The Simplified Project Document Format
(Extract from UNDP Circular UNDP/PROG/01/02 dated 16 November 2001)

The minimum corporate standards for a simplified project document are set out below. This simplified document enables operational units, especially country offices and their national counterparts, to devote more time to the substance of development cooperation, and less time in completing the documentary formalities.

The minimum requirements set out below must not be seen as calling for less effort in programme and project design and management. Participatory processes are a precondition for the long-term effectiveness and sustainability of UNDP interventions. 

Key features of the new format

The key features of the format are:

a. The project outcome is determined as part of the country programming process. The planned outcomes in the country programme and in the Strategic Results Framework (SRF) will be identical. This means that in future the duration of the SRF and CCF must be identical.

b. Terminology in the new format, is now fully compatible with the Strategic Results Framework.
c. All inputs, activities and outputs can be traced to a corresponding outcome, facilitating budgeting by output and outcome. While country offices may, at present, use the new Input-Output Budget on an optional basis by producing it manually, the new FIM/RBMS software to be released in 2002 will do this automatically. The standard project budget format produced through FIM is, of course, mandatory.  

d. With the above measures, the essential elements of the Programme Support Document and the project document are combined in a single format. 

e. With hypertext links to the country programme and SRF, the need for descriptive information in the project document is reduced.

f. The current cover page data and signature blocks will appear at the end of the document. The new cover page will be a genuine cover only.

Implementation
The new procedures take effect immediately. In particular they will apply to all projects funded from Thematic Trust Funds. They may be used with any project document that is approved from now on, and all projects approved from January 2002 onwards should follow the new format, including global and regional projects. Some of the automated features of the new system, especially the interface with RBMS and FIM, will be introduced as soon as the needed systems are developed. 

The new minimum corporate standards will be reflected in appropriate revisions to chapters 4 and 5 of the Programming Manual.

The new project document format

1.
The minimum corporate standards

The minimum essential elements of the project document are:

Cover page

The cover page itself will be a genuine cover only.  A sample is attached.  The cover page data and signature blocks will appear at the end of the document. The only sectoral or thematic classification system that the user needs to complete is the strategic areas of support (SAS). The ACC classification system will continue to be used until the FIM has been adjusted to incorporate the SAS in place of the current systems.  

The SRF outcome typology will replace the "type of intervention" currently in FIM.

Part Ia.  Situation Analysis – minimum one paragraph, suggested maximum one page

State the problem to be addressed and provide a reference (and hypertext links) to the relevant outcome in the country programme.  Explain the national institutional and legal framework and the intended beneficiaries.  Provide a reference (and hypertext links) to the findings of relevant reviews or evaluations.  

Part Ib. Strategy – minimum one paragraph, suggested maximum one page

Outline the national strategy including the national commitment to achieving the outcome.  Explain in particular how UNDP will support policy development and strengthen national capacities and partnerships to ensure that there are lasting results.

Part II.  Results Framework – minimum one page, using attached format

Describe concisely the desired outcome, outcome indicator and outputs, to be produced through UNDP-supported efforts, and related activities and inputs.  Include annual output targets where necessary to clarify the scope and timing of the outputs.

Please refer to the UNDP Results Framework Technical Note (http://intra.undp.org/osg/results) for an explanation of the terms and concepts.

Part III. Management Arrangements - minimum one paragraph, suggested maximum two pages

Explain the roles and responsibilities for carrying out the project (execution arrangements), and include annexes as needed. Describe briefly how the key corporate principles for monitoring, measurement and evaluation will be applied for the project or outcome.  

Explain how the parties intend to draw, codify and share lessons from the project.

(Guidelines will be issued in 2002 on this topic.)

Part IV. Legal Context

Standard text.

Budget

As per FIM, until integrated RBMS-FIM system is in place.  

2.
Additional elements of the project document
The elements outlined above constitute the essential minimum requirements in terms of documentation.  They apply to projects that are limited in scope, duration and UNDP budgets such as the Thematic Trust Fund projects.  In other projects, it may be appropriate to spell out or provide a reference or hypertext link to certain key results of the project formulation process.  This may include:

· a description of the process by which the project was developed, mentioning lessons learned from related projects;

· the main findings from a capacity assessment; and how to monitor that capacity;

· an assessment of opportunities and risks;

· social, gender and environment assessments;

· where more than one project is contributing to the achievement of an outcome, an explanation of how the projects will collaborate;

· a statement of actions required before full activities can commence (prior obligations or prerequisites);

· output indicators, where the outputs are not clearly measurable;

· a description of the inputs to be provided by national partners and by UNDP;

· the terms of reference of consultants and contractors and of key bodies such as a steering committee;

· a draft work plan to clarify the timing and responsibility for carrying out activities, and the inputs required;

· a project or outcome monitoring plan.

The local Programme Advisory Committee must advise the Resident Representative on the need to include one or more of these elements.

3. 
Flexibility
In the interest of reducing the burden on programme countries, country offices may modify parts I to III of the project document format where this will permit a common format to be used by UNDP and another UN agency or other donor. 

Regardless of format, the minimum standards of information quality must still be met. The elements of Part II will continue to be captured in the FIM/RBMS.

SAMPLE COVER PAGE

Government of ______________

United Nations Development Programme

Names of additional partners, particularly agencies in the 

United Nations Development Group, as appropriate

Title of Programme or Project

PROJECT RESULTS AND RESOURCES FRAMEWORK*

 Complete the table below for the outcome that the project is designed to address.

	Intended Outcome as stated in the Country Results Framework: 

Assign a number to each outcome in the country programme (1, 2,…..).

	Outcome indicator as stated in the Country Programme Results and Resources Framework, including baseline and target.

	Applicable Strategic Area of Support (from SRF) and TTF Service Line (if applicable):  

	Partnership Strategy

	Project title and number:



	Intended Outputs


	Output Targets for (years)
	Indicative Activities
	Inputs

	Specify each output that is planned to help achieve the outcome; where the output itself is not clearly measurable, include an associated output indicator, and a baseline and target to facilitate monitoring of change over time.

Number the intended outputs:

1.1, 1.2, etc.


	Use this column for the more complex projects where an output takes more than one year to produce.
	State the main activities needed to produce each output or annual output target

Number the activities:

1.1.1, 1.1.2, etc.
	Specify the nature and cost of the UNDP inputs needed to produce each output.


PROJECT RESULTS AND RESOURCES FRAMEWORK - SAMPLE OF AN ANNUAL INPUT-OUTPUT BUDGET 

ANNUAL OUTPUT TARGET 

Year 1 - Potential risk factors and related indicators identified

WORKPLAN FOR YEAR 1

	ACTIVITY

DESCRIPTION
	INPUTS DESCRIPTION
	BUDGET LINE
	BUDGET

	1.1.1 Establish the set of priority areas and indicators by organizing brainstorming sessions, involving Project Team, donors and beneficiaries in order to reflect their interest and views.
	International consultant

Travel costs

Rental
	11.01

31.01

21.01
	5,000

15,000

5,000

	1.1.2 Establish the data collection mechanism
	International consultant

National consultants
	11.01

17.01

17.02
	5,000

5,000

5,000

	Total for output 1.1
	
	
	40,000


