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TERMS OF REFERENCE AND RULES OF PROCEDURE

FOR THE LIBERIA PEACEBUILDING FUND (PBF)
JOINT STEERING COMMITTEE (JSC)
Introduction

The Liberia Peacebuilding Fund Joint Steering Committee (JSC) is established to oversee and coordinate the operations of the Peacebuilding Fund (PBF) in Liberia in accordance with the Terms of Reference (ToR) of the Peacebuilding Fund of 22 August 2006 and within the framework of Liberia’s approved Priority Plan. These JSC ToR and Rules of Procedure (RoP) are designed to guide and facilitate the work of the JSC in Liberia articulating: 

· The structure and composition of the JSC
· The responsibilities of the JSC
· Mechanisms and procedures for decision-making

· Structure and functions of the PBF Secretariat in the Ministry of Internal Affairs and the

Technical Advisory Panel (TAP)

· Related documents including submission, evaluation criteria and reporting forms (as Annexes)

I. Terms of Reference
1. Role of the Joint Steering Committee
The JSC will provide strategic guidance and oversight as well as make decisions on the allocation of the PBF at the country level. The JSC makes decisions by consensus and is co-chaired by the Minister of Internal Affairs and UNMIL (Deputy Special Representative of the Secretary-General for Recovery and Governance as delegated by the SRSG). 
2. Structure and Composition

The Joint Steering Committee will be comprised of 16 members and one ex-officio member:

· Co-Chairs (2): The Minister of Internal Affairs (MIA) and UNMIL

· Representatives from the Government of Liberia (4): Ministers of Planning and Economic Affairs (MPEA), Finance (MoF), Justice (MoJ), Gender and Development (MoGD)
· Multilateral Representatives (4): One each from the United Nations Country Team, World Bank, EC, ECOWAS   
· Bilateral Representatives (3):  US, Sweden, UK.


· Representative of Liberian Civil Society (1) as nominated by Civil Society coordination group.
· Representative of International NGOs (1) - INGO Monitoring, Steering Group (MSG) nominated
· Representative of Liberia Business Community (1) 
· Ex-officio member (non-voting): PBF Administrative Agent (UNDP)
The participating representative may not be substituted by another representative of the organization or institution without prior consent of the JSC Co-Chairs. The Co-Chairs shall confirm nominees to the JSC and provided they are in agreement, Co-Chairs may remove a member from the JSC at any time.

The Co-Chairs may consider allowing observers to participate. 
The JSC will be assisted by a PBF Liberia Secretariat.

Frequency of Meetings


The JSC Co-Chairs will convene meetings as required. It is envisaged that, after the bulk of the concept notes and project proposals have been considered that JSC meetings shall be convened on a quarterly basis for progress review and monitoring.
Agenda
The agenda of the JSC meeting and all supporting documentation shall be prepared and disseminated by the PBF Liberia Secretariat in consultation with the Co-Chairs. JSC members may make requests for items to be included on the agenda.

Quorum
A quorum of the JSC shall consist of more than 50 per cent of the membership, including at least one Co-Chair in attendance. 
3. Responsibilities

The PBF Liberia JSC will be primarily responsible for:
· Reviewing and approving the ToR and RoP of the JSC and the PBF Secretariat, and updating and / or modifying them, as necessary.

· Reviewing and adopting the Liberia PBF Priority Plan, and making revisions as appropriate. 

· Ensuring consistency between the Liberia PBF country allocation and the Liberia PBF Priority Plan for maximum positive impact on the process of peacebuilding and peace consolidation.
· Making calls for concept notes in line with PBF Priority Plan.

· Establishing a PBF pipeline of potential projects based on the review and adoption of concepts notes and prioritising among them, bearing in mind funding envelopes per priority area in the Priority Plan.
· Making calls for project proposals based on adopted concept notes.
· Defining the criteria for selecting projects according to PBF requirements and Liberia priorities by reviewing.
· Reviewing and approving project proposals and funding requests submitted by eligible ‘UN Recipient Organisations’. Project proposals will be jointly presented to the JSC by the UN Recipient Organisation and one or more national implementing partners.
· Ensuring appropriate consultative processes take place with key stakeholders at the country level, to avoid duplication or overlap between the PBF and other funding mechanisms.

· Encouraging joint project by UN Recipient Organisations with other stakeholders, including government, civil society organization (CSOs), and other partners, so as to address critical peacebuilding and peace consolidation in a holistic manner. 

· Selecting projects for rigorous independent impact evaluation, and assigning independent consultants who will help ex-ante to develop measures, collect data and develop a research design that seeks to assess impact by monitoring and surveying relevant comparison groups.

· Reviewing and, as appropriate, acting upon quarterly status updates and other progress reports submitted by Recipient UN Organizations to the JSC through the PBF Secretariat.

· Reviewing and remaining informed of annual progress reports prepared by the Administrative Agent (Multi-Donor Trust Fund Office (MDTF), UNDP - New York). 
4. Decisions 

The JSC shall make its decisions by consensus including for REGULAR and RAPID APPROVAL.  

The JSC may take decisions on concept notes to:

a) Approve for development  into a full project proposal (with comments),

b) Return with comments calling for resubmission of another concept note,
c) Defer for possible later consideration (with no immediate action required at that time),
d) Reject (with comments).
The JSC may take decisions on project proposals to:

a) Approve for funding and implementation,

b) Return with comments for further consideration,
c) Defer for possible later consideration,
d) Reject (with brief comments).
e) In emergency situations the Co-Chairs may consider RAPID response requests up to the value of USD 50,000.  In such cases a full proposal will be submitted marked “RAPID RESPONSE REQUEST” and the regular quorum rule will not apply - however, it is expected that co-chairs will liaise with entities of concern in the approval process.  The detailed procedures for the RAPID APPROVAL track are outlined in Appendix A. The total cumulative amount approved under the RAPID APPROVAL track procedure shall not exceed US $500,000.

In the event of consideration of a project proposal that has direct implications for the organization of a JSC member, that member shall disclose any potential conflict of interest to the co-chairs.  Their input may be sought for clarification on related issues.  In the case of a JSC member (including a Co-Chair) implicated, that member shall not vote in relation to the project.  In the case of a Co-Chair implicated in a project - the Co-Chair may still sign the decision in representation of the general consensus of the JSC members.  

Decisions of the JSC shall be duly recorded. The Minister of Internal Affairs and UNMIL will sign all decisions of the JSC.  

Not later than four working days after the JSC meeting, the PBF Secretariat will submit the signed JSC decision together with all supporting documentation, including a duly signed Project Document, to the Executive Coordinator, MDTF Office, UNDP, authorizing payment for the approved project.  

5. The PBF Liberia Secretariat 

The JSC will be supported by the PBF Liberia Secretariat, under the overall supervision of the Co-Chairs of the JSC.  The secretariat, which will liaise with the Ministry of Internal Affairs and UNMIL, will comprise three national staff members (and possible initial international support) and be responsible for: 

· Providing JSC secretariat support including organising meetings, recording minutes and sharing documents with members of the JSC
· Documenting, communicating and ensuring follow-up of the JSC’s decisions, particularly ensuring submission of appropriately signed and complete documentation on approved projects to the UNDP MDTF Office

· Maintaining a database on implementing partners

· In consultation with partners, developing project selection criteria to be adopted by the JSC

· Reviewing and analyzing concept notes and project proposals, including ensuring all technical review, and submitting recommendations to the JSC

· Supporting inter-project coordination and providing guidance to UN Recipient Organisations on common methodology for Project / project costing, monitoring and evaluation and related issues 
· Organising specific project impact monitoring and evaluation training and review (including independent impact evaluations)
· Tracking the implementation of projects and making recommendations for improvements, if deemed necessary

· Identifying problems that may arise in relation to project delivery and management and advising the JSC on appropriate action, with follow up and reporting back on progress or lack thereof
· Reviewing reports and status updates

· Acting as a local repository of knowledge regarding the rules and regulations of the PBF and related management arrangements
· As directed by the JSC Co-Chairs, supporting information sharing (including bulletins), awareness raising and training as required
· Ensuring linkages of PBF Liberia to national processes, in particular the Poverty Reduction Strategy (PRS) and the related supportive efforts of the UN and partners
· Promoting PBF awareness especially amongst Government and civil society and international partners
· Documenting issues and periodically sharing ‘lessons learnt’ with the JSC and PBSO
· Any other related tasks as directed by the JSC Co-Chairs 
Technical Verification Process
The Head of the PBF Liberia Secretariat will draw upon, as required, technical advice from a group of experts known as the Technical Advisory Panel (TAP) who have: 

· Specific technical expertise in the area of the proposed project 

· Demonstrated strategic understanding of peacebuilding and conflict-sensitive development 

· Proven experience in project appraisal, monitoring and evaluation 

Participants that meet the above criteria may include, but are not limited to the following:
· Technical Staff from Government: Ministries of Internal Affairs (MIA), Public Works (MPW), Labour (MoL), Gender and Development (MoGD), Agriculture (MoA), LRDC, LISGIS;  UNMIL: O/DSRSG (Recovery and Governance and Rule of Law), Political, Policy and Planning Section (PPPS), Civil Affairs (CA), Reintegration and Rehabilitation and Recovery (RRR), Human Rights Protection Section (HRPS) 
· Specialised UN agencies, funds and Project (UNCT), Donor representatives
· Civil Society Representatives and International NGOs
· Liberia Business representatives.
Each proposal submitted will be reviewed by the PBF Secretariat and a TAP, each of which may have a different composition based on the content of the proposal and the availability of experts. Membership of each TAP will be determined by the PBF Secretariat in consultation with Co-Chairs.  Potential conflict of interest should be declared to the Secretariat - however, their input may still be sought on technical grounds.  The PBF Liberia Secretariat will ensure that proceedings of the technical review process and recommendations are concisely but fully recorded with the submission form to the JSC. 
6. Public Disclosure 

The JSC shall commit to public disclosure with appropriate newsletters and press releases. Upon agreement with the Executive Coordinator of the MDTF Office (New York), related information shall also be posted on the UNPBF website www.unpbf.org. Such reports and documents may include records of decisions, summary sheets of both approved and pipeline projects, fund level and financial and progress reports and summaries of internal and external project evaluations. The JSC and the Executive Coordinator shall take all reasonable steps to ensure the accuracy and appropriateness of material to be posted.  
Date:    23 April 2008         Place:   Monrovia (Liberia) 

RULES OF PROCEDURE
Part One: General Overview and Criteria

1.   Review of Strategy

The JSC shall periodically review the Liberia PBF Priority Plan, and associated objectives and guidelines, in response to evolving security, political and socio-economic issues in Liberia and the JSC’s ongoing consultation with PBF stakeholders.

2.   Objectives of the project 
· Support strategic, catalytic initiatives for high positive impact on immediate peacebuilding needs in Liberia in project areas consistent with the PBF Priority Plan
· Promote innovative projects that feature an inclusive partnership involving UN agencies, government institutions, civil society partners, communities and other stakeholders
· Influence positively all relevant national policy and project processes bringing focus on conflict factors and peacebuilding needs throughout 
· Enhance capacity building and local ownership in all projects
3.   Eligibility Criteria and Conditions for Participation

Only eligible UN agencies - determined as Recipient UN Organizations, having signed global agreements with the MDTF on the use of the PBF - may seek direct financial support through the PBF.  They must work jointly with other members of the UN Country Team, UNMIL and a range of partners who can contribute and add value to projects, and who have a relevant, successful track record. Other than UN entities, partner organizations are principally government, non-governmental organizations and civil society.  Full participation of all is highly desirable. 

To seek financial support from the PBF, Recipient UN Organizations must submit concept notes and full project proposals as called for by the JSC and in accordance with guidelines detailed in ‘Part Two: Proposal Submission and Selection’ and Annexes 1, 2 and 3. 
Members of the TAP assessing both concept notes and full project proposals, and staff of the PBF Secretariat, should not have a professional interest in the projects or organizations being considered.  Any potential conflict of interests should be disclosed to the Co-Chairs of the JSC. 

4.   Strategic Allocation of Resources

The JSC shall periodically determine and update resource requirements to carry out the Liberia PBF Priority Plan on the basis of a ‘Funding Framework’ that would be prepared by the Executive Coordinator of the MDTF Office.  
5.   Financial Management and other Fiduciary Requirements

· Once fully approved, the project will have a maximum duration of 18 months.

· Funds are to be used exclusively to cover expenditures in the approved project in accordance with the project agreement.

· Administrative costs for project management may not exceed 9% of the total amount approved. These costs must be anticipated and designated as ‘Agency Management Support’ in the budget submitted with the project proposal. 
Part Two: Proposal Submission and Selection

6.   Concept Note Submission and Recommendation Process

A Concept Note is a synopsis of a project which provides the JSC with an opportunity to consider the outline of a problem statement and potential solution within the context of the PBF Liberia Priority Plan.

The process of formulating Concept Notes should also permit existing or potential partners of UN agencies to explore together and document approaches and partnerships in response to peacebuilding needs in Liberia.

The JSC will consider Concept Notes against objectives and defined criteria.  If a Concept Note is considered to be of merit it may receive a favorable response from the JSC and lead to a formal project proposal.
7.   The Key Steps in Proposal Review Process

Step 1: Call for Concept Notes 
A call for Concept Notes will be made by the JSC, conforming to the format attached (Annex 1).    Concept Notes and covering letters must strictly observe the relevant deadlines and provisions contained in the call for Concept Notes. They must be submitted by a Recipient UN Organization to the JSC, through the PBF Secretariat for review.

The Concept Note should be primarily limited to the information requested and should be no longer than 5 pages (excluding cover page) and submitted in English. Applicants should submit one original signed hard copy of the Concept Note and two duplicate copies, together with an electronic version. 

Step 2: Receipt and screening of concept notes 

Each Concept Note received by the PBF Secretariat will be subjected to internal review to (i) verify compliance with both the call for concept Notes and the guideline document and (ii) a technical pre-assessment.  All eligible Concept Notes will be forwarded to a TAP for assessment of their merit. 

Concept Note Evaluation Criteria

The TAP will assess the Concept Notes, including consideration of the following points, to determine the project’s strategic approach and potential effectiveness. 

· Relevance and Partnership: The proposed concept should address a significant peacebuilding challenge in line with the PBF Priority Plan, and noted conflict factors, demonstrating the potential impact on peacebuilding and national reconciliation in Liberia. It should also demonstrate how each partner’s contribution is crucial for achieving overall project impact - describing how the partnership reflects the principles of joint decision-making, collaboration, capacity building and knowledge sharing. Consideration will also be given to the on-the-ground capacity of the UN recipient and partners and their potential to add value.
· Innovation: The proposed project should demonstrate the extent to which it varies from current approaches or offers new solutions to existing challenges (perhaps drawing on experience partners could bring in from similar efforts outside of Liberia). 

· Sustainability and Replicability:  The proposed project should demonstrate how it will continue to yield benefits beyond the period of the funding and the extent to which it can be sustained by national mechanisms.  If the project is proposed as a pilot - the potential replicate and scale up efforts must be articulated. 
· Approach: The proposed project should present a realistic implementation time frame, with envisaged tangible deliverables, outcomes and a description of the impact pathway.

· Coherence with the Poverty Reduction Strategy: each project should indicate where it addresses part of and relates to the national PRS and / or other national policy documents.
· Budget / Cost Effectiveness: The costs should appear reasonable for the activities and outreach proposed, taking into consideration the scale of the problem addressed.
· Impact and Outcomes: each project should identify the anticipated impact and outcomes for the project and the indicators by which these will be measured. Where relevant, projects should outline an impact evaluation design, consisting of: (1) measurable outcomes; (2) potential for pre- and post-project data collection; and (3) potential control groups for comparison purposes (including method of selection).  See Annex 1 for further details.
Step 3: Recommendation by the Secretariat to the JSC

Based on the outcome of the first two steps, the Secretariat will prepare a recommendation for the JSC.

Step 4: JSC review
The PBF Liberia Secretariat shall distribute to members of the JSC at least one week prior to the date of the scheduled meeting, the agenda, concept notes and any supporting documentation for consideration. 

The JSC shall review concept notes and maintain a pipeline of potential projects, noting priorities and status of funds remaining under each priority area.
If the JSC approves a concept note, a call to the Recipient UN Organizations for a full project proposal may be made (see Annex 2 for format). The JSC may elect to require an independent impact evaluation of a proposed project and assign a consultant to work with the Recipient UN Organization and partners to design the full project proposal.
Alternatively, approved concept notes may be deferred for later consideration, if funding is not immediately available or it is not meeting immediate priorities.

The PBF Liberia Secretariat shall, at the direction of the Co-Chairs, inform all Recipient UN Organizations of the JSC’s decision and outline any next steps - passing on comments from the JSC and TAP where appropriate and, if relevant, detailing required further action.
Step 5: Project submission and approval process

Projects will be submitted (only) by Recipient UN Organizations using the attached Project Submission Form (Annex 3).
Project documents shall be jointly developed by the Recipient UN Organization with partnering national organisations and jointly presented and discussed at the JSC meeting.    

The PBF Liberia Secretariat will ensure the technical review of projects with the TAP - compiling the analysis and assessment of quality of proposals (using criteria indicated in step 2. and Annexes).  

The PBF Liberia Secretariat shall distribute to members of the JSC at least three days prior to the date of the scheduled meeting the agenda, submission forms and project proposals, and any supporting documents. 

The JSC shall review project proposals, along with the recommendations of the PBF Secretariat and TAP, and take decisions to:

a) Approve for funding and implementation,

b) Return with comments for further consideration,
c) Defer for possible later consideration,
d) Reject (with brief comments).
The PBF Liberia Secretariat shall, at the direction of the Co-Chairs, inform all Recipient UN Organizations of the JSC’s decision and outline any next steps - passing on comments from the JSC and TAP where appropriate and, if relevant, detailing required further action.
Part Three: Contracting and Reporting

8.   Project / Project Implementation
Based on the approval of the JSC, and the signing of the Project Documents by the duly authorized parties, the Executive Coordinator, MDTF Office, shall transfer approved funds for project implementation to the particular UN Recipient Organisation(s), after ensuring consistency with the applicable provisions of the Letter of Agreement (LOA) entered between donors and UNDP, as the Administrative Agent of the UN Recipient Organisations. Copy of the fund transfer advice shall be provided to the DSRSG, the Minister of Internal Affairs and heads of the concerned UN Recipient Organisation in Liberia. 

9.  Reporting
In line with the Memorandum of Understanding (MOU) between the Administrative Agent and Recipient UN Organisation(s), the latter shall submit, on annual basis, financial and progress reports to the Executive Coordinator of the MDTF Office.

Subsequently, in accordance with the LOA agreed upon by Donors and the Administrative Agent, the Executive Coordinator shall in turn submit consolidated Fund level reporting to all Fund Donors, after receiving approval of the consolidated report by the Liberia JSC and the Head of the PBSO. Standard UNDG financial and progress reporting formats, modified as, appropriate, shall be utilised as indicated in Annex 4).

As required by the Co-Chairs of the Liberia JSC, the Executive Coordinator of the MDTF shall keep the JSC abreast of the consolidated progress report. 

10.  Evaluation 
Subsequent JSC approval of future allocation to Priority Areas and approval of projects submitted by implementing Organisations shall be based on performance and delivery of results, as determined by the JSC.

Appendix A: 

LIBERIA PEACEBUILDING FUND

RAPID APPROVAL TRACK

Guidance Note and Approval Process

1. Project submissions shall qualify for the Liberia PBF Rapid Approval Track if they meet the following criteria:

i. The project must address an urgent need that can not await a regular Liberia PBF Joint Steering Committee (JSC) meeting.

ii. The project must be in line with the Liberia PBF Priority Plan (or a newly arising matter or significance to peace and security and of immediate concern to the JSC)
iii. The total budget of such submissions should not exceed US$ 50,000.

2. The Liberia PBF Rapid Approval Track process is described as follows:

i. The UN Recipient Organisation shall forward to the JSC, through the PBF Liberia Secretariat, the Submission Form and a Project Document, duly signed by the UN Recipient Organisation (Annexes 2 and 3).

ii. The PBF Secretariat shall review the submission and shall communicate with the UN Recipient Organisation its initial comments regarding the overall quality of the submission and its compatibility with the standard format.

iii. If satisfied in terms of quality and compatibility of the submission and the justification for using the Liberia PBF Rapid Approval Track, the PBF Secretariat shall seek approval of the Co-Chairs of the JSC to use the Liberia PBF Rapid Approval Track process for approval of the proposal.

iv. Upon approval by the Co-Chairs of the use of the Liberia PBF Rapid Approval Track, the PBF Secretariat shall electronically distribute the Project Document and the Budget to all members of the JSC requesting comments and endorsement of the submission within two (2) working days from the day of distribution of the documents.

v. The PBF Secretariat shall receive and compile the responses and will communicate with the UN Recipient Organisation on comments of substantive nature for amendments to the document as necessary and make a written submission to the JSC Co-Chairs summarizing the comments received with its recommendations. No response by JSC members shall be considered as approval of the proposal.

vi. The JSC Co-Chairs will sign the approved project document which will also be signed by the authorized representative of the relevant Recipient UN Organization. Upon signature, the PBF Secretariat will electronically forward the signed documents to the Executive Coordinator, UNDP MDTF Office, for the release of funds, in accordance with the MOU between the UN and UNDP MDTF Office, the LOA with Donors and the MOU between Recipient UN Organizations and the UNDP MDTF Office.

vii. The JSC Co-Chairs shall inform the following JSC meeting of their approval of any projects approved through the Liberia PBF Rapid Approval Track.

viii. The time frame for the approval process is a minimum of three (3) working days and a maximum of five (5) working days.

3. The approved project shall be subject to the same rules, regulations and procedures covering projects approved by the Liberia PBF Joint Steering Committee. 

TERMS OF REFERENCE AND RULES OF PROCEDURE

FOR THE LIBERIA PEACEBUILDING FUND (PBF)

JOINT STEERING COMMITTEE

ANNEXES

Annex 1: 
Liberia PBF Project Concept Note Form 

Annex 2: 
Preparation of a Full Project/Project
Annex 3: 
Full submission form (inc. Secretariat and TAP Review Forms) 
Annex 4: 
Liberia PBF Project Reporting Forms 

ANNEX I
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LIBERIA PEACEBUILDING FUND

Project Concept Note Form *

I. Contact Information

	Name of UN Recipient Organisation:
	Address: 

	Partner(s):

	Contact details for project: (state name, address, telephone and email)
Signature: (Signature of the organisation’s authorised representative)


II. Concept Note Details (max 5 pages total)

	Project Title: 

	Area of Intervention: Reference to Priority Plan Project Area 1, 2 or 3.
	Geographical  Location

	Project Duration
	Requested from PBF: USD

Contribution by UN recipient: USD

Contribution by Govt: USD 

Contribution from Others: USD __________________________

Total Project Budget:  USD

	Problem Statement: 

	Project Description: 

	National Capacity Building and Ownership: 

	Peacebuilding Impact:  

	Monitoring and Evaluation: 

	Implementation Arrangements: 

	Expected Outputs: 


*Submission of a concept note and subsequent proposal constitutes agreement by the UN Recipient Organisation and its partner organizations to work with independent evaluators assigned by the JSC to design rigorous M&E activities, to develop measures ex-ante, to collect data and to develop a research design that seeks to assess impact by monitoring and surveying a relevant comparison group(s). Project design may be modified to enable impact evaluation.

Guidelines for Preparing and Submitting Concept Notes
This section sets out the instructions for presenting a Concept Note to the PBF for Liberia.

Concept Notes must fulfill the requirements set out in these Pilot Guidelines and applicants should use the Concept Note Template provided in Annex 1, which is designed to facilitate the applicant’s Concept Note preparation, expedite the Secretariat’s review, and ensure Concept Note preparation is in line with the potential request to prepare and submit a proposal.

The Concept Note should be primarily limited to the information requested and should be no longer than 5 pages, excluding the administrative cover page. All Concept Notes must be submitted in English. Applicants should submit one original signed hard copy of the proposal and two duplicate copies, together with an electronic version. 

Project Questions
Problem Statement: Give a brief description of the problem you will try to address and why it is significant. Include who it affects and state the implications for localised and national level peace.
Project Description: A summary of the project outcomes and impact and describe how it relates to the Liberia PBF Priority Plan and the Poverty Reduction Strategy (PRS).  Were any alternative approaches considered to the ones proposed?  If so why were they rejected?  What lessons have been learnt from previous experience in this area or type of project?
National Capacity Building and Ownership: Explain how the intervention will support national capacity building and ownership - and how this ‘capacity shift’ will be measured. 

Peacebuilding Impact: Describe the end result - and the impact on local (and possibly national) level peace. Describe the mechanism for long-term sustainability or the ‘exit strategy’ after the project is completed to ensure the future sustainability of impacts of the initiative. Also describe the possibilities for replication and or expansion of project outcomes.
Monitoring and Evaluation: Indicators and performance benchmarks and sources of verification. These must directly address the manifestation of the problem. For Projects that wish to be considered for rigorous impact evaluation in partnership with independent evaluators, a brief description of potential evaluation designs should be provided. Evaluation designs consist of three main elements:
(1) Key measurable outcomes. Projects should specify the unit of analysis for each outcome: the individual, the household, or community, or the region. Note that difficult-to-measure outcomes may be highlighted for further attention by the independent evaluators;
(2) Pre- and post-project data collection methods, including community surveys, beneficiary surveys, and administrative data;

(3) Potential control groups. Does the number of eligible beneficiaries exceed the number that can be served by the project? Will the project be rolled out in waves over time? Are there multiple project approaches or designs for achieving the outcomes of interest? Each of these instances provide a natural comparison group for beneficiaries—including non-beneficiaries as well as future beneficiaries. The potential to observe and track such comparison groups should be discussed briefly. Appropriate methods of selection—including random assignment—should also be highlighted.
Implementation Arrangements: Describe responsibilities of implementing entities. The proposed project should demonstrate how each partner’s contribution is critical for achieving the overall impact and describe how the partnership reflects the principles of joint decision-making, inclusiveness, mutual learning and knowledge sharing.
Expected Outputs: Indicative list of the goods and services the project is expected to deliver. Provide numbers where indicated (e.g. 5,000 people trained).
Annex 2     
Preparation of a Full Project 
This annex contains relevant guidance for the preparation of a full project proposal*, including (see maximum page limits in brackets): 

2.1. Cover sheet, first page of the Project Document 1 pg.
2.2. Logical Framework 1 pg.
2.3. Project Document (Narrative) 14pg. max
2.4. Project Budget 1 pg.
2.5. Detailed Work Plan  2pg.
2.6. Project Summary (for posting on the web)
*Submission of a concept note and subsequent proposal constitutes agreement by the UN Recipient Organisation and its partner organizations to work with independent evaluators assigned by the JSC to design rigorous M&E activities, to develop measures ex-ante, to collect data and to develop a research design that seeks to assess impact by monitoring and surveying a relevant comparison group(s). Project design may be modified to enable impact evaluation.

ANNEX 2.1
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LIBERIA PEACEBUILIDNG FUND                                                                    

PROJECT DOCUMENT COVER SHEET
	Recipient  UN Organisation:


	Liberia PBF Priority Area:

	Project Manager: 

Name:

Address:

Telephone:

E-mail:
	Implementing Partner(s): 
Name:

Address:

Telephone:

E-mail:

	Project Number:


	Project Duration:

	Project Title:


	Project Location:

	Project Description:

Sentence identifying issue/problem tackled and people affected


	Total Project Cost:

PBF:

Government Input:

Other:

Total:

	
	Project Duration:

	Peacebuilding Impact and key outcomes:

	Outputs and Key Activities:

Paragraph outlining essential details of the project

Technical Advisory Panel PRIVATE 
Review Date:  _______________________ 

PBF Secretariat Review Date________________________

Joint Steering Committee Approval Date:  _____________________



	On behalf of:
	               Signature
	
	             Date
	
	                 Name/Title

	
	
	
	
	
	

	Recipient UN Organization
	
	
	
	
	

	Co-Chair PBF SC
	
	
	
	
	  Ambulai Johnson, Minister                      

	Co-Chair PBF SC
	
	
	
	
	  Jordan Ryan, DSRSG (RG)                     


ANNEX 2.1

THE LOGICAL FRAMEWORK
	PRIVATE 
Results
	Measurable indicators
	Means of verification
	Important assumptions

	PEACEBUILDING IMPACT
Wider problem the Projectwill help to resolve
	Quantitative ways of measuring or qualitative ways of judging timed achievement of impact
	Cost-effective methods and sources to quantify or assess indicators
	External factors necessary to sustain impact in the long run

	OUTCOMES:
The intended changes or benefits resulting from the project. 


	Quantitative ways of measuring or qualitative ways of judging timed achievement of outcome


	Cost-effective methods and sources to quantify or assess indicators

	(Outcome to Peacebuilding Impact)
External conditions necessary if achieved project outcome is to contribute to reaching project impact

	OUTPUTS:
The specific products, services, or changes in processes resulting from the project. 
	Quantitative ways of measuring or qualitative ways of judging timed production of outputs



	Cost-effective methods and sources to quantify or assess indicators
	(Outputs to outcome)
Factors out of project  control which, if present, could restrict progress from outputs to achieving project  outcomes

	ACTIVITIES:
Tasks to be done to produce the outputs
	INPUTS:
This is a summary of the project  budget (sub-budgets and total as in Annex 2.4)
	Financial report
	(Activity to output)
Factors out of project  control which, if present, could restrict progress from activities to achieving outputs


ANNEX 2.3

	Full Project Document - Outline (max. 14 pages)

	1. Background and problem statement 
Provide brief and concise information on the background of the project. Give a brief description of the problem you will try to address and why it is significant. Include who it affects and state the implications for localised and national level peace. Who are the main beneficiaries, and how will they benefit? Are there other stakeholders who may gain or lose as a result of the Project/project? 

If an extension of an existing project is requested, provide information on original project, such as number, Project amount, date of approval.   

2. Project Rationale and expected results 

Detail how the project addresses priorities identified in the Priority Plan, including how it will contribute to the PRS and capacity development of national institutions. 
Describe the intended results chain from project outputs through outcomes to the ultimate peacebuilding impacts that are expected to result from the project. Please describe the causal linkages between Input -> Output -> Outcome -> Peacebuilding Impact, as well as any risks and assumptions.

3. Partnerships and Management Arrangement 
Describe the relevance of project partnership in each step of the results chain described above. Refer to partnerships with government, UN entities, civil society organizations (CSOs) and other partners. Specify how the project will allow measuring its contribution to strengthening national capacities. 
Describe project implementation and supervision arrangements; indicate in-country and region based capacity of organisation including length of presence and staff, as well as track record and expertise of any implementing partners.

Give a brief description of project implementation and monitoring arrangements to ensure the cost-effective and efficient attainment of the outputs identified in the logical framework, including:

· Specific delivery mechanism chosen reflecting security conditions and in particular detailing 

· Proposed use of international staff in Liberia both from private contractors and NGOs;

For Joint Projects, describe fund management option. 
Describe legal basis of the relationship. 

4. Monitoring & Evaluation

Systems for project monitoring (including financial tracking and accounting audit), quality control (including lesson learning), and impact assessment; methods for data collection and monitoring. What are the indicators that will be used to measure the impact of the project? Will a baseline study be conducted, and what partners are being considered for M&E activities?
Projects should indicate interest in rigorous project evaluation. Interested project teams should also work with the evaluation consultants to describe (1) a proposed approach for pre- and post-project data collection; (2) potential control groups for comparison purposes (including method of selection); and (3) cost-sharing of monitoring and evaluation expenses with the independent evaluators.
5. Sustainability of the project

Describe the mechanism for long-term sustainability (or the exit strategy) after the project is completed, to ensure future sustainability of impacts of the initiative. Also describe the possibilities for replication or expansion of the project.  
6. Project Implementation with timeline 
Describe (i) the methodology and (ii) list the key proposed project activities (including roles of partners), and planned outputs/milestones, including the timeline for delivering these outputs.  
7. Project/Budget (Annex 2.4) 

8. Detailed workplan (Annex  2.5) 

 


ANNEX 2.4
THE PROJECT BUDGET

The budget would utilise the Standard Format* agreed by UNDG Financial Policies Working Group with necessary modifications to suit the expected PBF project activities. 

Budgets could be presented in the following Atlas (UNDP financial system) compatible format;

	CATEGORY
	ITEM
	UNIT COST
	NUMBER

OF

UNITS
	TOTAL COST

	1. Personnel 

Including staff and consultants
	
	
	
	

	2. Contracts 

Including companies, professional services, grants 
	
	
	
	

	 3. Training 
	
	
	
	

	4. Transport 
	
	
	
	

	5. Supplies and commodities 
	
	
	
	

	6. Equipment
	
	
	
	

	7. Travel 
	
	
	
	

	8. Miscellaneous 
	
	
	
	

	Sub-total
	
	
	
	

	9. Agency Management Support**  
	 
	 
	 
	 

	TOTAL
	
	
	
	


* The Standard Financial Report that has been reviewed with the UNDG Financial Policies Working Group.  

** The rate shall be within the range of 5% to 9%, with overall expected average of 7% of the total of categories 1-8., as agreed to by Recipient UN Organizations in MOU signed with the PBF’s Administrative Agent, the UNDP MDTF Office 

ANNEX 2.5

Detailed Work Plan for 18 Months 2008-2009

	Outcome/Output
	Activities
	Inputs
	Budget
	Delivery Date

	
	
	
	
	

	
	Grand Total
	
	


	Dates
	6 Month Benchmarks
	Indicators of Progress

	First 6 Months
	
	

	Second 6 Months
	
	

	Third 6 months
	
	



ANNEX 2.6

Liberia Peacebuilding Fund

Project Summary

	Recipient UN Organization:  
	
	PBF Priority Area: 
	

	Implementing Partner(s): 
	

	Project Number: 
	PBF/

	Project Title:
	

	Total Approved Project Budget:
	

	Location:
	

	JSC Approval Date: 
	

	Project Duration:
	
	Starting Date:
	
	Completion Date:     
	

	Project Description:
	


	Peacebuilding Impact:
	

	Outcome(s):
	


	Outputs and Key Activities:
	

	Indicator and Benchmarks:
	

	Procurement:
	


ANNEX 3
Submission Form

To

Joint Steering Committee 

	Part A. Meeting Information

To be completed by the PBF Secretariat

	SC Meeting No:
	

	Item No:
	

	Date of Meeting:
	


	Part B: Project Summary 

To be completed by the Recipient UN Organization

	From: 

Head of Recipient UN Organization

	Date of Submission:

 

	Contact: 

Telephone number, email
	

	Proposed Project, if approved, would result in:

 FORMCHECKBOX 

New Project / Joint Project
 FORMCHECKBOX 

Continuation of previous funding

 FORMCHECKBOX 

Other (explain)
	Proposed Project resulted from:

 FORMCHECKBOX 

National Authorities initiative within Liberia PBF Terms of Reference

 FORMCHECKBOX 

UN Agency initiative within    
            

              Liberia PBF Terms of Reference

 FORMCHECKBOX 

 Other (explain)

	Recipient UN Organization:

	Implementing Partner(s):

	Theme/Cluster/Priority Area:

	Project
 Title:

	Total Project Budget:

	Amount requested:

	Amount and percentage of indirect costs requested:

	Projected Annual Disbursements: 
	2008

$
	2009

$
	

	Projected Annual Commitments:
	2008

$
	2009

$
	


	Narrative summary of Project
Not to exceed 500 words

	1. Background

[Provide brief and concise information on the background of the project. Indicate how originated, refer to request endorsement or approval by relevant (Name of Country) authorities etc. If extension of existing project, provide information on original project, such as number, project amount, date of approval.]

2. Purpose of Proposed Project
[Detail key outcomes, outputs, from project cover sheet and attach detailed project document following format laid out in Annex 2.3]



	Part C: Technical Review

(To be completed by the PBF Secretariat on behalf of the Technical Advisory Panel)

	Composition of Technical Advisory Panel:

Provide names, titles and organizational affiliation of Panel members



	Technical Advisory Panel Review Date:

Provide date(s) of review



	3. Evaluation of Proposal by the Technical Advisory Panel
Provide concise summary evaluation of proposal against:

	
	i) General principles and selection criteria
	

	(a)
	Is the Project explicitly based on Liberia PBF Priority Plan?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(b)
	Does the project build capacity within national institutions?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(c)
	Does the project promote and ensure national and local ownership?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(d)
	Does the organization have the appropriate system to deliver expected results (also looking at earlier performance and project delivery)?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(e)
	Does the project avoid duplication of and significant overlap with the activities of other actors?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(f)
	Does the project use strategic entry points that respond to immediate needs and yet facilitate longer-term improvements?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(g)
	Does the project build on existing resources, capacities, strengths and experience?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(h)
	Can the Project be completed within 18 months? 
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	
	ii) Relevance to peacebuilding criteria
	

	(a)
	Are peacebuilding and reconciliation aspects adequately addressed by the proposal?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(b)
	Are related gender dimensions taken into account and adequately addressed by the proposal?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(c)
	Are the theory of change and strategy for the project appropriate for, and relevant to the particular conflict situation?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	
	iii) Project design criteria
	

	(a)
	Are the activities appropriate, practical, and consistent with the expected results?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(b)
	Are risks taken into account and is this analysis reflected in the structure and design of the logframe?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(c)
	Has the role of partners been identified and is their level of involvement and participation in the project satisfactory?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(d)
	Does the proposal include realistic provisions for monitoring and are the indicators at impact, outcome and output level adequate?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	
	iv)  Impact and Sustainability
	

	(a)
	Is the project likely to have a tangible/measurable impact on its target groups, especially in terms of building peace and reconciliation?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(b)
	Is the project likely to have multiplier effects, including scope for replication and/or extension?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(c)
	Does the proposal have mechanisms to ensure that it is sustained beyond the end date?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(d)
	Does the proposal have the mechanisms to be fully integrated and mainstreamed into new Projects and projects?
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	· Overall Technical Advisory Panel review of project submission 

[Recommendations]


	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 



	Part D: Administrative Review

To be completed by the Liberia PBF Secretariat  

	4. Review by PBF Secretariat

Date of review:



	Check on Project Proposal Format Contents

· Cover sheet (first page)



Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

· Logical Framework




Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

· Project Justification




Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

· Project Management Arrangements


Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

· Risks and Assumptions



Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

· Budget





Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

· Progress Report (for supplementary funding only)
Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

· Support Cost




Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 



	
Provide concise summary assessment against:

· 18 Months Implementation  

Elaborate

· Agency indirect support cost

Elaborate

· General evaluation criteria

Elaborate



	
	Part E General criteria for prioritising Projects/projects
	

	(a)
	Must be in line with Liberia PBF Priority Plan 
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(b)
	Recipient Organisation is unable to meet high or urgent priority needs with existing level of funding
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(c)
	Addresses high priority activities that have significant impact, and by nature must address seasonal or timing imperatives and considerations.
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	(d)
	Supports activities that are likely to improve the overall peacebuilding situation at national and local levels.
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 



	5. Recommendation of the PBF Secretariat

Elaborate




	Part F: Decision of Steering Committee

(To be completed by the Steering Committee) 

	5. Decision of the Liberia PBF Joint Steering Committee

 FORMCHECKBOX 

Approved for a total budget of $_________

 FORMCHECKBOX 

Approved with modification/condition

 FORMCHECKBOX 

Deferred/returned with comments for further consideration

 FORMCHECKBOX 

Rejected



	Comments/Justification



	Ambulai Johnson

Minister of Internal Affairs

Co-Chair, PBF Joint Steering Committee

________________________________

Signature

Date 


	Jordan Ryan

Deputy Special Representative of 

the Secretary-General (R&G)
Co-Chair, PBF Joint Steering Committee

________________________________

Signature

Date 




	Part G: Administrative Agent Review

To be completed by the Administrative Agent 

	7. Action taken by the Administrative Agent: MDTF Office, UNDP 

 FORMCHECKBOX 
 
Project consistent with provisions of the Liberia PBF Memorandum of Understanding and Standard Administrative Arrangements with donors.


	Bisrat Aklilu, 

Executive Coordinator, MDTF Office, UNDP 



________________________________


________________________________

Signature





Date



ANNEX 4
Reporting Forms
Annex 4.1: Quarterly Status Report (for posting on web) 
Additional forms (to be provided by the Administrative Agent to Recipient UN Organizations)
· Project Narrative Progress Report 

· Project Final Narrative Report

· Standard financial statements and reports 
ANNEX 4.1

Liberia Peacebuilding Fund 

QUARTERLY STATUS REPORT AS OF (date)

	Recipient UN Organization:  
	
	PBF Priority Area: 
	

	Implementing Partner(s): 
	

	Project Number: 
	PBF/

	Project Title:
	

	Total Approved Project Budget 
	

	Funds Committed: 
	
	Percentage of Approved:
	

	Funds Disbursed:
	
	Percentage of Approved:
	

	SC Approval Date:
	

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


	Outputs:
	Progress:
	Percentage of planned:

	
	
	

	
	
	

	
	
	


	Qualitative achievements against expected results:

	





























� Any revision/modification of the Priority Plan will require consultation and approval from PBSO / NY.


� Any revision/modification of the Priority Plan will require consultation and approval from the PBSO / NY.


� The term “Projectme” is used for projects, Projectmes and joint Projectmes.
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