Annex G 
Template for Process Action Plan (PAP) for Stand-alone Projects below DKK 20 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. 
C) Stand-alone Projects below DKK 20 million

	
	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. 
	
	Unit with consultants if found necessary
	2 weeks

	2
	Formulation and finalisation of draft project document 

	
	If needed, include further analysis, decide on method for selection of projects and partners etc.
	
	Unit
	4 weeks

	
	Finalise the PD for internal (unit) quality assurance
	
	Unit
	

	3
	Quality assurance: Internal Quality Assurance Checklist 

	
	The unit conducts the quality assurance with the template Annex I “Quality Assurance Checklist”
	
	Unit
	
1 week

	4
	Approval 

	
	Submission for the Head of department’s approval for grants up to DKK 10 million. For grants above DKK 10 million, submission to State Secretary for development policy for approval via the distribution group ‘Bevillingssekretariatet’ as second approver. Subsequently, LÆRING facilitates the Minister’s final approval. 
	
	Unit 
	1 week

	5
	Initial actions following approval 

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

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