Template effective 29 May 2013

GUIDANCE NOTE for UNDP-GEF staff

PREPARING THE INITIATION PLAN

for a GEF Project Preparation Grant (PPG)
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A. Background:

Effective 01 February 2013, the GEF no longer requires GEF Agencies to complete a separate template for project preparation grants (PPGs).  The request for a PPG is now embedded in Section E of the GEF Project Identification Form (PIF) template, and GEF Agencies must complete Section E of the PIF by ticking the appropriate box.
While the GEF no longer requires the GEF Agencies to submit a separate GEF PPG template, the PPG resources are still strictly intended to support project preparation activities only and any unspent PPG resources must be returned to the GEF.  PPG resources are not an advance on the full project grant and cannot be used for any implementation activities.  For example, if the GEF Council comments to the PIF require a detailed revision of the project strategy this is considered a project preparation activity and PPG resources can be used.  Inception workshops are however not considered a project preparation activity but an implementation activity and PPG resources cannot be used.
A UNDP Initiation Plan template is still required to programme the PPG resources.  Please see the updated UNDP Initiation Plan template included with this guidance note.  This template includes mandatory sections (e.g. total budget and workplan) and suggested sections (e.g. timeframe).  Please use the suggestions sections only if you find them helpful otherwise please delete them.  The template can be prepared in any UN language, but for ease of use in the UNDP-GEF team it would be great to have the IP completed in English if possible.
The following PPG-related GEF project cycle milestones remain in effect:

1. GEF Trust Fund:

a. Full size projects (FSP):  18 months from PIF approval to CEO endorsement 
b. Medium size projects (MSPs):  12 months from PIF approval to CEO endorsement

2. LDCF/SCCF Funds:  12 months from PIF approval to CEO endorsement 

B. Procedure for UNDP Initiation Plan:
1. The GEF CEO’s approval letter for FSPs will clear the PIF for inclusion in the work programme and approve the PPG.  The GEF CEO’s approval letter for MSPs approves both the PIF and the PPG.  
2. When the GEF CEO approval letter has been received, the Country Office with the support of UNDP-GEF Regional Programme Associate and the Regional Technical Advisor (RTA) should prepare the UNDP Initiation Plan template. UNDP-GEF Regional Programme Associate prepares the DOA letter when this is appropriate and feasible.  
3. Upon approval of the UNDP Initiation Plan template by the RTA, the Regional Programme Associate submits the UNDP Initiation Plan to the Principal Technical Advisor (PTA) for technical clearance and to the Head of Finance for financial clearance.
4. The DOA procedure for the UNDP Initiation Plan remains the same.
5. At CEO endorsement, the table in Annex C of the GEF CEO endorsement template must be completed in order to report to the GEF on the use of the PPG resources (this table is coped below for reference).

6. At CEO endorsement, the UNDP Initiation Plan project should be operationally closed in ATLAS.

7. If, by exception, the PPG activities and resources have not been fully completed by CEO endorsement, the table in Annex C of the CEO endorsement template must be completed within one year of CEO endorsement and be submitted to the GEF with the first Project Implementation Report (PIR).  The UNDP Initiation Plan project should then be operationally closed in ATLAS.
8. Any unspent PPG resources must be returned to the GEF (handled by UNDP-GEF HQ in New York).
9. 12 months after operational closure the Initiation Plan project must be financially closed in ATLAS.

	Annex C of the GEF CEO Endorsement Template

	PPG Grant Approved at PIF:       

	Project Preparation Activities Implemented
	GEF/LDCF/SCCF/NPIF Amount ($)

	
	Budgeted Amount
	Amount Spent To date
	Amount Committed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0



C. UNDP Initiation Plan template:  see template in next section of this guidance note
1. Implementation modality:   An Initiation Plan can be implemented under any UNDP implementation modality:  the National Implementation Modality (NIM), Direct Implementation Modality (DIM) or through UN Agency, CSO or IGO implementation modalities.  Given the limited scope and duration of an initiation plan, DIM clearance is not required when UNDP implements an initiation plan. Regardless of the modality, it is sufficient for the Resident Representative to sign the Initiation Plan following the recommendations of the PAC, which shall include the representatives from the government and the Implementing Partner.  

2. PIF:  The PIF template does NOT need to be attached to the UNDP Initiation Plan.  The GEF CEO approval letter should be attached as Annex 1.

3. Financial management:  A separate Award for the Initiation Plan should be created in ATLAS.  The following ATLAS set up is recommended:  one award = one output project = one activity.  The Country Office should be advised that the Initiation Plan output project in ATLAS does not need to be included in the Country Office Integrated Work Plan (IWP).  Doing so would require the Country Office to also monitor and report on this output project.  When developing the total budget and workplan (TBWP), please note the following:
a. TORs for key consultants and project personnel should follow UNDP procedures as outlined in the POPP
.  No “personnel” or project management costs should be charged to the UNDP Initiation Plan using GEF PPG resources; such costs should be borne by the requesting agency or co-financing.  In all cases, no project “personnel” will give technical advice. International and national consultants will provide technical advice.
b. International travel to Convention meetings, study tours and exchanges, or other unspecified travel for project staff and beneficiaries, are not eligible. “Essential” travel and other specific training travel corresponding to the UNDP IP activities are eligible.
c. As far as possible costs of office space (rental) and supplies, phones and computers, and communications and audio visual equipment should be provided and paid for by the host government and /or co-financing. However, exceptions can be made in the case of LDC or SIDS countries, or where a project site is remote and no facilities are available. 
d. Purchase of vehicles is not eligible.  When required the costs should be covered by co-financing.
e. Workshops related to training for staff and counterparts are eligible budget items, but the output (and title) of the workshop has to be specific and directly related to the UNDP Initiation Plan activities. 
f. Miscellaneous items should be considered very carefully and explained.
4. The following sections of the UNDP Initiation Plan template are mandatory and must be included:
a. Cover page
b. Brief description of the Initiation Plan
c. Project preparation activities
d. Total budget and workplan
e. Annex 1:  GEF CEO approval letter.
Agreed by UNDP Resident Representative 

	Resident Representative


	Signature
	Date: day/month/year

	
	
	


INITIATION   PLAN TEMPLATE
for a GEF Project Preparation Grant (PPG)
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A. Brief Description of Initiation Plan:  this section is mandatory 
During the initiation plan period, a number of studies and stakeholder consultations will be undertaken with the view to further develop the approved project concept (see GEF PIF attached in Annex 1) into a fully formulated project document.  The final output of the initiation plan will be a UNDP-GEF project document and GEF CEO endorsement template ready for submission to UNDP and GEF.  
B. Project preparation activities:  this section is mandatory but the suggested text is not and can be kept or removed at the discretion of the RTA 

A. Component A:  Technical review
I. Baseline studies:  (add a few sentences)
II. Studies to address any opportunities/risks identified during an environmental and social screening of the project proposal:  see attached pre-screening.
III. Identification of specific sites for intervention
IV. Integration with development plans, policies, budgets and complementary projects:  (add a few sentences)
V. Completion of GEF focal area tracking tool:  (list GEF Tracking Tool)
VI. Stakeholder consultations during technical review:  Mobilize and engage stakeholders during project design. Negotiate partnerships with on-going projects to align their activities and the project to build synergies.  Document these consultations.   
B. Component B:  Institutional arrangements, monitoring and evaluation
The outputs of Component A will be used as technical input to Component B for the formulation of the UNDP-GEF project document.  
I. Finalization of project results framework:  Further define the results framework with appropriate objective-level and outcome-level quantitative and qualitative SMART2 indicators, and end-of-project targets.  Special attention will be made to include socio-economic and sex disaggregated indicators.
II. Definition of monitoring and evaluation (M&E):  A detailed M&E work plan will be developed, including clear identification of responsibilities and accountabilities, as well as an appropriate M&E budget. The plan will be based on the standard template provided in the UNDP-GEF project document template that reflects the mandatory requirements of the GEF M&E Policy.  
III. Define sustainability plan:  The sustainability plan will outline the principles and guidelines for ensuring the long-term sustainability of project achievements. It will also outline an exit strategy, seeking the continuation of key activities/achievements without the need of long-term international financing.  
IV. Definition of management arrangements:  The organisational structure governing the project will be decided.  This will include identification of the project board. 
V. Stakeholder consultations during Component B:  Involve key agencies in the development of the project strategy to ensure a strong national ownership. In close collaboration with key government representatives and other stakeholders ensure full participation in the development of the project results framework and ensure agreement on the project objectives and outcomes.  Undertake consultations to secure agreement(s) on project implementation arrangements, including roles, responsibilities, and accountabilities of lead and partner agencies.  Document these consultations.  
C. Component C:  Financial planning and co-financing investments:  

I. Prepare a detailed multi-year budget following the standard template provided in the UNDP-GEF project document template that reflects the mandatory requirements of the GEF M&E Policy.

II. Explore multilateral and bilateral co-financing opportunities: Undertake series of consultations with partners to ensure a coherent and sustainable financing package for the project including post- GEF grant phase. 
III. Ensure completion of required official endorsement letters:  An official endorsement letter will be prepared by the GEF Operational Focal Point of the Government.  A co-financing guarantee will be collected from participating government institutions, bilateral development partners, multilateral development partners and NGOs who wish to provide cash or in kind contributions to the project. 
IV. Stakeholder consultations during Component C:  (add a few sentences)
D. Component D:  Validation workshop
A validation workshop will gather representatives from all relevant stakeholders to present, discuss and validate the final draft project document. 

C. Project preparation activities work plan, timeframe, responsibilities and budget:  this section is not mandatory and the suggested table can be kept or removed at the discretion of the RTA; a number of RTAs indicated that this section is useful and this is why we have inserted it here. 

	PPG Activity
	Timeframe (in months)

	Responsibility
	Budget

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	
	US$

	Component A
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Component B
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Component C
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Component D
	
	
	
	
	
	
	
	
	
	
	
	
	
	


D. Total Budget and Work Plan: :  this section is mandatory 
	Award ID:  
	

	Award Title:
	

	Business Unit:
	

	Project Title:
	

	Project ID: 
	

	Implementing Partner  (Executing Agency) 
	


	GEF Outcome/Atlas Activity
	Responsible Party/
	Fund ID
	Donor Name
	Atlas Budgetary Account Code
	ATLAS Budget Description
	Amount US$

	Project preparation grant to finalize the UNDP-GEF project document for project “ADD TITLE”
	
	62000
	GEF TRUSTEE
	71200
	International Consultants
	

	
	
	
	
	71300
	Local Consultants
	

	
	
	
	
	71600
	Travel
	

	
	
	
	
	72500
	Supplies
	

	
	
	
	
	74500
	Miscellaneous Expenses
	

	
	
	
	
	75700
	Trainings
	

	
	
	
	
	
	PROJECT TOTAL
	


Annex 1:  GEF CEO PIF approval letter this section is mandatory
Annex 2:  Summary of Consultants Financed by the Initiation Plan this section is not mandatory and the suggested table can be kept or removed at the discretion of the RTA. It is however very useful to guide the COs in preparing the TORs.
	Summary Tasks to be Performed

	Local Consultants

	

	

	

	

	International consultants

	

	

	

	


 Total budget:		 US$





Allocated resources:	


GEF		 	US$


LDCF		US$


SCCF		US$


NPIF		US$


Government		US$


UNDP		US$





CPAP Programme Component: 


ATLAS Project Award: 


ATLAS Project ID: 


PIMS Project ID: 


Management Arrangement: 





Project Title:  





Country:  

















Initiation Plan Start Date:





Initiation Plan End Date:











� https://intranet.undp.org/global/popp/cap/Pages/mgmt-ic.aspx


� If an FSP project please add additional six months noting18 month deadline between GEF approval of the PIF and GEF CEO endorsement of the project document 
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