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Template for Process Action Plan (PAP) for Programmes and Stand-alone Projects above DKK 100 million
The table below should be read as an illustrative example of how a process action plan for the quality assurance and approval process may look. It may serve as a template to be amended as needed for the individual process. 
Templates for Process Action Plans are divided in the following thresholds: A) Above DKK 100 million, B) Between DKK 20-100 million, and C) below DKK 20 million. If a grant between DKK 20-100 million is concluded as ‘high risk’ on the kick-off meeting, the template for PAP for programmes and Stand-alone Projects above DKK 100 million should be applied. 
A) Programmes and Stand-alone Projects above DKK 100 million 
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	Action
	Deadlines
	Responsible / involved parties
	Approx. duration in weeks

	1
	Identification and PAP 

	
	Recruit consultants for the identification process if found needed (ToR, tender if needed and contracting)
	
	Unit
	From 3 to 8 weeks depending on the procurement process

	
	Identification process to produce/update background analysis/assessments/studies, political economy analysis/context assessment, any other preparatory analyses needed, reflect and document on experience and lessons learned. Establish taskforce if relevant. 
	
	Unit with consultants if found necessary
	8-12 weeks

	2
	Identification Note (2 pager) 
	

	
	On basis of the identification process, draft the Identification Note including risk annex (use template for 2 pager)
	
	
	

	
	Process Action Plan (PAP) for the process is updated.
	
	
	

	3
	Kick-off meeting	
	

	
	Notify LÆRING on selected date for the kick off meeting
	Latest two weeks prior to the kick off meeting (ten working days)
	Unit
	

	
	Submit Identification Note, self-risk assessment annex and PAP to LÆRING
	One week prior to kick off meeting (five working days)
	Unit
	

	
	Kick-off meeting conducted
	
	LÆRING, TILSKUD, AFRPOL (and relevant invited units/embassies)
	

	
	Minutes from kick off meeting
	LÆRING distributes final minutes one week after meeting.
	LÆRING
	

	4
	Formulation of draft programme and project documents 

	
	Tender and recruitment of formulation (process) consultants (if applicable), including drafting of ToR. Could also include further analysis if needed, decide on method for selection of projects and partners etc.
	
	Unit
	From 3 to 8 weeks depending on the procurement process

	
	When formulation process has been initiated - organise meeting with LÆRING development specialist responsible for pre-appraisal
	
	Unit
	6 weeks

	
	Formulation of early draft programme and project documents based on the identification phase, Identification Note and minutes from kick off meeting, field visits, partner consultation etc.
	
	Unit
	

	5
	Quality assurance (early appraisal[footnoteRef:1]) and public consultation  [1:  An early appraisal is an appraisal of an early version of the draft programme and project documents.] 


	
	Draft and finalise ToR for early appraisal forwarded to LÆRING
	
	Unit/
LÆRING
	2 weeks

	
	Tendering for and contracting of early appraisal consultants
	
	LÆRING
	From 3 to 8 weeks depending on the procurement process

	
	Forward early draft PD to LÆRING for appraisal and public consultation
	
	Unit
	

8 weeks

	
	Early-appraisal incl. preparation, field visits and reporting
	
	LÆRING
	

	6
	External Panel 

	
	Documentation for meeting in External Panel forwarded to members via ‘Bevillingssekretariatet’ in LÆRING:

Documentation includes:
· Appropriation Cover Note(s)
· Early draft Programme and project documents
· Early-appraisal recommendations

	2 weeks prior to meeting
	Unit to LÆRING
	4-5 weeks from sent documentation to minutes

	
	Meeting in External Panel
	
	
	

	
	Minutes from External Panel

	LÆRING distributes final minutes two weeks after meeting.
	LÆRING & External Panel
	

	7
	Finalising of PD

	
	Incorporating and reflecting on recommendations and comments from responses to public consultation, pre-appraisal and External Panel in PD and finalising PD
	
	Unit
	4 weeks

	
	Final PD, annexes, appropriation cover note, summary of recommendations from pre-appraisal incl. unit’s response and summary of recommendations from External Panel incl. unit’s response forwarded to LÆRING for desk verification
	
	Unit
	

	
	Desk verification by LÆRING
	
	LÆRING
	1 week

	8
	Approval

	
	Submission for State Secretary for development policy for approval via the distribution group ‘Bevillingssekretariatet’ as second approver. Following LÆRING facilitates the Minister’s approval.
	
	Unit & Bevillingssekretariatet (LÆRING)
	1-2 weeks

	
	Document for Finance Committee (‘Aktstykke’) and presentation to the Parliamentary Finance Committee (if applicable)
	
	Unit
	

	9
	Initial actions following the Minister’s approval 

	
	LÆRING facilitates that approved grants are published on Danida Transparency after the Minister’s approval
	3-5 working days after approval
	Bevillingssekretariatet (LÆRING)
	

	
	Signing of Government-to-Government agreement(s) and/or other legally binding agreements (commitments) with partner(s)
	After the Minister’s approval
	Unit
	

	
	Register commitment(s) in MFA’s financial systems within the planned quarter
	After agreement(s) are signed
	Unit
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