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COURSE OUTLINE 
 
Introduction to project management 

 Meaning of the terms project and project management 
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 Characteristics of a good project 
 Types of project 
 Importance of project management 
 Principles of project management 
 Role of communication in project management 
 Role of project manager 

 
 
Project management cycle 

 Project management cycle 
 Theories of project management cycle 

 
 
Project identification 

 Meaning of project identification 
 Sources of project ideas 
 Factors influencing selection of communication project 
 Methods used in project identification 
 Steps in project identification 
 Challenges in project identification 

 
 
Project planning and designing 

 Meaning of terms project planning and designing  
 Steps in project planning 
 Factors to consider in project planning and designing 
 Project planning techniques 
 Project logical framework/planning matrix 

 
 
Project risk management 

 Concept of risk management 
 Risk analysis 
 Performing risk analysis 
 Managing risks 
 Performing risk management 
 Implementing risk management 

 
 
Project implementation 

 Meaning 
 Factors to consider in project implementation 
 Role of project manager in project implementation 
 Procurement and contracting procedures 
 Challenges in project implementation 
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Project monitoring 

 Meaning 
 Characteristics of an appropriate monitoring system 
 Importance of monitoring a project 
 Stakeholders perspectives of monitoring 
 Challenges in monitoring project 

 
 
Project evaluation 

 Meaning 
 Project performance indicators 
 Steps in project evaluation 
 Tools and techniques in project evaluation 
 Challenges in project evaluation 

 
Project appraisal  

 Meaning  
 Components 
 Techniques used in project appraisal  
 Challenges in project appraisal  

 
 
Project termination  

 Meaning  
 Ways of terminating a project 
 Impact of project termination 
 Challenges of project termination 

 
 
Project sustainability 

 Meaning 
 Reasons for sustaining a project 
 Factors that lead to project failure  
 Factors that lead to project sustainability 
 Project sustainability options 
 Challenges in project sustainability 

 
 
Report writing 

 Meaning of project report 
 Factors to consider in project report writing 
 Formats of a project report 
 Importance of project report presentation 
 Challenges faced in project report writing 
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Communication participation in project management 

 Communication participation in needs assessment 
 Communication participation in decision making 
 Communication participation in resource mobilization 
 Communication participation in managing projects 

 
 
Emerging trends in project management 
 
 

 
INTRODUCTION TO PROJECT MANAGEMENT 
 
Project 

- Is any human activity that achieves a clear objective against a 
specified time? 

- A project is a set of related tasks that are coordinated to achieve a 
specific objective in a given time limit and with uniqueness in 
relation to achieving a specific objective, accomplishing a definite 
role within a time limit and can be well coordinated alongside 
involving many people or a team. 

- According to W.B, the term project is a concept that broadly means 
the use of resources for a specific productive purpose. 

- According to W.B, a project is seen as an investment; however, a 
project is for a piece of work i.e. one whole thing. In liberal 
understanding of a project is that it is a discrete of investment 
policy, measures and other actions designed to achieve a specific 
development objective or a set of objectives within a designated 
period. 

- Project management is a special approach that encompasses all the 
peculiarities ensuring the success of the project. 

- These peculiarities ensure that the project is completed within a 
stipulated time and that its performance satisfies its intended 
purpose. 

Programme 
- Is a set of related projects. A project program means a list 

of activities for a project showing the dates for starting and 
finishing them can also be called a schedule. 

Intervention  
- Is the process of involving man, money and materials in a 

situation in order to improve or help it. 
 
The intervention process involves two parties:- 
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Interventional party – individuals involved in improving the situation into a 
more desired status. 

a) Target party – direct beneficiaries of the activities of the project 
b) Development  

- It is a process of improving the well being of people’s living    
- Standards in terms of education, health and related human 

potentiality. 
- It should be holistic and multi-dimensional involving the 

participation of the people who should own the project 
themselves. 

- Development involves activities and programs that help 
people more from low to higher standards of living as their 
needs are met satisfactorily. 

Management  
- It is the art of performing a task, maintaining its integrity and 

ensuring that  
- It is done and performed as desired within time, cost, budget 

fixed. 
- Project management therefore foresees and predicts dangers 

and problems and plan, organize and control activities so that 
projects are completed as successfully as possible. 

Target  
- Are the targeted results and targeted beneficiary in a project. 

Any project aims at affecting a particular people with its 
specific results aimed to solve a group’s problem. 

- It is important to note that a project may target a particular 
group in a community e.g  

       women group. 
Problems      Anything that can hinder 
Demand        Great desire to possess something 
Need              It is a desire to acquire something necessary  
                      Should have evaluation that are used to build on future projects  
 
 
Characteristics of a Good Project 

i. Is should have a time frame 
ii. It should have a fixed set of objectives that achieved the project seam 

to exist. 
iii. It should be flexible to allow changes that may not have an impact  
iv. It should be result oriented/productive i.e. it should aim at binging a 

change in the society 
v. It requires team work i.e. the team should consist of members 

belonging to the different disciplines e.g in construction engineers, 
accountants, social scientists are required. 
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vi. It should be made to the orders of the customers’ i.e. requirements 
and control within a project must be executed as given by the 
customers. 

vii. It should be well planned (conceived) to reduce risks and uncertainties  
viii. It should be carried out through a series of interdependent task i.e. a 

number of repetitive tasks that needs to be accomplished in a certain 
sequence in order to achieve the project objective. 

ix. The execution of the project must be controlled to ensure that the 
desired results are achieved (quality) 

x. The project must be completed within a given budget. 
xi. It should have activities that are tailored around a clear purpose 
xii. Should be consistence with the customs of the community 

 
 
 
 
 
 
Types of projects 

- In recent years, more and more activities have been tackled on a 
project basis. Project teams and project management have become 
common in most organizations. The basic approaches to project 
management remain the same regardless of the type of project being 
considered. 

- You may find it useful to consider projects in relation to a number of 
classifications  

 
Engineering and construction 

- These projects are concerned with producing a clear physical output 
i.e. roads, bridges, buildings etc 

- The requirement of a project team is well defined in terms of skills 
and background as well as the same procedures that need. 

- Most of the problems that may confront the project team are likely to 
have occurred before; therefore their solutions may be based upon 
experiences. 

 
 
 
 
Introduction of new systems 

- These projects would include computerization projects and 
introduction of new systems and procedures including financial 
systems. 

- The nature and constitution of a project team may vary with the 
subject of the project. This is because different skills may be required 
and different end users may be involved. 
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- Major projects involving a system analysis may incorporate clearly 
defined procedures within an organization. 

 
 
Responding to deadlines and change 

- An example of responding to a deadline is the preparation of an annual 
report by a specified date. 

- An increasing number of projects are concerned with designing 
organizational or environmental changes involving developing new 
products and services. 

 
 
 
 
 
Other types of projects include:- 
 

a) Normal projects 
- In this case adequate time is allowed in implementation. All the 

phases are allowed to take the time that they should normally take. 
This type of project requires minimum capital cost and no sacrifice in 
terms of quality. 

 
 
 
 

b) Crush projects 
- Here, additional capital costs are incurred to gain time. Maximum 

overlap of phases is encouraged and compromised in terms of quality; 
savings in time is normally achieved through procurement and 
construction where time is bought from vendors and constructors by 
paying them extra money. 

 
c) Disaster project 
xiii. Anything needed to gain time is allowed in this project. Quality, short 

of failure is accepted around the dock work is done at the construction 
site. Capital cost will go very high before the project time will get 
reduced. 

 
 
NOTE 
A project can either be categorized as small scale, medium or large scales. 
They may also fall under different sectors i.e. public and private sectors. 
 
 
IMPORTANCE OF PROJECT DEVELOPMENT AND MANAGEMENT 
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i. Project development is the 1st phase in any project therefore it serves a 
very important purpose of any project. These includes:- 

ii. Important ideas about the project are conceived, discussed and 
approved by the project team. 

iii. It helps in deciding what kind of project is most needed, given the 
development requirement at a particular time and place. 

iv. The project team can pre-determine the sources of raw materials in 
terms of quality and quantity. 

v. The size and the capacity of the project is determined 
vi. Manpower and organizational patterns are determined 
vii. Financial analysis is done i.e. sources of finance are determined and 

evaluation of financial viability is done. 
viii. It improves the quality of life of the targeted people/parties 
 
 
PRINCIPLES OF PROJECT MANAGEMENT 

- The completion of a project is the primary objective. A project must be 
completed 100% no lapse regard is accepted. In this regard we need to 
observe the following principles:- 

 
1) Commitment principles 

- An equitable commitment between principles and resources and project 
delivery team must exist before a viable project is realized. 

2) Success principle 
- The measures of a project success in terms of the processes and 

products must be defined at the beginning of a project as a basis for 
project management decision making and post project evaluation. 

3) Principles of management 
- Policies and procedures that are effective must be in place for the 

conduct and control of the project commitment. 
4) Single point response principle 

- A single channel of communication must exist between the project 
sponsor and the project team leader for all the decisions affecting the 
product scope. 

5) Principles of cultural evaluation 
- Management must provide an informed supportive cultural evaluation to 

ensure that the projects delivery terms are able to work within the 
limits of their capacity. 

6) Principle of strategy  
- Encompassing 1st learning than doing in a focused set of sequential 

progressive phases must be in place. 
 

7) Transparency and accountability and report principle 
8) Principle of sustainability 
9) Principle of ownership and principle of needs assessment 
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ROLES OF A PROJECT MANAGER 

i. The project manager has multiple roles to play within their work. These 
roles can be summarized into 3 main categories. 

ii. As a chief executive 
iii. All projects involve the execution of a variety of activities utilizing 

physical and human resources to achieve specific objective. 
iv. Within a project, someone must have authority of controlling these 

resources and be accountable for the success or achievements. This is 
usually the project manager. 

v. As a chief executive the project manager is expected to make things 
happen by active intervention. 

vi. He/she cannot wait for changes to occur but must actually create them  
 
 
As a leader 

- The manager has a role of exerting authority and influence directly the 
people working either for the project he has or in the local evaluation. 

- He/she defines the ethics, values and the norms of the project team, 
establishes the atmosphere of the project/organization and the way 
the various project activities are approached. 

 
As a diplomat 

- He/she negotiates the relationship between the project and its 
evaluation 

- Here, he/she is required to ensure adequate support of the project in 
terms of resources, supplies and services 

- He also ensures political support without that the project is likely to 
fail. 

- The manager’s role as a diplomat requires high level of sensitivity, 
good negotiation skills and the ability to feel for a situation. 

- A successful manager should be able to understand the relationship of 
the project to its evaluation. 

 
Other role of project managers 

- To control and organize labour needed by the project 
- To lead people and organize assignment at a given point in time 
- To monitor performance, costs and efficiency of all elements of the 

project and the project as a whole. 
- To complete the project on schedule or on time and within cost, this 

being the overall standards by that the performance of the project 
manager is evaluated 

- To solve the problems that arises in the project or within the project 
team. 
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Functions of a project manager 

a) A good manger also has a character based functions and includes:- 
b) Developing the vision – he/she should have a sharp focus to vision and 

draw others to it, ensure project relevance, set objectives and remain 
inspirational. 

c) Maintaining commitments – he/she should communicate constantly the 
project rational in order to rekindle the five. 

d) Integrator – he/she coordinates activities, provides overall project 
system, provide complete task definitions, defines the end and 
provides the performance criteria 

e) Change agent – in this case, he/she insist on accuracy and honesty, 
uses people’s management skills, instills the sense of urgency. 

f) Resource provider – he provides human resource, facility, finance as 
well as defines the resource requirement 

g) Conflict management – he ensures conflict resolution, smooth progress 
in the organization. He also anticipate bottlenecks and problems 

 
 
 
Role of the communication in the project management 

- Identify their needs so as to suit the project objectives 
- Help in identification of resources that can help in the project 
- Participate in monitoring and evaluation of the project activities 
- Assist in decision making 
- Resource contribution e.g finance, human labour etc 
- To ensure sustainability of the project 

 
 
 
PROJECT MANAGEMENT CYCLE 

- A cycle is a sequence of events that a project follows  
- These events/stages or phases can be divided into several equally valid 

ways depending on the executing agencies or parties involved. 
 
 
Theory of project management cycle 

- Stakeholders can define project management as the realization of 
concepts and goals through efficient, effective, transparent, 
accountable and responsible administration of any given activity. 

- All stakeholders should be regularly consulted in matters affecting a 
project to ensure coordination of project activities. 

- Project management cycle implies a process oriented to project 
management system covering the whole project cycle from project 
conception to project conclusion. 
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- It involves a combination of the various project cycle phases with 
corresponding management tasks. It is an effective decision making 
process to ensure certain action occurs at the right time within the life 
of a project. 

 
 
 
 
 

 
1) Project conception 

- At this stage an idea regarding a required intervention in a specific area 
to address unidentified problem is formed or developed through 
discussions by local leaders in a community and specialists as needs 
bases issues and crystallized into a proposal. 
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- The projects can therefore be conceived based on market demand, 
resource availability and opportunity to make profitable used of 
available resources, technology, natural calamity and political 
consideration 

 
2) Project identification 

- This stage refers to the process where all potential projects arising from 
ideas crystallized in the 1st stage above are determined.  

- An individual or communication representative to an agency capable of 
identifying an institution to provide the necessary support to realize the 
expectation may submit the information in the proposal for project 
conception. 

- The type of information provided at this stage is usually general and 
descriptive 

 
3) Project preparation 

- This stage involves a more thorough exercise of collecting data and 
information on the proposed project. 

- At this stage of the cycle, the objective of the project is defined and 
alternative solutions described. 

- The project preparation contains the design of a set of operational 
proposal i.e. technically, financially and economically feasible. The 
decision is made on the scope of the project on location, size, site etc 

 
4) Project appraisal  

- This involves a further analysis of the proposed project. At this stage a 
critical review of the proposal is undertaken. The systematic and 
comprehensive review is usually undertaken by an independent team of 
experts in consultation with the stakeholders of the project. 

- This provides an opportunity to re-examine every aspect of the project 
plan to assess whether the proposal is justified before large sums of 
money are committed. 

- They appraisal may also change the project plan and develop a new 
plan. 

 
5) Project selection 

- After appraisal, a viable or a suitable project proposal is chosen for 
implementation based on the priorities of the stakeholders and the 
available resources. For instance treasury may impose ceiling on 
ministries with a big portfolio of investment calling for prioritization of 
core and lower priority project. 

 
6) Negotiation and financing  

- Once the project to be implemented is agreed upon for donor funded 
projects, discussions are held on funding and associated aspect of 
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funding i.e. conditionality for grants, repayment period and interest 
rates if loans are borrowed. 

- They must also discuss the flow of funds, contributions from 
stakeholders and beneficiaries and if there is any co-financing or not. 
These results in an agreement document of the project that binds all 
the parties involved during the implementation of a project. 

 
7) Planning for implementation 

- This is the stage either before actual implementation or before the start 
of a new implementation phase of the project. The exercise is conducted 
at the level of a project and involves implementers, the funding agency or 
all stakeholders. 

- The exercise involves enabling the project management to address the 
important implementation issues i.e. project objectives, financial 
arrangement, the scope of the project, the implementation schedule etc 
given the overall resource structure and the working evaluation. 

- The likelihood of further changes occurring either in design or in physical 
and policy evaluation to affect the project is also discussed during the 
exercise, the team should clearly define the objectives and the hierarchy 
of objectives. 

 
8) Implementation stage 

- This is a crucial stage of any project since the objective of the earlier 
effort in the stage above was to have project to be undertaken. At this 
stage activities of the project are actually carried out and funds are 
disbursed to facilitate the activities. The management should ensure that 
the project is carried out according to design. 

- However, depending on the physical and policy evaluation, this may be 
needed for responsibility in response to ground. 

- Monitoring of progress and reporting therefore becomes crucial. 
- Implementation is a process of refinement or learning from experience 

and can actually be considered as a “min cycle” within the larger project. 
The implementation forms the life of a project. The investment period 
refers to when major project investments are undertaken and it could 
take 1-3 years depending on the nature of the project from the time it is 
terminated. 

 
9) Monitoring and reporting 
- This should be an ongoing activity during implementation. The 

beneficiaries, through implementing staff, the supervising staff and the 
project management staff can carry out the monitoring. 

- The aim should be to ensure that the activities of the project are being 
undertaken on schedule to facilitate implementation as specified in project 
design. 
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- Any constraints in operationalizing the design can quickly be detected and 
corrective action taken. This would enable the management to be proactive 
rather than being re-active in correcting mistakes during implementation.  

 

10) Evaluation 

- This state involves a systematic review or examination of success and 
failure in the project experience during the project life in order to learn 
how to plan better. 

- This implies that evaluation is a continuous exercise during the project 
life and is much related to project monitoring. 

- Evaluation can also be undertaken when the project is at the first step in 
a re-planning effort. 

- Careful evaluation is also undertaken before any follow up project. 
Evaluation can be done internally or by external reviewers. 

- Some organizations have a monitoring and evaluation unit. The main aim 
of evaluation is to determine the extent to that the objectives are being 
realized. 

 
 
 
Highlight 5 stages in project management cycle 
 
 
 
PROJECT IDENTIFICATION 

- In project identification, potential set of interventions arising from ideas 
crystallized in the conception stage are determined and individual or 
communication representative to an agency capable of identifying on 
institution to provide the necessary support to realize the expectation 
may submit the in information in the proposal for project conception. 

- Usually some objective judgment is applied to assess the proposal or set 
or proposals to establish if the proposal can proceed to the next stage in 
the cycle. 

 
Problem identification 
 

- This is a very crucial process in the formative stages of any project 
development undertaking and it forms the basis of project justification 
and rational i.e. the core of the project existence and definition. 

- Problem identification refers to the process of assessing the problems 
people encounter in the community and prioritizing them. 

- Projects grow out of problems or opposite. Problem identification can also 
refer to finding out those issues affecting people and those that limit 
them to function maximamlly.   
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- These issues are summed up into a problem statement. It specifies the 
problem at hand that need to be addressed, ideas to solve the problem 
are generated and produced as a document describing the project in 
sufficient details coveting all aspects necessary for consideration by 
project team. 

- The problem to be solved becomes the objective of the project 
 
 
Sources of Project Ideas 

- These ideas are usually hatched through discussion by local leaders in a 
community and specialists as need based issues are crystallized into a 
proposal.  

 
The projects can therefore be conceived based on:- 

a) Market demand – either domestic or overseas 
b) Resource availability – opposite to make profitable use of available 

resources  
c) Technology – i.e. to make use of available technology 
d) Natural calamity – in order to address the adverse effects of natural 

events i.e drought, floods etc 
e) Political consideration  

 
 
 
 
 
 
 
Project Ideas Can Also Originate From Other Sources 

i. National level – these are projects with form part of a broad national 
program 

ii. Sectoral level – various sectors may decide to concentrate on 
development projects in one area because of the potential in that area 

iii. NGO`s – there are many NGO`s operating in local areas, they can come 
up with profit ideas aimed at benefiting the people. 

iv. Leaders – politicians as people’s representatives also come up with 
profit ideas 

v. Local people – the local people are the intended beneficiaries of the 
proposed project. The projects initiated by the people themselves 
have strong support from them and stand a better chance of success. 

 
 
Factors influencing the selection of community projects 

- The project ideas generated from the community level are many but the 
available financial resources and the staff do not allow for 
implementation of more than a few projects at a time. 
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- These projects are sorted out and only those given the highest priority are 
submitted for implementation. 

- Projects are selected with a particular objective, project selection should 
not be assumed as an easy task. 

- In essence, the basis of selecting a project is determined by the objective 
it should fulfill the objectives or the problem it is meant to solve among 
other things. 

- Project selection therefore is the process of evaluating individual projects 
or group of projects and choosing to implement some of them so that the 
objectives of the organization are achieved. 

 
These factors include:- 
 
Policy framework  

- This s the main guide to all matters involved in the project. it clarifies 
the overall principles for the project attitude towards handling 
management work. 

- Policy framework involves statements that have the backing and 
resources necessary for its achievement. 

- A project policy framework incorporates all stages of the project from 
completion to operation stems until decommissioning. 

- It also serves the purpose of coordinating the project activities. The 
policy framework should be based on the following activities i.e. 
planning, execution. 

- All the activities and tasks affecting the project require well laid down 
policies describing all requirements and stakeholders.  

 
 
To achieve the objectives of the project, the policy framework should:- 

i. Determine the size of the project, the project team and the 
location of the project 

ii. Identify the status of the existing document and determine 
whether or not the existing document is compatible and the 
proposed project activities 

iii. Determine the range of project activities within the specific 
project. 

iv. Identify the level of activities within the project and the method 
of work allocation 

v. Determine the responsibilities and the commitment of the project 
management team. 

 
- The policy framework should take into account structure to avoid 

overlapping and duplication design to provide a uniform simple format and 
facility for documentation of changes. 

- Policy framework also ensures that all members of the project team have a 
job description and that they comprehend and understand their job well. 
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Criteria 

- These are procedures organization use to decide with creative idea to 
support. This is because projects have different costs, benefits and risks. 
Project selection is usually a task of senior management as it’s the crucial 
part of project life because the success meets its goals. 

 
 
Relevance  

- Project selection is one of the many decisions closely associated without 
project management. Decision aiding models are used to deal with all 
problems of relevance. Such models are needed because they abstract the 
relevant issues about a problem. It is said that realist cannot solve a 
problem but idealists can do. An idealist strips away almost all the reality 
from a problem leaving only the aspects of “real” situation without 
he/she wants to deal with. Reality is too far complex to deal with. The 
process of carrying away the unwanted reality from the bones of a 
problem is called modeling the problem. 

- The model represents the problem structure i.e. the modeling foam. 
- Projects are selected according to their relevance to the needs of the 

people or community. It is imperative to consider that the projects are 
relevant based on the situation on ground. 

 
 
Feasibility 

- In project selection, a feasibility report is inevitable as it covers 
important areas in any report. 

- The feasibility report covers 
- The technical configuration of the project 
- The performance requirement for the project 
- Lost estimate for the project 
- Techno-economic viability of the project 
- An overall schedule implementation 
- A feasibility report shows how possible it is to carry out a project 
- The project manger may update and validate it before proceeding with 

the project.  
- He is responsible for the completion of the project according to what is 

laid down in the feasibility report 
- According to the guidelines published by the planning feasibility 

 
A feasibility report should include the following:- 

 Raw material survey 
 Demand study 
 Technical study 
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 Product pattern 
 Planted size 
 Raw material requirement 
 Location study 
 Project capital cost estimate and source of finance 
 Profitability and cash flow analysis 
 Cost benefit analysis 
 Process selection 

 
 
Project feasibility study takes into account the following areas 

i. Need for the project 
ii. Availability of resources  
iii. Available technology and use 
iv. Location of the project 
v. Infrastructural facilities and services 
vi. Financial and economic benefit 

 
 
 
PROJECT AREA ANALYSIS 

- This is a comprehensive and a quality study of the area where a project 
is to be initiated. 

- The study is aimed at finding out whether an area is fit for a particular 
project. 

- Projects are analysis is inevitable in the pre-feasibility study of any 
project. 

- Pre-feasibility study is the initial process of deciding what kind of 
project is most needed given the development requirement at a 
particular time and place corresponding to this stage; the series of 
document is usually prepared with a report referred to as an 
identification report. 

- Project area analysis involves 
- Mapping out the area of the project relating all the details with the type 

of desired project, coming up with statistics bearing data including that 
of demographic. 

- Locate your project by providing specific co-ordinates using the nearest 
big town, the distance between the largest city/town must be given in 
km and in annex and maps to give the result location. 

- Provide historical background for the area 
- Append information that will clarify certain issues i.e. National HIV 

charts on bar graphs 
- Give details of legitimacy on land ownership. 

 
 
The pre-feasibility study is aimed at finding out- 
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1) Resources  

 In project area analysis, we analyze the resources that are found in an 
area whether they can be used in the project. In this case we analyze:- 

 Human resources – this seeks to find out whether there are personnel 
qualified to work or contribute to the project. 

 Natural resources – these are God given resources i.e. water, trees, 
stones etc 

 It is important to find their source and availability. 
 Material resources – these are man-made resources. They include raw 

materials and others resources i.e. money and equipment. It is necessary 
to find out whether local resources are available to be used in the 
project, their sources and transportation requirement. 

 
 
2) Administrative infrastructure 

 This involves analysis of administrative units in an area I.e. divisions, 
locations and villages 

 The types of local leaders and their roles are also studied 
 The need to interact with the government and representatives of 

government is probably inevitable. 
 The project manager can expect to deal with bureaucracy at several 

district levels. 
 
 
3) Economic infrastructure  

 It is concerned with the process of production, distribution and 
consumption of goods and services in the project area. 

 It examines existing industries and other economic activities. Although 
there is a great need for new projects in the developing countries, there 
is also lack of funds from the normal sources expected in the developed 
countries. 

 Many projects are funded externally. Project managers involved in the 
identification preparation and appraisal stages of a funded project need 
to be fully aware of the requirement of the grants or a warding agency 
to which they are making application for funding. 

 
 
4) Land use patterns 

- In project area analysis you can’t ignore the question of land use 
patterns. This can be tackled in project location studied. 

- To meet targets relating to time and cost, it is necessary that the site 
has been properly selected and cost. It is necessary that the site has 
been, properly selected and the position taken care of before zero date. 

- Normally the donors will dispatch a team of experts to inspect the site 
before they sanction any money. 
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- Uncertainties associated with the land use patterns and particularly that 
of sub soil conditions must also be removed before the zero date. 

- Understanding of the land use patterns of a potential project site is very 
important that’s why project sites are selected on several 
considerations that include:- 

- Availability of land, soil characteristics and cost of land 
- Sources of raw materials and transportation requirements 
- Transportation and marketing 
- Source and availability of water 
- Availability of power/source and skilled manpower 
- Social amenities in the area 
- Availability of tax incentives 
- Facilities of engineering and maintenance facilities 
- Acceptance of project by local bodies 

 
 
5) Social infrastructure 

- Social infrastructure is amenities or facilities that support people in an 
area. They include:- 

- Hospitals, churches, cinema halls, schools, play grounds etc.  You need 
to find out whether they are available and their use.  

 
 
6) Food path 
- This is the study of the process of food preparation, harvesting, and storage 

in an area. It involves how cultivation of land is done, planting, weeding, 
harvesting and storing  

7) Population (demography) 
8) Occupation 
 
 
 
METHODS USED IN PROJECT IDENTIFICATION 

i. Projects that eventually end up succeeding and making an impact in 
transformational agenda are those that are built on definite purpose 
and established on attained goals and objectives. 

ii. These projects are need driven i.e. they set out to address a given 
problem. 

iii. To identity such a project or set of projects activities, it is 
imperative that the project promoter considers the use of methods 
that are all inclusive i.e. involving all people who will be involved 
and benefit from the project activities (stakeholders) 

 
Some of these methods include:- 
 

 Brainstorming 
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 Focus group discussion 

 Cost versus benefit analysis 

 Transact walk 

 Problem three analysis 
 
 
 
 
Problem Analysis 

- Problem analysis brings out ideas on particular problems to be 
solved or specific needs to be met. 

- It is a tool for understanding the problem in details by trying to 
identify the route causes and the effects of the problem. The 
purpose is to organize the disintegrated data into manageable. 

 
 
Structures for the communication to assess and rank 
 
The following methods can be used  
Preference ranking – here the group members can discuss and agree on the 
ranking from the most to the lease processing pressing problem. It helps to 
determine quickly the main problems or preferences of individuals and enable 
the priority of individuals to be easily compared. 
 
Voting is a form of preference ranking 
 
Problem P1          P2          P3           Total          Priority 
ranking 
Poverty    1            2            2               5               2 
Water 3            3            3               9               3 
Health             2            1            1                4              1 
 
 
 
 
The table shows that health is the most serious problem. 
 
Pair – wise ranking – this is whereby 2 problems are compared at ago to find 
out with one is pressing to the development in an area. All the problems are 
compared against each other to establish the most felt need.  
Ranking provides a visual impression of whether development projects are 
addressing the community need or not. It can be used to identify conflict of 
interest between individuals or groups and how they perceive issues. 
 
 

Problem  W ED HE AGRI EMP SEC COMM. NO. of  RANK 
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Matrix scoring/Ranking – this is used to compare problems/solutions against 
selected criteria. It is used to identify local criteria used in making choices for 
the ranking of problems as well as understanding local preferences.  
 
Some of the criteria can be:- 
 

 Cost which is the least expensive 
 Time which can be achieved in the shortest time 
 Resources which can be accomplished with little or no outside support 
 Sustainability which can the community manage on their own  
 Effectiveness which is the most effective in achieving the objective 

 
Flow diagram – they are used to explore impacts, cause effect and 
relationships on problems or solutions. They are used to illustrate casual flows, 
impacts and linkages between problems and solutions. 
Problem three – once a problem has been identified, it can be analyzed using 
problem tree. This is where the causes and effects of problems are analyzed. 
 
Steps in Project Identification 
 
Problem definition – starts with a more thorough exercise of collection of data 
and information on the proposed project. In this stage personnel conduct the 
exercise with technical and analytical skills in consultation with the target and 
beneficiary community. 
Formulation of specific policies – the objectives of the project are defined 
and alternative solutions described. 
The identification contains the design of a set of operational proposals that is 
technically, finally and economically feasible.  
 
Decision – is made on the scope of the project location, size among others.  

- The detail of feasibility study depends on the complexity of the 
project and on how much is already known about the proposals. 
in fact a succession of increasingly detailed feasibility studies is 
sometimes called for in complex projects. 
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- The feasibility study provides opportunity to shape the projects to 
fit its physical and social evaluated and exclude relatively poor 
alternative ways of achieving the project goals. 

 
 
 
Approaches Used In Project Identification 

- Methods of data collection, project ideas, and sources of information for 
project identification must be considered. This process is referred to as 
need assessment method or approaches. 

 
 
 
 
 
In Need Assessment, A Planner Must Ask the Following Questions 

 Who are the beneficiaries of the project to be implemented? 

 Who are the stakeholders of the project? 

 What are their needs? 
 
The various approaches used to identify projects include:- 

- Felt need approach – here the needs are articulated by the people to 
benefit from the project. These are the actual needs of the people e.g 
the Kamba people need water and food while in Kitale people require 
security. 

- Nomadic need approach – this implies those needs that are established 
by the society or the community and below with no individual should go. 
It is the planner’s role to identify these minimum requirements and to 
solve these problems. The people’s requirements should be identified 
and the nomadic needs should be solved according to the society’s 
commission, needs and expectations. 

- Expressed need approach – it is the same as the felt need; they are 
expressed by the people or the target group. The only difference from 
the felt need approach is that the planner is the one who identifies the 
problem. 

- Comparative need approach – here the community may have a 
comparison of their needs with other communities. These are needs 
with axe relative in that they are not exactly important or they arise in 
the community. 

 
Challenges in Project Identification 

a) The technical nature of project identification stage requires a lot of 
technical analysis and review to determine the most workable and 
feasible of the project alternatives, some of the related challenges 
include:- 
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b) Lack of technical expertise to conceptualize and deapher the 
specification of parameters that would measure feasibility. 

c) Subjectivity consideration for establishing the site, length and even 
coverage of the project. 

d) Conflict: - in the issue of project ownership and conflict of interests 
e) Legal impediments 
f) Poor government policies 
g) Inadequate resources 
h) Norms, beliefs and traditions of the people 
i) Community participation 
j) Insecurity 
k) Lack of community awareness (ignorance or illiteracy) 

 
Factors That Assist In Problem Identification  

 Symptom of the problem i.e. Invisible signs of a problem 
 Impact of the problem: - the felt effect of the problem 
 Contributing factors – factors contributing to the existence of the 

problem 
 Affected persons – victims of the problem 
 Relationship with other problems 

 
 
 
PROJECT APPRAISAL 

- The implication of the project on the study and the evaluation are 
more thoroughly investigated, clarified and documented in project 
appraisal. Project appraisal involves a further analysis of the proposed 
project. At this stage, a critical review of the proposal is undertaken. 

- The systematic and comprehensive review is usually undertaken by an 
independent team of experts in consultation with the stakeholders of 
the project. This provides an opportunity to re-examine every aspect 
of the project plan to assess whether the proposal is justified before 
large sums are committed. 

 
 
Components of project appraisal 

1) Environment:  
- The focus of project appraisal will revolve around technical 

assessment and determination of how the intended project will 
affect and be affected by the immediate physical and social 
evaluation. 

- The impact of the project on overall evaluation has to be as 
positive as possible i.e. preserving and conserving at best. 

 
2) Economic and financial  
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- appraisal seeks to determine the feasibility and validity of the 
project based on its overall cost as measured against its 
benefits (whether monetary or not)  

- A systematic and comprehensive review of cost implication is 
undertaken and this is compared to other financial analysis of 
the projects activities are weighed with the view of answering 
the question. Is the project worthy the cost? 

 
3) social, cultural and political 

- Project appraisal looks at the extent to which the social, 
cultural and political aspects of people’s lives will be affected 
by the implementation of the project. 

- A development project should as far as possible work towards 
the enhancement. 

 
 
Technical Methods Used In Project Appraisal  

 The appraisal process builds on the project plan be may involve 
new information if the appraisal team feels that some of the data 
used at preparation or some assumptions are faulty. 

 Similarly, the technical design, financial measures, commercial 
aspects, incentives, economic parameters, managerial skills, 
organizational arrangements are thoroughly scrutinized. 

 Based on appraisal report, decisions are made about whether to go 
ahead with the project or not. The appraisal may also change the 
project plan or develop a new plan. 

 After appraisal, the viable project proposals are chosen for 
implementation based on the priorities of the stakeholders and the 
available resources. 

 
 
Techniques used in project (appraisal) 
Project appraisal is a comparative tool for project selection. They are either 

 Financial methods 
 Non-financial methods 

 
1) Financial method is variously known as financial analysis, business case or 

project financials. It include:- 
a) Net present value 

- It deals with how much money these projects make 
b) Internal rate of return 

- It is how rapidly money will be repaid 
- Its calculation of the percentage rate of that project will be 

yield, wealth of saving account. 
c) Pay back period 
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- This is when the original investment in project will be received to 
benefits. 

 
2) Non – financial method EIA (environmental impact assessment analysis) 

- Whenever the process of getting financial data is difficult, 
expensive or time consuming, using a weighted factor scoring 
method may be a reasonable option for selecting the best 
alternative solution. 

- E.I.A is a logical method of examining the actions of people and 
the effects of the project and policies on the evaluation in order 
to help ensured the long term sustainability of the earth as a 
habitual planet. 

  
Steps In The Process Of EIA 

i. screening  
ii. scoping (define issues or identify major impact) 
iii. baseline studies/survey 
iv. impact prediction (if project will succeed/benefit) 
v. prepare environmental impact statement 
vi. monitoring and audit 

 
Project appraisal and risk management 

- Project appraisal or feasibility study is an important stage in the 
evolution of a project. 

- It is important to consider alternatives, identify and assess risks at a 
time when data is uncertain or unavailable. It does not concentrate on 
mathematical analysis but rather on the purpose and objectives of using 
a logical process of managing project risks.  

 
Investment 

- The individual project however significance and potentially beneficial to 
the promoting organization will only constituter part of corporate 
business. It is also likely that, in the early stages of the project cycle, 
several alternative projects will be competing for available resources. 

 
Particular finance  

- The progress of any project will therefore be subject to investment 
decision by the parent organization that may allow the project to 
proceed. 

 
Sanctions 

- When a project is sanction, the investing organization is committing 
itself to major expenditure and is assuming the associated risks. This is 
the key decision in the life cycle of the project in order to make a well 
researched decision, the promoter will require:- 
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Clear objectives 
- The promoters objectives in pursuing this investment must be clearly 

stated and agreed by senior management early in the appraisal phase, 
for all that follows is directed at achievement of these objectives in the 
most effective manner. 

- The primary objectives of quality, time and cost may well conflict and it 
is particularly important that the project team know whether minimum 
time for completion or minimum cost is the priority. 

Market intelligence  
- This relates to the commercial evaluation in which the project will be 

developed and later operated. It is necessary to study and predict 
trends in the market and the economy anticipate technological 
developments and the actions of competitors. 

 
Realistic estimates/predictions  

- It is easy to be over optimistic when promoting a new project. Estimates 
and predictions made during appraisal will extend over the whole life 
cycle of implementation and operation of the project. 

- Consequently, single figure estimates are likely to be misleading and 
due allowance for uncertainty and exclusion should be included. 

 
 
Assessment of risk  

- A thorough study of uncertainties associated with investment will help 
to establish confidence in the estimate and allocate appropriate 
contingencies. 

 
 
Project execution plan 

- This should give guidance on the most effective way to implement the 
project and to achieve the project objectives, taking account of all 
constraints and risks. Ideally, this plan will define the likely contract 
strategy and include a program showing the timing of key decisions to 
awards of contracts. 

 
Project Appraisal and Selection 

- With an understanding that project proposal is a process of 
investigation, review and evaluation undertaken as the project or 
alternative concepts of project are defined.  

- This study is designed to assist the promoter to reach informed and 
rational choices concerning the nature and scale of investment. The 
core of the process is an economic evaluation, based on a cash flow 
analysis of all costs and benefits that can be valued in terms of money. 

- The consequences of inadequate or unrealistic appraisal can be very 
expensive to the project. Ideally, all alternative concepts and ways of 
achieving the project objectives should be considered.  
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- The resulting proposal prepared for sanction must define the major 
parameters of the project. The location, the technology to be used, the 
size of the facility, the sources of finance, raw materials, forecasts in 
the market and predictions of the cost benefit of the investment. 

 
 
Program 

- It will be necessary to decide when it’s the best time to start the 
project based on the previous considerations. Normally this means as 
soon as possible because no profit can be made until a project is 
completed. In deed may be that market conditions or other commitment 
impose a program deadline. 

 
 
 
Challenges in Project Appraisal 

 Personal qualifications – those appraising should be skilled 

 Finance – funds required to carry out impact assessment 

 Time – requires a lot of time in visiting the field 

 Government policies 
 
 
PROJECT PLANNING AND DESIGN 

- Planning refers to what is to be done, how it is to be done and who is 
to do it. 

- In its expanding role, the planning process should refer to making 
decisions in a forecasted evaluation. 

- Planning involve the determination of future course of actions i.e. 
how it is to be done, why an action is to be taken, what is to be 
done, when it is to be done etc 

- Project planning means an activity in which human, material and 
financial resources are organized in a better way to undertake a 
unique work within a specified time, cost and quality to achieve 
objectives. Anyone planning a project of significant size will soon 
find that, there are a number of factors both inside and outside the 
project organization that can have a profound effect on the planer’s 
intentions. 

 
External factors that can affect or wretch attempts at project planning 
include:- 

 Act of god e.g earthquakes, floods, slides 

 Fiscal policy – the policy of a national government in respect of 
taxation and other financial measures 

 Corporate strategy – i.e. decisions made by managers outside and 
above the project organization 
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 Statutory regulations – legislations by national and regional 
government can impose extra burdens on project designers and 
contractors that have to be taken into account at the planning 
stage. 

 
 
 
Characteristics of Planning 

i. Planning is closely associated with the objectives of the 
organization 

ii. Planning is concerned with looking into the future. It requires 
forecasting of future situation in that organization has to function 
planning involves the selection of the best alternatives i.e. To 
achieve objectives 

iii. Planning is comprehensive and includes every course of action in 
the organization 

iv. Planning is an interdependent process i.e. It coordinates activities 
of various departments, sections and subjections 

v. Planning is flexible as its based on future conditions that are 
dynamic. 

 
Importance of Planning 

a. All managerial actions depends on planning 
b. It provides a guideline to all functions 
c. Better planning ensures better utilization of the organization’s 

resources 
d. It helps to focus attention on objectives thus all activities are 

performed to meet these objectives within a specified time. 
e. It minimizes cost because of the emphasis on efficient operations and 

consistency. 
f. It reduces risks and uncertainties and prepares for any eventuality 
g. It helps in identifying situations that may impact negatively in 

implementation of the project. 
h. It helps to determine available resources for the project 

implementation  
i. It helps in control – control involves measurement of accomplishment 

of events against plans and correction of deviations to assure 
attainment of objectives according to plan. 

j. It increases organization effectiveness – proper use of resources to 
accomplish objectives. 

 
Causes of Poor Project Planning  

i. Lack of accurate information 
ii. Problems of changer in technology, business conditions, consumer 

taste and desires 
iii. Poor project management discipline 
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iv. Lack of knowledge and skills in planning 
v. Inadequate time for planning 
vi. Wrong team members of the project 
vii. Inflexibility in planning (inability to change) 
viii. Absence of risk management – a good project must have a well 

defined risk plan 
 
Components of a comprehensive Plan for a project 

 Planning the project work – this spells out the activities related to the 
organization or the project in a detailed schedule and sequential way 

 Manpower and organization planning – i.e. determining human resource, 
work force and labor required 

 Planning for funds – this establishes the overall cost i.e. sources and uses 
of funds within the project 

 Planning the information system – i.e. ensuring to update and keep the 
data or information catalogue for the project. 

 
 
Project planning guidelines 
o The project team should have a detailed project plan. The plan includes 

the following:- 
o Work schedule and guidelines 
o Budgets, cost account and control system 
o Detailed work breakdown structures and work packages 
o Quality plans 
o Areas if high risk, uncertainty and contingency plans  
o Documentation plans 
o Change, control and work review plans 
o Personnel plans and resources utilization plans 

 
 
Project guidelines involves 

i. Project identification – this involves needs assessment in order to 
determine the most felt need. The project identified should be the 
priority of the target group. 

ii. Verification of feasibility report – after a need assessment report is 
completed, which summarizes the problems and needs of the area, the 
strength and weaknesses in terms of resources and opportunities 
available for development are also identified. 

iii. Identification of project objectives- once the project has been 
selected, the objectives is stated clearly in measurable terms. 

iv. Project team is identifies – these are people who are going to work in 
the project and they need to possess relevant qualifications and 
experience. 

v. Identify the project stakeholders – these are groups/individuals that 
have interest for the project to be initiated. 
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vi. Establish the scope of work – these involves, knowing the nature of 
work to be performed. 

vii. Draw the standard of work or specification – this involves specifying 
the quality of work that is expected to be performed. This information 
would be used to be performed. This information would be used during 
monitoring and evaluation. 

viii. Identify the project key stages – these are vital activities for the 
project that must be performed at different times and their 
completion affect the entire project. 

ix. Prepare the project bar chart – a bar chart is a diagrammatic 
representation of the project implementation. It is a tool used to show 
how the project is to be implemented from the start to end of the 
project. 

x. Draw the project network critically – a project network is a 
diagrammatic representation showing how much time the project is 
going to take on each activity from the start to the end of the project. 

 
 
 
 
 
 
 
 
Project Planning Process 

a) Problem identification  
- This is the 1st step in project planning. It involves identifying the 

problem that interferes with the development in the 
communication. 

- All projects are intended to solve or reduce some problems thus 
the need to identify the problems and they should be felt needs. 

b) Setting objectives  
- Objectives are positive statements of the goals we want to 

achieve by carrying out the project. These are general and 
specific objectives. 

- General objective – is a statement about what we wish to 
success of the general objective. 

Objectives should be  
 Specific 
 Measurable  
 Achievable 
 Reachable 
 Time bound 

 
c) formulating alternative course of action and selecting the most 

appropriate  
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- At this stage, various alternative course of action are identified 
the various alternatives are evaluated in the lights of objectives 
and other factors that can affect planning e.g politics, demand, 
resources, government controls. 

d) Feasibility analysis  
- This is examining the feasibility report, examining each area and 

comparing it with the alternative selected. it meant to ensure 
that the project selected is relevant to the needs. It is at this 
stage that the plan is formulated. 

e) Writing the plan  
- A plan is a skill drawn before an action takes place so as to meet 

the same goals and objectives. It shows what has to be done, who 
will do it and when it will be done. It is used during project 
implementation. 

f) Project budget  
- A budget is a financial statement of a given period of time. It is a 

qualitative and quantitative statement for the income for a given 
activity. 

 
During the planning process, it is important to bear in mind that a project plan 
must be:- 
 
Clear 

- The over driving goals for all units of projects are clear enough to 
give continuity and conditions to all of the tactical choices made 
during the life time of the strategy. 

Keep the initiative 
- A good plan reserves freedom of activities or actions, support the 

empowerment and enhances commitments. 
 
 
 
FACTORS TO CONSIDER IN PROJECT PLANNING 
a) Length of the project 

- Too lengthy projects need adequate resources and time 
allocation. The overall end result must be considered. 

b) Availability of resources  
- These include both human and financial resources available. 

Quality delivery is determined by the availability of adequate 
resources, time and finance. 

 
c) Objectives/user requirements 

- The overall needs to be met have to be identified. This helps 
in formulating the project objective and intention. 

- A project officer examines the requirements deemed useful by 
the intended target. 
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d) Fiscal policy and government policy 

- The plans must be coordinated with the policies on land. 
Aspect i.e. taxation must be considered to ensure the right 
amount is budgeted for a given procurable goods. 

 
e) Initial planning for proceeding project 

- This gives an evaluation tool to justify the success of a given 
project. Consider the reasons for success or failure of previous 
projects in order to prepare for any risk of danger ahead. 

 
 
 
Project Planning Techniques 

 This is the process through which the project activities are allocated 
specific time for their completion. It shows all activities of the 
project in a logical order as they will be implemented and the time 
to be spent in each stage. 

 Project management has a special set of techniques. However 
project management like any other functional management is not a 
technique only. The techniques are the scientific but they are also 
the act of politics manager. 

 For quite sometime project management was equated to project 
evaluation review technique, pert. But it did not take long for them 
to get disillusioned. This does not mean that pert has failed. It only 
reflects that it is a mixture of techniques. 

 In project scheduling and coordinating techniques pert plays a key in 
networking techniques 

 
1) Project Evaluation Review Technique (PERT) 

- Pert is a model for project management designed to analyze and 
represent the task involved in completing a given project .it is 
commonly used in conjunction with critical pert method. Pert is a 
method used to analyze the involved task in completing a project, 
especially the time needed to complete each task and identify the 
minimum time needed to complete the total project 

- In project scheduling pert plays a key role in networking techniques. 
In network analysis we try to establish the activities and the time 
each activity will take. 

- It is a representation of project activities and the specific time 
period they need to be implemented. Pert is also a network by itself. 

 
2) Critical Path Analysis Method 

- Well planned projects have a critical path that key project activities 
fall in. If these activities are delayed the will delay the whole project. 
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- CPA Is the longest time period that important activity of the project is 
going to take. The activities that lie on the longest path of the project 
from the time of starting to the completion are known as critical 
activities. 

- These activities must be carried out and completed on time in order to 
operate within the required period of time. 

- Analysis of these activities is known as critical path analysis. It is 
important for project managers to conduct a proper analysis to project 
requirement before specifying a solution and writing a programme 
before testing it. 

- To understand dependencies, is important in both simple and complex 
project i.e. If activity can begin only when another activity is 
complete then we have a dependency but with multiple teams 
operating dependencies become more complex, this is because we still 
need to know exactly that components from one team are required 
before another team can start on something else. 

- Dependencies are developed by asking what can start once. This 
activity has started: the conception is that dependencies run from the 
finish of one activity to the start of succeeding activity. 

- An activity network is therefore important as it shows the inter 
dependencies between the tasks needed to develop the product and a 
critical path through the project. 

 
 
3) The Ganty Chart/Bar Chart 

- This is another planning tool named after H.L Ganty, an industrial 
engineer who pioneered their used. 

- They provide a visual way of illustrating the sequence of activity in a 
project. They show planned and actual progress for a number of 
activities displayed against the horizontal time skill. 

 
 
Advantages of Gant Chart 

i. Helps to keep truck on how things are doing 
ii. It is easier to make re-allocation of resources among the activities 

faster 
iii. It can also be easily understood 
iv. It can be easily maintained 
v. It provides a clear picture of current state of the project 

 
 
Disadvantages 

i. They do not show dependencies very easily i.e. that activity has to be 
completed before another one start. 

ii. They are less useful for managing progress on a project. 
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4) Work Breakdown Structure (W.B.S) 

- It is a traditional approach and has been used in many projects the 
basic idea is to take the overall work of the project and break it down 
progressively into smaller and smaller until we end up with individual 
tasks or work packages that we can estimate equal. 

- The work can probably be sub-divided into smaller work packages e.g a 
day’s work. 

- The idea is to breakdown each activity until we arrive at tasks that 
are:- 

- Fairly atomic i.e. Not readily lie themselves to further subdivision or 
assignment to more than one person. 

- Small enough to estimate with reasonable accuracy e.g half a day or 2 
days duration 

 
- The danger of using a standard WBS is that each project has got some 

distinctive features and it is not important has not ready to fit the 
project to a standardized approach. 

- If anything the standardized approach must be customized in each 
project. 

 
 
 
IMPORTANCE OF WBS 

i. There is thorough implementation leading to efficiency and 
effectiveness 

ii. There is reduced work load 
iii. It is time saving 
iv. It enhances specialization 
v. It helps to reduce conflict 
vi. Priority areas are identified 

 
5) Duty Specification  

- This refers to the process of identification of individuals and 
specialized groups who will perform duties as well as assigning them 
various responsibilities. 

 
 
Advantages 

i. Reduces workload during project implementation 
ii. Promotes project efficiency and effectiveness 
iii. Saves time  
iv. It leads to applying and development of expertise 
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Disadvantages  
i. It leads to failure of communication because different specialists do not 

mix due to lack of social common interest and understanding. 
 
 
 
6) Time specification and management 

- Time specification refers to scheduling that determines when 
activities are to be done and how much is to be done. The period 
within that the project is to be done must be specified and followed 
during implementation stage. In ideal situation, a project will be 
considered very successful if it is completed in time, within budget 
and performs exactly the way it was designed. 

- Time estimate is made by making a work breakdown of the project, 
estimating the time schedule for each work, putting them in proper 
sequence or series or any other logical manner and matching them 
with available resources. 

- There should be correct estimate of time taken by each activity. 
 
Disadvantages  

i. Unrealistic time estimate 
ii. Late deliveries by contractors 
iii. Defective design and subsequent modifications to suit the project 

requirement increases time and cost 
iv. Problems of resources  

 
 
NB:- 
The estimated time for the completion of a project is dependent only on the 
work content or sequence. Resources and constrains will also influence it. 
 
 
 
There are several approaches for estimating time duration  

 Time study 
 Previous project data 
 Estimating approach 
 Range estimates 
 Time taken versus time required 
 Estimates from contractors 
 Allocated and committed time 

 
7) Project logical framework 

- It is a tool to aid projects and programs planning and management 
especially at strategic and institutional level. 
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- Project logical framework consist of a 4 x 4 matrix with that 
summarizes the project records their sanctions that under pins the 
strategy adopted and outlines how the project may be monitored or 
arranged according to the hierarchy of objectives or an ends means 
continuum logical framework approach is a set of interlocking 
concept that must be used together in a dynamic fashion to permit 
elaboration of a well designed, objectively described and valuable 
project. 

 
 
 
 
 
PROJECT STRUCTURE 
 
 
Logical Hierarchy 

 
 
 

 
 
 
 

 
 

 
 
 

 
            
 
 
 
 
 
EXAMPLE 
We carry out all the activities necessary to support the family planning clinic 
then they will provide family planning services to the community. If they have 
access to FP services then they will use FP methods effectively. If they use FP 
methods increases, then the population growth rate will fall. 
 
   Column I II III IV 

Wider/objectives/purpose 

 

Immediate objectives/purpose 

Output 

 

 

 

 

 

Activities 
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Narrative 
summary 

OVI - 
Objectively 
Verifiable 
indicators 

MOV – 
Means of 
Verification  
 

IA –  
Mea 

Goals    

Purpose    

Outputs    

Activities    

 
 
Column I Nutritive Summary 

 The narrative summary defines the project structure; care should be 
taken to distinguish between project activities, inputs, outputs purposes 
and goals  

 Goal/overall objective – is the ultimate objective of the project to that 
specific project will contribute. 

 It may not necessarily be reach till end of project implementation 

 Purpose  

 This is what the project is expected to achieve. It is the intended effect 
or impact of project on target population. 

 Output  

 Are the likely results achieved i.e. the results of completed project 
activities 

 Activities 

 This are what we actually do e.g in a road project, the inputs might be 
the materials, machinery and labour. The output might be the number of 
kilometers of the finished road; purpose might be to enable easy 
transportation of products and goals to enhance economic development. 

 
Column II Objectively Verifiable Indicators 

 It shows the achievement of objectives applying at each level. In the 
hierarchy, OVI should show that the project is successful in the purpose 
column; we need indicators to show the purpose of a project  

 At the output level, the indicators should be measurable 

 At the activity level, we have means/inputs but no indicators 
 
Column III Means Of Verification 

 There must be a way of measuring or collecting information about each 
of the indicators. 

 It is important to identify the sources from that information to verify 
indicators can be gathered e.g reports, documents. 

 
Column IV Important Assumptions 

 Project may fail not because of the project structure was necessarily 
bad or illogical but because of external or evolutional factors outside 
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control of the project i.e. Natural calamities. They are external to the 
project and those responsible for the project have little or no control 
over them. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

N/S  OVI MOV Important 
Assumption 

GOAL:  
- Agric productivity 

increased in the 
Eastern Province 

 

 Crop yield 
per ha 
increased 

- Field 
observation 

- Periodic 
reports from 
agricultural 
office 

 High 
community 
participation  

 Commitment 
from both the 
“BOs, NGO, 
Gvt 

PURPOSE: 
- Promote soil and water 

conservation practices 
through reducing 
deforestation 

 

 Soil and 
water 
conservati
on system 
put in 
place 

- Field 
observation 

- Periodic 
reports from 
District 
Administrato
rs 

 Communities 
will take care 
of the 
systems 
established 

OUTPUT: 
 
- A 

forestation/deforestati
on of degrade land 

- Population pressure 

 

 50 ha of 
land 
covered 
with 
vegetation  

 
- Field 

observation 
- Sample 

survey 
- Community 

 
 Reliability of 

enough 
rainfall 

 No 
immigration 
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reduced on farm land  Agric 
density 
reduced 

 Birth rate 
reduced 

participation 
records 

INPUT: 
- Plant sight identified 
- Labour organized 
- Nursery established 
- Family planning and 

awareness creation 
introduced 

 
 
 

- 

 
 
 

- 

 
 Funds 

available on 
time 

 Duties 
assigned on 
merits 

 Community 
commitment 
and 
participation 
attained 

 
 
 
 
PROJECT RISK MANAGEMENT 

- A risk is any happening or event that its impact normally has an adversely 
positive or negative impact. 

- it is an act of uncertainty occurring in a project affecting its continuity in 
achieving the objectives eventually affecting cost, time and quality 
basically individuals prefers maximizes those that are positively 
consequential. 

 
Concept of Risk Management 

- Risk management is the act is of developing a response mechanism to 
suppress mitigating the existence of a given risk after occurrence. 

- The greatest degree of uncertainty about the future is encountered early 
in the life of a new project. 

- Decisions taken during the appraisal stage have a larger impact on final 
cost, duration and benefits. The conclusion drawn from research is that 
parties involved in construction project would benefit greatly from 
reduction in certainty prior to financial commitment. 

 
Risk management has a well planned set of activities going through the 
following set of stages. 
 

 Risk identification 
 Risk quantification  
 Risk response 
 Risk monitoring and control 

www.kenyanexams.com

http://kenyanexams.com


 

xli 

 

 
 
Risk Analysis 

- At the appraisal stage, PM inputs will concentrate on providing:- 
- Realistic estimate of capital and running cost 
- Realistic time scales and programs for project implementation 
- Appropriate specification for performance standards 

 
 
Performing risk analysis 

- When performing risk analysis then efforts should be concentrated on:- 
- Seeking sins that will avoid or reduce risks 
- Considering whether the extent or nature of the major risks are such that 

the normal transfer may be unavailable or expensive  
- Any special treatment that may be considered for risk transfers e.g 

insurance or unconventional contractual arrangement 
- Setting realistic contingencies and estimating tolerances consistence with 

the objective of preparing the best estimate of anticipated total project 
cost. 

- Identifying comparative differences in the risk ness of alternative project 
schemes. 

 
 
 
Risks and Uncertainties  

i. In general risks may be reduced in the following ways:- 
ii. Obtaining additional information 
iii. Performing additional tests or simulations 
iv. Allocation additional resources 
v. Improving communication and managing organizational interfaces. 
vi. Market risks may be frequently reduced by staging the development of 

the project. All the above will incur additional in early stages of 
development. 

 
Types of Risks 

1) Technical risks 
- These are risks that accrue from unproven technology that is 

relevant skills of operations are unavailable. 
2) Management risks 
- They come as a result of poor appropriation of resources (time and cost) 

or poor administration 
3) Organization risks 
- They come when departments conflict in terms of performance, financial 

appropriation, job allocation etc 
4) External risks 
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- They come when external changes that are likely to affect the project 
objective occur e.g government regulations i.e. taxation, inflation. 

 
Performing Risk Management 

- Risks are specific to a project and they all affect cost and benefit. While 
performing risk management.  

The following should be looked into:- 
- Environmental risks – these frequently occurs in compromise following 

comparison of cost with benefit. They are likely to have a significant 
influence on the conceptual design and the response should therefore be 
agreed prior to sanction. 

- Risk to health and safety – it is normally considered as an hazard during 
design and it embraces issues i.e. Reliability and efficiency in addition to 
safety. 

- Innovation – thorough testing but in appropriate time may reduce the 
consequential risks of inadequate performance and cost provision must be 
included. 

- Risk to activity – it is related mainly to the implementation phase of the 
project these risks arise mainly from uncertainty and they are the 
responsibility of the project manager. 

 
 
 
Performing a Risk Response 

 Risk response may be done through many ways. Not all risks may be 
mitigated but those with high probability and high impact are likely to 
meet immediate action. 

 Effectiveness in planning for mitigation determines the risk decrease or 
increase of project objectives. However, several strategies may be 
employed as you respond to risk. 

 Risk avoidance – this is changing the overall project plan to eliminate 
the mess prior to its manifestation. It aims at protecting the objectives 
of the risk impacts. 

 Transference – this involves shifting the management and 
consequences of the risk to a 3rd party. It involves payment of a 
subscription rate using a fixed value to a contractor or a consultant. 

 Mitigation – involves reducing the probability and consequences of 
adverse events to a more or an acceptable through shorthand taking 
early action is more effective than a “repair” of the consequences e.g 
by seeking more project partners to increase capacity. 

 Risk acceptance – this is deciding not to change because the project 
plan in dealing with risk. Possible acceptance requires no action e.g 
there could be a last minute replacement of a staff. 

 
Implementing risk management 

i. The logic process of risk management may be defined as:- 

www.kenyanexams.com

http://kenyanexams.com


 

xliii 

 

ii. Identification of risks and uncertainties 
iii. Analysis of the implication (individual and collective) 
iv. Response to minimize risks 
v. Allocation of appropriate contingencies 

 
 Risk management is an essential part in project management cycle 

therefore risk management  
 

 Requires that you accept that uncertainty exist 

 Risk management generates a structured response to risk in terms of 
alternative plans, solutions and contingencies 

 It generates a realistic and stimes different attitude in project staff by 
preparing them for the risk event. 

 
If uncertainty is managed realistically the process will 

- Improve project planning by prompting what if questions 
- Generate imaginative response 
- Gives greater confidence in estimate 
- Encourage provision of an appropriate contingencies and consideration 

on how they could be managed. 
 
Implementing a risk management plan 

1) Risk identification – this refers to naming the risk by nature and origin 
e.g the causative agent and the overall impact. 

2) Risk quantification – here the risk is measured in the extent at which 
risks have caused loss and expected mitigation (response) in financial 
cost and human resource 

3) Response stage – here the strategy to minimize or mitigate a risk are put 
in place. 

4) Risk monitoring and control – having a foresight on the response will 
include better appropriation and contingencies. 

 
 
Ethics in Risk Management 

a) Accept that the risk exist 
b) Generate a structured response to risk in terms of alternative plans, 

solutions and contingencies  
c) It generates a realistic attitude in project staff by preparing them for 

risk rather than taking them by surprise at impact. 
 
 
Types of Contingencies 

 Time (the float) 
 Money – allowance in the budget 
 Quality – performance of the workers (people) 
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PROJECT IMPLEMENTATION 
- This is a crucial stage of nay project since the objective of the earlier effort 

in the stages above was to have projects to be undertaken. 
- Implementation is the process in which plans are carried out to achieve 

specific objectives. 
- It involves estimating the people and resources to implement the plan.  
- It is a phase where project is made to happen. It is also a phase where 

controls are imposed to ensure project implementation remains on course. 
- Implementation of project revolves around three important functions 

namely:- 
 Organize – assigning duties and coordinating staff and activities 
 Directing – giving instructions and delegating duties to various 

members of the staff 
 Supervising – maintaining control, check ups and outs on project 

activities and on staff implementation. 
 
Factors to Consider In Project Implementation 

1) Government and other stakeholder’s policies – these should be made in 
case of flexibility on reality on the ground. 

2) Priority and order of goals – most crucial and needed goal must be put 
at the forefront during implementation. Priority is made in terms of 
the urgency in the needs to be accomplished. 

3) Availability of resources – allocation of resources is done based on the 
resource base. At implementation ensure adequate resources are 
allocated influx in resource allocation should be avoided at the same 
time avoid over budgeting. Work done per stage is effective if the 
human resource is available and effective. 

4) Timing aspects – time expected to accomplish a certain task has to be 
re-instated. Too much time allocation as well as less time allocation 
should be discouraged 

5) Initial plans – carry out the implementation according to realistic 
practical initial plans and designs in view of meeting the overall goal.  

 
 
Role of a Project Manager in Project Implementation 
The role of a project manager in the implementation process is an integrated 
process that involves the following aspects:  
 
A. Allocation of resources 

- Project resources are human, material and natural resources. They 
should be allocated to the activities to be performed by the 
manager. They are made available and used in economic way to 
ensure effectiveness of the project. 
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- The project manager needs to consider the total demand for key 
resources. When considering the project as a whole, these will be 
completion between activities for resources and the demand may 
either exceed the planned availability or produce a fluctuating 
pattern of their use. This is known as resource aggregation. 

 
B. Organizing  

- This is the process that involves the shaping of an organization as it 
grows shrinks, collapses or even changes. 

- It is also the process of grouping activities and resources in a logical 
and appropriate way/fashion 

- It is involved with procurement factors i.e. people, equipment, 
materials and services. It also involves grouping and alignment of 
resources and delegation of authority and responsibility within the 
organization so that work is carried out as planned. 

 
Grouping of resources and activities to accomplish some end results in an 
efficient and effective manner requires the following:- 

1) Designing of jobs 
2) Authority and responsibility 
3) Span of management 
4) Managing line and staff position 
5) Task determination 
6) Job description 
7) Organizing units 
8) Grouping jobs 

 
1) Designing of jobs 

- Is the process of determining what procedure and operations are to 
be performed by employers in each position?  

 
 
It involves 

 Job specialization – is the process of breaking down one job into 
several other jobs. 

 Job rotation – is the systematic moving of employees from one job 
to another. 

 Job enlargement – changing nature of job by adding more activities 
 Job enrichment – changing nature of the job by adding more 

activities to the business and more discretion in how to do or 
perform activities. 

 
2) Grouping Jobs  

- The process of grouping jobs is also referred to as departmentalization 
normally done after jobs have been designed and then grouped into 
logical sets i.e. 
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- Departmentalization by product – set your department in relation to 
the number of products. 

- Departmentalization by function – i.e. By functional areas of 
management i.e. Financial, research, marketing, human resource 
department etc 

- Departmentalization by location/region – they are normally 
organizations that cover many regions e.g coca cola company. 

 
3) Authority and Responsibility 

- While authority is power to carry out task or assignment, responsibility 
can be defined as a duty or obligation to carry out an assignment or 
task. 

- At the level of an individual manager, when the manager assigns task 
to the organizational level, it is referred to as decentralization.  

- Delegation is the process through which the manager assigns post of 
his/her work to subordinates 

 
 
 
 
 
 
Barriers to Delegation 

i. Managers may be disorganized and therefore may not be willing to 
delegate duties. 

ii. The manager may not want the subordinate the benefit as he/she may 
be selfish. 

iii. Manager is afraid that subordinate may do much better than himself. 
iv. Subordinate may not perform or be willing to accept that kind of job. 

 
 
 
 
Decentralization 

- Maximum delegation throughout the organization result into 
disorganization. Decentralization is a situation where organization 
delegate power and decision making authority to lower level 
management. 

 
Role of Decentralization in Organization 

i. It plays the role of keeping managers who are close to problems alert 
and responsible for making decision about those problems. 

ii. It is also common where decisions are required on minor items. 
iii. It is also suitable where the evaluation is more complex or dynamic 
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4) Span of Management 
- This refers to the number of subordinate who report directly to a given 

manager. They are too commonly referred to as the wide span of 
management. 

- Wide span of management is a situation in an organization where a 
manager has a large number of subordinators who are reporting to 
him/her. 

- Narrow span of management is whereby managers have a few 
subordinates reporting to the managers this lead to all organizational 
structure. 

 
5) Managing Line and Staff Position 

- Line position is those positions in the direct chain of command with 
specific authority, accomplishing the goals of an organization. Staff 
positions are positions outside the chain of command that are 
advisory, consultative or supportive in nature. 

 
6) Organization Design 

- This is the overall configuration of position and interrelationship 
among positions within the organization.  

- Organization consist of a number of pieces put together in a certain 
way in different ways distinctive from each other in form and style 
because no too organization exactly alike how the various pieces are 
put together. 

 
7) Task determination 

- It involves determining and defining the specific that are necessary to 
accomplish the planned objectives. They are grouped in logical pattern 
or structure. 

 
 
8) Job Description 

- The activities are assigned to specific positions and people and 
delegating authority to those positions and people. 

 
C. Staffing 
 
Staffing process involves the filling up of various positions with appropriate 
individuals. This involves selection, training and appraisal of the various 
individuals involved in the project. 
Staffing involves:- 
Selection and recruitment – this involves the following stages:- 

 Defining recruitment 
- This is the preparing job description and specification. It is also 

deciding on terms and conditions of employment. 
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- Recruitment is the process of identifying the sources of 
prospective employees and stimulating them to apply for jobs in 
the organization. 

 Alteration of prospective employer or sourcing for personnel includes 
advertising using agencies and consultancy. 

 Selecting appropriate employees 
- This involves a sifting application, interviewing and testing them, 

assessing their potential, offering employment and preparing 
contracts of employment. 

- The overall aim of recruitment in selection process is to obtain at 
a minimum cost, the number of quality employees to satisfy the 
human resource needs in an organization. 

- Training and developing staff – this is the stage of teaching job 
skills. Teaching of general abilities to the management. 

- The efficiency of project depends directly on how well its 
members are trained. After employment, the staff is trained to 
do the job on which he has placed better. 

- Rules and regulations – these are provided and every staff in the 
project is expected to conform to them. 

- Renumeration – the project staff should be motivated as this 
encourages them to perform better. 

- Renumeration should be fair and provide maximum possible 
satisfaction to employees of the project. 

 

 Directing 
- This is the used of authority to channel the activities of the 

project on desired lines. The project will require continuous 
direction until completion or when the problem occurs during 
implementation. Project direction can be exercised by the 
project charter or at start up period. It can be given by project 
manager. 

 
Project direction involves:- 

 Scope of directing and use – this ensures that available resources 
are channeled to meet the objectives efficiently. 

 Delegating responsibilities – it is concerned with the delegation 
of duties and responsibilities to the project staff and 
beneficiaries. Responsibilities arise out of assigning the work. 

 Discipline and productivity – all persons serving in the project 
should be disciplined. Discipline is obedience, energy, behaviour 
and respect shown by employees and it ensures productivity. 

 Supervision – directing is also concerned with supervision. The 
project manager oversees of the project activities and must 
ensure that the staff is performing accordingly to ensure project 
productivity. Manager has a continuous responsibility of guiding 
and motivating the subordinates to work with zeal. Confidence 
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and enthusiasm thus directing includes communication, 
motivating and leading. 

 

 Controlling 
- This is the process of analyzing whether actions are being taken 

as planned and taking corrective actions to make these conform it 
planning. Planning and controlling cannot be separated. All 
activities the manager undertakes in attempting to ensure the 
actual resource conform to the planned results. 

 
 
The Controlling Process Has the Following Steps:- 

i. Establishment of control standards – standards are criteria against that 
actual results are measured. They are established to guide the control 
process. They guide managers about how things are going on. 

ii. Measurement of performance against standards – information on the 
project is gathered and analyzed and performance is measured against 
the standard. 

iii. Comparing actual and standard performance – this involves finding out 
the extent of deviations and identifying the causes of such deviations so 
that corrective action can be taken. Performance should show how 
above and below the target variation is. 

iv. Correction of deviations/remedial action – actions should be taken to 
maintain the desired control of the project, such controls include review 
of plans and goals and change on the basis of assignment of activities, 
techniques etc 

v. Supply and material control – these resources are controlled to meet 
project objectives,. It monitors the quality and quantity of resources 
before they are put in use. It involves the control of the process of 
transforming resources into products or services. 

vi. It also monitors the quality and quantity of products or services as they 
leave an organization system. 

 
Approaches to Control 

a) Steering control/preliminary control/feed back control 
- This kind monitors the quality and quantity of various resources 

before they are put in use. 
b) Concurrent control/screening control 

- This involves control of the process of transforming resources 
into products or services 

c) Post action control 
- This monitors the quality and quantity of products and services 

as they leave an organization system. 
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PROCUREMENT AND CONTRACTING PROCEDURES IN PROJECT 
IMPLEMENTATION 

- Contracts are used to procure people, plant, equipment, 
materials and services. 

- Contracts are therefore fundamental to the management of 
almost all projects especially at the point of implementation. 

- The type of contracts should be selected only after 
consideration of the nature of the parties to the project, the 
project objectives and the equitable allocation of duties, 
responsibilities and risks. 

- Procurement is the process of acquisition of materials from 
external supplies. 

- Contracts are entered into to allow for ease in procurement. 
 
Contractual issues: they include:- 

 When is the agreement contract? 

 Is a purchase order a contract? 

 What are conditions of contract? 

 Why are there different types of contracts and various terms of 
payment? 

 
 
 
Contract Planning  

i. In a planning of a contract, the promoter needs to consider 
carefully the motive in employing a contractor. Promoters 
generally employ contractors for the following reasons:- 

ii. To utilize the skills and expertise of contactors, managers, 
engineers, craftsmen, buyers etc for the limited duration of 
project. 

iii. To have the benefit of contractors special resources i.e. licensed, 
process unique plants, materials in stock. 

iv. To get contractors to take some of the risks of a project, usually 
the risk of planning to use people, plant, materials and 
subcontractors economically. 

v. To get contractors to obtain financial resources for a project and 
perhaps for operating it. 

vi. To encourage the development of successful contractors 
vii. To be free as promoters to concentrate on the objectives of 

projects, their subsequent use and other interests. 
 
Number of contractors 

- The number and sequence of contractors for goods and services can 
vary form project to project. 
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- Often a consultant or design contractors is employed just for the 
feasibility stage of a proposed project and a project management. 
Consultant to advice on risks and contract strategy. 

- For implementation, it may be appropriate for a promoter to employ 
a contractor for only a part of the project and one or more others for 
the remainder. 

- Alternatively, a project might be so large that more than one 
contractor is appropriate to share risks. For the equipment required 
for a new factory, one contractor might be employed to install 
equipments supplied by others. For example:- 

- A series of contractors can be employed in turn for construction 
work. For instance one for demolition work, another for a new 
foundation, the superstructure and building work. Others for 
designing and supplying equipment, installation etc each under 
different terms of contract. 

Contract strategy 
- The department for a contract strategy for any project should be 

based on a thorough assessment of the choices available for the 
implementation and management of design and construction. 

 
 
The Following Should Be Put Into Consideration 

 Project objectives 

 The organization system for design and implementation 

 Risk allocation 

 The terms of payment 

 The conditions of contract 

 The tendering procedure 

 The 1st step is to identify project objectives and the main constraints on 
implementation. 

 
 
 
Management Contracting 

- Management contracting is an arrangement in which the promoter 
appoints an external organization to manage and coordinate the 
design and construction phase of a project. The management 
organization does not normally execute any of the permanent works 
which are packaged into a number of discrete contracts but may 
provide specified common user and service facilities. 

- The management contractor is appointed early in the project life and 
has considerable design. 

- One advantage is that work can be divided into two or more parallel 
simultaneous contracts offering reduced duration and risk sharing. 

- Time saving can arise from better control of design change improved 
building ability, keener prices due to greater competition etc 
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Risk Allocation 

- A prime function of the contract is to allocate risks. The 
identification and consideration of risk is a logical way to develop 
the organizational and contractual policies for any project. 

- Some of the uncertainties will remain whatever type of contract is 
adopted and tender must include contingency sum for them. 

 
 
Terms of Payment 

 Price based: - the contractors in this tender submits lump sum and unit 
rule (measurements) price related. 

 Cost based: - cost reimbursable and target cost. The actual costs 
incurred by the contractor and reimbursed together with a fee for over 
beads and project. 

 
Tendering Procedure 

- Several different procedures are used for selecting vendor, suppliers, 
tenders and contractors. 

 Competitive 
- This is the open or select, involves a restricted number of bidders. 

 Two stages 
- A bidder is selected competitively early in the design process. The 

tender documents contain an outline specification or design and 
approximate quantities of the major value items. As design and 
planning proceeds, the final tender is developed from cost and price 
dates, supplied with the initial tender. 

 Negotiated  
- Usually with a single organization but may be up to three. 

 
 Continuity 

- This is where tendering competitively on the basis that bidders are 
informed that the successful party may be awarded continuation 
contracts for similar projects based on the original tender. 

 Serial 
- The bidder undertakes to enter a series of contracts usually to a 

minimum total value. it is a form of standing offer. 
 Term 

- The bidder undertakes a known type of work but without knowing the 
amount of the work for a fixed period. 

- In all cases prequalification procedure may be adopted. 
 
 
 
RECORDS IN PROJECT IMPLEMENTATION 
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- Records are documents that are used for a variety of reasons during 
project implementation. They are written documents relating to the 
activities of the project that is being implemented. 

 
 
Importance of Records in Project Implementation 

i. Used in project appraisal or evaluation 
ii. Used to communicate feedback to donors 
iii. Used for comparison purposes 
iv. Used for accounting purposes 
v. Helps in budgeting 
vi. Used for reference purposes 

 
 
The Types of Records in Project Implementation Include:- 

a) Project initiated document (PID) this document brings together all the 
information needed to start the project i.e. 

 Terms of reference 
 Acceptance criteria 
 Project organization and responsibilities 
 Project plan 
 First phase plan 
 Definition of business case 
 Risk assessment 
 End result description 

 
b) Financial record or books of account 
c) Reports and feedback 
d) Time schedules and event records 
e) Monitoring and periodic evaluation records 
f) Minutes records 
g) Personnel records 
h) Records of assets 

 
 
Storage of Records 

- Project records need to be stored safely so that they can be protected 
and retrieved when necessary. They can be kept in lockable cupboards, 
shelves, filling cabinets, boxes or electronic storage devices. 

- A paper indexing system should be used to ensure easy retrieval of 
documents 

 
 
Factors to Be Considered In Choosing Record Storage Equipment 

i. Safety provided by the equipment 
ii. Financial status of the organization 

www.kenyanexams.com

http://kenyanexams.com


 

liv 

 

iii. Available qualified staff to use the system 
iv. Available space for storage 
v. Mobility and portability of the equipment 
vi. Accessibility of the equipment to those who need to use 
vii. Durability of the equipment 
 
 
Challenges in Implementing Projects 

i. Insufficient support for the projects – this involves financial and 
managerial support which is likely to create delays. 

ii. Poor planning – this involves poorly defining of project plans e.g having 
too much detailed work that is so relevant. This may affect the real 
project parameters. 

iii. Poor management structure – formulation of poor organization structures 
with no clear distribution and allocation of responsibilities makes work 
unclear, these may lead to unmotivated staff and lack of commitment. 

iv. Poor communication within the project and its players – i.e lack of 
formalized communication system between managers and teams 

v. Lack of effective monitoring and control systems – these may lead to 
lack of integration between project plans and progress reports. 

 
 
Solutions for the Challenges 

i. Management should have focus on the results 
ii. Ensure proper definition of intermediate objectives to control time, 

cost and quality 
iii. Involving the project team members in planning to ensure all activities 

are carried out methodologically 
iv. Adopt a proper organizational structure that is flexible with clearly 

defined set of objectives and responsibilities. 
v. Ensure smooth and accurate information flow through effective 

communication system 
vi. Create a climate of cooperation and motivate the project team 
vii. Ensure effective control of the project by monitoring and evaluation 

 
 
 
Project Monitoring 

- Monitoring involves continuous observations and checking on activities 
and their results 

- The purpose is to ensure that activities are proceeding according to plan 
to provide a record of how inputs are used and to warn of deviations 
from initials and expected outcomes. 

- Monitoring is the process of checking the progress of the project. It is 
giving of information and assessing information to ensure project 
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progress. Activities with a view to ascertain whether they are in line 
with agreed work plan and number report any deviation. 

- Monitoring is important for project managers to ensure that they make 
appropriate decisions. 

- The use of the term monitoring varies with organization. Others use the 
term review 

- Purpose of monitoring 
- To provide relevant timely information to indicate to those concerned 

whether or not the operations, performance and impact of an 
intervention is as expected. 

- To ensure tasks are being carried out according to schedule. 
- To see if outputs and outcomes are achieving designed level 
- To check whether or not project impacts accords to project objectives 
- To assess whether objectives need to change in light/in view of 

experience 
 
 
Monitoring Addresses 

- Measurement of physical process of a project i.e. the review of project 
activities 

- Measurement of financial progress 
- Addresses the concern of quality control and the fitness of the project 

output for their intended purposes 
- Also helps inn giving other information that is important and specific for 

smooth running of the project. 
 
 
 
Basic concepts in monitoring 
a) Monitoring procedure 

- This is a group of activities done by people (monitors) who 
follow a plan to check program implementation. 

 
b) A monitor 

- This is a person who uses a monitoring procedure. The person 
may or may not have other program responsibility.  

 
c) Monitoring plan 

- It is a description of how specific components from a 
monitoring system will be used, when they will be used 
(scheduled) and how the results will be reported. 

 
d) Monitoring system 

- It is a group of components related to some aspects of 
program implementation 
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- Each component includes a description of a standard group of 
indicators and a description of some adjustment to make when 
the situation deviates from the standard. 

 
e) Standard  

- It is a description of the characteristics for acceptance 
conditions 

 
f) Indicator 

- This is an explicit procedure that provides trust worthy 
information about the level of performance or conditions 
related to some standards. 

 
g) Adjustment procedure 

- It is a description of what to do, when an indicator shows the 
situation deviation from ascent end performance or 
conditions. 

 
 
 
An Example of a Simple Short Monitoring Plan 
 
TIME PERIOD: SEP TO OCT, 2000/2001 
MONITORS:  Project officers/coordinators/communities/village 
committees  
STANDARDS: Community meetings where program decisions are made shall 
have  
   At least half men and half women present who live in the 
community 
 
INDICATORS: Meeting attendances figures in the minutes for each meeting. The  
   Monitors count the number of women and men present at a 
   Meeting compared with the number of men and women 
living in  
   the community. 
 
ADJUSTMENT  If the percentage of men and women present is less than 
40% then the    project manager helps the project committee 
members creates a plan  
   to increase attendance at the next meeting. 
PROCEDURES:  
 
REPORTING: Each man, the reported attendance figures or the monitor own 
counts  
   of the people attending the meeting will be included in the 
monthly 
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   report for that project. 
 
 
 
Characteristics of Appropriate Monitoring System 

i. It is continuous: throughout the life of an activity or 
organization/project  

ii. It checks mainly efficiency, the process of the work inputs, activities 
output, conditions and assumptions. 

iii. It generally involves only the insiders 
iv. Documents i.e. Monthly and quarterly reports are used 
v. Managers and staff are the main users of the information gathered. 

 
 
Areas of Project Monitoring 

Resource utilization: - resource acquisition, utilization and consumption 
are a critical component for ensuring effective and efficient 
implementation of the project. 
- To ensure that project activities are carried out, there must be 

constant and regular flow of the resource. The resources must be 
utilized for the intended purposes. 

- They should also be sourced and supplied as per the spent 
specification in terms of cost, quantity and quality. 

- Time schedule adherence a significant element in project monitoring. 
 

Benefits flows analysis:  project monitoring is done to determine flow of 
project benefit directly to the intended beneficiaries. These benefits must 
be shared and distributed equally and equitably. 
- The beneficiary must participate in the sharing of the benefits and 

even the losses accrue from the project. 
Community participation and engagement:  any project must ensure 
active, genu9ine, voluntary and popular participation and involvement of 
not only the project beneficiaries but also the community indirectly.  
- Genuine and popular participation will be monitored on the account of 

the following aspects: 
- All the members of the community (men, women, youth etc) must be 

actively involved and engaged. 
- All members of the community must participate at all level i.e. 

Project ideas implementation and management. 
- Participation in terms of sharing profits and losses accrued from the 

project. 
- Participation must not only be active but also voluntary, popularly, 

genuine and objective oriented. 
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Elements of Project Monitoring Framework 

 These are issues that needs to be put in place in project monitoring  

 We need to specify the people/offices/agencies that are going to use 
the information. Depending on who will use the information 
determines how you will present it. 

 Specify who will participate in project writing 

 What are key objective of the project? 

 Specify indicators to measure to progress 

 What methods are you to use to gather information? 

 Specify when monitoring will take place 

 Specify how the monitoring system is going to be managed 

 Specify who will manage the information 
 
 
 
Importance of Project Monitoring 

i. Monitoring can be used as some kind of accountability to 
donors/stakeholders. When you conduct monitoring you are expected 
to write a monitoring report. 

ii. It provides information and feedback that can be used for lesson 
learning 

iii. It helps to appreciate and understand changes in the evaluation e.g 
inflation 

iv. It provides information that can be used for the measurement of 
project progress 

v. It is a tool for management, implementation, monitoring system 
provides information that managers use to modify or improve 
intervention and identify solutions to problems and constraints 
before they become a crisis. 

vi. Helps to utilize resources efficiently and effectively 
vii. Helps to keep inputs ready on time 
viii. Helps to ensure work plans are followed as closely as possible 
ix. Ensure that adjustments can be made and corrective actions taken 

when necessary 
x. Stakeholders are kept informed and on time and also constraints and 

bottlenecks can be foreseen and timely solutions found. 
 
 
 
Project Evaluation 

- Project evaluation is a process of determining the extent to which 
objectives have been achieved. 
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- It is a set of procedures to appraise a projects merits and 
information about its goals, objectives, activities outcomes and 
costs 

- An evaluation can be done during implementation at its end or 
afterwards 

 
 
Aims of Evaluation 

i. To determine the efficiency of which project interventions are 
ii. To assess the effectiveness of a project 
iii. To measure the sustainability of a project 
iv. To determine the relevance of a project 
v. To determine the relevance of a project 
vi. To measure the impact of an intervention/project 

 
 
 
Scope of Evaluation/Key Evaluation Question 
 Efficiency 

- This is the measure of the relationship between output and input. It 
answers the questions: 

- How economically have the output been achieved 
- How much have been put to get what 

 
 Effectiveness 

- It is the measure of the relationship between project output and 
objective and the outcomes. It is the extent to which the 
development intervention objectives are expected to be achieved. 

 
 Relevancy 

- It measures the relationship between project output to the needs 
that were identifies. It investigates the extent to which outputs of a 
project have met the needs of the beneficiaries. 

 
 Sustainability 

- It estimates the extent to which a project will continue after 
external funding has terminated. 

 
 
Types of Evaluation 

1) Baseline survey/feasibility survey 
2) Formative/ongoing evaluation 
3) Summative/final evaluation  
4) Impact evaluation 
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Baseline Survey/Feasibility Survey 

- This is carried out before project implementation to assess and 
determine development needs and potential of the target population in 
the area. 

- It also checks on the proposed approaches and planned project activities 
Primary users of feasibility survey are:- 

 Donors  

 Implementing agencies 

 Beneficiary community 

 Researchers  

 Institutions of higher learning 
 
Formation/On-Going Evaluation 

- This is a continuous evaluation during project implementation. It 
enables the implementing personnel to check on different aspects of the 
project and their effects as well as detect problems or shortcomings in 
good time to make necessary changes. 

- Components of formative evaluation 
- Implementation evaluation 
- Progressive evaluation 
- Implementation evaluation – its main purpose is to assess whether the 

project is being conducted as planned. It is also called process 
evaluation and occur several times during the project implementation 
period. 

 
Progressive Evaluation  

- It assesses the progress of meeting the goal of the programs/project. 
Information is collected to determine the impact of activities/strategies 
on beneficiaries. 

 Primary users 
 Donors 
 Project management 
 Target group 

 
 
Summative/Final Evaluation 

- This is done at the end of project implementation. It is used to examine 
the projects effectiveness in achieving its objectives and its contribution 
to the development of the area. Final evaluation is concerned with all 
aspects of the project. The main purpose is: 

 
 To assess results and effects of the intervention 
 To draw lessons 
 To assess the impact to justify resources 
 To justify replication 
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Primary Users of Summative Evaluation 

 Donors project planner  
 Government  
 Target group 
 Who carried out summative evaluation  
 External evaluators 
 Internal evaluators 
 Project staff 
 Beneficiary communities 

 
 
 
 
 
Impact Evaluation 

- It is done 1-10 years after project implementation. Its main purpose is to 
establish sustainability of the results of the project. 

- It is used to ensure direct and indirect changes and draw lessons from the 
project. 

Main beneficiaries 
 Donors 
 Planners 
 Government  
 Researchers 
 Academics 

 
 
Types of Evaluation 

 Internal evaluators 

 External evaluators 
 
 
Internal Evaluators 

- They include people who have been included in the project i.e. Project 
team, target group and beneficiaries. They assess whether the project 
outcome achieved its intended purpose and if not they recommend 
areas of improvement or next cause of action  

 
 
 
Advantages of Using Internal Evaluators 

i. They have internal knowledge of the project 
ii. They have personal commitment to the project 
iii. Their evaluation results are easily accepted and used  
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iv. It gives them a learning experience they can use in future activities 
 
 
 
 
Disadvantages 

i. They are likely to be more subjective and blind to their own faults 
ii. They can be inexperienced and lack evaluation skills and technique 
iii. If they lack integrity, they might ignore negative aspects of the 

project and emphasize on the positive ones only. 
 
External Evaluators  

- They include professional evaluators, donors, headquarter staff 
 
Advantages  

i. Their findings seem to be more objective and more acceptable to 
funding agencies 

ii. They have more refined skills and evaluation techniques 
 
 
Disadvantages  
i. They are expensive 
ii. They lack first hand knowledge of project operations 
 
 
Evaluation involves 
a) Measuring 

- Evaluations will 1st measure what has been done in relation to what 
should have been done. If the evaluating agency is observing the work 
continuously, the performance evaluation is to be done. 

b) Reviewing 
- The purpose of a review is basically participative problem solving. It is 

also keeps the implementing team informed and alerted that their 
performance is closely checked. 

 
c) Reporting 

- All information related or collected during evaluation must be presented 
in form of a report that is represented to respective bodies’ i.e. the 
donor agency. 

 
 
d) Deciding and Taking Corrective Measures  

- This involves determining the cause of action possible to deviate from 
an undesired cause of action if any. 
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PROJECT PERFORMANCE INDICATORS 
 

- An indicator is something that points to or signifies the condition of 
something else. It is used to determine whether something is on some 
scale of measurement. 

- It indicates the degree of progress that is being achieved towards some 
goals or objectives or meeting some standard. 

 
Types of Indicators 
Direct indicators 

- These are pieces of information that express and relate to what is being 
measured e.g if information on crop yields is measured. 

Indirect indicators 
- These are essential pieces of information chosen amongst many possible 

pieces of information to serve as substitutes of proxies to answer 
question or respond to statements that are difficult to measure. 
Organization instead of direct indicators of income, indirect indicators 
of poverty are chosen. 

 
Elements of Indicators 

 Observer – has intentions/motives or skills in using apparatus 

 Apparatus/instruments 

 Object of observation 

 Actions performed by the observer with the apparatus 
 
Sources of Information Commonly Used By Indicators 

- Direct observation of conditions or performance by the monitor 
- Project records e.g finance records, committee minutes etc 
- Project committee members, community leaders, project staff and others 
- Community members (both direct and indirect beneficiaries) 

 
 
 
Tools and Techniques Used In Project Evaluation  

- Tools required for evaluation include: 
- Project document papers i.e. Legal papers, registration, agreement etc 
- Financial records and guidelines 
- Director’s articles 
- Concept papers and initial profiles 
- Funding proposals 
- Project initial plans and designs 

 
- Techniques for monitoring and evaluating a project vary from one 

situation to another. Whichever technique used, their main aim is to 
measure for efficiency and effectiveness of system and competencies that 
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exist in individuals overseeing the systems and ensure conformity to 
project goals, objectives and purposes. 

 
 
Steps in Evaluation 

 Specifying the objectives of evaluation 

 Decide on scope of evaluation 

 Select indicators and performance standards 

 Choosing information source and develop data collection procedures  

 Collect data 

 Tabulate and analyze data 

 Present findings 

 Take appropriate action, based on evaluation  
 
 
Reasons for Evaluation 

i. To determine the impacts of the project 
ii. To determine the effectiveness and efficiency of the project 
iii. To come up with corrective measures 
iv. To determine the sustainability of the project 

 
 
Challenges 

i. Lack of skills and knowledge 
ii. Lack of 1st hand information and knowledge especially for external 

evaluation  
iii. Inadequate financial resources 
iv. It is expensive with concern to external evaluation 
v. Lack of personal commitment to the project 

 
DIFFERENCES BETWEEN MONITORING AND EVALUATION 
 

MONITORING EVALUATION 

 Generally proceeds evaluation  Generally follows monitoring and 
uses records generated in 
monitoring. 

 Essentially an internal project 
team activity (but supervision 
involves external persons) 

 Usually involves personal external 
to the project 

 It is a process repeated 
frequently over the life of a 
project i.e. it is a continuous or 
ongoing activity.  

 It is a process undertaken only 
once or twice over life of a 
particular (i.e. a one off activity) 

 Great attention is paid to the 
attainment of the intermediate 

 Greater interest is in attainment 
of overall outcome of the 
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target in the project execution. project. 

 It yields time series and cross 
sectional data. Data is over time 
e.g March, June throughout the 
year. 

 It yields cross sectional data 

 Tends to concentrate on the 
efficiency of a project and so it is 
short-term. 

 Tends to be more concerned with 
the effectiveness of the project 
and so it is long- term. 

 
 
PROJECT TERMINATION 

- These are activities that are consistence with closing of the project. 
- It is ending of a project life cycle. 
- Project either casually because of excessive costs, schedule over runs or 

failure to accomplish their performance expectations. 
- They may also end if its expected results no longer have a strategic fit in 

the purpose of the enterprise. 
 
Reasons for Terminating Projects 
Projects are usually terminated for two basic reasons:- 
 
Project failure and project success 
Project failure: this means that the project has failed to meet its cost, 
schedule and technical performance objectives or it does not fit in the 
organizations future. 
Project success: this means that the project has met its cost, schedule, 
objectives and has been integrated into the customers’ organization to 
contribute to the customer’s mission. 
 
Other Reasons for Terminating Projects 

- If the project results have been achieve; if appropriate services and 
maintenance contracts can be negotiated and consummated. 

- If the project has over run its costs and schedule objectives and or is 
failing to make satisfactory progress towards attaining its technical 
performance objectives. 

- If the project owner’s strategy has changed such that the project no 
longer has a strategic fit in the owner organization’s future. 

- If the project objective is lost and thus putting the continued 
application of resources on the project in doubt. 

- Environmental changes that could emerge leading to adverse influence 
on the projects future. 

- If the priority of the project is not high enough to survive in competition 
with other higher projects. 

- Changes in the overall project goals could also lead to termination  
 
Others  
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 Economic e.g inflation 
 Environment 
 Task team factor 
 Sponsorship 
 When the project costs exceeds business benefits 

 
 
Types of Project Termination 
Natural termination – This is when the project goals have been met. 
Unnatural termination – This when some project constraints have been 
violate, performance is inadequate or the project goals are no longer relevant 
to some overall needs. 
 
Emotional Issues Project Termination Include/Effects 

i. Fear of no future work 
ii. Loss of interest in task remaining 
iii. Loss of project driven motivation 
iv. Loss of team identity 
v. Selection of personnel to be re-assigned 
vi. Division of interest 

 
The natural termination of a project is concerned with:- 

 Identification of remaining deliverables and products 

 Identification of outstanding commitments 

 Control of charges to the project 

 Screening of uncompleted task not needed 

 Closure of work orders and work packages 

 Identification of physical facilities assigned to the project 

 Identification of project personnel 

 Disposing of project materials 

 Obtaining needed certifications 

 Communicating closures 

 Closing down physical facilities 

 Agreement which clients on remaining deliverable end product 
 
Ways of Terminating a Project 
i. Termination by integration 

- Project resources are integrated with organization function or 
department to perform duty or wait for a new project. 

ii. Termination by addition 
- This is by changing the overall goal. 

iii. Termination by starvation 
- This is when a project is terminated pre-maturely. It may be due to 

over run of funds or budget cut. 
iv. Termination by extinction 
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- If project objectives are unable to meet the needs of the people or 
if it has not met i.e. if it was successful or had failed. 

 
 
Shutting Down a Project 

- Termination of a project involves bringing a project to a planned and 
orderly conclusion. Project termination should be planned with care and 
attention as are other project life cycle phase. 

- An important party of project termination is to provide assistance and 
guidance to the members of the project team who are being demobilized. 

 
The project manager should consider the following actions:- 

a) Prepare and issue a project termination plan 
b) Hold project termination meetings with the project team members to 

finalize remaining tasks. 
c) Be available for counseling with project team member about re-

assignment opportunities, emotional issues and career opportunities. 
d) Determine how the final documentation will be distributed and to 

whom. 
e) Work with team members to assure clear phase out protocols in terms of 

individual and team responsibilities. 
f) Meet with human resource individuals, managers to identify project 

termination personnel needs and assist team members in scheduling 
interviews, orientation of remaining members and incoming personnel 
who are brought in for termination of the project. 

g) Have a final meeting to thank everyone and recognize the distinguished 
contributions of project team members. 

 
 
Termination Strategies 

- In termination, a project manager would be wise to conduct an 
immediate review of the status of the work packages, along with the 
funding schedule and technical performance parameters. 

 
 
Several Other Things Must Be Done:- 
 

- Ensure that all projects deliverable end product have been provided to 
the project owner and that all project functional work is finished along 
with any close out of records. 

- Review the status of all contracts to ensure that requirements have 
been met or provisions made if such requirements have not been duly 
satisfies. 

- Work with the project team in developing and distributing a close out 
plan that provides guidance for an orderly termination of all elements of 
the project. 
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- Maintain an on going surveillance of the close out activities including 
close out of all records and the disposition of materials. 

- Notify relevant stakeholders of the termination 
- Ensure that all financial matters on the project have been satisfactorily 

terminated. 
- Assist members of the project team to find other work in other 

organizations.  
- Prepare the project history particularly a “lesson learned”, report so 

that future teams in the organization can benefit from the experiences 
of the project. 

 
Project sustainability 

- Sustainability is a characteristic of a process or state that can be 
maintained at a certain level indefinitely. 

- It is the continuation of benefits after major assistance from the donors 
has been completed. 

- Sustainability in development refers to processes and relative increase 
in local capacity and performance while foreign assistance decreases or 
shifts. 

 
 
Reasons for sustaining projects 

i. A sustainable project will not use more 
ii. Natural resources than the local evaluation can supply i.e. Can not use 

more financial resources than the local community can. 
iii. Sustainability of projects can reduce the likelihood of them collapsing 

after they have just finished. 
iv. It reduces the financial cost of development project 
v. It reduces social problems like dependence on the stakeholders’ i.e. 

External donors and their resources. 
vi. Sustainable development is also linked with continued material 

development. 
 
 
 
Factors That Lead To Project Failure 
i. A project is considered to have succeeded when it meets most or all its 

goals and objectives to the quality specification as outlined in its initials 
project development document. Some of the causes of project failure 
include:- 

ii. Overrunning of costs and schedule due to the lack of proper control 
systems and mechanisms. 

iii. Difficulties to attain goals due to extraneous (external) factors i.e. 
unforeseeable legal hurdles and complications. 
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iv. Projects outcome being inconsistent with the promoter’s intentions and 
expectations of the intended. Beneficiaries – may call for pre-mature 
termination. 

v. Lack of workable strategy and unworkable policies 
vi. Lack of appropriate level of resources 
 
Factors Leading To Project Sustainability  

 Institutional sustainability: - can the strengthened institutional structure 
continue to deliver the result of technical cooperation to end users. 
Institutional sustainability can be linked to the concept of social 
sustainability that checks on how the interventions can be sustained by 
social structures and institutions  

 Economic and financial sustainability;-  can the technical cooperation 
results continue to yield an economic benefit after the technical 
cooperation is withdrawn, economically, sustainability may be at risk if 
the end users continue to depend on heavily subsidized activities and 
inputs. 

 Ecological sustainability:-  in this case we assess whether benefits to be 
generated by the technical cooperation is likely to lead a deterioration in 
the physical environment hence indirectly contributing to a fall in 
production or the well being of groups targeted and their society. 

 Energetic sustainability: - this type of sustainability is often concerned 
with the production of energy and mineral resources. Some researchers 
have appointed to trends, which document the limits of production. 
 

 
Factors Influencing Development Sustainability 
1) Participation and ownership 

- Get stakeholders to genuinely participate in design and 
implementation. Build on their initiatives and demands. Get them to 
monitor the project and periodically evaluate it for results. 

2) Capacity building and training 
- Training stakeholders to take over should begin from the start of any 

project and continue throughout the approach should be both to 
motivate and transfer skills to prepare. 

3) Government policies 
- Development projects should be aligned with local government 

policies. 
4) Financial 

- Financial capacity of the organization determines the sustainability. 
Medium level countries find it hard to sustain projects. 

5) Management and organization 
- Activities that integrate with or add to local structures may have 

better prospects for sustainability than those that establish new or 
parallel structures. 

6) Social, gender and culture expectations 
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- The introduction of new ideas, technologies and skills requires an 
understanding of local decision making systems, gender divisions and 
cultural preferences. 

7) Technology 
- All outside equipment must be selected with careful consideration 

given to the local finance available for maintenance and 
replacement. Cultural acceptability and local capacity to maintain 
equipment and buy spare parts are vital. 

8) Environment 
- Poor rural communities that depend on natural resources should be 

involved in identifying and managing environmental risks. Urban 
communities should identify and manage waste disposal and 
pollution risks. 

9) External political and economic facts 
- Projects should not be too complicated, ambitious or expensive in 

weak countries. 
 
 
Challenges Faced In Project Sustainability 

i. Resistance to change 
ii. Lack of coordinated participation from all stakeholders 
iii. Reliance on external resources and support 
 
 
 
PROJECT REPORTS AND REPORT WRITING SKILLS 

- Project reports are instruments of communication written during or at 
terminal level of project implementation. It is a tool for communication 
amongst staffs and other intended parties including planners, policy 
makers, politicians, extension workers and beneficiaries. 

- It is written to give feedback achieved in a project to stakeholders. 
 
 
 
Utilization and Dissemination of Report Information 

- Report information is useless if it is not disseminated for use. Data 
collected at various levels should be used to:- 

i. Data collected at various levels should be used to improve program 
decisions  

ii. Project information obtained during the pre-program phase should be 
used in planning an effective program 

iii. Information obtained during formative stage of the program should 
be used in making management decisions 

iv. Project information obtained at the end of the program should be 
used to learn lessons and plan improved programs 
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v. The report helps the reader explore and undertake important 
principles, practices and procedures about the project. 

 
 
What makes a good proposal? 
Appearance 

- It should be attractive, profession with an inviting appearance. It 
should also give ease, access of the information. 

Substance 
- It should have well organized plan of work. It should have some 

technical details but not too much because it is a selling document. 
Required format 

- You should use 12.0 point font, 1 margin, 1 sided copy and single 
spaced text. And pages should be numbered. Clearly highlight the key 
points and features in each figure, break up large blocks of texts with 
headings 

 
Organization 

- A project report should be organized logically and in a sequential 
manner it should contain the following:- 

 Title page 

 Executive summary 

 Table of contents 

 Introduction 

 Statement of the problem (justification of why you carry out 
a project) 

 Goals and objectives 

 Implementation strategies 

 Target group 

 Budget 

 Monitoring and evaluation strategies 

 Management strategies and structures (size of the structure 
should not be wide) 

 
 
Key Elements of Project Proposal 
o Executive summary/project over view 
o Situation analysis and statement of the problem 
o Goals, objectives and activities and output  
o Intervention strategies/methodology of implementation 
o Target group 
o Itemized budget 
o Project schedule 
o Monitoring and evaluation 
o Management structures 
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Presentation of Project Report 
 
The project team should ensure that:- 

i. Results being reported must be interesting 
ii. Use a form of communication that catches the attention of the 

audience. 
iii. Results should be understandable 
iv. Communication in the language of intended audience 
v. Results should be convincing 
vi. Result should not be opinions of only a few. It should have a true 

picture as possible. 
vii. Results should be timely 
viii. In order to reach those who make decisions, results should be 

received on time to provide them with information before decisions 
are made. 

ix. Results should be participating 
x. The communication should decide what and who to other interest 

parties. 
 
 
NB 
Results should be present form that is useful to the audiences 
 
 
Main Ways to Present Results 
Written reports 

- Includes reports, case studies, communication case study, graphics 
 
When presenting written reports, you should:- 

 Identify the theme and stick to it 

 Identify the audience, and then use imaginative language so as to 
hold the reader’s interest. 

 Identify the communication barriers that might exist between the 
readers and the writer and be sensitive to them. 

 Be brief and easily readable. Use short sentences and clear writing 
 
Oral report 

 Drama, video, slide tape, tape recording, story telling, graphics. 

 Visual presentation 

 Photographs, drawings, video, slide tapes, cartoons, graphics. 
 
 
 
Challenges in Project Report Writing 
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1) Language barrier 
- Use of program/project becomes a problem to other report users who 

may not be conversant with jargon of development world and hence 
could be hindered in their question to communication within the 
project. 

2) Lack of communication skills 
- Requisite social and communication skills to technically express the 

project intentions and concept. 
3) Requirements for extra information 

- This involves the particular information that a donor requires to be 
provided with e.g audited accounts, reports etc 

4) Inadequate/limited resources 
5) Technical expertise 
 
 
COMMUNITY PARTICIPATION 

 Community development is a process by which efforts of people is 
united with those of outside agencies to improve the living standards 
among communities and to integrate them with the life of the 
nation. 

- The aim of community development is to organize people for planning 
and action. 

 

 Community participation is the voluntary and democratic 
involvement of people in the decisions directly affecting their lives 
and development. 

- Community participation is the involvement that may be complete or 
incomplete. Community participation is whereby community take part 
in having a share of all partaking of the project. 

 
Steps used in determining and establishing community participation in 
needs  
Assessment and decision making process 
 

A. Entry into the community 
- Communities are complex and dynamic and people might seem simple 

from outside but different when it seems to understanding their needs 
and interest in an interaction. 

 
B. Listen to the people 

- Their concerns, what they have done before, what they are 
trying to do, their feelings, hopes and expectations. You need 
to establish a dialogue with the people but do not give an 
answer to the problems since you are not a savior. 

C. Talk to the people  
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- Tell them who you are, why are you there, what you want out 
of them and communicate your presence. 

D. Gain acceptability and influence 
- This is by being patient and friendly with them and also by 

participating in their daily life activities. 
E. Let the community identify and prioritize their needs 

- This can be facilitated through an open discussion. Do not 
make decisions for them but only help them to state the 
actions. 

F. Set goals 
- Let them set the goals and how they are going to respond to 

them. Your duty is to make sure they put it under practice. 
G. The community should be let to decide on how to accomplish the goal 

 Let them decide where to get the local materials and resources. You 
also need to respect their ideas, culture and opinions and also 
propose your involvement. 

H. Start planning the project together  

 Start by setting the steps to be taken. Also answer the questions of 
who does what, when, where and how 

 Attach the resources needed to accomplish each step. 
I. Write a project proposal 

- Communicate in the document for the community members to 
donors what is required. The proposal should contain the goal, 
action and plans of the community. 

 
 
Importance of Community Participation in Project Development and 
Management 
 
It ensures sustainability of projects. 

- Sustainable development requires support and at the local 
level. This calls for active involvement of the community in 
the project and activities intended to benefit its members. 

Ownership  
- Involvement of the community at all stages of development 

encourages ownership of project. 
Self reliance  

- Through participation, people develop self reliance. People 
begin to do something about their problem. 

Partnership 
- Community participation ensures that people work in 

partnership with government to achieve meaningful 
development. 

 
 
Resource mobilization  
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- Resources can easily mobilize when communities are 
committed and involved. 

Development of community institutions 
- Community institutions continue to develop as the project 

continues to produce other benefits. Development cannot be 
adequately supported outside community that is what local 
members need to participate. 

Distribution and benefits 
- It ensures equitable distribution of benefits in favor of the 

economically weak groups. 
- It allows for the design of development projects that are 

realistic to satisfy the needs of the people. 
- Communities have power in decision making and participating 

can bring pressure or comply with decisions 
- It helps community members to become aware of their 

problems. 
 
Process of Participation 

 The process of participation follows a cycle of events and 
community members need to participate. Steps followed include:- 

 Identify the needs and seek ways and means to meet the need in 
community decisions i.e. Listen more than you talk 

 Set priorities among the action and need listed 

 Decide on plan of action based on what each need requires and 
involves 

 Implementation  

 Have an in built check list and balance for easy flow of the plan 
considering the budget and time check. 

 Evaluate the program based on achievements considering the pros 
and cons constraints and success. 

 
 
Areas of Involvement 
Community members should be involved in the following areas:- 

- Conception of the project:  community members know exactly 
what they want for themselves in terms of development project. 

- Mobilization of local resources 
- Labour provision:  this reduces the cost of project implementation  
- Decision making:  the community should participate in making key 

decisions about the project that will affect their lives 
- Monitoring and evaluation:  the community should be key 

stakeholders in monitoring and evaluation process of their projects. 
 
 
Community Participation in Resource Mobilization 
This can be done in different ways:- 
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- Identify the resources required to undertake the project and 
project activities. 

- Establishing the nature and volume of resources that are available 
within the locality 

- Determine the resource deficit by comparing the required 
resources with the available resources. 

- Put measures in place to mobilize locally available resources and 
finally look for resources from the external. 

 
When Is Community Participation Desirable  

- In very poor economies where local government have insufficient 
fund to provide basic services, there is little likelihood of resources 
being diverted to away from the community. 

- When a project being produced directly have effect on the welfare 
of the community. Community participation also involves planning 
and implementation of local projects. 

- As a form of raising awareness such as, health care by drawing 
peoples attention to need for personnel hygiene. 

- As an end in itself especially in the form of meeting when they help 
to reduce internal community tensions and when they increase 
consciousness towards a problem or a potential solution. 

 
When is community participation un-desirable? 

- Participation should not be stimulated when it is quite clear that 
people do not want to participate. There may be good reasons for 
their situation i.e. cultural reasons. 

- It is undesirable when it diverts resources away from the 
community especially if it is in form of self help. 

- It is undesirable when it involves already busy people in long hours 
of meeting or work especially where there are no real benefits to 
be gained from such meetings. What is essential is a potential 
forum to contribute ideas or get some channel for complaints when 
need arises. 

- It can be questionable when the purpose of increasing community 
involvement is really intended to increase support for a political 
party or government regime 

- It is undesirable if community participation is used as a form of 
money collection machinery e.g in the Harambee system 
exploitation may be the outcome as money collected are 
misappropriated or used for some function that will benefit only 
few in the community. 

 
 
Characteristics of Community Participation 

i. Community participation is encouraged by the government 
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ii. It increases resources but also places more demands on 
government 

iii. It improves decision making 
iv. It develops best under conditions of conflict 
v. It makes used of under-employed resources 
vi. Undemocratic, authoritation leadership is effective in stimulating 

community participation 
vii. Leaders can be relied upon to represent the interests of their 

community 
 
Obstacles of Community Participation 

a) Conflict of interest among the target groups 
b) Difficulties in organizing and mobilizing community 
c) Policy makers not respecting the real community needs 
d) Local power hierarchies and elite domination 
e) The way the productive resources are distributed in the target area 
f) Heterogeneous socio-cultural, economic and technical background of 

community members 
g) Communication problem that may hinder planning and 

implementation of projects at the local level. 
h) Illiteracy of community members 

 
Objectives of Community Participation 
 
Empowerment 

- Involves sharing power, raising awareness and strength of the 
target group. To allow the target groups to initiate actions on 
their own so as to influence the processes and outcome of 
development. 

To build beneficiary capacity 
- Sharing in management task. E.g monitoring to ensure 

sustainability that enhances the level of beneficiary interests 
and competence in project management. 

To increase project effectiveness 
- This is the degree to which a given project achieves its 

objectives. Better project design matches project services 
with beneficiary needs and constraints. 

Cost sharing  
- A beneficiary contribution in terms of labour, money, 

maintenance etc community participation facilitates a 
collective understanding and agreement on cost sharing and 
its enforcement. 

To improve project efficiency:  timely beneficiary inputs reduce delay. 
 
 
Level of Community Participation 
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 Information sharing:  to facilitate action, equipment, beneficiaries to 
undertake and perform task better. 

 Consultation:  to facilitate beneficiary interaction and feedback 
 Decision making:  in matter of design and implementation providing 

support for joint decision making 
 Initiation action:  actions/decisions on a project 
 Supporting independent committee’s interests 

 
Forms of Community Participation In Project Development Management  

 Individuals:  individuals participate in the activity because of their 
interests and expectations and benefits 

 Communities:  community can participate in the project through 
committees. These selections determines their ability to identify better 
with the community problems or feelings 

 Groups:  groups can be organized at the village level to participate in 
the project  

 Leaders:  leaders can mobilize the community to participate in projects. 
They must be able to understand what the community wants. 

 
 
SUMMARY REAL MEANING OF PARTICIPATION 
P People centred not project centred 
A Arises from people not imposed from outside 
R Reflects the underlying social norms 
T Transfers decisions making to the ultimate beneficiaries 
I Involve majority not a selected few 
C Consultation not correction based on actions 
I Inclusive of all phases of developed projects 
P Positive rather than negative response 
A Allows for feasibility wherever possible 
T Translates local ideas into activities 
I Institutional strengthening 
O Organizationally simple rather than complex 
N Natural rather than artificial 
 
Factors to Determine Community Participation 

i. Type of community 
ii. Needs/problem under consideration  
iii. Community involvement right from the beginning  
iv. Level of community awareness 
v. Existing government policies 
vi. Relations of the community and developing agencies  
vii. Attitude of change 
viii. Population composition  
ix. Community mobility  
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x. Seasonal calendars i.e. the activities that are done at an appropriate 
time and place. 

 
Project Parameters (Components of the Project) 

- In the course of the project life, focus is on 3 issues or 
parameters i.e. Quality, cost and time i.e. Quality of man power 
involved and delivery of services. 

- Cost – budget allocation as time focus on start to finish. 
Quality 

- With quality we are assured that the project will do what was 
supposed to be done on completion. This implies that quality 
dimensions have to be involved e.g 

- Identify means of verifying quality e.g through testing 
- Setting performances standards to be met 
- Specifying the types of materials to be used 
- Specifying the type of personnel to be involved  
- The above is arrived at by breaking the work into small and 

manageable units. 
Time 

- Projects have to be completed within the shortest time possible. 
After breaking the work into manageable units and determining 
the sequence of activities/events from the 1st to last: a portion 
time for each of them. We determine the duration of each step 
i.e. Time with each step is likely to complete. 

 
Cost  

- This is dependent on time. The cost of items will vary with time 
for proper estimates the work breakdown and schedule and time 
schedule should be used. While budgeting, care should be taken 
so that there is no over-estimation. To avoid wastage, diversion 
of funds and chasing a way sponsors. 

 

1 Project monitoring 

Monitoring is a continuous process of collecting and analysing information to compare how 

well a project, programme or policy is being implemented against expected results. Monitoring 

aims at providing managers and major stakeholders with regular feedback and early 

indications of progress or lack thereof in the achievement of intended results. It generally 

involves collecting and analysing data on implementation processes, strategies and results, 

and recommending corrective measures 

Monitoring is a necessary core management instrument, both for projects that might be 

encountering problems and for projects which are encountering particular success. 
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The general objective of all monitoring activity is to maximise the impact of the 

programme and, as importantly, to maximise the return on investment of EU funds 

through the achievement of public policy objectives. Benefits of monitoring extend 

beyond a given project, since lessons can be learnt and principles of best practice 

disseminated. 

Monitoring is critical to all projects. Each project should have embedded internal project 

monitoring arrangements to check progress / achievement of milestones, identify 

problems, recognise the need for change / amendment / development and ensure quality. 

Monitoring is therefore to be perceived as a positive and constructive activity supporting 

the project and helping it to realise its objectives. 

With the start of Tempus IV phase a new monitoring approach has been introduced which 

links strong desk monitoring activities and a reinforced field monitoring policy. 

Both desk and field monitoring have three functions/aspects: 

 Preventive: information on the rules & procedures - review of objectives, priorities, 

methodology, activities planned 

 Advisory: recommendations on both the content and the financial aspects 

 Control: check and assessment of the results 

There are three specific stages in project monitoring: 

2 Step 1: 

Following the launching of the project - period during which the organisation and the 

management of the consortium are set up - an exercise of field monitoring can already 

take place at that time and issue recommendations, the results of which will appear in the 

interim report (period for field monitoring: 3 to 12 months after the beginning of the 

period of eligibility) 

3 Step 2: 

Following the interim report, when the various activities of the project are deployed, the 

field monitoring concentrates more on the control of the activities, the links between the 

contents of the interim report and the situation on the ground and makes 

recommendations for the continuation of the project (period for field monitoring: after 

receipt of the interim report; in the last 6-12 months of the period of eligibility) 

4 Step 3: 

After the completion of the project, the field monitoring will aim to evaluate the results of 

the projects, its consequences, its impact, the sustainability of the activities and 

programmes set up, the multiplier effect; financial management relating to the use of the 
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grant (period for field monitoring: 3 to 15 months after the end of the period of 

eligibility). 

5 What is Monitoring & Evaluation (M&E)? 
This section provides a brief introduction to what M&E is, together with a selection 

of recommended reading and further links to help you get started.  

6 Monitoring 

...is the systematic and routine collection of information from projects and programmes for 

four main purposes: 

 To learn from experiences to improve practices and activities in the future;  

 To have internal and external accountability of the resources used and the results 

obtained; 

 To take informed decisions on the future of the initiative; 

 To promote empowerment of beneficiaries of the initiative. 

Monitoring is a periodically recurring task already beginning in the planning stage of a 

project or programme. Monitoring allows results, processes and experiences to be 

documented and used as a basis to steer decision-making and learning processes. Monitoring 

is checking progress against plans. The data acquired through monitoring is used for 

evaluation. 

7 Evaluation 

...is assessing, as systematically and objectively as possible, a completed project or 

programme (or a phase of an ongoing project or programme that has been completed). 

Evaluations appraise data and information that inform strategic decisions, thus improving 

the project or programme in the future.  

 

Evaluations should help to draw conclusions about five main aspects of the intervention: 

 relevance 

 effectiveness 

 efficiency 

 impact  

 sustainability 

Information gathered in relation to these aspects during the monitoring process provides the 

basis for the evaluative analysis. 
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8 Monitoring & Evaluation 

M&E is an embedded concept and constitutive part of every project or programme design 

(“must be”). M&E is not an imposed control instrument by the donor or an optional 

accessory (“nice to have”) of any project or programme. M&E is ideally understood as 

dialogue on development and its progress between all stakeholders. 

 

In general, monitoring is integral to evaluation. During an evaluation, information from 

previous monitoring processes is used to understand the ways in which the project or 

programme developed and stimulated change. Monitoring focuses on the measurement of 

the following aspects of an intervention: 

 On quantity and quality of the implemented activities (outputs: What do we do? 

How do we manage our activities?) 

 On processes inherent to a project or programme (outcomes: What were the effects 

/changes that occurred as a result of your intervention?) 

 On processes external to an intervention (impact: Which broader, long-term effects 

were triggered by the implemented activities in combination with other 

environmental factors?) 

The evaluation process is an analysis or interpretation of the collected data which delves 

deeper into the relationships between the results of the project/programme, the effects 

produced by the project/programme and the overall impact of the project/programme. 

 

Monitoring, Reporting & Control 

Description 

Monitoring is about assessing what work has been completed for a Programme or Project 

including costs, risks and issues. In addition the SRO and Board will routinely monitor if 

the business case continues to be viable in terms of alignment with strategic objectives. 

 This usually takes the form of the production of documentation and reports at key stages. 

Reporting provides the Programme/Project Board with a summary of the status of the 

programme/project at intervals defined by them.   

Controls usually relate to stages in projects and are established to control the delivery of 

the project’s products (outputs).   In project management controls take two forms - event 

driven and time driven.  Event driven means that the control occurs because a specific 

event has taken place. Examples of event driven controls include End-Stage Reports, 

completion of a Project Initiation Document (PID) and creation of an exception plan. 
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 Time driven controls are regular progress feedbacks. Examples of time driven controls 

include checkpoint and highlight reporting. 

This does not replace the need for the Board to maintain an overall view of progress.  

Purpose 

Monitoring is used to oversee progress of products, outputs, and outcomes.   Reporting 

advises the correct people at the correct time of positive and negative events, allowing for 

progression or remedial action as appropriate.  Controls then assist with both monitoring 

and reporting by provision of required review points such as End Stage Assessments.   

The diagram snapshot below displays some of the monitoring, reporting and control 

elements that are associated with project management in particular the area of Initiating a 

Project:- 

 

Diagram above illustrating an example of the monitoring process in a project 

environment. If this is inaccessible or you require an alternative format, please contact us 

at coe@dfpni.gov.uk 

Key Programme/Project Monitors, Controls and Reports 
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Documentation Purpose 

Business Case The Business Case effectively describes what the value is to the 

sponsoring organisation from the outcomes of the programme. 

 Managing the Business Case is about value management of 

benefits, costs, timescales and risks. 

Project Plan A comprehensive plan which clearly defines the products to be 

produced, resources and time needed for all activities, any 

dependencies between activities and points at which progress will 

be monitored and controlled with any agreed tolerances.  

Project Initiation 

Document (PID) 

This document defines all major aspects of the project and forms 

the basis for its management and the assessment of overall success. 

 There are two primary uses of the document:  

1. To ensure that the project has a complete and sound basis before 

there is any major commitment to the project  

2. To act as a base document against which the project can assess 

progress, change management issues, and ongoing viability 

questions.  

For construction projects, the content of the Project Initiation 

Document is set out in the Project Execution Plan. 

Stage Plan Provides detail of how and when the objectives for the stage are to 

be met by showing the deliverables, activities and resources 

required.  The Stage Plan provides a baseline against which stage 

progress will be measured and is used as the basis of management 

control throughout the stage. 

Work Package Sets out all information needed to deliver one or more specialist 

products.  The necessary information is collated by the Project 

Manager and used to formally pass responsibility for work or 

delivery to a team leader or member 

Change Control 

Strategy 

The Strategy documents the procedure to ensure that the processing 

of all Project Issues is controlled, including the submission, analysis 

and decision making. 

Highlight Reports To provide the Project Board (and possibly other stakeholders) with 

a summary of the stage status at intervals defined by them.  Used to 

monitor stage and project progress.  The Project Manager also uses 

it to advise the Project Board of any potential problems or areas 

where the Project Board could help. 

Checkpoint From the Team Manager to the Project Manager at a frequency 
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Documentation Purpose 

Report defined in the stage plan and/or work package detailing the status of 

work for each member of a team. 

Project Issue Log A project issue is a generic term for any matter that has to be 

brought to the attention of the Project Team and requires an answer. 

An issue can have a negative or positive impact on the project and 

includes items such as requests for change, off-specifications (this 

is an item not included in the original specification or errors or 

omissions found in work already completed which would result in 

the agreed specification or acceptance criteria not being met), 

questions and statements of concern. 

Risk Management 

Log 

Risks can be threats to the successful delivery of the Programme or 

Project. Usually they are recorded in a risk register which is used to 

manage the project’s exposure to risk that is the probability of 

specific risks occurring and the potential impact if they did. 

End Stage Report Summarises progress to date and provides an overview of the 

project as a whole, including impact of the stage on the project 

plan, the business case and identified risks.  The project board uses 

the information to decide what action to take with the project; 

approve the next stage; ask for revised plans, amend the project 

scope or stop the project 

End Project 

Report 

A report sent from the Project Manager to the Project Board, which 

confirms the hand-over of all deliverables, provides an updated 

business case, and an assessment of how well the project has done 

against its Project Initiation Document. 

Lessons Learned 

Report 

A report which describes the lessons learned in undertaking a 

project and which includes statistics from the quality control of the 

project's management products. It is approved by the Project Board 

then held centrally for the benefit of future projects.  If the project 

is one of a number attached to a programme this document will also 

be used as input to the programme review. 

Post Project 

Review 

Documents whether business benefits have been realised and 

recommendations for future improvements have been recorded. 

 This is viewed as part of the project evaluation review which 

includes the End Project Report and Lessons Learned Report. 

Characteristics of a Good Monitoring & 

Evaluation System 
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A well-designed M&E system should describe in detail the following things: 

1. Methodology or Processes for collecting and using data 

2. Purpose/uses of the data collected 

3. Type of data to be collected (both qualitative and quantitative) 

4. Frequency of data collection 

A good M&E system helps identify promising interventions early so that they can 

potentially be implemented elsewhere. Having data available about how well a particular 

project, practice, program, or policy works, it provides useful information for formulating 

and justifying budget requests. It also allows judicious allocation of scarce resources to 

the interventions that will provide the greatest benefit. 

The key characteristics of an effective M&E system are the following: 

1. It measures and reports on outputs that reflect the critical stated strategic 

objectives of the organization; 

2. It provides clear indicators against which the organization is working, and being 

measured; and that within the organization, information for the outputs being 

measured is available and verifiable. 

3. A good M&E system identifies the key issues and root of the problems that you 

want to address 

4. It must be cost-effective for the operating unit 

5. It must be result oriented 

6. The M&E system must itself be monitored and updated regularly 

7. It must track and effectively support the policy reform process 

8. Provides a user-friendly means of understanding the current status of the relevant 

policy 

9. Provides a rationale for how future performance targets are set 

10. It must be computerized 

11. It must make the decision making at management level easy and efficient 

12. It must determine the appropriateness of the institutional mechanism undertaken 

13. An effective M&E System must have ways to report the findings to those who can 

take action and use the findings for positive change 

14. It must identify the responsible persons and the finalize the actions agreed 

15. An effective and very good M&E system will be the one which reports its 

findings in a positive way and as constructive criticism. 

The standard criteria for assessing the quality of your M&E system are: 

 Utility Will the M&E system serve the practical information needs of intended 

users; 
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 Feasibility Are the methods, sequences, timing and processing procedures 

proposed realistic, prudent and cost effective; 

 Propriety Will the M&E activities be conducted legally, ethically and with due 

regard for the welfare of those affected by its results; 

 Accuracy Will the M&E outputs reveal and convey technically adequate 

informatio 

 

 

 

 

Monitoring and Evaluation is important because: 

 it provides the only consolidated source of information showcasing project progress; 

 it allows actors to learn from each other‟s experiences, building on expertise and 

knowledge;  

 it often generates (written) reports that contribute to transparency and accountability, 

and allows for lessons to be shared more easily; 

 it reveals mistakes and offers paths for learning and improvements; 

 it provides a basis for questioning and testing assumptions; 

 it provides a means for agencies seeking to learn from their experiences and to 

incorporate them into policy and practice;  

 it provides a way to assess the crucial link between implementers and beneficiaries on 

the ground and decision-makers; 

 it adds to the retention and development of institutional memory; 

 it provides a more robust basis for raising funds and influencing policy. 

   

 

 

9  Project Appraisal 

10 Summary 

This session will define project appraisal and introduce dimensions of project appraisal, 

including issues of social acceptability/desirability, environmental friendliness, technical 

feasibility/ appropriateness, gender sensitiveness, economic soundness and ability to be 

sustainable and most importantly financial viability. 
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11 Introduction 

Project appraisal is the process of assessing and questioning proposals before resources are 

committed. It is an essential tool for effective action in community renewal.  It‟s a means by 

which partnerships can choose the best projects to help them achieve what they want for 

their community.     

But appraisal has been a source of confusion and difficulty for projects in the past.  Audits 

of the operation of Single Project Budget schemes have highlighted concerns about the 

design and operation of project appraisal systems, including: 

Mechanistic, inflexible systems  

A lack of independence and objectivity 

A lack of clear definition of the stages of appraisal and of responsibility for these stages 

A lack of documentary evidence after carrying out the appraisal 

It‟s no surprise that audits or inspections aren‟t impressed with the quality of appraisals, and 

are specifically found with problems like;  

Individual appraisals which do not cover the necessary information or provide only a 

superficial analysis of the project 

Particular problems in dealing with risks, options and value for money 

Appraisals which are considered too onerous/burdensome for smaller projects 

Rushed appraisals 

Project appraisal is a requirement before funding of programs is done.  But tackling 

problems like those outlined above is about more than getting the systems right on paper.  

Experience in projects emphasizes the importance of developing an „appraisal culture‟ which 

involves developing the right system for local circumstances and ensuring that everyone 

involved recognizes the value of project appraisal and has the knowledge and skills necessary 

to play their part in it.  

12 What can Project Appraisal Deliver? 

Project appraisal helps project initiators and designers to; 

Be consistent and objective in choosing projects 

Make sure their program benefits all sections of the community, including those from ethnic 

groups who have been left out in the past 

Provide documentation to meet financial and audit requirements and to explain decisions to 

local people. 

 

Appraisal justifies spending money on a project.   

Appraisal asks fundamental questions about whether funding is required and whether a 

project offers good value for money.  It can give confidence that public money is being put 
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to good use, and help identify other funding to support a project. Getting it right may help a 

community make its resources go further in meeting local need 

 

Appraisal is an important decision making tool.   

Appraisal involves the comprehensive analysis of a wide range of data, judgments and 

assumptions, all of which need adequate evidence. This helps ensure that projects selected 

for funding: 

Will help a partnership achieve its objectives for its area 

Are deliverable 

Involve local people and take proper account of the needs of people from ethnic minorities 

and other minority groups 

Are sustainable  

Have sensible ways of managing risk. 

 

Appraisal lays the foundations for delivery.   

Appraisal helps ensure that projects will be properly managed, by ensuring appropriate 

financial and monitoring systems are in place, that there are contingency plans to deal with 

risks and setting milestones against which progress can be judged.   

13 Getting the system right 

The process of project development, appraisal and delivery is complex and partnerships 

need systems, which suit local circumstances and organization.  Good appraisal systems 

should ensure that: 

Project application, appraisal and approval functions are separate 

All the necessary information is gathered for appraisal, often as part of project development 

in which projects will need support 

 Race/tribal equality and other equality issues are given proper consideration 

Those involved in appraisal have appropriate information and training and make appropriate 

use of technical and other expertise 

There are realistic allowances for time involved in project development and appraisal 

Decisions are within a implementers‟ powers 

There are appropriate arrangements for very small projects 

There are appropriate arrangements for dealing with novel, contentious or particularly risky 

projects. 

14 Appraising a project 
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15 Key issues in appraising projects include the following. 

Need, targeting and objectives 

The starting point for appraisal: applicants should provide a detailed description of the 

project, identifying the local need it aims to meet.  Appraisal helps show if the project is the 

right response, and highlight what the project is supposed to do and for whom.   

Context and connections 

Appraisal should help show that a project is consistent with the objectives of the relevant 

funding program and with the aims of the local partnership.  Are there links between the 

project and other local programs and projects – does it add something, or compete? 

Consultation 

Local consultation may help determine priorities and secure community consent and 

ownership.  More targeted consultation, with potential project users, may help ensure that 

project plans are viable. A key question in appraisal will be whether there has been 

appropriate consultation and how it has shaped the project  

Options 

Options analysis is concerned with establishing whether there are different ways of achieving 

objectives.  This is a particularly complex part of project appraisal, and one where guidance 

varies.  It is vital though to review different ways of meeting local need and key objectives. 

Inputs 

It‟s important to ensure that all the necessary people and resources are in place to deliver the 

project.  This may mean thinking about funding from various sources and other inputs, such 

as volunteer help or premises.  Appraisal should include the examination of appropriately 

detailed budgets. 

Outputs and outcomes 

Detailed consideration must be given in appraisal to what a project does and achieves: its 

outputs and more importantly its longer-term outcomes.  Benefits to neighborhoods and 

their residents are reflected in the improved quality of life outcomes (jobs, better housing, 

safety, health and so on), and appraisals consider if these are realistic.  But projects also 

produce outputs, and we need a more realistic view of output forecasts than in the past.   

Value for money 

This is one of the key criteria against which projects are appraised.  A major concern for 

government, it is also important for local partnerships and it may be necessary to take local 

factors, which may affect costs, into account.   

Implementation 
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Appraisal will need to scrutinize the practical plans for delivering the project, asking whether 

staffing will be adequate, the timetable for the work is a realistic one and if the organization 

delivering the project seems capable of doing so.   

Risk and uncertainty  

You can‟t avoid risk – but you need to make sure you identify risk (is there a risk and if so 

what is it?), estimate the scale of risk (if there is a risk, is it a big one?) and evaluate the risk 

(how much does the risk matter to the project.)  There should also be contingency plans in 

place to minimize the risk of project failure or of a major gap between what‟s promised and 

what‟s delivered. 

Forward strategies 

The appraisal of forward strategies can be particularly difficult, given inevitable uncertainties 

about how projects will develop.  But is never too soon to start thinking about whether a 

project should have a fixed life span or, if it is to continue beyond a period of regeneration 

funding, what support it will need to do so.  This is often thought about in terms of other 

funding but, with an increasing emphasis on mainstream services in neighborhood renewal, 

appraisal should also consider mainstream links and implications from the first. 

Sustainability 

In regeneration, sustainability has often been talked about simply in terms of whether a 

project can be sustained once regeneration funding stops but sustainability has a wider 

meaning and, under this heading, appraisal should include an assessment of a project‟s 

environmental, social and economic impact, its positive and negative effects.   

While appraisal will focus detailed attention on each of these areas, none of them can be 

considered in isolation.  Some of them must be clearly linked – for example, a realistic 

assessment of outputs may be essential to a calculation of value for money.  No project will 

score highly against all these tests and considerations.  The final judgment must depend on a 

balanced consideration of all these important factors.   

16 Checklist for project appraisal 

Whether you are involved in a partnership with an appraisal system in place, or starting to 

design one from scratch, these questions are worth asking. 

Are appraisals systematic and disciplined with a clear sequence of activities and operating 

rules? 

Is there an independent assessment of the project by someone who has not been involved 

with the development of the project? 

Does the appraisal process culminate in clear recommendations that inform approval (or 

rejection) of the project? 

Is the approval stage clearly separate? 
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Is the appraisal process well documented, with key documents signed, showing ownership 

and agreement, and allowing the appraisal documentation to act as a basis for future 

management, monitoring and evaluation? 

Does the appraisal system comply with any relevant government guidance  

Are the right people involved at various stages of the process and, if necessary, how can you 

widen involvement?   

Proposed real life project Appraisal Case Study: 

 

 

 

 

17  

18 Case study:  Building a Pit Latrine with 4 stances at one of the schools 

in Kasese, Kyabarungira Sub County: 

This case study is sourced from the New Vision of Monday, August 4th 2003. Summary data 

of the proposed project: 

1. Name: Modern Pit Latrine in Kasese District, Kyabarungira sub county. 

2. Location: Kyabarungira Sub County 

3. Proposed goal: Improvement of sanitary conditions in Kasese suffering from shortage of 

Latrines. 

4. Project Execution: School authority, parent associations, civil society and Kyabarungira 

sub-county authorities. 

5. Financing: School authorities, Kyabarungira sub county council, Kasese District Coucil, 

Ministry of Education and possibly a donor and international NGOs. 

Project description: According to the New Vision text, (see page 25) shortage of latrines has 

hit Kasese schools. It is revealed that Ministry of Education‟s policy stipulates one stance for 

only 25 pupils. In contrast, the current status in Kasese schools is one stance for 120 pupils. 

This reveals that there is urgent need for about four extra stances for one stance in use. 

The proposed project is therefore to initially build 4 pit latrines of 30 feet deep, 4 feet wide 

and 20 feet long with 5 separate square stances 4*4, 5 doors and 5 windows at one of the 

schools in Kyabarungira sub county. 

19 Project Justification    

For the participants to apply their newly acquired or 

enhanced project appraisal competencies to a 

practical case study. Namely; building 4ft by 20ft 

and 30ft deep, with five stances, five doors, five 

windows, school latrine at one of the schools in 

Ainamoi sub county (see New Vision article in 

project identification page) 
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This will immediately improve sanitary conditions at the school, reduce the incidence of 

terminal sickness and enhance learning conditions at the schools. 

20 Project risks 

There are expected to be project risks mainly due to lack of funds, lack of appropriate 

building skills, bureaucratic corruption, and interferences from local politicians and there 

may be lack of space. 

These aspects are normally presented in a project analysis log frame matrix for a focused 

appreciation of the main features and their linkages. A typical project log frame matrix is 

summarized below.  
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Table 1. Proposed project Analysis Log frame Matrix 

21 Narrative Summary 22 Verifiable 

Indicators (OVI) 

23 Means Of 

Verification (MOV) 

24 Important 

Assumptions 

1. Goal 

Improvement of sanitary 

conditions and elimination 

of total disease in Kasese 

Schools, Kyabarungira Sub 

County 

Provision of one 

stance latrine for 

only 25 pupils 

Progress report by; 

School authorities 

Parent Association 

Kyabarungira sub 

county 

District Council 

Availability of funds 

Available space 

Local councils 

Education policy 

compliance 

2. Purpose  

Construction of 4 latrines at 

one of the schools in 

Kyabarungira sub county 

Dimensions of 4 ft 

wide, 20 ft long 

and 30 ft deep 

with five stances 

with a lockable 

door and window 

Progress and status 

report 

Funds 

Building skills 

Local politics 

External support 

1. Output  

Completion of 7 latrines 

4 latrines with five 

stances 

Completion report Respect of contractual 
terms and timing 

2. Activities 

 Hiring builders 

 Procurement of 

materials 

 Training local staff 

Funds available 

Space allocated 

Materials 

purchased 

Completion report 
Timely follow-up‟ 

School authorities 

County council 

3. Financing 

 School 

 Contributions 

 Council 

 District 

 Others 

Funds available Progress report Willingness to support 

the project 

6. Commissioning 4 modern pit 

latrines 

Completion report Official 

commissioning 
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25 Feasibility Study  

26 During the process of project appraisal a feasibility study may be undertaken to establish 

the justification of the identified project in all of its relevant dimensions, including its 

technical design, economic and financial viability, environmental compliance and social 

acceptability; as well as its conformity with the national development objectives and 

priorities and the relevant policy, legal and regulatory framework. The aim of a feasibility 

study is to initially identify the following aspects: 

i. Development objectives against which the project proposed conforms 

ii. Policy framework and detailed project objectives 

iii. Technical soundness of the project 

iv. Administrative feasibility of the project 

v. The economic and financial viability of the project proposal 

vi. The status of demand for the project beneficiaries 

vii. Considerations of customs and traditions of project benefactors, issues of 

compatibility 

viii. Other important policy and cross cutting issues (gender, environment, HIV/AIDS) 

The results of a feasibility study influences decisions to commit or not commit scarce 

resources to a given project proposal 

An important analytical tool that underpins the value of undertaking a feasibility study is the 

use of production possibility curve. This tool is extremely useful in underscoring the efficient 

allocation of scarce financial and human resources, as exemplified below by the trade offs 

between production of milk and matooke. 

The natural resource bases of districts in Uganda are largely in the context of land and 

human resources. The process of transforming these resources involves a choice in the use 

of land and human power. In the background of traditional land use with majority of the 

population largely rural and with very little education, these factors limit the level of 

production in the districts. This situation notwithstanding, the government is determined to 

fight the current high levels of poverty in rural areas through a number of government 

policies. In particular, poverty reduction policies, UPE and PMA. The implementation of 

these policies implies making a choice with respect to the use of available land and human 

resources.  A tool known to illustrate the effect of choice in the use of such resources to 

bring about the desired change in the social economy is the following Transformation 

Production Possibility Curve. 

In other words, a district can choose only to be involved in livestock production, only 

agricultural products, or to produce both at a certain level of output combination as 
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indicated by the curve below. The curve indicates the units that would be sacrificed if one 

more units of agricultural products are produced (i.e. the of  tradeoffs) 

The curve illustrates that the economy would be at an optimal level of production when total 

output is comprised of 7,000 liters of milk and 1,000 tones of matooke. At this point, 

producing one extra litre of milk would cost 0.14 tones of matooke and vice versa.    

Transformation Production Possibility Curve- Litres of Milk Vs Tons of Matooke 

 

Note 

1. Production at: 

a) D represents optimal utilization of available resources   

b) C is sub-optimal utilization of resources, being inside the  production possibility curve             

c) Z is an impossible case as it is outside the production possibility curve 

2. Trade offs and Opportunity costs 

1 litre of milk        = 0.14 tons of Matooke 

1 Ton of Matooke = 7 litres of milk 

The curve depicts that the economy would be at an optimal level of production when total 

output is made of 7000 litres of milk and 1000 tons of Matooke. At this point producing one 

extra litre of milk would cost 0.14 tons of Matooke and vice versa. 

27 Project appraisal in relation to technical, economic, financial, social, 

and environmental analyses;  
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During project appraisal, hard questions will be asked and the answers will determine 

whether the project proposal will be adopted or rejected. The questions raised will include 

concerns such as the appropriateness of project objectives, size, scope, implementation 

methods and modalities, implementation time scale, and the project technical, financial, 

economic, institutional, environmental, social and distributional justification of the project. 

A well prepared and assessed project preparation and an appraisal consumes large amounts 

of data and therefore requires an equipped office with computer facilitation as depicted in 

the figure below; 

Figure; A modern office with computer access  

 

(a) Technical analysis  

Technical analyses of a project is aimed at ensuring the following: 

i. To confirm the source of the project proposal, nature of the studies – including 

feasibility studies undertaken before the proposal, and the nature of decisions taken 

by all relevant authorities involved 

ii. That the problem or the need to be resolved by the project has been clearly stated 

iii. That the project has been clearly spelled out with the correct technical design details 

(such as size, location, timing, and technology) 

iv. That the required materials have been correctly determined and their source 

identified 

v. That the costs of the project have been clearly established, expected product prices 

projected, and payment modalities and schedules agreed to 

 

(b) Economic Analysis 

The need for economic analysis arises out of the fact that Higher Local Governments 

(HLGs) operate within limited resources. As a result, some difficult choices of where to 

commit limited resources from a large pool of deserving and competing priorities and needs 

must be made by HLG officials. The economic costs and benefits of a project are estimated 

through the application of a cost-benefit analysis, i.e. evaluating both the implicit and social 

cost-benefits of a project. For profit making projects, profitability tools like Net Present 

Value, Internal financial rate of return, Pay Back Period and Incremental Profit are used to 

estimate the viability of the project. 
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HLGs do not generally operate on profit motivation when considering projects; therefore, 

social cost-benefit analysis is most applicable for HLGs. In a cost benefit analysis, one must 

ask basic questions as to what costs and benefits should directly and indirectly accrue to the 

target beneficiaries in terms of poverty reductions, enhanced savings, improved medical care, 

educational, water and health services. 

The figure below illustrates the participatory process including especially the beneficiaries of 

medical, water and sanitation in the design and discussion of project formulation. The 

participatory process allows for more ideas to be incorporated into the project, and often 

increases the success of the project. 

28 Figure; Participatory Planning  

 

(c) Financial Analysis takes a hard look at the funding sources for the project both in 

terms of completing the project and for its sustained operation.  This analysis should 

question if; 

i. The HLG would fund the project from internal resources? 

ii. The HLG would fund the project from external resources? 

iii. The external resources would be borrowed funds? 

iv. If the funds are to be borrowed, would the HLG be able to pay back the loan with 

accrued interest? 

v. Would the external resources be a grant from the central government or from any 

other source? 

vi. Would the HLG co-fund the project with an outside donor, whether it is a central 

government or another development partner? 

vii. Would effective cost recovery mechanisms aimed recouping the project costs be put 

in place? 

viii. Would financial management modalities be put in place to record the transactions 

during implementation and operation of the project? Documents could include 

cashbook, assets register, bank statements, balance sheet (accruals accounting), 

income statements (or receipt and payment schedules), etc  

29 d) Environmental Analysis 
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30 Depending on the nature of the project, it is important that the project is seen to comply 

with the various environmental requirements as administered by the National Environmental 

Management Authority (NEMA). Specifically, the project should comply with the provisions 

of the National Environment Statute (1995) and the Environmental Impact Assessment 

(1998). Environmental aspects that projects would have to address include; 

Public health and occupational safety 

Control of air, water and land pollution  

Management of renewable natural resources (plants and animals) 

Efficient use of natural resources through multiple use, recycling and erosion control 

Conservation of unique habits (forests, game reserves) for rare species and cultural 

preservation 

31 Figure; Environmental pollution and degradation  

 

e) Social Analysis 

The validity of the planners‟ assumptions about the social conditions are tested through 

social analysis. Where necessary, adjustments should be made so that the project goals are 

expressed in terms that have more meaning for both the project population and the 

implementing agencies. Social analysis focuses on four areas indicated below;  

i. The social-cultural and demographic characteristics of the project population – its 

size and social structure, including ethnic, tribal and class composition 

ii. How the project population has organized itself to carry out productive activities, 

including the structure of households and families, availability of labor, ownership of 

land, and access to and control of resources 

iii. The project‟s cultural acceptability; in other words, its capacity both for adapting to 

and for bringing about desirable changes in people‟s behavior and in how they 

perceive their needs 

iv. The strategy necessary to elicit commitment from the project population and to 

ensure their sustained participation from design through to successful 

implementation, operation and maintenance  

The figure below depicts a situation still prevailing in certain areas in Uganda where the girl 

child is relegated parental duties at an early age while the brother goes to school 
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32 Figure showing gender discrimination  

 

 

 

f) Cross cutting issues 

The above mentioned principles of social analysis are equally relevant in appraising the 

impact of cross cutting issues, such as HIV/AIDS, environment, and gender issues, on the 

viability of a project. This is particularly relevant when making sure that the indirect costs 

and benefits attributable to crosscutting issues are fully articulated and considered in 

estimating the overall cost benefit of the proposed project. 

   

Project Termination 

Project termination is one of the most serious decisions a project management team and 

its control board have to take. It causes frustration for those stakeholders who sincerely 

believed - and in most cases still believe – that the project could produce the results they 

expected, or still expect. The project manager and his or her team members, very 

important stakeholders of the project as well, will feel that they personally failed. They 

also will be scared of negative consequences for their careers; their motivation and 

consequently, productivity will decrease significantly. 

33 Project Termination 

Project termination is sometimes also called project close-out or final shutdown. 

During this phase the people involved are acknowledged for their achieved goals and the 

work is considered complete.  

First lets look at what a successful project is: 

"A project is successful when:  

 The objectives of the project have been achieved to the full satisfaction of the users, 

 All closeout activities have been completed, and 

 All designated interests, including the project's sponsor and/or initiator officially 

accept the project results or products and close the project." (Wideman, n.d.) 
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34 Why Terminate? 

Projects usually are terminated for two basic reasons: project success or project failure. 

Senior managers, who “own” the project and who see the project as a building block in 

the design and execution of organizational strategy, must create a cultural ambience that 

encourages projects to be successful, but also allows a project to fail if it has lost its 

strategic fit in the organization’s plans for the future (Celand, Ireland)  

However, all project terminations don't necessarily mean the project ended successfully. 

Either way though, there are some steps that should be taken.  

35 Steps to Take in Termination  

 Finalize all outstanding contracts to vendors, suppliers or customers including 

final payments (in some cases, according to federal regulations, project-related 

revenue that is earned on or before project termination is considered program 

income. If it is earned after project termination, it is an external sale.) 

 Transfer any responsibilities necessary 

 Reassign the project team members to other duties 

 Release all remaining resources such as materials 

 Complete the final accounting on the project such as totally final costs, paying 

bills, etc so you can "close the book" 

 Document the results of the project and make recommendations for future 

projects (opportunity for learning and anticipating new risks) 

 Presentation of the system and approval (or rejection) of the system by the client 

according to acceptance criteria set forth in the Project Agreement 

 Installation and field testing as applicable 

  

Project Termination 

• A project can be said to be terminated when work on the substance of the 

project has ceased or slowed to the point that further progress is no longer 

possible 

• There are four fundamentally different ways to close out a project: extinction, 

addition, integration, and starvation 

 

Termination by Extinction 

• The project may end because it has been successful and achieved its goals 
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• The project may also be stopped because it is unsuccessful or has been 

superseded 

• A special case of termination by extinction is “termination by murder” which can 

range from political assassination to accidental projecticide 

• Two important characteristics of termination by murder are the suddenness of 

project demise and the lack of obvious signals that death is imminent 

• When a decision is made to terminate a project by extinction, the most 

noticeable event is that all activity on the substance of the project ceases 

 

Termination by Addition 

• If a project is a major success, it may be terminated by institutionalizing it as a 

formal part of the parent organization 

• Project personnel, property, and equipment are often simply transferred from 

the dying project to the newly born division 

• The transition from project to division demands a superior level of political 

sensitivity for successful accomplishment 

 

Termination by Integration 

• This method of terminating projects is the most common way of dealing with 

successful projects, and the most complex 

• The property, equipment, material, personnel, and functions of the project are 

distributed among the existing elements of the parent organization 

 

Termination by Starvation 

• This type of project termination is a “slow starvation by budget decrement” 

• There are many reasons why senior management does not wish to terminate 

an unsuccessful or obsolete project: 

– Politically dangerous to admit that one has championed a failure 

– Terminating a project that has not accomplished its goals is an admission of 

failure 
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When to Terminate a Project 

• Some questions to ask when considering termination: 

– Has the project been obviated by technical advances? 

– Is the output of the project still cost-effective? 

– Is it time to integrate or add the project as a part of regular operations? 

– Are there better alternative uses for the funds, time and personnel devoted to 

the project? 

– Has a change in the environment altered the need for the project’s output? 

 

When to Terminate a Project 

• Fundamental reasons why some projects fail to produce satisfactory answers to 

termination questions: 

– A project organization is not required 

– Insufficient support from senior management 

– Naming the wrong person as project manager 

– Poor planning 

• These and a few other reasons are the base cause of most project failures 

• The specific causes derive from these, fundamental issues 

 

The Termination Process 

• The termination process has two distinct parts 

– First is the decision whether or not to terminate 

– Second, if the decision is to terminate the project, the termination process must 

be carried out 

• The actual termination can be planned and orderly 

• Special termination managers are sometimes useful in shutting down a project 

• The primary duties of the manager in charge of termination can be 

encompassed in nine general tasks 

• Duties of the termination manager: 

1. Ensure completion of the work, including tasks performed by subcontractors 
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2. Notify the client of project completion and ensure that delivery is accomplished 

3. Ensure that documentation is complete including a terminal evaluation of the 

project deliverables and preparation of the project’s Final Report 

4. Clear for final billings and oversee preparation of the final invoices sent to the 

client 

5. Redistribute personnel, materials equipment, and any other resources to the 

appropriate places 

6. Clear project with legal counsel or consultant 

7. Determine what records to keep 

8. Ascertain any product support requirements, decide how each support will be 

delivered, and assign responsibility 

9. Oversee the closing of the project’s books 

 

The Final Report- A Project History 

• The final report is the history of the project 

• It is a chronicle of the life and times of the project, a compendium of what went 

right and what went wrong 

• The required information is contained in the master plan, all project audits, and 

evaluations 

• The precise organization of the report is not of great concern; the content is 

• Several Subjects should be addressed in the final report: 

– Project performance 

– Administrative performance 

– Organizational structure 

– Project and administrative teams 

– Techniques of project management 

• For each element covered in the final report, recommendations for changing 

current practice should be made and defended 

• Equally important are comments and recommendations about those aspects of 

the project that worked unusually well 

• The fundamental purpose of the final report is to improve future projects 
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In contrast to that, we are convinced that conscious project termination at the 
right time, based on clear and well communicated criteria, profoundly discussed 
with the whole project management team, and finally mutually decided, is one of 
the boldest actions the involved or affected members of an organization can take. 

What can we do to avoid those negative consequences? Here, we list what we 
hear in our training, consulting, and coaching sessions, together with our own 
experiences: 

• A clearly communicated strategy of the organization 

• Clearly communicated reasons why and how the project supports that 
strategy, and under what conditions it does not 

• Clearly set and communicated project success criteria (in terms of scope, 
schedule, and budget), if possible clearly set and communicated termination 
criteria 

• High level management attention, even for smaller projects, and even then 
when everything still seems to be on track 

• Periodical review meetings with the control board 

• Open discussions with the control board about problems and possible 
solutions or alternatives, including termination 

• In case the project has to be terminated, a clear commitment of the control 
board and high level management towards the project management team in 
order to enable the team to follow the project closure procedures 

• Upon successful termination, similar rewards and incentives for the project 
manager and his or her team as with regular project closure 

Reasons Why Project Termination Becomes Necessary 

• Technical reasons 

• Requirements or specifications of the project result are not clear or 
unrealistic 

• Requirements or specifications change fundamentally so that the 
underlying contract cannot be changed accordingly 

• Lack of project planning, especially risk management 

• The intended result or product of the project becomes obsolete, is not any 
longer needed 

• Adequate human resources, tools, or material are not available 

• The project profit becomes significantly lower than expected, due to too 
high project cost or too low project revenue 

• The parent organization does not longer exist 
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• The parent organization changes its strategy, and the project does not 
support the new strategy 

• Force majeure (e.g. earthquake, flooding, etc.) 

• Necessary conditions disappear 

• Lack of management support 

• Lack of customer support 

When ever along the life cycle of a project it becomes clear that we have to 
terminate it, there will be achievements we need to document. The least 
achievement is new knowledge and experience about what does not work. We 
need to document this so that the organization does not run into a similar 
situation again. Therefore, we emphasize again that it is vital to run the regular 
project closure procedures for a project we have to terminate. As such, adequate 
project termination marks successful project management. 

Please, refer also to sub-section Project Management Closeout for some special 
issues, as well as to Free Checklists for a project closure checklist.  

 

 

Project Sustainability 

What is Sustainability?  

“Sustainability” refers to the continuation of a project’s goals, principles, and efforts  

to achieve desired outcomes. Although many grantees think that guaranteeing the  

sustainability of a project means finding the resources to continue it “as is” beyond  

the grant period, ensuring sustainability really means making sure that the goals of  

the project continue to be met through activities that are consistent with the current  

conditions and workforce development needs of the region, including the needs of both  

workers and industry.  

Grantees are reminded that the expenditure of any grant funds on activities related  

to sustainability and sustainability planning must be consistent with the grantee’s  

statement of work, and in accordance with all relevant rules and regulations that apply  

to their grants. When expending grant funds on activities related to sustainability and  

sustainability planning, grantees are reminded that they must adhere to Federal rules and  

regulations on outreach, fund raising, lobbying, and all other relevant and applicable rules  

and regulations.  

A project is sustainable when it 

www.kenyanexams.com

http://kenyanexams.com


 

cvii 

 

continues to deliver benefits to the 

project beneficaries and/or other 

stakeholders for an extended period 

after the financial support has 

been terminated. ( 

PROJECT SUSTAINABILITY 

• How to ensure sustainability? 

• What could be hindrances for sustainability? 

• Some tips 

• Project level factors 

• External factors 

HOW TO ENSURE SUSTAINABILITY? 

- PROJECT LEVEL FACTORS 

• Quality of project planning 

• Real needs 

• Involvement of project group; sense of ownership and 

motivation 

• Participation of target groups 

• Leadership and management 

• Resources for continuation 

• Integration and dissemination of good practices 

3 

HOW TO ENSURE SUSTAINABILITY? 

- EXTERNAL FACTORS 

• Institutional support 

• Support from municipal/regional/national authorities 

WHAT COULD BE HINDRANCES FOR SUSTAINABILITY? 

• Political environment 

• Financial and personnel resources 

SHOULD EVERY PROJECT BE SUSTAINALBE? 
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• Needs of society/ target group may change 

• Reseach project may end up to the result that continuation is 

not needed or planned activity is not possible to implement 

TIPS TOWARDS SUSTAINABILITY FOR THE VERY LAST 

STATE OF THE PROJECT 

• Re-checking of target groups and benificaries and their needs 

• Tailor-made marketing and dissemination of project outputs 

• Creation of needs 

• Functioning co-operation networks (across the borders) 

• Written agreements 

• Function and aim of the network after the end of the 

project 

• Making sure that the gained knowledge remains in 

organisation 

 

PROJECT PROPOSAL WRITING 

Proposal 

Definition 

A document that offers a solution to a problem or a course of action in response to a 

need.A project proposal is basically a document that describes you project in detail, as 

well as the strategy and tactics you plan to use to achieve its completion. There are 

several formats to follow in order to develop a good project proposal.  

The nature of the project proposal is basically the area where the project belongs to. The 

nature of a project can be construction improvements, Machine improvements, New 

electronic design, etc.Types of proposals include internal proposals, external proposals, 

grant proposals, and sales proposals. 

A formal description of the creation, modification or termination of a contract. A 

proposal may serve as the blueprint for a future agreement and may be accepted or 

rejected by the entity or entities that receive it. 

A proposal is a plan, a scheme, an offer to be accepted or rejected: to make proposals for 

peace.An overture is a friendly approach, an opening 
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Audience. A proposal offers a plan to fill a need, and readers will evaluate your plan 

based on how well you answer their questions about what you are proposing to do, how 

and when you plan to do it, and how much it will cost. Because proposals often require 

more than one level of approval, take all your readers into account as you answer their 

questions. Consider especially their levels of technical knowledge of the subject. For 

example, if your primary reader is an expert on your subject but a supervisor who must 

also approve the proposal is not, provide an executive summary written in nontechnical 

language. You might also include a glossary of terms used in the body of the proposal or 

an appendix that explains highly detailed information in nontechnical language." 

(G. Alred, C. Brusaw, and W. Oliu, Handbook of Technical Writing, Bedford, 2006)  

  Analyzing the Effectiveness of a Proposal 
"[T]he success of a proposal rests totally on the effectiveness of the argument--how 

convincingly the writer argues for a plan . . . and how well the writer convinces the reader 

that the proposing organization is the best one to do the work. 

 

"The following questions are useful in analyzing the effectiveness of the argument:  

 What does the soliciting organization really want? 

 What is the problem that needs to be solved? 

 What approaches to the solution will be viewed most favorably? 

 What approaches will be viewed unfavorably? 

 What objections will our plan elicit?  

Project Proposal Format 

In preparing a Project Proposal for submission, please follow the format specified below. 

The overall length of your proposal should not exceed 7 pages (including cover page but 

excluding the required Appendices), and must be submitted on the Application Form 

.Applications should be submitted following the instructions provided  

I. Programme Summary 

 Please provide a brief description of what the project aims are, and how these 

aims will be achieved. 

II. Background and Rationale 

 Clearly articulate the opportunity or problem you are addressing, including the 

scope, context and factors that create the opportunity or cause the problem. 

Describe the intended beneficiaries and geographic area of intervention (if 

applicable). 

 Describe how the proposed project relates to ongoing activities in the field and 

how your effort to capitalize on the opportunity or solve the problem would be 

innovative or complementary to existing efforts. 
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 Explain how the project will contribute concretely to improving the current 

situation at country level. 

III. Intended Results 

 Please define briefly the specific objective(s) of the proposed project, with 

reference to the objectives articulated in the relevant Thematic Areas (see links in 

the left-hand column). 

 Please specify the results to be delivered by this project, showing how these 

contribute to meeting the objective(s). Be specific and try to quantify results as 

much as possible. 

 Explain how sustainability will be secured after completion of the action. This 

may include aspects of necessary follow-up activities, built-in strategies, 

ownership, etc.. 

IV. Project Design and Implementation Plan 

 Please describe the project design and major activities to be undertaken, linking 

these clearly to individual results outlined in Section III. This should be limited to 

broad, strategic categories of activities. 

 Please describe which partner organization in the consortium will be responsible 

for undertaking each activity. 

 Please explain how the project will be coordinated at the implementation level - 

linking the activities of national partners and other related donor initiatives. 

 Please highlight potential parallel or co-financing opportunities if applicable, 

and/or involvement of the private sector as appropriate. 

 Where the project is an extension or continuation of a previous project, please 

explain how the action is intended to build on the results of the previous project. 

 Please identify any potential risks to achieving the project’s objectives, and 

identify the main preconditions and assumptions that affect the implementation 

phase. 

V. Monitoring and Evaluation 

 Please specify quantitative and qualitative indicators for all results and describe 

the proposed methodology for their measurement. 

VI. Institutional Arrangements and Management Plan 

 Please provide a brief description of the partner organizations of the consortium 

and their previous experience in programmatic and/or analytical collaboration in 

this field. 

 Please specify the respective roles of the different consortium partners, and 

identify which partner will assume the lead responsibility for achieving any joint 

results of the project. 
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 Outline the organizational structure and personnel requirements proposed for 

implementing the project (there is no need to include the names of individuals). 

 Please describe the proposed internal governance arrangements to provide 

oversight of the project, as well as any coordination groups/ forums in which 

consortium partners intend to participate during project implementation. 

Appendices 

 

A. Project Results Framework: Applicants must prepare a logical framework matrix for 

the project using the logframe template provided here. 

B. Budget: Applicants must include a summary cost estimate/project budget for each 

consortium partner, using the budget template provided. 

C. Workplan: Applicants should complete and attach the work plan indicating when 

specific project activities will be undertaken under the proposed project.  

D. Partnership Agreement & Questionnaire: Each consortium partner should complete 

the partnership agreement & questionnaire provided in full, and must submit it in support 

of their application. 

E. Legal Statutes: Each consortium applicant should attach in pdf format a copy of 

documentation verifying their legal status. 

F. Financial Accounts: Each consortium applicant should attach a pdf of the 

organisation’s most recent audited statement of accounts. 

GEF SGP PROJECT PROPOSAL 

 

TEMPLATE AND GUIDELINES 

[Name the country] 

 

 

[Date proposal] 

 

GENERAL REQUIREMENTS  

The Project Proposal should include the standard cover sheet, a one-page table of 

contents and not more than fifteen pages of text (including any charts or diagrams). A 

Project Budget Information Sheet should be fully completed and the Proposal in typed 

form. 

You may also submit additional attachments (not more than ten pages), which 

mayinclude documents certifying the status of the organization, endorsements of 

theproposed project, funding commitments or other indicators of participation andsupport 

from other institutions, and evidence of community support andparticipation. 
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Please ensure that a project proposal and all attachments are legible. All supporting 

documents (attachments)should also have the name of the project on them.Submit one 

original copy of the Proposal (soft and hard copy) to National Coordinator, GEF Small 

GrantsProgramme, [Full address of the SGP Offices]. Keep a copy of your proposal for 

your own records as the one you submit will notbe returned. 

 

In preparing a Project Proposal, you should follow the major (numbered) points of 

theoutline set forth below. These are the major issues which the National Steering 

Committee (NSC) will consider in reviewing the Proposal. Ensure that the entire 

bulletpoints included in the outline is addressed. The number of pages allocated to 

eachsection is a guide. The information required can be less but not more than the 

pagesstipulated. 

36 TABLE OF CONTENTS 
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1.0 PROJECT PROPOSAL OUTLINE AND CONTENT ---------------------------------------------- 116 

1.1 PROJECT SUMMARY (2.5 PAGES) ----------------------------------------------------------------------------- 116 

1.2 ORGANIZATIONAL BACKGROUND AND CAPACITY (1 PAGE) --------------------------------------------- 116 

1.3 PROJECT OBJECTIVES AND EXPECTED RESULTS (1.5 PAGES) -------------------------------------------- 116 

1.4 DESCRIPTION OF PROJECT ACTIVITIES (4 PAGES) ---------------------------------------------------------- 117 

1.5       LINK WITH GEF OP5 OUTCOMES AND OBJECTIVES (0.5 PAGES)……… 

1.5 IMPLEMENTATION PLAN AND TIME FRAME (2 PAGES) ---------------------------------------------------- 117 

1.6 PLAN TO ENSURE COMMUNITY PARTICIPATION (1 PAGE) ------------------------------------------------ 117 

1.7 RISKS TO SUCCESSFUL IMPLEMENTATION (1 PAGE) ------------------------------------------------------- 118 

1.8 MONITORING AND EVALUATION PLAN AND INDICATORS (1 PAGE) ------------------------------------- 118 

1.9 SUSTAINABILITY (1 PAGE) ------------------------------------------------------------------------------------- 119 

2.0 PROJECT BUDGET INFORMATION SHEET ------------------------------------------------------- 119 

2.1 PROJECT FUNDING SUMMARY -------------------------------------------------------------------------------- 120 

2.2 PROJECTED EXPENDITURES ----------------------------------------------------------------------------------- 121 

2.4 BANK DETAILS -------------------------------------------------------------------------------------------------- 121 

3.0 MAKING A GRANT APPLICATION ------------------------------------------------------------------- 122 

ANNEXES 

 ANNEX 1: PROPOSAL REVIEW PROCESS --------------------------------------------------------- 122 

 ANNEX 2: GRANT CATEGORIES ---------------------------------------------------------------------- 123 

 4.1DEMONSTRATION PROJECTS ------------------------------------------------------------------------------ 123 

 4.2CAPACITY BUILDING --------------------------------------------------------------------------------------- 123 

 ANNEX3: GEF SGP GUIDE TO GLOBAL INDICATORS ---------------------------------------- 123 

 5.1BIOPHYSICAL INDICATORS --------------------------------------------------------------------------------- 10 

 5.2LIVELIHOOD INDICATORS----------------------------------------------------------------------------------- 10 

 5.3EMPOWERMENT INDICATORS ------------------------------------------------------------------------ ..10125 
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PROJECT PROPOSAL COVER SHEET 

Project No.  ________________ (For Official Use. Do not write anything here) 

Project Title: _________________ (Use the GEF format, title must capture the 

essence of project and aligns to GEF focal areas)  

 

Applicant 

Name of Organization: _____________________________________________________ 

Mailing Address: ______________________________________________________ 

Physical Address: ______________________________________________________ 

Telephone:  ______________________________________________________ 

Fax:    _____________________ E-Mail:_________________________ 

Principal Officer: ______________________________________________________   

(Name and Position) 

Project Contact:  ______________________________________________________   

(Name and Position) 

Project 

GEF SGP Classification  

Thematic/Focal Area (Tick one)  Project Category (Tick one) 

 Conservation of Biodiversity  Demonstration Project 

 Climate Change  Capacity Development Project 

 Land Degradation and Sustainable 

Forest Management 

 Applied Research/Policy Analysis 

 International Waters  Information/Networking/Policy 

Dialogue 

 Persistent Organic Pollutants(POPs)   

 Multi-focal*    

 * Proposal addresses more than one focal area 

 

Proposed Starting Date: _______________________________________________ 

(Ideally this should be at least six months after submission) 

Proposed Project Duration:  _______________________________________________ 

Finances 

Total GEF SGP Request: [local currency] _____ (US$ _______________) 

Total from Other Sources: [Local currency] _____________ (US$ _______________) 
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Total project cost : Local currency] _________________ (US$ 

_______________) 

Exchange Rate  :  ___________________________ 

37 SAMPLE TABLE OF CONTENTS 

 

 

 

I. GEF SGP PROPOSAL COVER SHEET  ……………………..…  

  

 

TABLE OF CONTENTS       ………………………  

  

SECTION A 

      

II. PROJECT PROPOSAL OUTLINE (12 Pages) ………………………..  

 1. Project Summary       (1 Page) 

 2. Organizational Background and Capacity    (1 Page) 

 3. Project Objectives and Expected Results    (1Page) 

 4. Description of Project Activities    (2.5Page) 

 5. Implementation Plan and Time-frame     (2 

Page) 

 6. Plan to Ensure Community Participation    (1Page) 

  

SECTION B 

7. Risks to Successful Implementation    (0.5 Page) 

 8. Evaluation Plan and Indicators     (1 Page) 

 9. Sustainability 

 

SECTION C         (1 Page) 

III. PROJECT BUDGET INFORMATION SHEET ……………………… 

V. GRANT CATEGORIES    ……………………… 

VI. SGP GUIDE TO PROJECT LEVEL INDICATORS ………..……………..  

 

 

www.kenyanexams.com

http://kenyanexams.com


 

cxv 

 

 

 

 

 

www.kenyanexams.com

http://kenyanexams.com


 

116 

 

38 Sectio A. 

39 1.0 PROJECT PROPOSAL OUTLINE AND CONTENT 

39.1 1.1 Project Summary(1 page) 

The Project Summary should be a brief write up of the key points contained in theProposal. This should 

include a brief descriptionof the proposing organization,project objectives, activities, indicators of 

achievement and the context (or rationale/justification) upon which the project is based. This shall also 

include the relationship of the projectto the GEF/SGP Country Programme Strategy and a statement 

ofthe total cost of the project, the amount of funding requested from the GEF SmallGrants Programme, 

how those funds will be used, the amount, nature, and status ofcommunity contributions, and the status 

and sources of additional funding required. 

39.2 1.2 Organizational Background and Capacity to implement the project (1 page) 

This section should clearly demonstrate that the proposing organization has theexperience, capacity, and 

commitment to implement successfully the proposedproject.Among the issues to be covered in this 

section include: 

 Nature of the proposing organization – Is it a community-based organization, national or sub-

national NGO, research or traininginstitution? 

 Purpose and core activities of the organization, 

 Organizational approach (philosophy) for project implementation, i.e. how does the organization 

deliver its projects?  

 Length of existence and project management experience 

 Organizational structure,governance and administrative framework: number of paid staff 

members,  

 Membership and affiliation toassociations or umbrella groupings, 

 Legal status - registration with government approved authority 

 Target population group (women, indigenous peoples, youth, etc) 

 Previous experience relevant to the proposed project including: projectsaddressing problems of 

Biodiversity loss, Climate Change Mitigation and/or Adaptation, land degradation/Sustainable 

Forest Management andPollution ofInternational Waters. OR experience with projects that focus 

onenvironment and natural resources management and sustainable development at 

communitylevel. 

39.3 1.3 Project Objectives and Expected Results (1page) 

This section should contain a clear and specific statement of what the proposedproject will accomplish. 

Among the issues to address include: 

 

 The problem statement or challenge the project is intended to address 

 The primary objective and specific objectivesof the proposed project 

 Therationale (justification) for the project. The rationale should indicate the importanceof the 

proposed project to the GEF Small Grants Programme in terms of contributing to its overall and 

or specific focal area objective (s). It shouldalso reflect the relationship of the project to other 

relevant programmessuch as local, district or national government programmes, other GEF and 

UNDP projects, multilateral and bilateral aid agency projects, and other community-based, 

NGO, and/or private sector activities. This ensures that the intervention is not a standalone 

activity. 

 The specific results that the project will produce. The expected results are the measurable 

changes which will have occurred by the end of the project as a result of the planned 
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intervention e.g. land area under forest cover increasing because of tree planting and promotion 

of natural regeneration of vegetation; etc. 

39.4 1.4 Description of Project Activities (2.5pages) 

This section should describe what will actually be done to produce the expectedresults and accomplish 

the project's objectives. There should be a clear and directlinkage between the activities and the 

outcomes. (The proponent must ensure that the activitiesare a means to getting to intended outcomes). 

Note that weakness in this area may be amajor reason for failure to receive funding as this is the 

actual component to be implemented as a project. 

 

Activity descriptions should be as specific as possible, identifying what will bedone, whowill do it, 

whenit will be done (beginning, duration, completion), andwhereit will be done.In describing the 

activities, an indication should be made regarding theorganizations and individuals involved in or 

benefiting from the activity. An example is below for reference only. 

39.5 1.5 Implementation Plan andTime Frame (2 pages) 

This section may be presented in graphical (table) form and can be attached as an annex. It should 

indicate the sequenceof all major activities and implementation milestones, including 

targetedbeginning and ending dates for each step. Provide as much detail as possible.The 

Implementation Plan should show a logical flow of steps, indicating that all thethings that must happen 

have been carefully thought through from the current to the end of project situation. Include in the 

Implementation Plan all requiredhighlight reports, project reviews and evaluation activities. 

 

39.6 1.6 Plan to Ensure Community Participation (1 page)1 

39.7 Describe how the stakeholdercommunities were (and are being) involved in 

 Project planning and design 

 Project implementation 

 Project monitoring and evaluation to ensure efficiency and effectiveness in delivery. This is the basis for 

generating and understanding project impact. 
 

 

 

Section B 

                                                 
1

Note that community participation means much more than how the community will benefit from the project. It refers to active involvement and ownership 

by an appropriate spectrum of people. Describe the specific steps that have been taken/planned to maximize this involvement. 
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1.7 Risks to Successful Implementation (0.5 pages) 

Identify and list the major risk factors that could result in the project not producingthe expected results. 

These should include both internal factors (for example, thetechnology involved fails to work as 

projected) and external factors (for example, significant currency fluctuations resulting into changes in 

the economics of the project). 

 

Include in this section also the key assumptions on which the project plan is based.In this case, the 

assumptions are mostly related to external factors (for example,government environmental policy 

remaining stable) which are anticipated inproject planning, and on which the feasibility of the project 

depends. 

 

39.8 1.8 Monitoring and Evaluation Plan and Indicators (1 page) 

This section should contain an explanation of the plan for monitoring and evaluatingthe project, both 

during its implementation (formative) and at completion (Summative).Among the key issuesto be 

addressed are: 

Project Work plan and Monitoring Schedule 

 

            

Project No: Project Name: 

Name of Grant Recipient 

Brief description of General Objective of Project: 

GEF Focal Area: GEF Operational Phase: Project Start and End Dates: 

Brief Description of Specific Objective No 1: 

List the activities necessary to fulfil this objective. Indicate 

who is responsible for each activity and an indicator of activity 

accomplishment. 

Duration of Activity in Months (or Quarters) 

Activity Responsible Party Indicator 1 2 3 4 5 6 7 8 9 10 11 12 

1.1                             

1.2                             

1.3                             

1.4                             

Brief Description of Specific Objective No 2: 

List the activities necessary to fulfil this objective. Indicate 

who is responsible for each activity and an indicator of activity 

accomplishment. 

Duration of Activity in Months (or Quarters) 

Activity Responsible Party Indicator 1 2 3 4 5 6 7 8 9 10 11 12 

2.1                             

2.2                             

2.3                             

2.4                             

Indicate Person responsible for Monitoring and progress 

reports: 

Monitoring Frequency / Reporting 

Monitoring 

and Record 

keeping                             

Progress Reports                         
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 How the performance of the project will be tracked in terms ofachievement of the steps and 

milestones set forth in the ImplementationPlan; 

 How the impact of the project will be assessed in terms of achieving the project's objective(s); 

 How the mid-course correction and adjustment of the project design and plans will be facilitated 

on the basis of feedback received; 

 How the participation of community members in the project monitoring and evaluation 

processes will be achieved. 

 

Propose specific and measurableindicators relating to project performance and impactwhich can form 

the basis for monitoring and evaluation. These indicators must also speak to the CPS indicators in your 

country. These indicators will berefined in consultation with the NC, and will form an important part of 

the contractbetween the proposing organization and the GEF SGP. In addition, identify at least 1 GEB 

and 1 indicator from each of the 3 categories of biophysical, livelihood and empowerment indicators 

provided (see pages 9 – 10). 

39.9 1.9 Sustainability (1 page) 

Sustainability is a critical aspect in all the GEF SGP funded projects. The proposalshould outline the 

steps to be taken before, during and at the completion of projectimplementation to ensure that once all 

the SGP funds have been disbursed, theactivities of the project and the organization will continue for 

many years thereafter. 

 

The funds provided by SGP are primarily seed funds, designed to give the project asignificant boost. 

However, project proponents should envision the project three oreven five years after SGP has given 

out the agreed upon funds, and consider thefactors that could contribute to the success and failure of 

sustainability of theirproject, and address them accordingly. 

40 2.0 PROJECT BUDGET INFORMATION SHEET 

The Project Budget Information Sheet is an important part of every GEF SGPproject proposal and must 

be completed prior to consideration of a proposed project forfunding. Once a project has been approved 

for funding, the budget informationbecomes part of the binding contract between the GEF SGP and the 

proposingorganization. 

 

The development and management of a realistic budget is an important part ofdeveloping and 

implementing a successful GEF project. Careful attention to issuesof financial management and 

integrity will enhance the effectiveness and impact ofthe project. In keeping with the role of the GEF 

SGP as a support mechanism forcommunity-level initiatives, every effort has been made to keep 

financialmanagement requirements as straightforward and non-burdensome as possible.The following 

important principles should be kept in mind in preparing a projectbudget: 

 

 Include only costs which directly relate toefficiently carrying out the activities and producing 

the objectives whichare set forth in the proposal. Other associated costs should be funded 

fromother sources. 

 

 The budget should be realistic. Find out what planned activities willactually cost, and do not 

assume that you will be able to make do for less. 

 

 The budget should include all costs associated with managing andadministering the project. In 

particular, include the cost of monitoring andevaluation. 

 

 "Indirect costs" or administrative overhead costs such as staff salaries and office rent are not 

funded by the GEF SGP. These therefore should not be part of the funding request. 
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 GEF SGP funds should be spent according to the agreed budget. 

 

 Allrelevant, financial records should be made available. These may beindependently audited, 

and may become public information. 

 

 The budget line items are general categories intended to assist in thinkingthrough where 

money will be spent. If a planned expenditure does notappear to fit in any of the standard line 

item categories, list the item under other costs, and state what the money is to be used for. 

 

 The figures contained in the Budget Information Sheet should agree withthose on the Proposal 

Cover Sheet and in the text of the proposal. 

 

 GEF SGP grant requestsshould not exceed fifty thousand United States Dollars (US$50,000) 

per project. 
 

40.1 Section C 

40.2 2.1 Project Funding Summary 

Funding Source Funding Plan, [local currency] Total (local 

currency) 

Total US$ 

Year 1 Year 2 

a. GEF SGP     

b. Community      

c. Proposing Organization     

d. Other co-financiers     

Total Project Cost     

 

a. Community Contribution 

All cost -sharing contributions (cash and in-kind) should be itemized as below. This should include 

sources and nature of the contribution (e.g. Youth Organization contributing labour, land, cash, etc). 

Please indicate whether the contribution is already committed or just a projection. 
 

Sources of Community Contribution Type  Committed or 

Projected?* 

Value, in local 

currency 

1.    

2.    

Total  

* Write ‘C’ for committed and ‘P’ for projected funds 

 

b. Proposing Organization Contribution 

The GEF SGP believes in cost sharing. It is therefore important that proposing organizations make 

some contribution towards the cost of the project. Contributions can be outlined as follows: 
 

Sources of Contribution Type Committed or 

Projected?* 

Value, local 

currency 

1.    

2.    
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Total  

* Write ‘C’ for committed and ‘P’ for projected funds 

 

c. Other Contributions 

 
Sources of Contribution Type  Committed or 

Projected?* 

Value, local 

currency 

1.    

2.    

Total  

* Write ‘C’ for committed and ‘P’ for projected funds 

 

 

 

2.2 Projected Expenditures 

 
Expenditure Category Year 1, 

[local 

currency] 

Year 2, 

[local 

currency 

Total, 

[local 

currency 

US$ % Total 

1. Personnel / Labour      

2. Equipment / Materials      

3. Training / Seminars /  Travel 

    Workshops 

     

4. Contracts      

5. Other costs**      

6. Incidentals      

7. Other support requested
2
      

7. Contingency (5%)      

Total Project Cost       

  

**Specify here (category and cost): ____________________________________ 

     ____________________________________ 

       

Exchange Rate ([local currency/US $): ___________________________________ 

 

Notes and Remarks: 

________________________________________________________________________ 

40.3 2.4 Bank Details 

Provide information on any of the Organization’s bank account. Upon being successful, a separate bank account would have 

to be opened for handling of grant funds - No combining of funds is allowed in the GEF SGP. 

 

Account Name :  _______________________________________________ 

Title (current, savings, etc): _______________________________________________ 

Account Number : _______________________________________________ 

Branch/Service Centre:  _______________________________________________ 

Bank Name & Address:  _______________________________________________ 

                                                 
2

Outline other forms of support requested from SGP which is not included in the budget. This support may be for both technical and administrative matters 

(and not for additional funding). This may cover areas which you need to specify such as: Consultants; Procurement; and  Other_(specify 
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6.0 MAKING A GRANT APPLICATION 

 

National and local NGOs and CBOs may propose projects for grant support underthe GEF Small Grants 

Programme. Procedures for project proposal screening andapproval are generally as follows: 

 

1. The project proponent contacts the SGP National Coordinator to receive projectapplication 

guidelines. 

 

1. The project proponent prepares a project concept paper and submits it to GEF SGP National 

Coordinator (NC). NC reviews concept paper and recommends it to National Steering 

Committee (NSC) for further review and approval.  

 

2. Approved concept paper is developed into a full proposal by project proponent, who later 

submits it to theGEF SGP National Coordinator 

 

3. Completed and appraised project proposalis submitted by the NCto theNSC for further review 

and approval. 

 

4. The NSC reviews the proposal and agrees to accept,rejector return it to the proponent with a 

request that further work be done to refine the project proposal. 

 

An approved proposal enters the national GEF SGP work programme for that particular year.  

Grants areusually paid in three or four installments. 

 

Forproposal submission and more information, contact: 

 

National Coordinator,GEF Small Grants Programme, 

[Full Address and Email of the GEF SGP country requesting to programme for a particular year] 

 

 

Completed proposals (in both soft and hard copies) should be received by the SGP National 

Coordinator no later than [indicate deadline date] 

41 Annex 1: PROPOSAL REVIEW PROCESS 

The review of project proposals is the responsibility of the National Steering Committee (NSC) with 

assistance from the GEF SGP National Coordinator (NC). Upon receiving project proposals, the NC 

acknowledges receipt of the same to the proposing organization(s) and prepares a list of project 

proposals for consideration of the NSC. This preparation may include discussions with the proposing 

Organization in refining the proposal if necessary. NC then presents the project proposal to the NSC. 

The NC may also present, for consideration by the NSC additional information about the proposed 

project, including the results of consultations or site visits. The NSC is structured to provide a full and 

substantive (independent) discussion, including the sharing of all relevant concerns and points of view.  

 

The NSC shall make its decisions based on a consensus-building process, rather than by formal voting. 

Final deliberations regarding a project shall take place in the absence of the project proposing 

organization. In a related development, NSC members with special interest in a particular proposal will 

be asked to declare their interest and excuse (disqualify) themselves from the decision making process 

about the said proposal. 

 

The decision of the NSC may be to recommend that the project: 

 Be awarded a grant for immediate funding and implementation; 
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 Be rejected and cannot receive GEF SGP support; 

 Be further developed for reconsideration at a later date. 

 

In all cases, the rationale for the decision shall be documented and communicated to the project 

proposing organization by the NC on behalf of the NSC. Please see a copy of a typical review sheet 

annexed to this proposal (annex 1). 

42 Annex 2: GRANT CATEGORIES 

The GEF SGP provides support for community based projects in line with its Global Strategic 

Framework and Country Programme Strategy in four broad categories:  

 

42.1 4.1 Demonstration Projects 

Demonstration projects test and demonstrate community -level approaches and technologies in one of 

the five GEF SGP focal areas (Biodiversity, Land Degradation and Sustainable Forest Management, 

Climate Change, International waters and POPS). These projects should serve as laboratories and 

catalysts for the development and dissemination of new approaches and innovative solutions. 

42.2 4.2 Capacity Development 

Capacity development projects seek to increase the ability of NGOs and CBOs to address GEF related 

global environmental concerns. Such projects may or may not be associated with specific demonstration 

project, approach, or activity. They will often involve training, networking, and organizational 

strengthening, with the global goal of increasing the commitment and abilities of communities to 

address global environmental and sustainable livelihood issues in an effective and integrated manner. 

This will also include some projects relevant to information dissemination, monitoring and policy 

impact analysis and policy implementation dialogues. 

 

The above categories cut across the GEF focal areas: 

 

FOCAL AREA 

→ 

 

PROJECT 

TYPE 

↓ 

Biodiversity Climate 

Change  

Land 

Degradation 

and 

Sustainable 

Forest 

Management 

Internationa

l Waters 

POPs 

Demonstration ♣ 
 

♣ ♣ ♣ ♣ 

Capacity 

Development  

♣ ♣ ♣ ♣ ♣ 

 

Annex 3: GEF SGP OP 5 GUIDE TO PROJECT LEVEL INDICATORS 

Biodiversity (BD) 

 Hectares of indigenous and community conserved areas (ICCAs) influenced 

 Hectares of protected areas influenced 

 Hectares of significant ecosystems with improved conservation status 

 Hectares of production landscapes/seascapes applying sustainable use practices  

 Total value of biodiversity products/ecosystem services produced (US dollar equivalent) 

 

Climate Change (CC) 

 Tonnes of CO2 avoided by implementing low carbon technologies  
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o Renewable energy measures (please specify) 

o Low carbon transport practices (please specify) 

o Energy efficiency measures (please specify) 

o Other (please specify) 

 Number of community members demonstrating or deploying low-GHG technologies 

 Total value of energy, technology and transport services provided (US dollar equivalent) 

 Hectares of land under improved land use and climate proofing practices   

 Tonnes of CO2 avoided through improved land use and climate proofing practices   

 

Land degradation (LD) & Sustainable Forest Management (SFM) 

 Hectares of land applying sustainable forest, agricultural and water management practices 

 Hectares of degraded land restored and rehabilitated 

 Number of communities demonstrating sustainable land and forest management practices 

 

International Waters (IW) 

 Hectares of river/lake basins applying sustainable management practices and contributing to 

implementation of SAPs 

 Hectares of marine/coastal areas or fishing grounds managed sustainably  

 Tonnes of land-based pollution avoided  

 

 

Persistent OrganicPollutants (POPs) 

 Tonnes of solid waste prevented from burning by alternative disposal 

 Kilograms of obsolete pesticides disposed of appropriately 

 Kilograms of harmful chemicals avoided from utilization or release 

 

Policy Influence, Capacity Development & Innovations (all focal areas)  

 

 Number of community-based environmental monitoring systems demonstrated 

 

please specify (1 example per entry) 

 

 

 Number of consultative mechanisms established for Rio convention frameworks 

 

please specify (1 example per entry) 

 

 

 Number of innovations or new technologies developed/applied  

 
please specify (1 example per entry) 

 

 

 Number of local or regional policies influenced   (level of influence  0 – 1 – 2 – 3 – 4 ) 

 

please specify (1 example per entry) 

 

 

 Number of national policies influenced  (level of influence  0 – 1 – 2 – 3 – 4 ) 

 

please specify (1 example per entry) 
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Livelihoods & Sustainable Development (all projects)  

 

 Number of participating community members (gender disaggregated) * mandatory for all projects 

 Number of days of food shortage period reduced  

 Number of increased student days participating in schools  

 Number of households who get access to clean drinking water  

 Increase in purchasing power by reduced spending, increased income, and/or other means (US dollar 

equivalent) 

 

Empowerment (all projects) 

 

 Number of NGOs/CBOs formed or registered  

 Number of indigenous peoples directly supported  

 Number of women-led projects directly supported  

 Number of quality standards/labels achieved or innovative financial mechanisms put in place  

 

Project proposal writing 

43 PROPOSALS FOR FUNDING 

43.1.1.1 How to get money out of donor organizations 

1. Introduction: 

A proposal is a request for financial assistance to implement a project. For a community project, it may 

be used to seek approval from the community members (the community itself being the most important 

donor). You may use these guidelines to seek project funding from any donor. We recommend that you 

aim for multiple sources of funding. If you have only one source of funding, you may become 

dependent upon that one source. 

A proposal is not just a "shopping list" of things you want. A proposal must justify each item in the list 

of things you want, so that a donor agency can decide if it wants to provide some or all of those things. 

You must know (and be able to communicate) exactly what you want to do with these things, and that is 

why you should design a project to carry out what you want to achieve. 

It is important to carefully formulate and design your project. It is equally important to write a proposal 

which will attract the necessary funding. Proposal writing is a skill which requires some knowledge and 

practice. 

Your project proposal should be an honest "sales" document. It's job is to inform and to convince. It is 

not a place to preach, boast or to deceive. If you are convinced it is a good idea and should be 

supported, your project proposal should honestly report it to decision makers who weigh its merits 

against other donation commitments. It should clearly indicate how and when the project will end, or 

become self supporting. Proposals should be neat and tidy, preferably typewritten, and without any 

extraneous or unnecessary information. 

How elaborate your proposal is should depend upon the amount of resources being requested and how 

big the total project is. Modify these guidelines to fit the project and proposed donor. 

The project proposal must reflect the background work you have already done and should be logically 

set out. It is not enough to write a letter stating your request. You have to demonstrate the need and 
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prove that the project is worthy of funding. Remember that there will be many other organizations and 

individuals competing for the funds. 

Use clear concise and simple language which says exactly what is meant. If necessary use diagrams or 

charts to illustrate key points. Use appendices to avoid crowding the body of the proposal and the flow 

of the narrative. Tailor your presentation to the agency approached. Express a willingness to be 

interviewed personally by the funding agency once they receive and read your proposal request. 

And, especially . . . 

Do not be discouraged if your proposal is not accepted. Find out why, and try another agency. 

2. Plan Your Project (Practical Vision): 

Perhaps you and your associates have many ideas of things you want to do; you see a need to reduce 

illiteracy, to reduce poverty, to provide safe drinking water, to improve the level of health, to provide 

training for disabled persons, and many other things. You must, however, choose a project that is very 

specific, limit your goal to a single desired solution to the highest priority problem. 

Involve the whole community. In choosing your project, call a meeting and do not neglect to include the 

people who have been often neglected in the past, women, disabled, the very poor, those who have no 

voice in the way things are decided in the community. Make sure that the people who are supposed to 

benefiting your project feel that this is their project, for their benefit, and that they may contribute to it 

because it is theirs. 

It is not enough, however, to choose your goal. Good planning is needed, identifying your available or 

potential resources, generating several strategies and choosing the most viable one, deciding how you 

are going to monitor (watch) the project to ensure that it stays on track (ie it continues to be consistent 

with your original desires) , ensuring that the accounting is both transparent and accurate, and deciding 

what is to be done when (a schedule) . A bit of research about the location, the population 

characteristics, the situation, the existing facilities, is needed in order to objectively describe the 

background to the project. Involving the community and the beneficiaries in this research is the best 

way to ensure that it is valid. 

With the community or target group, use Brainstorming Principles and Procedures to outline a Plan or 

Project Design. Without allowing criticism, ask group members to contribute to each step of a 

brainstorming group process: what is the priority problem (list all, even the foolish statements; then 

rank them in order of priority) , facilitate the group to understand, therefore, that the goal is the solution 

to that identified problem. Help them to generate objectives (finite, verifiable, specific) from that 

general goal. Identify resources and constraints, then generate several alternative solutions, choosing the 

most viable. Other documents are available to explain the brainstorming process in more detail but this 

was a brief sketch. 

With your background work behind you, you will want to start drafting your proposal. We highly 

recommend that you obtain resources (funds) from several sources. Do not let your organization or 

group become dependent upon a single donor. 

Before you begin to write your proposal, keep in mind the following points:  

 It is necessary to find out in advance what sources of funding are available, through 

governments, United Nations agencies, some international NGOs or private foundations. 
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 Most donors look for the degree of local initiative in the project proposal, the utilization of the 

available resources within the country itself and the plans for the project to be self-supporting 

once the initial funding has been spent. 

 Your project should be practical, not too costly, and have the potential for being repeated in 

other situations. 

 Increasingly, funding agencies are looking for integrated approaches to development projects. 

This means that you will want to see to what extent your project supports and supplements 

existing activities, and is designed to overcome identified problems. 

 Almost all UN and government agencies, foundations and private voluntary agencies have their 

own proposal format, that they will want you to follow. If you are not in contact with a local or 

regional representative, write a letter requesting information as to proper procedures, application 

format and funding requirements. While format varies, the same information is asked for by all 

agencies and foundations. 

 Find out the budgeting cycle of the agency, whether annual, quarterly or ongoing. Check to see 

if there is a closing date for application. 

3. Project Structure (Outline of Your Proposal): 

These (structure) guidelines are not intended to tell you what to write, but rather how to write the 

proposal. If you are responsible for writing the proposal, then it is because you are the "expert" (in the 

best sense of the word). If you are responsible, then you know what you want to achieve and the best 

way to achieve it. In any event, don't panic at the prospect and don't be put off by the technical jargon 

that unfortunately is frequently used.  

Do not try to write the proposal by yourself. Ask for help from your friends and colleagues, 

programmer, manager, staff and those who can assist in either concepts or in style. Think of preparing a 

proposal as a written form of "dialogue" in which each successive draft is a continuation of the process. 

The chapters of your proposal do not necessarily have to be written in the order presented here, but what 

is written in each chapter must relate in specific ways to what is written in the other chapters. Make sure 

that you put the right content in the right chapter. Make sure that each topic relates to the others and to 

the proposal as a whole. 

4. Title Page (Cover): 

This is a single page; the front cover of the proposal. It should include:  

 Date; 

 Project title; 

 Locations of the project; 

 Name of the organization; and 

 Any other necessary single line information. 

The abstract or executive summary follows the title page, but the proposers should not think about that 

now, read on about the other sections of the proposal first. 

5. Background (Causes of the Problem):  

This section is expected to answer why your project is needed. Here you will want to give a description 

of the situation and focus on factors which prompted the formulation of your proposed project. Tell how 

the need for this project was identified and who was involved in developing the project. Explain your 

project's origin or context. 
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It is most advisable to involve the whole community in identifying priority problems; that is called 

"participatory research." 

The first thing the background does is to identify the problem. That means it must name the problem 

and locate the problem. It indicates the target group (beneficiaries), the sector, the magnitude, and other 

actors who are working to solve that problem. It also indicates the extent to which the problem has been 

solved by the other actors, and what has been so far accomplished by your group. 

While examining the problem(s) to be addressed, several questions should arise here. What is the 

condition of the target group to justify the donor donating money and perhaps seconded staff? A history 

of the community, your group, or the project is not essential, but a brief outline can be useful. More 

importantly, what conditions, or what changes in conditions, are envisaged that would lead to any donor 

agreeing to fund your project? 

You may wish to include:  

 Project area (Issues and problems, not descriptions); 

 Reasons for making this proposal; 

 Circumstances leading up to the project; and 

 Broader plans or strategies of which it is a part. 

If yours is a project that is not starting fresh, the background will also indicate any changes in your 

project since it began. 

Remember that the background chapter describes the factors leading to the problem that your project 

intends to solve. Everything in this section should be justification to approve the project and the 

requested funding assistance. Long histories and analyses would be detrimental here. 

6. Goals & Objectives (Solution = Output): 

The goal of your project should be to solve the problem or problems described in the background. Goals 

and objectives must relate to the previous chapter, by stating what is the solution to those above 

problems. You need a set of (general) goals, and sets of (specific) objectives. 

Start with "goals" which are general, long term, broad desires. From those goals generate specific 

"objectives" which are verifiable, measurable, finite, and have specific dates of achievement. For 

example: "To reduce illiteracy," is a goal; while "To teach basic literacy skills to 20 clients by March 

2," is an objective. 

You will want to be as specific as possible in stating the objectives of your project. They should be 

written in terms of the end results you expect in the project, not how you will achieve these results. 

Those results must be verifiable (ie. you can clearly show that they have been achieved, and they can be 

confirmed by outside observers) . 

When selecting the goals and objectives for the project, remember the nature of the donor you ask; what 

kinds of solutions are sought? The donor does not want to contribute to dependency, so is not interested 

in funding charitable services which may take the pressure of obligation off those authorities who 

should look after the rights of the local people. Most donors are not simply a source of funds for 

carrying out routine "operations." They are interested in supporting activities which highlight the needs 

of the most vulnerable and distressed, and promote self reliance, ethnic harmony and development. 

7. Beneficiaries (Target Group): 
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In this chapter you describe the beneficiaries or target groups in some detail. You may also add indirect 

or secondary beneficiaries (eg people trained to help the primary beneficiaries). This can be an 

expansion of the topic mentioned in your background section; indicate their number, characteristics, 

reasons for vulnerability, locations, and so on.  

Most donor agencies will be more predisposed towards your project if you can demonstrate that the 

beneficiaries have participated in the choice and design of the project. (An appendix can list meetings of 

beneficiaries, listing details such as dates, locations, times, topics discussed, speakers, and lists of 

beneficiary group members who attended. Refer to the appendix in this chapter; do not include it here; 

put it at the end of your proposal). 

8. Targets and Activities (Inputs): 

This chapter identifies the inputs in your project, ie what resources (cash, personnel and actions) will be 

put into your project. 

First, start with examining possible strategies to reach the objectives mentioned above. In each case you 

have to link with the previous chapter. The best project proposal lists two, three or four different 

strategies and discards or rejects all but one of these, and says why. Then it goes on to say, "Given the 

objectives and strategies, what activities must be implemented or started to use that strategy and reach 

the objectives?" 

Target means, "How much, to whom, where and by whom?" – In other words, "Who does what?" For 

example, what kind of training will you provide, for how long, and how many people will be involved? 

What specific skills will be taught and what kind of follow up activities are planned? 

Indicate what kinds of jobs are being done in the project. Refer to your appendix for key job 

descriptions. Always refer those activities to how they will achieve the objectives mentioned above. 

Even the activities of the support staff must be justified in that they must be employed so as to allow the 

operational staff to reach their targets. 

9. The Schedule (Each Action When): 

In this section you describe in sequence the activities you plan in order to achieve your objectives. 

If you can be so specific as to give dates, even if approximate, all the better. You may wish to use a 

diagram or bar chart to mark out the calendar events. 

Include in the work plan the phasing of the project; how one stage of the project leads to the next. 

How long will support be needed? 

(When will the project end, or when will the project be locally self supporting? ) 

10. The Organization (Profile): 

This section describes the (perhaps changing) organization and management structure needed to carry 

out the activities described above. The "O" in "CBO." Diagrams are very useful in this. 

Describe briefly your organization's goals and activities. Be specific about its experience in working 

with problems of a similar nature, what its capabilities and resources are in undertaking a project of this 

nature. 
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The abilities and experience of your organization's members, your human resources, may well be your 

greatest asset. Indicate the kind of assistance your organization expects to receive from possible 

collaborating agencies. Attach additional organizational information, such as an annual report, if 

available. 

Explain:  

 How will it be done? 

 Who is responsible for the project? 

 Who will implement (who will do it)? and 

 Who will direct the implementation of the project? 

Who runs the project? Who is in charge of the overall organization? Who is responsible for its overall 

implementation (in contrast with responsibility for its design and its monitoring, and in contrast with the 

separate actors, separate agencies, and separate locations) ? Will that change? These can be spelled out 

in the proposal. See Organizing byTraining for participatory methods of developing the organization. 

Do not overlook the activities (labour) of volunteers who contribute to the project. Although they might 

not be paid staff, they are resources, and contribute resources to the project. 

11. Costs & Benefits (Analysis): 

In a proposal, the chapter called costs and benefits is not the same thing as a line by line budget with 

numbers indicating amounts of money. (The line by line budget should be put as an appendix at the end 

of the document, not in the text). 

Here in the text of your project proposal, the chapter on costs and benefits should be analytical and 

narrative, and relate to the previous chapters. It should discuss those budget lines that may need 

explanation (eg purchases, expenses or needs which are not immediately apparent or self explanatory). 

You should try to make a cost benefit analysis, ie relate the quantity of the objectives reached, to the 

total costs, and calculate a per unit cost (eg the total cost divided by the number of children taught 

literacy will be the per unit cost of teaching literacy) . 

Summaries or totals of the following information may help some donors to decide:  

 local costs; 

 external costs; 

 methods of financing; 

 local versus foreign exchange needed; 

 all non-financial contributions by the local community (each costed with a money equivalent); 

 methods to obtain supplies (where and how purchased); and 

 proportion of total costs requested in this proposal. 

 

As well as the costs (including the amounts asked for in the proposal), you should make some 

comparison between the costs (inputs) and the value of benefits (outputs). The following could be 

answered:  

 Who benefits?  

 How do they benefit?  

 Justifications for the project?  
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 What are the specific outputs of the project?  

 What is the average total cost per beneficiary?  

 Will value of benefits exceed costs of inputs (or vice versa)? By how much? 

When the objectives are qualitatively different from each other (eg number of new parent committees 

formed and the number of children taught literacy) , then some arbitrary but reasonable division of "per 

unit" cost must be calculated. 

The budget totals should be indicated in this section, then refer to appendix for the detailed budget. 

Other sources (donors and the amounts) must be mentioned. The total amount requested should appear 

here in narrative text. 

12. Monitoring (Observing): 

Monitoring should be done by: 

 the affected community, represented by the local committee; 

 Your agency or organization (specify who in it) ; and 

 Your donors. 

How will achievements be measured? 

How will they be verified? 

Monitoring and follow-up should be built into the project activities. Part should be continuous self 

evaluation by you (the implementing agency). 

The monitoring and receiving of reports from the project to the donor must be worked out and put into 

your project proposal. The monthly reports should be designed and reviewed as to usefulness to the 

donor for its ongoing planning and programming for the whole country. 

One thing is for sure; there should be emphasis in reporting the results, or outputs, ie the effects of the 

project on the target group or beneficiaries. There is no harm in also reporting activities if the reports 

are brief. The reporting of achieved results, as compared to planned objectives as defined in your project 

proposal, is essential. 

See Monitoring 

13. Reporting (Communicating the Observations): 

In any agency-funded project, accounting and accountability are very important. This applies to most 

donor agencies, UN, governmental or NGO. 

In your proposal, your reporting procedures should describe: "how often, to whom, including what?" 

You may want to discuss this with the prospective funding agency since reporting and evaluation 

requirements vary among agencies, and are dependent upon type of project. 

Evaluating your own project while it is under way will help you and your donors see your progress and 

accomplishments and the choices available for future action. Careful reporting of your project in 

progress is an invaluable resource for others who attempt projects of a similar nature. 

Your proposal should indicate what reports will be submitted. These include regular ongoing reports, 

and a final report. Short, frequent reports (eg weekly sitreps) may include only events and activities. 
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Longer reports should indicate the results of the project activities (not just activities) , an evaluation or 

assessment of how far the objectives were reached, reasons why they were not, and the impact or effect 

on the beneficiaries (target group) . 

Reports should be prepared and submitted optimally every month. The proposal should indicate what 

reports are to be submitted and with what frequency and content. Each project (if your group is 

proposing more than one project) requires a separate report (two or three pages of text plus needed 

appendices). 

A detailed monthly narrative report should include how far each of the intended objectives has been 

reached, what were the reasons they were not fully reached, and suggestions and reasons about 

changing the objectives if they were found to need changing. The narrative report can include 

information about events and inputs (what actions were undertaken, see below) , but should emphasize 

outputs (the results of those actions in so much as they lead to achieving the stated objectives) . 

Attention should be paid to the number and location of beneficiaries. The monthly report would best be 

organized into sections corresponding to the sections of your proposal. 

A detailed monthly financial report should include what moneys were received and from where, what 

moneys were expended, listed line by line according to the budget categories in the proposal, reasons 

for over- or under- spending, and an assessment of how well the expenditures contributed to reaching 

the stated objectives of the project. 

The final report should include the same topics as the monthly reports, plus a section called "Lessons 

Learned," and a section indicating the impact of the project on the target community and surrounding 

areas. The report should be concise (brief but complete). 

The reports should be honestly self critical and analytical. See the module on Report Writing.  

The same principles and guidelines for narrative reports should apply to the financial reports. The 

monthly budget outcomes of the project are as important to programming as the statements are to the 

accounting. Explanations of deviations from planned expenditures should accompany the budget 

outcomes. 

14. Appendices (Attachments): 

The text of your proposal should be a single, brief yet complete argument from beginning to end ─ easy 

to read. Because many important details will make the text too convoluted and difficult to read, they 

should be put into appendixes at the end. 

Typical of documents to put in appendices are:  

 lists; 

 diagrams; 

 detailed budget; 

 job descriptions; and 

 any other necessary detailed documents. 

When you have written your first draft of the project proposal, go through it and look for any 

descriptions of details in your text that may draw the reader away from the smooth flow of the 

argument. Move them to an appendix, and in their place put a brief note about them and ask the reader 

to look in the appendix for the details. 
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Now read the document again. With those details tucked away in an appendix, does the flow of 

argument become smoother, yet not weakened by their absence in the text? Yes? Good! You've just 

found another way to make use of the appendices. 

Appendices can include any other material that will allow officers of donor agencies to decide whether 

or not to approve funds. The purpose of the appendices is to be able to include all the necessary and 

important details (which the meticulous reader will examine) , but not in the text of your document 

where you want a smooth flowing, brief argument. It tucks those details away for use when wanted. 

15. Detailed Budget: 

The line-by-line budget should be put in an appendix. Each line on your detailed budget should have the 

total costs for one budget category. The lines should be grouped into similar kinds of costs (eg salaries, 

vehicles, communications, fuels, transport). 

If you can, distinguish between non expendable items (ie equipment that can be used again later) and 

expendable (ie supplies that get used up).  

The budget should be a realistic estimate of all costs involved in implementing and operating the 

project. If possible demonstrate the potential for eventual self support, or support from other resources 

other than the one to which you are applying. Costs estimates should be broken down in to logical 

categories (line items) such as: salaries; supplies and materials; equipment; travel and per diem; rent; 

telephone. 

Voluntary contributions made to the project by you and members of your organization should be listed 

and estimated as closely as possible in cash terms, or shown as "no charge." Specify physical facilities 

that are available or, are to be made available for the project. Specify your organization's existing 

equipment and supplies that will be used for this project. Include any other inputs to be used for this 

project from government or from other organizations. 

Often, funding agencies prefer to match grants, or assist with part of the total budget rather than give the 

entire sum. Therefore it is suggested that you show the total budget when applying, and indicate when 

you expect or hope to get other funding assistance. 

16. Abstract (Executive Summary): 

Write this part last. This is the section on which a potential donor will read and make that vital 

preliminary decision: whether or not to seriously consider assisting. 

This should not be written, or even contemplated, until all above sections are written. Avoid writing it 

as an introduction. Think of it as a concise summary and conclusion. 

The optimum size is half a page; the absolute maximum size is one page. Any longer and it is in danger 

of not being read or considered. It should summarize only the key recommendations and be written for 

busy board members or executives who may read up to fifty of them and may not initially read anything 

more than the executive summary for each proposed project. 

Ironically, while you write the abstract last, you then put it directly after the front or title page of your 

proposal. 

and when you finish writing it: . . . 
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Now that you have written your draft proposal, hand it around for comments and suggestions. View the 

proposal critically and be prepared to do some rewriting and rethinking if necessary. 

17. Some Final Guidelines Comments: 

The most likely projects to be funded will be rapid, sustainable, small scale, low budget interventions 

for the most pressing needs identified by the communities. 

Often proposals will be evaluated as to how they will contribute to wider, integrated sustainable 

development of the geographical area. 

Active participation of women in identification, implementation and monitoring of a proposed project 

should be encouraged. The proposal should clearly describe the number of women involved in project 

design and implementation, and as beneficiaries. 

Any projects that are part of larger or longer term plans must indicate other (preferably secured) funding 

sources to ensure continuity and sustainability. 

Projects which are developmental, promote self reliance, and are ultimately locally sustainable have a 

higher chance of being funded. Your estimate of when the project could be self sustaining should be 

indicated in your proposal. 

The success of projects requires the co-operation of all segments of the target community. There must 

be a sense of community "ownership" of the projects (including both local residents and displaced 

persons affected) . That means there should be some initial activity of "community development 

mobilization," "social animation" or similar community facilitation to ensure all members of the 

affected community participate in decisions concerning the proposed project. Active participation of the 

community as a whole (all members) in identification, assessment and implementation of the project is 

usually a prerequisite for approval. 

A good project should be replicable. That means it should be possible to implement the same project in 

other communities. 

Accounting and accountability are very important. 

Many of the resources of those beneficiaries can be hidden by the concern we may have for their plight, 

but this can be deceptive. The hidden resources of your target group usually include skills and wisdom, 

and surprisingly many material resources, both capital and supplies. Your objective as a mobilizer and 

trainer should be to stimulate a process of uncovering hidden resources among the beneficiaries and 

encourage a social process of reducing dependencies and increasing self reliance. 

 

Annex 4 : Project Proposal Review Sheet 

 

The following issues represent major points of inquiry for the NSC in considering each project proposal 

(provided as a guide to the ta1king points for the discussion, NSC may include other points not 

presented here). 
 

Evaluation Area Score: 

3=Highly, 2=Moderately, 

1=Partially and 0=Not At All 

General 

Remarks 

a. Applicant                

                               (………………..Points)                              

1. Does the organization meet the basic eligibility    

www.kenyanexams.com

http://kenyanexams.com


 

135 

 

requirement for GEF SGP OP5 support? 

2. Has the organization demonstrated adequate capacity and 

experience to successfully implement the project? 

 

  

b. Project Objectives 

                                  (………………..Points)   

  

3. Does the proposed project meet the basic eligibility criteria as set 

forth in the GEF SGP OP 5 Country Programme Strategy (CPS)? 
  

4. Does the proposed project address one of the priority concerns 

identified in either the GEF SGP Global Strategy or the CPS? 
  

5. Does the proposed project have a particular focus on the 

empowerment of women, Indigenous peoples and or vulnerable grass-

roots communities? 

  

6. Are the objectives of the project clear and compelling? Do they 

represent a well-conceived integration of GEF-related environmental 

protection and sustainable livelihoods strategies? 

  

7. Are the project's expected results appropriate and relevant to the 

stated objectives? If accomplished, do they represent a substantial 

beneficial impact in addressing environmental and sustainable 

livelihood challenges? (Are they sufficiently ambitious but doable? 

Are they  

    unrealistically ambitious?)    

 

  

c. Project Plan and Approach 

                          (………………..Points) 

8. Does the project presents a sound strategy or approach to achieving 

the stated objectives and expected results? Are proposed activities 

properly sequenced? 

  

9. Does the project plan incorporate realistic approaches and activities 

which will ensure the sustainability of the project's impacts, activities, 

or both?  

  

10. Are the time estimates for project implementation sound and 

realistic? 

 

  

11. Are the assumptions underlying the project's design accurate and 

complete? Have all substantial risk factors, based on internal and 

external conditions, been taken into account? 

 

 

  

d. Participation 

                        (………………..Points) 

12. Has the organization involved and consulted all appropriate 

stakeholders, including particular members of affected communities, in 

the design and development of the project? 

  

13. Have representative groupings in stakeholder communities endorsed 

or expressed support for the project? 
  

14. Does the project design incorporate effective and appropriate means 

of assuring the participation and support of community members and 

other stakeholders throughout the period of project implementation? 

  

15. Has the organization made appropriate plans to include affected 

communities in the monitoring, assessment, and evaluation of the 

project, both during and after implementation? 

 

  

e. Other Considerations 

                       (………………..Points) 

16. Would the proposed project complement, reinforce, or balance 

other projects in the GEF SGP portfolio? 
  

17. Is the geographic location of the proposed strategy supportive of 

the overall GEF SGP Country Strategy, either by concentrating inputs 

for maximum impact and synergy, or by providing GEF SGP outreach 

to new or under- represented areas? 

  

18. Would the proposed project generate constructive linkages with 

larger GEF projects in the country or region? 
  

19. Would the proposed project generate new and innovative models 

which could be replicated locally, nationally or internationally? 
  

20. Would the proposed project help develop the capacity of 

communities and organizations (including the proposer) to address 

environmental and sustainable livelihood concerns in an effective and 

integrated manner? And how will this capacity developed be retained? 
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21. Are there exceptional circumstances which" would make it 

important to fund this project in spite of other contrary reasons? 
  

22. Does the project bring significant co-financing from other 

partners?  What is the ratio of GEF support to co-financing? 
  

23. Does the project demonstrate strategic partnerships? 

 

  

Total points Scored 

 

  

 

 

Note 

Fundraising and resource mobilisation  

AVI works with many non-government and community based organisations who operate with modest 

resources. Our fundraising and resource mobilisation volunteers work in partnership with local 

colleagues to help find long-term solutions to poverty. Regardless of employment sectors or 

professional streams, our overseas partners (host employers) request a high  level of competency in this 

area. 

Fundraising in an international development context differs significantly from the Australian standards 

of raising funds and resources.  There are a range of challenges in dealing with donors from around the 

world, which is why many of our successful fundraising volunteers think outside the box and adopt 

creative strategies to assist their local counterparts. 

What is the purpose of fundraising? 

Volunteers working as fundraisers or with fundraising elements in their role maximize resource 

mobilization capabilities of their respective host employer. By developing the capacity of their host 

employer, the skill of attracting and meeting the needs of national and international funders is shared. A 

large portion of fundraising volunteers support the work of NGOs who work in some or all of these 

areas;  health , HIV & AIDS, disability, participation and governance, education and secure livelihoods. 

What do fundraisers do? 

Volunteers develop financial resources and equip local staff to manage and build donor relationships. 

Assignment duties vary depending on the regions focus, the host employer’s needs and available 

resources. Some of the most common areas of support our overseas partners request include; 

Donor Mapping- Identifying key national donors or international bodies that have the potential to 

support the host employer vision and goals. 

Fundraising strategy development- Planning an appropriate fundraising strategy which meets the host 

employers or community needs with achievable timelines. 

Proposal writing- Guiding local staff in the development of effective proposal submissions which 

communicate to potential supporters and donors. 

Resource Mobilisation-Coordinating strategies to raise funds in the context of the environment while 

also gaining local community support from key decision makers and stakeholders. 

Planning Marketing and Public Relations- Develop promotional materials and coordinate specific 

fundraising activities and manage fundraising events. 

Grants management and administration- Develop good communications and manage relations with 

donors, partners and other stakeholders.Current roles available 

Note 
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Read and write notes on importance of Project proposal and challenges of using proposal in fundraising and Resource 

mobilization. 
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