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[bookmark: _Toc208583104]Part A: Template for Programme Document


[bookmark: _Toc208583105]Appropriation Cover Page  
Follow format for programmes  

[bookmark: _Toc208583106]Programme Cover Page
The cover page should mention:
· Ministry of Foreign Affairs of Denmark
· Programme full title and period
· P360 number 
· Draft/Final programme document
· Date of document version 

[bookmark: _Toc208583107]Standard Table of Content 
1 Programme objectives  
2 Programme context  
3 Programme narrative
4 Programme rationale   
5 Programme project portfolio  
6 Programme budget
7 Programme management and reporting
8 Programme risk management
Annexes
Annex 1- Context analysis
Annex 2- Programme budget
Annex 3- Process Action Plan


 

1. [bookmark: _Toc208583110][bookmark: _Toc208583108]Programme objectives 
· State the overall objective of the programme. This is typically the envisaged longer-term development impact of the programme[footnoteRef:2] [2:  The overall objective will be published on OpenAid and must be max. 1 sentence.] 

· Present 2-3 areas of intervention and corresponding strategic objectives (SO1, SO2 etc) that the programme will pursue within the implementation period (i.e., in the shorter/medium term)
Note: Please only present the objectives in this section. Context and other information should be presented in the relevant sections below.
2. Programme context    
[bookmark: _Hlk214829515]Based on the context analysis in Annex 1, describe the specific context of the programme with focus on:
· The country, region, thematic area and/or sector(s) relevant to the proposed areas of intervention;
· The target group(s) of the proposed areas of intervention. 
· Considerations on poverty orientation and rights-based principles
[bookmark: _Toc208583109]Note: Based on Annex 1, the section should only provide the needed background information for the reader to understand a) key development issues the programme intends to address, and b) the basis for strategic considerations made in terms of programme objectives, opportunities and challenges in the political, economic, societal, security and policy context the programme will be navigating.  
3. Programme narrative
· For each strategic objective, explain what issue(s) the programme will focus on, what issue(s) will be pursued as per context analysis above and in Annex 1, and how (foreseen change pathways)
· Highlight the key assumptions that would need to hold for the programme to make progress towards the strategic objective possible
4. Programme rationale    
Explain why it is relevant for Denmark to support this programme in terms of:
· Danish development policy and other strategic priorities or interests (e.g., economic diplomacy)
· Responsiveness to specific global/regional/national/local priorities and alignment to policies as expressed by the targeted countries or stakeholders
· Complementarity with other Danish development cooperation instruments
· Added value to and coordination with similar development cooperation initiatives
5. [bookmark: _Toc208583111]Programme project portfolio
· Present the project portfolio of the programme in the table below. (Please delete the yellow highlights once filled out.)
	Project #
	Period* 
	Partner**
	Modality***
	Strategic objective #
	Budget (M DKK)

	Project 1
	 2022-2222
	
	 
	
	

	Project 2
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*Period refers to the period of the Danish contribution. Please note if this period does not match the partner initiative’s/strategic plan’s own implementation period; **Also mention consortium partners in brackets if relevant; *** The support modality includes core, soft earmarked, earmarked funding or pooled funding. 
· For each strategic objective:
· Explain the reasoning behind the selected portfolio of projects, including considerations such as complementarity, strategic relevance, mix of modalities and/or partnership types, unique position of partner or other specific advantages (e.g., access to remote areas or specific target groups), and lessons learned from previous phases or similar support.
· Present a summary of key outcomes for each project from the results framework of the underlying project documents (see table below for inspiration)
	Portfolio
	Project 1
	Project 2
	Project 3
	etc

	SO1 
	Outcome 1: xxxx
	
	
	

	
	Outcome 2:xxx
	
	
	

	SO2 
	
	Outcome 1:xx
	
	

	
	
	Outcome 2:xx
	
	

	SO3
	
	Outcome 3:xx
	
	



6. [bookmark: _Toc208583112]Programme budget  
· Present a summary of the programme’s budget enclosed in Annex 2 including unallocated funds and other programme budget lines (e.g., monitoring, studies) if any
	
	Year 1
	Year 2
	Year 3
	Add columns as needed
	Total
(DKK million)

	Project 1
	
	
	
	
	

	Project 2
	
	
	
	
	

	Add as needed
	
	
	
	
	

	Programme support (e.g., technical assistance, monitoring, reviews) 
	
	
	
	
	

	Unallocated (if any)
	
	
	
	
	



· Explain the level of unallocated funds and other funds set aside, and how these will be programmed/used
7. [bookmark: _Toc208583113]Programme management and reporting  
· Present the organisational setup within the MFA unit and resources dedicated to programme management
· Explain the programme governance structure, roles and responsibilities, and considerations for Danish influence in decision-making (e.g., multi-bi support)
· Explain the MFA unit’s approach to monitoring the overall project portfolio, and whether/how this will involve cross-programme networking/knowledge sharing/learning  
· Explain how the MFA unit will use partner monitoring data and/or feedback to adapt the programme direction if needed, maintain relevance and deliver meaningful results 
8. [bookmark: _Toc208583114]Risk management  
· Highlight key risks from the MFA’s perspective with focus on contextual and institutional risks 

· For each key risk, explain how the MFA unit will monitor risks and act in case the risk materialises, possibly using scenario planning.
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[bookmark: _Toc208583115]Part B: Template for Underlying Project Document


[bookmark: _Toc208583116]Appropriation Cover Page  
Follow format for projects  

[bookmark: _Toc208583117]Project Cover Page
The cover page should mention:
· Ministry of Foreign Affairs of Denmark
· Project full title and period
· P360 number 
· Draft/Final project document
· Date of document version 

[bookmark: _Toc208583118]Standard Table of Content 
1 Introduction 
2 Summary of the project  
3 Justification of support  
4 Theory of change and key assumptions  
5 Summary of results framework 
6 Project budget and financial management  
7 Project management, governance, monitoring and reporting 
8 Project risk management  

Annexes
[bookmark: _Hlk222840362]Annex A- MFA Partner assessment  
Annex B- MFA Results framework 
Annex C- MFA Project budget
Annex D- MFA Risk management matrix
Annex E- Option 1) Partners project description based on existing project documentation or Option 2) Template for project description provided to the partner by MFA




 


1. [bookmark: _Toc208583119]Introduction 
The present project document describes the Danish development cooperation contribution to [name of project] implemented by [name of partner] as described in the implementing partner’s documentation enclosed in Annex A. The MFA responsible unit for the programme is [MFA unit such as Embassy of Denmark in [capital] or HQ unit in the Ministry of Foreign Affairs of Denmark].

The project is part of the programme entitled [name of programme and timeframe]. The Danish contribution to the project takes the form of [support modality noted in the programme document] and will cover the period [MFA support timeframe]. 

This project document and its annexes including partner documentation and annexes are an integral part of the legal bilateral agreement with the implementing partner.
 
2. [bookmark: _Toc208583120]Summary of the project  
Based on the project description or strategic plan drafted by the partner (documentation enclosed in Annex E), the MFA unit must summarise the key features of the project, with focus on the areas of interest to the Danish programme:
· The project objective and key outcomes[footnoteRef:3]   [3:  Max. 1 sentence for publication on OpenAid. It is typically the partner’s project objective, unless we are earmarking to specific outcomes or outputs. The key outcomes should indicate the outcomes supported by the Danish contribution.] 

· The total budget, target group(s) and geographic coverage
· The period of the project (Danish contribution) and of the partner’s initiative/strategic plan if different
3. Justification of support  
Choice of project
· Explain the choice of this particular project, its specific relevance to the programme and its objectives in comparison with other potentially relevant alternatives (e.g., with EU or other like-minded donors) and lessons learned if continuation of a previous phase. In case of climate tagging, the choice of the Rio marker should be clearly justified in line with MFA guidance.[footnoteRef:4]  [4:  The table for justifying the Rio marker scoring under Annex C – MFA Project budget should be completed in this case.] 

· Explain the choice of the modality of support including considerations made in terms of local ownership and leadership.   
Choice of partner
· Based on the partner assessment (Annex A), summarise the partner’s capacity and performance to deliver results and to manage funds, monitor and report, including previous experience and lessons as relevant 
· [bookmark: _Hlk215658467]Enclose the MFA-led partner assessment in Annex A with documentation to demonstrate the partner’s capacity. If the partner is to be selected during implementation (e.g., call for proposal or procurement), describe the selection method, process and criteria in Annex A.  
4. Theory of Change and key assumptions  
· Based on documentation in Annex E, including the Theory of Change explain how key outcomes and underlying key outputs funded or prioritised by Denmark are expected to contribute to the programme’s strategic objective(s) presenting the change pathways for each key outcome.
· Based on the ToC included in Annex E, highlight the key assumptions that must hold a) for the project to achieve these key outputs, and b) for these outputs to yield the desired key outcomes. 
· Explain how sustainability is considered   
5. Summary of results framework 

[bookmark: _Hlk220497462]Based on the Annex E, present the project results framework either in full or in summarised form (enclosing a detailed results framework in Annex B). 
This should focus on the project’s objective, key outcome(s) and corresponding outputs and indicators that the MFA will be monitoring and reporting on in RFI. Outputs and indicators should only present the overall outputs under a given outcome (e.g., only the level of output 1.1 under outcome 1, not lower level outputs output 1.1.1). Include the detailed version of the MFA results framework for the Danish contribution in Annex B, including lower level outputs if relevant, and baselines and targets.
Note: If the Danish project support is (softly) earmarked for selected project change pathways/results chains/outcomes, these should be the focus of the results framework summary.   
6. Project budget and financial management  
· Based on the detailed budget in Annex C, summarise the overall budget of the Danish contribution including administrative costs and other budget lines (e.g., unallocated funds, contingencies, audits). For climate tagged projects, reflect this in the budget.
· For climate tagged projects, reflect this in the budget. The relevant budget lines should be clearly marked.
· For core contributions (including soft earmarking or pooled funds) present the full budget of the initiative/strategic plan, and contributions from other donors. 
· Explain the partner’s financial and audit arrangements, potential risks, and how any deviations (e.g., in the case of multi-bi support) from the MFA’s Financial Management Guidelines (FMG) will be addressed.
7. Project management, governance, monitoring and reporting  
· Summarise the MFA organisational set-up of the initiative/strategic plan. 
· Explain how the MFA unit will be involved in the governance structure, and have influence on decision-making especially in case of multi-bi support
· [bookmark: _Hlk220500031]Explain the MFA unit’s approach to monitoring the project (financial, technical), and how it will engage in dialogue with the partner and other stakeholders involved in implementation, as well as coordination fora as relevant (as reflected in the Process Action Plan for the implementation phase).   
· Show the reporting frequency/schedule and explain any deviations from FMG
8. Risk management  
· Based on the risks elaborated in Annex E (by the partner), highlight key risks foreseen from the perspective of the MFA including any risks not addressed by the partner.
· Explain how the MFA will identify and manage these risks if they materialise, possibly using scenario planning.
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Part C: Guidance for Standard Template for Programme Document and Underlying Project Documents
The purpose of this document is to guide MFA units in the formulation of programmes (including country programmes) in line with the Aid Management Guidelines (AMG) for Bilateral Cooperation. 
Projects with no overarching programme should instead use the Template for Stand-Alone Projects.
A programme is defined as the narrative that combines a portfolio of projects in a specific area of interest (e.g., a thematic, national, regional or global programme) that is designed to contribute to a joint development vision. 
The template is divided into two sub-templates (Part A and B) to adjust the level of details required at programme and project levels so they are complementary. The programme document represents the strategic reference point and programmatic framework for its underlying projects. The project documents provide programmatic details in line with the strategic direction set in the programme document. 

	
	Programme document
	Project documents

	Purpose
	Rationale and strategic choices underpinning the portfolio
	Key programmatic features of individual projects

	Core content to be produced by MFA
	· Outline programme objectives, context, opportunities and challenges 
· Explain the rationale and overall narrative that underpins the portfolio of projects  
· Describe overall budget 
· Describe MFA management set-up and overall risks  
	· Describe the key features of the project based on documentation in annex
· Explain the choice of the project/partner
· Explain Danish contribution budget 
· Describe the MFA management arrangements specific to the project including key risks based on risk assessment in annex

	Length of document
	· Max. 15 pages excluding annexes depending on programme complexity
	· Approx. 5 pages excluding annexes

	Basis for appraisal
	For programmes subject to external appraisal

	
	· Programme appropriation cover note 
· Final draft Programme document 
· Final draft Annexes
	· Project appropriation cover notes
· Final draft MFA project documents
· Final draft Annexes (including Partner drafted annexes)

	
	For programmes subject to early appraisal

	
	· Programme appropriation cover note 
· Early draft MFA programme document incl. context analysis and PAP in annex  
	· Project appropriation cover notes
· Early draft MFA project document and if drafted, partner assessment, preliminary results framework, budget at outcome level, preliminary risk management matrix; (early) partner project documentation (with annexes)

	Basis for submission to External Panel (as applicable)
	· Programme appropriation cover note 
· Early draft MFA programme document 
	· Project appropriation cover notes
· Early draft MFA project documents


	Basis for approval process
	· Programme appropriation cover note 
· Programme document 
· Annexes
	· Project appropriation cover notes
· MFA project documents
· Annexes (including Partner drafted annexes)


	Basis for partner agreement
	
	· MFA project document 
· Annexes


The programme and underlying project documents shall be drafted by the MFA unit. 
When the MFA supports a partner initiative through direct award, the following annexes should be for drafted by the MFA and the partner respectively:
	For support through direct award:
	Annexes to project document 

	Produced by MFA
	· Project appropriation cover note
· MFA context analysis
· MFA partner assessment
· MFA results framework
· MFA project budget 
· MFA risk management matrix 

	Produced by partner
	· Project documentation as presented in partner documentation, i.e., programme/project document/ strategic plan, including partner’s context analysis, ToC, results framework, budget, management set-up, MEAL set-up, risk management etc. etc.
· Risk management matrix
· Input to MFA budget details


The project document should not be a copy of the partners’ documentation in Annex E. It is a summary document based on the partner’s own project description but focused on the Danish perspective and management of the contribution.  
If the project is supporting a partner that does not have a format to describe its initiative, and the partner requests a template, the standard template for project description can be used as Annex E (Option 2). If the partner wishes to use their own template, this is acceptable as long as it provides the information needed as outlined in the standard template for project description.
For projects below 20 million, a simplified procedure can be followed. In this case, separate context analysis documents and risk analysis matrixes should not be produced by the MFA unit. These elements should however form an integral part of the MFA product document as well as the underlying partner documentation. 
If a procurement process is envisaged (e.g., a fund manager to be identified after formulation and appraisal), the MFA unit should produce the same documents as for a direct award expect for the partner assessment. In addition, the MFA unit will produce the tender material. Please consult ØKO if needed.
	For Procurement:
	Annexes to project document

	Produced by MFA
	· Project appropriation cover note
· MFA project document
· Annexes minus partner assessment 
· Tender material

	Produced by partner
	Project documentation as responds to the tender


In case of a Management Unit or delegated cooperation with the MFA as lead, the MFA unit should produce the same documents for the appraisal as for direct award and procurement. This includes the MFA project document and relevant annexes. 
If grant support is to be awarded through a Call for Proposal (CfP), a draft CfP information note must be formulated and submitted for appraisal instead of an MFA project document. The MFA unit still needs to produce a context analysis and a risk analysis. A partner assessment should not be produced. Please refer to the Guidelines for Selection of Grant Recipients (including Calls for Proposals and template for the information note). Consult TILSKUD if needed.
	For Call for proposals:
	Annexes to information note

	Produced by MFA
	· Project appropriation cover note
· Information Note (see template for CfP information note) 
· Context analysis 
· MFA risk management matrix (to be drafted based on selected project proposal)

	Produced by partner
	Project documentation as a response to CfP 


Please consult the Aid Management Guidelines for Bilateral Cooperation for more details on the appraisal and approval processes [Bilateral cooperation]
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