Annex: DGTTF Action 2 Procedures

This Annex addresses the following issues:

· The Atlas procedures to set up the Action 2 project;
· General Management Support Cost & Implementation Services Support and Agency cost recovery
· DGTTF Support
The procedure in Atlas and Fund code
· The UNDP Country Office must create a new Action 2 project in Atlas with budget activities equivalent to the approved amount (using Fund Code 20300)

· First, formulate a Proposal (in Grants/Proposal), then Award the Proposal, and finally, complete the Project Funding/Budget page (Note: Please do not send to KK at this stage).
· Upload your Project Document, LPAC minutes, and other relevant supporting documents to ATLAS.
· Upon completion, you must advise the DGTTF management team (dgttfmanager@undp.org) of the project details through the ATLAS notification feature. (Note: Your ATLAS project details must be sent to UNDP HQ for consideration prior to sending it through the KK process).
· Upon verifying the project, the Programme Support Unit of the Bureau for Development Policy (BDP) will issue the Authorized Spending Limits (ASLs) on our behalf. The funds will be allocated/applied against your project budget in Atlas. Upon issuance of the ASL, please send your budget to KK.

· Steps to verify the issued ASLs in Atlas are as follows:

· Commitment Control

· Review Budget Activities

· Budget Inquiry

· Budget Details

· Under Ledger Group: type in ‘ALT_DP’

· Under Fund Code: type in fund code (eg 20200 for SL 2.3, Electoral Systems & Processes)

· Department ID: Budgetary Dept always start with ‘B’(eg B0318 for Comoros)

· Search
When creating the ‘Chartfields’ for your budget, please refer to the following example:
GL Unit: UNDP1 
Account: Budgetary Account (e.g. 71200 for Int’l Consultants)

Dept. ID: Budgetary Department ID of the country office (e.g. B0318 for Comoros)

Operating Unit: the country office (e.g. COM for Comoros)

Fund: Service Lines (e.g. 20200 for Electoral Systems and Process)

Implementing Agency: (e.g. 001981 UNDP Direct Execution)

Donor (Chartfield2): 00012 (UNDP as donor)

The GMS and ISS and cost recovery

The amounts you have been allocated are net of administrative costs.  In other words, a 5% General Management Support (GMS) (formerly UNDP administrative cost) has already been withheld at UNDP HQ, and you do not have to take it out of your allocation.  Thus, no F&A is incorporated into the Atlas budget (F&A % = 0). All the money allocated is to be spent on project activities!  The distribution process to UNDP Country Offices will be performed by the Programme Support Unit of the Bureau for Development Policy (BDP) in UNDP based upon actual expenditure. 

In addition, it is possible to recover the cost for providing the Implementation Support Services (ISS) to the project execution up to 8%.   However, this recovery is built in to the project budget either on the basis of actual costs or a transaction fee charged to the budget line and thus must be funded out of the allocation as received (Note: the ISS must be incorporated into each budget line in ATLAS.  Please do not list GMS and ISS separately in ATLAS).
For more detailed information please refer to the TTF Financial Guidelines available on the web, at http://intra.undp.org/bdp/funds/docs/ThTF-financialguidelines03.pdf and the Cost Recovery Guidelines at http://portal.undp.org/server/nis/4644624878615842
DGTTF Support

If you have any questions, or need additional support, please do not hesitate to contact the DGTTF team at the following E-mail address: dgttfmanager@undp.org
