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Chapter I: Introduction
1. Background 

Palli Karma-Sahayak Foundation (PKSF) was established in 1990 by the Government of Bangladesh as a ‘not-for-profit’ company, registered under the Companies Act 1913/1994. The principal objective of PKSF is to provide funds to various organizations for their microcredit programme with a view to help the poor who have no land or any credible material possession. Funds enable them to gain access to resources that lead to employment opportunities and enhancement of their livelihood. PKSF provides assistance to the poor mainly through different non-government organizations. These organizations are largely called as Partner Organizations (POs). PKSF also works with semi-government and government organizations; voluntary agencies and societies; local government bodies; institutions; groups and individuals. PKSF has gained credibility as the leading apex microcredit and capacity development organization in Bangladesh. Together with different financial supports such as microcredit, micro-savings and micro-insurance, PKSF assists its POs in their institutional development. A number of countries and organizations follow standards, guidelines and modalities developed by PKSF. In the last few years, PKSF has diversified its focus on non-credit programmes, such as training, education, health, awareness building, nutrition, direct employment linkages, climate change and marketing supports with the objective to provide all-inclusive services for the persistent betterment of poor. 
As PKSF has widened its operations, it requires developing an operation manual to guide the POs. Considering this need, PKSF has developed an operation manual which provides policy and decision making process of PKSF’s management and guidance to all levels of stakeholders involved in implementing projects and programmes under PKSF. The manual complies public acts, rules and guidelines as well as addresses donors’ requirement. It also provide guidance to the POs to implement projects in align with development goals and objectives.   
2. Objectives of the Operational Manual 

Any project needs an implementation manual called ‘Operational Manual’. Need based changes to this manual may be made in consultation with relevant stakeholders including donors. This Operational Manual (OM) is designed to be a guide for PKSF and the POs to implement relevant projects/programmes. 

The OM includes guidelines on how to a) call proposals, b) appraise the proposals, c) approve worthy projects, d) make disbursements, c) manage the project organization by PKSF (human resources, administration, finance), d) monitor the implementation by POs while ensuring compliance with fiduciary requirements. In addition, the OM includes an Environmental and Social Management Framework, Financial and Procurement guidelines, etc. OM may include additional guidelines as it may appear relevant over time. Above all, the OM to be elaborated here sets the operational framework of project/programmes to which PKSF and the donor agree. 

For the POs, the OM will include guidelines about how to submit proposals, implement and monitor and report on them. Furthermore, the OM will include guidelines for their financial management and procurement practices within the scope of the project to be approved by PKSF. The OM will also provide guidance on the management structure of the probable partners together with the required skills and capacities.
3. Project strategy 

Project Development Objectives (PDO) 

The Development Objective is set at the design stage of a project based on problems indentified for solution. This objective/s guides the whole process of achieving the development targets set under broader objectives. 

Project Beneficiaries 

PKSF mainly works with poor and ultra poor and women community to reduce poverty and other vulnerability including climate change risks. It also builds capacity of local, sub-national and national level institutions. 

PDO Level Results Indicators 

The result indicators are set at the design stage of specific project. The indicators focus on the PDO level objectives. It measures the achievements towards objectives.
Project Description 

The projects are divided into several components based on the nature of development goals. Generally it describes the nature and amount of funding its use, project management, knowledge generation and management, monitoring and evaluation, disbursement to POs etc.
Chapter II: Institutional Framework and Implementation Arrangements

1. Project/programme Management Unit 

PKSF generally establishes a Project Management Unit (PMU) to manage project/programmes. A Project Coordinator (PC)/Project Director (PD) heads the Unit and be in charge of the overall implementation process. He/she will directly report to a senior official of PKSF and be the Contact Person at PKSF for relevant government bodies (if any involvement) and donors. The PC reports to the Fund Management Committee/secretariat through the Managing Director of PKSF.

Project engages Officers who will liaise with the POs and monitor their implementation of projects. The number of Officers depends on the number of POs and the number of POs to be allocated to each Officer also depend on the size, geographical location and nature of their projects. The Officers are the PKSF contact points for POs and report to the PC. 

An M&E Officer is dedicated to work under PC. He/she will provide technical guidance to the Officers on how to monitor the projects at the activity level of the projects of POs. He/she will keep regular communication with PC and will keep informed about the activity of the program as a whole and any particular concern if any and will report to the Head of central M&E Unit of PKSF with a copy to PC. 

One Deputy Project Coordinator (DPC), one Senior Accounts and Finance Officer and one MIS Officer are dedicated to project to work under the technical supervision of PKSF’s Finance & Accounts and administrative guidance of the PC.
2. Technical Review Team

The PKSF prepares a list of technical reviewers and use their services when required to appraise projects. These technical experts are selected based on their areas of expertise. Expert opinion is sought as per need from this list of experts in selecting projects submitted by the POs.
3. The Donor 

The PC is the main contact for the donor (if any). Opinion of experts in relevant cases is incorporated in evaluation report of submitted projects. The donor may look into the status (if it is the conditionality of donors) of compliance to fiduciary requirements before a project is presented to the PKSF Board meeting for formal approval.

4. PKSF Board 

The Project Coordinator, after ensuring compliance to all fiduciary requirements, submits the selected projects through the designated official of PKSF to the Governing Body for final approval. As Member Secretary of the Governing Body, the Managing Director will present the proposal. 

5. Oganisational structure of project 

Project Management Set-up


6. Project Coordination Framework

	
	Concern Officer
	PC
	DPC
	Acc. &Fin Off
	Aud Off
	Exp Team
	PO
	Donor
	MD/DMD
	Donor (if any)

	PC


	Supervises
	Overall impl
	Admin
	Adm. Sup
	Provide info
	Supervises
	Guides
	Liaises and reports
	Report
	

	DPC


	Reports to PC (admin)
	Seeks info
	Supervion
	Provides info
	Provide info
	Seeks advice


	Monitors at Results level
	X
	Providess info
	X

	Concern Officer

	Reports or to the designated authority as decisded by the PC
	-
	
	Provides info
	Provide info


	Seeks advice
	Receive proposal, screens

Monitors at Activity level
	X
	X
	X

	Fin Off


	Reports to relevant authorities
	Provides services
	
	Dev tools and systems
	Provide info
	Provides info
	Seeks fin info

Prov guidance
	X
	X
	X

	Aud Off
	Seeks info
	Reports to PC (admin)
	-
	Seeks info

Prov service
	
	Seeks info
	Seeks info
	X
	Provides info
	X

	Exp Team


	Provides tech guidance
	Seeks info

Provides tech guidance
	Seeks info

Techn guide


	Seeks info
	Providesinfo
	Dev tools for assessment
	Seeks info, appraises prop., guides designing
	X
	X
	X

	PO

	Reports
	Reports
	Reports
	Reports
	Reports
	X
	
	X
	X
	X

	MD/DMD
	-
	Reports or to the designated authority as decisded by the PC
	Provides info
	X
	Seeks info
	X
	X
	Coop
	
	Reports

	Donor
	Guidance
	X
	X
	X
	X
	X
	X
	Coop
	Guidance
	Allocates resources


Chapter III: Participation in Project/Programmes
Since Poject/programme addresses a wide range of issues depending on development needs and priorities concerning various stakeholders, it welcomes their participation directly as project implementers, capacity builders, researchers and technical assistance providers. The capacity builders, researchers and technical assistance providers may participate as project implementers or Project may outsource their services as and when needed. 
1. Establishment of Project Office 

a)  Recruitment 

PKSF recruits staff members against the open positions preferably with relevant background following PKSF’s standard recruitment procedures. All staff members will receive project-based contract as per PKSF guidelines for development projects. They will comply with the administrative and human resource policies of PKSF. 

b)  Physical set-up 

In order that Projects reaches the stage of inviting proposals from NGOs/POs, PKSF will establish a suitable office of the PC in the PKSF Building with accommodation for all staff members mentioned earlier, meeting rooms and a small workshop/training room. The office will possess all amenities of a modern office with hardware, software and telecommunication facilities for staff members. 

c)  Search for the Technical Reviewers 

The PMU will also prepare a roster of technical reviewers and use their services to evaluate and appraise project proposals submitted by NGOs/POs i.e. project proposal. These technical experts will represent relevant thematic areas and different technical disciplines relevant to project developments goals (e.g., water, health, irrigation, agriculture, aquaculture, livestock, infrastructure, disaster management, gender, community development, ecosystem management, organizational development, project management, financial management, coastal livelihoods, local governance and advocacy, etc.).  Experts must have proven record of at least five years in the area of development and climate change and a relevant management/academic/research background.

For each project proposal, the PC will designate an evaluation team comprised of one or more of the technical reviewers from the list of technical expert, depending on the nature, scope and size of the proposal, a Concern Officer, DPC/PC headed by a External Panel Chair.  The Concern Officer of each team is responsible for preparing the appraisal report and recommendations on behalf of the team with the guidance of PC. The report needs to be cleared by the Panel Chair. The proposals are evaluated by sector and region to expedite the review process.

d)  Logistics 

The project will preferably rent required number of vehicles (maximum 2 at a time). PKSF’s standard guidelines on the use of vehicles, equipments and office space will apply. 

e)  Capacity needs assessment of PKSF 

First, PKSF recruits officers to fill the posts envisaged in the PMU. Second, PKSF engages short-term experts to fill up the apparent gaps. Third, the PKSF staff receives advanced training to acquire required knowledge and skills. Finally, the staff members of the PMU maintain network with other organizations or seek assistance from relevant expert organizations etc. to update itself in the particular area. PKSF may consider local training, foreign training and pillar-theme-specific technical backup support from specialized organizations if required to continuously improve the capacities of the staff members. 

2. Implementation of Project/programme 

2.1 Guiding Principles for Selection of Project Implementing Organisations (POs) 

PKSF supports proposals focused on community-based approach. Four guiding principles are applied for the selection of POs. 

(i) The project adopts a strategic and holistic approach that targets the development goals and objectives of the project. 

(ii) Any organization receiving grants/ loans must demonstrate how it will contribute - through community level interventions - to advancing the skills and knowledge required to implement the project activity. Organizations requesting funds for community-based approach must have an established presence in the relevant areas where the project implemented; 

(iii) The projects would include community leadership and local governments while ensuring gender sensitivity; and 

(iv) Emphasis would be placed on transparency, information monitoring and learning to ensure sustainability of the program and replication in other parts of Bangladesh. 

The POs which are expected to submit a proposal to undergo a process of three broad stages comprising Implementation, Monitoring, and Reporting. They will constitute the cooperation process with potential POs. The following flow chart including 9 steps characterizes the fund making process: 

Fund Making Process
 (Eexpected time limit from step 1 to step 9 is 4 months)


2.2 Pre-proposal stage – communicating Project as an area of partnership 

The pre-proposal stage starts with communicating project to relevant stakeholders and ends with the submission of a proposal on the part of an interested potential NGOs/POs. PKSF not only makes project public but also invites interested parties to participate effectively. This stage includes the following activities: 

Launching of the project
PKSF formally launches project through a public event. It invites high level representatives of relevant stakeholders (government, donors, NGOs, community members, researchers, experts, and media). The event carries the theme ‘What the project stands for and how it seeks the participation of all stakeholders to achieve the goal of project’. The launching ceremony is the first day of calling proposal.

Communicating the project 

a) Advertisement 

PKSF advertises the call for proposals in public media (2 Bangla and 2 English). The advertisement includes title, goal, duration, theme areas, the name of the implementing agency, funding agency, potential partner organizations, size of project proposal, eligibility criteria, process of approval and reference to website for templates and details. PKSF may repeat the advertisements if necessary. The advertisement specifically mentions the geographical locations of the project plans to support (e.g. preferred geographical areas). 

b)  Hosting a project website 

PKSF seeks services of local designers to develop a website for the project as part of the PKSF website. The website will among others include the project summary, theme areas for support, eligibility criteria of organizations, templates for proposals, proposal writing help, call center (contact point) service (Help Line), information about the approval process, deadlines, and maps showing probable intervention areas, useful links, etc. The project person regularly updates the structure and content of the website if required. 

c)  Contact point 

The project should establish a contact point to provide general information. 

d)  Communication materials 

The project should develop communication materials for stakeholders (media, potential POs) for takeaway, mailing, and web-streaming. The package may also include posters and brochures for wider use in public offices, local government offices and community-based organizations. The project hires an Officer (Communication and knowledge management) to help develop the materials both in Bangla and English. 

Information on how to apply (Project Concept Note) 

PKSF believes that a part of potential NGOs/POs, even though simple information are available from website and communication materials, might need counseling given the technical nature of the proposal writing. Therefore, it develops materials on how to submit a Project Concept Note (PCN). The main purpose is to provide sufficient information so that seeking involvement in the project is an informed choice and visualize the process after the submission of application. 

PMU should prepare a template for the PCN and attach guidelines on how to complete different fields of the template. The guidelines should hint at the budgetary limits of the projects.

2.3 Proposal stage 

This phase starts with the receipt of a proposal. The process ends with the decision on whether the full proposal is approved by PKSF Board or not. This stage includes the following steps: 2.3.1 

2.3.1 Receive and confirm 

The prospective partners are required to submit the PCN online.

2.3.2 Project Concept Review 

Guiding Principles: PKSF will provide funds to implement proposals from NGOs/POs which focus on PDO level goals and objectives. The guiding principle in the design of the grant award system is “simplicity with transparency”, so that award decisions are made in the shortest time possible and activities under the grants are carried out efficiently without compromising the quality of outputs while meeting all fiduciary requirements. In order to achieve this, selection of POs and the award of grants done in two phases: a Concept Review Phase (CRP) in which NGOs/POs have to establish their eligibility to receive the grants/loans by meeting a set of basic requirements; and a Proposal Review Phase (PRP) where the details of the grant/loans request evaluated by a team of experts using a known set of criteria and thereafter a decision made on the award of the grant. Requests for both the CRP and the PRP are received on a continuous and rolling basis and decisions will also be made on a continuous basis until the funds available for grants are exhausted. The details of the two phases are discussed later. The submission for the CRP should provide the following:

 • 
A brief description of the project showing how the project qualifies goal of the project; 

• 
Location of the project activities;
• 
The NGO/PO must be registered with an appropriate Government authority allowing it to undertake the kinds of activities they are proposing and the registration should be current; 

•
 NGOs/POs requesting funds must prove that they have had an established presence of at least three years in the region where the project is proposed to be implemented and the proposed project should preferably build upon the foundation and social capital of other projects that the organization is already implementing; 

• 
The applicant NGO/PO must provide evidence that it has been active during the last five years in pro poor activities as proposed in the grant/loan request. Annual Reports and Audit Reports for the last three years have to be submitted; 

• 
The applicant NGO/PO must have an annual turn-over of at least US$ 150,000 (approximately ten million taka); 

• 
The NGO/PO must provide detailed information on its organizational structure, staffing and corresponding responsibilities of the staff. 

The CRP will establish which NGOs/POs are eligible and detailed proposals will only be sought from those that are declared eligible. NGOs/POs declared eligible at CRP notified within 1 month from last date of submission so that they can start preparing their detailed proposal via email or letter as decided by PKSF. The PMU may periodically hold orientation sessions to provide guidance to NGOs/POs in the preparation of their detailed proposal. Any effort from any NGO/PO to communicate with PKSF for influencing the decision at any step is considered as the ineligibility criteria for that NGO/PO. That NGO/PO is declared ineligible to participate in any project activities. This phase has two outcomes. Either it is recommended for the next process ‘Short-listing’ or regretted due to insufficient information or dissatisfaction to the precondition. PMU will not consider a proposal for short-listing-process if it does not satisfy all ‘must' criteria. 

2.3.3 
Orientation on how to submit a full Proposal 

The PMU should hold an orientation session for applicants with shortlisted PCNs on how to write the full SGP. The session will include familiarization with the template of the full proposal, guidance on how to complete different fields of the template and articulation of the adaptation perspective expressed in the PCN. Financial, Procurement, Social and environmental requirements and desired community involvement in the conceptualization process will also be explained during the orientation. In addition, participants will learn about the type of annexes the applicant organizations must prepare. 

2.3.4 
Proposal Review 

Proposal Review Phase will consist, inter alia, of the following steps: 

Once an NGO/PO has passed the Concept Phase, it should start preparing the detailed proposal prescribed by the PMU.  Additional help from the PMU in terms of guidance in the application process is provided through formal workshops. The proposals must comply with the Financial Management, Procurement, environmental and social thresholds are established in the environmental and social management frameworks. 

The detailed proposals are submitted in prescribed format and templates, together with any required annexes. The proposal can be in either Bangla or English. Receipt of the proposal will also be posted on the project website.  Proposals are evaluated in the order received, and projects are selected and grant/loan awarded until funds in the projects are fully committed. 

After the proposals and attachments are received, the PC/PD will appoint an evaluation team to evaluate them based on the following criteria (which is refined as the project progresses):   

	
	Criteria
	Max
	Score Recorded

	1
	Justify how the project fits with project goals and objectives. 
	10
	

	2
	How will the project enable communities to address the problem of targeted area? How will it involve the community and enhance the capacity and knowledge of the community to adopt? Extent of community contribution to the project.
	20
	

	3
	Is the project scaling up an ongoing successful project intervention, or enhancing an ongoing intervention to include adaptation? Tools such as Vulnerability and Capacity Analysis (VCA) may be utilized.  
	10
	

	4
	Detailed project cost, an implementation plan; how project fund is used by quarter and over what period of time.  
	10
	

	5
	Description of the organizational arrangements and staffing, and their relevance to the proposed activities.
	5
	

	6
	Arrangements for handling financial management and procurement-related issues.
	10
	

	7
	Arrangements for handling environmental and social issues including grievance resolution. 
	10
	

	8
	Arrangements for monitoring and reporting of project activities.
	10
	

	9
	Linkage of the project with local government systems and programs.
	5
	

	10
	How will the project activities be sustained?
	10
	


A proposal must score at least cumulatively 70 percent in order for the grant request to be approved. Each of the criteria mentioned above should score at least 50%. The NGO/PO must also fulfill criteria 1, 2, 3 & 6. The Concern Officer with the guidance of expert team and PMU will prepare and attach a short note on the assessment sheet justifying the approval or rejection.  Proposal declared ineligible for funding is notified via email by a regret letter to the concerned NGO/PO. PKSF Governing Body’s decision in selecting the project proposal is considered as final. Decisions on acceptance or rejection of proposals is made within a maximum period of two (2) months from the last date of submission of detailed proposal. The leader of the appraisal team will submit the evaluation report and recommendation along with the aggregate score to the PMU for further action.

The evaluation team should evaluate and recommend NGO’s/POs based on the proposal. If the proposal does not include all the information required, the NGO/PO may be contacted to furnish additional information. In other cases, the applicant organization may be asked to make a presentation at the PKSF office to clarify its proposal. All proposals will also be appraised in the field. 

Once a proposal is approved by Governing Body, a grant/loan agreement between the PKSF and the implementing NGO/PO to be signed. 

Chapter IV: Implementation of project proposals
1. Signing of Agreement between PKSF and POs 

This phase starts with the process of signing project agreement between applicant organization and PKSF. The PC/PD will arrange a meeting of the Managing Director/any other designated senior official of PKSF and with the authorized personnel of the applicant organization to sign the agreement. 

2. Preparatory Activities 

The NGOs/POs with the approved projects must seek funding from PKSF. When submitting the request for funding the NGOs/POs should submit the following documents: 

- Work Plan for Year 1 

- Financial Plan for the Year 1 

- Inputs plan, which supports the financial plan (organogram, equipment list, etc.) 

- Orientation and training plan for the staff members 

- Contact person and correspondence 

- Bank address and account number 

3. Disbursement 

Based on the first six months of financial plan and by calculating of maximum fund requirements of two quarters could be handed over to the applicant organization as the first disbursement after signing of the agreement.
After the signing of the agreement, the applicant is free to start implementing the project in line with Work Plan, Project Implementation Manual and terms of the agreement. The POs will review the work plan every six months subject to monitoring findings. 

4. Communicating the Project Proposal
The NGOs/POs which receives funding from the project will inform the community about the starting of the project. The NGOs/POs may use community meetings or group meetings to communicate the message and encourage them to participate in project activity. The NGOs/POs will also inform the core stakeholders (Government officials at district and upazila level) and partners about the project and indicate their inclusion in the implementation process. In short, the NGOs/POs are expected to create ownership of the communities by gaining their commitment from the very outset. 

5. Implementation Plan and Process 

The PO is required to submit a Work Plan for Year 1. The following format will apply:

Work Plan (Period: From .... to ... 201.)

	(a)
	(b)
	(c)
	(d)
	(e)

	Sl

No
	Activities 
	Target/Milestone/

Indicator
	Time Frame
	Responsibility

	
	
	
	1
	2
	3
	

	
	
	
	
	
	
	


The PO will use the approved project proposal and prepare a Work Plan for each Output. The output-wise Activities should be inserted in the column b) along with a serial number in column a), respective target/milestone/indicator in column c) and the reporting period under column d). The POs will use the project organogram included in the project proposal to identify the responsibilities under column e). The POs are required to prepare a breakdown of the Activities in the form of Sub-Activities under column b) with the corresponding information under each column to express the implementation process for each Activity. For certain Activities related to physical structures the Activity implementation process needs to be elaborated and substantiated with supplementary documents like sketches, layout, etc. 

6. Reporting 

The POs required to submit five reports: 
a) Monthly Progress and Financial Report

b) Quarterly Activity Report (QAR) 

c) Quarterly Financial Report (QFR)

d) Annual Report 

e) Completion Report 

Chapter V: Monitoring, Reporting and Disbursement

1. Scope and Function 

The project under implementation should be subject to monitoring both by PO and PKSF. However, the frequency and subject of monitoring will differ. The basis for monitoring is the monitoring framework to be mentioned in the project proposal. A detailed M&E Manual consistent with PKSF’s overall Results-Based Monitoring System and Results Framework will guide the monitoring practices of PKSF and PO. 

The monitoring under the project will have three functions. First, thorough monitoring by PMU will ensure accountability of the POs to deliver the Outputs agreed in the project proposal which implies that the resources are used efficiently for the proposed activities. Secondly, monitoring will establish proper documentation of the implementation process and achievements at different levels (Outputs, Outcomes and Impacts). Third, monitoring will help gather learning from the process. In short, the role of accountability is significant in case of Outputs, whereas learning becomes a core issue of monitoring at the Outcome and impacts level achievements. 

2. Monitoring Process 

2.1 PO Level 

Tasks and duties of Project Monitoring Officer at PO level 

The POs should employ a dedicated Monitoring officer who will report to the Chief Executive or senior official not directly entrusted with the implementation of the program. He/she will implement the Monitoring Framework as envisaged in the project proposal and will produce quarterly activity monitoring reports based on the Activity to Output Monitoring (ATOM) agreed upon. The Monitoring Officer will undertake outcome-level monitoring half-yearly based on agreed Outcome Assessment Sheet (OAS) and impacts-level monitoring annually based on agreed Impact Assessment Sheet (IAS) which were prepared taking indicators of Impacts and Outcomes into account. He/she will post the information in the assigned fields of the PO and in PKSF server online as well. 

Monitoring Framework

Each project proposal will include a monitoring framework as follows:

	
	Results
	Indicators
	Info needed
	Methods
	Respondents
	Frequency

	Impacts
	
	
	
	
	
	

	Outcomes
	
	
	
	
	
	

	Outputs
	
	
	
	
	
	

	Safeguard (Environment and Social) Compliance
	
	
	
	
	
	


The PO will use the monitoring framework to identify the information needed against indicators at Impacts, Outcome and Output level.  It will select the respondents and the information data collection methods. While the Monitoring officer will collect information at Output level quarterly, the Outcome and Impacts level half yearly and yearly.

The information thus collected is required to insert in three separate tables envisaged for Impacts, Outcomes and Outputs for analysis and assessment.

	
	Results
	Indicators
	Achievement
	Variations
	Reasoning
	Recommendations/

plan modifications

	Impacts
	
	
	Based on IAS
	
	
	

	Outcomes
	
	
	Based on OAS
	
	
	

	Outputs
	
	
	Based on PO-implementing staff
	
	
	

	Safeguard compliance
	
	
	Based on EMF and SMF
	
	
	


The Monitoring Officer will enter the data received from monitoring visits and office records in the specified table of the server of the PKSF which will autogenerate the monitoring report. The Monitor will submit the report along with recommendations for possible variations in the planned activities agreed with fellow implementing staff members of PO.

Activity Monitoring 

The POs will employ a dedicated Monitoring Officer or assign a person with the function of monitoring who will report to the Chief Executive or senior official. 

The information thus collected is required to insert in three separate tables envisaged for Activity Monitoring Chart.

Activity Monitoring Chart

	
	Activities
	Indicators
	Achievements
	Variations
	Reasoning
	Actions for next reporting period

	
	
	
	
	
	
	


The Monitoring Officer will enter the data received from monitoring visits and office records in the specified table of the server of the PKSF which will autogenerate the monitoring report. The Monitor will submit the report along with recommendations for possible variations in the planned activities agreed with fellow implementing staff members of PO.

The PO will use the monitoring framework to identify the information needed against indicators at Impacts, Outcome and Output level. It will select the respondents and the information data collection methods. While the Monitoring Officer will collect information on Output level quarterly, the Outcome and Impacts level half yearly and yearly. 

The information thus collected required to insert in three separate tables envisaged for Impacts, Outcomes and Outputs for analysis and assessment. 

Participatory Monitoring 

The Project Monitoring Officer is responsible to ensure participatory monitoring. The PO will involve the community members including local elected representatives, teachers and other socially regarded persons in the regular monitoring exercises. The Project Monitoring Officer will use the information available from participatory research to complete the Monitoring Framework illustrated earlier. The PO will seek participation of the community in its recurrent monitoring at different levels of results. The PO will include the monitoring information from the communities separately in the monitoring report to be sent to PKSF. 

2.2 PKSF Level 

a) Task and duties of Concern Officer (CO) 

Based on the monitoring information available with PKSF, the M&E officer of PKSF will monitor the activities in the field and will seek clarifications or explanations or gather learning from any deviations. The relevant COs will assist the M&E officer to gather the information. The M&E officer along with the CO will undertake monitoring visits quarterly and seek the validation of the monitoring already undertaken by the COs. The M&E officer will prepare monitoring report half yearly and make recommendations on the next disbursement. The CO will assist the M&E officer in preparing the monitoring report, if needed.

b) Task and Duties of Audit Officer 

Each PO’s finance, accounts and procurement practices subject to internal audit every six months by Audit Officer. He/she will provide an opinion on whether the next disbursement is justified. 

c) Task and duties of Accounts and Finance personnel 

The Audit Officer will send their recommendations to the Senior Accounts and Finance Officer (SAFO). If there is no objection on their part, he/she will prepare for the next disbursement to be signed by authorized person. If the Audit Officer does not recommend the next disbursement, the SAFO will ask the contact person of the PO to see the PC and resolve issues. 

d) Tasks and duties of Central M&E Unit of PKSF 

The M&E Unit of PKSF will undertake quality control of the monitoring activities of the POs and provide capacity building wherever necessary. It may also organize training for the PO staff members on monitoring. The Central M&E Unit of PKSF will assist the Concern Officers to summarize the monitoring reports of POs under different themes and safeguard compliance, and prepare half-yearly progress reports and annual reports for review of the PC/PD. 

e) External Evaluation of PO projects 

For projects surpassing the budget US$100,000 PKSF will engage an external evaluator to assess the impacts at the end of the project. In case the project duration is 3 years and above, a mid-term external evaluation is undertaken. The evaluation team will comprise one PO and members from the list technical reviewers who have not involved in the appraisal of the respective project. The evaluation team is headed by the external member of the team. 

2.3 External Evaluation of Project 

Project is subject to external impact assessment during mid-term and final. PKSF and the donor (if any) will jointly formulate the terms of reference. 

2.4 Disbursement 

Subsequent disbursements after the first disbursement (based on the submitted Work Plan for the Year 1 and fund request for next quarter) will depend on the program performance as well as on satisfactory financial and procurement practices of POs. The Concern Officer will make recommendations based on monitoring visits and Audit Officers will make recommendations based on internal audits of the POs. The PC/PD will decide following the recommendations. In case SAFO or both are against a disbursement, the PC will ask the POs for explanations and clarifications. A decision will follow and the PO is informed about it and asked for compliance.

Chapter VI: Financial Management and Audit

PKSF, having long experience in managing projects supported by the donor and other development partners, has developed efficient Financial Management and internal control systems.  PKSF has an established finance division headed by a Deputy Managing Director for Finance and Administration. In order to monitor the activities of it’s partner organizations, it also has in place a properly staffed internal audit cell headed by a General Manager who directly reports to the Managing Director of the organization. PKSF has built up a system and capacity for disbursing fund to POs based on efficient review procedures in coordination with field level monitoring. A private audit firm carries out external audit of PKSF, and will continue to do so for the PKSF’s financial management of the project.
Internal Control:  The implementing POs will receive disbursements according to the following criteria and processes:  

· PKSF will enter into a grant/loan agreement with each NGOs/POs that states the project plan, and the terms and conditions for disbursement of funds against project activities.

· The first disbursement to each PO is made as advance against the project plan. PKSF and the POs may also opt for reimbursement of expenditures after achieving agreed-upon project milestones. 

· The subsequent fund is released to the each PO subject to PKSF’s receipt of a Statement of Expenditures (SOEs) along with evidence of successful completion of agreed-upon milestones.

· PKSF will undertake the due diligence in checking and verifying the claims of the POs. POs will report to PKSF on financial and physical progress on a monthly basis along with the bank statements for the relevant period. 

· Each PO will open and maintain a separate bank account for the grant. PKSF shall disburse project funds only to that account.

· The initial advance paid by PKSF to each PO is accounted for as advance in the PO’s books of accounts and financial reports, until actual expenditures are reported by the PO and verified and accepted by PKSF. Only actual expenditures are reimbursable by PKSF to POs, and from the climate change trust fund to PKSF’s designated account. 

Disbursement and Funds Flow: The funds for the project will flow through a Segregated Designated Account (DA) to be opened by PKSF in a commercial bank. The disbursement is report based; i.e., advances to the DA is made on submission of Quarterly Financial Reports (QFRs), including a forecast of projected expenditures for the next two calendar quarters.  Further advances as required would be made to the DA on the basis of updated expenditure forecasts for the subsequent two quarters having regard to the balance available in the Designated Account including the balances in the bank accounts of the POs at the end of the reporting quarter. The amounts spent from the DA on eligible expenditures is documented as project expenditures on the basis of claims for documentation in the QFRs, and the advances to the DA is adjusted accordingly. 

Ceiling of advances to the Designated Account is variable, based on the financial forecast up to two quarters. Advances is adjusted upon receipt of documentation of expenditures on projects and on appropriate certificate of completion of projects.

Payments from PKSF to each PO is made on the basis of the terms and conditions specified in the project agreements. Funds will flow to the POs on completion of progress milestones, after PKSF receives a Request for Funds along with a copy of the PO’s bank statement, evidence of completion of milestone(s) and expenditures reports.

Staffing:  PKSF is experienced in handling their own projects, government projects and donor-funded projects and their FM staffs are well equipped to handle such funds.  But PKSF will need additional FM staff to manage and carry out day-to-day financial activities of any newly created project. Authority, responsibilities and reporting line is clearly defined in the TOR to enable the FM team to ensure smooth fund management, reporting, and accountability of the project’s financial management. In order to ensure effectiveness and continuity of financial management functions and disbursement, the PKSF would be required to recruit the Senior Accounts and Finance Officer (SAFO) and the Accounts Officer (AO).

Project budget:  For any project PKSF needs to have a Development Project Proposal (DPP) or allocations under Annual Development Plans, it is required, for sound financial management, to prepare an annual budget for the project in alignment with the procurement and implementation plan. Actual expenditures of the project is compared with the budget and variance analysis done to improve the overall effectiveness of the project.

Books of Accounts and Financial Reporting:  The accounts of PKSF are prepared in accordance with International Accounting Standard (IAS) as adopted by the Institute of Chartered Accountants of Bangladesh (ICAB), on a going-concern basis under Generally Accepted Accounting Principles. PKSF’s accounts are maintained on accrual basis under historical cost convention. The accounting manual of PKSF has been consistently followed for preparation of software-based final accounts.  

The PKSF will maintain separate books of accounts and registers and prepare annual financial statements for any new project, comprising: (a) Comprehensive Income Statement; (b) Statements of Cash Flow; (c) Statement of Financial Position; (d) Notes to the Account following IAS/IFRS. In addition, PKSF shall also prepare and submit to the donors (if any) quarterly financial reports showing the project expenditures incurred in the reporting and the past quarters and cash forecast for next two quarters along with fund reconciliation statements.  

The POs will send monthly Statements of Expenditures (SOEs) within 15 days of the end of each month to the PKSF, which will collate all SOEs within 30 working days of the end of each month.  The PKSF will submit QFRs to the donor authority for the entire project not later than 45 days after the end of each quarter. The PKSF will use its computerized accounting system to account for all transactions of the projects incurred by PKSF and to incorporate expenditures incurred by the POs on projects. PKSF’s annual financial statements will incorporate an additional disclosure on income and expenditure, receipts and payment and financial position of the overall project along with other notes and relevant information.

Internal Audits:  In order to monitor the activities of its COs, PKSF has in place an internal audit cell headed by a general manager, who is supported by three mid-level and nine junior-level officers. PKSF will, in consultation with the donor (if any) authority, prepare an annual audit plan to carry out annual internal audit on the project activities and expenditures incurred by PKSF itself and the POs to review the compliance, accountability and transparency of the expenditures and the process, and assess the relevance of the expenditures incurred for the purpose intended. The semi-annual internal audit report on the project, comprising observations and recommendations, is furnished to the donor not later than 90 days from the end of an audit period. 

External Audits: PKSF appoints a reputed private auditing firm with international affiliation as selected by PKSF’s General Body in Annual General Meeting for each financial year, in accordance with the Articles of Association of PKSF. The audit is performed as per approved terms of reference. Financial statements are audited annually in accordance with appropriate auditing standards (ISA) consistently applied by independent auditors. The entity financial statements of PKSF will adequately reflect the project transactions. PKSF will prepare separate project financial statements that will also be audited by the same auditor that audits the PKSF entity financial statements. The auditor will express its opinion on the truth and fairness of the financial statements of the project. The PKSF will submit the audited financial statements of the entity and the project to donor (if any) and other stake holders no later than December 31 of each year.  

Supervision Plan:  The initial supervision should focus on compliance with all agreed actions, terms and conditions and identify any FM or disbursement issues in project implementation, especially on project grants, and identify remedial measures. In addition, supervision efforts should focus on sampling expenditures below prior review thresholds, reviewing payment processes against the defined control framework, reviewing the efficacy of disbursement arrangements and controls and monitoring the progress of institutional preparedness and strengthening.
Chapter VII: Procurement

Country Procurement Environment: Government is implementing a procurement reform through two back-to-back Public Procurement Reform Projects (PPRP and PPRP-II). The Government created the Central Procurement Technical Unit (CPTU) in 2002; approved and issued the Public Procurement Act (PPA) 2006; and issued Public Procurement Rules (PPR) in 2008, with associated implementation procedures, including streamlined procurement approval process, delegation of financial powers, and standard set of documents for procurement of goods, works and services. The PPA and the PPR have been effective since January 31, 2008. With some exceptions, the PPA and PPR contain good international practices, including: (a) non-discriminatory selection of bidders; (b) wide advertising of procurement opportunities; (c) public opening of bids in a single location; (d) disclosure of all contract awards above a specified threshold on the CPTU’s website; (e) clear accountability for delegation and decision-making; (f) annual post-procurement audit (review); (g) sanctions for fraudulent and corrupt practices; and (h) review mechanism for handling bidders’ protests. Under PPRP, in order to build procurement management capacity, CPTU, in collaboration with the International Labour Organization (ILO) and local institutes, has developed a critical mass of 25 national trainers, and provided training to about 1800 staff of different public sector entities up to September, 2007. PPRP II, which has been under implementation since September 2007, is focusing largely on implementation and monitoring at key sectoral agencies, capacity development, monitoring and management of procurement reforms, introduction of electronic government procurement (e-GP), and behavioral change and social accountability. 

Procurement Assessment of PKSF: An assessment of PKSF has been carried out to evaluate its capacity to implement the project and the adequacy of its systems, and to assess procurement-related risks. The following steps are followed as part of procurement and implementation arrangements: (a) alert implementing agency (PKSF) officials/ staff about fraud and corruption issues; (b) alert bidders about fraud and corruption issues; (c) the multiple dropping of bids will not be permitted for any procurement contracts; (d) contracts is awarded within the initial bid validity period, and the timing closely monitored; (e) actions is taken against the corrupt bidders in accordance with the donor Guidelines for International Competitive Bidding (ICB) and National Competitive Bidding (NCB); (f) all records and documents regarding public procurement retained, in accordance with donor Guidelines; (g) contract award information published in UNDB (United Nations Development Business) online and on the agency website within two weeks of contract award; (h) PKSF will ensure timely payments to suppliers/ contractors/consultants and liquidated damages imposed for delayed completion; (i) the project coordinator will ensure oversight of procurement; (j) bids is opened in public in one location immediately after the deadline for submission.
Guidelines: Procurement for the proposed project would be carried out in accordance with the PPR, 2008 and PPA, 2006. 

Procurement Plan: The plan will cover the initial 18 months of the project and updated annually, always covering the next 18 months of project implementation. 

Project beneficiaries will submit procurement plans for their respective projects at the time of submission of the detailed proposals. PKSF is responsible for ensuring adherence with the approved procurement plan.

The following provisions apply to all procurement carried out under the project.
Particular Methods of Procurement of Goods and Works: Except as otherwise agreed in the procurement plan, works and goods may be procured on the basis of International Competitive Bidding (ICB). Procurement of Goods and Works having an estimated value less than the ceiling stipulated in the Procurement Plan may follow National Competitive Bidding (NCB) and Shopping. Direct Contracting (Goods/Works) and Single Source Selection (Consultants) may be allowed under special circumstances with prior approval of the Donor. NCB would be carried out following procedures for Open Tendering Method (OTM) of the People’s Republic of Bangladesh (Public Procurement Act 2006 - PPA, 1st amendment to PPA (in 2009) and The Public Procurement Rules 2008, as amended in August 2009), using standard bidding documents. The “Request for Quotation” document based on PPA is acceptable to the Donor for shopping. For the purpose of NCB, the following shall apply:

· post-bidding negotiations shall not be allowed with the lowest evaluated or any other bidder;

· bids shall be submitted and opened in public in one location immediately after the deadline for submission;

· rebidding shall not be carried out, except with the donor’s prior agreement;

· lottery in award of contracts shall not be allowed;

· bidders’ qualification/experience requirements shall be mandatory;

· bids shall not be invited on the basis of percentage above or below the estimated cost, and contract awards shall be based on the lowest evaluated price of compliant bids from eligible and qualified bidders; and

· a single-stage two-envelope procurement system shall not be allowed.

Methods of Procurement of Consultants’ Services: The following methods will apply for selection of consultants: Quality and Cost-based Selection (QCBS), Quality-based selection (QBS), Fixed-budget Selection (FBS), Consultants’ Qualification (CQ), Least-cost Selection (LCS), Single-source Selection (SSS), and Selection of Individual Consultant (IC).  A shortlist of consultants (firms) for services estimated to cost less than US$200,000 equivalent per contract may be composed entirely of national consultants. For the selection of these national consultants, the request for proposal document prepared on the basis of PPA, 2006. The procurement plan will specify the circumstances and threshold under which specific methods applicable.

Incremental Operating Costs: These costs will include incremental operating costs for office utilities, office supplies and stationeries, operation and maintenance of equipment and vehicles, hiring of vehicles, fuel, office rent, souvenirs, events, bank charges, advertising costs, and salaries and contractual allowances of contracted staff, but excluding salaries of Government officials. 

Use of Standard Bidding and Contract Documents: For ICB procurement of goods and works, the use of the Standard Bidding Documents (SBD) is mandatory. For procurement following the NCB method, the PMU may use a model bidding document acceptable to the donor. For selection of all consultants, the Standard Request for Proposals (RFP), including standard contract form is used. 

Procurement Performance Review: The donor may monitor compliance with the requirements of its different procurement methods and performance standards on a continuous basis. As part of the project’s planned mid-term and annual review, a comprehensive assessment of procurement performance will also be carried out. Based on the review, in consultation with the Government and PKSF, the donor (if any) may revise the prior review threshold, including the procurement and selection methods.

Prior Review for projects: The procurement plan shall set forth those contracts which shall be subject to the PKSF’s prior review. All other contracts shall be subject to post review. The initial procurement plan agreed upon with the PO indicates the following prior review thresholds, which updated annually based on the review of the capacity and performance of the PO and reflected in the updated procurement plan as appropriate:
First contract for Goods, works and non-consulting services procured by PO following National Competitive Bidding (NCB) method;
First contract for Goods, works and non-consulting services procured by PO following Shopping (Request for Quotations) method;
First contract for consultant’s services provided by a firm;
First contract for consultant’s services provided by individual consultant;
All contracts for goods procured through Direct Contracting, and all contracts for consultants’ services procured under single source selection shall be subject to prior review. 

Post Review: For compliance with procurement procedures, the donor (if any) may carry out sample post reviews of contracts. Such review (ex-post and procurement audit) of contracts below the threshold will constitute a sample of at least 15 percent of the contracts to be implemented by PKSF and the POs.

For compliance with procurement procedures mentioned in the Grant Agreement, PKSF will carry out sample post reviews of contracts implemented by the POs that are below the prior review threshold mentioned above. Such review (ex-post and procurement audit) of contracts below the threshold will constitute a sample of at least 15 percent of the contracts to be implemented by the POs.

Chapter VIII: Safeguard Compliance

Environmental Safeguard
The projects to be funded under the project is identified and approved during implementation phase. Consequently, specific information on types of project, site/location of the projects, land requirements, local communities, geo-physical land features and nature is not available. Therefore, exact details and intensity of environmental impacts and their effective mitigation cannot be determined during project preparation. PKSF developed an Environmental Management Framework to establish the mechanism to determine and assess potential environmental impacts of proposed project that are to be identified and cleared based on a community demand driven process, and to set out mitigation, monitoring and institutional measures to be taken during implementation and operation of the project to eliminate adverse environmental impacts, offset them, or to reduce them to acceptable limit. The PKSF will follow a set of principles in implementing the project to ensure environmental sustainability of the project. In the view of EMF objectives and assessment of the nature, the planning and implementation of the project activities is based on the following principles. Project with significant environmental impact will not be supported under the project. 

General principles  
· The Project Coordinator/Project Director or his/her assigned official having environmental background at the PKSF Project Office overall responsible for environmental compliance. 
· All the project proposals to be funded under the project is subject to an environmental screening in order to prevent execution of projects with significant negative environmental impacts. The completed screening format should be submitted with the proposal.
· If negative environmental impact is expected during screening, PKSF will recommend the PO to conduct Initial Environmental Examination (IEE) in order to prevent execution of project proposals with significant long-term negative environmental impacts.
· Mitigation measures for less significant environmental impacts developed by the POs and reviewed by PKSF.
· PKSF will ensure due diligence to the related government rules (laws, ordinance, acts, etc.) and donor’s Operational Policies and guidelines related to environment are being followed in subprojects selection and implementation. The EMF would serve as the basis for ensuring the compliance.
· Prior to submission of proposal, the PO will undertake community consultation regarding their objectives, scopes as well as environmental safeguard implications.
· The Project will not support any activities which may have significant long-term environmental impacts.
· No project activities carried out in disputed lands or lands restricted for development or Environmentally Sensitive areas.
· POs are responsible for obtaining and ensuring clearance required from local government agencies as necessary.
· The project will promote environmental sound design and environmental capacity building.
PKSF is responsible for managing the project and will invite project proposals from eligible POs; the proposals must comply with procedures outlined in the EMF. PKSF will hire a full-time environmental specialist/focal person, as a program officer for the PMU. S/he will review the screened proposals, suggest any required mitigation measures, and ensure that activities with significant negative impacts are not selected and implemented. 

As part of the monitoring of project implementation and operation, the PO nominated environmental focal person will monitor compliance with environmental requirements and submit quarterly monitoring reports to PKSF on the environmental compliance of grants. PKSF’s environmental officer in the PMU will monitor all environmental safeguard issues in the selected projects and publish an annual report on environmental compliance of projects. PKSF will develop its own monitoring plan to oversee environmentally critical projects. A database maintained for project-specific environmental screening and mitigation measures. The project M&E system will capture that information as well. In addition, the project’s third party evaluation will include a brief environmental audit to assess and evaluate the quality of environmental compliance of the projects. 

Social Safeguard
PKSF will finance innovative activities of POs those are socially inclusive and comply with laws of the land. Some projects may include physical works on private or public lands and some subproject areas could be inhabited by tribal peoples (TP) (as there are no indigenous people in Bangladesh). None of the subprojects will use private or public lands through acquisition and physical displacement of peoples. Although safeguard compliance issues will not be known until grant proposals are received and reviewed, PKSF has prepared a Social Management Framework (SMF) to address any social issues that may arise during project appraisals and implementation. The SMF also includes a set of land use guidelines to accommodate subprojects where land-based activities are a critical part of the chosen measures. 

Evaluation of project proposals for financing will include screening for social safeguards and social inclusion. The POs will conduct extensive community consultations separately with men, women, minority communities and tribal peoples for preparation of project proposals. PKSF encourages to consider projects that will significantly benefit women, in view of their needs and preferences.  POs will not propose to undertake land-based physical activities that may require land acquisition. Where use of private land is essential to implement critical adaptive measures, POs may seek voluntary contribution (without compensation) or explore alternatives to voluntary contribution.

PKSF in its PMU will have a dedicated Concern Officer for social safeguard compliance of projects and oversee SMF implementation. A grievance redress mechanism (GRM) established at PKSF and subproject levels to deal with any complaints/grievances about environmental and social issues. The Union Parishad (UP) chairmen at the project level and the concerned PO or any other designated official at PKSF is the focal person for GRM. The aggrieved person or entity will submit the complaint to the UP focal person. The complaints resolved through open meetings with appropriate representation of the women and distinct groups. An aggrieved person can send a complaint directly to the managing director of PKSF at any time.  

The M&E unit within PKSF will monitor SMF implementation, and an M&E specialist is engaged at the PMU to oversee all activities, including those related to social safeguards. The COs will undertake quarterly field visits to validate monitoring data provided by the POs. The COs will work under the technical guidance of the M&E specialist. The projects will undergo a mid-term review and an end-term evaluation, including of social safeguard compliance. The donor will also conduct review of SMF implementation in period missions.   

Chapter IX: Knowledge Management

Projects generate enormous pieces of information, knowledge and wisdom. The POs which will gather experience them will document, analyze, interpret and share them with others. Such programs are being implemented not in isolation. Other countries under similar vulnerabilities are also having similar experiences and would like to share. In order that the emerging information, knowledge and wisdom benefit all and their uses are mainstreamed, the program will undertake the following activities: 

a) In addition to obligatory documentation during the monitoring process as part of the agreement, the participating agencies encouraged to be part of a network and share their views through contribution in a website. 

Process: In order that the POs play an active role in this network, interested POs may be encouraged to lead the secretariat of the network on rotation for a year. The secretariat will facilitate the networking activities, maintain the website and database and organize national level issue-based workshops on key learning and steps ahead. The respecting PO hosting the secretariat will provide the logistics, office space, HR and information management support. 

b) The information and knowledge generated in the project is available for further research. 

Process: The project will become a highly IT-supported initiative. The POs will apply online and post their research and progress reports online following a standard system. The PKSF will establish a separate data base putting all the information issue-wise and in a geographical order. The M&E Unit of PKSF will periodically update it and make available to interested researchers in a user-friendly form. It will also encourage engaging young researchers from home and abroad as interns to undertake research. 

c) The Project may organize a yearly retreat with partner organizations to share the core learning from the program. 

Process: The project will encourage that each PO organizes yearly lessons learnt meeting in which they will discuss their Monitoring Reports (Output, Outcome, and Impacts) critically and arrive at conclusions and recommendations for future. PKSF will subsequently organize a retreat inviting one representative from each PO to share their core learning and conclusions. Proceedings of the events both in the PO and PKSF level lessons learned workshop documented and posted on the PO website. In addition, PKSF may gather the best practices and bold problems from experiences of the PO and publish them for common sharing. 

d) The Program will participate in international workshop, seminars and for exchange experiences 

Process: The project plans become a conduit for sharing of experience between POs and similar organizations abroad. Therefore, it will become members of relevant regional and international networks/forums dedicated to climate change adaptation issues. It will organize regional workshops/seminars or participate in similar events. The project will also encourage quality participation of POs in regional/international events.
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