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Steering Committee Terms of Reference 
and Rules of Procedure
A. Steering Committee Terms of Reference
1. Introduction / Purpose of the Fund
The YNDCRTF is established to support Yemen’s national dialogue and constitution-making processes. The support will be provided in accordance with the Gulf Cooperation Council (GCC) Initiative and the Agreement on the implementation mechanism for the transition process in Yemen (the “Agreement”) signed by both Yemeni sides on 23 November 2011, and in accordance with Security Council resolutions 2014 (2011) and 2051 (2012).  
The YNDCRTF is established under the sponsorship of the Government of Yemen (GoY) and the United Nations, represented by the Office of the UN Special Adviser of the Secretary-General on Yemen (OSASG), in consultation with the UN Country Team. 
All programmes/projects funded by the YNDCRTF will be in support of, and strictly aligned with the GoY priority sectors, ensuring national ownership. The YNDCRTF will complement other support that will be provided to the political transition in Yemen by its various partners and bring strategic value in developing capacity and promoting sustainability. The YNDCRTF will enhance coherence, transparency and accountability of the national dialogue process towards Yemeni authorities, citizens and Yemen’s development partners.
2.  Fund Timeline

The YNDCRTF will continue until 31 March 2014. The final date for approval of new projects, final date for transfer of new funds and for operational closure will be established based on the Fund End Date.
3.  Role and composition of the YNDCRTF Steering Committee
The YNDCRTF will be governed by a Steering Committee that will provide strategic guidance and oversight as well as make decisions on fund allocation to the agreed priority sectors. 
The Steering Committee operates by consensus, and its composition and membership is as follows: 

· Senior Government representative designated by the President (Co-Chair);

· UN Special Adviser to the Secretary-General, and in his absence the UN Resident Coordinator (Co-Chair);
· The UN Resident Coordinator and possibly one or two other participating UN Organizations representing priority sectors on an annual or six-monthly rotational basis); and

· 2 to 3 representatives from contributing partners;

· 2 to 3 representatives from national authorities;

· The Administrative Agent as ex officio member.

The Steering Committee will be responsible for:

a) Providing oversight and exercising overall accountability of the YNDCRTF;

b) Reviewing and approving proposals submitted for funding; ensure their conformity with the requirements of the YNDCRTF  agreements (MOUs, SAAs);
c) Reviewing YNDCRTF  status and overall progress of operations including consolidated progress reports of the Administrative Agent;

d) Monitoring and reporting on project/Fund level progress on periodic basis, establishing YNDCRTF requirements and priorities concerning, inter alia; programme/projects management, including consistent and common approaches to programme/project costing, cost recovery, implementation modalities, results-based reporting, impact assessment and information management including appropriate YNDCRTF, GoY and contributing partners’ visibility;

e) Ensuring that appropriate consultative processes take place with key stakeholders at the country level to promote coordination between the YNDCRTF and other funding mechanisms;

f) Reviewing and approving the periodic progress reports (programmatic and financial) consolidated by the Administrative Agent based on the progress reports submitted by the Participating UN Organizations; 

g) Commission reviews and “lessons learnt” reports on the performance of the YNDCRTF, and periodically discuss follow-ups by Participating UN Organizations 
The Steering Committee shall meet periodically in Sana’a. Reports, recommendations and minutes of its meetings will be shared with the YNDCRTF stakeholders.
4.  Role and composition of the YNDCRTF Operations Working Group
The Operations Working Group would be established as a working level group of the Steering Committee and will meet on a regular basis as a forum for periodic review of the progress of the YNDCRTF funded projects. The Working Group will allow the identification of bottle necks and ensure YNDCRTF activities are shared with and benefit from similar initiatives that are undertaken outside of the Fund. The YNDCRTF Secretariat will convene the Working Group meetings and will inform the SC of significant issues raised by the Working Group.
The Operations Working Group will be composed by the following members:
· Technical experts from the UN Secretariat and Specialized Agencies and Programmes;

· Technical Experts from line Ministries;
· Representatives from donors;

· The YNDCRTF Secretariat as ex officio member.
The Operations Working Group will be responsible for:

a) Review cases of urgent consideration whereby a project(s) may need a timely revision in order to respond effectively to a change in circumstances;
b) Review of proposals to be submitted to the Steering Committee for funding, and ensure their conformity with the requirements of the YNDCRTF agreements (MOU, SAAs)
c) First review of the annual progress reports (programmatic and financial) consolidated by the Administrative Agent based on the progress reports submitted by the Participating UN Organizations.
5.  The YNDCRTF Secretariat
The Secretariat will support the YNDCRTF Steering Committee and will be based within the UN Special Adviser’s Office. Costs for such tasks will be agreed in advance and approved by the Steering Committee, and charged to the YNDCRTF account as direct costs.

In assisting the Steering Committee the YNDCRTF Secretariat will be responsible for:

a) Logistical arrangements required to facilitate the Steering Committee meetings, including the preparation of agenda and minutes, sharing information on behalf of the co-chairs, distribution of documents, etc.;

b) Tracking the Steering Committee decisions, approvals, allocations, implementation progress, closure of projects and identifying challenges to be reported to the Steering Committee on quarterly basis; 

c) Periodically reviewing the TOR and Rules of Procedure of the Steering Committee and recommending changes or revisions;

d) Develop in coordination with the Administrative Agent, forms and templates to be used by the Participating UN Organizations, to submit project proposals and provide result-based reporting to the Steering Committee. 

e) Review programmes/projects submissions of Participating UN Organizations to ensure adherence to the YNDCRTF TOR and any subsequent criteria approved by the Steering Committee. 

6.  Frequency of meetings

The Fund Steering Committee shall meet periodically in Sana’a, or as often as shall be determined by the Steering Committee Co-Chairs. If needed the Steering Committee Co-chairs can request the Steering Committee to electronically approve Programme documents or other relevant documents and or decisions.

7.  Quorum 

A quorum of the Steering Committee shall consist of a minimum of five members (including both GoY and UN Co-chairs and other three members, at least one of which will be a contributor partner).

8.  Agenda

The agenda and supporting documentation shall be prepared and disseminated by the YNDCRTF Secretariat, in consultation with the Steering Committee Co-Chairs and Steering Committee members. Any Steering Committee member may make requests for items to be included on the agenda.

9.  Decisions 

The Steering Committee shall take all decisions on a consensual basis. However, where necessary, the Co-Chairs shall make final decisions on issues where the Steering Committee is unable to reach consensus. Decisions of the Steering Committee shall be duly minuted.   

10. Public disclosure

The Steering Committee will ensure that decisions regarding project approvals, and periodic reports on the progress of project implementation and associated external evaluations are made available to the public. Such reports and documents may include: records of decisions, summary sheets of both approved and pipeline projects; fund level semi-annual financial and progress reports; and summary of internal and external programmatic evaluation reports. The YNDCRTF Administrative Agent, the MPTF Office GATEWAY (http://mptf.undp.org) will be the primary means by which Fund’s financial and narrative reports are made available to the public. 
The Secretariat will take all reasonable steps to ensure the accuracy of such documents and that confidential materials are not disclosed. 

The Participating UN Organizations will also take reasonable steps to ensure the accuracy of their postings on their websites regarding their Fund operations and activities. 

B. Steering Committee Rules of Procedure (ROP)
1. Strategic Allocation of Resources

The Steering Committee will ensure strategic allocation of resources against submitted project proposals by one Participating UN Organization or many (in the case of Joint Programmes), drawing on the advice and recommendations of the Operations Working Group.  

The MPTF Office will provide a “Funding Framework” to inform funding decisions of the Steering Committee.

Based on the Funding Framework, and following the principles of delivery capacity of the Participating Organization, enhancement of national capacity, and other criteria
, the SC shall allocate funding to Joint Programmes/Projects.  

2. Joint Programme (JP)/ Project Document Submission and Approval Process

2.1 JP/ Project Document preparation:

The Participating UN Organizations will prepare a Joint Programme/Project Document following the template in Annex 1 in consultation with Yemeni partners. The YNDCRTF Secretariat will provide guidance on the submission process and the use of submission templates (see Annex 2). The JP/project should be in line with the agreed priorities and should follow the UNDG guidelines on Joint Programmes. 
2.2 Project Submission
The lead UN Organization develops a JP Document (involving two or more UN Organizations) or a Project Document (involving a single UN Organization) with the relevant line ministry/ies or Yemeni authorities using the template (see Annex 2). During JP/Project formulation the lead UN Organization is responsible to consolidate the inputs of all the participating UN Organizations. The lead UN Organization will also ensure to reflect the roles and accountabilities of all Participating UN Organizations.
The Lead UN Organization will then submit the JP/Project to the YNDCRTF Secretariat for its review and feedback, to be completed within one week from receiving it.
Once the final document is in accordance with the YNDCRTF Secretariat recommendations, if any, the Secretariat will forward the final document to the YNDCRTF SC for its consideration and approval. 
2.3 Project Approval

The YNDCRTF Secretariat will submit the Project Document to the YNDCRTF SC for its approval. 
The UN Organization Representative/s submitting the JP/Project and the Secretariat of the YNDCRTF will present the proposal to the SC. The SC will have the final say and authority to give its full approval or partial approval with comments or reject it completely.

If approved with comments, the respective submitting UN Organization(s) will modify the JP/Project document, in consultation with the YNDCRTF Secretariat, as necessary. Once revised, the YNDCRTF Secretariat will either:

a) electronically re-submit the document to the SC for consideration, with a 48-hour “no objection” period, or   
b) re-submit the document to the SC Co-chairs for approval on behalf of the Steering Committee. If the JP/Project is approved, the Technical Secretariat will electronically inform the SC members of it. 

Approved proposals will be signed by the Representative/s of the submitting UN Organization/s and the SC Co-Chairs, and then forwarded by the YNDCRTF Secretariat, together with a Submission Form signed by the UN Co-Chair of the SC (as per Annex 2), to the MPTF Office for the release of funds within 3 to 5 business days after receipt of complete set of supporting documents (including SC minutes and relevant programmatic framework documents). In case of JPs, all UN Organizations participating in the JP shall be signatories to the JP in order to receive funding from the Fund. 

The signatory UN Organizations will receive original signed copies for their records. A copy will be sent by the YNDCRTF Secretariat to the MPTF Office.
The YNDCRTF Secretariat will electronically share the draft minutes of the SC Meeting with the SC members within three working days of the meeting, with a 48-hour no objection timeframe. 
The Secretariat will submit to the MPTF Office the JP/ Project Document signed by SC Co-Chairs and implementing UN Organizations, as well as the submission form and minutes of SC meeting as a basis for release SC approved funds. 
2.4 Fast Track Projects 

The purpose for the fast-track modality is to enable critical time bound initiatives to be approved on a priority basis.  

The proposal will follow the same steps as for a regular submission to the Steering Committee. 

However, the SC chairs will obtain approval from the Steering Committee through e-mail by providing a 48-hour window for review and response. A non-response within the 48-hour review period is considered a “no objection” response.

All other processes will be observed as for regular proposals.

2.5 Transfer of funds

Based on the approval of the SC, and the signed JP/Project document by SC Co-Chairs and implementing UN Organizations, the MPTF Office shall transfer approved funds to the participating UN Organizations who are signatory to the JP/Project Document, after ensuring consistency with the applicable provisions of the Standard Administrative Arrangement (SAA) and the Memorandum of Understanding (MOU).
3.  Reporting 
a)  Annual reporting 

In accordance with the MOU between the Administrative Agent (AA) and Participating UN Organization(s), the latter shall submit, on an annual basis, narrative and financial progress reports to the MPTF Office. 
Subsequently and in accordance with the SAA entered between Donors and the AA, the MPTF Office shall in turn submit consolidated Fund-level report to all Donors contributing to the Fund as well as to other YNDCRTF stakeholders. Standard UNDG financial and progress reporting formats shall be utilised as indicated in Annex 3.

b) Quarterly reporting
The Participating Organizations will provide informal and succinct quarter reports/updates (following the template included in Annex 5), to keep the SC abreast of JPs/Projects implementation progress, in line with best practices in UN Multi-Partner Trust Funds (MPTFs). 

4.  JP/Project Revision requests (budget revisions, non-cost extensions, and/or change of scope)

In case an implemented programme requires a variation (budget revision, non-cost extensions and change of scope), the relevant Participating UN Organization/s must fully complete the required template (see Annex 4). The Participating UN Organization/s has to adhere to the following SC rules in relation to adjustments in project durations, budget revisions and/ or project scope: 

· UN Organization/s must fully complete the required budget revision templates, signed by the Head of UN Organization and submit it to the SC Co-Chairs for approval through the YNDCRTF Secretariat not less than one month before the revised date of project completion. 
· Budgets must adhere to the UNDG Harmonised Budget Categories as approved by the High Level Committee on Management (HLCM) and Chief Executives Board for Coordination (CEB). Any movement of funds between the budget categories, exceeding 20% of the approved allocation, must be approved by the SC Co-Chairs. 

	UNDG HARMONISED CATEGORIES

	1. Staff and other personal costs

	2. Supplies, Commodities, Materials

	3. Equipment, Vehicles and Furniture including Depreciation

	4. Contractual Services

	5. Travel

	6. Transfers and Grants Counterparts

	7. General Operating and Other Direct 

	Total Programme Costs

	6.  Indirect Support Costs

	TOTAL


5.  Public Disclosure 

The MPTF Office in consultation with the UN Special Envoy or in his absence the UN RC/HC as the UN co-chair of the YNDCRTF, and the Participating UN Organizations will ensure that decisions regarding the review and approval of the Fund as well as periodic reports on the progress of implementation of the Fund, and associated external evaluations are posted on the website of the YNDCRTF on the MPTF Office GATEWAY (http://mptf.undp.org) for public information. Such reports and documents may include the YNDCRTF Steering Committee’s approved JP/Projects, JP/Projects awaiting approval, fund level annual financial and progress reports and external evaluations, as appropriate.

6.  Documentation and Information Sharing 
All documentation related to JP/Projects, minutes of the SC meetings, programme variation requests and/or any other related documents related to the Fund and/or its funded JP/Projects, shall be maintained (in electronic and hard copy format) by the YNDCRTF Secretariat. Details of the Fund’s documentation plan are provided in the following table:

	Document
	Managed by
	Means of Filing/Storage
	Location
	Access

	Project Documents
	YNDCRTF Secretariat
	Hard & Electronic copies
	YNDCRTF Secretariat filling system & MPTF Office GATEWAY
	Public – MPTF Office GATEWAY

	Submission forms and related approval documentations
	Technical Secretariat
	Hard & Electronic copies
	YNDCRTF Secretariat  filing system
	Limited access: SC,  Technical Secretariat, MPTF Office and relevant UN Organization(s)

	Annual financial reporting 
	MPTF Office
	Hard & Electronic copies
	YNDCRTF Secretariat  outreach website and MPTF Office GATEWAY
	Public -  MPTF Office GATEWAY

	Annual progress report

	YNDCRTF Secretariat
	Hard & Electronic copies
	YNDCRTF Secretariat  outreach website and MPTF Office GATEWAY
	Public -  MPTF Office GATEWAY

	Project Variation requests and approvals


	Technical Secretariat
	Hard & Electronic copies
	Technical Secretariat filing system
	Limited access: SC, Technical Secretariat, MPTF Office and relevant UN Organization(s)


List of Annexes

	ANNEX 1
	YNDCRTF Joint Programme/Project Document Template & Guidelines



	Table 1
	Results Framework 

	Table 2
	UNDG Budget
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	Programme Summary, for posting on the YNDCRTF web-age on the GATEWAY

	ANNEX 2
	Tranche Request Form to the Yemen Political Process Trust Fund Steering Committee

	ANNEX 3 
	YNDCRTF Annual Narrative Progress Report

	ANNEX 4
	YNDCRTF Submission Form for Programme/Budget Revision 

	ANNEX 5
	YNDCRTF Quarterly report
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Project
 Document Template & Guidelines
Cover Page

	Participating UN Organization(s) (specify Coordinating Organization) 
	
	Priority Sector/Cluster(s):

	
	
	


	Project Manager:
	
	Priority Sector/Cluster Group Leader(s) (if any):

	Name:
	
	
	Name:
	

	Telephone:
	
	
	Telephone:
	

	E-mail:
	
	
	E-mail:
	


	Programme Title: 
	
	Programme Number:  

	
	
	


	Programme Costs:
	
	Programme Location:

	YNDCRTF:  
	
	
	Provinces(s):
	

	Govt. Contribution:  
	
	
	Governorates(s):
	

	UN Organization Core:
	
	
	District(s):
	

	Other:
	
	
	Town(s):
	

	TOTAL (USD):
	
	
	
	


	Programme Description (limit 200 words):

	


	Line Ministry / Authority Responsible:
	
	Programme Duration:

	
	
	Total duration (in months):  

Expected Start date
:

Expected End date:
	


	Review & Approval Dates

	Line Ministry/ National Authority Endorsement Date:
	

	YNDCRTF Secretariat Review Date:
	

	Steering Committee Approval Date:
	


Signatures of Participating UN Organizations and Steering Committee Chair

	I.
	Name of Representative                    
	

	
	Signature
	_____________________________

	
	Name of UN Organization     
	

	
	Date
	

	
	
	

	II.
	Name of Representative                    
	

	
	Signature
	_____________________________

	
	Name of UN Organization     
	

	
	Date
	

	
	
	

	III.
	Name of Representative                    
	

	
	Signature
	_____________________________

	
	Name of UN Organization     
	

	
	Date
	

	
	
	

	IV.
	Name of Steering Committee Co-Chair (UN)
	

	
	Signature
	_____________________________

	
	Date
	

	
	
	

	IV.
	Name of Steering Committee CO-Chair (GoY)
	

	
	Signature
	_____________________________

	
	Date
	


Relevant GoY Goal(s):  

A per the relevant programmatic document Area Outcome: 

Programme Budget Breakdown 

by 

Source of Funds and Participating UN Organization

Total Programme Budget (in US $):

______________

	Participating 

UN Organization
	YNDCRTF (US $)
	GoY Funds (US $)
	Participating UN Organization Funds (US $)

	
	
	
	Core Funds 
	Non –core 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Budget (US $)
	
	
	
	


Budget Breakdown by Source:


Project Document Outline

This Project Document enables UN Organizations (including specialized and non-resident UN Organizations) to implement harmonized, results focused integrated projects. The document should not exceed the page limits indicated for each section. 

Cover Page and Signature Page(s) 

1. Executive Summary – one page
2. Situation analysis – one to two pages
3. Lessons Learned, Crosscutting themes, the relevant experience of participating UN Organization/s in Yemen and in the YNDCRTF Priority Area– two pages
4. The Proposed Project– one to two pages 

5. Results framework – two pages
6. Management and coordination arrangements – two pages
7. Feasibility, risk management and sustainability of results – one page
8. Monitoring, evaluation, and reporting – two pages
9. Work plans and Budgets - three pages
A brief description of these parts is provided below. 

Cover Page and Signature Page 

The cover page contains the priority area/cluster outcomes, budget and funding summary and signatures of participating UN organizations. 

1. Executive Summary - 1 page

The executive summary contains a comprehensive summary of all sections focusing on:

· the significance and relevance of the Programme in addressing national priorities

· its contribution to national priorities and international commitments;

· the results to be achieved, and;

· implementing partners, including national institutions,  NGOs and CSOs, as appropriate.
2. Situation Analysis  - 1 to 2 pages 

This section provides a brief evidence-based analysis that benefit from relevant programmatic frameworks, such as a National Development Plan (NDP) and/ or any other document such as baseline study, evaluation and/ or review reports. It outlines the economic, social, political, environmental and institutional context of the joint programme/ project. It identifies the key development or human rights challenges to be addressed; provides specific, current and disaggregated data on these challenges and key causal factors. 

3. Project context and its relevance to the YNDCRTF sectors and other programmatic framework, including Cross-Cutting Themes, and UN Organization Experience including any Lessons Learned (2 pages)

The subsections to be covered include:

Background/context: This section describes how the Project will contribute to the achievement of national priorities and international commitments (i.e. international conventions to which the GoY is a signatory). There should be a brief statement indicating, as specifically as possible, how the Project supports and responds to the agreed priority sectors of the YNDCRTF and other programmatic framework. The section should also outline the Programme within the economic, social, political, environmental and institutional context provided in section 2. It specifies the relevant UN Organizations, government, non-government and civil society institutions contributing towards the achievement of the related priority area outcome.  

UN Organization experience in the Priority Area and Lessons Learned:  Provide a brief statement indicating the relevant experience of each implementing UN organization in Yemen, and its current performance and capacity of project implementation within the Priority Area.  

This section also provides a summary of lessons learned from past experiences, opportunities and risks which may support or constrain achievement of results.  Statements of agreed lessons, usually generated through previous projects’ Lessons Learned workshops or evaluations, are particularly important where there is a significant departure from previous programmes or strategies. 
The Proposed Programme and how it addresses Crosscutting Themes: (1-2 pages) 

This section outlines the specific Programme strategies that will be adopted for the realization of expected results (outputs) and their contribution to the relevant YNDCRTF Priority Area and takes into consideration lessons learned as stipulated earlier. It focuses on how the strategies address the key causes of the problems which have been identified and, the partners involved in each phase.  It includes details on the intended manner in which the JP/ Project should unfold its various phases. It provides a brief description of the division of labour between the partners, their institutional capacities and expertise, and the added value of each in contributing to the relevant YNDCRTF priority area that is being addressed. It will also provide information on beneficiaries, as well as overall crosscutting themes. A list of on-going/completed JP/Projects should also be provided per UN participating organization in support of its respective capacities to implement the proposed Project.

Sustainability of Results:

It elaborates on how the results will be sustained including efforts to develop relevant national capacities among duty bearers and rights holders, and government/ community contributions. 

4. Results Framework (2-3 pages) 

This section will contain a brief narrative and summary of the Results Framework (Table 1).

Summary of Results Framework: The Results Framework will provide the hierarchy of results including the YNDCRTF relevant programmatic framework and all contributing outputs with relevant indicators, baselines and targets and means of verification. To ensure coherence in the UN’s contribution to national development, Programme outputs should directly contribute to YNDCRTF and other relevant framework agreed upon by the GoY and its development partners. 
Table 1:  Results Framework 

	JP/ Project Title 
	

	YNDCRTF Priority Area
	

	Relevant NDP goals (if any)
	

	Relevant  programmatic framework document’s Priority Area Outcome:

	JP/ Project Outputs
	 UN Organization Specific Output (Applicable in case of JP)
	 UN Organization
	Other Implementing partner(s)
	Performance Indicators
	Baseline
	Target
	Means of Verification

	JP Output 1: 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	JP Output 2: 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	JP Output 3: 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	JP Output 4: 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Note: Insert additional rows as needed

5.  Management and Coordination Arrangements
 (2 pages)

This section elaborates the Programme implementation arrangements including management roles and responsibilities, and coordination measures between partners and Participating UN Organization/s.  

Management and Coordination:  This section should clearly state the management responsibilities of all partners and Participating UN Organization/s, in relation to each other, and what coordination mechanisms are proposed in the Programme design to ensure an integrated delivery of results.

· Programme implementation and supervision arrangements; indicate in-country and region based capacity of the participating UN organization/s; indicate names, and expertise of any implementing partners. (An organizational chart (organigram) of the proposed management structure should be submitted). 

· Specify delivery mechanism(s) chosen, reflecting security conditions and in particular detailing proposed use of international staff in Yemen. 

· Indicate line ministry counterparts and their management role in the implementation of the JP/Project.
All Joint Programmes (JP) will be led by a Lead/Coordinating Agency. The JP should clearly fall within the mandate of the coordinating organization and its capacity to provide programmatic and operational coordination for the JP.
Every JP will have a Programme Manager who will be identified by the Coordinating Agency in line with its own HR procedures and guidelines. On behalf of the Coordinating Agency, the Programme Manager will provide necessary programmatic and operational coordination to ensure that: 

· JP activities implemented by all Participating UN Organizations are aligned and coordinated to effectively contribute to the agreed JP outputs and hence the development effectiveness.

· JP activities are well coordinated and contribute to overall operational effectiveness and improved efficiencies.

The Coordinating Agency will lead any joint reviews of the JP and/or its midterm and/or final evaluation (if agreed in the JP Document) as well as prepare consolidated JP progress reports in full coordination with the participating UN organizations.

6.  Feasibility, risk management and sustainability of results (1 page)

Assess main potential risks such as security, available capacity of service providers and national institutions, and the general operational environment, their likelihood of occurrence, and their consequences, which may constrain achievement of results and highlight the proposed measures within the programme’s design to minimize them. 

Outline the “exit strategy” of the JP/Project: how it is designed to ensure that the results will be sustained after the completion of Programme interventions, including specific UN Organization interventions including advocacy to ensure the desired level of sustainability is maintained after the JP/Project has concluded. This should include efforts to develop relevant national capacities and government/community contributions. If an evaluation or any other assessment after the Programme activities are completed is anticipated, this should be clearly indicated in the budget as well as the monitoring and evaluation plan described in Section 7.  

7.  Monitoring, Evaluation and Reporting (2 pages)

Note:  All elements of this section should be designed as per the MoU between the Participating UN Organization/s and the YNDCRTF Administrative Agent (AA), with regards to standard policies, procedures and requirements.  This section should also establish a M&E plan which sets out the M&E activities, with clear timeline and responsibilities, that the participating organizations and/or national partners will undertake (such as baseline collection, studies, reviews and/ or evaluations) for effective measurement of results.   

Reporting:  Reporting will be done as per Participating UN Organization/s’ Memorandum of 
Understanding with the AA as well as the standard requirements of each Participating UN Organization/s’ internal policies and procedures.  

8.  Legal Context – One page

This section specifies what cooperation or assistance agreements form the legal basis for the relationships between the GoY and each Participating UN Organization. In case of a JP, the legal text specific to each Participating UN Organization should be cleared by the respective UN Organization. 

The Implementing Partners/Executing UN Organization agree to undertake all reasonable efforts to ensure that none of the funds received pursuant to this JP/ Project are used to provide support to individuals or entities associated with terrorism and that the recipients of any amounts provided by Participating UN organizations do not appear on the list maintained by the Security Council Committee established pursuant to resolution 1267 (1999) and 1989 (2011). The list can be accessed via http://www.un.org/Docs/sc/committees/1267/1267ListEng.htm.This provision must be included in all sub-contracts or sub-agreements entered into under this programme document.

9. Work Plans (3 pages)

The Work Plan: The JP/ Project Work Plan (WP) should reflect the specific outputs and activities each implementing UN Organization will be responsible for under the JP/ Project. The WP will provide in detail the activities that the implementing UN Organization/s will carry out for each JP/ Project output with timeframes, associated inputs and the responsible implementing partners. Additional management arrangements that may be set up by Participating UN Organization/s to manage respective component(s) under their respective responsibility may be detailed in Annexes as needed.

10. Budget: 

The budget in table 2 below must be prepared for the YNDCRTF only and be accompanied by a detailed budget for each line item, providing a description of the item and the calculation of cost.
Table 2:

PROGRAMME BUDGET (YNDCRTF Funds only)

	YNDCRTF PROJECT BUDGET*

	CATEGORIES
	AMOUNT

	1. Staff and other personnel costs
	

	2. Supplies, Commodities, Materials
	

	3. Equipment, Vehicles and Furniture including Depreciation
	

	4. Contractual Services
	

	5. Travel
	

	6. Transfers and Grants to Counterparts
	

	7. General Operating and Other Direct Costs
	

	Sub-Total Project Costs
	

	Indirect Support Costs **
	

	TOTAL
	


* Budgets must adhere to the UNDG Harmonised Budget Categories as approved by the High Level Committee on Management (HLCM) and Chief Executives Board for Coordination (CEB).
**Indirect support cost should be in line with the rate of 7%, as specified in the YNDCRTF TOR and MOU and SAA, Section II- Financial Matters.   

 Appendix A:

YEMEN POLITICAL PROCESS TRUST FUND
PROJECT1 SUMMARY

(for posting on the YNDCRTF web-page in the GATEWAY)

	Participating UN or Non-UN Organization:  
	

	Implementing Partner(s): 
	

	Programme Number: 
	

	Programme Title:
	

	Total Approved Programme Budget:
	US$_________________

	Location:
	

	SC Approval Date:
	

	Programme Duration:
	
	Starting Date:
	
	Completion Date:     
	

	Programme Description:
	


	Priority Area / Cluster covered
	

	Outcome/ Immediate Objective:
	


	Outputs and Key Activities:
	

	Procurement:
	



 The term “project” is used for projects and joint programmes.
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Tranche request form

	Part A. Steering Committee meeting information

(To be completed by the YNDCRTF Secretariat)

	Steering Committee meeting No:
	

	Item No:
	

	Date of Meeting:
	

	Participating UN Organization (PUNO) requesting a subsequent tranche:
	


	Part B: Project Summary 

(To be completed by the Participating UN Organization(s))

	Date of Submission:

	

	From: 
(PUNO)
	Contact: 


	Contact:
	Signature 
Date: ____________________________


	Participating UN Organization: 
	

	Implementing Partner(s): 
	

	Number of tranches received:
	

	Total Amount Received:
	

	Total Expenditure:
	

	Total Amount Requested:
	

	Narrative Progress Report of how YNDCRTF previous tranches were utilized
(Not to exceed 1,000 words)

	

	Description of the outputs to be achieved with the requested new tranche
(Not to exceed 1,000 words)

	

	Budget details


	YNDCRTF PROJECT BUDGET*




	CATEGORIES
	PREVIOUS TRANCHE(S)
	REQUESTED TRANCHE
	TOTAL

	1. Staff and other personnel costs
	
	
	

	2. Supplies, Commodities, Materials
	
	
	

	3. Equipment, Vehicles and Furniture including Depreciation
	
	
	

	4. Contractual Services
	
	
	

	5. Travel
	
	
	

	6. Transfers and Grants to Counterparts
	
	
	

	7. General Operating and Other Direct Costs
	
	
	

	Sub-Total Project Costs
	
	
	

	Indirect Support Costs **
	
	
	

	TOTAL
	
	
	


* Budgets must adhere to the UNDG Harmonised Budget Categories as approved by the High Level Committee on Management (HLCM) and Chief Executives Board for Coordination (CEB).

**Indirect support cost should be in line with the rate of 7%, as specified in the YNDCRTF TOR and MOU and SAA, Section II- Financial Matters.   

	Part C: Administrative Review

(To be completed by the YNDCRTF Secretariat)

	4.  Review by the YNDCRTF Secretariat



	(a)
	Is the submission for the next tranche in line with the approved programmatic framework (ProDoc)?
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	(b)
	Is the Budget in compliance with the UNDG harmonized categories?
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	(c)
	Is the Indirect Support Cost within the approved rate of 7%? 
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	(b)
	Participating UN Organization(s) is unable to meet high or urgent priority needs with existing level of funding,
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	(c)
	The requested tranche has been approved in consensus and without remarks by the Steering Committee members, as described in the YNDCRTF Terms of Reference 
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	(e)
	The outputs to be implemented with the next tranche do not overlap with other on-going activities carried by other YNDCRTF PUNOs
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	Part D: Decision of the YNDCRTF Steering Committee
(To be completed by the YNDCRTF Secretariat)

	5. Decision of the Steering Committee
 FORMCHECKBOX 

Next tranche approved for a total budget of US$ ________

 FORMCHECKBOX 

Next tranche approved with modification/condition

 FORMCHECKBOX 

Deferred/returned with comments for further consideration

 FORMCHECKBOX 

Rejected



	Comments/Justification




	Name of national counterpart
Title
Co-chair of the YNDCRTF Steering Committee

	Jamal Benomar
UN Secretary-General Special Adviser for Yemen 
Co-chair of the YNDCRTF Steering Committee


	Signature 
Date: ____________________________





Date
	Signature 
Date: ____________________________


	Part E: Administrative Agent Review

(To be completed by the MPTF Office)

	6. Action taken by the Executive Coordinator, Multi-Partner Trust Fund Office, UNDP

 FORMCHECKBOX 

Next tranche consistent with provisions of the YNDCRTF Memorandum of Understanding with the Participating Organizations and the Standard Administrative Arrangement with donors.


	Yannick Glemarec 
Executive Coordinator,

Multi-Partner Trust Fund Office, UNDP 




…………………………………………



………………..

Signature






Date
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ANNUAL NARRATIVE progress report

REPORT COVER PAGE

	Participating UN or Non-UN Organization(s):
	
	Priority Sector/Cluster(s) covered:

	
	
	


	Project
 No. and Project Title:
	
	Report Number: 

	
	
	


	Reporting Period: 

	
	Project Budget:

	
	
	


	List Implementing Partners:
	
	Project Coverage/Scope:

	· Participating UN or Non-UN Organization

· Other International Organizations

· National (government, private, NGOs & CSOs)
	
	Specify in which region and/or national coverage/scope of the project 




	Abbreviations and acronyms:
	
	Project Duration:

	List the main abbreviations and acronyms that are used in the report. 
	
	· Provide the project duration.

· Report on budget revisions and extensions and provide the new dates. 

· Indicate if the project has been operationally closed during the reporting period. 



NARRATIVE REPORT FORMAT

I. Purpose

· Provide the main outcomes and outputs of the programme.

· Explain how the programme relates to the YNDCRTF relevant Programmatic Framework and is in line with the YNDCRTF TOR.

· Indicate the main implementing partners, their roles and responsibilities, and their interaction with the Participating UN or Non-UN Organization.

II. Resources 

Financial Resources:

· Provide information on other funding resources available to the programme, if applicable.

· Provide details on any budget revisions approved by the appropriate decision-making body, if applicable.

Human Resources:

· National Staff: Provide details on the number and type (operation/programme) 

· International Staff: Provide details on the number and type (operation/programme)

III. Implementation and Monitoring Arrangements

· Summarize the implementation mechanisms primarily utilized and how they are adapted to achieve maximum impact given the operating context.

· Provide details on the procurement procedures utilized and explain variances in standard procedures.  

· Provide details on the monitoring system(s) that are being used and how you identify and incorporate lessons learned into the on-going programme.

· Report on any assessments, evaluations or studies undertaken.
IV. Results 

Information in this section includes:

· An assessment of the extent to which the programme component is progressing in relation to the outcomes and outputs expected for the reporting period.

· Main activities undertaken and achievements.

· Implementation constraints, lessons learned from addressing these and knowledge gained in the course of the reporting period.

· Key partnerships and inter-agency collaboration: impact on results.

· Other highlights and cross-cutting issues pertinent to the results being reported on. 

V. Future Work Plan  
Information in this section includes:

· Priority actions planned for the following reporting period to overcome constraints, build on achievements and partnerships, and use lessons learned during the previous reporting period.

· Indication of any major adjustments in the strategies, targets or key outcomes and outputs planned in the programme.

· Estimated Budget required (including any major funding shortfalls).
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Submission Form for Project/Budget Revision

to the

YNDCRTF Steering Committee

	Part A: Programme Summary 

(To be completed by the Participating UN or Non-UN Organization(s))



	Date of Submission:
	

	From the Participating UN or Non-UN Organization:
	

	Contact:
	

	Programme Number:
	

	Programme Title:
	

	Total Approved Programme Budget:
	US$_________________

	Amount and percentage of indirect costs requested:
	US$_________________   ________%

	SC Approval Date:
	

	Programme Duration:
	
	Starting Date:
	
	Completion Date:
	


1. Type of Programme/Budget Revision Requested

 FORMCHECKBOX 

Increase in programme budget.a
Amount requested: US$___________
 FORMCHECKBOX 

Extension of programme duration.
New completion date: _____________
 FORMCHECKBOX 

Change of programme scope (submit revised programme document)
2. Programme Expenditure to date: as of [insert date]
 FORMCHECKBOX 

Total Commitments   US$____________________

 FORMCHECKBOX 

Total Disbursements  US$____________________

3.  Reason revision is being requested:


4. Documents Attached:

 FORMCHECKBOX 

Revised Budget (for change in programme budget)
 FORMCHECKBOX 

Revised Programme Document (for change in programme scope)
	Part B: Signature

(To be completed by the Participating UN or Non-UN Organization(s))

	On behalf of Participating UN or Non-UN Organization:
	Signature
	Date
	Name/Title

	
	
	
	


	Part C: Administrative Review

(To be completed by the YNDCRTF Secretariat)

	5. YNDCRTF Secretariat Comments:



	6. YNDCRTF Secretariat Recommendation:




	Part D: Decision of the YNDCRTF Steering Committee

(To be completed by the YNDCRTF Secretariat)

	7. Decision of the Steering Committee

 FORMCHECKBOX 

Approve
 FORMCHECKBOX 

Approve with modification/condition

 FORMCHECKBOX 

Defer



	Comments (if any):



	Jamal Benomar
Special Adviser to the UN Secretary-General
Co-chair of the YNDCRTF Steering Committee
………………………………
….


……………………………
Signature





Date


	Part E: Administrative Agent Review

(To be completed by the Administrative Agent )

	8. Action taken by the Executive Coordinator, Multi-Partner Trust Fund Office, UNDP  

 FORMCHECKBOX 
 
Programme/Budget Revision consistent with provisions set in the YNDCRTF Terms of Reference, the Memorandum of Understanding between the Administrative Agent and the Participant Organizations and the Standard Administrative Arrangement with donors.



	Yannick Glemarec 

Executive Coordinator,

Multi-Partner Trust Fund Office, UNDP



………………………………………


              …………………………

Signature






Date
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PROJECT1 QUARTERLY PROGRESS UPDATE

(for posting on the YNDCRTF web site)

as of [insert date]

	Participating UN or Non-UN Organization:  
	

	Implementing Partner(s): 
	

	Project Number: 
	

	Project Title:
	

	Total Approved Project Budget:
	US$_________________

	Location:
	

	SC Approval Date:
	

	Project Duration:
	
	Starting Date:
	
	Completion Date:     
	

	Funds Committed: 
	US$_________________
	Percentage of Approved:
	

	Funds Disbursed:
	US$_________________
	Percentage of Approved:
	

	Expected Project Duration:
	
	Forecast Final Date:     
	
	Delay (Months):
	


	Outcomes:
	Achievements/Results:
	Percentage of planned:

	
	
	

	
	
	


	Qualitative achievements against outcomes and results:

	



 The term “project” is used for projects and joint programmes



Report Formatting Instructions


Kindly review the instructions below and follow them in the preparation of your report





Do not put the narrative text into boxes and do not incorporate boxes, graphs, etc into the narrative report. 


Add additional information including charts, graphs, etc. as annexes to the report and clearly reference the annexes using footnotes or endnotes within the body of the narrative.


Number all sections and paragraphs as indicated below.


Format the entire document using the following font: 12point Times New Roman & do not use colours. 














� The criteria will be developed by the Steering Committee.


� The term “Project” refers to Projects and Joint Programmes indistinctly.


� The official start date of any approved project/programme occurs when funds are transferred by MPTF Office.


� In case of a Joint Programme, this section does not substitute for the UN Organization-specific arrangements required by respective internal policies. 





� To be submitted by each Participating UN Organization receiving a tranche


� The term “project” is used for projects and joint programmes
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