[Genereic Terms of Reference and Rules of Procedure to be adopted by the National Steering Committee.]

Terms of Reference and Rules of Procedure for MDG-F National Steering Committee (NSC)

in [country] for programmes funded by 
UNDP-Spain Millennium Development Goals Achievement Fund

Part I:  Terms of Reference

1. Introduction

The National Steering Committee in [country] (the “NSC”) is established to oversee and coordinate the operations of the [programme name] or [programme names] (the “Programme” [or programmes]) in accordance with the Terms of Reference of the Fund, dated [date of signature]. 
2. Role of the NSC


The NSC will have overall responsibility for Programme activities. It will provide strategic guidance and oversight and approve the Programme Document including subsequent revisions and Annual Work Plans and Budgets. The NSC will be co-chaired by the UN Resident Representative and a Government Representative. To the extent possible, the NSC will use existing coordination mechanisms in [country] to undertake the process of planning and stakeholder consultation that the programme operations will require.  
3. Structure and Composition

· Membership:  The members of the NSC will include:

· A representative of the Government of [country], as co-chair: [names]  
· The United Nations Resident Coordinator (RC), as Co-chairperson: [name]
· A  local representative from Government of Spain: [name]
· Frequency of meetings:  The NSC will normally meet semi-annually. Additional meetings based on the requirements of the Programme may be convened exceptionally. The meetings will be convened by the Chairperson. For emergency issues the NSC may conduct its business electronically.

· Agenda: The agenda and supporting documentation will be prepared and disseminated by the Resident Coordinator’s office. NSC members may make requests for items to be included on the agenda.
· Quorum: A quorum of the NSC will consist of all the committee members. 
· Observers: Non-governmental, civil society and other organisations may be invited to participate in NSC meetings as observers, based on the following two primary criteria: (a) Involvement of the organisation in projects financed or to be financed from the Programme; and (b) Impact of projects financed from the Programme on the activities of the organisation. Decisions to invite observers or representatives of the relevant Participating UN Organisation will be made by the Co-chairs.
4. Responsibilities of the NSC
The primary responsibilities of the NSC will be to:

· Review and approve these Terms of Reference (TOR) and Rules of Procedure, based on the generic TOR, and amend them, as necessary, in consultation with the AA. 
· Review and endorse the Programme Document and Annual Work Plan and Budget submitted by Participating UN Organisations; ensure their conformity with the requirements of the Fund and in particular decisions of the MDG-F Steering Committee; ensure the quality of programme documents to receive funding from the Fund.
· Aligns MDG-F funded activities with the UN Strategic Framework or UNDAF approved strategic priorities; 
· Discuss the Programme requirements and priorities concerning, inter alia:

· programme management, including consistent and common approaches to project costing, cost recovery, implementation modalities, results-based reporting and impact assessment,

· information management, including appropriate Fund and donor visibility.

· Ensure that appropriate consultative processes take place with key stakeholders at the country level in order to avoid duplication or overlap between the Fund and other funding mechanisms.
· Approve the reporting mechanism for the programme.
· Review findings of the summary audit reports consolidated by the Administrative Agent; highlight lessons learned and periodically discuss follow-up by Participating UN Organisations on recommended actions with Programme -wide impact.

5. Decisions 

The NSC should make decisions by consensus. The decisions of the NSC will be duly recorded.  

Prior to presenting a position on an issue to the NSC, the Participating UN Organisation will ensure that this is in line with their regulatory requirements. Any decision by the NSC which deviates from a previously endorsed position has to be referred back to the Participating UN Organisation for endorsement in order to be binding.

Decisions on programme documents, including revisions and Annual Workplans and Budgets will only be taken upon completion of a review by the Programme Management Committees (PMC). 

6. Support to the NSC
The NSC will establish a support function, which reports to the Chairpersons of the NSC. The support function will facilitate the work of the NSC. The RC’s office will provide the primary support to the NSC. 
Under the direct supervision of the Chairpersons of the NSC, the NSC Support Office will be responsible for, inter alia:

· Periodically reviewing the Rules of Procedure of the NSC, and in consultation with the Co-chairs, recommend changes or revisions to the NSC.   

· Liaising with the PMC on programme review and analysis. 

· Calling and organising meetings of the NSC.

· Developing and circulating meeting agendas and minutes.

· Documenting, communicating and ensuring follow-up of the NSC’s decisions particularly ensuring the submission – no later than one business day after the NSC meeting – of appropriately signed and complete documentation on approved programme related documents to the Administrative Agent (the UNDP Multi-Donor Trust Fund Office in New York).

8. Programme Management Committee
The NSC shall ensure that Programme Management Committee (PMC) is established to assume responsibility for the operational coordination of the Joint Programme.  The PMC’s membership will consist of relevant implementing parties such as Participating UN organizations, Government representatives and civil society representatives as appropriate. The NSC will oversee that the PMC:   

· Appoints a Programme Manager or equivalent thereof;

· Manages programme resources to achieve the outcomes and output defined in the programme;

· Establishes programme baselines to enable sound monitoring and evaluation;

· Establishes adequate reporting mechanisms in the programme;
· Integrates work plans, budgets, reports and other programme related documents; and ensures that budget overlaps or gaps are addressed;
· Provides technical and substantive leadership regarding the activities envisaged in the Annual Work Plan and provides technical advice to the NSC; 
· Establishes a communication and public information plans;

· Makes recommendation on re-allocations and budget revisions to the NSC;

· Addresses emerging management and implementation problems; and 

· Identifies emerging lessons learned. 

The RC or his/her representative will chair.  Experts can be invited as observers to the PMC meetings when needed. The PMC will normally meet quarterly.
9. Public Disclosure 

The NSC will ensure that decisions regarding programme approvals, periodic reports on the progress of implementation of the programme and associated external evaluations are made available for public information. Such reports and documents may include: records of decisions, summary sheets of approved Joint Programmes, annual financial and progress reports, summary of internal and external programmatic evaluation reports.       

The NSC will take all reasonable steps to ensure the accuracy of such documents and that confidential materials are not disclosed.

The Participating UN Organisations will also take reasonable steps to ensure the accuracy of their postings on their respective websites regarding their Programme operations and activities, in consultation with the NSC.  

Part II:  Rules of Procedure

1.  Review of Strategy

The NSC will review the progress of the Programme(s) to ensure coherence and collaboration with Programme and other national programmes, maintaining close collaboration with national authorities to ensure flexible adaptation of MDG-F funded activities. 

2.  Funding release 

· Based on the approval of the NSC and the receipt of duly signed Submission Form and relevant Project Document, the Administrative Agent will transfer approved funds to the particular Participating UN Organisation(s), after ensuring consistency with programme document signed by the Participating UN organizations. 
· The first instalment of funds will be transferred within three to four business days from receipt of documentation from the NSC. Instalments are annual and the first release will be made in accordance with the budget of year one. 

· Subsequent instalments will be in accordance with Annual Work Plans approved by the NSC.  The release of funds is subject to meeting a minimum commitment threshold of 70% of the previous fund release to the Participating UN Agencies combined. 

· If the 70% commitment threshold is not met funds will not be released to any agency, regardless of the threshold being met by an individual Participating UN Organization. 

· If the overall commitment of the programme reaches 70% before the end of the twelve-month period, the participating agencies may upon endorsement by the NSC request the MDTF Office to release the next instalment ahead of schedule.

4. Reporting

· In line with the Memorandum of Understanding (MOU) between the Administrative Agent and Participating UN Organisations, the latter will submit, on an annual basis, financial and progress reports to the Administrative Agent. The Administrative Agent is responsible for consolidated reporting to the NSC at the country and the Fund Steering Committee at the global level, respectively. 

· The PMC will sign off on the Narrative Joint Programme Progress Report before it is submitted to the Administrative Agent.

· The Office of the Resident Coordinator will ensure that the AA’s Consolidated Joint Programme Progress Reports are distributed to NSC members and other relevant parties. 

· Decisions and comments by the NSC will be shared with all stakeholders in order to ensure the full coordination and coherence of MDG-F efforts.
· The MDTF Office will issue an annual AA Management Brief for each programme, which contains analysis of fiduciary requirements and key management achievements and challenges as well as recommendations for improvements or corrective action as required.  The assessment, takes into account latest policy direction from the Secretariat and Steering Committee; best practices observed throughout Fund activities; audit recommendations; MTR observations; and adherence to Rules and regulations. The AA Management Briefs will be written in English. 

· At the Fund-wide level, the MDTF Office designs reporting systems and mechanisms to facilitate that fiduciary requirement can be met by the Participating UN Agencies. The MDTF office will provide the Consolidated Joint Programme Progress Report for each programme and other reports as appropriate to the Fund Steering Committee through the Secretariat. 

· Participating UN Organizations will be encouraged to provide Quarterly Updates.  The Quarterly Updates would be provided at the outcome level.  The Quarterly Update is designed to satisfy basic information requirements to serve as a high level management tool for the Fund, while still being easy for the Country Teams to comply with. The MDTF Office will design and role out an online system to capture the Quarterly Updates.  

· Consolidated annual reports should include a section on the activity of the NSC. 
· Timeline for submission of reports is shown in the chart below.  

	Report Name


	Coordinating Author

/Consolidator
	Approving Authority
	Dead-Line

(reporting period: 

1 Jan - 31 Dec) 
	Required

Language

	Consolidated Joint Programme Progress Report

(including AA Management Brief, JP Narrative Report and Financial Reports)
	MDTF Office
	MDTF Executive Coordinator
	31 May
	AA Management Brief in English

	Narrative Joint Programme Report
	Participating UN Organizations jointly at Country Level
	PMC 
	31 March
	Working Language of CO

	Financial  Progress Reports
	Participating UN Organizations HQ Level
	Financial Officer/ Comptroller  
	30 April
	English
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