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A. Background 
PKSF, as an apex development organization, primarily set its goal to create self-employment opportunities in rural off-farm sector by extending loan facilities to the rural moderate poor. This loan programme has been diversified over the years to cater for changing needs of heterogeneous groups of poor people. PKSF’s “inclusive financing programme” now extends financial packages to the ultra poor, moderate poor, small and marginal farmers, micro-entrepreneurs etc. It now provides a wide range of development services including appropriate credit, basic education, primary health care, technology transfer and business development services to the disadvantaged segments living anywhere in Bangladesh through the appropriate pro-poor organizations called Partner Organizations (POs). Social health and justice are always at the center of all activities undertaken by PKSF.

PKSF do respect and endorse, where applicable, laws, regulations, policies and guidelines of country related to social justice and equity. This policy also consulted the targets related to gender mentioned in the Millennium Development Goals (MDGs) and Sustainable Development Goals (SDGs). The Social Management Framework (SMF), as proposed for the PKSF, is intended to provide guidance to PKSF and its POs about integrating social and gender dimensions of all activities including climate change vulnerability into project/program screening, preparation, and implementation processes.   
1. Objectives of Monitoring and Evaluation of PKSF 

In PKSF, M&E is a program management tool for accountability, documentation of adaptation process, decision-making and learning as well. Through M&E, PKSF will establish a system of a) accountability for all activities to be performed, b) documentation of the implementation process, and c) learning for review and replication. Since PKSF addresses a relatively new area of development, documentation and learning from implementation will earn special attention.

2. Objectives of the Manual

The Manual will achieve four objectives. First, it will provide PKSF a tool to monitor the implementation of Project in view of PKSF’s emergence as financing entity in the climate change adaptation initiatives. Second, the Manual will guide the project management led by the Project Coordinator/Project Director to monitor the progress of implementation at PO level and results at community level. Third, the Manual will serve as the basis for PO-level monitoring practices in consistent with PKSF practices. Fourth, the manual will help document information and knowledge in a way beneficial for knowledge management.
B. Addressing the Monitoring and Evaluation in PKSF
PKSF will address the monitoring system in three levels that is i) progress monitoring of the project management, ii) progress monitoring of the process or project implementation and iii) monitoring the implementation result or impact. Following diagram is representing the M&E function of PKSF:    


1. Monitoring of Management Results of PKSF
PKSF will monitor the development of Project-PMU in view of its emergence as an efficient and effective fund channeling agency. PKSF will entrust its central M&E Unit to monitor the achievement of the expected management outputs in consultation with the PMU and submit progress report to the management. PKSF will form time to time revisit the achievements and set priorities for future.

Management structure of monitoring and evaluation in PKSF
Monitoring is understood as a shared responsibility. PKSF, POs, and communities

· PKSF will monitor the Project-level results. The central M&E Unit of PKSF will assist the PMU to prepare the Annual Report based on monitoring reports available during the reporting period.

· PKSF-PMU will monitor the results to be achieved by the POs. Their management results may also be subject to monitor if they are included in the project proposal. The central M&E Unit of PKSF will provide technical assistance to the Program Officer Monitoring of PKSF on how to undertake monitoring and write monitoring reports.

· PKSF expects that the POs will employ its own monitoring staff or assign a responsible person for its own M&E activities. He/she will undertake monitoring as part of project management at results-level as guided in operation manual and M&E manual.

In summary, the core stakeholders will not only have monitoring functions, they will also provide assistance to the relevant staff members as part of the management set-up. 

2. Project Implementation or Process Monitoring at PO level

Monitoring irrespective of any level (Impacts, Outcomes, and Outputs) and type (community-specific, PKSF-specific) is a process and may include broadly eight steps as listed in the following:

Step 1: Clarification of responsibility

Monitoring and Evaluation Officer of PMU will be in charge of all monitoring activities of PKSF. With the assistance of Project Coordinator/project director and thematic Programme Officers of technical team, M&E officer will administer the whole monitoring and evaluation process of the project. In case of field level project implementation, individual program officer of technical team will play the role of monitoring officer. Beyond that the M&E officer of PO will also regularly monitor the implementation of the project at PO level. Monitoring responsibility will be distributed at 4 levels: 1. M&E officer of PMU or technical team 2. Thematic Program Officers of technical team 3. Monitoring officer of PO and 4.Program manager / officer of PO. PO will administer the field level monitoring activities. Evaluation of the project will be conducted in two phases. That is external evaluator as well as the PMU will evaluate the periodic results of the project. Level wise responsibility distribution in accordance with the Monitoring and Evaluation is given bellow: 

Table 3: Clarification of Responsibility

	Level of responsibility
	Responsible persons
	M&E activities
	With the assistance of

	PMU level  
	Monitoring & Evaluation officer (PMU)
	1.Developing & reviewing project work plan

2.Assist in developing monitoring plan for PMU

4.Designing monitoring tools

5.Writing and submitting periodic project progress report to the PC/PD
6.Supervise and participate in monitoring data collection through monitoring field visit 

7.Organise and play role in case of professional development in the sector of M&E at PMU and PO level 

8.Conduct & participate in result/ impact evaluation process

9.PMU level performance mechanism develop and ensure 

10. Design and coordinate web based monitoring system 
	Project Coordinator, Thematic programme officers, 

	PMU level
	Thematic Program Officers of PMU
	1. Monitoring field visit and data collection 

2.Sharing monitoring findings and giving feed back based on the findings  

3.Cross check& ensure project progress report from PO to PMU 

4. Developing individual work plan of the thematic officers based on the project work plan 

5. Participate in M&E professional development activities
	M&E officer of PMU, PO

	PO level 
	M&E officer of PO
	1. Develop annual work plan for PO
2. Develop M&E plan for PO
3. Assist in developing individual work plan at PO level 

2. Conduct regular M&E field visit and share the findings with PO level program manager/officer for strengthening the program

2. Develop & submit the project progress report from PO to PMU 

3. Provide raw data for monitoring to the PMU as and when needed 

4. Participate in result monitoring or impact evaluation process by third party or PMU 

5. Participate in M&E professional development activities

6. will be responsible for web based monitoring data submission 
	PMU, PO management 

	PO level 
	Program officer/ manager of PO 
	1.Participate in regular monitoring field visit 

2.Verify monitoring data / report given by the M&E officer of PO
3. Participate in M&E professional development activities 

4. Cross check and verify web based monitoring data submission  
	PMU, PO M&E Officer


Step 2: Preparation 

As part of the initial work for developing the monitoring and evaluation plan for the project, project work plan has been developed. The project work plan is developed based on the result framework of the project. Result framework of the operational manual is addressing the management level result. For implementation level result of the project result framework is being elaborated which is mentioned below: 

Project implementation diagram


Result framework of PKSF has been elaborated up to implementation level. Measurement indicators are also being set up. As PKSF is an adaptation project, implementation level learning will be incorporated in the work plan at the stage of review. The justification and relevance with the expected outcome and impacts are established and given bellow:

Step 3: Data collection

Based on structured or semi structured tools, monitoring data will be collected. For that purpose, tools will be developed for collecting the raw data. After specification of PO level implementation, data collection tools will be finalized. PO level monitoring officer will be main responsible person for collecting the data from the field. As well as every program officer of PMU will collect raw data from the field whenever they go to the monitoring field visit to understand the programme progress. Following data will be collected for implementing the project in field level – 

1. Base line data 

2. Activity wise information of project planning and progress

3. Community level data for result monitoring

4. Community level data for impact evaluation 

5. Qualitative data / information about lessons learned / best practices 

 Following tools will be developed for collecting the data to monitor or assess the program progress - 

1. Questionnaire/ format for baseline data collection

2. Specific data collection format for on-line monitoring system 

3. Semi-structured data collection tools for monitoring the outcome level result 

4. Format to capture the best practices  

5. Structured register book for field visit monitoring of the PMU and as well as the PO
6. Monthly action plan format to monitor individual performance for PMU and PO
Quality of data will be ensured by sample cross checking and rechecking the sample data. 

Step 4: Data processing and insertion of findings in the performance framework

With IT-support, the monitoring person can easily import processed data in the performance framework. The monitoring person has however the responsibility to clean the data and process them under the variable required in the performance framework. Depending on the nature of data (quantitative or qualitative) the processing will vary from copying from handwritten notes to outputs from a SPSS application or necessary software.
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Step 5: Deviation and causality analysis

After the insertion of data, the monitoring person will undertake a deviation analysis. In case of quantitative data, the deviation may auto-generate. In case of qualitative data, a survey of the data is necessary to identify the pattern of deviation. The causes behind the deviation, if known, may be inserted. The monitor may not be entrusted with the identification of the causes, as a separate study might be necessary. Supplementary data collection by the monitors may be necessary to find the causes behind deviation. The causality analysis is a major source of learning and will be well-documented. The reason for deviation will be reported in the quarterly report. 

Step 6: Review process  

Since climate change adaptation is not a pre-determined path, deviations from the plan is more likely to happen than in usual development projects. Given the causalities, the project management will review the context and change their plans through consultations within the organization and or outside with communities. The change may stretch from change in the input combinations or change in the activities, outputs, and outcomes ultimately to achieve the desired impacts. In a climate change adaptation project, such flexibilities may occur and deserve to be shared with others within the framework of knowledge management network. In terms of incorporating this flexibility the following initiatives will be taken – 

· Implementation annual work plan will be reviewed in every six months to incorporate this deviation 

· In every quarterly activities report PO will inform PMU the degree, dimension and reasons of deviation   

Step 7: Re-planning for the next reporting period

Every sixth months the project work plan will be reviewed. Based on that work plan monitoring plan or activities will be also reviewed. Based on the monitoring findings the program design can be changed. This step ensures that the changes become part of a new plan for the next reporting period. Changes may occur in the set of activities, implementation schedule, indicators, outputs and outcomes. The project document will be changed accordingly by agreed upon with implanting partners and PKSF.

Step 8: Reporting

Reporting will be one of the major focuses of the monitoring system of PKSF. This reporting system will be used as the documentation of the implementation learning. This program reports will cover conducted all seven steps of monitoring system. Program progress report/ monitoring report will be the ultimate output of the monitoring process. Monitoring data will be reported in three levels. 
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Following a reporting format and reporting channel programme progress update will be reported from PO to PMU. Through this progress report accountability will be ensured from PO to PMU and PMU to donor (if any). 

Table 11: Frequency and types of reporting

	Types of report
	Frequency
	Content
	Responsibility
	Reported to

	Inception report 
	Within the three months of grants award 
	Base line data, project work plan, monitoring plan 
	PO
	PMU

	Program progress report
	Annually, By-annually, Quarterly
	Achievement, learning, best practices, reasons for deviation 
	PMU
	Donor

	Program progress report
	Annually, By-annually Quarterly
	Achievement, learning, best practices, reasons for deviation
	PO
	PMU

	Monitoring field visit report
	As per field visit plan
	Field situation, Field level limitations/ problems, taken initiatives, suggestions
	POs, M&E officer of PMU
	M&E officer / DPC of PMU

	Output to activities reporting 
	Monthly 
	Activity wise target, achievement, budget, expenditure 
	PO
	PMU

	Deviation report 
	Monthly 
	If any deviation observed in case of achievement and expenditure 
	MIS, M&E officer of PMU
	M&E officer, PC/PD of PMU 

	Project evaluation report Internal, External  
	Mid of the project, end of the project 
	Evaluation of the expected results, impact 
	PMU
	Governing body of PKSF


3. Online monitoring system of PKSF
In PKSF project activities to output level data will be monitored by web-based data management system. PO will submit there activity to output level data every month. Through the web based monitoring system program progress will be updated. The M&E officer of PO will be responsible for this data collection and entry in the website. The project manger of PO will cross check the quality of the data and submit the entered data. Every PO will have an individual organization level project account. PMU will be able to generate the report based on the submitted data and take decision. PO will give explanation in narrative in case of any kind of deviation. PMU will publish the periodical performance report of the specific PO publicly through the website. 
4. Result monitoring at community level
Results Based Monitoring (RBM) system will be commenced in PKSF project. The project impact upon the community will be periodically monitored by the RBM system.  By implementing the following steps RBM will be launched in the project. 

a. Formulating  outcome  and goals:

One of the biggest challenges of the project was formulating the implementation level outcome and goals. Number of projects has been awarded which have different outcomes and goals in accordance with their contextual needs. To address the expected impact level results outcome was formulated and result chain was established for formulating the result frame. For that accepted projects was given special emphasis for gathering the experiences and reviewing the documents as basement of formation of implementation level result frame work. Through a brainstorming workshop and rigorous sharing process within the PKSF team and internal experts about RBM of PKSF the result frame work was formulated. 

b. Selecting outcome indicators to monitor
Every project proposals need to have result framework. In which outcome level indicators need to be specified. Individual projects level implementation plan or work plan will be developed based on the outcome indicator. Also individual projects level monitoring plan will be develop based on the outcome indicator. Through the online monitoring system periodical target and achievement will be monitored. 

c. Gathering baseline information on the current condition 
For monitoring the impact or outcome level results baseline information is the most crucial part, In PKSF every projects will collect the base line information of the beneficiaries as well as the targeted community. For maintaining the alignment with the Global level result frame work baseline questionnaire and beneficiary profile format will be developed and shared with the PO. For field level verification baseline data will be filed tested and then finalised.    
d. Setting specific targets 
From the beginning of the project implementation Partner organisations (PO) will submit project work plan based on the result frame work. In which every PO will set their target and reaching date. The work plan will be practically reachable and time bound.    

e. Collecting data regularly to assess the progress 

Field level implementation data will be collected regularly. PO will submit online based output and activities level data periodically. Besides that for assessing the Impact and outcome level results periodical data will be collected from the field. For RBM implementation, control and Intervention data will be collected and preserved. In intervention group Random and panel data also will be preserved. The Control data will be collected outside the project area.    

Data collection process for baseline information: 

In total three types of tools were developed for collecting the baseline information. 

1. Baseline questionnaire 

2. Beneficiary profile and 

3. Community profile 

Based on the baseline questionnaire outcome and impact level information will be collected. And this information will be collected based on the sample size. 100% beneficiary’s basic information will be collected and hard copy will be preserved based on the beneficiary profile. Community information will be collected through the community profile. 

Data collection process for beneficiary and community profile: 

The information will be collected through interview the household member of the beneficiary. And quantitative and qualitative both types of data will be collected through the questionnaire. Community data will be collected by focus group discussions (FGD) in specific catchments area.   
Baseline questionnaire and nature of data to be collected:  

The baseline questionnaire has been developed based on the implementation level result framework. Three questionnaires were developed addressing three risk zones. The questionnaire was developed following the mixed method. Through the questionnaire qualitative and quantitative both types of data will be collected. The questions were basically addressing the sectors basic information of the beneficiaries, household structural information, present water and sanitation condition and access situation, livelihood aspects, present profession and earning of the beneficiary, household wealth, present agricultural picture of the locality, possible existing options in case of agriculture to address the climatic changes. The data will be collected by interviewing the beneficiaries.   

Data collection and analysis:       

PO will take the main responsibility for collecting the baseline data. But PMU members will be intensively involve in data collection supervision. From the field testing it has seen that each questionnaire needs approximate one hour to fill-up. One person will be able to fill-up 6 questionnaires in a single day. Following table represents the whole information. The PO will be provided a pre-designed ex-cell spread sheet, in where the PO will enter the collected data. Data will be checked and submitted to PMU. PMU will analyse the data and write the report.        
Analyze and report the results
Collected baseline data will be analyzed using appropriate software (SPSS) and report will be prepared. Periodical assessment data will be also collected and compared with baseline data. Based on the data analysis results and findings report will be prepared and submitted to the authority by following the reporting channel as mentioned before.

Impact Evaluation

5. Knowledge management in M&E

a. Process Documentation: 

Documentation and dissemination of information & knowledge resulting from project implementation is a critical component of project management. The process of documenting the project involves not only documentation of results, but also analysis, processes, methodologies and key project decisions. Project information & knowledge should be disseminated to key stakeholders using the means most appropriate to the target audience. In PKSF, narrative project progress report will play the key role for documenting the process of the project. In every quarter the project progress report will be submitted to the management unit from the implanting partners. This report will capture all the implementation process of that period. Beyond this field visit report, training reports, meeting minutes (team, management, monthly/weakly), field visit register book both for PMU and PO will play role in process documentation. Another important documentation will be done in the project that is capturing best practices or lesson learned. In every progress report PO will share a new lesson that they have learnt in that time period.  
Necessary documentation need to be conducted by the PO:

· Community consultation resolution and attendance sheet (Any kind of consultation should be documented in the form of report and photography)  

· Regular group meeting with the community (resolution and attendance sheet)

· Vulnerability and  Risk assessment

· Investment  plan  

· Baseline questionnaire 

· Beneficiary profile and community profile 

· Case studies in the form of learning sharing with photography 

· Before starting any activities sample picture should be taken as the evidence of baseline situation. (As an example- photography should be taken in case of plinth raising, pond re-excavations etc.)         

b. Communicating Learning and Knowledge Management:
As this is an adoptive project approach, field level learning or best practices will play an important role for project implementation. Sharing the best practices or learning from the field implementation will be shared in different stakeholder level. Even learning from a locality may share in different locality if the learning is important and replicable for the locality. Learning sharing is important for scaling up the implementation, replicate the implementation or minimize the implementation error or limitation. Every PO will share their periodic learning through the progress report. This sharing also will be done through seminar, sharing session, reporting, and publication and also in project’s website. A structured format for capturing the learning/ best practices is attached in the annexure. Since the M&E Unit will document the achievements during the implementation process, it will have also documented the organizational learning and community-level learning. The periodic progress reports to be prepared by PKSF will include the learning to be derived rationally from the implementation experience. The M&E Unit will also gather learning of other organizations which implement similar programs. In other words, the Unit will document internal and external learning and present to PKSF, donor and other donor and the wider audience for better understanding of the problems and prospects. Such a process, if sustained and shared by all relevant stakeholders for a long time, will generate a critical mass of knowledge and experience needed to help avoid the negative impacts.

c. Professional development: 

Monitoring and Evaluation in an adaptive project approach needs comparatively higher skill and understanding about the theory and application of M&E. PKSF is also introducing RBM as its monitoring strategy which needs better understanding about this approach. To achieve the skill and understanding about RBM and also the application of RBM in PKSF, professional development in the sector of RBM will be given higher priority. Professional development will be arranged in PMU level as well as in PO level.        

d. Planning for Project evaluation:

PKSF project will be evaluated in two steps, internal and external project evaluation will be conducted during and end of the project. PMU of PKSF will be responsible for the internal evaluation of the project. As a third party will be responsible for the external evaluation. Project evaluation design and implementation plan will be designed after selecting the implementing partners. While achievement of the management results of PKSF may be subject to biannual evaluation, the impacts assessment may occur annually.
e. Ensuring community ownership in M&E:  

Since PKSF plans to achieve the adaptation of communities, their assessment of the results is crucial. Therefore, the monitoring process will build in communities not only as respondents but also as actors in assessment. The monitoring at outcome and impacts level by PO and PKSF and external evaluations will include community assessment of adaptation following participatory research methods which will add to the objectivity of the assessment.
Annexure

Annexure 1

Format for online monitoring data collection (Monthly)

Output management: 

	Name of the output
	Start Date
	End date

	
	
	

	
	
	

	
	
	


Activity management:

	Selected Output
	Activities
	Start date
	End date
	Unit
	Define unit
	Per unit cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Activity information of M&E:  

	Selected month
	
	Selected Year
	


	Output
	Activity

	Monthly target
	Monthly achievement
	Monthly Budget
	Monthly Expenditure

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Annexure 2
Field visit data collection/ reporting format

Community Climate Change Project (CCCP) 
Report on Field Visit Observaton

From-----------------------------------To-----------------------------------------------------------------
. . . . . . . . . . . . . . . Project Location . . . . . . . . . . . . . . .  District . . . . . . . . . . . . . .Upazila. 
Detail Description on Field Visit Observation is given below:
1. General Information of POs (Up to date-----------------of this month)

	A
	Name of Project 
	

	B
	Duration of Project: From . . . . . . . . . . . . . . . . to. . . . . . . . . . . . . . . . . . . . .

	C
	Reporting time 
	

	D
	Staff of Project 
	

	
	Approved Staff Number 
	

	
	Current Staff Number 
	

	
	If there is any devitation then reason of devitation 
	

	
	Have necessary approval (Yes/No)
	

	E
	Total budget of the Project
	

	
	Received budget till today  
	


2. Progress in Project Implementation: 

	Description on implemented activity 
	Total target
	Achievement/Progress
	Achievement ratio
	Deviation
	Reason of deviation 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Specific Observation (If any):



3. Financial Information: 

	Description on implemented activity 
	Allocated budget 
	Actual Expenditure 
	Deviation from actual expenditure 
	Reason of deviation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Specific Observation (If any):



4. Document/record review for collecting this information:

	Sl. No.
	Description
	Up to date (Yes/No)
	Other opinion

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. Procurement related observation:
6. Social & Environmental Observation (If any):

7. Overall observations during visit:

8. Recommendaton: 

Signature of Visitors:
Designation:  

Annexure 3
Format/guideline for capturing the case histories/ best practices/ lessons learned


1. Background: 

· Local situation with respect to sustainable development/climate change related problems (flood/drought/salinity)

· Describe all relevant problems but pick one at the end because we cannot address all

· Briefly describe the identified problem

2. Rationale: 

· If it is a problem, briefly address how you identified this as a best practice(environmental, social, financial acceptability/ technologically easy/sound, livelihood improved, etc.– through PRA/community consultation/need analysis) 

· Why this case is exceptional/different from other developmental/climate change adaptation interventions

· Why this case/learning is important

3. Description:

· The process (community mechanism, site selection, appropriate beneficiary selection, consultation with local government/other institution, etc.)

· Role of the organization/PO

· Role of the beneficiary and the community  

· Role of other institutions (GO/NGO)

· What specific changes do you notice

4. Result & Impact:

· Climate change adaptation/ environmental context (adapted with adverse climate change impacts)

· Social context (livelihood improved, health hazard minimized, children go to school, etc.)

· Economic context (direct financial benefits, work scope and health improved, can leave the family safely & go to work, etc.)

5. Challenge/limitation

· Any problem occurred during implementing the case/lesson

· Limitations even after the implementation is completed (social/cultural/economic/technical/operational)

· Lessons learnt 

6. Recommendation 

· How to overcome the barriers/disadvantages/limitation

· Give your opinion on how to replicate this learning      

7. Upload authentic picture/s

· The picture which says it all

· Pre & post scenario

· Complete & positive image

Annexure- 4
Palli Karma Sahayak Foundation (PKSF)

Financial Monthly Reporting Formats

A. Monthly Reporting Formats:

Report 1:
Statement of Expenditure (SoE)

Report 2: 
Brief Statement of SoE

Report 3:
Changes of Fund Statement

Note: POs must send monthly bank reconciliation with copy of bank statement.

Organization Name

Project Name

Statement of Expenditure (SoE)

for the month ending………………….

In Bangladeshi Takes (BDT)

Report-1(Monthly)

	Sl No
	Description
	Expenditure for the reporting month
	Expenditure for the reporting Quarter
	Expenditure year to date 
	Expenditure project till date

	
	
	Project Cont
	PO Contribution
	Community Contribution
	Total
	Project Contribution
	PO Contribution
	Community Contribution
	Total
	Project Contribution
	PO Contribution
	Community Contribution
	Total
	Project Contribution
	PO Contribution
	Community Contribution
	Total

	A
	Project Management Cost:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	A.1 Personnel Cost:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	A.2 Administrative Cost:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	A.3. Others Cost:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	(As per budget line items)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B
	Project Implementing Cost:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	(As per budget line items)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Subtotal
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Grand Total
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Prepared By: 



Examined by:


       Verified By:

I hereby declare that the above mentioned information is true and the amount spent for the purpose of Project fund implemented by …………………………….PO Name…………….I also promise that if any amount received from PKSF under the project proved ineligible will be refunded to PKSF under my personal responsibilities.

Signature of the Project Manager/Coordinator                                                                                                                                    Signature of the Chief Executive Officer.

Name with official Seal:Name with official Seal:

Designation:Designation:

Date:Date:

Organization Name

Project Name

Brief Statement of SoE

For the month ending………………….

In Bangladeshi Takes (BDT)

Report 02(Monthly)

	SL No
	Voucher Date
	Head of Accounts
	Voucher Nature (Dr./Cr./Jr)
	Reference Voucher Number
	Page number of Ledger
	Name of Payee
	Description
	Total Expended Amount
	Tax and VAT deducted at source with proper documents
	Net Amount After Tax and Vat
	Which type of contribution
	Remarks

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Total
	 
	 
	 
	 
	 
	 
	                        -   
	                        -   
	                        -   
	 
	 


Prepared By: 




Examined by:

                   Verified By:

Signature of the Project Manager/Coordinator                                                                                                                                    Signature of the Chief Executive Officer.

Name with official Seal: Name with official Seal:

Designation: Designation:

Date: Date:

Organization Name

Project Name

Changes of Fund Statement

For the month ending………………….

In Bangladeshi Takes (BDT)

Report 03 (Monthly)

	 
	 
	Expenditure for the reporting month
	Expenditure for the Quarter
	Cumulative
	Budget

	
	
	PROJECT Contribution
	PO Contribution
	Community Contribution
	Total
	PROJECT Contribution
	PO Contribution
	Community Contribution
	Total
	PROJECT Contribution
	PO Contribution
	Community Contribution
	Total
	

	A.
	  Fund Receipts: 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	1
	 Project Contribution:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	i) Advance Received
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	ii) Reimbursement
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	 PO Contribution 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	 Community Contribution 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Bank Interest
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Temporary Loan
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 Total Financing (Sum A.1+…A.3) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B.
	  Expenditure by Category: 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	1
	 Project Management Cost 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	Project Implementing Cost
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Contingency
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 Total Expenditures (Sum B.1+B.2) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	C
	 Net Change in Fund (A-B) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	D
	 Opening Balance (Cash, Bank& Advance) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	E
	 Closing Available Fund (C+D) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Note: Opening & Closing Balance as per cash book:

	Details
	Opening Balance
	Closing Balance

	Cash
	
	

	Bank
	
	

	Advance
	
	

	
	
	

	Total
	
	


Signature of the Project Manager/Coordinator                                                                                                                                    Signature of the Chief Executive Officer.

Name with official Seal: Name with official Seal:

Designation:                                                                                                                                                                                         Designation:

Date:Date:

Annexure- 5
Financial Quarterly Reporting Formats

B. Quarterly Reporting Formats:

Report 1:
Statement of Expenditure (SoE)

Report 2: 
Brief Statement of SoE

Report 3:
Changes of Fund Statement

Report 4:
Budget Variance

Report 5:
Procurement Status Report

Report 6:
Expenditures (Subject to Prior Review)

Report 7:
Expenditures (Not Subject to Prior Review)

Note: POs must send monthly bank reconciliation with copy of bank statement.

Organization Name

Project Name

Budget Variance

As on………………….

In Bangladeshi Takes (BDT)

Report 04 (Quarterly)

	Sl No.
	Description
	Total Budget
	Cumulative Expenditure
	Balance
	Cumulative Expenditure as a %

	
	
	Project Contribution
	PO Contribution
	Community Contribution
	Total
	Project Contribution
	PO Contribution
	Community Contribution
	Total
	Project Contribution
	PO Contribution
	Community Contribution
	Total
	Project Contribution (%)
	PO   Contribution (%)
	Community Contribution (%)
	Total (%)

	A
	Project Management Cost:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	(As per budget line items)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Subtotal
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B
	Project Implementing Cost:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	(As per budget line items)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Subtotal
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Grand Total
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Prepared By: 




  Examined by:



       Verified By:

Signature of the Project Manager/Coordinator                                                                                                                                    Signature of the Chief Executive Officer.

Name with official Seal: Name with official Seal:

Designation: Designation:

Date: Date:

Organization Name

Project Name

Procurement Status Report

As on………………….

In Bangladeshi Takes (BDT)

Report 05 (Quarterly)

	Sl. No.
	Sub-package No. (Lot)
	Component
	Brief Description
	Date of Bid Opening
	Date of Award of Contract
	Estimated Cost
	Contract Value
	Procurement Status
	Remarks

	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Prepared By: 




      Examined by:



     Verified By:

Signature of the Project Manager/Coordinator                                                                                                                                    Signature of the Chief Executive Officer.

Name with official Seal: Name with official Seal:

Designation: Designation:

Date: Date:

Organization Name

Project Name

Expenditure (Subject to prior Review) 

As on………………….

In Bangladeshi Takes (BDT)

Report 06 (Quarterly)

	Description
	Contract No & Date
	Package No
	Selection Method
	Contractor’s Name
	Contract Value
	Amount Invoiced
	Invoice No & Date
	Amount Paid
	Contract Balance Carried Forward

	Goods :
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Works:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Services:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total
	 
	 
	 
	 
	 
	 
	 
	 
	 


Prepared By: 




   Examined by:



       Verified By:

Signature of the Project Manager/Coordinator                                                                                                                                    Signature of the Chief Executive Officer.

Name with official Seal: Name with official Seal:

Designation: Designation:

Date: Date:

Organization Name

Project Name

Expenditure (Not Subject to prior Review) 

As on………………….

In Bangladeshi Takes (BDT)

Report 07 (Quarterly)

	Description
	Package No
	Selection Method
	Contractor’s Name
	Contract Value
	Amount Invoiced 
	Amount Paid 

	Goods :
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Works:
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Services:
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Total
	 
	 
	 
	 
	 
	 


Prepared By: 



  Examined by:



  Verified By:

Signature of the Project Manager/Coordinator                                                                                                                                    Signature of the Chief Executive Officer.

Name with official Seal: Name with official Seal:

Designation: Designation:

Date: Date:

Annexure 6
Monitoring Framework

	Output
	Desired status 

(Indicator)
	Information needs to know actual situation
	Source of info /respondents
	Method of data collection
	Frequency
	Responsibility

	Output 1: Viable climate change-friendly farming system available
	1  Farming System tested by 10 contract growers 


	
	Internal
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Annexure 6

Performance Measurement Framework

	Output
	Desired

Status
	Actual status
	Deviation
	Causes
	Corrective actions/flexible measures

	
	
	
	
	Document (if 

Known)
	Survey (if not known)
	

	
	
	
	
	
	
	


Results-Based Monitoring by Project Management Unit (PMU) of PKSF











Project Implementation/ Process Monitoring at PIP Level





Result Monitoring at Community Level





External Evaluation





Results-Based Monitoring (RBM) of PKSF











Project implementation level





Project management level





Goal 





PDO1





PDO 2





Result1





Result2





Result 3





Intermediate result 1.1





Intermediate result 1.2





Intermediate result 3.1





Intermediate result 2.1





Intermediate result 2.2





Intermediate result 3.1








Implementation level objectives
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