREPARING FINANCIAL REPORTS FOR JOINT
PROGRAMMING INITIATIVES1

1 Applicable until introduction of  Harmonized Approach to Cash Transfers (HACT).
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Annex 3:  Annual Work Plan Format

Annual Work Plan Format
Project Title:

UNTFHS Project Number:

Year:

• Provide an overview of  the major objectives and planned activities, including key mile-
stones and quantifiable performance indicators, for the following year.

• Indicate any major adjustments in the strategies, targets, or key outcomes and output planned.

• Submit annual work plan.  The work plan for the current year should be attached to the
prior year progress reports.

• Estimated budget required (including any major funding shortfalls).
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