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ANNEX H
ACT for Peace Staffing Requirements and Job Descriptions

Posts Number of Staff Reqmred

1 Programme Manager (N

2-4 Area Managers (3)

5 Technical Support Senior Specialist (1)

6-9 - Technical Support Specialist (4)

10 Performance Measurement Specialist (1)

11 MIS Officer (1)

12 Communication Specialist (1

13 Administrative Officer (1)

14 Finance Officer (1)

15 Area Security and Liaison Officer @))

16 Programme Technical Assistant (1)

17-23 Area Technical Assistants (7) 2 per area and 1 for NEM &

, Palawan

24 Finance Assistant (Bookkeeper) (1)

25 - Cashier (1)

26 Administrative Assistant (1)

27-28 Clerks (2)

29 Finance Clerk (1)

30-32__ Administrative and Finance Assistant (3) 1 per area

33-35 - Office Clerks (3) 1 per area

36 Utility Person for PMO (1

37-40 Drivers for PMO (4) 1-NPD

' 1- Admin & Finance

1 — M&E Unit
1 — Technical
Support Unit

41-43

(3) 1 per area

jDrivers for AMOs
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TERMS OF REFERENCE

Title Programme Manager

Quantity and Office | One; based in the Programme Management Office
Assignment -

Employmerit Status Fulltime; Programme

Organizational Reports to National Programme Director; Slipervises PMO staff
Relationships
Compensatijon Programme Funded

Range of Php (minimum) and Php (maximum)

JOB OBJECTIVE

1. To oversee the preparation, implementation, monitoring and reporting of the ACT for Peace
‘Work and Financial Plan (WFP) to achieve the Programme purposes and planned results, and
in accordance with the gnidelines set by the ACT for Peace ExCom

JOB DESCRIPTION
Programme Operations
He/She shall:

1. Head the ACT for Peace Programme Management Office (PMO) and ensure the performance

of its functions for the efficient and effective delivery of the Programme, particularly the
following: . :

1.1 Providing appropriate support to the Overall Implementing Agency

1.2 developing operations policies for Programme implementation and endorsing same to the
NPD for review and to the Executive Committee for deliberation and approval;

1.3 preparing the Programme WEFP (ensuring consistency of work plans with intended
Programme outcomes) based on the Area WEP prepared by the Area Management Teams
(AMTSs) and approved by the Lead Implementing Agencies and endorsing same to the

'NPD for review/integration purposes and subsequent submission to the Executive
-Committee for_ final approval;

1.4 monitoring the implenientation of AMT and other plans, and seeing to the coordinated,
efficient and effective delivery of Programme services and interventions;

1.5 ensuring the preparation of Programme technical/physical accomplishment and financial
reports; recommending appropriate measures for enhancement of Pro gramme efficiency
and effectiveness, and endorsing same to the NPD for review/integration and onward
submission to the Executive Committee for review; and to the Administrative Agency;

1.6 reporting to the ExCom, the PCC, sponsors and other stakeholders through the National
Programme Director;

1.7 dversccing the adiﬁiniétrative and financial resource requiréments of the Programme;

1.8 providing advice to.the :]jnplcmenting Agencies and Other Partners to resolve
implementation issues/concerns;

ACT for Peace Programme Document Annex H H-2 of 40 pages
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1.9 as may be necessary, resolving crosscutting operational issues/concerns jointly with the
Lead Implementing Agencies.

Ensure staff adherence to and compliance with the Programme Manual of Operations;
supervise all PMO staff by monitoring their progress periodically, by troubleshootmg
problems encountered and by providing job coaching as necessary -

Ensuring the preparation of employee contracts and seeing to 1t that staff performance
evaluation are undertaken as appropnate ‘

Upon instruction by the NPD, represent the Programme in key activities to which the
Programme has been invited or in activities organized by the Programme

Ensure the linkage of the ACT for Peace with the other initiatives for Mindanao, such as

~ Mindanao Natin, the IDP program, etc.

Build partnerships with LGUs, CSOs, peace groups, other donor representatives, local
busiriess groups to secure their mvolvement in strengthening Programme implementation and
sustainability

Identify issues and recommend appropriate action to further enhance coordination,
formulation of policy and strategic options for consideration of the ExCom through the
National Pro gramme Director

Perform other functions related to the Programme as may be assigned by the NPD from time
to time. .

Security Concern
In addition, he/she shall:

9.

10. As the ASC, be respons1b1e in ensuring that timely information on security will be forwarded'f:-. ..

Act as the Area Security Coordinator (ASC) of the United Nations Country Team in
Mindanao and as such, report directly to the Designated Officer (DO)

to the United Natlons Fleld Secunty Ofﬂce (UNFSO); and .

11. Act on security mfonnatlon and prov1de appropriate secunty advice to a11 Programme. staff

and UN personnel commg to Mmdanao

JOB- QUALIFlCATION

-Phlhppmes

A college degree in Social Science or related fields with masteral units

With expertise in development management in any of the following: Community Orgamzmg,
Capacity Development Enterpnse Development, Relief and Rehabilitation, Peace and -
Development . :

Has an understandmg of the mlx.and cultural pamculantres of stakeholders 1n Southem

Demonstrated ablhty in stakeholder management involving any: of the followmg donor

agencies; government agencies, local government umts CSOs commumty-based orgamzatrons'
"}Has good superwsory and human relatlons skﬂls S ERRN
" At least 10° years expenence m pro gram management and executlon
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= Has good facilitation, presentation and negotiation skills

® Has demonstrated oral and written communication skills

With skills in computer-based word processing, spreadsheet, presentation, database, contacts
and communication (e.g., MS Office - Word, Excel, PowerPoint; Outlook/Internet)

Able to converse in at least one of the major dialects in Southern Philippines
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TERMS OF REFERENCE

Title Area Manager
Quantity and Office | Three; based in the Area Management Offices
Assignment
Employment Status | Fulltime; Programme
Organizational Reports to Programme Manager; receives direction from the Regional
Relationships Programme Director (RPD); supervises area staff
Compensation Programme Funded
_| Range of Php * (minimum) and Php (maximum)
JOB OBJECTIVE
1.

To support the preparation, implementation, monitoring and reporting of the ACT for Peace
Work and Financidl Plan (WEP) to achieve the Programme purposes and planned results, and

in accordance with the guidelines set by the ACT for Peace ExCom, particularly for the area
of his/her assignment

JOB DESCRIPTION
He/She shall:

1.

Under the guidance of the ExCom through the PM, and the Management Committee through
Regional Programme Director (RPD) and with the technical advice of the Technical Support
Specialists, head the Area Management Office (AMO) for his/her respective areas and
exercise programme management oversight

2. Facilitate Programme planning activities for his/her area of coverage to contribute to the
achievement of Programme targets for the petiod and overall outcomes

3. Ensure the effective and efficient implementation of Programme interventions for his/her
area of coverage by involving eligible Implementing Partners and other Partners and by

" keeping track of and addressjng issues that affect implementation of Programme support

4. -Supervise the operations of all Programme activities in his/her area

5. Promote integration and convergence of the different Pro gramme interventions at the target
community level

6. Ensure proper and judicious use of Programme resources in accordance with the Programme
guidelines and those of the GoP and donors ‘

7. Lead the promotion of the Programme in his/her respective areas and obtain required
stakeholder support to the Programme »

8.  Ensure meaninigful participation of the Programme target participants (communities, LGUs,
MNLF and others involved in peacebuilding) and other stakeholders in Programme
implementation L
Work élosely with'the government agencies, LGUs and other Programme partners.to
strengthen partnerships and ensure complementation with programs and other initiatives
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10.

11.

12.

13.

14.

15.

16.

being implemented in the target communities

Facilitate the conduct of comprehensive monitoring and evaluation activities to ascertain
Programme achievements in the area, progress towards the attainment of purposes and results
and Jessons learned in Programme implementation : '

Ensure the tracking of the development of the Peace and Development Communities (PDC)
vis-a-vis the stages of growth

Based on the prescribed systems for monitoring and evaluation, financial management, and
logistics, submit required plans and' progress reports

Provide secretariat and technical support to the Management Committee (ManCom)

Ensure the implementation of PCC’s programme policy guidance and strategic directions at
the field implementation level and other Programme agreements and decisions, particularly
those made by the ExCom and the ManCom, in his/her area of jurisdiction

Flag Programme concerns to appropriate bodies for action/resolution

Recommend policy and strategic options for the entire Programme to the ExCom thru the PM

17. Exercise general supervisory function over all area staff; and

18.

Perform other functions related to the Programme as'may be assigned from time to time by
the PM or the RPD.

JOB QUALIFICATION

H ® H = ®

ACT for Peace Programme Document Annex H

A college degree in Social Science or related fields with masteral units

With expertise in development management in any of the following: Community Organizing,
Capacity Development, Enterprise Development, Relief and Rehabilitation, Peace and :
Development

-Has an-understanding: of the mix-and cultural particularities of stakeholders in Southern

Philippines o

Demonstrated ability in stakeholder management involving any of the following: donor
agencies, government agencies, local government units, CSOs, community-based organizations
Has good supervisory and luman relations skills 4

Atleast 5 years expérience in prograin management and execution

Has good facilitation, presentation and negotiation skills

Has demonstrated oral and written communication skills

With skills in computer-based word processing, spreadsheet, presentation, database, contacts
and communication (e.g., MS Office - Word, Excel, PowerPoint, Outlook/Internet)

Able to. converse in at least one of the major dialects in Southern Philippines

H-6 of 40 pages

May 12, 2005 :



N

i

q

L m __=m _=m _

=

=3

=

TERMS OF REFERENCE | | R |

Title oL Technical Support Senior Specialist R
Quantity and Ofﬁce One; based in the Programme Management Office : |
Assignment _ T
.Employment . Status Fulltrme Programme e
Organizational Reports to Programme Manager; superv1ses Component Spec1ahsts '
‘Relationships ‘
|-Compensation Programme Funded

© 4. "Provide guidanice of the intégration of theé promot1on of the culture of peacein all

- 7. Identify Programme teohmcal 1mp1ementatron issues and recommend appropriate action to -

- 8. Adhere to. and comply Wlth the Programme Manual of Operatlons .

Range of Php (minimum) and Php (maximum)

JOB OBJECTIVE

1. Toprovide technical advise and support to the preparatron Jmplementatlon monitoring and .-
reporting of the ACT for Peace Work and Financial Plan (WFP) to achieve the Programme
purposes and plantied results, and in accordance w1th the guldehnes set by the ACT for
Peace ExCom

JOB DESCRIPTION
He/She shall:

1. Ensure that appropriate, adequate and timely technical advice,‘ass'istance and support is
provided to the Programme in the identification and formulation of strategies

2. Ensure that appropriate, adequate and timely technical advice, assistance and support is
provided to the Area Management staff in determinihg community/participant priorities,
designing projects and activities, and the preparation of terms of references and contracts

3. Ensure that technical advise provided by participating United Nations Agencies are relayed to
and discussed with the Technical Support Specialist concemed and translated as appropriate
‘into guidance that can be provided to the Programme staff, partlcularly to the Area
Management staff .

_ components including recotnmending strategies or tools to ensure that component assmtance g
are peace-sensmve peaoe promotlve or peace-onented

5. Exercrse general supemsory funct1on over the Technical Support Speclahsts and

6. Prov1de necessary mforma’uon and technical advice to prograni management and stakeholders. - :

(techmcal data, resources, possible partners.and linkages, etc.,) that may facrhtate
accomphshment of ACT for Peace plans and targets

further erhance Programme support delivery; and formulate policy as well as strateglc
optrons for consrderatlon of the PCC and ExCom through the Programme Manager

erform other functlons related to the Programme as.may. be ass1gned from t1me to tlme by :
the’ PM or the RPD : S

ACT for Peaoe Programme Document Annex H . H-7 of 40 péges -
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= A degree in S;)cial Science or related fields

ACT for Pedce Programme Document Annex H H-8 of 40 pages
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With expertise in development management in any of the following: Community Organizing,
Capacity Development, Enterprise Developmerit; Relief and Rehabilitation, Péacgand " -
Development ' B o ‘
Knowledgeable and with experience on the promotion of the Culture of Peace

Has an understanding of the mix and cultural particularities of stakeholders in Scuthern
Philippines o ' .

Demonstrated ability in stakeholder management involving any of the following: donor
agencies, government agencies, local government units; C80s, community-based organizations

Has good supervisory and human relations skills

At least 5 years é}j{pcgiegce:in program m_ar;agema.n.t._aqd execution or consulting work

Able to converse in at least one of the major dialects in Southern Philippines

Has good facilitation, negotiation and writing skills

Has demonstrated written and oral communications skills

With skills in computer-based word processing, spreadsheet, presentation, database, contacts
and communication (e.g., MS Office - Word, Excel, PowerPoint, Outlook/Internet)

Results oriented and can work with very minimal supervision.

§




TERMS OF REFERENCE

'Tlt[e . % .. | Technical Support Specialist (Peace-based Commumty Orgamzmg—
: ' Community Development Spécialist) - ‘ AR

Quantlty and Offlce One, based in the Programme Management Ofﬁoe
“Assignment :

‘Employment Status | Fulltime;’ Programme

‘OrganiZational Under the supervision of the Programme Manager, dn'ectly reports to
-Relationships. the Semor Technical Support Spec1ahst T
Compensation Programme Funded

Range of Php (minimum) and Php (maxrmum)

=

oy

| O

r

.

JOB OBJ ECTlVE

1. To prov1de techmcal adwse and support to the preparat1on 1mp1ementatlon momtormg and
reporting of the ACT for peace Work and Financial Plan (WFP) to achleve the program _
purposes and planned results, and in accordance with the gulde]mes set by the ACT for Peace
'PCC and ExCom particularly for the component on Strengthenmg 8001a1 Capital for
Peacebuﬂdmg ‘

- JOB.DESCRIPTION-
He/She shall:

1. Ensure that appropriate, adequate and timely technical advice, assistance and support is
" provided to the programre in the identification and formulation of strategies, approaches,
and arrangements to attain the planned results of the component on Strengthening Social
Capital for Peacebuilding, particularly, but not limited to the following areas:

2.1 Peace-based community organizing
- 2.2 Peace and resource-based participatory barangay development planning
2.3 People’s participation in commumty conﬂrct transforma’uon and oommumty heahng
processes
2.4 Mobilization aid enhiancenent of local social formations ™
2.5:Peace constituency. expansron and alhance buﬂdlng
2.6 Tn-people relatlons bulldmg :

2. Assist the. AMOs in preparing annual detarled Workplans to achieve the component’s planned.:' ,

results. and indicative sfrategies and act1v1t1es and ensure complementation with other DR

components

3. Ass1st the Programme Manager,’ Semor Technical Support Spec1ahst Area Managers in
oriéntation sessions;of the progtathme and ensute that the component’s directions, targets,

act1v1t1es ‘and other cohceins are oommumcated to stakeholders and partners

4. Draﬁ appropnate guldehnes screenmg and select1on cntena for the engagement of CSO
' service providers, consultantsiand TGUs and Tine Agencies in the implementation;”
momtonng and evaliation of the strategres and delivery of servrces under the Component o
Strengthemng Socral Cap1tal for Peacebulldmg :

5. :Ensure that 'pI'OJ ect proposals relatrve to the component e1ther 1n1t1ated or submrtted by
' stakeholders for assrstance are properly evaluated and recommend the same to the. -

ACT for Peace Programme Document Annex H . : - H-9 of 40 pages '
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Programme Management for consideration, deliberation and approval.

6 " Ensure that the‘i)iéns, strategiés’ andiactiVifies of thé~COfﬁpoﬁéht gr'é-@rricd out by the
Programme, particularly the AMOs initheir respective areas of operation, as per workplan and

provide necessary remedial and responsive advice to correct: deficiencies ™

7. In coordination with the Performance Measurement unit of the programme and with the;- - -
~ ATAs, monitor implementation of the area AWFP with respect to the component; verify:
implementation of strategies, projects and activities in the field to ascertain progress; check - -
complementation with other components; identify gaps and issues; provide required sound,
technical advise to implementors and partners; and assist in troubleshooting problems and
- concerns as necessary ' ' '

8. In coordination with the AMOs, ensure that the status of the component’s de]ivér&bles, are
. regularly reviewed against targets and updated when necessary and that its progress and
status are repotted to Programiti me management and concerned entities for properacnon

1

9. Provide necéssary information and technical advice to program management and stakeholders.

(technical data, resources, possible partners and lirkages, etc.,) that mdy facilitate
accomplishment of ACT for Peace plans and targets e

10. Identify component technical implementation issues and recommend appropriate action to
further enhance Programme support delivery; and formulate policy as well as strategic
options for consideration of the PCC and ExCom through the Programme Manager -

11. Adhere to and c‘on;x"pl‘y with the Programme Manual of Operations

12. Perform other fﬁh'ctions relafé_d to the Progfamme as may be assigned from time to time.

JOB QUALIFICATION

- A graduate of any of the following: Social Science, Community Development, Rural

- -Develop‘ment;or—othgr--relatcd—ﬂald;~~a~maste,,r-_a,1--degree<or--units would-be an-advantage: -~ - vuen e

= Extensive work experience in comimunity. organizing-community development work,
. .preferably in the context of Islathic societies and in post-conflict reconstructiot/rehabilitation'; -

-~ situations.

% Has & demonstrated undefstanding of the Culture of Peace in the Sotithern Philippines Context. L

= Experienced in programmefproject formulation, management and /of advisory services
= Has an understanding of the mix and cultural particularities of stakeliolders in Scuthern
Philippines . = . - . o o
® Demonstrated ability in stakeholder tianagement involving any of the following: gdvertiment
agencies, local governthent units, €SOs, community-based Organizations’
" Ableto converse in at least ofie of the major dialects in Soutliern Philippines
= Has demonstrated writter and oral corimimnications skills :

m, negotiation and writing skills oy o
: puterbased word processing; spreadsheet, presentation, database, contacts:* -

ar commumcatlon(e S Office - Word, Excel, PoWerPoint, Outlook/Internet) - -
* Results oriented and ¢an'work with yery minimal supervision. - i 0 -

VNG T e
* -.r.:
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.
E
l | TERMS.OF REFERENCE
H ' Title - - v | Technical Support Specialist (B.asic Service .Specialist) |
. .| Quantity and Offlce One based in the Programme Management Ofﬁce
' | Assignment 5 T L
i '|'Employment Status Fulltrme Programme P
; | Organizational Under the supervision of the Programme Manager drrectly reports to
o .Relationships - the Senior Techmcal Support: Spemahst ' ,
‘Compensation . .~ Programme Funded .
Range of Php (minimum) and Php (maximurm)

=

JOB OBJ ECTlVE

' ' 1. To provide technical advise and support to.the preparatlon mplementatron momtonng and .

0 reporting of the ACT for peace Work and Financial Plan (WFP);to achieve the progfam 4
purposes and planned results, and.in accordance with the gu1dehnes set by the ACT for Peace .
PCC and EXCom part1cu1ar1y for the component on Promotmg Human Security through :

[ " Improved Access to Basic Services

CRI

~ JOB DESCRIPTION
He/She shall:

o ‘ 1. Ensure that appropriate, adequate and timely technical advice, assistance and supportis -
provided to the programme in the identification and formulation of strategies, approaches,
-arrangements to attairi:the planned results of the component on Promoting Human Security
through Improved Access to Basic Services, particularly but not limited to the areas of health
* - and nutrition, reproductive health, water and sanitation and relief and rehabrhtatron

2. Assist the AMOs in preparing annual detailed workplans to achieve the component’s planned
results and indicative strategres and act1v1t1es and ensure complementation with other
components

= C3. Ass1st the Programme Manager Semor Techmcal Support Spec1ahst Area Managers m
RE , - otientation sessions of the programime and enstre that the component’s directions, targets
activities and other concerns' are commumcated to stakeholders and partners

4, Drafc appropnate gu1de11nes screemng and selection criteria for the engagement of CSO
service providers, consultants and LGUs and Lirie Agencies in the 1mp1ementat10n _
monitoring and evaliiation of the strategies and delivery of services under the component o -
Promoting Human Security through Improved Access to Basic Services

By

5. Ensure that project proposals relative to the componert either initiated or submitted by
stakeholders for assistance are propeily evaluated and recommend the same to the
Pro gramme Managem t for cons1derat10n dehberatmn and approval

. E r
| S T ot ;

- 6. Ensure that the ‘plans,: st .ateg1e and act1v1t1es of the component ‘ 'e carned out by the
Programme, partlcularly the- AMOS ini their respective areas of operatlon as per- workplan and‘
, prov1de Decessary. remed1a1 and respons1ve advme to correct deﬁc1encres )

ACT for Peace Programme Document Anziex H ' o H-11 of 40 pages
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‘7. .In coordination with the Performance Measurement unit of the programme and with the

ATAs, monitor implementation of the area AWFP with respect to the component, verify
implementation of strategies; projects and activities in the field to ascertain progress; check
complementation with othe '
technical advise to itnplemento
concerns as necessary

rs and partners; and assist in troubleshooting problems and -

In coordination with theAMOs, ensure thgt the status of the component’s deliver;blesﬂ are
regularly reviewed against targets and updated when necessary and that its progress and
 status are repoi_‘te‘d to Programme management and concerned entities for proper action

Provide necessary information and technical advice to program management and stakeholders

(technical data, resources, possible partners and linkages, etc.,) that may facilitate -
accomplishment of ACT for Peace plans and targets

10. Identify-component techhical implemeritatior issues and recoriimend appropriate action to

further erhance Prograrime suppoit delivery; atid formulate policy as'well'as stidtegic
options for consideration of the PCC and ExCom through the Programme Manager

11. Adhere to and comply with the Programme Manual of Operations

12. Perform other functions related to the Programme as may be assigned from time to time. .

JOB QUALIFICATION

A graduate of any of the following: Sociology, Community Development, Rural Dévelopment
or other related field; a thasteral degree or units would be an advantage.’ o
Extensive wotk experience in grassroots development, preferably in the context of Islamic
societies and in post-conflict reconstruction/rehabilitation situations.

Experienced in programrtie/project formulation, management and /or advisory services in post -

conflict reliabilitation/reconstiuiction programmes

Has an understanding of the mix and cultural particularities of stakeholders in Southern

s |

ACT for Peace Programme Doéﬁﬁi_éx'it AmnexH :  H-12.0f40 pages.
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Demonstrate stakehelder management involving any of the following; government
encies ent units, CSOs, comirfimity-based organizations -
ed of the major dialects in Southerti Philippiries

ood facilita tation and negotiation skills
Has demonhsfrated wtitten ard ordl communications skilis

With skills in comiputer-bagéd word processing, spreadsheet, presentation, database, contacts

and comifiutiication (e.g., MS Office - Word, Excel,; PowerPoint, Outlook/Internet) -
Results oriented and can work with very minimal supervision. ' :

omponents; identify, gaps and issues; provide required sound;




: { TERMS.OF REFERENCE
Tltle T , Techmcal Support Specxahst (Commumty Econoxmc Development
' ,Speclahst) L R
' Quantlty and Offlce One; based in the Programme Management Ofﬁce
Assignment
Employment Status. | Fulltime; Progiamme "+ © v o0 e e v e o 6
|‘Organizational % Under the overall supervision of the Programme Manager, dJrectly
| Relationships reports to the Senior Technical Support Specialist '
- Compensation . | Programme Funded '
S | Rarge of Php (mlmmum) and Php (max1mum)

‘ JOB OBJECTIVE

1. To provrde techmcal adv1se and support to the preparatmn 1mp1ementat1on, momtonng and
reporting of the ACT for peace Work and Financial Plan (WFP) to achieve the program. _
purposes and planned resuits, and in accordance with the guidelines set by the ACT for Peace -
PCC and ExCom particularly for the component on Promoting Human Security through '
Community Economic Development

& JOB DESCRIPTION :

He/Sheshall: | |
\ ’ 1. Ensure that appropriate, adequate and timely technical advice, assistance and support is
rl provided to the progrartuie in the identification and formulation of strategies, approaches,

and arrarigements to attain the plannied results of the component on Promoting Humian
Security through Community Economic Development particularly, but not limited' to the
following areas: livelihood and entetprise development (farm and non—farm)

%; 2. Assistthe AMOs in preparing annual detailed workplans to achieve the component’s planned

r .. results and indicative strategles and activities and ensure complementanon with other -
‘ components :
[_‘ ‘ 3. Ass1st the Programme Manager Senior Technical Support Spec1a11st Area Managers in

' orientation’ sessionis of the programrhe and ensure that the component’s d1rect1ons ‘targets
act1v1t1es ‘and other concerns are commumcated to stakeholders and partners

4. Draft appropnate glndehnes screening and select10n criteria for the engagement of CSO
L) ’ service providers, consultants and LGUs and Line Agencies in the implementation, _
r ‘ . monitoring and evaluatlon of the strategies and delivery of serv10es under the component .

5. Ensure thatproj ect proposals relative to the component either initiated or submltted by
stakeholders for assistance are properly: evaluated and recommerid the same to the
Pro gramme Management for cons1derat1on, deliberation and approval

t the plans,strate sand act1v1t1es of thie component are carned out by the:
) Programuie; partlcularly the AMOS in their respective areas of operation, as per. Workplan and
i A prov1de necessary remed1a1 and respons1ve adv1ce to correct deﬁclen01es - :

7. ‘In coordmatlon w1th the Performance Measurement umt of the pro gramme and th fhe

' : ACT for Peace Programme Document Annex H : - H-13 'Of 40 pages.
[ May 12,2005 '




. ATAs, monitor implementation of the area AWFP with respect to the component; verify -
implementation of strategies, projects and activities in the field to ascertain progress; check
- complementation with other components; identify: gaps and issues; provide required sound, -
technical advise to implementors and partners; and assist in troubleshooting problems and
CONCEINSs as NeCessary . . we . o o+ o R by

8. In coordination with the AMOs, ensure that the siatus of the component’s deliverables aro
regularly reviewed against targets and updated when necessary and that its progress and: -
status are reported to qugr‘anjp;zc»managqment and concerned entities for proper action

9. Provide necessary information and technical adViég; to program management and stakeholders
 (technical data, resources, possible partners and linkages, etc.,) that may facilitate
accomplishment of ACT for Peace plans and targets’

10. Identify component technical implementation issues and recommend appropriate action to
further enhance Progranime stppoit delivery; ahd fotmiulaté policy as well as strategic
options for considetation of the PEC and ExCom through the Pro gramme Managet

11. Adhere to and comply with the Programme Marnual of Operations’

12. Perform other functions related to the Programme as may be assigned from time to time.

JOB QUALIFICATION

* A graduate of any of the following: Agribusiness, Commerce or relevant course; a masteral
degree or units would be ari advantage. o . ’
= Has extensive work experience (with MSMEs and small agribusiness projects
™ Experienced in programme/project formulation, management and /or advisory services
* Has an understanding of the mix and cultural particularities of stakeholders in Southern
Philippines _ ) o L .
" # Demonstrated ability in stakeholder management involving any of the following: government
agencies, local government units, CSOs, community-based organizations . ‘
= Ableto-converse in at 1east one of'the-major dialects in-Southern Philippines -
= Has good facilitation, presentation and: negotiation skills :

ACT for Peace Programmé Document. Annex H _ : H-14 of 40 pages
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L

'TERMS OF REFERENCE

‘Tltle — R Techmcal Support Specrallst (Conﬂlct Transformatlon Capaclty
: ' Development Specialist) - . N

,Quantlty and Offlce 'One; based in the Programme Management Ofﬁce :
‘Assignment ‘

[ Employment Status | Fulltime; Programme

. ,'Qrgan‘ifZE;tional “Under the overall supervision of the Programme Manager; dnectly
Relationships: | réports to the Technical Support Specrahst ‘ :
| €Compensation Programme Funded -

Range of Php (minimum) and Php (maxnnum)

. JOB-OBJECTIVE -

o 3 Assist the Programme Manager Semor Techmcal Support Spec1ahst Area Managers in

1. To provide technical advise and support fo the preparation, implementation, monitoring and
reporting of the ACT for Peace Work and Financial Plan (WEP):to achieve the Programme
putposes and planned results, and in accordance with the gu1de11nes setby the ACT for . .. :
Pedce ExCom particularly for the component on Burldmg Stakeholders’ Capacrty for Conﬂxct PRETEE
Transformation - .

. JOB DESCRIPTION

He/She shall:

1. Ensure that appropriate, adequate and timely technical advice, assistance and support is
provided to the programme in the identification and formulation of strategies, approaches,
arrangements to attain the planned results of the component on Bu1ldmg Stakeholders’

. Capdcity for Conflict Transformation, particularly but hot lirfiited to the areas of capacnty
developinerit for the promotion of human secunty, peace and development afid parncrpatory
processes in local gevernance

2. Assist the AMOs in preparing annual detailed workplans to.achieve the component s planned
- results and indicative strateg1es and act1v1t1es and ensure complementatron with other
components '

e onentatron sessiohs: of the. o ime and ensure that the component S d1rect10ns targets
aact1v1t1es and other concerns are-commumcated to stakeholders and partners A

4. Draﬁ appropnate gu1de11nes screemng and selectron cntena for the engagement of CSO
- service provrders cotisultarits and LGUs and Line: ‘Agengies in ‘the imiplementation, EAR
monitoritig and evaluation of the strateg1es and. dehvery of sefvices under the component on. iE
Promoting Human Secunty through Improved Access to Bas1c Services '

5. Ensure that' pI‘O_] ject proposals relat1ve to the corhponent erther ihitiated or submitted by A
stakeholders for assrstance are properly evaluated and recommend the same to the

.'e adv1ce to correct d ‘ﬁ 1en

ACT for Peace Programme Document AnnexH . RN H-lS-:éf‘lO pages
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7. In coordination with the Performance Measurement unit of the programme and with the
ATAs, monitor implementation of the area AWFP with respect to the component, verify
implementation of strategies; projécts-and activities i in the‘field to- ascertain progress; check
complemetitation with other. ‘components; identify gaps andwlssues ‘provide: requn‘ed sound,
technical advise to nnplementors and partners;: and assist in troubleshootmg problems and
concerns as necessary :

8. Incoordination with the AMOs, ensure that the status of the component’s dehverables are
‘ regularly reviewed against targets and updated when necessary and that its progress.and
status are repoited to Programme management and concerned entities for proper dction

9. ’Prov1de necessary irifformation and techmcal advice to pro gram management and stakeholders.
(technical data, resources, possible partners and linkages, etc.,) that may facilitate -
accomphshment of ACT for Peace plans and targets

10. Ident1fy component techmcal 1mplementat10n issiies and recommencl approptiate action to
further enharice Programme support delivety; 4tid forniulate policy as well as' strategic
options for consideration of the PCC and ExCom through the Programme Manager

11. Adhere to and comply with the Programme Manual of Operations

12. Perform othér functions related to the Programme as may be assigned from time to time.

JOB QUALIF ICATION

i A graduate of any of the fo]_lowmg Social Sc1ence Polrtrcal Science or other related ﬁeld a
masteral degree or units would be an advantage.

= Extensive work experience in capacity development, human resource development,
governance, parthership mobilization, resources mobilization

» Experienced in programme/project formulation, management and /or advisory services in post
conflict rehab1htat1on/reconstruct10n programmes -

* Has an understandmg of the mix and cultural part1cular1t1es of stakeholders n Southem

- --Phrhpprnes e : e e :

V- yased orgamzat1ons
1S 'uthern Plnhppmes

th skills r-based Word proeessmg, spreadsheet presentatlon database contacts
and commumeatmn (e:g., MS Ofﬁce Word, Excel, PowerPomt Outlook/Internet)
Results oriented and can work with very mmnnal supervision.
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TERMS OF REFERENCE |

‘Tltle Commumcatxons Speclallst T TR

Quantlty and Ofﬁce '.One based in the Programme Management Ofﬁce

Assignment s Ty L
Employment Status - 'Fulltlme Programme R R
| Organizational .“| Reports to thé Programme Manager, supervises the MIS Ofﬁcers W1th
Relationships - respect to thé Programme website estabhshment and mamtenance
‘Compensation - Programme Funded o i .

l L | Range of Php (minimum) and Php (maxirnum)

| JOBOBJECTIVE

. -~ . 1. To ensure that Programme information, npdates and accomplishments are communicated in
Fa o " an effective and timely manner to-all stakeholders

o - JOB:DESCRIPTION
" He/She shall: )
1. Formulate a Comrhunications Strategy and Plan that would convey Programme information, -
updates and accomplishments to various stakeholders in an effective and timely manner

2.. Ensure the successful implementation of the approved Commniunications Strategy and Plan
through projects and activities

3. Ensure that Programme experiences will be properly documented to h1ghhght sound prac’nces A
and lessons gathered from the Programme

- 4. Collaborate with the ATAs and the Performance Measurement Unit to generate information
on the Programme that needs to be disseminated to the sta.keholders

5. Oversee the productmn and d1ssem1nat10n of knowledge products (pubhcat1ons aud10-v1sua1 : a
L presentat1ons" et ".') developed on the bas1s of the Prograintne expenence ' ' R

6. Superv1se the MIS Ofﬁcers w1th respect to Programme website estabhshment and
mamtenance

7. Undertake act1v1t1es that Would facxhtate the transformation of mamstream media att1tucle
towards peace reportage '

M :
‘ | 8. Adhere to and comply with the Programme Manual of Operatmns

9. Perform other Programme-related tasks as may be assigned from time to time by the
Pro gramme Manager ‘

or related c urses a masteral degree or umts Would be an

LK Has tleast 5 years 'expenence m commumcatmns work

ACT for Peace Programme Document AnnexH e . “H:17 of 40 pages
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. .'% Has excellent fac111tat10n presentation and negotiation skﬂls

* Has anunderstanding of the mix and cultural part1cu1ar1t1es of stakeholders'in Southern
. Philippines

, ' ‘Demonstrated ab111ty in stakeholder management mvolwng any of the followmg govemment
- agencies, local government uhit » CSOs, commumty—based organizations . -

m Able to converse in at Tedst, one.of the.maj O dlalects in Southem Philippines

8" Fas excellent written and otal Comrunications skills . - 2 i
W Withskills in computer—based word processing, spreadsheet presentatmn database contacts
and communication (e. g.,MS Office - Word, Excel, PowerPoint, Outlook/Intemet)
n” Results oriented and can work with very minimal § superv131on »

ACT for Peace Programme Document Annex I-I
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.~ JOB OBJECTIVE

1

. . JOB DESCRIPTION
He/She shall:

2.

ACT for Peace Programme Document AnnexH - T : "H-1.9 Qf_-.-‘?O.Pageé{

Desrgn and prepare the M1d-term and end-of-program evaluation: ana1y51s and other studies
To oge ether w1th the MIS staff, estabhsh the baseline of target commumt1es and the mﬂow of

. Des1gn, mstall and manage the database system for the Prograthme

. Prov1de t1me1y adwse to’ the Programme management through the PM on trends and other

TERMS OF REFERENCE S REEE BT E RS U
Tlt[e ST | Performiance Measurement Specialist”t
. | Quantity and: Ofﬁce : One, based in the Programme Management Ofﬂce o
‘' Assignment " 0| S ‘
.| Employment’ Status Fulltlme Programme e
’ | Organlzatlonal. <_Reports to the Programme Manager supemses Management ;
‘Relationships " | Information System Officers ' :
Compensation . . . | Programme Funded .. o L
- B ' _ | Range of Php (rmmmum) and Php (rnaxrmum)

T estabhsh and maniage the performance measurement .Syst.'\e‘f;n of the Pro gramme

Desrgn and develop a performance measurement system which shall be- compnsed ofan M & -
E system, detailing the required indicators in line with the Programme strategies/operations
plans and manual; data flow; respon51b1e staff/agencies for collection of data; methods of
analysis and reporting

. Coordinate‘with the Area Managers and appropriate units/divisions of the LGUs, NGAs,

ARMM Departments, UN Teehnieal'Advisers/specialist/Proj‘ee_t Teams and: other donor
agencies at the area level of effectively carry out an integrated M&E System

Ensure that all agencies and personnel mvolved at the area level effectively carry out an
integrated M & E system

Coordinate with the Techmcal Assistants for the submission of monthly, quarterly and other

‘progress reports

Report to.the’ Programme Manager on the progress of each mterven’cron hlghhghtmg
outstandmg 1ssues o .

deemed necessary by the Programme

vanous as's1stance from NGAs; NGOs POs and other donor agencies

May 12 2005




JOB.QUALIFICATION Qe

.= Demonstrated ab1]1ty in stak older management volvmg any of the followmg ' govemment
-+ agencies, local government {inits ,CSOs;. comnmmty-based organizations
= Able to converse ini at least one -of thie major dialects in Southern Philippines
= Has derhonstrated written and oral communications skills e ‘
* With skllls in computer-based y 011d processing, spreadsheet presenta’uon database contacts
and commumcatmn (e.g., MS Office - Word, Excel, PowerPoint, Outlook/Internet)
" Results onented and can work with very minimal supervision. g

ACT for Peace Programme Document AnnexH o - H-20 of 40.pages;
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~TERMS OF REFERENCE

<. Title: ’ ’Admlmstratlve Officer i
L ""’_Quantlty and. Offlce ‘One basedmth ' Programme Management Ofﬁce
-|:Assignment . | U S
5 -Employment Status Fulltlme Programme . SR
.7 Reports to. the Programme Manager, superv1ses Admmlstratl.

o - Assistant, Clerk ananvers e
- ‘Compensation .. | Programme Funded .

e ' Range of Php (mlmmum) and Php (maxrmum)

s

Lm

3

- JOB:DESCRIPTION

o - He/ She shall ' ‘

5 . '?:1. 'Formulate, review, enhance and implement administrative and procurement systems, pohcres N
'—’ and ‘procedures :

P

2. Directly supervisé the Administrative Assistants, Clerks, Drivers/Mechanics, and Utility
personnel as well as provide technical supervision over the AFAs of Area Teams on
administrative niatters

= N 5

3. Mariage the day-to-day operations of the ofﬁce including prov1dmg ass1stance in the
implementation of office, personnel and 10g1st1cs management systéms .

- 4, Maintain orderly and systcmat1c files of records on personnel equipment and furmture
inventory, equiprhent arid vehicle utilization and other administrative records

5. Ensurethe proper maintenance of ofﬁce premlses equipment, furniture and vehicles and
momtor the ¢condition. and use of said resources in accordance with established gmdelmes

'Conduct penodlc equlpm property mventory and prov1de mputs to the conduct of ﬁnanc1a1

— =]
O

Momtor personnel leave credlts and absences

1 .:.,Process request for 1og1st1cs support mcludmg travel bookmgs and requ:red supphes and

pu

5 o R
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= Demonstrated abi

. JOB QUALIFICATION

- With a"c‘:&)ﬁ]"legc'd;eﬂgrpe- -
. Has at least 3 years'experien

Philippi .

N

Able to converse in at least one of the major

3 years'experience i réléted field of wot
Has an understanding of the mix and cultural
‘ ity iti stakeholder ﬁiéﬁageﬁaém involying any 6f ‘thé_followmg" )
agencies, local government units, CSOs, community d organizations ‘

particularities of stakeholders in Souther

dialects'in Southern Philippines

Has demonstrated Wfiﬁén"'Hﬁaféfal"'bommuniééfﬁoﬁé'éldll‘é;-"' e .
With skills in computer-based word processing, spreadshest, presentation, database, contacts

and communication (e:g:, MS Office - Word,

Excel, PowerPoint, Outlook/Internet)~ - -~

Results oriented and can work with very minimal supervision.




 TERMS OF REFERENCE..

ACT for Peace Programme Document Annex H

AT 1Tltle L Flnance Ofﬁcer R .

v Quantity and Offlce One; basedmthe Programme Managem' it Ofﬁce
i -Assignment ' i, >
..+~ | Employment Status Fulltlme, Programme

* ’|.@rganizational:::
.. | Relationships -~ - "'Cashler and Finance Clerk
-Compensation . Programmie Funded e : .
' : Range of Php (mmmmm) and Php (maxmlum)
- JOB°OBJECTIVE

R '.{JOB DESCRIPTION
. He/She shall:
L

Rev1ew, mstall and recommend revisions, as appropriate, to the ﬁnancml and accountmg '
system of the Programme ' ,
Review budget experiditures and cash advances by codes against approved allotments, and
prepare and analyze financial data of Programme budget/financial forecasting and-
requireiments

3. Review, monitor and consohdate mformatlon to be used for preparmg and provrdmg
recommenda’uon on requirements as well as budget expend1tures

4, Ensure financial conitrols and operate bank accounts in accordance with GoP and UN/UNDP

financial rules and regulations and local banklng practices; provide up-to-date cash position;-
reconcile bank statements .

5. Monitor and review financial and accounting reports as well as reconciliation of accounts to-
enstre accurate accountmg and p-to date ﬁnanclal status mformatmn
Prepare reqmred report and statements of the ACT for Peace Programme L

- controls, as

budget ‘prode

8. Estabhsh and mamtam the'payroll system for the Programme

Facllltate conduct of ﬁnanc1a1 and management aud1t when necessary, and

"May 12 2005




and superv181on

Resuilts, onented and can work with Very minimal supervision.

ACT for Peace Programme Document Annex H B
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B I 'f,,_g‘?TERMS OF REFERENCE

4 7 o|-Quantity: and Ofﬁ’"e
Co e Assignmient

7", | Employment Status
" 7| Organizational
Py e .‘.RelatlonshIps

b
o ,',-g:-'_f".?"-Tltle B

" | Security at the Manila headquarters LT
”s, ‘Compensatlon Programmie Funded -
' S -"Range of Php (mlmmum) and Php (maxunum)

» ';51']'Jo'B OBJECTIVE

ol ,;0 prov1de adv1ce on safety and secunty to the Progr Amme

__OB DESCRIPTION ;
- ,.He/She sha]l

-' 1. ~ Accept requests for Secunty Clearance within the Southern Ph111ppmes area of operatlons /s
résponsibility / interests and processes the requests in the prescribed’ format and in accordance _
with UNSECOORD / UNFSO (Ptilippines) standing SOPs. :

2. Makes necessary security coordmatwn act1v1t1es for the Programme staff and staff gomo into
" Southern Philippines;.as necessary / required. -

3. Adv1ses the Programme on all matters pertammg to safety and security 1n accordance with
the UNFSOs TOR. .

‘4. Recommends area project safety and security trainings.

5. Ensures that the. Secunty Plan is current, updated and apphcable / workable in view of curfent. -
local condlt ns : -

ACT for Peace Programme Document Annex H
May 12 2005




JOB QUALIFICATION
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-_'___'TERMS OF. REFERENCE

Tltle _-Management Informanon System/Informatlon Technology Ofﬁcer‘fi. '.
' 'Quahtity and Ofﬁce One, based mthe Programme Management Ofﬁce L ‘
|“Assignment o Co R
| Employment Status. ,Fulltnne Programme "

=

r} ~|:Organizational “Under the overall superv151on of the Programme Manager, reports A
C | Relationships directly to the Performance Measurement Speelahst '
~/|"Compensation ProgrammeéFunded

Range of Phip. (mmrmum) and Php (maXJmum)

q - JoBOBJECTIVE

" -JOB/DESCRIPTION
" He/She shall:

i ,_.';'1.‘ I close coordmatlon with the PMS develop and mamtam program-w1de autod""”“"’."' ' SR
R ERER information systeiis and ensure the ava11ab111ty, mtegnty (vahd1ty), consrsteney, and currency S
r‘\i C of the data contaihed therein. PR

. T 2. To gether with the ATAs establish baseline mformatmn of target commumt1es and the inflow
q . of various assistance from the NGAs, NGOs, POs, and other donor ageneres

3. Formulate/design tools that would facilitate gathenng, consohdatlon presentation of needed
datd/information from the ground up to the Programme level that would help in commg of
objective arid timely detisions. .

4. Under the guidance of the Commumcatlons Spemallst establish Programme Websrte and
' maintain the same

5. Mamtam all Programme computer hardware software electromc documents ahd local-area.
.. netwotk: and. ensute their sat1sfactory operatmg condltlon and avallabﬂrty




= With-skills in computer-based word processing, spreadsheet presentation; database, contacts:

- and communication (e.g., MS Office = Word, Excel Powe;Pomt Outl 'k/Internet)

bIe o converse i at least one of the ma ,'_al cf m‘the areain

E“"*“ a

-

-

E—t

e




T

'__jTERMS OF REF ERENCE

| Tltle :‘ L ::""7 it Programme Techmcal Ass1stant

i ; ‘,‘ Wu;‘..

it : Quantlty and Offlce One based mthe Programme Management Ofﬁce
Assignment . D . "

PR TS R P

iployment:Status::| Fulltime; Programme P el
‘Organizational - - | Reports to ProgrammeManager S
Relatlonshlps e SR

1 _._(‘:Zomp.ensatlon Programme Funded

, | Range of Php * (minimum) and Php (thaximum)
S ’-’:-g-fJo'B“f OBJECTIVE
- JOB. DESCRIPTION,.

. He/She shall:
C 1. Actas the Executive Assistant to the PM

2. Ass1st the PM in the conduct of Programme planmng act1v1t1es

3. Prowde technical support in the consohdatlon and preparatmn of the Programme annual |
Work and Finsneial Plan ' ‘

4. Provide assistanceto the PM in drafting comimunication and Workmg papers related to ‘
' Prograinimeé policies, gmdehnes .and dlrectlon SRR *

5. Ass1st in the conduct of Programme activities such as meetings of the Executive Comm1ttee _‘
- (ExCom), Management Commlttee (ManCom) and other bodles conference and Workshops= -

6. Assist thé PM in momtonng follow-up actlons of the agreements and dec1s1ons arnved at by' S
the ExCom and ManCoinr .~ - . ' :

- May 12,2005




on the operational/physical status of the Programme (whether projects and dctivities have *! v -
been 1mplemented as planne r Programme Tesources have been ,allocated d1sbursed - .

he P. . ‘ rement and,,‘ : s
Fmance Units, prepare penodic Programme technlcal and financial reports and: the. paekagmg
of the same for presentatmn purposes; and !
- » |
' bes
~ 13, Provide technical: support in, the preparatron of the ManCom ExCom and Programme
"'Coordmatmg Commlttee agenda papers. " . {
14, AdHere to and cotnply with the Programme Manual of Operations =
- f
15. Petform other Programme-related tasks as may be assigned by the Prooramme Manager from S
T titde to time. _ NI
JOB- QUALIFICATION . S : : . ‘ tea
= College degree in Social Science or related ﬁelds a masteral degree or umts would be an " |
advatitage - , ‘
* Ha understandmg of the mix and cultural partlculanhes of stakeholders m Southern C e
Philippines R
® With xpeitise in project developipent, implementation,. monitoring and evaluation in.any of |
the fol figy Commumty Organizing, Capacity Development Enterpnse Development s
Relief and Rehabrhtatron, Peace and Development .
" Has. good facrhtatlon, presentation: and .negotiation skills ;
i .,1strate‘ oral and wrrtten commumcatron skrlls s
| ;d processmg, spreadsheet presentatm_n, database contacts |
o MS Office - Word, Excel, PowerPoirit, Outloc k[l'.nternet) .
ist-one of the- maJor dialects in thearea in"South Phrhppmes -
:LI
I’
L
|
l




-,f’fTERMS OF REFERENCE

';Tltle

Area Techmcal Assxstant

‘Quantity. a‘nvd Ofﬁce
:Assrgnment

B Management Ofﬁce

Seven, two per Area Management Ofﬁ.

'Fullhme Programme

| Under the overall superv1s1on of the Programme Manager reports I
dlrectly to Area Manager or Programme Manager in case of the °-
Palawan and NEM ATA

!Ga‘r‘hpé'riga’tidn |

-Programme Funded MEE L
'Range of Php - (mJnMum) and Php (max1mum)

JOB OBJECTIVE

V OB DESCRIPTION
'*‘He/She sh'._'.,:i'""

1. Assist and' prov1de

technical support to the Area Manager in detenmmng implementation. .

strategies and.preparing the annual Work and Financial Plan for the area, partlcularly by
conductmg part1c1patory plannmg proeesses 1dent1fymg/rev1ewmg needs and 10

3. " Review and ehsure that the proposals commg from partners are respons1ve to commumty
priotities, are techmoally and ﬁnanc1a11y viable of, are cons1stent with the Area WEP, and

would contnbute to peacebulldmg and human seeunty and on’ the hases thereof make




proj ect plans as Well as area act1v1ty blans and progress reports to ensure that these are m

Programme results inthe area.o of ooverage“ y

12, Assist the AM in the prepatation of periodic acemplishn ent reports using the Programme o

prescnbedformats e e e

" L S S

B b e B e

- 13. Maintain and update a repository of Programme-related information at the arealevel - ‘

‘14. Adhere to and comply with the Programme Manual of Opérations

15. Perfonn othier Programmie-related tasks as may be assigned by the PM/AM &om ‘ume to tnne

JOB QUALIF ICATION

H College degree, a masteral degree or umts Would be an advantage ‘

in, proj ect de opment, jmpﬁlefmen ation, momtonng and evaluatmn inany of
' Commumty O ganizing, Capacity DeVelopment Enterpnse Development
itation, Peace arid Development

ng of the mix and cultural - particularities of stakeholders in Southem

. f\penenee in prO_] ect development 1mplementat10n momtormg and evaluatmn (PDIME)
I-Ia _ ood fac_' tation, presentat1on,and negotlatron skills .

ills

_ ord, Excel, PowerPoint, Outlook/Internet)
0 the maJ'rdla epts in the ared i whichhe/she is- ass1gned

32 of 40 pages
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TERMS OF REFERENCE

:T1tle .
“Quantity and 0ff1ce
Assignment : . Sl N L %
Employment Status 'Fulltlme Programme L R L .
Qrgamzatlc'mal Under the overall superylsmn of the Programme Manager, reports s
Relationships = v directly to"Administrative Ofﬁeer o ‘
Compensatlon . .»| Programme Funded ... ;- Lo

: . : -Range of Php. (mlmmum) and Php (ma)nmum)

Admlmstratlve Ass1stant L A
‘One, based in the Programme Management Ofﬁce o

grei

JOB DESCRIPTION
He/ She shall

'Assmt inthe: mamtenance of orderly and systematic files of records on personnel equipment .
and ﬁnmture mventory, equrpment and vehicle utilization and other adm1n1strat1ve records

o _ ) Assist in ensuring the proper mainteriance of office premlses, equipment, furniture and
m vehicles and monitor the condmon and-use of said resources in accordance with established-
U ' gmde]mes :

3, Assistthe AO in determlmng supplies, equipments, and any procurement services requ:red by"~ L
o the Programme prepate requ1s1t10ns atid release them as needed

4. Assist in'the conducts periodic equipment/prdperty inventt)ry ‘

5. Ass,is_t in monitoring personnel leave credits and absences -




. JOB QUALIFICATION ARG W, '- L
Preferably hlgh school graduate with skil

N '

Is in computer-based wordlprocessmg, spreadsheet

With at least 1—2 years of related work experiénc
; 10g13t1ce1 suppoxt to event

equlpment . : : R : 5
. ®'Has an understandmg of the mhix and cultural part1cular1t1es of stakeholders in Southem !
.+ Philippines b

Able to converse 1n at 1east>one of the maJ or d1alects in the area in Whlch he/she 1s ass1gned

[,f_—\




: TERMS OF REFERENCE

L v,T1tle

Admlmstratlve and Fmance Ass1stant

iQuantlty and Offlce

‘

) Three; based at the Area Management, Ofi:rces
Assignment R

Employment Status . | Fulltime; Programme
‘Organizational " -~
"Reiatlonshlps

: Under ‘the overall supe
. ﬁtechmcal superv1s1on of t
‘Ofﬁcer, reports dlrectly to Area Manager

. Compensatlon Programme Funded, i

' Range of Php (rmmmum) and Php (max1mum) 5

L Mamtam orderly and systematic files of tecords on personne it

quipent and furnitire -~
’ mventory; eqmpment and vehicle utlhzatlon and other admmlstr t1ve. records at the Area o

commumcatron

| 3. Ensure the ‘proper mainténance of office premlses equrpment ﬁlrmture and ve h1c1es and

" monitor the condition, and use. of sa1d resourees, in accordance with, estabhs‘ - gmde]mes i

«

4: Determine supplies requlred by the Area; prepare reqursmons for supphes and release
: supphes

forPeaceProg ammeDoc (H- LR o ..-.-:-. H—350f40pages




L ;';Fi'nance ,Rélaféd; Functions

' 17 Malntaln an; orderly ﬁle/record of icial docﬁments '
) 18 Perform other functmns as may be ass1gned by the AM and FO
o 19 Admunster Payroll and cash advances

| . 20 Rev1ew hqmda’uon and relmbursernent claims

21, Serve as d1sbursmg' fﬁcer for ACT-led act1v1t1es

22. Admmster the Petty Cash Fund and

23, Perform other Programmefyclated tasks as may be assigned by the AM from time to time,

JOB QUALIF ICATION

| & degree in Accountancy and reldted courses

support to events

o With: schls i compu’cer—based word processmg and spreadsheet (e.g., MS Ofﬁce Word

Hatleast'a year’s experietice ifi records tanagement, cash control 11a1smg, and log1stlca1




?"TERMS oF REFERENCE

Assxgnment

: Employment Status

-5,

Ensure that a]l d1sburscmcnt vouchers are’ aclcnowledged by payee:s upon release of chccks

6.
7.

8.

. Ensure that checks are properly supported before subm15s1on for s1gnature to authonzed
’mgnatones

Moni_tor th'e outstanding and uncluimled checks!‘fo'r mianagement action PR

Prcpare:payroll’andpay.‘sli'p,n;-’; DO | Gl

Prepare cashposition'rep.ort A e . T AN

| Act .és the Petty Cash Fund ‘Cus'tqdian L

or-Peace Programmme Document "Annefo. :




Compensation .

'JOB OBJECTIVE

o "-_'f‘i;iQB:--pE‘SCRil.PT‘lo‘N
" He/She shall:
1.

. - Track staff cash advances and other pertinent accounts and provide necessary adwsc to staff

‘Record all ﬁnanc1a1 transacnons in the con‘espondmg accountmg books usmg prescnbed
systems and procedures et : . e Sy T

Maiﬁtain updated‘ ‘subsidiary ledgers of appropriate ‘accounts

e

;ithtough the Finance Officer on matters pertaining to such aecounts . i+ i

R

Genetate 'mon’c‘hly and quarterly: financial ‘rcports and schedules
Assist in the i‘niplementation of the prescribed financial management system :

Prepare monthly bank reconcilidtion statements




s TERMS OF REFERENCE

‘-Tltle R ;;-s. :

Utlhty Person

'Quantity and Ofﬁce d
Assighment ‘

-Employment. Status

“Organizational- -
‘| 'Relationships .

.:;-‘Cc;mp‘ensation

JOB OBJECTIVE

‘ ""‘JOB:DESCRlPTloN
He/She shall

1. 17 Take charge‘ of rep!' oductmn' of matenals ne i ,
photocopymg servmes‘as requested by Ma.nagement aric i Y tecbmcal staff

1.2 Seeto the cleanlmess and upkeep of the: ofﬁce prermses TR PR RIS

N A2 Prov1de messengerial services:

21 Sort,
de31gnated means

.-‘5' . %2

dehver mail all outgomg documents letters by post by fax by courier or by other:~

2.2 Plan most efﬁc1ent route for the day, and hand-can'y p1ck—up, or dehvery mail,
documents and other matenals Ensure that hand—carned iterns are properly recelved by .
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 “TERMS OF .REFER'ENCE

vianiager;

= _tly to Admzmstr _‘_ve Ofﬁcer /Admrmstratwe and Fmance

: ProgrammeFunded : RN
'Range of Php (mlmmum)‘an, Php (max1mum)

“ompensation

JOB'OBJECTIVE R A

“To provide efﬁpierrt and effective transport support to the Programme
_ JOB DESCRIPTION
_'TI':-_,:Ie/Sh'e _s_hal_l- '

gramm staff and ,ther stakeholders on ofﬁc_lal Programme
b and mstructmns from the Adm1mstrat1vg_Assrstant

business based

SN e it

2. Make sure that passengers reach the1r destmanon ontime . : I S 3

3. Ensure that veh-ml’es are always road-wor’thy

4. Efsure regular ] amtenance, tune-up, change oil and’ tepait of the vehlcle and momtor

mileage ard fuel usage; arrange and monitor regular vehicle repau-/mamtenance JObS and -
prepare related report e o R ST

5. Ensure renewal of vehrcle reg1strat1on lease, ut111t1es, etc. and payments of; any fees in
connection thereof '
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ANNEX I
ACT for Peace Programme Key Programme Management Processes
and Events

. The management of the ACT for Peace Programme shall involve key processes to

systematically plan, implement, monitor, evaluate and report on the progress and
achievements of the Programme. The Table below presents these processes and
their outputs. Linked as they are to events such as PCC and ExCom meetings, the
processes will provide these Programme management structures with information
that will enable them to be strategic and proactive in dispensing their functions.

. Among the key activities that need to be undertaken by the Programme executors

and management on the first year are the orientation on the Programme Framework
for the management offices and stakeholders and the conduct of the baseline study.
The extent to which these are successfully conducted will impact on participation and
performance of key stakeholders in the succeeding-years.

. The Programme Work and Financial Plan shall be prepared annually in order to

operationalize the work packages outlined in this Programme Document, achieve
planned results and respond to stakeholder requirements. The Planning exercise,
which is projected to take place in December of each year, will be preceded by a
review of community plans, discussions with stakeholders, and analyses of the
progress of Programme participants, in particular the PDCs, LGUs and non-
community-based peace stakeholders.

Programme progress and performance will be ascertained on a quarterly and annual
basis. The Programme shall reckon and report on two methods of analysis:
comparing actual performance against the target, and vern‘ymg physical against

financial achievements.

. To purposively track the effects of the Programme on the intended participants,

benefits assessment will be undertaken yearly. The Programme is expected to
provide up to date information on the status of PDC improvement and development
with attention to the status of agro-economic, enterprise and entrepreneurship
development, and on the status of mainstreaming of stakeholders’ peace advocacy.

. The systems, process and tools for monitoring and evaluating Programme progress

and performance, and for keeping track of impact/benefits are elaborated further in
Annex J.




Table ACT for Peace Key Programme Management Processes and Events

Benefls
‘Agsessment.

.é“aéel|ne
Stidy

|- Quarterly. Jd nnuak
Assessment rogram eeting. .| Programme
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ACT for Peace Programme
Proposed Programme Monitoring and Evaluation System (PMES)

Rationale

Monitoring and Evaluation (M & E) is integral to programme control and an
indispensable management tool. Its main purpose is to provide relevant information to
management to ensure efficient and effective programme implementation. lts imperative role
as a major component in the evolution of development management came as a strong
recommendation to embed M & E system in every institution both private and public,

~ implementing either local or foreign funded projects." The system provides feedback to the

management on the status of program implementation according to plans and budget,
indicates whether quality program results are achieved through judicious and economical fund
disbursement; and whether the program has achieved the objectives; i.e. delivering benefits to
the target partner-beneficiaries (PBs) and identifies other external factors affecting the delivery
of benefits.

The proposed ACT for Peace Programme Monitoring and Evaluation System will be
established and embedded in the Programme structure to periodically provide adequate
relevant information to the Programme management, the implementing agencies and the
donor institutions. The information provided will facilitate total grasp of the overall status of
the Programme, both physical and financial progress, and trend of activities. It will enable
management to identify patterns of future possibilities and tendencies in relation to the
Programme plans, strategies and policies; thus providing bases for decision-making.

The proposed PME System for ACT for PEACE is composed of two major sub-systems;
(1) Programme Performance Monitoring and Evaluation System (PPMES) and (2) Programme
Benefits Monitoring and Evaluation System (PBMES). PPME covers monitoring and
evaluation of the implementation of various projects and activities of the Programme
components, and which will be presented as progress reports. On the other hand, PBME,
which shall be carried out through participatory and capacity building processes; will cover
various studies to surface the benefits derived by the Peace and Development Communities
(PDCs), local government units, and other Partner-Beneficiaries (PBs) caused by the
Programme implementation.

! Lecture of Prof. Lemuel Miravalles, Center for Continuing Education, Ateneo Graduate School of Business,

Ateneo De Manila University, 1996.

ACT for Peace Programme Document Annex J Page J-1 of 27 péges

|} May12,22005.version



Il. Objectives

Generally, the PMES provides basic guidelines towards the installation and integration of
functional M & E system in the ACT for Peace Programme. Through participatory approaches,
it is also envisioned to enrich the functional capacity of the partner government and non-
government institutions in the community, municipal, provincial and regional ievel carrying out
M & E activities in their respective areas.

With the installation of the PME system, the ACT for Peace management offices shall be
able to:

1. Operationalize monitoring and evaluation through integration and coordination of various
components and units of the ACT for Peace Programme;

2. ldentify detailed and specific item of activities to be monitored derived from thorough
interpretation of Objectively Verifiable Indicators (OVI) in the Programme Logical
Framework;

3. Set up the substance, format, method of analysis, flow and timelines of reporting system
across ihe horizontal and vertical organizational structure of the Programme and its
partners;

4. Establish quantitative and qualitative cumulative reporting system with analysis based on
the Programme targets;

5. Provide substantial and timely progress report to the Programme management,
implementing agency, the PCC and the donors;

6. Identify problems/issues which impede Programme implementation, for the immediate
action of appropriate level of programme structure (AMO, PMO, ManCom, iAs, OIA,
ExCom and PCC).

For the participative cum capaCIty building conduct of the BME, the Programme partner-
beneficiary shall be abie to:

1. Undertake systematic integration, coordination and linkage of monitoring and evaluation
activities of government partners with the participation of non-government organizations in
Programme operations;

2. Manifest capacity to administer the conduct of M & E at their respective level as part of
their regular program and activities;

3. Establish working and sustainable M & E system by invoking legal mandates inherent to
local government institutions; and

4. Contribute to the enhancement of the regional project monitoring and evaluation system
(RPMES) through the Regional Project Monitoring Committee (RPMC) by timely
submission of quality reports through the prescribed chain of reporting system.

ACT for Peace Programme Document Annex J . Page J-2 of 27 pages
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Ill. Definition of Useful Terms and Acronyms

Assumption — Refers to events or conditions that must exist or occur in order to produce
Programme outputs (s), outcomes (s), or impact. They are also significant external
factors or conditions over which the ACT for Peace PMO may have no control, but which
are essential to successful Programme implementation. However, the PMO is
responsible for producing outputs and objectives that take account of and adequately
provide for realistic assumptions and potential risks. Assumptions include policy
decisions and Programme operations and environment.

Baseline Information — Information on the socio-economic and institutional characteristics of
person or groups, which may be affected by the Programme. It is also refers to the
condition prior to Programme implementation. The Programme baseline will take off from
and provide information consistent with the hierarchy of results and indicators in the
Programme LFA.

Benefit — Usually refers to the further application of changes in the abilities and capacities of
partner-beneficiaries. Some examples are increases in income due to the_outputs.of an
enterprise project; changes in health conditions owing to services provided by projects;
or in the case of advocacy, capacity building and social impact infrastructure, gainful
changes brought about by the functional utilization of knowledge, attitudes and skills
gained

Cost and Return Analysis — Is a process of analyzing project information, which seeks to
determine the amount of returns against the cost of investment. For agricultural
production for example, the net profit derived from harvest of rice or corn per hectare
after deduction of the variable and fixed cost of production. Variable costs are farm
inputs and services procured to enhance the farm management, while fixed costs are
land rental, loan amortization, real property tax and irrigation service fee (if applicable).

Effectiveness — The extent to which a development outcome is achieved through the
interventions. It also indicates to what extent the project has achieved its objectives?

Efficiency - Indicates whether the project results are being produced in the most economical
way. '

Evaluation — Review of programme or project progress either during or after implementation, to
determine whether it is being or was carried out according.to plan, and to assess the
progression of expected output, outcomes and impact at various levels.

Impact — Result corresponding to the achievement of the Programme goal and describing the
broader and macro level socio-economic and politico-institutional consequences to
which Programme implementation has contributed. Some examples are, changes in
poverty levels, better access of populations to social services, improved enabling
environment for development, or in general socio-economic empowerment and wider
participation and representation in.governance.’

2 Handbook on Monitoring and Evaluation for Results, United Nations Development Programme Evaluation Office,

New York, 2002.
3 Benefits Monitoring and Evaluation: A Handbook for Bank Staff, Staff of Executing Agencies and Consultants,

Asian Development Bank, March 1992

ACT for Peace Programme Document Annex J Page J-3 of 27 pages




Input — Refers to the resources utilized by the ACT for Peace Programme to produce the
desired outputs. This includes money, personnel, goods and other resources provided to
the partner-beneficiaries.

Mission — Periodic evaluation activities which may be conducted by the Programme
management offices such as the Programme Coordinating Committee (PCC). It also
refers to independent evaluations that may be conducted by the donor institutions.

Monitoring — Process of determining whether inputs are delivered, activities are conducted,
processes are followed, and inputs are accomplished according to plan. It provides
information to enable management to assess progress of implementation and take
timely decision to ensure progress is maintained according to accepted standards (cost,
time, quality, quantity).

Outcome — Responds to level of results that signal the achievement of the purpose of the
project or programme. The direct result emanates from the use of outputs by partner-
beneficiaries in association with other resources and practices. The most common are
increases in production, cropping intensity, increase in the intensity of peace advocacy
or increased performance of LGUs in planning, programming, implementation,
monitoring and evaluation for peace and development.

Output — Specific result expected to be produced by implementing the plans and targets of the
Programme through managing resources from the donor institutions. Output may be
defined in terms of physical construction (unit of health centers, hectares of land
cultivated) or services made available to beneficiaries (number of trainings and persons
trained, number of institutions: capacitated and strengthened on peace and development
advocacy, humber of peoples organizations availed micro credit).

Performance — The measure of combined efficiency and effectiveness of Programme plans,
strategies, policies and approaches.

Programme — Set of projects subsequently and complimentarily undertaken to produce a wider
developmental impact. In the case of ACT for Peace, it is composed of programme
components whose benefits are designed to converge at the Peace and Development
Communities (PDC), local governments and_ partner institutions to create a broader
positive environment for development at the provincial, regional level and beyond.

Project — Is an investment carried out through a set of activities that seek to achieve a finite
result directly related to a development problem in conflict-prone or effected areas. It
may also come in the form of infrastructure, capacity building, advocacy and institutional

~ strengthening.
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IV.The PMES Framework

The PMES is an analysis tool designed to facilitate monitoring and evaluation to properly
manage the implementation of the Programme. The PMES framework for ACT for Peace is
anchored on the following principles and key premises:

e Clarity. More precisely defined logical objectives (goals and purpose), inputs, activities,
outputs and goals to make apparent linkage between the elements of project design as
well as the assumptions on which they are based.

e Monitoring and Supervision. Improved project implementation by monitoring, supervision
and consequent evaluation. The monitoring tool and the information it provided is a
useful reference/basis for supervisory decisions and directive actions.

e Participatory Planning. PMES as a participatory planning tool. It will facilitate incorporation
of a range of views from various stakeholders, beneficiaries, implementing partner
agencies, LGUs, concerned NGOs, the MNLF and other members of the prlvate and
public.sector.

e Quantifiable and Measurable. The Programme is designed to achieve quantifiable and
measurable objectives and inputs. Th:s is premised on the idea that “If you cannot
measure it, you cannot manage it.”* This stresses the applicability of quantitative M &
E practically to all interventions; whether physical (infrastructure, delivery. of physical
inputs) or social services (such as health, education, training, capacity building and
others) along with the qualitative description. This is a rebuttal of the fallacy that
quantitative monitoring and evaluation is applicable only to infrastructure projects, with
due respect of course, to the equal importance of the qualitative approach.

e Cause and effect. The premised that the projected achievements are Programme are based
on cause and effect relationships, which should be clearly explicated, agreed on and
can be monitored. Thus, it is assumed that a series of inputs and activities will result in
specific outputs, which will in turn result in the achievement of effect (purpose)-
aggregate of which will gradually result into the achievement of the Programme goal
(impact). (See Figure 1. LF)

- * Lecture of Dir. Rolando C. Tungpalan, NEDA Central Office, Seminar on Monitoring and Evaluation for Foreign
Funded Projects (FFP). Makati City.
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Figure 1. Logical Framework of PMES for ACT for Peace®

then IMPACT -

and valid
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3 Benefits Monitoring and Evaluation: A Handbook for Bank Staff, Staff of Executing Agencies and Consultants,
Asian Development Bank, March 1992
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V. Approaches in Monitoring and Evaluation for ACT for Peace

The monitoring and evaluation design for ACT for Peace has three major approaches:
1.) Performance Measurement (as a tool of PPMES); 2.) Benefits Monitoring and Evaluation (for
PBMES); and 3.) Evaluation/Review Missions. Performance measurement and benefits
monitoring are two-fold and interrelated activities. Performance measurement shall focus on
monitoring the progress of physical accomplishments of the Programme to ensure timely
completion while benefits monitoring shall focus on monitoring the progression of benefits
towards higher level as stated in the Programme Logical Framework.

Evaluation/review missions are to be conducted by Programme management offices
such as the PCC, or by a donor institution in order to periodically review plans, targets,
strategies and policies to facilitate effective Programme resilience based in the face of evolving
situations. Mission are also a way of validating the reports submitted through the PPME and
PBME. .

A. Programme Performance Monitoring and Evaluation System (PPMES)

The PPME is a system embedded in the organizational structure of Programme
management. lts function is basically to monitor and evaluate the implementation of the projects
and activities for the improvement of performance, cost and timeliness of completion upon
which the achievement of the Programme goal and objectives are dependent. It includes
monitoring the capacity of the Programme and partners to implement all targets according to
plan and budget. It will lead to the identification of effective strategies worth replicating as well
as areas that need improvement. The decisions for replication and/or improvement can only be
done with the availability of processed performance reports.

A.1 Programme Performance Reports (PPR’)

In preparing a Programme Performance Report (PPR), there are two methods of
analysis recommended: target-actual and physical-financial. Both physical and financial
accomplishment in every period (monthly, quarterly, annual and Programme duration) shall be
evaluated against the target. The rate of expenditure (financial) must also proportionally
correspond to physical accomplishments. Negative and positive discrepancies (slippage) from
targets provide information that could be the bases of management decision to review, replicate,
enhance, modify or change plans, strategies and/or policies related to the individual or cluster of
projects and/or activities.

Form 1. Overall Cumulative Performance Report by Component

Components | Weighted ANNUAL PERFOMANCE (%)
% Year 1 (A) Year 2 (B) (B1+A) | Year3(C)(C1+B) | Year4(D)(D1+C) | Year5 (E)(E1+D)
Component Wi Target
1 Actual | A1 B1 . C1 D1 E1
Component | W2 Target
2 Actual | A2 B2 c2 D2 E2 .
Component w3 Target
3 Actual | A3 B3 C3 D3 E3
Component | W4 Target )
4 Actual | A4 B4 Cc4 D4 E4
Component w5 Target
5 Actual | AS B5 C5 D5 E5
Summary - 100% Target
Actual | (AT*W1+(A2'W2)+ | (BT*W1)+(B2*"W2)+ | (CT*W1)+{C2*W2)+ | (DT*W1)+(D2*W2)+ | (E1*W1)+(E2*"W2)+
(A3*W3)+(A4*W4)+ | (B3*W3)+(B4*W4)y+ | (C3*W3)}+H{C4*W4)+ | (D3*W3)+(D4*W4)+ | (E3*W3)+HE4*W4)+
(AS*WS5) (B5*WS5) - (C5*W5) (D5*W5) (E5*W5)
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Note: 1 = Cumulative accomplishment report from the annual target (Form 2).

Form 2. Annual Cumulative Performance Report by Component

Year:
Activities MONTHLY TARGET AND ACCOMPLISHMENT (%)
Welghted | J F M A M ] J J A 3 0 N D
% (J+F) | (F+M1) | (M+A1) | (A+M1) [ (M+d1) | (J+d1) | (J+AT) | (A+S1) | (S+O1) | (O+N1) | (N+D1)
Component | W1 T
1 A | Ji
Component | W2 T
2 A J2
Component | W3 T
3 A 13
Component | W4 T
4 Al )4
Component | W5 T
5 A J5
Summary - T
A 81*W1;+
24 W2+
(J3"Wa)+ >
(JAWA- | -
{J5*W5)
Note: T- Target, A- Actual o ‘
1 = Cumulative accomplishment report from the monthly target (Form 5).
Form 3. Annual Cumulative Performance Report by Area
MONTHLY TARGET AND ACCOMPLISHMENT (%)
Activities | Weighted J F M A M J J A 0 [N D
% (J+F) | (F+M1) | (M+AD) | (A*M1) | (M+J1) | (d+d1) | (J+A1) | (A+S1) | (S+O1) | (O+N1) | (N+D1)
ARMM Wi T .
Al
Western w2 T
Mindanao A J2
South W3 T
Central Al J3
Mindanao
CARAGA | W4 T
Region A | J4
Summary T
- A | (GTWI)+
(J2*W2)+
(J3*W3)+ b
(J4*W4)

Note: T- Target, A- Actual _
1 = Cumulative accomplishment report from the monthly target (Form 4).

A.2 Programme Progress Reports (PPR?)

The PPR will chronicle general programme performance per reporting period and will be
drawn from weighted contributions of the five (5) different components of ACT for PEACE. In the
same manner weighted accomplishment on projects and activities of components contribute to
the over all Component Progress Report (CPR). The same system will also be applied with
regards to the Area Progress Report (APR) of the Area Management Offices (AMO), the
aggregate of provincial or PDC reports.

Progress reports are contribution of the Components, AMOs and Administrative and
Finance unit for the preparation of the PPR. The administrative and financial progress report are
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in conformity with the budget line and activity code used by the M & E unit in preparing analyses
for Programme Efficiency (Physical vs. Financial). See Figure.1 for the flow and nature of

reports.
Form 4. Monthly Cumulative Progress Report (Area Management Office)
Area: Year
Activities MONTHLY TARGET AND ACCOMPLISHMENT (%)
Weighted J F M A M J J A S 0 N D
% (+E) | (FM1) | (A1) | (A+M1) | (Med1) | (d+d1) | (A1) | (A+S1) | (S+01) | (O+N1) | (N+D1)
Component | W1 T
1 A
Component | W2 T
2 Al Q2
Component | W3 T
3 A J3
Component | W4 T
4 A | 4
Component | W5 T
5 A J5
Summary - T
A | [@TPWi)+
(JZ*W2)+
(J3*W3)e
(Ja*wa)y+
(J5*W5)
Note: . 1 = Cumulative accomplishment report from the monthly target (Form 5).
Form 5. Annual Cumulative Progress Report (Component)
Component Title :
Activities/ MONTHLY TARGET AND ACCOMPLISHMENT (%) -
Projects | Weighted J F M A M J J A S o} N D
% (+F) | (FeM1) | (A1) | (AsM1) | (Med1) | (1) | (J#A1) | (A+S1) | (S+O1) | (O+N1) | (N+D1)
Activity 1 w1 T .
Al
Activity2 | W2 . T
A | J2
Activity 3 | W3 T
A3
Activity 4 | W4 T
A | J4
Activity 5 | W5 T
Al J5
Summary T
- A | (QTWI*
(J2rw2)+
(J3* W3+
(J4*Wap
(J5"W5)

Note: This table can also be used in the Area Coordination Teams for individual component

accomplishment.
1 = Cumulative accomplishment report from the monthly target (Form 6).
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Form 6. Monthly Cumulative Report
Component / Province:

For the Period of
Activities / Projects Target : Accomp. On
(Year ) Weighted % | Previous | This Period To Date % On ltem Welghted %
Quantity | Unit (8 (©) (D) (E)=B+C | (F)=E/A*00 | (G)=F*B
(A)
Activity/Proj 1 B1 G1
Activity/Proj 2 B2 G2
Activity/Proj 3 B3 G3
Activity/Proj 4 B4 G4
Activity/Proj § B5 G5
Cumulative Accomplishment for the period - (G1*B1)+(G2*B2)+
(G3"B3)+(G4*B4 )+
(G5*B5)

A.3 Rating System and Computations

- There are two major ways of rating being used in both scientific and social researches
to include preparation of accomplishment reports; 1.) percent computation (further subdivided
into percent per component or computation of cumulative percent from weighted component;
and 2.) qualitative description. The percent computation is based on the percent
accomplishment of each Programme component and its weighted contribution to the overall
accomplishment. This reporting system would give more precise and quantitative picture of
actual physical progress of the Programme. The qualitative description approach, on the other
hand, would give descriptive information about the status of the Programme. This approach can
be drawn from the recent generation of a modified Likert Scale.®

The ACT for Peace Programme endeavors to establish its M & E system in the light of
the common rating system for all reports prepared by various United Nations agencies through
the Result Based Management (RBM) approach.” For the ACT for Peace programme, both the
percent computation and the qualitative description will be used. The percent computation of
performance at various level of the Programme would give solid basis for country level Results-
Oriented Annual Report (ROAR) and the Annual Programme/Project Report (APR?) in
describing the accomplishment. The quantitative and qualitative reports through mathematical
computation and qualitative narrative reports respectively would also respond to the needs of
donors for more substantive and concise reporting.

A.3.1 Computations of Weight and Accomplishment

The weight of physical target will depend on how many percent of the Programme fund
is allocated after a thorough planning based on current exchange rate, prevailing price of goods
and services with consideration of price escalation. The weighted percent of every activity,
project or component vary by level and coverage. Programme level will be computed against
the total Programme cost, area level according to allocated projects and fund, component and
provincial level follow accordingly. ( see Forms 1 — 6 for computation of accomplishment reports
by unit)

§ Likert Scale pioneered on 19% century by Jane Likert in United States for Behavioral Science studies. The tool was

later modified for various uses.
"Handbook on Monitoring and Evaluation for Results, United Nations Development Programme Evaluation Office,

New York, 2002
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Any deviation from the established proportionality between the financial and physical
targets presented in any of the periodic report is worthy of management attention and action. By
tracking the origin of problem/discrepancy or slippage from the individual, PDC, provincial,
component and area reports will help identify at what level remedial action must be undertaken
at the soonest possible time to avoid losses in direct, indirect and time element costs.

A.3.1.1 Formula for Computation of Weights

Where:
TPF = Total Programme Fund
C = Component
CB = Component Budget
AC = Administrative Cost
w = Weight
A = Area

AB = Area Budget
CBA = Component Budget in Area

1-5 = Components

P = Project

PB = Project Budget
Act. = Activity

Act.B = Activity Budget
1. Programme Level (By Component)
CB AC
CW= —meememmemeee x 100 ACW = —-mmemeeeee~-- x 100
TPF TPF

Note: Sum of all component weight and administrative cost must be equal to 100%.

2. Programme Level (By Area) C. Area Level (By Component)
A CBA

AW = e x 100 CWA = x 100
TPF AB

‘Note: Sum of all area weight must be equal to 100%. Also sum of component weight in every

area must be equal to 100%

3. Component Leve! (By Project) | E. Project Level (By Activity)
PB Act.B :
PW = e x 100 ActW = x 100
CBA PB

Note: Sum of all project weights (PW) must be equal to 100%. Also sum of all activity weights
(Act.W) in every project must be equal to 100%.
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A.4. Narrative Description of the Quantitative Report

The narrative report describes the qualitative part of the report. It will include the

following, among others:

Qualitative description of the physical accomplishments

Development on previous issues and concerns

Current issues and concerns based on conflict analysis

Processes, strategies and approaches ,

Facilitating factors (counterpart/assistance of partners, etc.)

Hindering factors (peace and order, weather, terrain, geographical, logistical requirement
etc)

Risk analysis and management (emerging concerns and levels of risk, mitigating
approaches and strategies)

Exceptional cases

Recommendations

Externaiities, others (cultural dimension, gender issues, environmental issues etc.)
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A.4 Consolidation and Integration of Reports (Figure 2.)

Programme Progress
Report (PPR)

Consolidation of Area and
Component Reports

f i i i
ARMM WM SCM NEM & Pal.
. Consolidation Consolidation Consolidation Consolidation
of Provincial of Provincial of Provincial of Provincial
— Reports Reports Reports Reports
~y
IO O RN O R O
o Provincial Provincial Provincial Provincial
- Report Report ~ Report Report
Consolidation of Consolidation of Consolidation Consolidation of
) Municipal and Municipal and O‘;'I\‘”é’ggga' Municipal and
- PDC Report PDC Report Report PDC Report

S

O

| S

s,
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Figure 3. Forms Utilization and Integration of Information
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Table 1. Programmel Performance Monitoring and Evaluation (PPME) Matrix

LEVEL RESPONSIBLE OFFICE/ (&‘m}gz‘\;) FREQUENGY (ngz?aiﬁe)
» Programme Monthly * input/Activities
Performance Report * Progress
(PPR) * Process
Level V m V%%r;so!idated Program Q-uarterly = Output Based
« Quantitative & Bi-annual = Qutput Based
Qualitative Annual = Qutcome
PMO/Program M&E Staff . [ Target vs. Actual Midterm ® [mpact
» Physical vs. Financial (Intermediate)
* Administrative and Terminal » Impact
Finance (Provisional)
» Area Progress Report  [Monthly = Input/Activities
= Consolidated Area Wide = Progress
® Quantitative & = Process
Level IV Qualitative Quarterly * Output Based
*» Target vs. Actual =
: » Physical vs. Financial Prannual e Output Based
Area/ATA/M&E Staff » Administrative Annual = Qutcome
» |ssues and Concerns  [Midterm = |mpact
(Intermediate)
Terminal " [mpact
(Provisional)
» Consolidated Provincial Monthly = [nput/Activities
Level lli Wide ® Progress
» Quantitative and ® Process
Qualitative Quarterly = Qutput Based
Provincial Coordinator/ PPDTF|» Target vs. Actual
» Issues and Concerns __ /Annual = Outcome
= Consolidated Report of [Monthly = Input/Activities
. PDA/PDAL/MPDAL/Municipal | PO/PDC Cluster = Progress
Level Il = Process .
Quarterly = Output Based
= Project/Activity Focus  [Monthly = input/Activities
= Partners PO » Quantitative and = Progress
Level ' |=Barangay LGU Quantitative " Process
= Contractor ® [ssues and Concerns  |Contractors |= Progress
= Contractor's Report Report as
direct to Level IV. stated in the
contract
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B. Programme Benefits Monitoring and Evaluation System (PBMES)

BME is composed of various studies that seek to improve the beneficial effect obtained
by the partner-beneficiaries from ACT for Peace. BME is composed of three (3) major activities
such as 1.) Preparation and analyses of baseline and endline information (the results of the
endline survey shall be used in the-Provisional Impact Study); 2.) Benefits monitoring; and 3.)
Impact studies. The level and domain of analyses shall be drawn from the hierarchy of
objectives and goals based on the logical framework (See Figure 1)

B.1 Baseline and Endline Information

Baseline and endline information refer to data and reports obtained through extensive
study of the general characteristics and condition of individual, groups, community and
institutions that may be affected by the Programme. Pre-Programme information has to be
established before any actual intervention be made in the target areas or partner-beneficiary for
ihree reasons; 1.) To ensure ihat ithe interveniions respond fo the needs of pariner-
beneficiaries; 2.) To provide bases for tracking changes in partner-beneficiary abilities,
capacities and status as projected in the Programme LFA, in order to provide information
valuable for the purposes of management; and 3.) May be used as a basis of future study to
measure the impact of the Programme. The tool used for baseline data gathering shall also be
used for the endline study to establish the common areas of comparison. The results of the
endline survey shall be used in the Provisional impact Study.

Considering the five components of the ACT for Peace as the source of intervention to
carry out the:multi-faceted peace and development approach, a general integrated tool shall be
prepared to.come- up with the baseline information. The tool will include among others the
areas on PDC empowerment, agricultural production, enterprise development, functionality and
viability of Peoples Organization, peace sensitive planning and governance and the culture of
peace advocacy. Areas for inclusion in the integrated baseline and endline study will have to
take off from and provide information on the results and indicators described in the Programme
LFA. The following are some recommendations:

= Profile of the Programme Area
= Profile of the Partner-Beneficiaries
= Status of Social Capital
x Status of Human Security
o Access to Basic Services
o Status of Community Economic Activities
= Status of Stakeholders (LGUs, CSOs, POs, LGA, NGOs, others) Capacity for Conflict
Transformation
= Degree of Individual, group or institutional actions towards promoting and advocating culture of
peace.

B.2 Monitoring Benefits

Benefits monitoring provides managers with information needed to ensure the services
are delivered to and results are felt by the intended partner-beneficiaries. Benefits monitoring
uses both formal and informal processes, but emphasis will be placed on helping the PMO and
partner agencies establish or upgrade formal monitoring system.
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The timeliness, appropriateness and suitability of tools in conducting benefits monitoring
will depend on the nature of the projects delivered. For the gains obtained through facilitating
the growth of Peace and Development Communities (PDCs); there are three major areas to be
focused: 1.) PDC empowerment (social capital and capacity and building, institutional
development and local social formation); 2.) socio-economic benefits obtained from
interventions on human security (farm and non-farm livelihood projects, basic services), and 3.)
enabling environment through mainstreaming and building capacities on conflict transformation
and culture of peace advocacy in the government and non-government institutions.

B.2.1 PDC Empowerment

The monitoring of benefits of PDC empowerment acti{/ities shall focus on six stages of
growth:

Awareness Building

Community Organizing

Community planning

Plan Implementation

Strengthening Capacities, and

Empowered/Self-Reliant Stage (Programme Phase-out)

DO ON

A tool in monitoring the benefits of the community empowerment component of ACT for
Peace Programme shall be drafted based on the progression/accumulation of PDC
development as caused by the interventions from various programme components. The six
stages may appear linear but not necessarily arranged in pre-requisite order. The tool shall be
drafted based on the following premises:

» There are characteristics and empowerment goals inherent to the community whose
evolution may not influenced by the programme.

= The rating system shall be presented in cumulative form (accumulation of points from
the six stages). '

» The tool must be designed not only to measure the level of success, but to identify areas
of improvement in any of the stages either call-back, current or prospect. '

» [nfluence of components 1 to 3 is much felt in the PDC development. Anent to this, the
tool may also identify the level contribution of particular component to look into the areas
of convergence and collaboration among components.

B.2.2 Socio-Economic Benefits

The ACT for Peace Programme contributes to national efforts to address human security
issues and concerns. This study shall focus on the benefits derived from the delivery of basic
services such as; farm and non-farm livelihood (farm production, enterprise development), basic
health services.including reproductive health. Studies on the benefits of these interventions shall
be conducted based on their respective gestation period (i.e. for crop production projects, at the
end of the cropping season; for non-farm livelihood projects, annual or after closure of the book
of accounts; and annual, for basic services). (see Figure 5. Monitoring and Evaluation Plan)
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Crop Production
Monitoring the benefits of crop production shall include among others the following:

Average Farm Yield

Cost and Return Analyses
Input Utilization and Practices
Disposal of Production
Agri-institutional Support
Access to Credit and Market
Employment Generated (if any)
Women Participation

Impact on the environment
Issues and Problems

Number Learned Farmer Cooperators (for pilot demo farms)

Enterprise Development

Tracking the benefits of enterprise and entrepreneurship development shall include among
others the following:

Average Sales

Returns on Investment (ROI)

Enterprise and Entrepreneurship Practices (Recording, Books)
Organizational Capacities

Institutional Support

Access to Credit and Market

Employment Generated (if any)

Women Participation

Impact on the environment

Issues and Problems

Basic Services (Health Services, Relief and Rehabilitation)

The study on basic health services shall be based on the Quality of Care tool being used
by the Department of Health (DOH) or the Integrated Provincial Health Office (IPHO). The relief
and rehabilitation (RR) interventions shall be drawn from the quality of RR services in the
international standards on emergencies.

B.3 Enabling Environment

The peace and development effort in the PDCs will be complemented at a broader level
by Components 4 and 5 interventions to mainstream peace promotion and advocacy at the
provincial or regional or institutional level to enhance broader enabling peace environment.
Tools in measuring benefits of these interventions shall be drafted to include the peace

mainstreaming in the LGU and CSO planning, programming, implementation process and effort

in resolving conflicts with emphasis on the indigenous practices.
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Table 2. Benefits Monitoring Studies

Activity Title of Study/Report Frequency

Baseline Study- Action for Conflict Once

Baseline Study Transformation (BeSt-ACT)

PDC Assessment Status of PDC Improvement and Annual (Five
Development Report (SPIDeR) Year)

Farm Production Monitoring Status of Agro-Economic Development Seasonal
Report (SAED Report)

Non-Farm Livelihood Status of Enterprise and Entrepreneurship Annual

Monitoring Development Report (SEED Report)

Peace Advocacy Stakeholders Peace Advocacy Annual
Mainstreaming Report (SPAM Report)

Provisional Impact Study Provisional Impact Study on Programme: Once
Action for Conflict Transformation (PISPACT)

(MOV) stated in the logical framework for ACT for Peace.

Table 3. Programme Benefits Monitoring and Evaluation (PBME) Matrix

The tools for monitoring-the specialized projects are based on the means of verification

BENEFITS
LEVEL RESPONSIBLE STAFF MONITORING TYPE OF REPORT| FREQUENCY STRATEGY
Level V PDC Assessment Bi-annual
PCST/Program M&E Staff| " °9;§;‘?;,‘;23'3"e' Bianmal | Partnership with MEDCO
: Project Benefits Mid-term
Terminal
PDC Assessment | | Bi~annual in wi i
Level IV Area/ATA/M&E Staff Area level analyses ! Partnershlg OWdI;h Regional
Benefits Bi-annual
Mid-term Installation of RPMES
Terminal
. PDC Assessmen Partnership with Provincial
Provingial . ﬁ .
Level il . Provincial level . LGU/PDAL
Coordinator/NUNV/PPDTF analyses Benefits J Bi-annual Installation of Provincial
M&E
Consolidated FGD [PDC Assessment Partnership with Municipal
Level I P DAII:/B:%M;DAL/ result/survey returns Bi-annual LGU
P Installation of Mun. M&E
Benefits Monitori System
PDC Assessment )
) Partnership with Brgy.
Level | PO/Barangay/FDC FGD result/survey [Benefits Monitoring|| Bi-annual LGU
returns Livelihood (
Basic Services Annual Installation of CBMIS .
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VI. Programme Evaluation

Activities for evaluating the ACT for Peace Programme shall include: 1.) Programme
Evaluation and Review Missions, particularly a mid-term evaluation; and 2.) a Provisional
Impact Study. When warranted, a post- Programme Impact Study can also be undertaken. Such
studies will also utilize internationally recognized criteria for assessing the effectiveness of
peace programs :

A. Programme Evaluation Mission

Periodic review and evaluation missions may be conducted by the Programme
Coordinating Committee (PCC), the Overall Implementing Agency (OlA) and the Implementing
Agencies for ARMM and non-ARMM areas, and the Management Committee (ManCom). In
particular, a mid-term Programme Evaluation Mission will be undertaken. Donor institutions can
also conduct independent evaluation missions, the frequency of which will be determined by the
donor. The ACT for Peace Programme Management Office (PMO) and Area Management
Offices for ARMM and Non-ARMM shall ensure availability and access to information and
facilitate field visitation to project sites and direct communication with the partner-beneficiaries.

B. Provisional Impact Study |

The Provisional Impact Study shall be conducted as endline survey during the last
quarter of the final year of Programme implementation. Due to varying gestation period of the
various development interventions delivered by the Programme, full impact cannot be expected
on this part of the programme duration. To obtain indicative information on the possible impact
of ACT for Peace, a provisional impact study is being proposed. The information shall be
become part of the Programme completion report (PCR). A recommended name of the report
shall be Provisional Impact Study on Programme on Action for Conflict Transformation
(PISPACT).

C. Impact Study

Ideally, impact studies are conducted five years after the completion of every project or
programme fo allow full gestation of all development interventions as these would indicate the
trends in the sustainability of the development milestones. An impact study can be undertaken
as a. reference and contribution to the global efforts. for peacebuilding and conflict
transformation. The task of conducting the study can be assumed by either of the concerned
partner government institution, the UNCT in the Philippines, or any individual who may opt to do
so for academic pursuits.
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Vil. Assumptions

The Programme Logical Framework identified various assumptions at different level of
programme implementation. Monitoring of the changes in the assumptions is very vital for
smooth implementation. The efforts of Programme management to maintain resilience at
various levels are necessary to maintain the programme in good shape.

Though assumptions are beyond the control of the Programme management, there are
realities at field level that should also be considered in planning, implementation and formulation
of policies and strategies. The GOP-UN MDP3 experiences stated below are some of the
factors that cause the delay of project implementation at the PDC level.

Common Field Level Problems in GOP-UN MDP-3 Project Implementation®

Delays and difficulties in Project identification

Difficulties in preparation of proposals (technical know-how)
Organizing for implementation of projects

Political interventions

Weak organizational structure and management of POs.
Delay in the approval of projects

Complex and cumbersome procurement

Lack of counterpart fund

Lack of dedicated PO members

10. Failure of suppliers to deliver specified goods

11. Poor quality of procured services

12. Problematic site identification / Donations of lot for projects.
13. Lack of Legal capacity of POs.

OCOENOO~WON =

8 Identified during the problem analysis conducted for the implementers and beneficiaries groups of ACT-ARMM,
GOP-UNMDP 3.
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VIIl. Report Preparation and the Integrated Logical Framework

The PPME report is the accumulation of physical accomplishment and record of financial
expenditure (Input) proportional to the completed targets (Output). The PBME report covers
the beneficial effects (Outcomes) of the Programme output. The information obtained through
various BME studies, to become relevant, (should at least) respond to what is stated in the
Programme Logical Framework. The percentile quantitative presentation of physical
accomplishment through comparison of the target activies and actual accomplishment,
physical and financial accomplishment and timeliness of completion shall be substantiated
by the benefits obtained by the target partner-beneficiaries as a result of converged effects of
the five Programme components.

Figure. 4. Schematic Diagram of the Four (4) Sequential Components of Monitoring and Evaluation®

BENEFITS

PARTNER - BENEFICIARIES

In report preparation, the following should be observed and considered:

1. There must be coherence of the sequential progression of accomplishment from input
(basically activities or materials), output (completed set of activities or physical structure),
effect (the beneficial use of the completed activities or structure) to impact/goal (broader
benefits affecting the whole community or area and its people) illustrated in Figure 4.

2. The Programme should keep faith with the activities stipulated in the work and financial plan
and discuss the accomplishment based on the plans.

? Ateneo De Manila, Center for Continuing Education
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Figure 5. Report Preparation and Information Flow
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IX. Operational and Institutional Arrangement

The M & E at various levels shall be participated in by different stakeholders depending
on their areas of operation and mandate. (See Table 1 and 2). For PPME, the tasks shall
basically be conducted by the Programme staff at the Area Management Office (AMO) and
Programme Management Office (PMO).

Cognizant with the principle on participatory M & E and support to the current
government effort in building sound M & E system at the regional, provincial and municipal level,
the two subsystems of PMES shall be carried out with the participation of partners in the
government and non-government sectors. There are three-tiered approach for the conduct of M
& E by level of responsibility and participation. The first tier is the internal control mechanism of
the ACT for Peace Programme and will be the responsibility of the organic PMO and AMO staff.
The second tier is at the level of projects and will involve partners at the regional, provincial and
municipal level; and the third tier is community based monitoring and evaluation in partnership
with the PDAs and other stakeholders in the PDCs.
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List of Acronyms

AMO - Area Management Office

APR - Area Progress Report

ARMM - Autonomous Region in Muslim Mindanao

ATA - Area Technical Assistant

BaPA - Baseline on Peace Advocacy

BLGU - Barangay Local Government Units

BME - Benefit Monitoring and Evaluation

CBMIS - Community Based Management Information System
CPR - Component Progress Repot

CSO - Civil Society Organization

EA - Executing Agency

FGD .- Focus Group Discussion

1A - Implementing Agency

IEC - Information, Education and Communication

LGA - Local Government Agency

LGU - Local Government Unit

M&E - Monitoring and Evaluation

MANCOM - Management Committee

MINSUPALA - Mindanao, Sulu and Palawan

MPDAL - MinSuPala Peace and Development Advocates League
MPDTF - Municipal Peace and Development Task Force

NEM - North Eastern Mindanao

NGO - Non-Government Organization

oVl - Objectively Verifiable Indicators ;

PBMES - Progfamme Benefits Monitoring and Evaluation System
PBs - Partner Beneficiaries

PCC - - Programme Cobrdinating Committee

PCR - Programme Completion Report

PPDAL - Provincial Peace and Development Advocate League
PDC - - Peace and Development Community

PMES - Programme Monitoring and Evaluation System
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PMO -
PO -
PPDTF -
PPMES -
PPR' -
PPR? -

RPMC -

RPMES -
SAID -
SCM -
SEED -
SPIDER -
SSPAM
UNCT
WM -
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Programme Management Office

People’s Organization

Provincial Peace and Development Task Force

Programme Performance Monitoring and Evaluation System
Programme Performance Report

Programme Progress Report

Regional Planning and Monitoring Committee

Regional Planning, Monitoring and Evaluation System
Status of Agro-Institutional Development Report
South-Central Mindanao |

Status of Enterprise and Entrepreneurship Development
Status of PDC Iimprovement and Development Report
Status of Stakeholders’ Peace Advocacy and Mainstreaming
United Nations Country Team .
Western Mindanao
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ANNEX L

Technical Notes on the ACT for Peace Total Programme Cost Budget

I. FINANCIAL PLANNING IN THE ACT FOR PEACE PROGRAMME

1. The ACT for Peace Programme is a multi-year programme. It is projected that the
achievement of the planned objectives and results will require an implementation
period of five years. The effective and efficient delivery of the Programme depends
on management processes, among them financial management. Financial planning

is one of the essential aspects of financial management.

2. The financial planning process of the ACT for Peace Programme will involve three
stages: 1.) preparation and submission of the Total Programme Cost budget as part
of the programme design and approval phase; 2.) preparation and submission of the
Annual Work and Financial Plan during the last quarter of each year; and 3.)
preparation and execution of contracts to implement the approved AWFP for the year

3. The relationships of these three processes are explained in Table 1.

Table 1 ACT for Peace Financial Planning Processes

Financial Duration & Purpose Scope & Key Concerns
Planning Timing Preparation Notes
Processes
Total 5 years; Allocate e Broad planning Ratio of Direct
Programme | one-time overall and budgeting Assistance to
Cost Budget | preparation Programme parameters Programme
Preparation during Grant & e Basedon Management
and Programme | Counterpart previous Distribution of Total
Submission | design; to achieve programming Programme
submitted as | Programme experience and Assistance Budget in
part of the Goals and other terms of Technical
Programme | Purposes comparable Assistance and Direct
approval and Planned programs Services
phase Results o Prepared by Distribution of Total
design team Programme
with guidance Assistance Budget per
and input from Component
stakeholders
Annual Work | & years, Allocate o Detailed Adjustment and
and annual  Programme estimates refinement of work
Financial preparation; | Grant & e Supported by packages for the year
Plan prepared Counterpart area and based on stakeholder
Preparation | and to efficiently community- priorities and
and submitted and level capacities
Submission | during the effectively assumptions Breakdown of budget
| last quarter | plan, e Prepared by items per work
of each year | implement, Programme package in terms of:
deliver, Management - Materials and
monitor and staff with Goods
evaluate guidance from - Service Provider
work ExCom and - Transportation and
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Financial Duration & Purpose Scope & Key Concerns
Planning Timing Preparation Notes
Processes
packages for input from Mobilization
the year stakeholders e Assigning weights to
work packages to
support Programme
Progress and
Performance
‘ Measurement
Contracts S years; per | Source out e Based on e Translating work
Preparation | contract; to specific “industry” : packages into projects
and execute the | services to standards and and activities and
Execution approved successfully Programme determining services
AWFP for carry out the operational that have to be
the year approved guidelines contracted out to
Annual Work | ¢  Negotiated implementing partners
and Financial " between - (i.e., LGUs,
Plan contracting o government agencies,
parties CSOs, private
e - Prepared by confractors,; academe,
PMO and/or etc.)
AMOs e Breakdown of contract

amount into specific
deliverables, activities
(materials and goods
and transportation),
and person days
(service providers)

IIl. STRUCTURE OF THE FINANCIAL PLAN (BUDGET)

4. Based on the foregoing discussion, the preparation of the Total Programme Cost
Budget is the main aspect of financial planning in the programme design and
approval phase. Table 2 lists the four main categories of the financial plan (budget):

Table 2 Main Categories of the Total Programme Cost Budget

Financial Plan Categories

Description

Direct Assistance (DA) =

Technical Assistance + Direct Services

Programme Management (PM) =

Administrative + Operational Costs + Capital
Outlay + Meetings and Travel

Total Programme Assistance (TPA) =

Direct Assistance + Programme Management

Total Grant to the Programme (TGP) =

Total Programme Assistance + Donor Fund
Administration Services (DFAS)

Total Programme Cost (TPC) =

Total Grant to the Programme + Local
Counterpart

5. Total Program Assistance (TPA) is made up of two (2) major budget costs: Direct
Assistance and Programme Management.
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Direct Assistance refers to two (2) types of assistance that are provided by the
Programme Components: Technical Assistance (TA) and Direct Services (DS).

[ll. COMPONENT BUDGET STRUCTURE

6. The budgets of each ACT for Peace component have been structured so as to
differentiate between technical assistance and direct services.

Components 2 and 3 offer both TA and DS. Components 1, 4 and & focus on
providing TA.

A. Types of Assistance and Areas of Support under Direct Assistance
Technical Assistance

7. In the ACT for Peace Programme, Technical Assistance pertains to three (3) areas
of support: a) capacity building activities, b) materials development, and c)
community activities.

» Capacity building includes costs of trainings, workshops, coaching support,
systems development, study tours, etc.

» Community activities cover organizing, small groups and big group meetings,
planning and consultation and program staff monitoring, evaluation, technical
support, coordination in LGUs and inter-barangay level including mobilization
costs, among others.

= While materials development covers baseline and endline surveys, rapid
assessments, researches, manualization, publications and training materials
preparation.

8. Further, each area of support is broken down into budget items, namely materials
and goods, service providers, and travel and mobilization. Hence, technical
assistance goes beyond consulting services.

9. For each Component, the budget amounts of the TA and DS was derived by
calculating the costs of materials and goods, service providers, and travel and
mobilization necessary to undertake the indicative activities required to achieve the
outputs of the Component.

10. Budget assumptions were based on the experience of GoP-UN MDP3 and other
related programs. The computations also took into account the specific targets of the
ACT for Peace (i.e., total number of PDCs and LGUs, etc.)

Direct Services

11. The ACT for Peace Programme classifies a) social and economic facilities, b) inputs,
c) direct farm support, and d) direct non-farm support as Direct Services that will be
provided to participating conflict-affected and vulnerable communities.

= Social and economic facilities include barangay health stations and potable water
systems. .
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12.

= Inputs take the form of medical supplies and equipment.
» Direct farm support covers technology demonstration farms, seeds, fertilizers and

farm implements.
= Direct non-farm support consists of start-up capital for livelihood and enterprises.

Similar to Technical Assistance, the areas of support under Direct Services are

broken down into budget items for materials and goods, service providers, and travel
and mobilization.

Budget Items per Area of Support (Direct Assistance)

a. Materials and Goods

13.

14.

15.

16.

17.

This item refers to training kits, training materials, board and lodging of participants,
supplies and equipment rentals in the case of researches and case studies; and
equipment, hardware, supplies, construction materials and inputs for Direct Services.

Service Providers

Service providers will enable the ACT for Peace to meet requirements or activities
demanded:by.the: communities.-Some examples of possible services that can be
sourced from providers are facilitation, planning support, technical inputs in
identifying and designing livelihood and enterprises, market facilitation, etc.

The range of service providers includes government agencies, local government
units or LGUs, non-government organizations or NGOs, academe-based institutions
and individuals, UN agencies, as well as consultants from the private sector. These
service providers can be tapped under partnership or consulting terms.

Transportation and Mobilization

This refers to airfare and inland travel expenses including duty travel allowances of
program staffs, service providers and program participants. Fuel, lubricants and
repairs and maintenance of program vehicles are also included in this item.

Budget Costs under Programme Management'

The Programme management budget of the ACT for Peace is projected to account
for $2,000,868 or 13% of the total grant to the Programme. Programme management
is divided into four (4) budget costs: Administrative; Operational Costs; Capital
Outlay and Meetings and Travels.

Administrative Costs

. Administrative Costs represent salaries and benefits amounting to $1,093,182 for

the 31 personnel to render services necessary to secure the progress and
performance of the Programme.

Table 3 ACT for Peace Personnel Charged to Administrative Costs

"~ Positions ' #of pax " Rates/ mornith
Programme Manager 1 : 1,545
'ACT for Peace Programme Document Page L-4 of 6 pages
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Positions # of pax Rates / month

Programme Technical Assistant 1 818
Area Manager 3 1,273
Performance Measurement Specialist 1 1,091
MIS Officer 1 818
Communication Specialist 1 818
Administrative Officer 1 909
Finance Officer 1 909
Area Security and Liaison Officer 1 636
Finance Assistant (Bookkeeper) 1 400
Cashier 1 364
Administrative Assistant 1 400
Finance Clerk 1 364
PMO and AMO Clerks 5 291
Administrative and Finance Assistant 3 364
Utility 1 182
Drivers for PMO and AMOs 7 236
Total 31

19. The budget for the salaries and benefits of five (5) Technical Support Specialist and
seven (7) Area Technical Assistants are allocated under Direct Assistance,
particularly under the Service Providers budget item

b. Operational Costs

20. Operational Costs represent office rentals, postal and communication, office
supplies, insurance, local transportation and miscellaneous.

Office Rental and Utilities

21. Resources will be provided for the Program Management Office rental and cost of
utilities (electric power and water facilities) in Davao City and Area Management
Offices for ARMM, South-central Mindanao and North-western Mindanao.

Postal and Communication

22. The ACT for Peace will cover at least 15 provinces in the former SZOPAD and the
CARAGA region. The Programme will be delivered through stronger partnerships
with LGUs, government agencies, civil society organizations and UN Agencies. The
geographical coverage of the Programme, together with its strategies and
approaches, necessitate the optimization of available communications equipment in
order to transact with the Programme partners.

23. Resources will be provided to cover long distance calls, internet and cell phone
billing and postal communication expenses for the Programme Management Office
and the three Area Management Offices.

» Four (4) landlines will be set up at the PMO with an estimated average of Php

6,000 monthly billing per unit while one (1) landline each of the three (3) Area
Offices. Each office will be provided with one (1) fax machine.
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» A total of 16 units of cell phones will be provided to supervisory level staff including
Administrative and Finance Officers with a monthly budget of Php1,500 each
except for the Program Manager, Area Managers and Senior Specialist which shall
have a Php2,000 monthly budget.

= The monthly breakdown of the total 5-year postal and communication budget
which amounts to US $ 103,968 (PhP 5.718 million) is as follows:

Table 4 Monthly Breakdown of the ACT for Peace Postal and Communication Budget

Phone line Monthly Mobile Monthly Postal /
budget phones Budget mailing Total
Amount Armount
PMO 4 | Phone lines 436.36 7 254,55 54.55 827.28
Internet 81.82
Area Offices 3 | Phone lines 327.27 9 327.27 54.55 818.18
‘ Internet 109.09
official calls/txt by - 15 87.45 87.45
other personnel
including drivers
Total R I A e 954.54 16 669.27 | .109.10..] .1,732.91

c. Capital Outlay

24. Capital Outlay entails the procurement of fixed assets including furniture, fixtures
and equipment, information technology equipment, communication equipment, audio
visual equipment and transportation equipment. These will be distributed to the four

- different offices (PMO and the 3 Area Management Offices) -

Office Furniture, Fixtures and Equipment and Office Improvement

25. This includes office equipment such one (1) unit photocopier, book binder, four (4)
units scanner, coffee maker, water dispensers, electric fan, kitchen utensils,
conference room tables and chairs, office tables and chairs, 11 units air conditioners,
receiving sets (sofa), office improvement and renovation, including interior
decoration.

Information Technology, Communication and Audio Visual Equipment

26. This includes 21 units of personal computer (desktop), eight (8) units of computer
notebook, ten (10) units laser printer and four (4) units colored printer.

IV. PREPARATION OF THE TOTAL PROGRAMME COST BUDGET

27. The preparation of the Total Programme Cost Budget is premised on broad planning
and budgeting parameters. Estimates are based on previous programming
experience and other comparable programs.. The Total Programme Cost Budget is
prepared by a design team with guidance and input from stakeholders

28. In keeping with the peacebuilding nature of the programme and in an effort to be
responsive to the input of different stakeholders, several key concerns and
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considerations informed the preparation of the Total Programme Cost Budget in the
programme design and approval phase. These are:

Table 5 Key Concerns and Considerations in the preparation of the Total Programme Grant

Budget

Concerns Considerations
Ratio of Direct Assistance to Programme 87:13 in favor of Direct Assistance
Management

Distribution of Total Programme Assistance
Budget in terms of Direct Services and
Technical Assistance

45:42 in favor of Direct Services

Distribution of Total Programme Assistance
Budget per Component

Component 1: 10.5%
Component 2: 22.2%
Component 3: 33.3%
Component 4: 10.50

‘| Component 5: 10.50

ACT for Peace Programme Document
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ANNEX L
ACT for Peace Work and Financial Plan
Five (5) Year Budget (in US$)

Page
COMPONENT Reference &
Qutcome 1: Transformation of PDCs, and other conflict-affected and conflict-vulnerable areas is sustained; and co nity
and advance their own initiatives for peace and human security are harnessed.
1. Strengthening Social Capital for Peacebuilding page L8-C1
1.1 Technical Assistance

s

149,541 1,575,177

2. Promoting Human Security through Improved Access to Basic Services page L9-C2
2.1 Technical Assistance . 25,416 - 59,649 605,525
2.2 Direct Services 649,935 108,073 2,770,433
3. Promoting Human Security through Community Economic Development page L10-C3 : z%wﬁz%%p 8y M@eéwam
3.1 Technical Assistance 242,849 70,512 915,106
3.2 Direct Services 914,330 1,610,441 1,264,876 333,565 32,437 4,155,649
Sub-total Qutcome 1 2,209,373 3,526,176 2,756,067 1,110,062 420,212 10,021,890 61.9%

Outcome 2: Peacebuilding and conflict transformation {prevention, management and resolution) capacities of actors
and institutions are strengthened and institutionalized.

4. Building Stakeholders' Capacity for Conflict Transformation page L11-C4 %mmw ¢ 99 %@J 48
41 Technical Assistance 319,399 399,248

Sub-total Outcome 2 319,399 399,248 382,179 308,019 188,148 1,596,994 9.9%

5. Promoting a Culture of Peace towards Peacebuilding & Conflict Transformation
51 Technical Assistance

Sub-total Quicome 3

6. Programme Management

6.1 Adminisirative 224,545 224,545 224,545 224545 224,545 1,122,727
6.2 Operating Cost ) 78,476 78,476 78,476 78,476 78,480 392,386
6.3 Capital Outiay 275,164 - - - - 275,164
6.4 Meetings and travel 38,482 38,48 56,66 38,482 38,482 210,591

Sub-total Programme Management
Donor Fund Administration Services

Total Grant to the Programme ¢ 0 - 5
page ref. page L3-y1 page L4-y2 page L5-y3 page L6-y4 page L7-y5 page L2- total

Local counterpart 114,015 114,015 114,015 114,015 114,015 570,075

Total Programme Cost 3,930,825 5,084,681 4,148,104 2,240,757 1,367,067 16,771,434

ACT for Peace Programme Document Annex 1.

May 24, 2005 Page L1-AWFP Summary

e e O O R G G R ST S RS







ANNEX L
ACT for Peace Work and Financial Plan
Proposed budget for 5 Years (in US$)

" %tage “Total : .- Social Basic . - Community - Capacity Culture of
Budget ltems per Component against " for5 Years Capital - Sérvices . Economic " Building , Peace
TGP S Development . ,
Outcome 1: Transformation of PDCs, and other conflict-affected and conflict-vulnerable areas is sustained; and community efforts to develop
and advance their own initiatives for peace and human security are hamessed.
1. Strengthening Social Capital for Peacebuilding 10% 1,575,177 1,575,177
2. Promoting Human Security through Improved Access
to Basic Services : 21% 3,375,958 3,375,958
3. Promoting Human Security through Community N
Economic Development 31% 5,070,755 . 5,070,755
Sub-total Outcome 1 10,021,890 1,575,177 3,375,958 5,070,755 - -
Qutcome 2: Peacebuilding and conflict transformation (prevention, management and resolution) capacities of actors and institutions are strengthened and institutionalized.
4. Building Stakeholders' Gapacity for Conflict
Transformation 10% 1,596,994 1,596,994
Sub-total Outcome 2 1,596,994 - - - 1,596,994 -
Outcome 3: Critical partnerships towards sustaining an environment of trust, confidence and collaboration for peace and development are strengthened.
5. Promoting a Culture of Peace towards
Peacebuilding & Conflict Transformation 1% 1,771,540 1,771,540
Sub-total Oufcome 2 . 1,771,540 - - - - 1,771,540
Total Direct Assistance 83% 13,390,424 1,575,177 3,375,958 5,070,755 1,596,994 1,771,540
6. Programme management
6.1 Administrative
6.1.1 Programme Manager (1) 100,455 11,813 25,325 38,042 11,984 13,290
6.1.2 Programme Technical Asst (1) 53,182 6,254 13,407 20,140 6,345 7,036
6.1.3 Area Manager (3) 248,182 29,186 62,567 93,986 29,608 32,834
6.1.4 Monitoring Team - - - - - -
6.1.4a Perf Measurement Specialist (1) 70,909 - 833 17,876 26,853 8,459 9,381
6.1.4b MIS Officer (1) 53,182 6,254 13,407 20,140 6,345 7,036
6.1.5 Communication Specialist (1) 53,182 6,254 13,407 20,140 6,345 7,036
6.1.6 Admin Officer (1) 59,091 6,949 14,897 22,378 7,050 7,818
6.1.7 Finance Officer (1) 59,091 6,949 14,897 22,378 7,050 7,818
6.1.8 Accountant (1) 26,000 3,058 6,555 9,846 3,102 3,440
6.1.9 Admin Assistant (1) 26,000 3,058 6,555 9,846 3,102 3,440
6.1.10 Finance Clerk (1) 23,636 2,780 5,959 8,951 2,820 3,127
6.1.11 Cashier (1) 23,636 2,780 5,959 8,951 2,820 3,127
6.1.12 Admin & Fin. Asst - (3) 70,909 8,339 17,876 26,853 8,459 9,381
6.1.13 PMO Office Clerk - (2) 37,818 4,447 9,534 14,322 4512 5,003
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6.1.14 Arez Office Clerk - (3)

6.1.15 Area Security & Liaison Officer (1)
6.1.16 Utility (1)

6.1.17 Driver (7)

6.2 Operating Cost
6.2.1 Office rental, electricity & utility
6.2.2 Postal and communication
6.2.3 Office supplies
6.2.4 Office FFE repair and maintenance
6.2.5 Office and vehicle insurance
6.2.6 Books and periodicals
6.2.7 Local fransportation expenses
6.2.8 Miscellaneous

6.3 Capital outlay
6.3.1 Fumiture, fixtures & office improvement
6.3.2 Information Technology equipment
6.3.3 Communication equipment
6.3.4 Audio visual equipment
6.3.5 Transportation equipment

6.4 Meetings and travel
6.4.1 PCC, ExCom, ManCom, PMO & AMO migs
6.4.2 Annual Audit
6.4.3 Mid term evaluation
6.4.4 Monitoring and travel

Total Programme Management
Total Programme Assistance

Donor Fund Administration Services
Total Grant to the Programme

TOTAL PROGRAMME COST

T for Peace Programme Document Annex L
¢ 24,2005

Page L3-AWFP Total

56,727 6,671 14,301 21,483 6,768 7,505
41,364 4,864 10,428 15,664 4,935 5472
11,818 1,390 2,979 4,476 1,410 1,564
107,545 12,647 27,112 40,727 12,830 14,228
7% 1,122,727 132,033 283,040 425177 133,941 148,537
128,727 15,138 32,452 48,749 15,357 17,031
97,636 11,482 24,614 36,975 11,648 12,917
66,545 7,826 16,776 25,201 7,939 8,804
32,727 3,849 8,251 12,384 3,904 4,330
18,545 2,181 4,675 7,023 2,212 2,454
. 6,545 770 1,650 2,479 781 866
. 22,909 2,694 5775 8,676 2,733 3,031
18,750 2,209 4,726 7,099 2,236 2,480
2% 392,386 46,148 98,920 148,595 46,811 51,912
25,491 2,998 6,426 9,653 3,041 3,372
68,600 8,067 17,294 25,979 8,184 9,076
6,836 804 1,723 2,589 816 904
8,782 1,033 2,214 3,326 1,048 1,162
165,455 19,457 41,711 62,658 19,739 21,890
2% 275,164 32,359 69,369 104,204 32,827 36,404
81,818 9,622 20,626 30,985 9,761 10,825
10,000 1,176 2,521 3,787 1,193 1,323
18,182 2,138 4,584 6,885 2,169 2,405
100,591 11,829 25,359 38,094 12,000 13,308
1% 210,591 24,765 53,090 79,751 25,123 27,861
12% 2,000,868 235,306 504,418 757,127 238,703 264,714
95% 15,391,291 1,810,483 3,880,376 5,828,482 1,835,697 2,036,254
5% 810,068 95,289 204,230 306,762 96,616 107,171
100% 16,201,359 1,905,771 4,084,606 6,135,244 1,932,312 2,143,425
Local Counterpart 570,075 85,511 142,519 142,519 99,763 99,763
16,771,434 1,991,283 4,227,125 6,277,763 2,032,076 2,243,188
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ANNEX L

ACT for Peace Work and Financial Plan

Proposed 5 Year Budget (in US$)
List of Capital Outlay

Schedule of Furniture, Fixtures and office Improvement
1 unit photocopier w/ sorting device

1 unit book binder
1 unit paper cutter
4 units scanner

40 units office tables with armrest chairs

Conference room tables & chairs
11 units air-condition 2hp
Cabinets and bookshelves

Office improvement and renovations

Interior decorations
Receiving set (sofa)

Coffee maker, jars and trays
Refrigerator

Water dispenser

3 units electric stand fan
Kitchen utensils
Miscellaneous

Information technology equipment
21 units computer desktop with complete accessories

8 units computer notebook
10 units laser printer HP

4 units colored printer
others

Communication equipment
3 units Panasonic fax machine
16 units cell phone

Internet connection and networking

6 lines land telephone connection

Audio visual equipment
2 units digital cémera
" 2 units Canon manual camera
1 unit video camera
DVD player
21 inches flat TV
1 unit projector
LCD

Transportation equipment
7 units 4x4 vehicle pick-up
1.3million x 7 units

2,400.00
490.91
18.18
727.27
5,818.18
1,818.18
4,000.00
2,181.82
2,727.27
2,272.73
727.27
90.91
272.73
90.91
218.18
181.82
1,454.55

25,490.91

16,272.73
13,090.91
38,909.09
872.73
454.55

68,600.00

436.36
3,490.91
2,363.64

545.45

6,836.38

1,636.36
1,363.64
2,000.00
272.73
327.27
454.55
2,727.27

8,781.82

165,454.55
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ANNEX K
Cost assumptions on Direct Services for Component 2 and 3 (in US$)

5% o Amount -
COMPONENT 2 .. catP55/UsD
1. Provision of expert services and direct assistance R T

1.1 Water system installation

(312 units x $2,182) 680,727
1.2 Construction/upgrading of health facilities

(60 BHSs x $11,818) 709,001
1.3 Procurement and installation of health equipment

and supplies .

(60 PDCs x $9,355) 561,342
1.4 Immunization

(2,000 children x $64) 128,364
1.5 Supplemental feeding for malnourished children*

{1,500 children x $200) 300,000
1.6 Provision of RH services incl. anti-VAW

(60 PDCs x $2,727) 163,636

2. Provision of relief goods
($45,455 per year) 227,273
Total Direct Services of Component 2 2,770,433
page L9 C2

COMPONENT 3
Direct Services

1. Aqua culture productivity i *(Phip) {Php)- o2 Rt
Seaweeds production 20 7,273 2,727 200,000
Sea Fishing 20 7,273 2,127 200,000
Inland Fishing 15 - 7,273 2,727 150,000
Crabs and fish culture 10 7,273 2,727 100,000
2. Agricultural Productivity
Farm inputs 40 7,273 1,818 363,636
Waorking animals and tools 30 7,273 1,818 272,127
Agri facilities 20 7,273 - 1,818 181,818
Livestock and poultry production 20 7,273 1,818 181,818
3. Manufacturing and processing
Bakery and food processing 35 7,273 2,727 350,000
Handicraft and wood craft 35 7,273 2,727 350,000
4, Micro credit facilities 70 7,273 . 1,818 636,364
5. Agri Marketing and Merchandising 15 7213 1,818 136,364
6. Techno Demo farm 50 7,273 3,364 531,818
7. Other economic and livelihood activities 50 7,273 2,727 501,103
Total Direct Services of Component 3 430 4,155,648
page L10C3

>Total target PDCs is only 150, thus PDCs can initiate 2 to 3 economic activities
>Financial support represents capital inputs or materials and goods
>Technical support covers transportation, mobilization and service providers costs
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