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Asia-Pacific Network for Sustainable Forest Management 
and Rehabilitation
PROJECT DOCUMENT 
[Project Title (ID)]
[Supervisory Agency]
[Executing Agency]
[Project implementation duration]
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	Project title (ID) 
	

	Supervisory agency
	

	Executing agency
	

	Implementation agency(ies) 
	

	Project Director: (name and title) 

Tel. ………………………… Email…………………………… Fax ……………………………

	Target area(s) (project location(s) and context) (maps of project sites should be attached as Annex A, if any)



	Project implementation duration: [mm/yy to mm/yy,  xx months]

	Total budget (USD) 
	

	APFNet grant (USD)
	

	Counterpart contribution (USD)
(list other funding sources and amounts, specify cash and in-kind contribution)
	

	Project description
(Please list problems/issues to be addressed, SMART project objectives, alignment with APFNet priorities, expected outputs/impacts and key activities, beneficiaries and main stakeholders, methodology and approaches)



Please add 

Table of Contents

List of Figures and Tables
Abbreviations and acronyms
PD Instructions: 

1. The PD is a further development of a project proposal, governing the project scope, as well as rules and procedures for project implementation and management. The PD is attached to and to be treated as an indispensable part of a project agreement.

2. EAs should focus on detailing the activity implementation plan, the communication and dissemination strategy, and the monitoring and evaluation plan when formulating the PD. Project organizational structure and PSC should also be set up and be presented in the PD. 
3. Please make sure recommendations from the project proposal appraisal are incorporated, and all the contents included in the PD are mutually agreed upon by project stakeholders, including APFNet, before the project is officially launched and implemented.
4. Please delete these instructions (in light blue) when submitting the PD.
Project details
SECTION A - Project Relevance
1. Issues and Rationale

· Specify the problems to be addressed
· Specify the importance and necessity of the project

· Explain how the project addresses these problems 
2. Background 
· Wider project context (on a regional, economy and local level)
· Specify if the project is under any existing initiative or program and briefly list any prior projects and their outputs, especially the ones relevant to the current project.
3. Alignment with APFNet and Regional Priorities

· Relevance to APFNet priorities (refer to the most current APFNet Strategic Plan), and explain how the project will contribute to achieving APFNet’s objectives; 
· Relevance to forestry strategies, policies, laws and regulations in the target economy (ies), and linkage with other projects and programs (also explain how potential overlap is avoided).
SECTION B - Project Objective, Outputs and Impacts
4. Objective

· State the overarching project objective and list the specific project sub-objectives; 
· The specific sub-objectives need to be SMART (Specific, Measurable, Achievable, Realistic and Time-bound) and must be aligned with the expected project outputs and outcomes. 
5. Outputs 
· List the expected project outputs to reflect what the project will produce, build or deliver; 

· Clarify for each output how it will contribute to achieving the project sub-objective (above);
· Clarify for each output how it’s connected to one or several project outcomes and how it will contribute to generating project impacts (below). 
6. Outcomes
· State the project outcomes and expected impacts, such as the potential benefits and long-term changes the project is expected to generate
· May include changes in policy, natural resource management, ecological conditions or behavior in the participating institutions, people, communities or in the targeted area at large. 
· Describe how the planned benefits and impacts will support achieving the project objective.
7. Stakeholders and Beneficiaries

· Who are the beneficiaries of the project and its activities? 

· Identify the key stakeholders and how they will benefit from the project. 

· Describe how they will be engaged and communicated with during project implementation. 

SECTION C - Project Implementation
8. Activity Plan  
· Give a verbal description of the project activities under the different outputs to be taken, presenting why and how activities will be carried out, as well as when, where and which stakeholders will be involved. Activities selected should be maximally cost-efficient, meeting the criteria of being linked, focused, feasible, and appropriate.
· If necessary, complex, multi-step activities can be broken down into several sub-activities, which detail methodologies and approaches to be used, places, participants and responsible people, work plan, output indicators and if appropriate, the input of an international consultation service and procurement of equipment. 
· Clearly define verifiable indicators for each activity. Transfer key information into the project Monitoring & Evaluation Framework (Annex B). This shall be used as a key reference during project monitoring and evaluation.
Example: 
· Output 1 – Establishing agroforestry demonstration plots
· Activity 1.1 Develop the agroforestry demonstration plot design (who, when, where, how)
Methods of implementation: The project team and farmers (who) will jointly design demonstration plots during a group meeting (how). Initial focus group discussions with local farmers will be held to let the farmers share their interests and concerns, including species they’d be interested in. Based on the preferences the project team will offer several options for suitable agroforestry design amongst which the farmers can choose.
Participants and responsibility: farmers (input for design), project team (design)
Place: Village town hall (where)

Timeline: xx (month), xxxx (year) (when can also be duration)

Output indicators: A design for setting up agroforestry demonstration plot 

· Activity 1.2 – Establishment of demonstration plots
9. Communication and Dissemination Strategy 
· An independent project communication and dissemination (C&D) strategy (Annex C) should be developed following the APFNet Project Visual Identity and Communications Guide and the resulting C&D strategy should be included in the PD.

· Describe in the strategy how project results and outputs will be communicated and disseminated, including form and contents, the target audience, and how to extend the project’s impacts. 
· In the PD in Annex C, the resulting C&D Objectives and Activities are to be specified. Each AWP will subsequently specify these in more detail. The communication activities identified should also be included in Annex D under with corresponding annual budget per activity
SECTION D - Project Effectiveness
10. Monitoring and evaluation
· Follow the APFNet Guidelines for Project Monitoring and Evaluation to develop a project M&E Framework (Annex B) to keep project implementation on track and measure the success and lessons learned.
· Identify the indicators and criteria to measure if project implementation is on track (monitoring) and successful in meeting its objectives (evaluation).

· External project M&E will be carried out by APFNet or an independent evaluator.
SECTION E - Project Management and Sustainability 
11. Project Organizational Structure and Key Personnel
· Please provide an organizational chart to illustrate the project’s organizational structure and communication mechanisms, and describe how the project will be managed and supervised. The organizational structure should further be broken down into the following aspects:
11.1 Project Steering Committee (PSC) / Technical Advisor Group (TAG)
· Describe how the project steering committee/technical advisory group will be established to supervise the project and keep smooth and timely communication.

· Identify the chair of the PSC/TAG and list each member and their current position. Explain for each person why they are part of the PSC/TAG.

· Describe what meeting and consultation mechanisms will be identified to guarantee its effective functioning and communication with project team. Specify intended frequency.
· Meeting notes for each PSC meeting are to be submitted to APFNet along with the progress reports.
11.2 Project Management Office 
· Please list all members of the project management team, specifying duties and responsibilities for the key roles. Describe what will be done to strengthen project team’s capacity of project implementation. Some key roles to list and describe usually are:
· Project Director

· Project Coordinator

· Financial Officer

· Communications Officer

· Technical/research staff

· Describe the resources that will be made available and the corresponding external partners, especially if they've already been identified as implementing agencies. 

· Please provide information on their engagement and the resources that they will bring to the project.

11.3 External Consultants 

· If external consultants or services will be engaged, list them here. 
· TOR(s) should be used to describe requirements of consultants to be recruited for project implementation as an annex.
· Clearly state if they are national or international consultants. If they are international consultants obtain approval from APFNet prior to hiring.

12. Project risk and sustainability 
12.1 Risks and Assumptions 

· Identify potential assumptions, including risks and uncertainties, as well as positive factors that might impact the achievement of project objectives.
· Describe how they will be managed or mitigated. 
12.2 Duplicability and sustainability 
· Describe expectations for the project beyond the funding period, factors that ensure the achievement and efforts to be sustained over time.
· Describe how the project can be scaled up, including what factors and resources would be necessary for a successful upscaling of the project.
SECTION F - Project Finances (Efficiency) 
13. Budget

· Describe the overall project funding information in text form.

· Use the APFNet Project Budgeting Tool to develop a Project Budget by Activity (Annex F) and automatically export the Project Budget by Category (Annex G) to present funding resources secured both from APFNet and other channels. Make sure to select the correct budget category, provide key budgeting information (e.g., quantity, unit and unit cost) and give a detailed description for each budget line follow the instruction. The tool will calculate budget for each activity and output automatically.  
· The 'APFNet retained grant' is used for APFNet external M&E and other project supporting costs (e.g., pre-study, communication, and dissemination) that may be needed by APFNet. It shall be estimated by EAs and confirmed by APFNet.  
14. Financial Management 

· Describe in what way the project will maximize the cost-efficient use of resources; if any, procedures and regulations will be obeyed in terms of personnel employment, procurement of goods and services, as well as financial management.
15. Auditing
· Provide (if already determined) information of an external auditing firm which will be in charge of auditing during project implementation and provide periodical and final audit reports.
This part presents the map and the current status of the project sites, including its size, forest type, natural and socio-economic conditions as well as the land use status, and potential demonstrative effects on other regions or economies.
	Items  
	Objectively verifiable indicators of achievement
	Sources of information and means of verification
	Baseline 
What is the current value of the indicators?
	Target 
What is the target value of the indicators? 
	Responsible 
Who will measure it? 
	Reporting
Where will it be reported? 

	Output 1
	
	
	 
	 
	 
	 

	Activity 1.1 
	
	
	
	
	
	

	Activity 1.2 
	
	
	
	
	
	

	Output 2 
	
	
	
	
	
	

	Activity 2.1 
	
	
	
	
	
	

	.......
	
	
	
	
	
	


	C&D Objectives
	Target audience
	Key message
	Monitoring Indicator
	Work plan and budget

	
	
	
	
	Activities (what)
	C&D tools (how)
	Time/Location (when/where)
	Responsible person (who)
	Estimated budget (USD)

	 
	 
	 
	
	 
	 
	 
	 
	 

	 
	 
	 
	
	 
	 
	 
	 
	 

	 
	 
	 
	
	 
	 
	 
	 
	 

	 
	 
	 
	
	 
	 
	 
	 
	 


The monitoring and evaluation of C&D objectives should be incorporated into the project monitoring and evaluation framework (Annex B).
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Y1 Y2 Y1 Y2 Y1 Y2 Subtotal Y1 Y2 Subtotal
Output1 -                  -                  -                  -                  -                  -                  -                  
Activity1.1 -                  -                  -                  -                  -                  -                  -                  



-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Activity1.2 -                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Output2 -                  -                  -                  -                  -                  -                  -                  
Activity2.1 -                  -                  -                  -                  -                  -                  -                  



-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Activity2.2 -                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Output3 -                  -                  -                  -                  -                  -                  -                  
Activity3.1 -                  -                  -                  -                  -                  -                  -                  



-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Activity3.2 -                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Project Administration & Staff
-                  -                  -                  -                  -                  -                  -                  



Project Administration -                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Project Staff -                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



APFNet retained grants -                  -                  -                  -                  -                  -                  -                  
External evaluation -                  -                  -                  -                  -                  -                  -                  



-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



APFNet project support costs -                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  
-                  -                  -                  -                  -                  -                  -                  



Project external evaluation and support costs retained by APFNet



Counterpart Units
 Unit cost 



(USD) 



Budget (USD)
APFNet Counterpart



Total



Pre-study, communication, internal monitoring, dissemination, etc. 



Total



Outputs/activities Description Budget category Budget Item 
Quantity



APFNet











· Refer to Excel. Use APFNet Project Budgeting Tool to develop Project Budget by Activity table. 
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Activity Description Y1 Y2 Subtotal Y1 Y2 Subtotal
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 
-                  -                 -                 



6 Project Administration 



7 Project monitoring and evaluation (retained by APFNet)



1 Project personnel 



Total



3 Procurement 



5 Labour 



2 Travel 



4 Meeting & Training



Budget Category
Budget (USD)



APFNet Counterpart
Total











· Refer to Excel. Use APFNet Project Budgeting Tool to export Project Budget by Category directly from Project Budget by Activity. 
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