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1:
Overview
1.1
Background to the CSSP Proposal 
Why is a harmonized Civil Society Support Programme (CSSP) being established?
Civil society groups in Samoa can play a critical role in social and economic development at both local and national level and can play an important role in advocating on behalf of their communities or constituents to government and other agencies
However at both levels they are often hindered by the lack of skills, resources and capacity either to manage their own affairs in a sustainable way or to use their capacity to undertake projects which can bring social and economic benefits to their communities - especially to vulnerable groups within the community. The issue of sustainability is covered in detail in S12.2 of this report
Bringing donor funds together under a common programme will make it easier for civil society groups to access resources to improve their capacity through simplified processes with common application, funding, monitoring and reporting requirements. An increased level of funds will be possible under this new fund, whole projects more easily funded than at present, and duplicated effort avoided. 
The Government of Samoa is fully supportive of the establishment of the CSSP to improve the coordination and synergies between donor-financed support programmes for small community projects and civil society / NGO capacity building currently coordinated either through the Ministry of Finance or NZAID.
Which current programmes will be encompassed by the CSSP?
The new CSSP will replace the following programmes.
EU Micro Projects Programme 
This programme has provided training to community-based organisations through contracted NGOs to strengthen governance, planning and financial management, and provided grants to support community development and community projects.  
NZAID
NGO Capacity Building and Support Fund 
This fund has provided capacity building funding to selected national NGOs in conjunction with mentoring and support from SUNGO. 
AusAID Small Grants Scheme (SGS) 
This Scheme has provided funding to communities for small scale projects 
By combining these programmes, the broader objective of promoting stronger civil society organisations, networks and development dialogue with government structures will be enhanced with beneficiaries having a single point of contact for support. 
A Programme Management Unit (PMU) will be established to manage the range of programmes proposed. This Unit would take on the management functions which are or have previously been undertaken by the EU Micro Projects Programme Office (now phased out) Ministry of Finance staff for the SGS Scheme, and NZAID and SUNGO staff who manage and mentor the NGO Support Fund. 
What is the Proposed Duration of the CSSP?
Each donor has indicated a strong commitment to funding at current levels (and possibly more) for a 3-5 year period even though in some cases funding is approved on a year by year basis. This will allow the development of a long term strategy and planning based on a common financing proposal and budget.  
However donors have also signalled that donor support cannot be guaranteed in perpetuity. Beneficiary organisations such as nationally based NGOs would be wise to be planning on the basis that continued reliance on a single source of donor support cannot be guaranteed. They need to therefore plan for long term sustainability through diversifying income sources and seeking ways to operate in the most cost effective way. This aspect is covered in this document. 
What is the planned extent of government involvement?
While the programme would be overseen by the Ministry of Finance on behalf of the Government of Samoa, the CSSP assumes a minimum level of direct government involvement which is consistent with the view of all the stakeholders.
This involvement is likely to be limited to. 

· the sponsorship of the proposal by Government through the Ministry of Finance 
· government appointing its own nominees on the Steering Committee 
· the use of GoS systems through the Ministry of Finance for financial management, audit and reporting.
· Government support through assistance with infrastructure (eg access to land or buildings) or other “in kind” contributions

· appropriate Ministries adding value through coordination of initiatives, advice on policy issues, contribution of technical capacity and activities where this is appropriate For example MWCSD has identified village based liaison officers and or gender focal points based in village communities and the ability to support the  dissemination of information and monitoring of program activities.
In addition to the support it already provides, it would be desirable in the longer term for the Government of Samoa to consider providing financial support for the civil society support programme as a partner in development given that civil society organizations often have limited scope to raise revenues and because continuation of donor funds is dependent on donor country political considerations that can quickly change. It is noted that Government already provided funding and support to NGOs/CSOs through initiatives in various sectors
1.2
Key features of the proposed CSSP. 
1. The CSSP is a new programme to support civil society development in Samoa to be established through the staged harmonisation of aid funding from AusAID, NZAID and the European Union
2. The purpose of the CSSP is 
To deliver sustainable social and economic benefits to the people of Samoa through strengthened civil society organizations 
3. To achieve this purpose, the CSSP aims to achieve three major objectives  
· Tangible and sustainable social and economic benefits which meet the needs of vulnerable groups in Samoa 
· Well governed civil society organisations with strengthened capacity to manage developmental programmes on a sustainable basis
· A strengthened voice of civil society organizations to effectively influence  national policy

4. A set of management and development principles will guide the governance and management of the new CSSP.
5. The CSSP will be governed by a Steering Committee composed of civil society, donor and government representatives that will focus on strategy, policy and the allocation of funds.
6. The Steering Committee will also approve funding recommendations but in time may elect to delegate part or all of this role.
7. Operational management of the CSSP will be undertaken by a Programme Management Unit (PMU) staffed by a competent and committed staff who will facilitate capacity building support, launch Calls for Proposals, assess grant applications, provide recommendations to the Steering Committee and monitor and evaluate projects approved and capacity building actions.

8. The PMU is planned to be established by 1 July 2010 with the appointment of staff and the establishment of an office in Apia located independent of government but in the proximity of SUNGO to help foster an independent but collaborative relationship
9. Both the Steering Committee and the PMU will be accountable to the Ministry of Finance for governance and management functions respectively with delegations setting out functions delegated by the Steering Committee to the PMU

10. Through a separate performance based contract, SUNGO as the umbrella NGO organisation will play a role in providing training and mentoring for NGOs seeking and gaining CSSP funding and in leading a range of capacity building and other initiatives to foster good practice in the civil society sector and to promote advocacy
11. The overall level of funding for the CSSP in the first year of operation (2010-2011) is expected to be ST2M drawing on support from AusAID and partial year funding from EU. 
12. Subject to a decision to be made by NZAID, the level of funding is planned to rise to around ST5M from July 2011. During the 2011-2012 year EU sourced funds would operate within current guidelines before approval can be gained for full transition into the fund
13. In the period until July 2011, current core funding for NGOs provided by NZAID is planned to continue. 
14. The funds of the CSSP will be managed in a similar manner to other Facilities such as the Private Sector Support CSSP (PSSF) with donor funds transferred to a special purpose fund with the Steering Committee and Government of Samoa as cosignatories and with payments co authorised by designated officers in the Ministry of Finance and the PMU.
15. For the purposes of grant activities undertaken, it is proposed to establish two categories of funding with grants made against a set of criteria covering the eligibility and capacity of the applicant to undertake the project, and the suitability and quality of the application made
16. Category One grants up to SAT$50,000 would support mostly one off projects with a focus towards meeting the needs of rural communities with a straightforward application process. Two calls per year are proposed with application in English or Samoan. 
17. Category Two grants up to SAT$200,000 are aimed towards more established civil society organisations for larger scale projects and capacity building support including multi year grants. An Expression of Interest process will be used and those successful invited to submit a detailed application which will be required in English
18. For all applications, a one week opportunity will be provided after submission to amend any technical shortcomings in applications so that worthwhile proposals are not rejected.
19. Applicants will be expected to indicate the contribution they will make to the project whether in cash, in kind, or in labour. Applicants also need to indicate how their project will address cross cutting issues such as gender disparity or the needs of people with disabilities.

20. At least initially it is suggested that around 25% of funds will be allocated to Category One grants and 75% to Category Two grants reflecting the pattern of previous use of the aid funds involved but allocation will be reviewed by the Steering Committee based on an assessment of needs and priorities.
21. Common application, approval, monitoring and reporting requirements are planned leading to a single simplified process for applicants.
22. The new CSSP will be promoted through an active awareness raising campaign by the PMU and assistance through SUNGO for applicants to develop their proposals is also planned.
23. A first round of Category One grants is proposed to commence by 15 November 2010 and the first round of Category Two from 1 July 2011 to link to both the normal financial year and to funding availability.  Thereafter proposed grant start dates from mid 2011 onwards are September and March (Category One) and July (Category Two)
24. The funding cycle is designed to provide an even workflow for the PMU, suitable times of year for applications to be developed, and the opportunity for applications to be referred from Category One to Category Two or vice versa if more appropriate.
25. Grants will be managed on a procurement or acquittal basis depending on the nature of the grant and the capacity of the organisation involved. Most Category One grants are likely to be by procurement and Category Two by acquittal. 
26. All grant recipients will be expected to engage in appropriate capacity building training such as financial and project management for those managing smaller grants and governance and management training for those receiving large and especially multi year grants. However organisations able to demonstrate capacity may not be required to undertake training which will be provided through SUNGO.
27. All grants will be subject to appropriate monitoring and evaluation undertaken by the PMU and reported to the Steering Committee. 
28. For acquittal based grants, 80% of the grant would be provided at project commencement or each year as appropriate, and 20% retained subject to completion of agreed milestones towards the end of the project or at mid year for annually funded projects.
29. The PMU and SUNGO will be required to report on activities to the Steering Committee.
30. The governance and management of the CSSP will be subject to financial and performance audit proposed to be undertaken through the Audit Office.
31. An impact audit of the CSSP against progress towards achieving the purpose and objectives of the CSSP will also be undertaken annually by an external consultant or agency with expertise.
2:

Programme Design
2.1
The Purpose and Objectives of the new CSSP
The Purpose the CSSP 
The overarching purpose of the new CSSP is 
To deliver sustainable social and economic benefits to the people of Samoa through strengthened civil society organizations 
The major objectives of the CSSP 
To achieve its stated purpose, the CSSP aims to achieve three major objectives  
1. Tangible and sustainable social and economic benefits which meet the needs of vulnerable groups in Samoa.
2. Well governed civil society organisations with strengthened capacity to manage developmental  programmes on a sustainable basis
3. A strengthened voice of civil society organizations to effectively influence national policy

Principles that will underpin the CSSP 
The following principles for the operation of the new CSSP are informed by best practice and by lessons learned from existing donor funded projects in relation to adopting a community based approach to development. 
These principles are; 
Management Principles
· wide publicity of the fund  in ways readily accessible to the community
· decisions made in a transparent and fair manner against clear criteria
· systems and processes that are as simple as possible to reduce barriers to access
· no claiming of prior costs incurred before a proposal has been approved
Development Principles
· use of capacity building as a means to enhance sustainability and skills development 

· a focus on bringing benefit to organisations and communities as a whole
· a focus on the needs of vulnerable groups including those with disabilities 
· consideration of gender issues  and protection and promotion of human rights  in all processes and projects
·  a focus on bringing sustainable improvements to Samoan communities
· evidence of commitment and ownership through collective contribution to the project which may be in cash, kind or labour
· an income generation focus that relates to sustainability of organisations and communities rather than specific individuals or families
· building on, but not limited by, existing networks, and lessons learnt from other civil society projects.
· the rights of non government organisations to freely participate in national dialogue
What groups will be eligible to access the CSSP?
Priority under this fund will be given to civil society organisations which aim to execute projects in their communities which will bring sustained social or economic benefits in particular to vulnerable groups. In support of this, priority will also be given to applications directed towards enhancing the long term capacity of civil society organizations to manage such projects. 

The target group of the CSSP is therefore national or community based civil society organizations (CSOs) which have objectives focused on community wide benefits and which do not exclude any member of the community from participating.
However the final beneficiaries are the people of Samoa, with a particular emphasis on vulnerable groups - the disadvantaged and relatively poorer members of society as well as groups that fall outside the social safety net of the traditional village structure. 
What is a civil society organisation?
A civil society organisation (CSO) can be defined as an open organisation outside of government which is either nationally based or based within a community and which has objectives focused on community wide benefits and which does not exclude any member of the community from participating. 
As an example, church based organisations are eligible to be defined as CSOs if the activities they undertake benefit the community generally and are not exclusively for the benefits of their own church membership or for proselytizing for their individual doctrine. 
Similarly, families or extended families will not generally be eligible for funding unless they could demonstrate that the activities they wish to undertake will lead directly to widespread community benefit. 
Organisations with the following features will not be eligible for funding 

· organisations that exclude community members from participation

· organizations that seek to use funding to promote a specific religion or doctrine

· businesses and commercial operations

· organisations that practice any form of discrimination

· organizations that confer private gain on individual members

· political parties or organizations set up to promote or support a particular political party

· organizations with a known record of misuse of donor or member funds

Why is a CSSP needed to provide support to Civil Society Organisations?
Civil Society organizations in Samoa have an important role to play in fostering social and economic development and in advocating for issues as part of the democratic decision making process. However they are frequently hindered by a lack organisational capacity to manage projects or to mobilize support, and by a lack of resources or funding. The situation is not helped by limited opportunities to raise funds due to existing cultural and church obligations within Samoan society. 
Also many organisations have limited capacity to consistently fulfil their advocacy role and to engage in community and national development through successfully managed projects. 
The CSSP will provide a channel to resources to help build capacity and the ability to also manage projects more effectively bringing community wide benefit 
What is a vulnerable group?
A vulnerable group is a group within the community not able to share the usual social and economic benefits enjoyed by the community at large for reasons which might include disability, poverty, or discrimination related to age, gender, ethnicity or culture. Recent events have demonstrated that natural disaster or other events may quickly change the circumstances of communities.
Such groups often lack some or all of the following
· skills suitable for employment or for coping with demands of modern society

· employment and access to economic opportunities
· adequate resources to meet basic household needs and customary obligations
· access to basic social services
· empowerment  to take control of their own development and their own future
What processes will be set up to ensure that the Programme is successful managed?
The CSSP will be governed by a Steering Committee composed of civil society, donor and government representative that will set policy and have responsibility for overseeing the management of the programme. Day to day management will be provided by a new Programme Management Unit PMU) which will meet the needs of civil society through providing 
(a) access to an effectively managed single fund with common application, funding and reporting requirements and 
(b) provision of mentoring, training, organizational-assessments  and other forms of assistance to strengthen CSO capacity 

c) Support for CSO networking and advocacy initiatives related to development 

What priorities will be set to allocate funds from the CSSP? 
In establishing priorities for approving applications for funding, preference should be given to applications which
· seek to address barriers to improving the social and economic well being of Samoan people and especially the more disadvantaged and those in rural areas
· focus on building organisational and community capacity and skills
· adopt a ‘whole of project’ approach which allows for all reasonable costs of a project to be funded including training, workshops, minor equipment needs, and programme costs 
The capacity of the applicant to manage and sustain the project or their commitment to identifying and addressing their own capacity needs will also be taken into account. 

The intention of the CSSP is to bring benefits to the community as a whole, rather than to confer private benefit on individuals or families.  Income Generation projects for extended families will not be considered.  Preference will be given to applications from groups with community-wide support and projects that will bring benefit to the wider community such as improved employment opportunities.

2.2
Logical Framework and budget
Based on the Purpose and Objectives of the CSSP, a logical framework and associated budget have been developed to guide the use of the resources of the fund. The three major objectives have been ascribed outcomes to ensure that each objective is achieved. 

For each of these outcomes, indicators and targets are stated along with the activities required to achieve these outcomes. These activities are then linked to the budget provision required. The budget also includes provision for overhead costs related to operation of the PMU, and for audit costs

The logical framework with outputs, indicators and targets is provided in Appendix 1. The associated budget is provided in Appendix 2. On the basis of the funding sources being made available as described in Section 4.1, it will be possible to cover the establishment and operating costs of the first year of operation and also provide a significant pool of funding for grants and capacity building activities.

3:
Management of the new CSSP
3.1
Overall status and lines of accountability for the CSSP
The overall structure and process to manage the CSSP is set out below:




[image: image1]
Overall accountability for the CSSP rests with the Government of Samoa through the Ministry of Finance in consultation with the donors (EU, NZAID, AusAID) and with civil society through SUNGO. 

Governance of the CSSP is contracted by MOF to the Steering Committee which is composed of representatives of the above stakeholders and management of the CSSP is contracted to the Programme Management Unit (PMU).

The governance role is provided by the Steering Committee is set out in Section 3.2 and includes approval of policies and procedures and approval of PMU funding recommendations. The management responsibilities of the PMU are set out in Section 3.3 and are based on delegations from the Steering Committee which include delegation limits. Delegations are described in further detail in S3.2.9 and draft delegations are provided in Appendix 5. These delegations should be further refined once the SC and PMU are in place.

The proposed use of the Audit Office to undertake annual financial and performance audit of both the PMU and the Steering Committee should provide security to stakeholders in relation to the integrity of processes and use of funds. In due course an option could be for the Steering Committee/PMU to seek some form of independent legal status but that would require the support of the donors and GoS.
Employment relationships are set out in the delegations. The Steering Committee is responsible for the employment of the PMU manager who then has employment responsibility for PMU staff. Appointment and performance review of the manager would be best undertaken by the MOF, SUNGO and a donor representative on behalf of the Steering Committee. This group assisted by the incoming PMU manager should then appoint the initial staff given timeframes. Thereafter the manager should be responsible for staff appointments and performance review with Steering Committee involvement in an advisory role. 

3.2
The Steering Committee
3.2.1
Role and functions of the Steering Committee
The intent of demarcation between the Steering Committee and the PMU is one of governance and management. Consistent with the strong feedback from stakeholders, the Steering Committee should operate at a high level by setting policy and approving recommendations submitted by the PMU. As a guide, good governance principles that should underpin this relationship are provided in Appendix 3
The Steering Committee should meet at least once per quarter and more frequently as required.
The main functions of the Steering Committee are set out below
	1. Setting and reviewing the policies and procedures for  the CSSP fund (including funding priorities)

	2. Participating in the recruitment and selection process of the PMU Manager

	3. Establishing and maintaining liaison with current and possible fund donors 

	4. Reviewing and approving progress reports on applications from the PMU 

	5. Receiving and deciding on recommendations for approval from the Management Unit

	6. Approving or otherwise recommendations on funding applications for the PMU to convey

	7. Receiving and approving other reports (eg monitoring and evaluation) from the PMU

	8. Participating in all Quarterly Steering Committee meetings

	9. Monitoring and evaluating the performance of the PMU including coordination and follow up of all external reviews, evaluations and audits

	10. Monitoring and Evaluating the performance of the PMU manager


3.2.2
Steering Committee Structure
A Committee of up to eight members is proposed as follows 
· Civil society (3) (One appointed by SUNGO)
· Donors (3) EU, AusAID, NZAID
· Ministry of Finance  (1)
· MWCSD (1)
The PMU Manager would also be in attendance ex officio.
No single group on the Committee (including the civil society) has a majority vote assured.  However given that the Committee exists to serve the needs of the sector, the civil society sector is well represented on Steering Committee. One of the three places will be allocated to SUNGO as the umbrella organisation for the NGO/CBO sector.  
Two Ministries will represent Government on the Steering Committee – the Ministry of Finance given the Ministry role as the coordinating agency for funding and the Ministry of Women, Community and Social Development (MWCSD) given the community linkages with villages.
Initially at least, all three donors will be represented on the Committee. This is supported by civil society feedback and donor presence will help to ensure that grants and decisions are made within agreed criteria. Over time and with confidence in the process, the donors may elect to reduce their overall representation
Meetings of the Steering Committee require a quorum of five members for endorsing decisions.
3.2.3
Skills sought in Steering Committee members
In selecting members for the Steering Committee the need to have a suitable breadth of skills should be taken into account to ensure that the Committee can properly fulfil its governing role. In particular all three civil society representatives need to have strong community networking skills and the capacity to contribute to policy and participate effectively, as well as ability to act as Chair for leadership of the Steering Committee. 

A possible set of such skills is provided in Appendix 4
3.2.4
Selection of Civil Society members
A process is required to select the civil society members other than the SUNGO member. The most acceptable option is to use public advertisement or networks to seek nominations through civil society groups of suitable persons who meet the required skills criteria as set in Appendix 4 and with a particular interest in nominees with community leadership and chairing experience.
To undertake selection it is proposed that SUNGO or another agreed organisation agreed to by civil society members facilitate a meeting of any interested civil society groups (not only those affiliated to SUNGO) to chose two members for the Steering Committee. Those selected are to represent the civil society sector as a whole with a preference for one NGO member and one CBO member. 
Civil society members would be expected to serve a three year term with the expectation that membership from civil society would rotate over time to bring fresh ideas and to spread civil society involvement.
3.2.5
Chairing of the Committee
Consistent with the majority of views received, the Steering Committee will be chaired in the longer term by a civil society representative. The term of appointment should be for two years with the opportunity for renewal.  
However for the initial 12 months phase from July 2010 the Committee should be chaired by MOF given the experience of the Aid Division of MOF in coordinating aid activity. The Steering Committee will also appoint a Vice Chair to deputise in the absence of the Chair.
3.2.6
Frequency of Meetings
At least initially, the Committee should meet regularly (eg monthly) to establish its operational procedures and to approve the first round of funding recommendations. After the initial phase the Committee should meet quarterly or as required to deal with Committee business. Meeting frequency can also be reduced if delegation of some decision making is made either to a sub Committee or to the Programme Management Unit
3.2.7 
Reimbursements for Steering Committee members
Unless already covered through their employment, all persons serving on the Steering Committee will have their reasonable out of pocket expenses covered including travel to meetings and accommodation should that be required 
3.2.8
Secretariat Support
To ensure that the Steering Committee operates effectively, secretariat support will be provided by the Programme Management Unit. This support will cover dealing with meeting agendas and minutes, meeting arrangements, and the preparation of recommendations for consideration by the Committee.  
3.2.9
Delegation of authority from the Steering Committee
To clarify the relationship between the Steering Committee and the PMU it is proposed that a set of delegations be established to set out the functions and authorities that the Committee delegates to the Unit. A draft set of delegations are set out in Appendix 5 .Any technical advice required should be obtained at PMU level as part of the process of developing approval recommendations.
The initial round of Grant recommendations for Category One in late 2010 will be approved by the full Steering Committee. Following this exercise, the Steering will evaluate the process in relation issues such as flexibility, timeliness and practicality in using the full Steering Committee for decision making.
 Whether or not the Steering Committee considers a full delegation of this responsibility, there is an advantage in setting up a Grants Committee which can be given delegated authority when required to deal with urgent requests or grants to a specified level and report to the Steering Committee. This Committee should consist of three people (eg one government, one donor and the SUNGO representative). Membership should rotate on a regular basis (eg every two years)
An alternative or parallel option to streamline decision making in the longer term is to delegate small grant approvals up to a specified limit (eg SAT$10,000) to the PMU. This decision will take into account the confidence of the Steering Committee in the performance of the PMU and whether any conflict of interests are posed by delegation. As above any approvals granted under delegation would be reported to the next meeting of the Steering Committee. 
An advantage of retaining funding approval at Steering Committee level is that it protects PMU staff from applicant pressure by removing the decision making to another level. 
3.3
Role and functions of the Programme Management Unit
3.3.1
Proposed Functions of the PMU
The primary role of the PMU is to foster the development of an effective civil society through the  management and administration of CSSP funds according to the set criteria and guidelines approved by the Steering Committee. The functions required to achieve this are set in the table below

	1. Implementing policies established by the Steering Committee for the management of funds

	2. Developing procedures and criteria required for management of funding for approval by the Steering Committee 

	3. Develop a budget for the operations of the PMU for approval by the Steering Committee

	4. Undertaking the active promotion of the new CSSP through events, media cover and visits

	5. Developing all required policies and procedures for Steering Committee approval before the first Call for Proposals in made

	6. Providing information on funding sources, application procedures and closing dates

	7. Work with SUNGO or other service providers in the provision of capacity building activities and workshops or training to assist groups in developing proposals or managing approved projects

	8. Advertising of application deadlines 

	9. Initial receipt and recording of applications for funding 

	10. Evaluation of applications – check for compliance with requirements and criteria

	11. Identifying matters to refer back to applicants

	12. Seeking appropriate technical advice in assessing applications through establishment of Technical Advisory Committees or engagement of technical advisors.

	13. Developing recommendations for the Steering Committee

	14. Advising applicants of decisions within an agreed time with reasons for success or non success

	15. Managing disbursement of acquittal or procurement based grants to successful applicants

	16. Ongoing management of contracts with successful grant applicants

	17. Establish and implement an appropriate monitoring and evaluation framework and procedures (including field visits) for approved projects  

	18. Collecting appropriate data on projects and establishing a database to inform reporting and planning

	19. Providing appropriate reports for the Steering Committee and other stakeholders

	20. Liaison with donors in relation to operational management of donor pooled funds

	21. Set targets in collaboration with SUNGO and other partners/service providers to promote development of the civil society sector through awards, conferences, promotion of best practice, self regulation initiatives etc

	22. Liaison with Government Ministries in relation to sector plans and civil society partnerships

	23. Providing secretariat support to the Steering Committee


The development of detailed policies and procedures for operation of the CSSP is an early priority. This exercise needs to be undertaken by the incoming staff of the PMU prior to the opening of applications from civil society organisations.
3.3.2
PMU Structure and staffing levels
. 
Given the scope of the new CSSP, and the potential for growth, the PMU will require a structure and staff able to manage the range of applications and other activities proposed, the capacity to manage funds through either procurement or acquittal, and the capacity to monitor and report on the performance of those in receipt of funding.  Field staff will need a strong background in development and project management to be able to evaluate and monitor projects. Sound administrative support is also required
The suggested initial full time staffing for the Unit is proposed as follows:
	Position

	Role

	Manager (1)
	Management of the day to day operation of the PMU, development and implementation of policies, liaison with stakeholder groups, donors, SUNGO and government agencies, management of staff, overall management and monitoring of contracts including contract with SUNGO, and  reporting to the Steering Committee



	Project Officers  (2)
	Advice to potential applicants, processing of applications, recommendations for the SC, monitoring and evaluation of projects, field visits, reporting, research, capacity building activities, liaison with SUNGO and other partners


	Financial Officer (1)

	Budgeting, financial systems and financial reporting


	Administration Officer (1)
	Financial record keeping, receipting and banking, preparation of reports,  administrative support, reception, copying , typing, filing



There will also be a requirement for additional staff at peak load periods to assist the Project Officers in evaluating applications in the period between the closing of applications and notification.  After the first six months of operation, (or earlier if deemed necessary) staffing levels will be reviewed to ensure that the workload generated by the level of donor grant funding and level of applications can be managed within the required timeframes
It will be highly desirable to appoint Project Officers with previous experience in either capacity building or monitoring and evaluation and for further specialties to be developed once engaged -for example in relation to Category One or Category two applications. However it will also be important that both Officers are multiskilled both to handle peak load work when the focus will be a particular Call for Proposals and to ensure coverage if an Officer is absent.
It will be critical to appoint staff members to the new Unit who are committed, have the required skills for the positions proposed, and who have the initiative needed to make the Unit successful. Staff should be appointed on three year performance based contracts and a Performance Management system implemented to ensure that the Manager and staff work in a results focussed environment. 
The Steering Committee should take responsibility for the appointment of the PMU Manager, with the Steering Committee and Manager then appointing an appropriate team. Draft Position Descriptions for the initial positions set out in the table above are provided in Appendix 5.
3.3.3
Location of the PMU
The Programme Management Unit will be located independently of government at an Apia location readily accessible to civil society members.  If possible this location will be near SUNGO given support from civil society members for a “one stop shop” approach and so that a relationship with SUNGO is more readily established in relation to training and other common interests.
However it is agreed that the PMU and SUNGO will not be co located so that the separation of roles is reinforced and the potential for conflict of interest is reduced. 
To assist with reducing ongoing operational costs of the PMU, consideration should be given to negotiating use of an available government building. A number of such buildings are located in the vicinity of SUNGO.
3.3.4
Establishment Costs of the PMU
The key major items required for establishing an office for the PMU are set in the log frame budget with an estimate of costs set at SAT$35,000 (see Appendix 2).  
The key items required are
· furniture for staff (desk and chair)
· photocopier
· filing cabinets
· computers and printers
· phones and fax
· vehicle
The budget provided is based on a number of these items being transferred from the current EU MMP office These items include furniture, filing cabinets, photocopier and one vehicle. If these items need to be purchased a further SAT$80,000 would be required for capital set up costs
3.3.5
Operational Costs of the PMU
Proposed operational costs of the PMU are set out in Appendix 2.  The estimated annual operating cost (exclusive of salaries) of around SAT$82,000 includes SAT$30000 for office rental based on rates previously paid for the EU MMP office. If office space in a government owned property can be secured at low rental then a significant budget saving is possible. The budget includes vehicle operational costs.
3.4
Role and functions of SUNGO
To date, the main capacity building activities which SUNGO has undertaken have been
· Partnering with  NZAID in managing, mentoring and supporting core funded NGOs
· Coordinating training provision under the ICTP programmes for the civil society sector
· Delivering village water committee management training for the independent water schemes
Coordinating civil society ICTP programmes has involved undertaking training needs analysis (TNA) for the non government sector, prioritising training programs required, providing facilities and support for those programs that have been approved by the PCC, and providing co trainers for the programme. This training has traditionally focused on meeting the needs of urban based national NGOs, but more recently has involved training for CBOs focused towards rural communities. 
This experience has highlighted that this training does not readily conform to the systems established by the ICTP programme for administration and management. Given that this training is aligned to the need to improve community project management skills it is more appropriate to deliver such community based training under the umbrella of the new pooled fund. SUNGO has also served on the steering committees set up by EU and AusAID to oversee the allocation of donor funds and continues to serve on the Programme Coordinating Committee (PCC) which allocates funds for the In Country Training Programme (ICTP).
SUNGO is therefore well placed to provide capacity building for organizations proposed as part of the new CSSP. SUNGO has the both the administrative capacity and experience to provide the training as well as a pool of qualified trainers able to deliver the training. There is also widespread support for SUNGO to serve on the Steering Committee for the new CSSP.
3.4.1
Proposed functions of SUNGO
The functions proposed for SUNGO in relation to the new CSSP are set out in the table below
	1. In conjunction with the PMU, providing training and assistance to civil society organizations to provide them with the skills to apply for funding. 


	2. Providing training to civil society organisations either before or during the duration of a grant under the CSSP mandated by the PMU to ensure that the CSO has the required skills to successfully meet its grant obligations. This training would focus on
· Project and financial management training for CSOs to successfully execute and sustain projects
· Governance and management training for larger CSOs to meet their constitutional governance and management requirements or requirements under a capacity building grant. 
· Advocacy training to assist CSOs in responsibly advocating for issues related to their goals


	3. Providing ongoing mentoring and assistance to CSOs including those NGOs provided with longer term funding for capacity building. This includes identification of training needs and assistance with the development of grant applications



	4. Serving as a member of the Steering Committee as a voice for the CSO sector

	5. Providing listings and contact details of CSO organisations affiliated to SUNGO

	6. Providing a gateway to CSO organisations to disseminate information about the CSSP through newsletters, email, a planned website and other community contact


	7. Promoting the development of civil society and good practice (in conjunction with the PMU where appropriate) through initiatives such as provision of information, community research, the hosting of conferences and seminars, the development of awards for best practice, the development of a Code of Good Practice for CSO organisations and the active facilitation of cooperation and partnerships between members


This range of services will represent an expansion of the capacity building activities that SUNGO currently offers and will require SUNGO to ensure that it has sufficient staff with the required skills to manage the programme involved.
3.4.2
Performance Contract for SUNGO services
The provision of these services specific to supporting the success of the new CSSP will be based on an annual performance based contract negotiated with the PMU on behalf of the Steering Committee and with progress monitored through the PMU.  The budget for these services is set out in Appendix 2.
To avoid conflict of interest, the SUNGO nominee on the Steering Committee will not take part in the discussion and approval of this contract
3.4.3
SUNGO Relationship with the PMU
The roles of the PMU and SUNGO are quite discrete with the PMU focused on the assessment of applications, the administration of funding, and the monitoring and evaluation of the grants approved. SUNGO has a separate training and mentoring role which will allow the PMU to minimize conflict of interest problems that can arise from developing a supporting relationship with beneficiaries.
Every encouragement will be provided to ensure that the PMU and SUNGO work together in a complementary and positive partnership through a Memorandum of Agreement endorsed by the Steering Committee. As a vehicle to foster this partnership, it is proposes that a joint technical committee be established with progress on matters of joint interest reported to the Steering Committee. This may also extend to some sharing of services (eg vehicle use).
The draft MOA which sets out the details of areas of collaboration is attached as Appendix 7 
4:
The Funding Mechanism
4.1
Allocation of overall funds by donors
Budget planning for the new CSSP is based on the following indicative funds likely to be available from the three donors.
AusAID
An annual allocation of SAT$1.0M will be made available from 1July 2010. This grant is provided on a year by year basis but with an indication that this level of commitment would be sustained for a 4-5 year period with the possibility of increased funds at a later stage. In the first year of operation, AusAID is willing to see this contribution used to establish the CSSP and cover initial grants but that the AusAID contribution beyond this period should not be viewed as funding the administration of the CSSP. These costs must be shared by the donors.
NZAID
Total current funding that supports CSO sector activity is SAT$1.31M annually made up as follows. A grant of NZ$550,000 (SAT$960,000) is provided for the core funding of NGOs plus a grant of NZ$200,000 (SAT$350,000) is provided for the contract with SUNGO that covers the core funding of SUNGO and the provision for the position of NGO Support Fund (NSF) Coordinator working in conjunction with NZAID to mentor and support core funded NGOs. A final decision has yet to be made by NZAID about joining the CSSP. NZAID has committed to continued support of core funded NGOs approved for continued funding until July 2011 or such time as funds might transfer. Planning is based on this transfer taking place by 1 July 2011.     
European Union
A grant of Euro 3M (SAT$10.5M) over a 3-4 year period for a civil society programme is proposed which equates to approximately SAT$3.0M per annum over 2011-2014 phasing out in 2014-2015. The process to secure this grant will commence by April 2010 with grant funding expected to be available by March 2011. During the first year (2011-2012) current EU conditions would need to apply. During that period a process can be commenced to assess the capacity of the new CSSP to manage funds with the intention of EU funds then being fully transferred into a common pool. 
The Table below summarizes the funding likely (Samoan Tala) to be available for the July June financial years based on the details above 
	Year
	2010 -2011
	2011 -2012
	2012- 2013
	2013-2014
	2014-2015

	Source
	
	
	
	
	

	AusAID
	1,000,000
	1,000,000
	1,000,000
	1,000,000
	1,000,000

	NZAID
	(1,310,000) (*)
	1,310,000
	1,310,000
	1,310,000
	1,310,000

	EU
	1,000,000 (**)
	3,000,000 (**)
	3,000,000
	3,000,000
	500,000

	TOTAL
	2,000,000
	5,310,000
	5,310,000
	5,310,000
	2,810,000


(*)   Current NZAID core funding and capacity building grant 
(**) Current EU funding conditions likely to apply for these periods
4.2
Funds transfer to the CSSP 
A funding agreement would be signed between the donor and the Government of Samoa and a special purpose bank account will be established with a reputable bank in Samoa with fund signatories from the Steering Committee and the Government of Samoa through the Ministry of Finance. 
Day to day signing of cheques up to an authorized limit would be undertaken by a designated PMU officer and a designated officer from MOF. The CSSP would adopt established government procedures in relation to financial, reporting, and audit processes. 
4.3
Process for the overall allocation of funds
To guide the overall allocation of the CSSP, the Steering Committee will need to establish funding priorities to allocate the overall pool of funds available.
Allocations need to be made in relation to 
(a) the contestable pool of funds for Category One (small grants under SAT$50,000)
(b) the contestable pool of funds for Category Two (larger grants under SAT$200,000)
(c) the operational costs of the PMU
(d) the cost of services contracted to SUNGO
(e) other capacity building activities
On the assumption that NZAID funds transfer to the pool. further consideration must be given to the level of Category Two contestable funding that should be allocated for longer term capacity building of national NGO organisations currently funded under the NZAID programme for NGO core funding (approximately SAT$960,000).  
The table below provides an indication of how recent contestable funding (2008-2009) has been allocated between grants under SAT$50,000 (proposed limit for Category One) and grants above SAT$50,000 (proposed for Category Two). The table also shows the proportion of funds allocated specifically to NGO capacity building (the focus of NZAID support) and to other support such as infrastructure development (the focus of AusAID and EU support) and income generation (one focus also of this round of EU support). These figures exclude core funding provided to SUNGO given the intention to provide separately for this support through a performance based contract
	
	Civil Society Support/ Capacity Building
	Infrastructure / Capital Items
	Income Generation
	TOTAL

	Category One Funding
Small Grants <SAT$50,000
	
	SAT 0.63M (AusAID)
SAT 0.04M (EU)
	SAT 0.14M  (EU)
	SAT 0.81M
(25%)

	Category Two Funding
Large grants < SAT$200,000
	SAT 0.96M  (NZAID)
(core operational funding but excluding SUNGO funding)

	SAT 0.85M (EU)

	SAT 0.62M  (EU)

	SAT 2.43M
(75%)

	TOTAL allocated

	SAT0.96M
(30%)
	SAT 1.52M
(47%)
	SAT 0.76M
(23%)

	SAT 3.24M
(100%)


Note that the focus of EU project grants varies from call to call and this data is based on an EU call which did not include civil society projects. 
These figures are indicative only and a more detailed analysis can be done. However this illustrates that 25% of contestable funds have been allocated to Category One level grants and 75% to Category Two level grants. Further that a minimum of 30% has been allocated to NGO capacity building. 
As a comparison, the recently established PSSF fund has set a proportion of 30% of funds on small scale grants and 70% on larger grants. 
Specific set allocations are not proposed as this would constrain the ability of the Steering Committee to respond to changing need. However as an initial guide, it is suggested that 25% of funds be allocated to Category One applications and 75% to Category Two applications as an appropriate balance. The budget developed under the log frame is based on this assumption.
Also given the feedback received from all stakeholders it will be appropriate to give priority to grant proposals focussed on civil society support/capacity building projects with less emphasis on projects related to infrastructure or income generation.
Allocating at least 40% of all contestable funding would ensure that this area could be expanded in line with priority indicated by stakeholder feedback.
The major proportion of current funds allocated for capacity building are for multi year funding of selected NGOS through the NZAID NGO Support Fund. NZAID has indicated the need for these NGOs to be working towards a more sustainable position with less reliance on one source of donor funding. 
The Steering Committee should plan a gradual reduction in the level of support given to individual NGOs which would also allow a greater number of organisations to gain access to funding. At the same time, NGOs should be actively encouraged to achieve a more diverse funding base from a wider range of donors or from fund raising activities and other sources including from government. This issue of sustainability is covered later in this document. (see Section 12.2) 
The Steering Committee can refine the above matrix on an ongoing basis as a tool to show how funds overall are being allocated. This would allow the Committee to assess whether the overall allocation of funds reflects the priorities which the Committee establishes for the use of funds.
4.4     Review of Funding Contributions by donors
It is expected that the direct presence of donors on the Steering Committee of the CSSP will ensure that issues of concern to donors will be addressed proactively and that problems that might lead to a donor reviewing their continued involvement can be resolved. Factors unrelated to performance of the fund (eg donor government policies) may also need to be considered. 
In the event that a donor wishes to withdraw funding from the CSSP, a notice period of 12 months is requested to allow the issues underlying the request to be taken up with the donor concerned and for strategies to deal with the loss of funding to be planned.
5:
Pre application processes
Ensuring that a sufficient number of high quality applications are received will be critical to the success of the new CSSP. This will depend on effective promotion of the Call for Proposals process and the provision of assistance to potential applicants – especially those from rural areas less familiar with developing and writing a project proposal
5.1
Community promotion of the new CSSP
As an early priority, the incoming PMU manager in conjunction with the Steering Committee will need to develop a promotional strategy for the new CSSP. 
 The key steps in this strategy need to include
a. a public launch of the new CSSP involving all stakeholders
b. media releases about the purpose of the CSSP to seek TV, radio and newspaper cover
c. paid newspaper advertising covering closing date and application process details
d. circulation of information through existing print and email networks eg SUNGO newsletter, donor and government publications and networks
5.2
Provision of assistance to applicants 
With appropriately designed application forms, applicants for both Category One and Category Two funding should be able to manage completing applications without extensive outside help.
For Category One proposals a straight forward process is proposed. However it is recognised that many applicants for small scale grants will not be familiar with the process of writing proposals. Group awareness workshops will therefore be held to explain to potential applicants how to develop a proposal and prepare an application. These workshops should be provided as a joint initiative by SUNGO and the PMU. They should be scheduled once the application process has been agreed and no later than the date when the Call for Proposals is made (15 August).
For Category Two proposals, applicants would be expected to have a greater level of experience and understanding of process to be able to develop a proposal and prepare the documentation provided. However given the more detailed requirements (see later) awareness workshops will also be held with the same timing considerations as for Category One – ie once the application processes for an Express of Interest and full allocation have been finalized and no later than the date for the call for Expressions of Interest (15 Jan 2011)
For both Category One and Two proposals it is proposed to provide a one week window after the initial application has been viewed by the PMU for applicants to address technical deficiencies in their applications. This will reduce the risk that sound proposals are declined on technical grounds.
6:
Application and decision making processes for contestable grants
6.1
Application Process for Category One grants (up to SAT$50,000)
This funding category will allow applicants to apply for grants for small scale projects up to SAT$50,000 using simple documentation able to be managed without extensive assistance.  The application can cover all aspects of project costs such as training costs, materials and travelling but should not include costs for services that should be a contribution to the project by the applicant. Care must also be exercised in relation to any claims for cultural obligations.  (See Section 7.3)
This funding category is open to all organizations but is focused on providing for small scale initiatives at village level which may be aimed at skills development, capacity building, infrastructural, or income generation needs. Applications would be expected from both emerging and experienced organisations. 
Application forms will be designed in such a way that they can be completed by village or urban based groups without the need for sophisticated expertise in project writing. Bilingual application forms and information will be available with the applicant choosing which language to use. 
Project grants will generally be managed through procurement processes but with an acquittal option for organizations with demonstrated capacity to handle funds. Organisations will be encouraged through training to develop this capacity. The PMU should be proactive in identifying and assessing organizations and referring them to SUNGO to undertake appropriate training
The call for Category One applications will be made twice annually with initial call, closing, and grant start dates as set out below. A minimum of 45 days will be provided between the call for proposals and the closing date
Round 1:  
Call for proposals 
 15 August 2010    

Close 


 30 September 2010   

Grants commence
 15 November 2010
Round 2:  
Call for proposals      15 June 2011
Close 


  31 July 2011
           
Grants commence      1 September 2011
Round 3
Call for proposals      15 December 2011   
Close 


  31 January 2012
           
Grants commence      1 March 2012
Note: Given a new process, and possible level of interest, the decision period for the first round is extended to six weeks. Thereafter a four week turnaround period will be set.
A draft Category One grant application form which could also serve as a Category Two Expression of Interest is attached as Appendix 8
6.2
Application Process for Category Two grants (up to SAT$200,000 pa)
This funding category will allow applicants to apply for project grants of up to SAT$200,000 or for multi year grants of up to SAT$200,000 per annum. 
At least initially and until available funding increases, the maximum grant approved would likely be in the range SAT$100,000 – SAT$150,000 either per project or annually for multi year grants and dependent on the level of competence of the organisation involved. 
This fund is planned to cater for significant projects at both village and national level to cater for longer term skills development or capacity building or for significant projects with demonstrated community benefit. Given the level of funding involved, applicants would be expected only from established organisations with a track record.
As for Category One, the application can cover all aspects of project costs such as training costs, materials and travelling but should not include costs for services that should be a contribution to the project by the applicant. Care must also be exercised in relation to any claims for cultural obligations. (see Section 7.3)
Within Category Two funding two funding limits are proposed based on the level of level of experience of the organisation and the period of funding anticipated. Organisations with a track record of successfully managing the financial and planning aspects of smaller or larger scale projects would be able to secure grants up to SAT$100,000. This would cover village or urban based projects and capacity building or core funding for less experienced organisations. This provision will accommodate organisations which currently apply for NZAID first tier funding
More experienced organisations seeking single project or multi year funding would be able to apply for up to SAT$200,000 per annum as indicated above on the basis on demonstrated sound governance and management, a sound long term strategic plan and demonstrated capacity to handle the financial, planning and reporting requirements involved. This provision would accommodate organisations currently apply for second and third tier NZAID funding.
For Category Two funding a two step process will take place. The first stage is the submission of an Expression of Interest (EOI) The EOI will set out the framework of the proposal, an overall estimate of cost, and the expected outcomes of the project including who will benefit and how it will contribute to long term sustainability.
It would be highly desirable to use a common form for both Category One applications and for Category Two Expressions of Interest. This would greatly facilitate transferring Category One applications for one off projects which warrant greater development and funding to Category Two or to refer unsuccessful Category Two Expressions of Interest for one off projects to the next round of Category One. The planned timing of calls takes this prospect into account. Either way some amendments to the application would be required.
The proposed form for further development is attached as Appendix 8 
Following consideration of the EOI by the PMU and Steering Committee, a decision will be made as to whether the applicant should proceed with a full application. This process will also include a one week refer back period for applicants to review aspects of their proposal that require attention.   
For cases where the EOI has been approved, applicants are then invited to develop and submit a full application. The full application will require more detailed documentation including providing evidence or details about governance and management of the organization, and planning and financial management processes. Application will be in English given that support documentation required (eg budget and planning documentation) is generally developed in English. 
To assist applicants in developing a Category Two proposal, a grant for technical assistance to assist with any technical investigation or advice required can be sought or will be suggested by the Steering Committee.  A one week refer back period will also be provided to allow applicants to attend to any deficiencies in their application
Documentation for the full application process will be developed by the incoming PMU staff and approved by the Steering Committee.
Category Two applications will be invited annually with the closing date and grant start dates as set out below. A minimum of around 45 days will be allowed from the Call for Expressions of Interest to the Closing date, and a further minimum of 45 days from notification of a successful EOI to the closing date for full applications:
Round 1 (2011-2012)
Call for proposals

15 Jan 2011
Expression of Interest 
1 March 2011
Decision re EOI

1 April 2011
Full applications close
15 May 2011
Grants commence 

 1 July 2011
Round 2 (2012-2013)
Call for proposals

15 Jan 2012 
Expression of Interest 
1 March 2012
Decision re EOI

1 April 2012
Full applications close
15 May 2012
Grants commence 

 1 July 2012
Given that some Category Two applications may be multi year grants, these grants are timed to commence from the start of the normal financial year (1 July).  The timing of calls for Category One grants is design to mesh with the above dates to reduce high peak workloads for the PMU staff and ensure that a steady flow of applications can be managed.
As indicated, the timing of Category One and Category Two applications will also allow rejected applications for one off projects from the Category Two EOI or full application process to be reconfigured and reconsidered as applications for the second Category One grant call held each year
For both Category One and Two applications, applicants should be expected to suggest milestones which can be used to evaluate whether a project is proceeding satisfactorily. However the primary responsibility for developing suitable project milestones rests with the staff of the PMU as part of the process of negotiating contracts. PMU staff are able to then bring a measure of consistency and fairness to the setting of milestones.
6.3
Decision Making Processes for Applications
6.3.1
Processing of Applications
All applications will be received and receipted by the PMU and acknowledged immediately. The PMU will then be responsible for evaluating the applications against criteria and preparing recommendations for the Steering Committee. For both Category One and Two applications, the PMU would also identify any technical deficiencies in applications, and provide a one week window for applicants to amend their application and resubmit. 
The PMU staff should offer assistance to applicants in this process but will need to exercise care not to become an advocate for any particular application.  The issue of fairness was a very strong concern by stakeholders so at all stages of the process this must be a focus. A strict and closely monitored Code of Conduct for the PMU will address this concern.
The evaluation of proposals may also involve a site visit by a PMU Project Officer to assess that the details submitted in the application can be verified 
In developing recommendations for Steering Committee approval, the PMU needs to be able to access appropriate independent technical advice through a Technical Advisory Committee or through appropriately skilled Technical Advisors. In exceptional circumstances, the Steering Committee may also wish to seek independent technical advice.  To enhance applicant confidence, approval processes need to be included in the annual audit process outlined elsewhere in this report.
6.3.2
Criteria for the Assessment of Applications

The assessment process adopted by the PMU can be based on four key criteria which all need to be met for an application to be recommended to the Steering Committee.

(a) the suitability of the project 

Does the proposed project contribute to the proposed objective of the CSSP and one of the three outcomes proposed for the CSSP as set out in Section 2.1 namely

· providing sustainable social and economic benefits especially for  vulnerable groups in Samoa.

· strengthening the capacity of CSO organizations to manage  programmes 

· strengthening  the advocacy skills of civil society organizations

Applications related to the following areas would qualify as suitable projects

·  human rights (people with disabilities, child protection, mental health, gender disparities)

· environmental sustainability, disaster risk reduction 

· food security, rural development; 

· reducing economic vulnerability in income generation, economic opportunities for youth; 

· HIV/AIDS awareness and support.

· Capacity building for NGO/CBOs and their constituent organisations

· access to information; promoting political accountability/democratic processes
(b) the eligibility  of the applying organisation 

Is the organisation eligible to seek funding and not excluded for any of the reasons set out below (refer Section 2.1) namely

· organisations that exclude community members from participation

· organizations that seek to use funding to promote a specific religion or doctrine

· businesses and commercial operations

· organisations that practice any form of discrimination

· organizations that confer private gain on individual members

· political parties or organizations set up to promote or support a particular political party

· organizations with a known record of misuse of donor or member funds

(c) the capacity of the applying organisation to undertake the project

Does the application or other information sought by the PMU confirm that the applying organisation has the capacity and skills to undertake the proposed project. In the case of Category Two grants preferably funded through grant and acquittal procedures the capacity of the organisation to handle finances needs to be assessed.

(d) the quality of the application  

Does the project proposal provide to the required information about the project and does this information provide an overall measure of confidence that the project has been properly planned? 
6.3.3
Consideration of proposals by the PMU
The PMU will consider proposals against the above criteria in the order given. Where the organisation is assessed as lacking the capacity to undertake the project, capacity building training will be made available. Where the project does not meet the CSSP criteria, the applicant will be invited to review their application and submit in a later round. Where the application itself does not meet the required standard, the applicant will have a one week opportunity to review and resubmit the proposal.

This process is set out in the flow chart in Appendix 9.  Further development by the PMU is required to cover the distinguishing points of Category One and Two applications 
6.3.4
Decisions on PMU Recommendations
Applications for approval with supporting recommendations would then be forwarded to the Steering Committee to review against criteria developed by the Committee. Recommendations will cover the level of the grant proposed, the contribution (if any) expected, monitoring and evaluation required, and on the grant process (procurement or acquittal) to be used. These recommendations will take account of the level and type of the grant and the track record of the applicant in handling funds. 
If necessary and to facilitate the process, small Technical reference subcommittees can be set up to consider the recommendations and report back the Steering Committee. 
As a general guideline, most Category Two funding grants would be expected to operate on an acquittal basis given that organisations receiving this level of grant must have experience in handling financial matters. For most small scale grants, and especially those involving purchase of goods and services or with organisations with limited resources or experience, procurement is more appropriate. However every encouragement will be given to organizations through training available to develop the capacity to manage and acquit funds themselves
Decisions will then be conveyed in writing as soon as possible to all applicants along with grant conditions. Where applications have been unsuccessful, applicants will be advised of the reasons and of steps they can take which can include resubmitting their application at a later date or undertaking training. Applications rejected under Category Two may be appropriate as Category One applications and the timing of calls will permit this.
6.3.5
Delegation of Decision Making
Power of delegation from the Steering Committee is covered in section 3.1.9 with the proposal to have a Grants Committee established able to funding recommendations if necessary. Until the first round of decisions has been made and the process assessed, any such delegation will be sparingly used. 
There is however a potential conflict of interest issue for civil society members serving on the Steering Committee, as the organisations these members represent cannot be ruled out as grant applicants.
It can be argued they are in a position to view the applications of organizations in competition to their own and gain unfair advantage. In such situations the member must step aside from the decision.
One advantage of delegating grants decisions to a Grants Committee on which elected civil society members do not serve, is that this conflict of interest is addressed
It is recommended that an early task of the Steering Committee be to set up a Code of Conduct to guide its activities. The Code of Conduct should cover areas such as conflict of interest, and confidentiality.    
Given the likelihood that the PMU will have a measure of regular interaction with both potential and successful applicants it is not proposed initially that decisions over funding be delegated to the Management Unit. This helps to manage any potential conflict of interest 
6.4
Beneficiary Contribution 
In applying for funding, applicants are required to indicate how they will demonstrate their commitment and ownership of the project proposed. This is will be viewed by the Steering Committee as a significant factor in approving the request.  
This commitment needs to be indicated in the application and may take the form of a commitment of time or labour by the applicant, by the contribution of resources to assist the project, or by an income contribution to the project.
Each application will be considered on its merits and the capacity of the organization to contribute taken into account – especially where the applicants can be defined as a vulnerable group with limited access to resources.
Using this ‘whole of project’ approach, all aspects of a project can be considered from training requirements to minor equipment needs. 
6.5 Cross cutting issues
The CSSP will address cross cutting issues such as gender, human rights, good governance and the environment through taking the following steps
· Supporting local efforts towards achieving gender equality and equity (CEDAW, CRC & MDGs)
· requesting applicants to address how their application can benefit women, children, men, people with disabilities and minority groups (eg HIV/Aids)and any impact of their project on the environment
· taking potential benefits & impacts for these groups into account in making funding decisions through careful and sensitive consideration 
· assessing benefit through the conduct of gender analysis as part of the monitoring and evaluation process
· ensuring that groups representing women and children  likely vulnerable groups in communities are made aware of the application process and given the opportunity and assistance to apply
· building good governance principles into training and expecting that projects will be managed on the basis of such principles with transparency and accountability 

It should also be noted that many of the NGO organizations focus their activities in this area (eg NOLA) and that civil society advocacy is identified as an area for potential workshops or training
7:
Funding arrangements for successful applicants
In terms of the release of funds for approved projects, the following is proposed
7.1
Category One grants
Many grants made under SAT$50,000 will be items of equipment or materials that will be best funded through a procurement processes.  In such cases, payment is effected directly with the supplier in the basis of invoices provided. 
However, some grants will be more suited to an acquittal process that is based on an approved budget. Community groups should be encouraged to acquire the skills to manage the project funds themselves. 
Attending the project management training and setting up a separate bank account should be a requirement for community groups to manage funds themselves, through an acquittal process. 
For this acquittal process, it is recommended that 80% of the approved grant be provided at the start of the project and the remaining 20% be approved at an agreed milestone towards the end of the project.
7.2
Category Two grants
It is expected that the majority of grants made under Category Two will be on an acquittal basis. It is recommended that 80% of the grant be paid at the commencement of the project with 20% payable at a negotiated milestone towards the end of the project. 
In the case of multi year contracts such as core funding grants, it is suggested that the current six monthly acquittal process be discontinued but that organisations receive 80% of the annual grant at the commencement of the grant year with 20% payable at the six months point subject to satisfactory progress on agreed annual objectives assessed through a six monthly report as part of an established monitoring and evaluation process.  
For larger grants provided on an acquittal or procurement basis, the onus must be on the recipient to provide an appropriate level of reporting against the funding and objectives of the project. This discipline is part on building the capacity of the organisation to properly manage its own affairs. 
7.3
Constraints on Expenditure by Beneficiaries
While there is a desire for the CSSP to be as flexible as possible, all grants made by the Steering Committee will be subject to guidelines developed by the Committee regarding appropriate expenditure. 
 As a general guideline, use of donor funds for the following is not permitted 
· personal expenses incurred by recipients
· conferences outside of Samoa
· hire of personal vehicles
Particular scrutiny should be made of the budgets for the following areas of expenditure
· travel and accommodation costs
· use of vehicles
· village accommodation and hosting costs, payment of speakers and cultural obligations
8:
Mandated Training for Grant Beneficiaries
Organizations receiving CSSP grants will generally be expected to take part in appropriate workshops or training to ensure that they possess the skills needed to successfully manage contracts or projects. Other civil society organisations will also be encouraged to undertake training which will be provided by SUNGO as part of a contract for services with the Steering Committee
Exceptions may be made where the organisations involved can demonstrate through their application that they already have the required skills and where the PMU is satisfied from independent advice received that the organisation involved has robust systems in place.  Decisions would be based on assessing a self appraisal provided through the application and through further discussion with PMU staff and in consultation with SUNGO.
Flexibility is needed to recognise organisations that already have proven systems of accountability, management and good governance. This assessment should be undertaken by the PMU against a set of criteria developed from the checklist provided in the draft application form (see Appendix 8) 

This process can also be informed by both NZAID and SUNGO which hold documentation on the capacity of CSOs which have been in receipt of operational funding to date, and by EU which holds documentation on CSOs which have previously received funding under the Micro Projects programme.
The nature of the training required will depend on the nature of the grant approved
Smaller scale project focused grants
For smaller scale project focused grants typically undertaken by community based organisations, the focus of this training will be on 
· project management and reporting
· financial management and reporting. 
This training would need to be conducted in Samoan language and preferably in community locations to maximise access for participants and reduce travel requirements. SUNGO has already developed a week long CBO training course in Samoan language which covers project and financial management and has established a team of trainers able to deliver this programme.
Larger scale grants or ongoing capacity building grants
For larger scale grants involving significant projects or ongoing operational support, applicants would be expected to undertake training in
· governance and management practice
· project management and reporting
· financial management and reporting
Organizations securing larger grants are likely have Board and management structures and more formal planning and reporting requirements.
This training will also be used as part of an ongoing process to establish standards within the CSO sector in relation to accountability, transparency, and good governance systems required at both NGO and CBO level. A Code of Good Practice for the NGO/CBO sector will be developed by SUNGO in consultation with the PMU and civil society organisations. Demonstrated compliance with the Code of Good Practice should then be a prerequisite longer term for access to CSSP funding and will also be used as an indicator to gauge the capacity of the civil society organisation sector. 
Given that the first Call for applications is not proposed until August 15 and grants not approved until 15 November, it is proposed that this training programme be set in place by SUNGO from July 2010 while organisations start to plan applications under a new fund. The initial focus would be on project and financial management for CBOs.
While SUNGO will have a mandated role to deliver capacity building training to those organisations seeking or securing contestable funds, other organisations with demonstrated capacity will be able to apply for capacity building grants for their own constituencies. 
 9:
Project Monitoring, Evaluation and Reporting 
All application forms used will request applicants to indicate the key outcomes that they expect to achieve and to suggest milestones to measure project progress.  Agreed milestones would be proposed by the PMU as part of the approval process with each approved grant including the details of how the monitoring and evaluation of project outcomes will be undertaken and what form of reporting will be expected. The PMU will be responsible for ensuring that these monitoring, evaluation and reporting requirements are complied with.
All donor organisations have agreed that a single monitoring, evaluation and reporting regime should be established. A suitable model for monitoring and evaluation is the protocol set up for the PSSF. 

The responsibility for developing a suitable Monitoring and Evaluation framework for projects rests with the PMU with the engagement of outside expertise if required. It will be important to ensure that the systems adopted are appropriate to the level and scope of each grant and not unduly complex. At least one Project Officer should have experience in monitoring and evaluation with the ability to develop and assess systems.
The Monitoring and Evaluation protocol to be used for funded projects should be approved by the Steering Committee by 15 August prior to the first call for proposals
9.1
Category One
In the case of short term projects involving smaller grants (eg up to SAT$10,000), an end of project report by the beneficiary and an evaluation by the PMU to verify outcomes will be sufficient. The evaluation will generally involve a site visit. The PMU may elect to undertake an earlier monitoring visit to check progress if it has concerns about capacity. For projects involving larger grants up to SAT$50,000 a mid project monitoring visit should be undertaken.
9.2
Category Two
For longer term projects, regular monitoring will undertaken as part of the Monitoring and Evaluation protocol agreed to for the project. As indicated in Section 7.2 for a full project or annually for multi year projects, payment of 20% of the grant will be subject to meeting the requirements of a mid project or mid year milestone based on a report to the PMU and evaluation visit to verify outcomes.
For multiyear grants, where the beneficiary has satisfactorily met the required end of year milestones, then funding can continue on the basis and level as originally approved. However where the mid year milestone has not been met, and progress by end of year is also not deemed satisfactory, then both the residual 20% payment may be further withheld and funding for the subsequent year either withdrawn or reduced. 

10:
Reporting by the PMU and SUNGO and Steering Committee
Both the PMU and SUNGO will provide structured reports on their activities to quarterly meetings of the Steering Committee. These reports should be available to key stakeholders except where issues of a confidential or commercial nature need to be considered 
10.1
Programme Management Unit
As part of its role as Secretariat to the Steering Committee, the PMU will develop the agenda for each meeting of the Committee which will include a written report on activities including 
· progress against an annual PMU work plan 
· progress with the grant applications cycle,  
· financial report,
· recommendations on funding proposals for approval (when appropriate) 
· progress reports or final reports on current projects.   
10.2
SUNGO
SUNGO will be required to submit a six-monthly report to the Steering Committee on progress against the objectives set out in the contract for services negotiated with SUNGO. This will include
· training courses provided
· mentoring and assistance provided to CSOs 
· promotional and information dissemination undertaken about the CSSP 
· progress on agreed projects or community research eg Code of Best Practice
10.3
Steering Committee

The Steering Committee should provide a six monthly progress report and end of year report for donors and other stakeholders. These reports would be based on material from the PMU and SUNGO reports combined with an assessment of overall progress of the CSSP. 
10.4
Funding Acquittals

It is recommended that funding acquittals for the PMU, SUNGO, and for full year or multi year grant contracts be undertaken on an annual basis. Acquittals for one off projects up to one year should be completed at project end. 
11:
Review and Audit of the CSSP 
A significant area of concern for stakeholders was the need to have sound checks and balances in the system at both governance and management level. These are needed to ensure fair and transparent decision making processes and also to ensure that conflict of interest and related issues do not tarnish the process. 
Along with financial audit, independent systems performance and financial audit is therefore needed which will scrutinize all aspects of application, decision making, monitoring and reporting processes. 
11.1
Steering Committee
Audit of the activities of the Steering Committee will be undertaken as part of an annual performance audit undertaken by the Audit Office or another agency agreed to by the Ministry of Finance. Full minutes and records of Steering Committee activities must be held by the PMU.
11.2
Programme Management Unit
Audit of the activities of the Programme Management Unit will also be undertaken as part of an annual performance audit undertaken by the Audit Office or another agency agreed to by the Ministry of Finance. Full records of PMU activities and financial records must be held by the PMU.
11.3
SUNGO
Activities undertaken under the agreed contract would be audited as part of the normal independent annual audit which SUNGO undertakes. Quarterly narrative reports made by SUNGO to the Steering Committee and the SUNGO annual acquittal would also fall within the brief of the audit undertaken of Steering Group activities (see above) 
11.4
Impact of the CSSP
In association with financial and systems audit outlined above, overall progress towards meeting the  purpose and objectives of the CSSP needs to be assessed on a periodic basis. It is proposed that this be undertaken annually by an independent consultant or agency with appropriate expertise.
This process constitutes overall monitoring and evaluation of the CSSP and needs to be undertaken against an agreed framework based on the approved log frame for the CSSP and /or the annual plan approved by the Steering Committee which sets out the annual targets to be met to ensure that the longer term objective and outcomes of the CSSP are being met.
12:
Risk Analysis and sustainability assessment 
12.1
Risk Analysis and Risk Management
An evaluation of risks faced in establishing and operating the CSSP has been undertaken and the details are provided in Appendix 10.  The level of risk is assessed and key strategies to manage this risk are indicated. Broadly these risks relate the following factors
Transition timelines
Governance by the Steering Committee
Communications between CS and PMU and with stakeholders
Decision making processes – transparency
Performance of the PMU
Funds allocation and grants
Project financial management
Donor visibility
Project sustainability (donors and beneficiaries)
Contracted services
Governmental and external factors
12.2 Sustainability Issues
Over the initial 3-4 year funding period for this CSSP a major desired outcome is to see civil society organisations and the communities they represent move to a great degree of self reliance able to manage their affairs on a sustainable basis with less dependence on grant funds from donors. 
This sustainability takes a number of forms
Organisational sustainability
The CSO organisation develops strong governance and management structures so that the organisation operates on good governance principles, can conduct its daily affairs in a satisfactory manner, achieve its stated objectives, and is able to secure the ongoing support of its stakeholders. 
Financial sustainability
The CSO organisation reduces its reliance on a single source of donor support through a clear strategy to seek other donor support or to develop contract opportunities with partners to generate independent sources of income. If funding is reduced, cost reduction strategies may be required to minimise staffing costs such as the use of volunteers or contracting out of services such as cleaning.
The Steering Committee should plan a gradual reduction in the level of support given to individual NGOs. This would also allow a greater number of organisations to gain access to funding. At the same time to encourage NGOs dependent on multi year capacity building funding to achieve a more diverse funding base from a wider range of donors or from revenue generating activities, In parallel, the Government of Samoa may need to consider a financial contribution to civil society development and to increased use of NGOs in the implementation/monitoring of development programmes
Environmental sustainability
CSO organisations should also be conscious of the increasing need to operate their own operations in an environmentally sustainable way by encouraging careful use of resources, reducing waste and providing a healthy working environment of their staff
13:
Transition Plan 
An overview of the proposed steps in the transition to the new CSSP is provided in the table below and a flow diagram provided in Appendix 11.  Explanatory notes are provided below the table
	Date
	Implementation Step

	26 February 2010
	Submission of Design report

	12 March 2010
	Final feedback to consultant

	17 March 2010
	Final report from consultant

	15 April 2010
	Final approval to proceed 

	15 April 2010
	Process for Steering Committee appointments agreed

	1 May 2010
	Position Descriptions agreed and new positions advertised 

	1 June 2010
	Operating budget & location of PMU endorsed 

	1 June 2010
	New Steering Committee in place 

	1 June 2010
	New PMU manager appointed 

	1 July 2010
	 Good governance/project management training initiated (SUNGO)

	1 July  2010
	Location of PMU secured and assets acquired 

	1 July  2010
	All staff commence 

	1 July 2010
	Transfer of AusAID funds to CSSP

	1 July 2010
	Opening of PMU office and launch of the CSSP

	1 August  2010
	Application, monitoring, evaluation and reporting guidelines approved by SC

	1 August  2010
	Steering Committee policies and guidelines endorsed (including Code of Conduct)

	15 August 2010
	Information provided to applicants

	15 August 2010 on
	 Workshops for applicants (SUNGO/PMU)

	15 August  2010
	Call for Category One applications 

	30 September 2010
	Other Operational procedures for PMU endorsed by  S Committee 

	30 September 2010
	Closing date for Category One applications

	15 November 2011
	 Applicants advised re Category One (Round 1)

	15 January 2011
	Call for Category Two Expressions of Interest

	1 March  2011
	Closing date for Category Two Expressions of Interest 

	1 March  2011
	Transfer of EU funds to CSSP 

	1 April  2011
	Category Two Applicants advised re EOI 

	15 May  2011
	Closing date for full Category Two applications  (or 31 May)

	15 June 2011
	Call for Category One applications (Round 2)

	1 July 2011
	Transfer of NZAID funds to CSSP (or an earlier date)

	1 July 2011
	 Applicants advised re Category Two applications (or 15 July)

	31 July  2011
	Closing date for Category One (Round 2)

	1 September 2011
	Applicants advised re Category One (Round 2)

	15 December 2011
	Call for Category One applications (Round 3)

	15 January 2012
	Call for Expressions of Interest Category Two (Round 2)

	31 January 2012
	Closing date for Category One (Round 3)

	1 March 2012
	Applicants advised re Category One (Round 3)

	1 March 2012
	Closing date for Category Two Expressions of Interest

	1 April  2012
	Category Two Applicants advised re EOI 


As outlined in section 4.2, the availability of funds for the new CSSP will be a staged process with AusAID funding available from July 2010 to establish the CSSP, cover initial capital and operating costs and source a first round of Category One grants by late 2010. 
EU funds are expected to be available from March 2011 following a request for funds process that will commence in April 2010 and be completed by early 2011. During the first year, current conditions related to EU funding will need to be followed including contribution requirements. 
This may therefore require a separated funds pool but allocated under common processes through the single Steering Committee and PMU, and using common application, funds dispersement, monitoring and evaluation processes . Thereafter a process can be pursued to bring funds under common rules.
The availability of NZAID funds remains subject to decisions following consideration of the Design report and a commitment to continuing current core funding of NGOs through to July 2011 have been given. 
Given the desirability of placing annual or multi year grants on a cycle to coincide with the normal financial year (1 July to 1 June) it is proposed that the first Category Two grants commence on 1 July 2011. 
To integrate the timing of the two Category One funding rounds proposed annually it is proposed that these grants commence annually from 1 March and 1 September annually, except that the initial round would commence from 15 November 2010. Further detail is provided in Section 6.
Appendices
Appendix 1:
CSSP Logical Framework Purpose and Objectives
	
	Purpose and Objectives
	Outcomes
	Activities
	Outcome Indicators
	Target
	Sources of Verification
	Assumptions
(Risks)

	Overall Objective
	To improve the social and economic wellbeing of the people of Samoa
	
	
	
	
	
	

	Project Purpose

	To deliver sustainable social and economic benefits to the people of Samoa through strengthened civil society organisations 
	
	
	1. Measurable social and economic benefits from well managed projects
2. CSOs playing active role in national and community affairs 
	
	Annual impact reporting by an external consultant
	Funding sustained
No major catastrophic events
GoS support continues

	Objective 1
	Sustainable social and economic benefits meeting the needs of vulnerable groups in Samoa

	1. Successful completion of projects under Category One CSSP funding
2. Successful completion of projects under Category Two CSSP funding

	1.1 Category One grants approved annually
1.2 Projects are executed by beneficiary group in line with conditions of grant
1.3 Mandated training undertaken by CSO
2.1 Category Two grants approved annually
2.2 Projects executed by beneficiary group in line with conditions of grant
2.3 Mandated training undertaken by CSO
	% of projects approved that meet project targets 
% of projects that target vulnerable groups
% of projects approved that meet project targets 
% of projects that target vulnerable groups
Level of community satisfaction with services provided 

	75% of projects meet  targets 
At least 50% of projects target vulnerable groups
80% of projects meet targets 
At least 50% of projects target vulnerable groups

	PMU records
End of project report to PMU assessed, performance audit
M & E by PMU & performance audit
PMU records
End of project report to PMU assessed, performance audit
	Enough good applications received 
Organisations sustained during project period
Enough good applications received
Organisations sustained during project


	
	Objectives
	Outcomes
	Activities
	Outcome Indicators
	Target
	Sources of Verification
	Assumptions
(Risks)

	Objective 2
	Well governed civil society organisations with strengthened capacity to manage developmental programmes  on a sustainable basis
Note:
CSO Organisations covers NGO, CBOs and other non profit civil society or community organisations

	1 Board& management  of CSOs provided with required  governance and management skills
2. CSOs have access to regular and accurate information 
3.  CSOs with capacity building grants  can demonstrate  financial sustainability and sound governance and management 
	1.1 Code of Good Practice developed
1.2 SUNGO Workshops for  CSOs  to foster networking and good practice
1.3Regular and  appropriate Governance and Management Training through SUNGO for  CSOs 
1.4 Other CB training provided within CBO organisations
2.1 CSOs  regularly provided with key information  through range of communication channels 
3.1 Operations of selected NGOs supported through capacity building funding  for base operations
3.2 Core funded NGOs receive support and mentoring 

	1.1.1 Percentage of CSOs  that meet Good Practice standards
1.2.1 Number of CSO  members completing capacity building  training
1.4.1 Percentage of CB contracts successfully completed 
2.1.1 Level of CSO satisfaction with services provided
3.1.1.% of funded  NGOs meeting funding criteria and demonstrating sustained viability 

	80% meet standards by 2014
At least 200 members  annually
90% of contracts successful
At least 90% of CSOs surveyed satisfied
At least 80% meet M &E conditions set. 
All NGOs funded satisfied with support provided

	Monitoring by PMU- report to SC
SUNGO reports to PMU/SC
Project reports to PMU/SC
Survey of CSOs
Report by PMU and NSF Officer
Survey of NGOs
	CSO members prepared to attend training and apply knowledge
CSOs able to access information
Willingness of CSOs to accept advice and support


	
	Objectives
	Outcomes
	Activities
	Outcome Indicators
	Target
	Sources of Verification
	Assumptions
(Risks)

	Objective 3
	Strengthened voice of civil society organisations to effectively contribute to national policy making

	 CSOs are freely  engaged in public debate  on development and  active  in advocating for national and civil society issues
	3.1 Workshop and related activities to foster  advocacy skills
3.2 Research undertaken on cross cutting issues (eg gender and human rights)and needs of vulnerable groups
	Percentage of CSOs taking part in dialogue on public  issues 
No  evidence of restraint on CSOs to speak out 
No of CSO active in sector coordination
Quality information available to inform the  design of programmes 
	All major  issues responded to
Information from CSOs
Reports available to assist PMU and applicants
	
	CSOs willing to fulfil advocacy role and not restrained in advocacy campaigns

	Overhead Activities
	Effective operation of CSSP through Steering Committee and PMU
	CSSP operating effectively

	3.1  PMU office established and operating 
3.2  CSSP  promoted to civil society organisations
3.3 Applications secured for Cat One (>200) &Cat Two (>50
3.4 Recommendations to SC
3.5 Monitoring evaluation and reporting completed

	Level of satisfaction of all stakeholders with performance of PMU
	Satisfied stakeholders

	Review of PMU Manager
Outcomes of performance audit
Stakeholder feedback

	


Appendix 2: 
Logical Framework Budget (refer separate spreadsheet)
Appendix 3:
Good Governance Principles
Good governance is a description of the key principles which should determine how a Non Government Organisation (NGO) undertakes its activities. Good governance is based on ensuring transparency and accountability in the way the organisation operates internally and in its dealing with its stakeholders. A set of key principles and indicators for each of these principles are set out in the table below
	Principle

	Indicators

	Ensuring a “governing” body is elected in a democratic way

	1. Both the criteria for membership and voting rights of members is clear and understood by all of the membership
2. The organisation has a constitution which clearly spells out the governing body structure and the process for appointing both governing body members and office holders
3. The organisation abides by its constitution in the election of governing body members and office holders 

	Ensuring that the organisation is run in the best interests of its members

	1. Those appointed to governing body or office holder positions place the interests of the organisation ahead of any personal interests
2. The organisation has a clear Conflict of Interest policy which is adhered to
3. The membership of the organisation is consulted on major issues which will affect members interests

	Ensuring that organisation goals are progressed through a strategic plan

	1. The organisation has a clear long term strategic plan which is reviewed annually and endorsed by the membership
2. The organisation has an annual operating plan based on the strategic plan which is implemented by management, monitored by the governing body and reported to the membership

	Ensuring that sound policies and procedures and developed and adhered to

	1.  The organisation has clear and up to date policies and procedures endorsed by the membership
2.  Governing body ensures that the governing body and Manager comply with agreed policies and procedures
3.  Manager ensures that staff abide by agreed policies and procedures 

	Being open and transparent in all dealings

	1. Processes are is place for regular communications with the membership (meetings, newsletters etc)
2. All financial matters are dealt with in a transparent manner and reported regularly to the governing body 

	Taking full responsibility for actions taken and decisions made (accountability)

	1.  Governing body has clear delegations of authority to the manager and clear reporting processes from Management to the Governing body
2.  Governing body is accountable for reporting on activity to the membership and for actions taken on behalf of the organisation
3. The organisation has a clear organisational structure with clearly defined roles and position descriptions for staff

	Ensuring that clear governance and management roles are  established between the governing body and CEO 

	1. Governing body has a clearly established set of governance functions related to the development, approval and monitoring of policy, strategic planning and organisational finances, and employment of the CEO.
2. Management has clearly established set of management functions related to day to day operational, staff and financial management and implementation of the strategic and annual plan

	Ensuring policies, plans and frameworks/guidelines are gender responsive
	1. Gender markers are developed as part of the design, implementation and monitoring and evaluation framework
2. Gender analysis are undertaken to assess the effectiveness of projects
3. Encourage women’s participation in economic & social non traditional areas as identified in the National Policy for Women 2008 -2012



Appendix 4:
Skills Profile for Steering Committee
Skills Set Needed by Steering Committee Members
	No
	Skill
	Use of skills by Governing body

	1
	Leadership skills
	Chairing of Committee or ad hoc working groups

	2
	Financial and budgeting skills
	Interpretation of financial budgets and reports

	3
	Organisational and planning skills
	Strategic plan/programme development & assessment

	4
	Analytical skills and problem solving skills
	Assessment of proposals and plans

	5
	Project Management Skills
	Assessment of project feasibility

	6
	Monitoring and Evaluation Skills
	Review of M & E reports submitted to Committee 

	7
	Sector skills
	Understanding of  sectors covered by funding

	8
	Networking skills
	Community contacts, knowledge and understanding

	9
	Teamwork and listening skills
	Skills desirable for all Committee members

	10
	Interpersonal and communication skills
	Skills desirable for all Committee members


Attributes for all Steering Committee members
1. Integrity and honesty
2. Respect for others
3. Altruism
4. Involvement in community
Succession planning
Succession planning can be based on ensuring that the Committee always includes members who cover the above range of skills. When vacancies arise consideration should be given to maintaining this skills balance.
Gender balance
The Steering Committee should aim to maintain gender balance in its membership and bear this balance in mind on considering new membership of the Committee
Appendix 5:  
Draft Delegations of Authority to PMU
Delegations from the Steering Committee to the Programme Management Unit (PMU) Manager 
	Overall Authority

	
	To
	Delegation
	Authority

	1
	MANAGER
	General
	To manage the administration, organisation and finances of the PMU in accordance with the policies, directives and guidelines of the Steering Committee


	Policy

	
	To
	Delegation
	Authority

	1
	MANAGER
	Policy Development
	To develop draft policies and procedures as required for the approval of the Steering Committee 


	2

	MANAGER
	Policy implementation
	To ensure that the policies and procedures approved by the Steering Committee are both implemented and complied with


	Administration

	
	To
	Delegation
	Authority

	1
	MANAGER

	Governing body meetings
	To ensure effective assistance for Steering Committee meetings including the distribution of papers and reports one week prior, and the circulation of minutes within two weeks after meetings. 

	2
	MANAGER
	Facilities and Assets Management
	To ensure the resources and assets of the PMU are effectively deployed to achieve PMU objectives 


	Financial
	

	
	To
	Delegation
	Authority

	1
	MANAGER
	Operational Expenditure
	To develop an annual operating budget for the Steering Committee, to commit expenditure within the total approved budget, and to report expenditure to each meeting of the Steering Committee.  Committing to purchase of specific individual items above ST500 (budgeted or unbudgeted) requires approval of the Steering Committee Chair. 


	2
	MANAGER
	Capital Expenditure
	To commit capital expenditure up to SAT$xxx for individual items approved by the Steering Committee within approved budget allocation and to report to the Committee. Committing to purchase of specific individual capital items above SATxxx (budgeted or unbudgeted) requires approval of the Steering Committee Chair
. 


	3
	MANAGER

	Bank Accounts
	To ensure that a special purpose account in the name of the CSSP Fund is established, maintained, and operated with a registered bank and with signatories approved by the Steering Committee and Government. To ensure that all monies received are deposited in this bank account, and to properly authorise every withdrawal and deposit made. To act as a cosignatory to bank accounts, to ensure that agreed financial procedures are complied with especially monthly bank reconciliations, and to co-sign approved payments under SAT$xxx with internal co-signing. (Payments over SAT$xxx require Steering Committee co-signing)  

	4
	MANAGER
	Contracts for service
	To negotiate and sign off individual contracts for projects approved by the Steering Committee within budget allocation of up to ST$xxx, and in consultation with the Steering Committee Chair for contracts over SAT$xxx.

	5
	MANAGER
	Asset Disposal
	To recommend to the Steering Committee on the disposal of any surplus assets at market value.



NOTE: Appropriate expenditure limits need to be set by the Steering Committee
	Planning and Programmes

	
	To
	Delegation
	Authority

	1
	MANAGER

	Strategic planning 
	To assist the Steering Committee in developing a  long term strategic plan for Committee approval and to provide progress reviews on a regular basis

	2

	MANAGER
	Annual Planning
	To ensure that an Annual Operating Plan with budget is developed for Steering Committee approval and that progress is monitored through regular reporting to the Committee

	3
	MANAGER
	Programme plans

	To ensure that an annual programme plan with budget is developed for the Committee approval and that progress is monitored and programmes evaluated with regular reporting to the Committee. 

	Stakeholder Relationships

	
	To
	Delegation
	Authority

	1
	MANAGER

	Liaison
	To maintain day to day relationships with key stakeholders –, NGOs, CBOs, SUNGO, donors, development agencies, and government ministries.

	2
	MANAGER
	Media
	To provide media comment on operational and programme matters on behalf of PMU and prepare media statements for the Steering Committee in relation to strategic and political issues.


	Information Sharing

	
	To
	Delegation
	Authority

	1
	MANAGER

	Publications
	To ensure the regular publication of a PMU newsletter and email updates to key stakeholders


	2

	MANAGER
	Clearing house
	To ensure that the PMU acts as a clearing house and resource centre for information to stakeholders 


	Human Resources

	
	To
	Delegation
	Authority

	1

	MANAGER
	Appointment of staff
	To recommend to the Steering Committee on the appointment of staff to established positions within budget and approved by the Steering Committee, and to set salaries in accordance with Steering Committee approved remuneration policies.


	2
	MANAGER

	Ongoing employment of staff
	To deal with employment and staff matters related to PMU staff in accordance with Steering Committee guidelines and Samoan labour and employment law.   


	3
	MANAGER
	Staff Performance
	To manage the performance of staff, reward good performance and deal with poor performance under an approved performance management system

	4
	MANAGER
	Staff Training
	To establish a professional development programme for the staff. 

	5
	MANAGER

	Disciplinary matters
	To authorise disciplinary action against a PMU staff member in accordance with approved policy and in consultation with the Steering Committee Chair

	6
	MANAGER
	Staff records, leave, allowances and expenses
	To manage staff records, and approve the leave, allowances and work related expenses of PMU staff within Steering Committee HR policy



Appendix 6: 
PMU Position Descriptions
PMU MANAGER POSITION DESCRIPTION
Position Title:

PMU Manager
Starting Salary :

SAT$80,000 p.a. (Three year performance based contract)
Reports to:


Steering Committee through Chairperson
Purpose:
To manage all operational and developmental aspects of the PMU in line with the policies and procedures approved by the CSSP Steering Committee and based on principles of transparency and accountability
Key relationships:

Internally:
Chairperson Steering Committee and members






Financial Officer






Project Officers






Administration Officer









Externally:
Government Ministries






Donors
Non-government and civil society organisations
Other partners

Key responsibilities of the PMU Manager:
1. PMU management and leadership 
· Manage the day to day operation of the PMU office
· Ensure that the PMU operates in an effective manner responsive to client needs
· Coach and appraise staff through a Performance Management process
· Ensure that appropriate staff training is provided
2. Planning
· Develop an annual PMU Work plan to ensure that purpose & outcomes of the CSSP will be met
· Ensure that key milestones set through the Work plan are met
3. Finances
· Ensure all financial aspects of the PMU including grants funding are soundly managed in line with policy guidelines and audit requirements
· Ensure that the PMU develops,  monitors and works within a sustainable budget based on a workplan set to meet the purpose and outcomes of the PMU
4. Policies and procedures
· Develop policies and procedures as required for Steering Committee approval
· Ensure that approved policies and procedures are complied with by staff
5. External promotion and liaison
· Ensure that the objectives of the CSSP are promoted to civil society organisations and to the wider Samoan community
· Ensure  provision of accurate information on funding sources, application procedures and closing dates
· Maintain regular contact with key stakeholders including donors, government agencies and SUNGO to ensure the coordination of civil society support projects and activities undertaken
6. Management of the CSSP Fund
· Ensure that applications for funding and recommendations for the Steering Committee are processed in line with approved policies and in a timely manner  
· Ensure that all grants recommended for approval conform with set criteria, with the overall priorities of the Steering Committee and are within the overall budget available
· Ensure appropriate monitoring, evaluation and reporting is completed for all projects in line with conditions of project approval including any required site visits
· Support and promote capacity building actions/initiatives in managing the support to CSOs

7. Analysis
· Undertake  regular analysis of overall project costs and outcomes to be reported to the Steering Committee and to inform future planning and decisions
8. Reporting
· Ensure that the Steering Committee is provided with timely and accurate reports of PMU activity
· Ensure that any reports required by other stakeholders (eg donors) are provided on a timely basis 
9. Steering Committee
· Ensure that appropriate Secretariat support is provided for the Steering Committee 
· Provide regular reports on PMU work plan progress to the Steering Committee
· Maintain regular liaison with the Chair of the Steering Committee
Competencies
· Sound overall management and leadership experience
· Sound understanding of financial principles, budgeting and procedures
· Strong organisational & administrative skills and ability to implement systems and procedures
· Ability to  manage projects and use resources to meet desired targets
· Ability to delegate responsibility and accountability to other staff.
· Sound computer skills (Word, Excel, Internet, email) and some understanding of IT systems
· Strong oral and written communication skills
· Sound analysis and judgement skills
· Initiative and a desire to promote continuous improvement
· Able to operate under high workload and meet deadlines
· Strong interpersonal and conflict resolution skills
· Ability to network and create community relationships
· Experience in the field of community development desirable

· Experience or knowledge of capacity building and monitoring and evaluation processes desirable

· Appropriate tertiary qualifications desirable
Conditions of Employment are set out in the Employment Contract for this position
PMU FINANCIAL OFFICER POSITION DESCRIPTION
Position Title


Financial Officer
Starting Salary:

SAT$60,000 (Three year performance based contract)
Reports to:


PMU Manager
Purpose:
To provide financial and project management for the PMU and to deputise for the Manager 
Key relationships:

Internally:
PMU Manager






Project Officers






Administration Officer






Steering Committee









Externally:
Government






Donors
Non-government and civil society organisations
Responsibilities of the Financial Officer:
1. Policies and procedures
· Develop PMU financial policies, procedures and guidelines for Steering Committee approval
· Ensure that management of finances complies with approved PMU policies and procedures and with donor and audit requirements
2.
  Budget Development
· Develop annual and long term budgets for the CSSP consistent with projected donor funds available and with the agreed budget priorities as set out in the CSSP Strategic Plan 
· Identification of project opportunities consistent with the CSSP Strategic Plan
3.    Financial records
· Ensure that an appropriate computerised financial management system designed to meet needs of the CSSP is in place and accurately maintained
· Ensure that the PMU maintains accurate hard copy and electronic financial and transaction records as appropriate and as required to comply with audit requirements
· Ensure that an up to date assets register is maintained. 
4.   Financial Payments
· Act as bank co signatory and approve expenditure within delegated authority
· Disburse funds to grant beneficiaries of approved projects in line with policy
· Check monthly reconciliations prepared by the Administration Officer
5.   Financial monitoring and reporting
· Receive and manage acquittals for those beneficiaries funded through acquittal processes 
· Monitor finances and prepare financial reports for Steering Committee meetings 
· Prepare other financial reports as required for donors or other stakeholders
· Prepare CSSP Annual Accounts for Steering Committee approval and assist with the audit process
6.   Financial Analysis and advice
· Analyse project and PMU finances to assess financial performance and inform future planning
· Provide timely advice on financial matters to the PMU Manager and Steering Committee
7. Grant Applications
· Provide assistance and advice to potential applicants for grant funding
· Undertake assessment of grant applications (Category One, Category Two EOI and full applications) against approval criteria and advise on any technical assistance required
· As appropriate, participate in site visits as required to complete proposal evaluation
· Assist PMU Manager with development of recommendations for the Steering Committee
8. Monitoring and Evaluation of Projects
· Monitor the financial management of approved projects in relation to compliance with procedures and meeting budget 
· Receive and assess financial reports submitted by recipients
· Prepare financial reports on projects for the Steering Committee covering project financial management and progress against project objectives
9. External promotion and liaison
· Assist with promoting objectives of the CSSP to civil society organisations
· Provide accurate information on grant funding requirements to civil society organisations and other potential applicants including those in rural communities 
· Maintain regular contact with key stakeholders including donors, government agencies and SUNGO in relation to the financial management of grants and contracts. 
10. Planning and reporting
· Assist the PMU Manager with development of an annual PMU Work plan 
· Ensure that key targets in personal work plan are met with progress reported to PMU manager
11. Project Management
· Undertake the management of specific projects as directed by the PMU manager
· Ensure project milestones and reporting requirements are met in relation to financial payments
12,  Human Resources
· Ensure payroll management 
· Ensure that staff leave records are maintained
13. Deputy Manager
· Represent the Manager as required and act as manager during extended absence of Manager 
14. Other
· Undertake any training as required by the PMU Manager
Competencies
· Sound overall management and leadership experience
· Strong understanding of financial principles, & experience with budgeting and financial procedures
· Demonstrated knowledge and experience of computerised accounting systems
· Strong organisational & administrative skills and ability to implement systems and procedures
· Ability to  manage projects and use resources to meet desired targets
· Computer skills (Word, Excel, Internet, email) and a sound understanding of IT systems
· Strong oral and written communication skills
· Sound analysis and judgement skills
· Initiative and a desire to promote continuous improvement
· Able to operate under high workload and meet deadlines
· Sound interpersonal and conflict resolution skills
· Sound community relationships
· Appropriate tertiary qualifications 
Conditions of Employment are set out in the Employment Contract for this position
PROJECT OFFICER POSITION DESCRIPTION
Position Title


Project Officer
Starting Salary :

SAT$45000 p.a. (Three year performance based contract)
Reports to:


PMU Manager
Purpose:
To promote and encourage CSSP Fund applications, to assess and develop grant recommendations, and to monitor, evaluate and report on approved grants. 
Key relationships:

Internally:
PMU Manager






Financial Officer






Project Officers






Administration Officer









Externally:
Civil Society Organisations


Village communities





Key responsibilities of the Project Officer:
1. External promotion and liaison
· Assist with promoting objectives of the CSSP to civil society organisations
· Provide accurate information on funding sources, application procedures and closing dates to rural communities through visits and workshops
· Assist with media and related events to promote the profile of the CSSP 
· Maintain regular contact with key stakeholders including donors, government agencies and SUNGO to ensure the coordination of projects and activities 
2. Policies and procedures
· Assist with the development of PMU policies and procedures
· Ensure that all work undertaken complies with approved PMU policies and procedures 
3. Planning and reporting
· Assist the PMU Manager with development of an annual PMU Work plan 
· Ensure that key targets in personal work plan are met with progress reported to PMU manager
4.   Capacity Building activities

· Undertake capacity building activities and training working in conjunction with SUNGO

5. Grant Applications
· Provide assistance and advice to potential applicants for grant funding
· Undertake assessment of grant applications (Category One, Category Two EOI and full applications) against approval criteria and advise on any technical assistance required
· Undertake site visits as required to complete proposal evaluation
· Assist PMU Manager with development of recommendations for the Steering Committee
· Recommend on training and any project assistance required 
6. Monitoring and Evaluation
· Undertake mid and end of project monitoring and evaluation visits in line with grant conditions and PMU policy
· Receive and assess reports submitted by recipients
· Prepare reports on projects for the Steering Committee covering project financial management and progress against project objectives
· Maintain accurate records of monitoring and evaluation visits
7. Analysis
· Undertake appropriate analysis of likely training or capacity building needs 

· Assist PMU Manager with overall analysis of projects to inform future planning and decisions
8. Other
· Undertake monthly computer maintenance tasks as per PMU policy 
· Undertake other duties or cover for other staff as directed by the PMU Manager
· Undertake any training as required by the PMU Manager
Competencies
· Experience in the field of community development

· Sound overall project management experience including project monitoring and evaluation

· Experience in capacity building and training

· Ability to network and create community relationships
· Sound understanding of financial principles, budgeting and procedures
· Strong organisational & administrative skills and ability to implement systems and procedures
· .Sound computer skills (Word, Excel, Internet, email) and some understanding of IT systems
· Strong oral and written communication skills
· Sound analysis and judgement skills
· Able to operate under high workload and meet deadlines
· Strong interpersonal and conflict resolution skills
· Initiative and a desire to promote continuous improvement
· Appropriate tertiary qualifications desirable
Conditions of Employment are set out in the Employment Contract for this position
ADMINISTRATION OFFICER POSITION DESCRIPTION 
Position Title


Administration Officer  
Starting Salary 

SAT$ 25,000 (Three year performance based contract)
Reports to:


PMU Manager
Purpose:
To manage the day to day administration of the PMU office to ensure support for the PMU team and provide an effective service to PMU clients.
Key relationships:

Internally:
PMU Manager






Financial Officer






Project Officers
Contracted staff




Externally:
PMU office customers






Key suppliers






CSO organisations 










Key responsibilities of the Administration Officer:
1. Customer Services
· Provide office reception, telephone coverage and mail pickup
· Manage main PMU e-mail address
· Ensure that the office environment is tidy and presentable to clients
2. Office Administration and Records
· Manage the daily administration of the PMU office
· Maintain office facilities and equipment (including major repairs) 
· Ensure that proper office security arrangements are established and maintained
· Ensure the maintenance of both paper and computer based records
· Maintain staff personnel records
· Ensure that stationery, office and kitchen supplies are maintained
· Maintain office Administration manual and incorporate any new procedures
· Ensure that staff are trained in administration procedures and policy
3. Financial 
· Ensure salary payments are made on a fortnightly basis
· Prepare PAYE, NPF and ACC returns monthly
· Maintain the payroll database
· Handle accounts payable and prepare all cheques for PMU/MOF signature and approval
· Prepare all purchase orders
· Receive and receipt any moneys received
· Manage petty cash funds
· Manage bankings undertaken on an as required basis and payment vouchers
· Assist with entering expenditure into accounting system
· Assist Financial Officer with financial reconciliations
4. Meetings and minutes
· Maintain staff meeting records
· Take minutes of Steering Committee meetings as required
· Organise Steering Committee meetings and catering as required
5. Other
· Undertake monthly computer maintenance tasks as per PMU policy 
· Undertake other duties or cover for other staff as directed by the PMU Manager
· Undertake any training as required by the PMU Manager
Competencies
· Extensive experience in office work and practice
· Good customer service and interpersonal skills 
· Ability to work in a team
· Sound understanding of office financial practices
· Good computer skills (Word, Excel, email, internet)
· Excellent organizational skills
· Knowledge of records management essential
· Ability to exercise initiative
· An understanding of the civil society sector
Conditions of Employment are set out in the Employment Contract for this position
Appendix 7:
 Draft MOA between PMU and SUNGO
THIS MEMORANDUM OF AGREEMENT IS SIGNED BETWEEN:
Programme Management Unit CSSP 
AND
Samoa Umbrella Organisation for Non Government Organisations (SUNGO)
The intent of this agreement is to further the purpose and objectives of the CSSP which aims to build the capacity of civil society organizations and their ability to bring social and economic benefit through successful projects. The PMU and SUNGO agree to promote and develop the CSSP through the steps outlined below through the establishment of a joint technical committee to provide a forum for discussion
1. Areas of cooperation:
· Promotion of the CSSP through media contacts, newsletters, email networks and other sources available through each organisation
· Assistance to potential applicants through jointly held community based workshops and visits
· Provision through SUNGO of appropriate training in governance, management, project management, financial management, proposal writing, reporting and advocacy training for CSOs
· Promoting the introduction of a self regulating system with a code of conduct for agreed standards and principles for members

· Networking seminars,  conferences and workshops aimed at developing good practice for civil society organizations
· the sharing of data, research and information in relation to civil society development
· complying with each organizations policies with respect to conflict of interest
· providing the other party with access to or input into appropriate reports on CSSP progress
· shared access to services where appropriate
2. Terms of the Agreement:
· The implementation of this Memorandum shall be jointly worked out on mutually acceptable terms within the policies and objectives of each organisation.
· The parties to this Memorandum may, by mutual consent, add modify, amend, delete review or revise any terms and conditions this Agreement.
· In the case of disagreement over areas of responsibility, the parties will commit to a constructive process to resolve issue with involvement of their governing bodies if deemed necessary
This Memorandum of Understanding shall remain in force for a period of three years from the date of signature and may be terminated by either side by giving six months Notice in writing However, notwithstanding the Notice of the intent to terminate the Memorandum, all rights and obligations shall be respected and mandated until finalisation 
This Memorandum of Agreement requires the ratification of the governing bodies for each party (the CSSP Steering Committee and SUNGO Board respectively)
Signed at Apia______day of ______________, 2010
Authorised signatory on behalf of the PMU

Authorised signatory on behalf of SUNGO
__________________________________

_________________________________
Date _____________




Date ______________
:WITNESSES
1. ____________________________

2. ______________________________
Appendix 8:
Draft Application Form Category One /EOI Category Two
Deadline for submission: 
Xxxxxxxx (date)
	Name of applicant organisation
	

	Title of proposed project:
	

	Location(s) of project
	

	Planned Duration of Project
(Indicate planned start and finish dates)
	

	Proposed total cost of the Project (Samoan Tala)
	SAT$.............................

	Project contribution by applicant
	Provide a brief comment on the cash, in kind or labour contribution proposed

	(a) cash contribution to total cost 
	SAT$................
	Contribution as a % of total cost
	   ….. %

	(b) “in kind” contribution 
(brief description eg use of building)
	

	(c) labour contribution
(eg estimate of volunteer hours)
	


	Contact details for this proposal:  Any change of address, phone or fax number and in particular e-mail, must be notified in writing to CSSP


	Postal address:
	

	Telephone number: Country code + city code + number
	

	Fax number: Country code + city code + number
	

	Contact person for this proposal
	

	Contact person’s email address:
	

	Website of the Organisation
	

	Legal status
	

	Project partner (if applicable)
	

	Application No
	

	(for official use only)

	EuropeAid ID Number
(if applicable)
	


	1. Detailed Project Description
Provide a clear and precise description of the project your organisation wishes to undertake.  
Can you describe the overall PURPOSE of your project in a simple statement?

	

	2. Background to your project
Provide some background detail – for example the history that has lead to this proposal

	

	3. Link to long term goals of your organisation
Explain how this project is linked to your goals and what impact it will have in the long term on the economic or social wellbeing of the people your organisation is set up to support.

	

	4. Who will this project affect?

Explain who will be directly affected by your project – either good or bad. In particular can you explain affect on any vulnerable groups in your community including women youth, people who have disabilities or suffer from HIV/Aids

	

	5. Previous project experience
Outline any previous experience of your organisation in running projects (Give brief details of any projects in the past three years – the costs involved and what was achieved)
Have you received any grants from donors in the past three years? (For each, list the project, the donor and the amount provided)

	

	6. Capacity of your organisation to undertake the project
Briefly outline the skills and capacity of your organisation to undertake this project. (Writing a detailed proposal, planning and project management skills, financial skills etc)
What training or other assistance would help your organisation to be successful with this project? 

	

	7.Project Milestones

A project milestone is an achievement you can measure during or at the end of a project that indicates that the project is going according to plan or has achieved its purpose. What milestones would you suggest for your project? 

	


	8. Other financial details 
Please indicate whether
(a) you are seeking funds from any other sources for this project (apart from your own funds)
(b) you expect this project to generate any income for your organisation
(c) you would proceed with this project if this application was unsuccessful

	

	9. Managing the risks of the project
Briefly explain the major risks that your organisation might face in undertaking this project. For example financial risks through theft, loss of equipment, loss of key people, climate factors etc.
What steps could you take to keep these risks to a minimum?


	

	10. Will the project be sustainable?
If the activities you are planning to undertake need to continue beyond the end of this project (and any funds provided) how would you plan to manage and finance these activities? (eg use of volunteers etc)

	


	11. Planned Objectives, activities and costs
Break your project down into major objectives and then describe the activities or actions you need to take to make sure these objectives are met
For each objective give an estimate on the costs under the headings shown. (if you cannot cost each activity an overall estimate for the objective will do)


	OBJECTIVES
	ACTIVITIES NEEDED TO ACHIEVE OBJECTIVE
	ESTIMATED COSTS (Tala)

	
	
	Salaries
	Equipment supplies
	Travel
	Other
	Comments

	Objective 1
(give detail)

	Activities (list the key steps you need to take to achieve the objective)
1.
2.
3.
$SAT TOTAL
	
	
	
	
	

	
	
	
	
	
	
	

	Objective 1
(give detail)

	Activities (list the key steps you need to take to achieve the objective)
1.
2.
3.
$SAT TOTAL
	
	
	
	
	

	
	
	
	
	
	
	


	OBJECTIVES
	ACTIVITIES NEEDED TO ACHIEVE OBJECTIVE
	ESTIMATED COSTS (Tala)
	

	
	
	Salaries
	Equipment supplies
	Travel
	Other
	Comments

	Objective 3
(give detail)

	Activities (list the key steps you need to take to achieve the objective)
1.
2.
3.
$SAT TOTAL
	
	
	
	
	

	
	
	
	
	
	
	

	Objective 4
(give detail)

	Activities (list the key steps you need to take to achieve the objective)
1.
2.
3.
$SAT TOTAL
	
	
	
	
	

	
	
	
	
	
	
	

	
	TOTAL COST OF PROJECT        $  SUB TOTAL
	
	
	
	
	TOTAL $ …………….


ORGANISATION CHECK LIST
Name of organisation ……………………… 
	No
	Feature
	Yes

	No
	Comments

	1
	Does your organisation have an elected Committee or Board with a Chairman, Secretary and Treasurer?
	
	
	

	2
	Does the Committee or Board have regular meetings and keep minutes (notes) of meetings?
	
	
	

	3
	Are funds held in a bank account with office holders as signatories to the account?
	
	
	

	4
	Are regular financial written reports provided to your Committee or Board?
	
	
	

	5

	How does your Committee or Board  communicate with the people it represents?(eg regular meetings, newsletters)
	
	
	

	5

	Does your organisation have a strategic plan setting out what you plan to achieve as an organisation?
	
	
	

	6

	Does your organisation have an annual financial budget which is linked to the strategic plan of your organisation?
	
	
	

	7
	Does your organisation employ staff?
	
	
	

	8
	If you employ staff, do you have proper processes for staff management (eg Code of Conduct, employment policies, staff records, written contracts for staff, job descriptions etc) 
	
	
	


Other Comments___________________________________________________________________________________________________________
PLEASE NOTE: This information is for PMU guidance only and does not represent a set of requirements for project approval

Appendix 9:
 Flow Chart for Grant Proposals


Appendix 10:  
Risk Management Matrix
	
	Area of Risk
	Level 
	Possible Reason for risk
	Risk Management Strategy

	1
	Project Timelines
	
	
	

	1.1
	Failure to meet timeline proposed

	Moderate
	Delays to key decisions
Difficulties in appointing staff
	1. Transfer of Category Two cycle to 2011
2. Consider delay to Category One 2010

	2
	Governance 
	
	
	

	2.1
	Ineffective  Committee
	Low
	Chairing of Committee
Quality of membership
Quality of Secretariat support
	1. Process to select members
2. Initial chairing by MOF
3. SC operating guidelines in place
4. Prompt circulation of agendas and minutes
5. Performance of SC as part of audit process

	3
	Communications
	
	
	

	3.1
	Poor communications between Steering Committee and PMU
	Low
	Breakdown between SC Chair and PMU manager
	1. Regular meetings between SC Chair and manager
2. SC Chair promptly advised of problems
3. Regular PMU reporting to SC 

	3.2
	Poor communications between PMU and stakeholders
	Moderate
	PMU failing to keep CSOs informed about applications process and applicants about progress with applications.
	Develop set of communications standards covering
· Provision of information to CSOs
· Advising applicants re progress/responses to queries
· Management of email systems to ensure reliability

	4
	Transparent decision processes
	
	
	

	4.1
	Risk of bias  by SC or PMU under single major source of donor funding

	Moderate
	Personal contacts of SC/ PMU members, pressure exerted on SC or PMU members
	1. Fair & transparent selection processes 
2. Clear COI guidelines  & Declaration of interest 
3. External systems performance audit



	
	Area of Risk
	Level 
	Possible Reason for risk
	Risk Management Strategy

	5.
	Appropriate resource allocation
	
	
	

	5.1


	Risk  resources are not allocated in line with priorities and policies approved by Steering Committee 
	Moderate
	Lack of clear priorities for allocating funds

Lack of clear linked criteria 
	1. Clear priorities for allocating funds agreed by Committee

2. Criteria used to approve request link to agree priorities

	6
	Performance of the PMU
	
	
	

	6.1
	Lack of satisfactory performance by PMU 

	Moderate
	Poor PMU management
Poor staff performance
Lack of staff training
Lack of appropriate systems
Factors beyond PMU control
	1. Development and monitoring of PMU workplan
2. Initial training for new staff
3. Systems in place before grant cycle commences
4. Refer issues beyond PMU control to SC
5. Regular monitoring of managers performance

	6.2
	Ability to attract appropriately skilled staff 
	Low to moderate
	Specific skills and experience required for key positions
	Ensure attractive salary levels offered

	6.3
	Staff fail to perform to standards required

	Low to Moderate 
	Staff failing to meet expectation or performance management of staff not in place
	1. HR management system in place
2. Performance monitored by manager on regular basis


	6.4
	Lack of adequate support and accommodation to site staff
	Low
	Accommodation of adequate standard expected to be available
	1. Manager to be responsible for staff welfare
2. Provision of suitable quality accommodation 

	6.5
	Conflict of Interest Issues for staff  
	Moderate
	Staff will have contact with applicants with risk of obligation especially in a village setting
	1. COI policy for staff
2. Protocols for dealing with applicants
3. Support and assistance role to SUNGO

	6.6
	Risk of excessive payments to contractors or for services, misappropriation of funds etc
	Moderate to high
	Staff will be dealing with procurement of goods for projects with some office cash handling 
	1. Establish acceptable  practices for project management
2. Cover through staff disciplinary policies
3. Separation of duties in handling financial matters


	
	Area of Risk
	Level 
	Possible Reason for risk
	Risk Management Strategy

	7
	Funds allocation and grants
	
	
	

	7.1
	Lack of sufficient quality applications
	Moderate
	Applicants may lack skills required to develop applications
	1. Early and effective promotion of the new Fund
2. Provision of awareness and training for applicants
3. Opportunity for applicants to revise their applications
4. Unsuccessful applicants to be referred to later rounds 

	7.2
	Pooled fund reduces options open to applicants
	Low
	Three current funding sources now under one pool
	 1. New fund able to accept wide range of requests
    Increased overall funding likely
2. Information at PMU about other funding sources 

	7.3
	Risk of domination of CSSP fund by larger organisations

	Low
	Larger organizations have stronger skills and better access to resources
	1. Priority Category One funds to smaller organizations
2. Assistance to emerging organizations when applying


	7.4
	Reduced access due to higher level of applications
	Moderate
	Fewer alternate options to seek support
	Overall fund likely  to increase over current levels

	7.5
	Confidentiality of applications
	Moderate
	Other applicants provided with details to applicant disadvantage
	1. Applicant information confidential to applicant, PMU and SC unless applicant agrees otherwise
2. Cover in Code of Conduct for PMU 

	8
	Project financial mismanagement
	
	
	

	8.1
	Goods obtained by procurement are diverted from project
	Moderate
	Pressure on project managers
	1. Project Management Committee to monitor project assets
2. Site visits by PMU staff to view assets

	8.2
	Misappropriation of funds provide through acquittal

	Moderate
	Lack of financial control by project managers
	1. Project Management Committee in place with responsibility for managing finances
2. Committee to have completed financial training
3. Withholding of grant payments



	
	Area of Risk
	Level 
	Possible Reason for risk
	Risk Management Strategy

	9
	Donor visibility
	
	
	

	9.1
	Donors less visible under new fund

	Low
	Fund is promoted by CSSP not individual donors
	Promotional opportunities that publicly link donors to fund and promote harmonization

	10
	Sustainability (Beneficiaries)
	
	
	

	10.1
	Undue reliance by CSOs on donor funds
	High
	NGOs highly reliant on core funding provisions which may decrease
	1. Sustainability strategy by NGO to cover
· seeking alternative donor sources/other revenues
· cost reduction – use of volunteers etc
2.   Approach to government re civil society support

	11
	Sustainability (donors)
	
	
	

	11.1
	Withdrawal of donor funds

	Low
	Donor dissatisfaction with fund
	Donor presence on Steering Committee
Agreed notice period for withdrawal

	11.2
	Funds reduction after agreed period  (4 years)
	Moderate
	Policy change or desire to reduce aid dependency
	Short term (3 year) contracts for PMU staff
Sustainability plans by CSO organizations

	12
	Contracted Services
	
	
	

	12.1
	Failure by SUNGO to deliver services under agreed contract
	Low to moderate
	Lack of management of contract or poor staff performance
	1. Contract performance monitored by PMU/SC
2. Regular reporting to SC against targets

	13
	Other  factors
	
	
	

	13.1
	GoS seeks control of Fund
 
	Low
	Lack of GoS satisfaction with direction of CSSP Fund
	Government represented and initial chair
Non government majority on Steering Committee

	13.2

	Major catastrophe
	Moderate
	Funds diverted to other priorities
	


Appendix 11: 
Transition Plan for CSSP 
	
	Implementation Stage

	Mar 10
	Apr
10
	May 10
	Jun
10
	Jul
10
	Aug
10
	Sep
10
	Oct
10
	Nov
10
	Dec 10
	Jan 11
	Feb 11
	Mar 11
	Apr
11
	May
11
	Jun 11
	Jul
11

	1
	Draft Design and report complete (Feb26)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	SC plus independent appraisal by 8 Mar
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Final feedback to consultant by 12 March after 8 Mar meeting of SC
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Completion of report by consultant (17March)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Final approval to proceed (15 April?)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	Process for Steering Committee appts agreed (15 April)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	Position Descriptions agreed and new positions advertised (from  1 May)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	Structure, operating budget & location of PMU endorsed (by 1 June)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	9
	New Steering Committee in place (1 June)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	10
	New manager appointed (by 1 June)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	11
	Good governance and project management training (SUNGO) available
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	12
	Location of PMU secured and assets acquired (1 July) (PMU manager involved)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	13
	Other staff appointed (Manager consulted)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	14
	Manager and staff commence (by 1 July)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	15
	Transfer of AusAID funds to CSSP (1 July)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	16
	Official opening of PMU office  and launch of new CSSP CSSP (1 July)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	
	Implementation Stage

	Mar 10
	Apr
10
	May 10
	Jun
10
	Jul
10
	Aug
10
	Sep
10
	Oct
10
	Nov
10
	Dec 10
	Jan 11
	Feb 11
	Mar 11
	Apr
11
	May
11
	Jun 11
	Jul
11

	17
	Steering Committee policies and guidelines endorsed (by 1 August)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	18
	Application,monitoring, evaluation and reporting guidelines approved by SC (1 Aug )
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	19
	Information provided to potential applicants (from 15 August)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	20
	Workshops for applicants (from 15 August)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	21
	Call for category One applications (15 August
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	22
	Closing date for Category One applications (30 September)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	23
	Other operational procedures for PMU  approved by SC  (by 30 September)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	24
	Applicants advised re Category One (15 Nov) 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	25
	Call for Category Two EOI (15 January)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	26
	Transfer of EU/NZAID funds to CSSP (1 March)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	27
	Closing date for Expressions of Interest Category Two grants (1 March)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	28
	Applicants advised re EOI (1 April)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	29
	Closing date for Category Two (15 May)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	30
	Call for Category One (Round 2) applications (15 June)  
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	31
	Applicants advised re Category Two applications (1 July 2011)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	32
	Closing date for Category One (Round 2) ( 31 July)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


CURRENT DONOR FUNDS
	
	Implementation Stage

	Mar 10
	Apr
10
	May 10
	Jun
10
	Jul
10
	Aug
10
	Sep
10
	Oct
10
	Nov
10
	Dec 10
	Jan 11
	Feb 11
	Mar 11
	Apr
11
	May
11
	Jun
11
	Jul
11

	
	AusAID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Transfer of funds to CSSP
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	EU Microprojects 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Allocation of new funds for CSSP (Mar 1)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	NZAID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Extension  NGO Core Fund (to July  11)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Transfer of funds to CSSP
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Appendix 12:
References
	Item
	Document
	Source

	1
	Strategy for Development of Samoa (SDS) 2008-2012
Government of Samoa
	GoS

	2
	Operations Manual NGO Capacity Building and Support Fund
Activity Design Guideline Oct, 2006
Guideline - Working with Civil Society Organisations, Aug 2007
Samoa NGO Support Fund Application Form
Samoa NGO Support Fund Application Form for Full Core Plus
	NZAID

	3
	Small Grants Scheme Guidelines and Application  
	AusAID

	4
	Programme Estimate EU Microprojects Programme
	EU

	5
	Samoa Private Sector Support CSSP, Operations Manual
	PSSF

	6
	CSSP Prefeasibility Study
	Cretneys in Partnership


Civil Society Organisations








Government of Samoa








Donors








Steering Committee


Overall governance of CSSP


Policy and approval of funding proposals





Harmonised Fund


NZAID


AusAID


EU 








Programme Management Unit


Management, monitoring and reporting





Interim Fund


EU initially then (


Other donors when fund  working & processes proven














All applications 


Common processes and criteria


Applications received and reviewed by one staff team


Decisions by one Steering Committee








Service Provider


Capacity Building





Is the organisation eligible to apply?





No – application rejected and reasons provided





No – applicant to review project against criteria . Note that a Category One application might be suited to Category Two or vice versa





Refer to suitable training (eg SUNGO)





Not currently but has potential





Does the organisation have the capacity to undertake the project?





No and unlikely to – application rejected 








Yes





Yes





Application eligible for funding consideration





No – applicant given one week to upgrade application to meet standard





Yes





Yes





Does the project meet the criteria for the use of CSSP funds?





Has the application document been properly completed and contain relevant information?
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