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	DF
	Development Fund

	CLSA
	Country Level Situation Analysis

	CPCN
	Country Programme Concept Note

	FunCom
	Fundraising & Communication

	HO
	Head Office

	INGO
	International Non-Governmental Organisation

	LFA
	Logical Framework Approach

	MEAL
	Monitoring, Evaluation and Learning

	MoU
	Memorandum of Understanding

	NGO
	Non-Governmental Organisation

	NOK
	Norwegian Krone

	OECD-DAC
	Organisation for Economic Co-operation and Development - Development Assistance Committee

	PCM
	Programme Cycle Management

	PESTEL
	Political, Economic, Social, Technical, Environmental and Legal Analysis

	RF
	Results Framework

	SWOT
	Strengths, Weaknesses, Opportunities and Threat Analysis

	ToR
	Terms of Reference 
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[bookmark: _Toc198286504]Introductions
[bookmark: _Toc198286505]Our Development Approach
The Development Fund’s organisational main goal is for small-scale agriculture and pastoralist communities to become resilient and be part of a sustainable food system. This is achieved by improving food security and nutrition, raising and diversifying incomes and empowering social organisations in rural communities. Our diversified approach is increasingly important as climate change, conflict, pandemics, depletion of natural resources, marginalisation and dysfunctional food systems cause increased hunger and extreme poverty.
Our work is built on more than 40 years of experience and knowledge in development work in rural areas within Africa, Asia, Central America and Europe. Our methods have always been adapted to local conditions, knowledge, resources and needs. The involvement of the target group and local implementing partners is one of our important principles for ensuring local ownership and sustainability. 
The organisation has registered remarkable progress through the application of different but interlinked tools, documents, and approaches internally designed and adapted. It became necessary to consolidate and synthesise such tools and documents into a guideline on the management of a programme/project cycle to further enhance the quality and effectiveness of our interventions. 
[bookmark: _Toc198286506]Organisational Structure  	Comment by Knut Lakså: Fint med et organogram
DF has a board with nine members, of which one is a staff representative. The executive director reports to the board. DF has three departments: programme, finance/admin, and fundraising/ communications. The head of these departments report to the executive director. The senior management team comprises the executive director and the head of programme, head of policy, finance/hr and fundraising/communication departments.  In addition to the Oslo office, DF has country offices in Ethiopia, Somaliland, and Malawi. The Malawi office and the Mozambique programme are headed by  a country director based in Lilongwe, while the Ethiopia and Somalia offices are headed by a country director based in Addis Ababa. The country offices have programme coordinators that supervise the programme implementation and follow-up in the respective countries. In addition, the country offices have finance and administrative managers and advisors, MEAL advisors, and programme advisors on DF’s thematic areas. DF has mandates for the Senior Management Group, each Department in Oslo and Country Offices, as well as cross cutting teams.
The programmes in Guatemala and Nepal do not have local offices but are coordinated from Oslo by country coordinators. DF has a local programme staff in Nepal that supports the follow-up and monitoring of projects and local partners in close collaboration with the programme coordinator in Oslo. DF has a MEAL team that includes MEAL staff in Oslo, Ethiopia, Malawi and Somalia, led by the MEAL coordinator in Oslo. DF has also a Finance and Admin Team that included finance staff in Oslo, Ethiopia, Malawi and Somalia, led by the Head of Finance and HR in Oslo. Senior programme staff participate in the Finance and Admin team when relevant.
[bookmark: _Toc198286507]Programme Structure 
DF currently has five country programmes; Ethiopia, Malawi and Mozambique, Somalia, Nepal, and Guatemala[footnoteRef:2]. In the case of Malawi and Mozambique, the programme is structured at a sub-regional level given the proximity of the areas of intervention. Each country programme is comprised of one or more programmes that involve several local partners and may include separate projects with only one local partner. The programmes may focus on several thematic areas or have a very specific thematic area.   [2:  One regional programme include Costa Rica, Honduras and Nicaragua ] 

[image: A map of the world with countries/regions

Description automatically generated]
The programmes and projects are developed with a multi-year perspective. DF strives to have a long-term perspective of 3-5 years for each programme/project; however, this is subject to the donors’ frameworks.  
[bookmark: _Toc198286508]Strategies 
DF has an organisational strategy covering the period from 2020 to 2030. The overall organisational strategy identifies the main thematic priorities for the organisation. Each country programme develops country programme strategies in line with the organisational strategy. DF also has a Partnership policy and a MEAL strategy 2021-2030, as well as policy positions: 1) climate, 2) farmers’ rights to seeds and 3) GMOs. DF’s fundraising strategy includes a section on institutional fundraising. See also Annex 4: Key documents and links. 
[bookmark: _Toc198286509]Purpose of the PCM Guidelines
The Development Fund views Programme Cycle Management (PCM) as an inclusive approach in which project related processes are structurally managed through iterative phases based on relevant and sufficient information leading to resilient small-scale agriculture communities as key players in the sustainable food systems.
The PCM Guidelines have been developed to support a structured decision-making process towards interventions which are relevant, feasible and effective in addressing the real needs of our target group within the context of our organisational strategy. The guideline document is providing tools and framework references during the iterative loops of programming, identification, planning, implementation, monitoring, evaluation and exit phases.
As “One Organisation”, this guide will promote clarity and consistency whilst providing operational flexibility given a dynamic and diverse context for DF’s programmes. As such, the guideline should be used as an important reference and resource in relation to other policies and key documents within DF. As such, this guide is not a “blueprint” simply to be followed but rather require a continuous adaptation of processes, tools, and templates if our programmes are to deliver sustainable benefits for the small-scale agriculture-dependent households and communities.
[bookmark: _Toc198286510]Guiding Principles
Sustainability aspects are applicable throughout the programme cycle.
Incorporation of sustainability aspects (environmental, social, economic, financial & technical) in all phases of our programmes is the prerequisite for sustainable benefits to small- scale farmers and agriculture- dependent communities. 
Inclusive participation of key stakeholders in all phases is the basis for local ownership.
The interests of people experiencing marginalisation and discrimination are a building block for resilient small- scale agriculture communities. Full attention is given on the aspirations of women, youth, persons with disabilities and indigenous people. Good participation ensures maximum use of local assets, knowledge and experience of actors involved, hence an increase in the programme’s effectiveness and efficiency in the programme.
Effective Safeguarding Mechanisms enhance the credibility of our approach.
The credibility of a programme cycle management is dependent on how we safeguard the dignity, rights, safety and privacy of participants and other stakeholders. Our We aim is to reduce the negative consequences of our processes in all the phases whilst promoting the realisation of the rights of our target group. Adequate attention is provided in safeguarding the environment and human rights, promoting gender equality, and fighting corruption. 
PCM as an approach for managing quality and well documented results.
Systematic documentation of key processes and decisions at each of the stages are a basis for validated claims, evidence-based results, continuous learning, innovation, and accountability and production of quality key document(s) in each phase for an informed decision-making process.
DF as “One Organisation”
Maintaining our cohesiveness with respect to quality standards, procedures and joint digital platforms for programming, monitoring and evaluation, fundraising and communication, human resource, finance, and administration is fundamental to a successful management of DF’s programme cycle.  Consideration of cost implications and other resource requirements at every phase is vital. Every department within the Organisation has a role in each of the interdependent phases.

[bookmark: _Toc198286511]The Programme Cycle Management Phases
[image: A diagram of a learning process

Description automatically generated]The Development Fund identifies six strategic phases in the management of its programmes namely, 1) Fundraising and proposal development, 2) Programming and Planning, 3) Implementation and Monitoring, 4) Evaluation, and 5) Exit, as reflected in figure below. Continuous learning is central across the five phases.







[bookmark: _Toc198286512]Fundraising and proposal development
[image: ]Fundraising consists of two types of funds: 1) private funds, and 2) institutional funds. Whereas responsibility with the former largely lies with DF’s Fundraising & Communication (FunCom), the latter is an integral part of DF’s programmatic work[footnoteRef:3]. Funding from institutional donors, such as Norad, is central to DF’s programme activities. This funding ensures professional follow-up, financial monitoring, and covers key operational costs. [3:  See DF’s Fundraising Strategy (2021-2025) for further information.] 

According to DF’s Fundraising Strategy (2021-2025), DF shall double its impact by 2030, largely relying on expanding institutional funding. While institutional and private fundraising reinforce each other, growth depends on strategic prioritisation and resource allocation. Institutional funding is unpredictable, fluctuating based on agreement timelines and renewals, requiring continuous effort to secure new and follow-up funding. Opportunities also vary across country programmes, necessitating tailored fundraising approaches adopted to the local contexts.
DF’s primary institutional donor is the Norwegian Government, which has prioritised food security and agriculture, creating new funding opportunities. DF will maintain close dialogue with the MFA, embassies, and Norad to secure support for existing and new programmes. However, to enhance financial stability, DF should also diversify its donor base by engaging with other non-public and international funders. All country offices and programmatic staff have responsibilities for this, and it is to be considered a vital part of the programmatic cycle. 
[bookmark: _Toc198286542]Table 1: Strengthening fundraising - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Fundraising training: 
· Specialised training on pitching, donor identification, etc.
· One-pagers and marketing
· Concept notes
	· Once per year
	· FunCom
· Programme 

	Donor mapping: 
· National level
· Global level
	· Once per year (register to be updated)
	· Programme

	Donor relations building
· National level
· Global level
	· Continuous
	· Programme

	Screening of calls/opportunities: 
· Eligibility
· Relevance
· Alignment 
· Strategic fit
· Positioning
	· Continuous 
	· Programme

	Consider need for new partners (before call is out)
	· Continuous
	· Programme

	MoU with potential new partner signed
	· Signed before call or proposal development starts
	· Programme

	Consider proposals for continuation, vs. new/innovative approaches
	· Continuous
	· Programme

	GO/NO GO decision
	· When relevant
	· Programme 

	Establish proposal task force:
· Lead writer + task force
· Additional resources as required
	· When “GO” has been decided
	· Programme

	Formulate proposal
	· When “GO” has been decided
	· Proposal task force


[bookmark: _Toc198286513]Programme planning and partner involvement
Any new programme should include identification of target groups, geographic scope, key approaches and interventions/activities, as well as the development of a Theory of Change, Results Framework (RF), risk assessment and budget. Additional elements may be added to the plan as required by the donor. This is largely a process that will happen during the fundraising phase/proposal development, but also a continuous process during subsequent phases when revising and adapting the programme. Consultations are held with partners and project participants throughout. Based on the analysis DF identifies 1) the key needs and assets of target populations vis-à-vis DF’s comparative advantage and added value, and 2) the most effective, cost-efficient and sustainable approaches for addressing those needs.
Local partners should be involved as early as possible in the process of developing new programmes or projects. The selection of existing partners to be involved in programme and project planning is based on their performance in current projects, their thematic expertise, and geographical coverage. This information is found in e.g. institutional assessments, partner performance reviews, and project monitoring and evaluation data/reports (see partner assessment toolkit). Before entering long-term agreements with partners, an institutional assessment shall be conducted of the partners. For new partners, pre-assessments should be conducted and an institutional assessment must be conducted before entering into any new agreement (see next chapter). 
The partners submit budgets, results frameworks, risk analysis and additional project information in line with DF’s templates, based on a request to partners for preparing a proposal.
Manuals for specific thematic areas or approaches are developed at global level (e.g. approach to nutrition, agriculture (under development) and inclusion of persons with disabilities (under development), national level or at partner level.
A proposal is based on country level analysis, strategies and identification of needs. If this has not already been done, the following activities need to be undertaken: 
[bookmark: _Toc198286543]Table 2: Country Analysis - tasks, deadlines and responsibilities 
	Tasks
	When/Frequency
	Responsibility

	Preparing/updating country level strategy
	· At least every 5 years, or ad-hoc (if need be)
	· Programme
· MEAL


	Conduct inclusive context consultations with national stakeholders/partners, assessing:
· Causes and effects of problems 
· Stakeholder mapping
· Mapping of community-based assets
· DF’s added value
· Donor mapping
· SWOT
	· Every 5 years
	· Programme
· MEAL


0. [bookmark: _Toc198286514]Consortia
Single organisations are often insufficient in addressing complex challenges, making multidisciplinary responses essential for achieving greater scale, innovation, risk-sharing, and systemic change. DF is already part of several consortia, with joint programming, monitoring and reporting procedures in place.
Donors may benefit from consortia by engaging with diverse organisations, including local in-country partners, which enhances community involvement. From a donor’s perspective, consortia reduce transactional costs and streamline accountability by consolidating multiple grants into a single contract managed by a lead organisation. This simplifies financial management, reporting, and risk oversight. Larger donors typically prefer the consortia model because of this. As such, the consortia model may also open doors for new (and larger) fundraising opportunities.
However, collaborative approaches are often more time-consuming, costly, and complex than working through a single organisation. It can be an effective model for addressing large-scale development challenges and increase fundraising opportunities. However, it also poses typical challenges in terms of a consortium often prioritising project management over building collaborative foundations, leading to confusion, disengagement, and weaker programme impact. 
Trust and diversity are essential but require time to develop. Short proposal timelines often result in selecting familiar partners, limiting innovation. Misalignment of organisational cultures and objectives can cause fragmentation if not addressed early. A poorly defined vision—either too distant or too immediate—can lack motivation and strategic direction, making it harder to sustain effective collaboration. The lead organisation also runs a risk of being legally liable vis-à-vis the donor on behalf of the entire consortia.
A key takeaway is thus to start planning early for joint initiatives and consortia, before a concrete call or opportunity has been identified.
[bookmark: _Toc198286515]Developing a proposal
Institutional fundraising consists of many different elements, and is linked to marketing, branding, recognition, relations-building, etc[footnoteRef:4]. Being proactive, donor-focused, and adaptable will strengthen fundraising efforts and better position DF in a highly competitive landscape. Some important things are good to keep in mind when preparing a new proposal, to any institutional donor:  [4:  See also DF’s fundraising Strategy.] 

Invest in donor research. Allocate time to identifying new funding sources, tracking donor priorities, and expanding networks. This is particularly important at country level, where many donor agencies and embassies are present, and funding made available. Note that many grants are provided based on dialogue, not public calls. 
Build strong donor relationships at the country level. Maintain regular dialogue with local embassies, bilateral agencies, and international donors in-country. Keep them engaged with updates on project progress, impact stories, and strategic priorities. Face-to-face meetings and informal interactions help strengthen trust and position the organisation for future funding opportunities. It is always better to develop a proposal after consultations with a potential new donor.
Think innovatively. Diversifying income streams through corporate partnerships, social enterprises, and performance-based contracts can reduce reliance on institutional funding. Consider options at country level, or in dialogue with HQ. Use scenario planning to anticipate future challenges and test new approaches, e.g. access to market, credit, links to other initiatives, etc, and what may be required in terms of new partnerships (e.g. private sector, research, etc). Consider new approaches, e.g. integrate technology, and explore pilot projects before scaling up. 
Diversify funding. Explore tenders, co-funding opportunities, and innovative income models beyond traditional grants. Adapt fundraising strategies to remain sustainable and competitive.
Tell a compelling story with data. Move beyond numbers and showcase real impact through visual reports, case studies, and testimonials. Donors want to see tangible change, not just activities completed. Consider marketing strategies and material with FunCom.
Improve operational efficiency. Regularly assess workflows, streamline processes, and explore outsourcing/consultancies to free up resources. Digital tools can enhance project management, reporting, and transparency, which donors appreciate.
Repurpose past proposals strategically. Save time by adapting successful proposals to new funding opportunities. Ensure each revision aligns with the specific donor’s priorities and requirements while maintaining a clear, compelling narrative. Developing a well-organised proposal library can improve efficiency and time invested in a proposal.
Make proposals stand out. Keep them clear, concise, and aligned with donor priorities. Engage funders early, structure proposals logically, and use strong storytelling to highlight impact. A well-designed, visually appealing proposal increases credibility. 
[bookmark: _Toc198286544]Table 3: Proposal Development - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Theory of Change
	· 2-3 months before deadline
	· Proposal task force

	Logic Model
	· 2-3 months before deadline
	· Proposal task force

	Result Framework
	· 2-3 months before deadline
	· Proposal task force

	Overall budget 
	· 2-3 months before deadline
	· Proposal task force
· Finance

	Based on DF’s templates, request partners to submit: 
· Budgets
· Results Frameworks
· Risk analysis 
· Additional project information 
	· 1-2 months before deadline
	· Proposal task force


	Assess cost-effectiveness 
of interventions
	· 1-2 months before deadline
	· Proposal task force

	Consolidated budget
	· 1 month before deadline
	· Finance

	Consolidated Activity Schedule / Workplan 
	· 1 month before deadline
	· Proposal task force

	Consolidated Risk Management Matrix
	· 1 month before deadline
	· Proposal task force

	Consolidated MEAL plan
	· 1 month before deadline
	· Proposal task force

	Narrative and Full Programme Proposal
	· 2 weeks before deadline
	· Proposal task force

	Input and QA: 
· Budget control
· M&E plan + ToC 
· Compliance
· Quality control
· Design
	· 1-2 weeks before submitting
	· Finance
· MEAL
· Management
· Proposal task force

	Submitting and last QA
	· Before deadline
	· Management


[bookmark: _Toc198286516]Learning
Learning is both an ongoing process, as well as a “stocktaking” that happens at regular intervals throughout the entire programmatic cycle. This is further detailed in the Knowledge Management plan (under development), however, below follows some key intervals where learning should be considered under this phase.
[bookmark: _Toc198286545]Table 4: Learning actions: Fundraising and Proposal Development
	Review and learning
	What
	When

	Proposal Process Review
	After each proposal submitted and/or upon notification from donor, structured review to assess:
· Proposal development process, including internal coordination, partner involvement, and donor feedback
· How programme designs align with donor priorities and organisational strategy
· Effectiveness of early partner involvement in proposal development 
· Key gaps in institutional assessments, risk analyses, and capacity-building needs
· Lessons learned for next proposal
	Continuously

	Proposal database
	Create a repository of best practices, country analyses/context descriptions, and a database of successful proposals for repurposing
	Continuously

	Fundraising Performance Review
	Annual fundraising review to assess: 
· Success rate of proposals vs. private funds
· Gaps, strengths, and lessons learned
· Funding trends among donors
· How to improve fundraising training: donor engagement and proposal writing support
· Asess how well DF’s fundraising materials, impact stories, and data visualization efforts resonate with donors
· Review of innovative approaches, including new income streams, partnerships with the private sector, technology integration, etc.
· Key donor relations (country and HQ level) 
· Strategic and operational adjustments to maximize funding opportunities
· Set targets for coming year (no. of proposals + income generated at central/local level)
	December/ January



[bookmark: _Toc198286517]Relevant tools and guidelines
	Document
	Link/Location

	· Go/No Go form
	Attachment 1

	· Country strategy 
	

	· Previous Proposals (to be repurposed)
	Sharepoint folder 

	· Norad’s Grants Handbook for Civil Society and Other Private Actors
	Link

	See also list of key documents and links in Annex 4.




[bookmark: _Toc198286518]Programming and planning (inception)
[image: ]
Much of the programmatic planning takes place as part of developing a technical proposal. However, it is to be expected that first year of any new programme will require revisions to plans, e.g. M&E plan, annual activity plan, risk matrix, selection of partners, etc. The aim of this inception phase is to better understand the context, clarify scope, targets and objectives, and budget, as well as testing the feasibility of the planned interventions. Programme documents are thereafter adjusted to ensure a realistic approach. Note: most programmes will have continuous needs to be revised and make changes during their lifespan, to better adapt to local realities and needs on the ground. However, the aim of the planning phase is to ensure that the programme is reflecting a realistic approach towards strategies, interventions, expected results, etc, within the budgetary limits of the programme. 
Before entering implementation phase, there are also several formal requirements to be undertaken before signing a contract or committing legally to a (potential) partner. This is vital to prioritise as early on as possible, once funding is secured. There may also be a need to consider additional partners. For new partners, pre-assessments should be conducted and an institutional assessment must be conducted before entering a formal contract.
Note: In case DF takes part of a consortium, either as lead or consortium partner, there is a need to negotiate and sign consortium agreement before entering into sub-partner agreements. Drafting of contract(s), consultations and dialogue may happen in parallel.
[bookmark: _Toc198286519]Institutional assessments / Capacity building of partners
Institutional Assessments of partners review partners’ capacity in governance, leadership, strategy, finance, relevant technical capacities and relations with local communities. Based on this assessment, a plan for capacity building of partners is developed. Partners may also be deemed illegible for receiving funds from DF. 
Institutional Assessment should be conducted before entering any new partnership or signing of a contract. Template for the Institutional Assessment is included in the partner assessment toolbox.
[bookmark: _Toc198286546]Table 5: Institutional Assessment - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Identify potential new partners
	· Before any call
	· Programme

	Institutional capacity assessment of partners (Partner Capacity Assessment Tool)
	· Immediately after funding is secured
· May not always be required (if partners have already been assessed)
	· Programme
· Country offices
· MEAL (support)
· Finance (support)
· (Partners)

	Selection of local partners
	· Immediately after partners have been vetted
· Depending on budget allocated from donor
	· Programme
· Country offices


[bookmark: _Toc198286520]Contracts and disbursements
When partners are selected an informal agreement is made for the programme/project period. For long-term projects, contracts with partners can be signed for the same period following the template for long-term contracts. Annexes with annual budgets and targets in results frameworks should be signed annually. As appropriate, DF can also decide to only sign annual or bi-annual contracts with partners. Standard templates for long-term or annual contracts have been developed. In the case of new donors or adjustments to main donor agreement, contract templates are adjusted as to be coherent with the donor’s requirements. The contract establishes the conditions for the management of funds and includes activity plans, results expected according to the results frameworks, annual budgets, and reporting requirements. In addition to the annual contract, DF may sign bridge contracts with the partners for an advance payment at the beginning of the year. Addendums to the annual contract may be signed if DF and the partner agree on additional activities that require additional funding. 
The programme coordinators in Oslo are responsible of preparing contracts with the partners in their respective programmes of responsibility. At country office level, contracts are prepared by administrative staff after the programme advisors have approved the annual budget and plan. All contracts are signed by the Head of Programme Department and programme coordinators in Oslo, and the Country Director and one member of the country management team at the country offices, before they are sent to Oslo.
Partners submit annual plans in Oct./Nov (depending on donor deadlines) with details of planned budgets and activities for the following year. An updated risk analysis is also included, and updated targets in the results framework if previously set targets are no longer deemed achievable, or too low. Justifications for changes are provided, to be approved by DF.
[bookmark: _Toc198286547]Table 6: Programming and Planning - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Negotiate and sign contract with donor
	· Before start-up of any activity
	· Management

	Revise budget based on funds secured
	· Before start-up of any activity
	· Finance
· Programme

	Conduct partner dialogues
	· Continuous
	· Programme

	Draft partner contract
	· When funding has been secured/pledged
	· Programme
· Country offices

	Sign partner contract
	· After signing of donor contract
· After approved partner institutional assessment
	· Head of programme
· Country directors

	Draft and sign consortium agreement (if required)
	· After signing of donor contract
	· Programme
· Management
· Country offices

	Request revised annual partner budget (if required)
	· After signing of donor contract
	· Programme

	Request revised annual plan from partners (if required)
	· After signing of donor contract
	· Programme

	Revise ToC and Results Framework (if required)
	· After signing of donor contract
	· Programme 
· MEAL (support)

	Revise Risk Matrix (if required)
	· After signing of donor contract
	· Programme 
· MEAL (support)

	Revise annual plan (if required)
	· After start-up of any activity
	· Programme

	Provide updated programme document and annual plan to donor (if required)
	· After start-up of any activity
	· Programme

	Request disbursement from donor
	· After signing of donor contract
	· Finance
· Programme

	Make first disbursement to partner
	· After signing of donor contract
· After signing of partner contract
	· Finance
· Programme


[bookmark: _Toc198286521]Learning
Key intervals to consider learning under this phase.
[bookmark: _Toc198286548]Table 7: Learning actions: Programming and Planning
	Review and learning
	What
	When

	Annual review of Programme Inception and Planning Phase
	Assess programme inception and implementation by reviewing:
· Effectiveness of planning and risk assessments, ensuring partner selection and due diligence processes were timely and appropriate
· Adaptation of programme documents (M&E plans, risk matrices, budgets) to local realities and resource constraints
· Efficiency of fund disbursement and contract management, identifying bottlenecks and flexibility in agreements
· Quality of partner engagement, including dialogues, capacity-building efforts, and consortium collaboration
· Implementation of programme adjustments, ensuring Theory of Change, Results Frameworks, and risk mitigation strategies were effectively updated
· Compliance with donor requirements, including reporting efficiency and mitigation of recurring challenges
· Resilience to challenges, evaluating partner adaptability to budget fluctuations, security risks, and operational constraints
	December/
January

	Institutional learning brief
	Based on discussions above, summarise learnings into a short brief and action points for improvements coming year:
· DF’s standard templates
· Tools
· Work processes 
	December/ January


0. [bookmark: _Toc198286522]Relevant tools and guidelines
	Document
	Link/Location

	· Partner contract template 
	

	· Partner institutional assessment template
	

	· Responsibility matrix
	

	· Partner assessment toolbox
	

	· Guideline for Compliance Screening
	

	· IEG’s handbook for designing a results framework for achieving results: a how-to guide
	Link

	· Effective consortia: A guide to emerging thinking and practice
	Link

	See also list of key documents and links in Annex 4.


[bookmark: _Toc198286523]Implementation and Monitoring
[image: ]
The purpose of the Implementation and Monitoring phase is to execute programme plans into action for the delivery of planned objectives and results. The implementation phase usually consists of an inception phase (usually first year of a multi-year programme), and main implementation phase. During inception, the aim is to better understand the context, clarify scope, targets and objectives, and budget, as well as testing the feasibility of the planned interventions. This is mostly done as part of the previous Programme and Planning phase (see previous chapter), however, note that there is often a gradual transition from planning/inception to implementation, in which some activities of different phases may run in parallel. 
Most programmes need to be continuously adjusted to ensure interventions are strategic, cost-effective and targeted towards delivering intended results. This is why Monitoring and Learning are such vital activities, as this will inform whether the programme is delivering results as expected, or whether there is a need to revise strategies or interventions during implementation. Even if some monitoring activities are mentioned below, this phase needs to be seen in relation to DF’s MEAL plan. 
[bookmark: _Toc198286524]Communication with partners
DF communicates with its partners regularly to ensure proper project follow-up and implementation. Confidence between stakeholders is achieved through regular and close collaboration, and common analysis and reflections on solutions to both anticipated and unforeseen challenges that may arise.
Frequency of contact may vary depending on the programme/project’ nature and the partners’ capacity.  E-mail communications, telephone conversations, meetings (face to face), teams/skype/What’s app meetings, and regular monitoring field visits are used. Necessary adjustments are made along the way accordingly, to deliver long lasting results and ensure the programme's sustainability. 
All programmes shall organise at least one meeting where all partners in the programme participate, and if possible two or more. It is recommended to organise partner meetings before partners prepare their annual plans to ensure that lessons learned and needs for adjustments are discussed and considered, as well as during reporting periods for a joint analysis of results at outcome and impact level.  
[bookmark: _Toc198286549]Table 8: Partner Communication - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Conduct partner dialogues and revising: 
· Programme document
· Annual plan
· Risk Matrix
· ToC
· Results matrix
· Budget
	· During inception phase
· Annually throughout programme 
	· Programme
· MEAL
· Finance

	Conducting a Kick Off Meeting
	· Once all partner contracts are signed and activities are to begin
	· Programme
· MEAL
· Finance

	Introducing the programme to key stakeholders (e.g. government, donor agencies, other NGOs, etc.)		
	· Ad-hoc
	· Programme
· Partners

	Maintain regular communication with partners (e-mails, calls, online meetings, and field visits)
	· Continuously
	· Programme

	Regular meetings 

	· Quarterly 
· Annual meetings at country office level
· Ad-hoc
	· Programme

	Travel/back to office  reports, and update partner overview cards
	· One week after travel
	· Programme
· Finance
· MEAL

	Provide technical support and guidance to partners on programme execution

	· Continuously, or as defined by partner assessment
	· MEAL
· Finance
· Programme

	Ensure programme activities align with strategic goals and adjust as needed

	· Continuously
	· Programme


[bookmark: _Toc198286525]Reporting
Quarterly reports include an overview of activity progress and a financial report. Annual reports are submitted in March and include a review of project progress, a finance report, and an updated RF showing achievements and explanations on possible deviations. All reports are reviewed by programme and finance in collaboration, cross-checking for coherence. 
DF country office staff visit project implementation sites minimum every six months, while Oslo-based country coordinators visit programme countries 1-3 times per year, involving both field visits and meetings with partners. DF applies different approaches for identifying project areas for monitoring, including randomised selection. A routine of spot checks is currently being tested.
[bookmark: _Toc198286550]Table 9: Reporting - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Enforce timely submission of quarterly and annual reports before fund transfers.

	· Quarterly
· Annually
	· Programme

	Ensure quarterly reports include:
· Overview of activity progress
· Financial report
	· Quarterly
	· Programme

	Internal data collection: 
· partner reports 
· update project registries
· update participant registers

	· Quarterly
· Annually
	· Programme

	Ensure annual reports  include:
· Review of project progress
· Financial report
· Updated Results Framework (RF) 
· Explanations for deviation(s)
	· As per deadlines in contracts
	· Programme

	Approve reports, or provide comments to partners for revisions/justifications if partners have over/under-expenditures, or not delivered according to plan
	· As per deadlines in contracts
	· Programme
· Finance

	Consider follow-up or withholding funds if partner is not compliant

	· As per deadlines in contracts
	· Programme
· Finance
· Management 
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Budgets are prepared on a multi-year purpose during the programme/project development phase. DF allocates budgets among partners, who prepare long-term budgets. A detailed budget with breakdowns at activity level for each output is prepared annually and approved by DF. 
Disbursements to partners are based on the needs for the following period, which would not normally exceed 6 months. Requirements for disbursements are described in the contract. Programme coordinators and advisors review partners’ quarterly financial report and crosscheck the financial reports with the reports on activities and planned budgets. Partners submit request for disbursement and confirm the reception of funds (in NOK and local currency) using the templates that are included in the contract.
Conditions for the management of funds are included in the annual contracts. The conditions are based on DF’s standards as well as donor’s conditions. For new donors, Head of Programme and Head of Finance and HR review and adjust the conditions in line with their requirements. DF informs partners about the conditions and DF’s anti-corruption policy through meetings and training workshops. Finance staff have regular monitoring visits to partners. Joint monitoring with finance and programme staff should be conducted annually. Findings from financial monitoring and a plan for follow-up should be recorded in the partner overview cards.  
Financial management routines are described in DF’s financial manual (in elaboration). DF’s conducts regular financial monitoring of partners as well as capacity building as relevant for each partner and anti-corruption training of partners. Partners submit quarterly financial reports, which is reviewed by programme and finance staff. 
Audits are carried out annually. DF signs contracts with auditors in Oslo and in each programme country and submits required documentation in a format that meets international standards. Auditors in Oslo collaborate directly with auditors in programme countries. Draft audits are reviewed by programme and finance staff and shared with partners. A plan for follow-up of findings in the Management Letters is developed for each partner and followed up regularly. The plan should be included in the partner overview card.
[bookmark: _Toc198286551]Table 10: Financial Management - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Prepare and approve detailed annual budgets, ensuring alignment with programme goals
	· As per deadline in donor agreement
	· Programme officer
· Finance

	Disburse funds to partners based on needs assessments

	· As per deadline and disbursement from donor
	· Programme officer
· Finance

	Review and verify partners' quarterly financial reports against activities and budgets

	· May
· August
· November
· February
	· Programme
· Finance

	Conduct regular financial monitoring visits and spot-checks, including joint programme and finance staff reviews

	· Ad-hoc, or as defined in partner contracts
	· Programme
· Finance

	Record findings from financial monitoring in the partner overview cards

	· Immediately after review of financial reports
· Immediately after monitoring visits
	· Programme
· Finance

	Ensure partners confirm receipt of funds (in NOK and local currency) using standard templates

	· Immediately after disbursement
	· Programme
· Finance

	Organise administrative and procedural tasks related to audit
	· January
	· Finance
· Programme

	Conduct annual audits, ensuring compliance with international standards and donor requirements

	· March (may be subject to donor requirements)
	· Finance


[bookmark: _Toc198286527]Anti-corruption and Ethical Compliance
DF has zero tolerance to corruption, which is defined in DF’s Code of Ethics. The Code of Ethics assists and guides DF staff in behaving with integrity and in making sound decision, while acting competently and responsibly within all areas of DF’s work globally. DF conducts training of own staff and partners in the Code of Ethics and anti-corruption. The Policy for raising concerns and complaints describes how to report concerns related to misconduct and mismanagement. The policy is included in the partners’ contract. 
[bookmark: _Toc198286552]Table 11: Anti-corruption and Compliance - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Train partners on financial management and code of ethics

	· Once per year
	· Finance

	Regularly review and update code of ethics and compliance procedures

	· Continuous
	· Management
· Finance

	Ensure updated contracts if DF’s policy for raising concerns and complaints is revised, and/or procurement provisions

	· Ad-hoc
	· Programme


	Address reports of misconduct and mismanagement through the established reporting mechanisms

	· Continuous
	· Programme
· Finance


[bookmark: _Toc198286528]Programme Monitoring
Each programme and project have a Monitoring Evaluation and Learning (MEAL) plan where frequency of and methods for data collection as well as responsibilities are established. DF has MEAL advisors in each office that support partners and programme coordinators. Note: whereas the MEAL strategy focuses on monitoring of results, the programme also consists of day-to-day monitoring of activities. See DF MEAL Strategy 2021-2030 for more on monitoring of results. Some activities below likely overlap somewhat with the MEAL strategy, in areas where there is a shared responsibility between Programme and MEAL.
DF monitors project progress through dialogue with partners, field monitoring visits, spot-checks, and reports from partners. The criteria for selecting what type of visit, activities, and project area depends on needs for insight, control and learning. This may be selected through randomised methodologies, or not.
DF demands timely reporting of project finances and progress (quarterly and annual) before transfer of funds for the next project period. Guidelines and deadlines for reporting are clearly stated in the contracts signed by DF and its partners. 
[bookmark: _Toc198286553]Table 12: Programme Monitoring - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Ensure each programme has a MEAL plan outlining data collection methods, frequency, and responsibilities

	· Before start-up of activities
	· MEAL
· Programme
· Finance

	Provide support through MEAL advisors in each office to assist partners and programme coordinators

	· Continuous
	· MEAL

	Monitor project progress through dialogues with partners, field visits, and partner reports

	· Continuous
	· MEAL
· Programme 

	Organise 1-2 annual meeting(s) with all partners to review progress, analyse outcomes and impact,  and discuss adjustments

	· Once per year
	· Programme officer
· MEAL 
· Finance

	Dissemination and publications: 
· Web page
· Facebook, Instagram, LinkedIn
· Other

	· Continuously
· After every travel
	· Programme
· MEAL
· FunCom

	Conduct project site visits (including field visits & partner meetings)
	· DF country office staff – at least every six months
· Oslo-based country coordinators – 1-3 times per year
	· Programme

	Following up implementation of recommendations from previous audits, monitoring and evaluations	
	· Continuously
	· MEAL 
· Finance
· Programme
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Key intervals to consider learning under this phase.
[bookmark: _Toc198286554]Table 13: Learning actions: Implementation and Monitoring
	Review and learning
	What
	When

	Annual review of Programme Implementation and Monitoring
	Annual review of programme implementation and monitoring, assessing: 
· Progress and challenges, including operational delays, resource constraints, and programme adjustments' impact on efficiency
· Partner performance, evaluating delivery of key activities, quality of reporting, and effectiveness of communication
· Risk management, ensuring risk matrices identify and mitigate funding, security, and political risks effectively
· MEAL effectiveness, assessing data collection, reporting, and how monitoring insights inform programme decisions
· Monitoring strategies, including the impact of randomised checks and spot-checking routines
· Learning and adaptation, examining how lessons learned influence programme adjustments and new proposal development
· Decision-making efficiency, ensuring adjustments were well-justified and responsive to emerging needs
· Capacity-building impact, evaluating improvements in fundraising, donor relations, and project management
· Knowledge sharing, identifying opportunities for internal peer learning and collaboration
	December/
January

	Annual financial management review
	Annual review of financial management, assessing:
· Budgeting, disbursement, and reporting challenges, identifying bottlenecks and recurring issues
· Partner compliance, evaluating timeliness, quality, and accuracy of financial reports
· Audit and financial monitoring findings, ensuring recommendations are implemented effectively
· Procurement and compliance procedures, identifying areas for improvement
· Best practices in financial transparency, enhancing accountability
· Effectiveness of financial training, assessing partner capacity in financial management, anti-corruption, and ethical compliance
	December/
January

	Institutional learning brief
	Based on discussions above, summarise learnings into a short brief and action points for coming year:
· Streamlining reporting mechanisms 
· Tools
· Work processes 
	December/ January


0. [bookmark: _Toc198286530]Relevant tools and guidelines
	Document
	Link/Location

	· MEAL Strategy
	

	· Participatory Monitoring and Evaluation System
	

	· Code of Ethics
	

	· Guidelines for Raising Complaints and Concerns
	

	· Finance Manual
	

	· Procurement Policy
	

	· Document Control Guideline
	

	· Partner overview cards
	

	· Template for travel report
	

	· Guideline for Compliance Screening
	

	· UNDP Handbook on Planning, Monitoring and Evaluating for Development Results
	Link

	See also list of key documents and links in Annex 4.
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DF conducts evaluation of its programmes and projects to analyse progress, achievement of results, relevance to target groups and other stakeholders, cost-efficiency, effectiveness and impact. Evaluations can be thematic, covering one or several countries, or project/ country programme specific. Depending on the purpose of the evaluations, they can be undertaken as mid-term, end or impact evaluations.
Evaluations can be internal and/or external depending on the objectives and budget of the evaluations. Cost of evaluations are either included in the project/programme budget or covered by an overall budget line for multi-country programmes. All external evaluations should be submitted to the donor. In the case of Norad funded projects/programmes, Norad’s template for summary of evaluations must be filled out and submitted with the evaluation report. A management response shall also be developed by the responsible programme staff in collaboration with the Head of Programme and shared with the Senior Management Team. In addition, recommendations and findings from evaluations are systematically followed up and are anchored in DFs system for learning. A summary of all evaluations and DF’s follow-up is shared with DF’s board annually.
[bookmark: _Toc198286555]Table 14: Evaluations - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Determine evaluation type:
· Thematic evaluations (multiple countries)
· Project/country programme evaluations (specific focus)
· Mid-term, end-term, or impact evaluations depending on objectives

	· Before developing ToR
	· MEAL


	Develop ToR, consider: 
· Selection of appropriate evaluation questions
· OECD-DAC quality criteria
· Design, methods, main data collection instruments
	· Before tendering
	· MEAL
· Programme

	Send ToR to donor for inputs/approval (if required)
	· Before tendering
	· Programme

	Allocation of adequate funding and timeline for the planned evaluation
	· Before tendering
	· MEAL
· Programme
· Finance

	Identification of focal point of contact
	· Before tendering
	· MEAL
· Programme

	Decide between internal or external evaluations, considering budget constraints

	· Before tendering
	· MEAL
· Programme

	Tendering (if external)
	· When ToR and budget is ready
	· MEAL
· Programme
· Finance

	Administrative and practical follow-up of evaluation
	· During assignment
	· Focal point

	Ensuring the final report is in line with quality standards, provide comments/feed-back
	· When receiving draft report
	· MEAL
· Programme
· Finance

	Approving final report
	· After receiving final report
	· MEAL
· Programme

	Management response: Integration of findings and recommendations into decision making / actions
	· After final report approved
	· Programme

	Ensure external evaluations and management response are submitted to donors

	· After final report and management response is ready
	· MEAL
· Programme

	For Norad-funded projects, complete and submit the Norad evaluation summary template

	· After final report and management response is ready
	· MEAL
· Programme

	Dissemination of evaluation and management response:
· Senior Management Team
· External audience

	· After final report approved
	· MEAL
· Programme
· Finance
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Key intervals to consider learning under this phase.
[bookmark: _Toc198286556]Table 15: Learning actions: Evaluation
	Review and learning
	What
	When

	Review of individual  evaluations
	Brief post-evaluation review, assessing: 
· Internal vs. external evaluations, determining added value of external expertise
· Consultant performance, ensuring quality results met expectations
· Cost-effectiveness, evaluating insights relative to expenditures
· Report quality, assessing methodologies and actionable recommendations
· Programme team engagement, ensuring active participation in the process
· Challenges encountered, including data limitations, stakeholder access, and contextual barriers
	After individual evaluation concluded

	Annual summary of evaluations and follow-up actions to DF’s board
(Mandatory)
	Annual review of Evaluations, assessing: 
· Evaluation planning, ensuring timeliness, relevance, and alignment with programme priorities
· Appropriateness of evaluation types, assessing whether they effectively measured programme outcomes
· Integration of findings, evaluating how recommendations influenced DF’s decision-making and programme adjustments
· Donor and stakeholder engagement, ensuring evaluations were shared transparently, including Norad’s evaluation summary
· Strategic learning, identifying common themes, best practices, and ways to strengthen future evaluation planning
· Impact on programme design and fundraising, assessing how findings enhanced DF’s strategic positioning
	December/
January



[bookmark: _Toc198286533]Relevant tools and guidelines
	Document
	Link/Location

	· OECD-DAC criteria
	Link

	· Quality Attributes and Standards

	Annex 3

	· Template for Terms of Reference
	

	· MEAL Strategy
	

	· Participatory Monitoring and Evaluation System
	

	· Procurement Policy
	

	· Guidelines to Confidentiality and Access to Data
	

	See also list of key documents and links in Annex 4.
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All programmes and projects include a sustainability strategy to ensure long-term impact beyond DF’s direct support. The exit process is determined by various factors, such as time limitations, the achievement of key benchmarks, or the transition of responsibilities to local governments and communities. In some cases, a gradual phase-out is implemented, where specific activities—such as cooperatives, market linkages, or community seed banks—continue receiving support based on local needs. A well-planned exit strategy is essential to ensure a smooth transition, and DF provides a structured approach, including a checklist for terminating partnerships, available in the partner assessment toolbox.
Exits can take different forms depending on the programme context. A phase-down approach gradually reduces DF’s role while strengthening local institutions to sustain programme benefits. A phase-over transfers project responsibilities to another organisation for continued implementation. A phase-out involves DF’s full withdrawal without direct handover, but with measures in place to ensure the continuation of programme benefits. These approaches are not always mutually exclusive and are designed to maximise the likelihood of long-term impact.
Exiting a programme is not a single event but an integral part of its lifecycle, requiring careful planning, clear communication, and stakeholder engagement. A successful exit should ensure that financial, material, and technical support is withdrawn without disrupting achievements. However, in some cases, early termination may be necessary due to shifts in strategic priorities, funding constraints, security concerns, or other unforeseen circumstances.
The exit process is informed by input from local implementing partners, donors, small-scale farmers, farmer organisations, DF staff, government representatives, evaluation reports, audit findings, and other programme documentation.
A well-executed exit strategy strengthens programme sustainability, ensuring that the benefits of DF’s interventions continue beyond its direct involvement.
[bookmark: _Toc198286557]Table 16: Exit - tasks, deadlines and responsibilities
	Tasks
	When/Frequency
	Responsibility

	Organising programme documentation to make them accessible to the organisation and the donor
	· Last year of programme
	· Programme
· Finance
· MEAL

	Conduct end-of-project audit 
	· Last year of programme
	· Finance
· Programme

	Development of an exit plan
	· Mid-way in programme
	· Programme
· MEAL
· Finance

	Handing over outstanding funds and assets
	· Last year of programme
	· Finance
· Programme

	Termination of contracts with local implementing partner.
	· Last year of programme
	· Finance
· Programme

	Termination of contracts with service providers and suppliers.
	· Last year of programme
	· Finance
· Programme

	Termination/change of contracts with DF staff
	· Last year of programme
	· Human Resources
· Finance
· Programme

	Establishment of non-funding relationships with local implementing partners and community-based organisations
	· Last year of programme
	· Programme
· Finance

	Dialogue with local implementing partners, other key stakeholders and donors to reduce potential harm during exit process
	· Last year of programme
	· Programme
· Finance
· MEAL

	Identification and management of risks associated with exit
	· Mid-way in programme
	· Programme
· Finance
· MEAL

	Facilitate linkage of DF’s local implementing partners to other International Non-Governmental Organisations (INGOs) or funding opportunities
	· Last year of programme
	· Programme
· Finance

	Develop a financing plan for the management of the exit process
	· Mid-way in programme
	· Finance
· Programme

	Solicit legal advice in relation to exit processes
	· Last year of programme
	· Programme
· Finance
· Human Resources

	Developing a clear and transparent communication plan to key stakeholder on exit process
	· Last year of programme
	· Programme
· Finance
· MEAL
· Human Resources

	Ensuring ownership of the exit process by DF staff and key stakeholders. Clear definition of roles and responsibilities
	· Last year of programme
	· Programme
· MEAL
· Finance
· Human Resources
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Once the exit has been effectuated, a programme closure report should document the withdrawal process and ensuring the continuity of development benefits, including the management of physical, human, and informational assets. 
[bookmark: _Toc198286558]Table 17: Learning actions: Exit
	Review and learning
	What
	When

	Programme closure report (Mandatory)
	The exit process and the report should address: 
· A clear plan for withdrawing DF’s support while preserving programme achievements.
· The chosen exit approach: phase-over, phase-down, or phase-out
· Stakeholder engagement strategy to facilitate a smooth transition
· Management of programme assets, including funds, equipment, personnel, and data
· Documentation of lessons learned and knowledge-sharing strategies
	After Programme Exit

	Organisational learnings 

(may be included in programme closure report)
	Organisational learnings and reflections, assessing: 
· Integration of exit strategy, ensuring early planning and smooth execution
· Impact mitigation, evaluating whether potential negative effects were addressed
· Stakeholder engagement, assessing DF’s collaboration with partners, donors, and communities for sustainability
· Appropriateness of exit approach, incorporating partner feedback on phase-down, phase-over, or phase-out strategies
· Financial and asset management, ensuring compliance with donor regulations and legal requirements
· Contract termination efficiency, identifying legal challenges and timely actions taken
· Sustainability of partnerships, evaluating linkages with INGOs and effectiveness of non-funding relationships
· Communication strategy, ensuring clarity and accessibility of exit-related information for learning and reporting
· Best practices and lessons learned, identifying improvements for future exits
	After Programme Exit

	Internal learning session
	Organise a learning session with programme, MEAL, finance, and HR teams to discuss improvements to exit planning and execution

Develop updated guidelines and checklists to enhance DF’s structured approach to exiting programmes
	After Programme Exit



[bookmark: _Toc198286536]Relevant tools and guidelines
	Document
	Link/Location

	· Sustainability Policy
	

	· Procurement Policy / Disposal of Assets
	

	See also list of key documents and links in Annex 4.
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[bookmark: _Toc198286538]Annex 1: GO/NO GO Checklist

New suggestion replacing GO/NO GO checklist: When identifying a funding opportunity, either as an open call, invitation to present a proposal or donor dialogue, a GO/NO GO decision must be made. Country director or Head of program should always be present in such a discussion. The best approach is to call for a quick meeting to decide, or simple exchange of e-mails.
Considerations: 
· Does the potential grant size justify the investment in terms of time and effort?
· Is there high competition for this opportunity?
· Is DF eligible to receive funding from this donor/apply for this opportunity?
· Is there a strategic and programmatic fit between the donor’s priorities and DF’s work?
· Any reputational risks?
· Is DF competitive enough in terms of geographical presence, track-record and technical capabilities?
· Is DF well positioned in terms of reputation, recognition and known to the donor?
· Can DF apply alone, or is a consortium required?
· Do we need to introduce innovative or alternative approaches, or seek new partnerships (e.g. other NGOs, private sector, research, etc.)?
· Is there a requirement of own contribution into the budget?
· Can we repurpose other proposals for this call?
· Do we have sufficient time and manpower to develop this proposal?
· Do we have someone with capacity to take lead on proposal development?
· Any other consideration that may be of relevance?

Original checklist:
The purpose of this check list is to facilitate well-informed decision-making to pursue funding opportunities, enabling DF to protect the organisation’s reputation and finances, and ensure the agency’s ability to comply with rules and regulations of our donor base. 
This checklist is mandatory for all DF programmes/projects. It must be used by all Country Offices and HO departments. 

Instructions:
· Kindly fill out the below check list at the Go/No-Go meeting, where you decide whether or not to develop a proposal under an available funding opportunity. The checklist must hence be used before drafting and submitting proposals.
· Should you be able to respond “yes” to all questions, you may go ahead to develop a proposal and apply for funding. Should you respond “no” to one or several questions, you must seek prior approval from DF Management before proceeding to draft and submit a proposal.
· The checklist must be signed and filed together with other project documentation.
	Country Office / Head Office Department:
	

	Donor:
	

	Funding Mechanism:
	

	Date:
	

	Go/No Go checklist completed by (name, title):
	

	Signature:
	




DF Financing Strategy:
1) Is the donor listed in DF’s Fundraising Strategy 2021-2025? 
☐YES		☐NO
If no, please note that approval to submit an application must be sought from the DF Management Team. Instructions: Please submit a request by e-mail, with this form attached. 
Eligibility:
2) Is DF eligible[footnoteRef:5] to receive funding from this donor/apply for this opportunity? [5:  Often, donors many only accept proposals from organisations with a specific legal status (INGOs, national civil society actors, national or local governments, etc.), or which are legally registered in given countries, have prior presence in the country of implementation, etc.] 

☐YES		☐NO
If no, the opportunity must be dropped.
3) Are individual organisations eligible to apply for funds (as opposed to being only for consortia)? 
☐YES		☐NO
If no, does DF have potential consortia partner organisations that meet our due diligence criteria (insert link to these)?
☐YES		☐NO
If no, the opportunity must be dropped.
If yes, will DF be in the lead role (prime) or act as a sub? __________________________

Security considerations: 
4) Can we be confident that funding from this particular donor will not have any negative impact on the security of our Country Office staff or our partners? (NB! Remember to check the donor’s visibility criteria, and whether they are acceptable in terms of security?)
☐YES		☐NO
If no, the opportunity must be dropped.
Nature of opportunity: 
5) Have you reviewed the funding opportunity document and confirmed strategic and programmatic fit between the donor’s priorities and objectives and DF’s relevant strategies? 
☐YES		☐NO
If no, the opportunity must be dropped.
Funding modality:
6) Is the opportunity for grant funding (as opposed to contract funding / a tender)[footnoteRef:6]? [6:  Grants are announced through competitive calls for proposals and awarded as donations to a grantee for carrying out specific activities. Contracts, or tenders / public procurement procedures, are used when a donor wants to purchase something in exchange for remuneration. Contracts are tendered through procurement notices and fall into three broad categories: Works, Supplies and Services. Service contracts generally comprise technical assistance contracts and are used to draw on outside know-how where a service provider is called on to play an advisory role, to manage, monitor, evaluate or supervise a project, or to provide the experts specified in the contract.] 

☐YES		☐NO
If no, prior approval (for submitting a bid under a tender process) must be obtained from the DF Management Team. Instructions: Please submit a request by e-mail, with this form attached. 
COTER requirements: 
7) Are the donor’s counter-terrorism requirements compatible with DF’s COTER policy[footnoteRef:7]?  [7: ] 

☐YES		☐NO
If no, an exemption must be approved by the SG. Please refer to the DF COTER policy and supporting flow chart and explanatory notes for more information (insert link).
Competitiveness: 
8) Does DF have the comparative strengths in terms of geographical presence and technical capabilities to compete for this specific opportunity?
☐YES		☐NO
If no, the opportunity must be dropped or a partnership with a complementary organisation should be considered.

9) Could the funding opportunity be relevant for different DF Country Offices 
☐YES		☐NO		
If yes, please note that there is a need to discuss opportunities which may cover more than one DF country programme with the Head of Programme. 

10) Is the budget amount that you plan to apply for appropriate, taking into account the total of funds available and the number of likely competitors?
☐YES		☐NO
If no, the amount that you plan to apply for must be adjusted, co-funding from another donor considered and sought, or the opportunity must be dropped.

DF capacity:
11) Does DF have the capacity/resources to develop a strong proposal in the time available? 
☐YES		☐NO
If no, the opportunity must either be dropped or support may be requested (in good time) from relevant colleagues in the organization.

Indirect costs, co-funding and necessary project costs:
12) Will the donor cover a minimum of 7% of DF’s indirect (administrative) costs?
☐YES		☐NO
If no, prior approval must be applied for from the Heads of Programme and the Head of Finance and Administration. Please submit a request by e-mail, with this form attached. 
13) Will the donor fund the complete project (as opposed to requiring that DF co-finances the project / provides matching funds)?
☐YES		☐NO
If no, DF needs to secure co-funding prior to submission of the proposal. Co-funding shall preferably be secured through projects funded by other donors: if this is not possible private donor funds may be sought (liaise with MarCom for instructions). Should this not be successful the opportunity must be dropped.

14) Will the donor cover all costs needed to implement the project, including a fair share of the programme support costs (at the country level and, if relevant, at the HO level).
☐YES		☐NO
If no, the opportunity must be dropped unless another donor can cover an equivalently larger share of such costs.

Additional questions, applicable only if the proposal is for a donor NOT included in DF’s Fundraising Strategy 2021-2025 

15) Can we be confident that funding from this particular donor will not have any negative impact on DF’s reputation and acceptance among beneficiaries, host communities and others? 
☐YES		☐NO
If no, the opportunity must be dropped.

16) Can we be confident that funding from this particular donor will not have any negative impact on DF’s ability to undertake advocacy (including targeting the donor)?
☐YES		☐NO
If no, the opportunity must be dropped.

17) Is there a potential in the future to secure more funding from this donor and other donors in their network?

☐YES		☐NO
If no, the opportunity must be dropped.



[bookmark: _Toc198286539]Annex 2: Quality assessment of programming and planning 	Comment by Knut Lakså: Is this list useful, or actually being used? If not, suggest deleting it or simplify it to make a checklist for proposal development.
	A: Relevance: Plans are consistent with local assets and priority needs of the target group.

	
	Yes
	No

	19
	Objectives appropriately analysed.
	
	

	19.1
	Objectives and interventions addressing cause-and-effect relationships of the underlying problems.
	
	

	19.2
	Interventions addressing strategic and practical needs for women and girls are appropriately identified and described.
	
	

	19.3
	Youth-appropriate interventions are identified and described.
	
	

	19.4
	Interventions appropriate for persons with disabilities in agriculture are identified and described.
	
	

	19.5
	Gender disaggregated data on socio-economic status of the different groups is provided.
	
	

	
	
	
	

	20
	Plans are building on local assets and capacities.
	
	

	20.1
	Human assets like skills, local knowledge and abilities are adequately highlighted in the plans.
	
	

	20.2
	Interventions are linked with social assets like relationships, local leadership, community cohesiveness and informal networks.
	
	

	20.3
	Natural assets forming a local environment like trees, water, climate and soils are described and factored in the plans.
	
	

	20.4
	The plans are built on financial and economic assets related to money, savings, credits, financial service providers, markets, tools, equipment and livestock in the areas. 
	
	

	20.5
	Plans are capitalising on physical assets which are man-made such as buildings, transportation, water and sanitation services, energy sources and telecommunication / ICT.
	
	

	
	
	
	

	21
	Prospective local implementing partners objectively identified.
	
	

	21.1
	Prospective local implementing partners identified through an open and transparent process. 
	
	

	21.2
	Institutional arrangements, capacity and governance issues for potential local partners adequately assessed.
	
	

	21.2
	Funding commitment is at this stage neither promised nor confirmed to any of the prospective local implementing partners.
	
	

	22
	Incorporation of lessons learned from ongoing and planned programmes.
	
	

	22.1
	Lessons from other programmes adequately reflected in the plan.
	
	

	
	
	
	

	B: Feasibility: The plan and budget are likely to deliver tangible and sustainable benefits to the target group.

	23
	An engagement with key stakeholders supports strengthening and local ownership
	
	

	23.1
	Local ownership of programme plans is verifiable and traceable.
	
	

	23.2
	A management and coordinating arrangement of different stakeholders are described.
	
	

	23.3
	Sustainability and exit plans are adequately described.
	
	

	
	
	
	

	24
	The programme design is consistent with available financial resources. 
	
	

	24.1
	The budget demonstrates value for money
	
	

	24.2
	The costing is realistic and within the available funding.
	
	

	24.3
	Budget allocated to MEAL is at least 5% of the total budget for activities. 
	
	

	
	
	
	

	25
	Risks have been identified and assessed
	
	

	25.1
	The risk assessed is based on DF categories for both internal and external risks.
	
	

	25.2
	Risks related to human rights, environment, corruption and gender have been included
	
	

	25.3
	Risk management plan matrix adequately highlighting impact, likelihood, ranking, avoidance of occurrence, mitigation plan and action owner.
	
	

	C: Sustainability: Continued benefits to small-scale farmers after the end of the programme.

	26
	Sustainability is planned, known and managed at the onset of the programme.
	
	

	26.1
	An exit strategy and plan for the programme developed with small-scale farmers and key stakeholders in place.
	
	

	26.2
	Indicators for measuring progress to exit and identification of capacities to be built are known and in place.
	
	

	
	
	
	

	D: Managing this Phase: The Planning Phase was being managed well.

	27
	Recommended practices for Planning Phase appropriately applied.
	
	

	27.1
	Terms of reference for the identification phase were clear and understood by concerned staff
	
	

	27.2
	The quality of the key documents (logframe, result framework, MEAL Plan, Activity Plan, Budget, Risk Management Matrix and Sustainability Plan) is assessed and meets the purpose.
	
	


	27.3
	At least 5% of the programme budget allocated towards Monitoring, Evaluation, Accountability and Learning (MEAL)
	
	


0. [bookmark: _Toc198286540]Annex 3: Quality standards for evaluations	Comment by Knut Lakså: Consider if you want this to be included here, or maybe just part of MEAL strategy. Also note that DF’s OECD-DAC list lacks ”Coherence”.  
See also OECD-DAC guidance on quality standards: https://www.oecd.org/en/publications/dac-quality-standards-for-development-evaluation_9789264083905-en.html 
	A: Effectiveness: Planned results for the programme achieved.

	
	Yes
	No

	34
	Small-scale farmers are benefitting / have benefitted from the programme
	
	

	34.1
	The extent to which programme’s objectives are achieved is known.
	
	

	34.2
	Reasons for the under/over achievement of the objectives are provided.
	
	

	34.3
	Unintended consequences (positive or negative) on people involved in the programme known and described.
	
	

	34.4
	Distribution of results across different groups (women, youth, persons with disabilities etc.) assessed. 
	
	

	34.5
	The extent to which assumptions had affected the reported progress.
	
	

	B: Efficiency: Programme results economically produced.

	35
	The extent to which quality results are being / have been produced.
	
	

	35.1
	The benefits as reflected in the results outweighing the level of funds spent on the project.
	
	

	35.2
	Information on how well project resources (funds, expertise etc.) have been timely converted into activities is available.
	
	

	35.3
	There are other alternative strategies which could have been utilized in delivering the same results but at costs lower than had been utilised.
	
	

	
	
	
	

	C: Sustainability:  Continued benefits to small scale farmers after end of programme.

	36
	The likelihood on the continuity of the net benefits in the programme after as ending of DF’s support.
	
	

	36.1
	Institutional capacities of community-based institutions and systems required to sustain net benefits assessed and reported.
	
	

	36.2
	The extent to which programme interventions will continue financially, economically, socially and environmentally assessed and reported.
	
	

	36.3
	Feasibility and validity of conditions for sustainability initially set in the programme design assessed and reported. 
	
	

	
	
	
	

	D: Relevance:  Programme Interventions and approaches were within the priorities of small-scale farmers.

	37
	Information on appropriateness of planned objectives to the target group and policy environment known. 
	
	

	37.1
	The coherence of the theory of change and the logframe assessed and reported.
	
	

	37.2
	Compatibility of planned interventions with other programmes within DF and other actors in the same locations assessed and reported.
	
	

	
	
	
	

	D: Impact: Contribution to increased resilience for rural communities and making them part of sustainable food systems.

	38
	Higher level, positive and long-term effect (intended, unintended, directly and indirectly) produced by the programme.
	
	

	38.1
	Transformative change for small-scale farmers from planned interventions assessed and reported.
	
	

	38.2
	The “impact” from the programme as presented in the report is clearly distinguished from what is reported under “effectiveness”.
	
	

	38.3
	Limitations of the evaluation in the inference of results are known and reported.
	
	

	
	
	
	

	E: Managing this Phase: The evaluation phase was well managed.

	39
	Recommended practices for Programming Phase appropriately applied.
	
	

	39.1
	Small-scale farmers participated in the evaluation process on equal terms regardless of gender, age and disability status.
	
	

	39.2
	Outcome from the evaluation phase disseminated.
	
	


	
	
	
	



[bookmark: _Toc198286541]Annex 4: Key documents and links	Comment by Knut Lakså: More to be included?
	Document
	Link/Location

	Strategic & Planning Documents
	

	· Global Strategy
	

	· Country Strategy
	

	· Theory of Change
	

	· DF’s Fundraising Strategy (2021-2025)
	

	· Donor Mapping Report
	

	· Country-Level Situation Analysis
	

	Programme Management & MEAL
	

	· MEAL Strategy
	

	· Knowledge Management plan
	

	· Participatory Monitoring and Evaluation System
	

	· Quality assessment of programming and planning
	Annex 2

	· Agriculture and Environmental Guidelines and Minimum Standards
	

	· DF Nutrition Programme Guidelines and Minimum Standards
	

	· Quality Attributes and Standards
	Annex 3

	· OECD-DAC Criteria
	https://www.oecd.org/en/publications/dac-quality-standards-for-development-evaluation_9789264083905-en.html

	· Template for Terms of Reference
	

	Partnerships & Compliance
	

	· Partnership Policy
	

	· Partner Assessment Toolkit
	

	· Guidelines for Raising Complaints and Concerns
	

	· Guideline for Compliance Screening
	

	· Go/No-Go Form
	Annex 1

	· Funding Commitment Document for the Prospective Programme
	

	Finance & Risk Management
	

	· Finance Manual
	

	· Chart of Accounts
	

	· Anti-Corruption Policy
	

	· Risk Policy
	

	· Procurement Policy / Disposal of Assets
	

	· Guidelines on Branding
	

	Human Resources & Internal Policies
	

	· Human Resources Manual
	

	· Ethical Guidelines
	

	· Guidelines to Confidentiality and Access to Data
	

	· IT Guidelines
	

	· Guidelines for Use of MS Teams
	

	· Reporting & Documentation
	

	· Document Control Guideline
	

	· Norad’s Grants Handbook for Civil Society and Other Private Actors
	https://www.norad.no/en/for-partners/guides-and-tools/grants-handbook/

	· Previous Proposals (to be repurposed)
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