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Throughout this Manual the following abbreviations and terms are used: 

DIR
Director General/Deputy Director General

AMB
The Norwegian embassies and departments in Oslo authorized to act on 



            behalf of NORAD

REG
The Regional Departments in Oslo 

SAFR    Department for Southern Africa


ØSA      Department for Eastern and Central Africa

ASIA     Department for Asia

LAMS   Department for Latin America, the Middle East and South Eastern Europe

ASN     Department for Civil Society and Private Sector Development

UE
Policy Planning Unit

FAG
Technical Department, which includes units for:


- Governance and Civil Society


- Productive Sector Development and Employment


- Environment and Energy


- Education, Research and Culture


- Health

PA
Personnel and Administrative Department

JUR
Legal Affairs Section under the Personnel and Administrative Department



AKS
Department of Communication

AF
Advisory Forum, headed by AMB

ATC
Advisory Technical Committee , headed by DIR or AMB

PTA
NORAD´s system for planning, monitoring and reporting on individual development cooperation activities.  Through its aggregated reports it is also the basis for planning and reporting on total, country and sector levels.

APS
Agreed Programme Summary

NORAD signifies, NORAD, Oslo

For the sake of simplicity, the term "programme" is used throughout the manual, since the same procedures and requirements in principle apply in principle to both projects and programmes. 

In this Manual, “Agreement” is covering both government-to-government agreements, agreements with other donors, with institutions, and contracts entered into with various partners. (See Legal Handbook.)
The Norwegian input, which may represent a major or a minor part of the total funding, is referred to as the Grant.

The total Norwegian commitment to a country is referred to as the Development Co-operation Programme. 

Request signifies a document "authorising" NORAD to assess assistance.  It will have different forms.  It could be elements of an agreed Country Strategy, a Memorandum of Understanding (MOU),  Agreed Minutes etc, or a specific application for support.

Partner signifies the institution or party, which is authorised to enter into an Agreement with Norway/NORAD 

AMB may also signify REG in countries without a Norwegian embassy, or ASN for programmes which falls directly under that department's authority.

"The General Plan of Operations" is NORAD's "Virksomhetsplan".

INTRODUCTION

Purpose and use of the manual

This manual is a tool for ensuring the quality of development co-operation programmes.  It does not describe overall strategy and policy processes or dialogue on a national or international level.

The manual presents the programme cycle, and describes standards for:

· interaction between the Partner and NORAD

· interaction between NORAD and other donors

· division of responsibility between NORAD departments and AMB

· procedures for development co-operation planning and follow up

· standard formats for main documents and reports

The manual has been developed primarily for NORAD’s staff at AMB and staff at the headquarters in Oslo. It also provides useful information for programme staff in the partner countries. 

The manual applies essentially to government-to-government programmes, co-financing of programmes with other donors, institutional cooperation and private sector programmes supported by Norway. 

It is important to note that the manual describes a model case. The procedures must be adapted to the programme in question, to circumstances specific to the Partner country, and in order to harmonize procedures and requirements with those of other bilateral or multilateral donors in co-financed programmes.  

This manual is supplemented by the following documents: 

· The Logical Framework Approach (LFA). Handbook for Objective-oriented Planning. 3rd edition, NORAD, 1996

· Evaluation of Development Assistance. Handbook for Evaluators and Managers. Norwegian Ministry of Foreign Affairs, 1994

· Handbooks developed by NORAD:


- Legal Handbook 


- Handbook in Economic and Financial Assessment


- Handbook in Assessment of Institutional Sustainability  

- Handbook in Human Rights Assessment

- Guide to Recipient Responsibility

- Guide for Institutional Cooperation

- User´s Manual for PTA

- Manual for Statistical Classification in the PTA

The general layout for the cycle is:

Preparatory phase

Request/Application

Mandate for dialogue

Dialogue and programme documentation

Programme Document

Appraisal

Appropriation Document and Draft Agreement

Negotiations

Agreement

Agreed Programme Summary

Follow-up phase

First transfer of funds

Implementation/monitoring

Progress Report

Statement of Accounts

Assessments/reviews

Transfer of funds

Annual Meeting

Dialogue

Mandate for Annual Meeting

Final Report

Audited Accounts

Assessment

Dialogue

Completion Document


As a general rule, the work and information needed by NORAD for each step should be limited to what is deemed necessary and sufficient.  If in doubt, seek clarification.

Adjustments and modifications should be made according to the nature of the

Programme and subsequent Agreement in question.

MANDATORY PROCEDURES IN THE PROGRAMME CYCLE 

This refers to the procedures only.  The information required will vary greatly from Programme to Programme.

NORAD has developed a portfolio management system, PTA, on the basis of the procedures described in this Manual. For each step the registration of relevant information in the PTA is mandatory.

In the following pages, under Preparatory phase, Follow-up phase and Completion phase, 

a number of formats are presented. Unless otherwise stated, these should be considered as helpful checklists, not as "straight jackets", or rules to be followed to the letter. The following is a list of mandatory steps to be taken throughout the cycle.

Although NORAD has a flexible approach with regard to adopting routines and formats normally used by the Partner, the are some "Core Administrative Requirements" that must be adhered to.  These are given as Annex 1 to this manual and must be followed by all NORAD development cooperation staff.

Procedure/documentation - Comments

Mandate for dialogue

Pages  9 - 10

AMB’s assessment of a request/application for funding, should clarify whether the programme is in accordance with Partner's development plans and policies and Norway's development cooperation priorities and whether funds are available in the NORAD budget. 

Dialogue

Pages  11 - 13

The dialogue should specify what information NORAD needs in order to make an appraisal of the programme. This will vary according to the nature of the programme. NORAD’s preparatory should also be outlined, and the need for harmonisation with other donors should be specified.   The dialogue is normally based upon the Request and the Programme document (when relevant).

Programme documentation/Appraisal  

Pages  11 - 13 


Appraisal of the Partner's documentation is mandatory.


The scope of the appraisal will vary according to the complexity of the programme. If an appraisal team is undertaking the appraisal, AMB must prepare Terms of Reference and assess the report.

Appropriation Document/ Draft Agreement and Draft Programme Summary

Pages  14 - 15 

An Appropriation document with a Draft Agreement and Draft Programme Summary is mandatory 

Agreement/Contract; Annex I; Annex II (to the Agreement, not to the manual)

Pages  16 - 18 


NORAD´s development cooperation is invariably governed by an Agreement.

Annexes I and II, which are described in this manual, are integral parts of the Agreement, (but not necessarily of a contract).  (These annexes are not the same as the Annexes to this Manual!)

Follow-up phase 

Pages  19 - 31 

The agreed obligations are to be followed up during this phase. This includes:


Assessing/approving reports and statement of accounts before funds are transferred to the programme. (Does not apply if the first disbursement is an advance payment.)


If Annual Meetings are agreed upon, a mandate for such meetings must be prepared, with subsequent Agreed Minutes and a report to AMB. Assessments of progress and productivity are to be registered in the PTA


When reviews are carried out, Terms of Reference must be drawn up, the reports must be assessed and a summary must be registered in the PTA (as text).

Completion Report

Pages  32 - 33 


The preparation of Completion Report to NORAD with enclosures is mandatory.

1. The Preparatory Phase

    In implementing NORAD's Strategy for development cooperation this phase is of crucial

    Importance

1.1   MANDATE FOR DIALOGUE

General

The day-to-day dialogue with the Partner, the agreed guidelines (Memorandum of Understanding, MOU, Country Strategy, Agreed Minutes, or other documents regulating cooperation between the Partner country and Norway, or on Norwegian Development Cooperation Policy in general, may form the basis for assessing support.  The Partner may also present an application for support. A Mandate for Dialogue for the support must be drawn up.

The Request may be documented in various ways. It must have a formal status of one kind of another  (a pledging at a CG-meeting, part of an agreed Country Strategy, an MOU, or Agreed Minutes from meetings where the intended cooperation has been agreed upon) will suffice as a formal presentation of a Request. It may involve:

· a new programme

· an application for support to the next phase of an ongoing programme already receiving Norwegian support


-     an ongoing programme supported by other donors

AMB must assess possibility of participation by other donors and/or donor coordination and possible need for assistance from NORAD, Oslo, at an early stage in the appraisal process. 
The purpose of the Mandate for dialogue is to make a preliminary assessment of whether the Programme is coherent with the Partner's development plans and policies and Norway's current development cooperation policy and also what funds are available.

A preliminary estimate must be made of the annual need for funds for the relevant period.

After the initial Mandate for Dialogue, emphasis would tend to be more on assessments of a technical nature.


When starting work on the Mandate for Dialogue has been approved, registration of the (possible) support should be made in the PTA. This facilitates analysis of the total portfolio of ongoing and planned support, which is basis for decisions regarding the overall development cooperation programme, both at country level and in total.

For larger programmes the process leading up to a final Appraisal Report could be a step by step process starting with the first "Mandate for Dialogue" document.  Each step could have the same formal procedure as the initial one, but it will not always be necessary to draw up a complete new "Mandate for Dialogue Document".  A note referring to a previously approved Mandate for Dialogue and a description of the proposed next step, may suffice.  

Procedures and responsibilities

If the Request is obviously not in line with the principles for development co-operation agreed on with the Partner country, AMB may reject support for the plans without further assessment.

The responsibility for the Mandate for Dialogue documentation rests with AMB regardless of the total amount of the financial support estimated. 

Internal Dialogue at the Embassy
In order to make use of all the knowledge possessed by the embassy staff, to create awareness of the total Programme portfolio and to further team work at the Embassy, an Internal Dialogue headed by the ambassador or counsellor responsible for development cooperation, should always take place at the Embassy at an early stage.

· Total Norwegian contribution to a programme below the financial authority given to the embassy must be discussed in an Advisory Forum (AF) arranged by AMB where REG and other relevant departments in NORAD participate by telephone communication.  The Mandate for Dialogue documentation is then approved by AMB.

· For Norwegian grants above the embassy's financial authority, the Mandate for Dialogue documentation is made by AMB and presented by REG to the Director together with a short covering memorandum. The Director may consult a Advisory Technical Committee (ATC) before decission is made. AMB participates in the ATC through telephone communication. The Mandate for Dialogue documentation is then approved by NORAD, Oslo.

A "Mandate for Dialogue document" has to be formulated for all new programmes. For new phases in a programme a simpler procedure may be used.
Reference documents
--
The Request

--
Partner’s development strategies and plans

--
Norwegian Development Cooperation policies

--
Country Development Cooperation Guidelines

--
Memorandum of Understanding

--
Agreed Minutes of the Development Cooperation Consultations.

--
NORAD’s General Plan of Operations

Document Format 

Mandate for Dialogue

(Initial document not to exceed 4 pages):

The amount and type of information should be adjusted to the programme in question.

For ongoing programmes the Agreed Minutes from the Annual Meeting may suffice (no need to formulate a new Mandate for Dialogue Document!)

1 
Background

-
The Request and its background (when, by whom, early initiatives, studies, etc.).

· Experience of previous support, also by other donors 

2 
Programme description

-           Brief information about the Programme, including relevant policies and institutions

· Brief description of the Partner’s administration (strengths and weaknesses, record on corruption and mismanagement)

· Other donors (where applicable)

· Tentative financial framework for the programme (contributions by NORAD and

            other donors to be specified)

3 Statistical classification

· A preliminary classification is made in accordance with the PTA Statistical

Handbook and must be registered in the PTA.

4
Assessment

-
Coherence with the Partner's own development strategy, sector policy and priorities. Coherence with development co-operation policy e.g. Country Strategy, the country specific part of the General Plan of Operation or other policy documents

· Procedures and responsibilities in the process leading to the final decision regarding support (e.g. harmonisation of procedures between donors, division of roles and responsibilities etc.)

· Availability of funds

· Indication of procedures and division of responsibilities in the planning process, including what further information is needed and time schedule

-
Need for assistance from NORAD, Oslo


-
Other relevant issues 

5 
Recommendation

Includes an indication of what is required to take the assessment further, such as discussions with the Partner and other donors

1.2 THE DIALOGUE AND REQUEST

General

The principle of partnership entails not only partner responsibility, but also a responsibility on NORAD's part to support our partner through policy dialogue, strategic planning and if needed technical assistance

The Request  is the Partner’s initial description of the programme to be considered for support. It forms the basis for NORAD’s dialogue with the partner in order to collect the information needed to verify whether the objectives have been achieved and document how the Programme is being managed. NORAD does not require that the programme documentation is presented in a specific format.  However, the documentation, should provide relevant data and cover substantive issues in such a manner that NORAD has sufficient information to make a final decision regarding support. 

Programme proposals should not confine themselves to describing the elements for which support is wanted, but should as far as possible, describe the whole Programme; its relation to strategic plan(s), all the activities, the plans and the financing.

Again, the amount and type of information needed shpuld be adjusted to the programme in question.


The documentation presented by the Partner may be based on a more or less comprehensive programme. It is important to have a dialogue on goal, objectives and the sustainability aspects of the Programme as early as possible in the programme cycle.

AMB’s ability to influence the plans through dialogue depends on the stage of the planning process reached, and the Partner’s procedures for programme planning. 

Procedures and division of responsibilities

The preparation of the Programme Document is the responsibility of the Partner. The most common procedures and division of responsibilities are as follows:

· AMB assesses what information should be contained in the programme documentation in a dialogue with the Partner and any other donors.

The information requirements are defined after an initial screening of existing documentation 

based on general strategies and guidelines for development co-operation.

The dialogue should further specify what information NORAD’s needs in order to make an

appraisal of the Program., NORAD’s preparatory process should be outlined and the need for

harmonisation with other donors should be specified.

· Sector approaches or comprehensive programmes may have a long planning process and many donors may be involved in the dialogue with the Partner. Issues relating to the planning process itself must be clarified, such as harmonisation of requirements and procedures, in both the preparatory phase and the follow up phase.

· For programmes with a long planning phase, it may be necessary to get clarify in principle what information/assessments are needed at various stages of the preparatory phase.

· It is the Partner's responsibility to plan the programme. 

This includes carrying out feasibility and impact assessment studies in accordance with the Partner's own rules and regulations.

· If additional information or studies are called for, it is important to coordinate such activities with those of other donors, and to keep the requirements at a realistic and relevant level, focusing on the most important sustainability aspects for that particular programme, and taking into consideration the capacity of the Partner.

· In order to facilitate appraisal it is recommended that AMB ask REG/ FAG to advise on the need for supplementary information to the Programme Plan.

· NORAD may, at the Partner's request, provide financial and/or technical assistance during the planning process (e.g. LFA-workshops or specific studies). The Partner is nevertheless responsible for signing the necessary Terms of Reference and contracts with consultants participating in such processes.

· The Partner prepares the programme documentation according to its own format, taking into account the information needs presented by the donors.. The format for NORAD’s Appraisal Report may be used as a checklist for the content of the Programme documentation, keeping in mind the need to harmonise the information requirements with those of other donors. When appropriate a more specific "Mandate for dialogue" than the initial one, may be drawn up.

· If the information presented by the Partner is considered insufficient, a further analysis may be undertaken as part of the appraisal.

Information needed for dialogue with the Partner:  (The amount and type of information needed should be adjusted to the nature of the Programme.) 

Policy support measures:

Socio-cultural and gender aspects


Human Rights aspects


Environmental aspects



Technical and technological aspects

Impact of and effects on HIV/AIDS

Economic and financial aspects. (the financial management structure and cash flow, and aspects relating to the future economic sustainability of the Programme.)



Administrative capacity and management record of the implementing Partner institution

Other institutional aspects (relevant to the future sustainability of the Programme)



Dialogue with other donors (if applicable)

The starting point for a dialogue with other donors is:

The Partner has full responsibility for the presentation and implementation of the Programme. 

With regard to programmes co-financed with other donors, common requirements and procedures for reporting should be agreed upon, even when that means deviating from normal NORAD procedures.

During the dialogue with other donors, however, it is important to bear in mind that NORAD has Core administrative requirements regarding reporting, accounting, procurement, etc.  These are described in ANNEX 1 to this manual.  For more detailed information see also the Legal Handbook.

Reference documents
(Not all apply to all programmes)

--
Partner’s Request

--
Norwegian Development Cooperation Policies

--
Country Development Cooperation Guidelines

--
Memorandum of Understanding 

--
Review/evaluation of previous phase

--
NORAD’s General Plan of Operation

--
Agreed Minutes of the Development Cooperation Consultations

--
Sector studies

--
Handbooks (ref. page 3)

-
Guidelines for Sector-based Approaches (Veiledning for NORADs arbeid med programtilnærming, (”NORAD 2000” rapport) 

1.3 APPRAISAL

General

Sector approaches may require appraisals at various stages.  Appraisals should preferably be done jointly with other donors.

The purpose of the appraisal is to make an examination of the Programme documentation before funding is recommended. 

The appraisal reviews the programme documentation in the light of: 

· The partner country’s policies and sector plans

· Norwegian development cooperation policy and principles

-
the conditions and criteria communicated to the Partner during the Dialogue phase (see sections 1.1 and 1.2. above); 

The appraisal phase, which all programmes must go through, is always NORAD’s responsibility. The scope of the appraisal may vary, depending on the size and complexity of the programme to be appraised and whether there may be co-financing with other donors. NORAD’s role in the appraisal in such cases must be clarified.


The main components of the appraisal are:

- Relevance, i.e. the extent to which the proposed Programme will meet the needs expressed by

  the Partner;

- Design elements, including an analysis of the logic of the goal hierarchy proposed, based on

  the LFA;

- Institutional elements, including analysis of the administrative capacity and quality of the Partner institution. The scope for corruption should be explicitly assessed, and appropriate measures to minimise such risk be identified;

- Sustainability elements (relevant to the Programme in question), which address

  various aspects of sustainability in order to identify possible weaknesses that may threaten

  the success of the Programme and its impact after the cooperation period. Financial and

  economic factors are of special importance.
- Result indicators

In the initial phase of a programme, process indicators related e.g. to the planning process and the establishment of the Partner's infrastructure for implementation may provide a more valid indication of progress than outputs, as it may take some time before production of outputs can be measured.

Identifying and describing these indicators is the greatest challenge in the planning process, and is essential in order to monitor programmes and to  ensure their success.

The indicators are explained and discussed in the reference documents and handbooks listed in this manual (Introduction, page 4) They are also briefly described in ANNEX 2 to this manual.

When relevant, other donors' requirements, procedures etc may be part of the appraisal.

For ongoing programmes the Agreed Minutes from the Annual Meeting may serve as “Appraisal Report”. A new Appraisal Report may then be unnecessary.  If in doubt, seek clarification from REG.

Procedures and division of responsibilities

AMB determines the scope of the appraisal and its implementation. The scope depends on the size and complexity of the programme.  Again, remember: the scope shall be based on what is necessary and sufficient.

Programmes co-funded by several donors should have joint appraisals. This should be clarified during the dialogue. 

- 
AMB is responsible for planning and implementing the appraisal. It is recommended that AMB in this process seek advice from FAG or another relevant unit in NORAD.  For comprehensive  programmes, and if other donors are involved, it is mandatory that JUR is consulted at an early stage. This is important if administrative procedures are to be agreed upon.
· Appraisals can be madeby NORAD staff, external consultants, a combination of both, or 

            by teams where various donors are represented.

· Appraisal of less complex programmes may be carried out as a desk study by NORAD staff. The Appraisal Report format may be used as a checklist for identifying the most important aspects to be appraised.

- 
If AMB decides to commission a Norwegian or international consultant, FAG must make the necessary arrangements. (Does not apply to consultants in the Partner country, who maybe contracted by AMB)

· Appraisal missions must have Terms of Reference approved by AMB or the

       
donor group.

· The Appraisal Report may point out aspects requiring further assessment. 


This should be done by NORAD or by a qualified team on behalf of the

Partner and/or NORAD and other donors. 

-
If the appraisal report is made by an external appraisal team, AMB must assess and verify the conclusions.

· If the appraisal identifies matters of policy or principle, AMB must consult REG prior to the final decision.

· If support to a Programme is rejected, the reason for the rejection must be communicated in writing to the Partner.

· All appraisal reports must contain a summary, presenting specific recommendations.

Reference Documents

- Partner’s Programme Document or Sector Policy/Implementation Plan or Application

- Country Strategy

- NORAD’s General Plan of Operations

- Sector studies

- OECD/DAC's Checklist for Policy Coherence for Poverty Reduction

- NORAD’s LFA Handbook

- The Evaluation Handbook

- Handbooks (see. page 3)

Document Format (and checklist for the dialogue)

Appraisal Report 

(The amount and type of information given must be adjusted to the programme in question and limited to what is considered necessary and sufficient)

1
Executive summary

2
Assessment of relevance


- The priority accorded to the proposed programme in national plans and budgets 

- Coherence with Norwegian development cooperation policy and principles, general,

              country, and sector specific. 


- Justification of the Programme in relation to user’s needs and priorities

3 
Assessment of the programme design

-The quality of the underlying analysis and planning activities

- Consistency (goal, objective, outputs, inputs), see Annex 2 to this Manual.

 
- Realism (external factors, risk elements), see Annex 2 to this Manual.


- Whether the indicators are sufficient to give valid and reliable information

4
Assessment of institutional aspects


- Administrative capacity and quality of the partner institution


- Financial management structure and cash flow


- Scope for corruption


- Adequate measures to manage the risk for corruption

5
 Assessment of sustainability 


- Programme features in relation to factors ensuring sustainability, see Annex 1.

- Policy support measures. See OECD/DACs checklist for Policy Coherence for Poverty

              reduction.

- Economic and financial aspects; income generating activities (if any), and long term

              viability, including contribution to poverty reduction.             

 
- Other institutional aspects 

-  Human Rights aspects

           -  Environmental aspects

- Socio-cultural (including gender) aspects

- Technical and Technological aspects

-  Impact of HIV/AIDS on the Programme; measures to be undertaken, if relevant.

           -  Whether the information on these issues is adequate, or whether there is a need for

   additional information/studies.

6          Possible donor coordination (if relevant)

-  Scope

-  Roles and responsibilities

-  Other donors' requirements and procedures

-  Deviation from normal NORAD procedures (if applicable)

7      Conclusions/recommendations

-  Main principles and conditions for planning and implementation. When relevant, these

   are to be negotiated as part of the Programme Agreement and formulated in the APS

-  Financing and technical requirements with anticipated inputs from the Partner, NORAD

               and if relevant, other donors.

 
-  Division of responsibility between the Partner, NORAD, and other donors.

-  Measures to ensure the Partner’s administrative capacity, quality assurance,

   accounting, auditing and reporting, and measures to minimise scope for corruption.



-  Requirements for reviews and evaluations.

1.4  APPROPRIATION OF FUNDS

General

The purpose of the Preparatory Phase is to facilitate the provision of necessary and sufficient information on which NORAD can base its decisions. This information is compiled in the Appropriation Document. When relevant, a Draft Agreement and Draft Programme Summary should be prepared as part of the appropriation documentation,

For ongoing programmes where additional funding is needed, no elaborate documentation is necessary! A short note referring to previous Appropriation Document, the Agreed Minutes from Annual Meeting, or some other formal event; together with an assessment of the Partner’s compliance with previously given requirements and AMB’s recommendation, will suffice.

(Bear in mind that the financial limits of decision authorisation for the various levels in NORAD are applicable to the total support from NORAD to the Programme, not to each specific Agreement, if more than one.)


Procedures and division of responsibility

· AMB is responsible for preparing the Appropriation Document, the Draft Agreement/Contract and the Draft Programme Summary. Document Formats for the Appropriation Document and the Draft Programme Summary are shown below. The Legal Handbook provides formats for the Draft Agreement and for other types of contracts.

· AMB may request assistance from FAG, JUR or other units in NORAD, whenever necessary.

· AMB may approve contributions within the financial limit for its authorisation for a specific Programme.  Contributions above this limit are presented by AMB via REG to DIR for approval.

· For allocations that AMB is authorised to approve, AMB should always arrange an Advisory Forum, with participation from REG and other relevant departments in NORAD by telephone, prior to final approval.

· When applicable, the approved documentation is forwarded by AMB or REG to JUR, which approves the final Draft Agreement/Contract and authorise AMB to negotiate and sign the Agreement/Contract (See Legal Handbook).  For comprehensive programmes, or if more donors are involved, JUR must be contacted at an early stage of the preparation of the Draft Agreement, and if administrative procedures are to be agreed upon in the form of MoU or Agreed Minutes.

· After approval, the preliminary registration in the PTA, done in the very early phase, must be verified, an if necessary, updated.

Reference Documents

-   Programme Document

-   Appraisal Report

-   NORAD’s Legal Handbook

Document Format 


Appropriation Document

 (The amount and type of information given must be adjusted to the programme in question and limited to what is considered necessary and sufficient)

The Appropriation Document forms the basis for the final decision regarding the appropriation of funds. The document should not exceed 5 pages. (For ongoing programmes, see text under “General” above)

0 Summary


-
Number and name of the Programme


-
Number and name of the Agreement


-
Main reason for recommending support 

· Main obligations and conditions for support

· Allocation of funds. The Norwegian Grant (NOK 1000) ............................. 



and annual breakdown (NOK 1000 per year) ...........................



with reference to relevant NORAD budget chapter/item


-
Date of approval and by whom (to be noted after approval).

1 Description of the Programme


-
The request and its background 


-
Previous support and experience


-
Brief description of the programme including goal hierarchy

· Total cost estimate and financing plan

2 Assessment

-
Coherence with Partner’s own development strategy and priorities; coherence with 
MoU or Country Strategy

-
Programme design 

-
Preconditions for success; external factors

-
Risks, and measures to manage the risks (including scope for corruption)

3   
Description of responsibilities and procedures 


-
Responsible NORAD Department/Embassy


-
Agreement Partner


-
Implementing institution

-
Norwegian and/or other cooperation institution (if applicable)

-
Donor cooperation (if applicable)

-
Organisational requirements and implementation procedures, including quality control systems (Attach organisational chart of Partner institutions, if available) 


-
Reporting, accounting, auditing, possible anti-corruption measures     

-
Procedures for Annual Meetings (if applicable), Formative Process Research (if applicable), Reviews and Evaluations

4      
NORAD departments/external institutions consulted, and degree of consensus.

5
Conclusions and recommendations

Enclosures

The Appropriation Document must have the following enclosures:. 

Summary of the appraisal (not the full report)

Draft Agreement

Draft Programme Summary 

PTA Programme Summary Report 

1.5  AGREEMENT

General

The Agreement defines the responsibilities and obligations of both the Partner and NORAD. It also provides the basis for follow-up, monitoring and reporting. Hence, the Agreement with its annexes is the authoritative document by which both Parties have to abide during the programme cycle. Standard agreement and contract formats and guidelines are presented in the Legal Handbook.  For NORAD's programme management the Agreement supersedes all other documents.

The following annexes are integral parts of Government-to-Government Agreements, not to contracts.

- Annex I: 
Agreed Programme Summary (see below)

- Annex II:
Annual Progress Report Format (ref. page 27)

Procedures and responsibilities

· The Draft Agreement, together with the relevant annexes, is prepared by AMB in 

consultation with the Partner. AMB may seek assistance from JUR in this process.

For larger or complex programmes i.e. with several donors involved, it is imperative that JUR is contacted at an early stage and before any negotiations take place.

· If the Partner is to enter into contracts regarding technical assistance, procurement services, etc under the Agreement, NORAD’s role in the approval of such contracts must be specified (see Legal Handbook)..

· For Government-to-Government Agreements JUR issues the authorisation to negotiate and sign the Agreement and MoU or Agreed Minutes regarding administrative procedures, if applicable.

· AMB returns one signed original of the Agreement to JUR.  For contracts a copy will suffice.

· Obligations and activities under the Agreement must be registered in the PTA

Reference Documents

-  NORAD’s Legal Handbook which contains comprehensive formats for drafting the

   Agreement

-  Appraisal Report

-  Programme documentation 

-  Appropriation Document

1.6 AGREED PROGRAMME SUMMARY, APS, (where applicable) (Annex I to the Agreement)

The initial Draft Programme Summary may be revised as a result of subsequent negotiations with the Partner. The APS must be included as Annex I of the Agreement. 

It contains a summary of the Programme Document in terms of goal, objective(s) and planned outputs. (See Annex 2 to this Manual, pages 43 - 44, Design elements.)

It is important that goals, objectives and result indicators (if applicable) are consistent with those described in the Programme Document.

The APS covers the entire contractual period, and therefore has few operational details.

The operational details, including necessary outputs, indicators and if necessary, activities; are to be set out in the annual plan, which is normally approved by the Annual Meeting. This is particularly important for broad sector programmes with many programme components, and each of the main components has its own objectives and outputs.

Document Format 

Agreed programme summary (Annex I to the Agreement)
1.  Description of the Programme


- Programme Title/Name:


- Implementing institution:


- Norwegian and/or other partner institution:


- Goal:

- Objective(s):

- Main indicators: Related to planned outputs and results, bearing in mind sustainability

              elements relevant to the programme. Financial, economic and poverty reduction elements

              are important.

Outputs :  (Planned outputs in a sector programme are generally aggregated
outputs which must be specified in Annual Work Plans.) 


     Inputs: 


- Equipment, logistical support and/or facilities


- Overall budget with annual breakdown, indicating NORAD’s contribution, 

  other donor’s contributions and Partner’s contribution. The budget must clearly show

  the major activities. (If a programme covers more than one component, the overall

  budget shall contain a breakdown showing costs, and where appropriate, outputs for each

  component.) 

           - Technical assistance


- Major external factors:

2.
Main obligations and conditions for support

Main obligations and conditions to be complied with by the Partner when designing and implementing the Programme, with a view to minimising risks and ensuring sustainability (see Annex 2 to this manual).

2.  FOLLOW UP

General

NORAD’s follow up of a programme starts when the parties have signed an Agreement. The Agreement, and its Annexes, lay down the parties' obligations and the procedures they have to follow during the implementation of the Programme.

The Partner is fully responsible for implementing the Programme. NORAD’s responsibility is to monitor the implementation, and provide the agreed technical and financial assistance. The monitoring tools are reviews of progress reports, statement of accounts, audit reports and other commissioned reports, site visits, reviews and formative process research. 

The form and intensity of monitoring will vary from one programme to another, depending on the conclusion of risk assessments made in the Appraisal. Risky and/or particularly complicated programmes, and programmes implemented by weak Partner institutions require closer monitoring than normal. For large and/or complicated Programmes, AMB may for its monitoring need assistance from external consultants or professional partner institutions in Norway, as well as FAG and REG.

AMB is responsible for ensuring that the Programme is run according to the defined goal(s) and objective(s) and that other obligations laid down or referred to in the Agreement, are complied with.  If obligations not met, AMB is referred to the Legal Handbook.

For each step taken in the follow up process, relevant information shall be registered in PTA.

2.1 RECRUITMENT OF TECHNICAL ASSISTANCE PERSONNEL.

If technical assistance is part of the agreed support, the Partner may request NORAD to recruit personnel for such assistance. Request is to be submitted to AMB and should include Scope of Work, or Terms of Reference (produced by the Partner).  AMB shall contact FAG for assistance in this process.  Remuneration to such personnel is made directly by NORAD.

If technical assistance falls under an Agreement on institutional cooperation with another Norwegian institution, request is to be submitted directly to that institution.  Remuneration to such personnel is to be regulated by the Agreement on institutional cooperation. 

2.2 TRANSFER OF FUNDS

General

Programme costs may be either advanced or refunded by NORAD. Procedures for transfer of funds to the Partner, or in special cases, direct payment by NORAD to suppliers of goods and services, must be specified in the Agreement.

Procedures and division of responsibilities

· The Partner must submit requests for disbursement of funds at the times specified in the Agreement. The Agreement must also specify which information is required from the Partner prior to the release of funds. (This information must be registered in the PTA). Funds remaining from previous payments are taken into account when the request and subsequent disbursement are made.

In the case of advance payment, the amount disbursed must be in accordance with the estimated need/agreed budget.  Reimbursements must correspond with actual expenditure.

(See also "Core administrative requirements", Annex 1 to this manual).

· AMB, or the responsible unit in NORAD, will release the funds when they have been approved. It shall simultaneously inform the Partner in writing about the transfer.

· The Partner must immediately acknowledge receipt of the funds in writing.

· NORAD must regularly report payments made on behalf of the Partner, in accordance with procedures described in the Agreement,

· Payments to NORAD from the Partner or other donors are to be processed in accordance with specific procedures described in the Agreement. This may involve the remittance of interest accrued in the Partner’s account (usually when the Programme is finalised or terminated), and the return of unused funds at the end of the period covered by the Agreement, or should the Agreement be terminated for other reasons.

Reference Documents

(Will vary according to type of Agreement)

- Agreement 

- Minutes of Annual Meeting

- Annual Budgets

- Partner’s Progress Reports

- Statement of Accounts

- Audit Reports

- Partner’s Disbursement Claim

- Receipts of Payments

- NORAD’s rules for Disbursement of Funds (see Annex 1)

2.3  PROGRESS AND FINAL REPORTS

General

The scope of the Progress Report will vary with the programme and agreement in question. 

The format of the progress reports should be based on the format used by the Partner in its normal reporting procedures. Harmonisation with the Partner's requirements and procedures and between the donors is of vital importance in order to reduce the administrative burden on the Partner. However, the report must contain the information needed by NORAD in order for the latter to fulfil its obligations as managers of the Norwegian Government Development Cooperation Budget. The information on expenditure, income and outputs should normally cover the whole  Programme and not merely NORAD's contribution.

Thus, the Progress Reports, and especially the financial reports, are vital tools in the 

monitoring and follow-up of programmes. They serve two main purposes:

· They describe progress in terms of outputs as well as inputs (funds, personnel and equipment). This forms the basis for the assessment of programme efficiency, and thus provides significant information about the status of the Programme.

· They provide the main feedback from the Programme to the various parties involved, and thus form basis for the discussion of necessary changes in the Agreement or the budget.

Final Report

The Final Report gives a summary of outputs, activities and what goals and objectives have been achieved, and an assessment of the efficiency of the Programme.

Procedures and division of responsibilities

It is NORAD’s responsibility to analyse the programme documentation in order to ascertain whether the obligations laid down in the Agreement are being fulfilled. This normally includes reviewing of the content and quality of Progress Reports; and of financial reports, such as Statements of Accounts and Audit Reports. It may also involve assessing proposals for adjustments to the programme, proposals for new components, informal dialogues and site visits.

AMB shall always make a review of the received documentation.  It should normally be supplemented with site visits and informal dialogue with Partner and other donors. For these assessments, AMB will often require assistance from FAG and/or external consultants. 

When relevant, NORAD provides information on budgets, expenditures, disbursement of funds, assessment of reports, etc. as input to the Partner’s reports.

· Progress must be reported in terms of the approved plans, outputs and budgets. 

· The report must discuss problems and obstacles, with special emphasis 
on policy concerns and obligations defined in the Agreement, and specific matters mentioned in the APS (when applicable).

· Audit Reports are normally sent separately, depending on the auditing procedures of the Partner and the requirements set out in the Agreement. 

· AMB is responsible for ensuring that the Partner fulfils the reporting requirements. Failure to produce information on time, or information of unacceptable quality, will result in sanctions as specified in the Agreement. 

· Reports from the Partner to NORAD will be reviewed by AMB within the time frame specified in the Agreement.  

· Response to a report must always be forwarded to the Partner, in a separate letter and/or when appropriate, at the Annual Meeting. FAG may be requested to assist AMB.

- 
Fulfilment of reporting obligations, Statements of Accounts and Audit Reports, and the updating of budgets, should be promptly recorded in the PTA by AMB.

· AMB's assessment of the quality and content of progress reports and disbursement claims etc. should always be documented and placed on file. The main conclusions are to be registered in the PTA (as text) with a reference to the file containing the report itself and AMB’s assessment.
· Copies of the report together with AMB's assessment, are to be sent to REG and FAG primarily for information, but if any action or support is wanted from Oslo, this must be clearly stated.

· AMB should use the information contained in the Progress Reports and 

Reviews (section 2.4 below) when preparing inputs to NORAD documents such as NORAD’s General Plan of Operations, budgets and annual reports.

Document Format

Progress Reports  (Annex II to the Agreement)

This is an example indicating NORAD's information requirements. The format, as and when agreed with the Partner and, if applicable, with other donors, should be appended as Annex II to the Agreement. It should as far as possible conform with the Partner's own reporting procedures and requirements. Programmes co-financed with other donors should have common requirements and reporting procedures.

1
Programme Title:

2
Implementing institution:

3
Goal, objective(s), planned outputs: 


(As stated in APS)


4
Progress of implementation:

· Expenditure in relation to budget. A comparison between budget and actual costs as presented in the Statement of Accounts.  Inputs from all sources, including NORAD’s contribution, and if relevant, programme generated income, should be specified.

-
Actual outputs and/or progress indicators compared with planned outputs and progress. Planned outputs and/or progress indicators as described in the Annual Work Plan. Deviations from plans must be explained.


· Problems or risks; identification of specific challenges facing the Programme

                       (e.g. sustainability or issues relating to external factors). 


5
Assessments: 

-
Efficiency of programme activities. The extent to which inputs are converted into planned outputs.

· The need for adjustments to activity plans and/or planned inputs



· Relevance of the programme to previously defined needs and  concerns 



(as expressed in the objective)

Reference Documents

· Agreement




· NORAD’s Legal Handbook



· APS



· PTA - Partner’s Progress Reports

2.4  ANNUAL MEETING (IF APPLICABLE)

General

Annual meetings are formalised in the Agreement in nearly all NORAD-funded Government-to-Government programmes. For other programmes different reporting procedures may be agreed on.

(The term "annual" is used for the sake of simplicity. Meetings at other intervals may be agreed upon.) Programmes co-funded with other donors will normally also have annual meetings, often combined with annual reviews. Common requirements and procedures for the latter should be agreed on with the Partner. 

The Annual Meeting is a decision-making forum in which the Partner and NORAD/the donors discuss progress, achievements and the fulfilment of agreed obligations, as well as approving the documentation submitted prior to the Meeting. At the Annual Meeting, the Partner presents new annual work plans/outputs, new proposals and revised plans and budgets, in accordance with the Agreement.

It is often appropriate to arrange an Annual Meeting soon after the signing of the Agreement in order to agree on NORAD's, and if relevant, on other donor's contributions for the first year, based on work plans and programme budgets, and to agree on the reporting requirements with the institutions involved.

If a review, formative process research and/or evaluation has been carried out with respect to the Programme, the resulting report must be discussed and necessary follow-up action approved at the subsequent Annual Meeting, or at a separate meeting held for that purpose.

Procedures and division of responsibilities

The necessary reports and documentation for the Annual Meeting and the deadlines for submitting them are laid down in the Agreement. AMB will normally represent NORAD at the meeting.

NORAD’s participation at the Annual Meeting is governed by a Mandate (see format) issued by AMB.  FAG and REG should be consulted during this whole process.

It is imperative that the Partner submits all the necessary documents in full and on time so that NORAD ca prepare adequately for the meeting. For large and/or complicated Programmes, AMB will normally require assistance from external consultants and/or FAG and REG in its assessment of proposed plans and budgets. 


-
If documentation is delayed, the Annual Meeting should be postponed.


-
FAG and/or REG may, upon request, assist AMB during the Meeting. 


-
REG must be consulted if matters of principle or that are particularly sensitive

 
are encountered in the preparations for the Meeting. 

The Partner may forward proposals to NORAD/the donors for support in connection with  components within the framework of the Programme.  This can be done at the very start of programme implementation and/or on an annual basis.

-
New components may be approved in principle at the Annual Meeting for inclusion in the Programme work plan and budget for the following year.  

-
Based on the approval in principle, the Partner should produce specific plans for the components. NORAD/the donors’ procedures for approval of such components must be specified in the Agreement. 

Discussions and decisions made during the Meeting shall be recorded and presented in Agreed Minutes which must be signed not later than three weeks after the Meeting (see format below).

The Agreed Minutes from an Annual Meeting can not suffice as an amendment of the Agreement itself. In such cases the procedures for entering into an Agreement must be followed.

Not later than one month after the Annual Meeting, AMB must make an assessment of progress and programme efficiency, a summary of which must be registered in the "Goal and result"- card in PTA. (When the "scoring"-card becomes generally used, AMB will assign  scores to various performance criteria including programme effectiveness.)

The Annual Report, Mandate for the meeting and Agreed Minutes should be promptly sent to REG and FAG for information.  Important matters, including substantial deviations from plan must be reported.

Reference Documents

- Agreement




- Statements of Accounts

- Mandate for Annual Meeting

- Audit Reports

- Agreed Minutes of earlier meetings
- The General Plan of Operations (Country specific)

- Progress reports

Document Format

Mandate for the ..............Annual Meeting between .......................... and Norway to be held in............................ on........................................

Programme Title:
1
Delegation


-
Responsible unit


-
Head of Delegation and names of members

2
Issues of special concern/interest

-
Issues or concerns of a general nature to be raised at the Meeting

3
Matters arising from previous documents

-
Previous year's Annual Meeting


-
Development Cooperation Consultations


-
Reviews/evaluations

4
Fulfilment of agreed obligations

-
Annual Progress Report including Statements of Accounts and 




Audit Reports 



-
Matters contravening the agreed programme framework as laid down in the 


Agreement and the APS.


-
Suggested measures/responses

5
Work plans for following year

-
Comments on submitted plans for following year, including 



budget and outputs


-
Mandate for Dialogue on new sub-projects and approval of 



following year's plans and budgets, including overall budgetary frame for



NORAD's contribution

6
Plans for reviews

-
Reviews stipulated in the Agreement 



-
Special reasons for carrying out a review

7
Any other issues

Place and date




 Signature 


Document Format

Agreed Minutes of the ........ Annual Meeting  between .........................

and Norway held in........................................ on............................................

Programme Title:
1
Preamble

-
Introduction of delegations

· Agenda for meeting and list of participants to be attached as Annex.

2   Documents presented

3
Opening statements
4
Issues of special concern/interest

· Any issues relating to the Agreement's main guidelines and legal principles, raised

by either delegation

5
Matters arising from previous documents

-
Previous year's Annual Meeting


-
Development Cooperation Consultations


-
Reviews/evaluations

6
Fulfilment of agreed obligations

-
Annual Progress Report including Statement of Accounts and Audit 



Report 




-
Matters in contravention of the agreed programme framework as laid down in the 

Agreement and the APS


-
Agreed measures

7
Work plans and budget for the following year
· Approval of plans submitted for the following year, including budget and outputs

-          Important issues for the relevant programme components to be specified.

· Programme components approved in principle. Budget allocations for these should

                       be attached as an annex when applicable (see format on following page). 




(NB: If the following year's programme components are extensions of the previous 

year's, progress and plans should be discussed at the same time.)

8
Plans for programme reviews

-
Where appropriate

9  
Conclusions

Place and date




Signature (both Heads of Delegations)

Document Format

Annex to Agreed Minutes of Annual Meeting

This Annex is valid for programme components approved in principle at the Annual Meeting.

1
Work Plan

Programme or sub project/component: (title and short description)


Inputs: (funds, personnel, equipment)


Expected results


Time frame: (estimated date of commencement and finalisation)


2 
Overview of Budget Allocation

Name/No

Programme/component
Total Programme Cost
Total Norwegian commitment1) 
Disbursed up to date
Balance Norwegian contribution
Budget1)
20.........
Budget1)
20 ........
Budget1)
.20......























































Total2) 








1)   Tentatively approved budgets to be given in brackets

2) Annual budget allocations by NORAD are subject to parliamentary approval and confirmation

     during the subsequent Development Co-operation Consultations

2.5 REVIEWS, FORMATIVE PROCESS RESEARCH AND EVALUATIONS

General

Reviews, formative process research and evaluations are the main tools for following up a programme, both during its implementation phase and after completion. The main purposes of these tools are to assess achievements in the light of planned objectives, to identify measures for improved management and increased accountability, and to facilitate learning from experience. 

Reviews

Reviews are tools for ensuring the quality assurance of programmes. A minimum requirement of a regular review is that it examines the extent to which a programme follows the plan with regard to inputs, budget, activities and output in relation to the objective. The review should also identify potential areas of improvement. When necessary, a review may also examine a programme’s impact, relevance and sustainability.


There are different categories of reviews:


-
Regular reviews assess the output of a programme in relation to its objectives; 


i.e. the Programme’s efficiency and effectiveness.

-
Special reviews are initiated to look into specific challenges related to programme implementation and/or to the Partner’s fulfilment of agreed obligations or to assess the specific consequences of the Programme, for instance in matters pertaining to HIV/AIDS, environmental or gender issues.


-
Mid-term reviews are carried out to determine whether a programme is on track 


and/or whether to extend NORAD’s support to a subsequent phase of the 


Programme. In this event, impact, relevance and sustainability must be assessed. 

· End-reviews are performed to assess the extent to which the Programme attained its objectives, and they also document the experience gained and lessons learned. 

For large, long-term and/or particularly complicated programmes, some form of review involving field visits should be undertaken every 1-2 years. (This applies to formal reviews. AMB should have a tighter follow up.)

(The Partner may conduct its own reviews as part of its own monitoring of the Programme. 

Such reviews are not discussed in this manual).

End reviews assesses the Programme’s performance, outcome and sustainability. They may also be carried out some time after final programme reports have been submitted, and final disbursements have been made. The focus may then be on long term impact and sustainability after the end of external support. These final reviews are carried out as separate exercises, but are followed up in the same manner as other reviews. 

Procedures and division of responsibilities

-
Decisions regarding scope of the review are taken by AMB, in consultation with the Partner and, where relevant, other donors.

· NORAD may initiate reviews on its own. In co-funded programmes joint reviews with other donors would normally be performed. In some cases joint reviews with the Partner would be appropriate. 

· Each review should be governed by a Terms of Reference (ToR) document, 

approved by the responsible party(ies).  

· The ToR should describe the objective, scope, implementation plan and 

reporting requirements (see enclosed format). 

· It should further clearly define the roles and responsibilities of NORAD/the donors and/or the Partner in the review process. In a joint review the Partner also has to sign the ToR.

· A Review Team can be either ‘external’, ‘internal’ or ‘combined’, that is, it may be composed of external consultants nominated by NORAD/the donors and/or the Partner, by employees from NORAD only, or from both NORAD/the donors and the Partner, or a combination of these.

· The recommendations and conclusions of the reviews express the views of the Review Team, not necessarily the views of NORAD, other donors or the Partner. Each review report must be signed by the team leader.

· It is recommended that AMB request FAG to assist in the preparations, recruitment of  consultants as well as implementation of  the review.

· For reviews other than those specified in the Agreement, the following procedures are to be followed:


-
AMB is expected to regularly assess the need, and if necessary, 

        

recommend further reviews of a programme or specific issue.

-
FAG or other units in NORAD may recommend carrying out a review, if they consider it necessary. Such recommendations are to be made to AMB. 


-
REG may initiate reviews in connection with programme follow-up in general or 


assistance to a sector/programme or country in particular.


-
NORAD or the Ministry of Foreign Affairs may, under special circumstances, 

initiate reviews to look into specific issues related to the implementation of a programme or to a specific sector.


-
Proposals for reviews are normally discussed and approved at the 



Annual Meeting or during annual Development Co-operation Consultations. 

· A Review Report can only be accepted when the requirements of the ToR have been adequately covered.  It is the responsibility of AMB/the donors to examine the reports to ensure that they are consistent with the ToR. (The Partner makes its own assessment).

· AMB may seek assistance/comments from FAG or other NORAD departments or the Partner, on the Report’s contents and conclusions.

· AMB/the donors summarises decisions on follow-up measures to be discussed with the Partner. 

· A summary of the review's conclusions and AMB's conclusions regarding follow-up are to be registered on the "goal and result" card in the PTA.

· The subsequent Annual Meeting discusses the Report and agrees on measures to be taken.

· If a review report indicates a need for discussion of policy issues or revision of the Project design and/or Agreement, AMB will negotiate this with the Partner and other donors, after receiving clearance from REG.  Revision of the Agreement requires authorisation from JUR.

Document format


Terms of Reference for a review

1   Background


-  Reference to the Agreement 


-  Why the review was initiated and how it was planned and approved


-  Whether the review will be carried out by NORAD/the donors, external consultants, 


   jointly by the Partner and NORAD/the donors, or a combination of these.

2   Purpose


-  Description of the review’s main purpose

3   Scope of work

    Types of assessments to be carried out:


- Efficiency (to control/verify progress) 


- Effectiveness 


- Impact (if the programme has been running for some years)


- Relevance, external factors affecting the Programme


- Sustainability (e.g. institutional, economic, etc.)


- Particular concerns to be kept in mind


- Type of control/audit requested


- Type of advice requested

4   Implementation


-  Sources of information and methodology to be applied.


-  Division of responsibilities between the team, NORAD and the Partner


-  Timetable and time allocated for preparation, fieldwork and finalisation


-  Team composition

5   Reporting

-  Description of required report format. (The report should have an

               introduction summarising what is being studied, major findings, 


   conclusions and recommendations.)

Place and date



Signature 

Formative process research

(Does not apply to all programmes.)

Formative Process Research may be relevant to larger programmes and reform processes in 

partner countries.  It will normally be carried out by joint teams from research institutions and universities in the partner country and Norway. Formative process research shall contribute to:

· deeper insight into the challenges, possibilities and impacts for different groups at different levels of the programme/reform studied;

· increased knowledge and learning in relation to planning, organisation and implementation of development programmes and reform processes.

It is also expected to contribute to enhanced competence and strengthened research capacity of research institutions to carry out applied action oriented research, relevant to future development challenges, both in the Partner country and in Norway.

Where formative process research is considered to be relevant, AMB should discuss the idea with the partner country and the relevant institutions at an early stage of the programme cycle. Procedures for formative process research are to be devised separately.  FAG is to be contacted.

Evaluation

Evaluations are the responsibility of the Norwegian Ministry of Foreign Affairs (MFA).

Reference Documents

- Agreement

- Agreed Programme Summary

- Programme Document

- Appraisal Report

- Appropriation Document

- Annual Reports

- Agreed Minutes of Annual Meetings

- Previous reviews and evaluations

- Country Strategy

- Policy/strategy documents, such as National Sector Documents, Poverty Reduction Strategy

  Paper (or similar)

- NORAD’s Handbooks (ref. page 3).

3.  TERMINATION/COMPLETION 

General

Support for a Programme may be terminated when the agreed outputs are achieved, the time frame has expired, and/or the available grant has been fully utilised.

Support may also be terminated if obligations specified in the Agreement have not been met, and measures to rectify the situation have not led to an acceptable solution for NORAD/the donors and/or the Partner.

The parties may also agree to terminate the cooperation for other reasons.

If continued support with new objectives is agreed on for a subsequent phase, the preceding phase should be formally terminated by a Completion Document. In most cases this will take place after the agreement on a new phase has been signed.

Completion Document

The purpose of the Completion Document is to formally and administratively close NORAD’s involvement in the Programme.

The Completion Document must always refer to the Agreement. It must also confirm that the agreed documentation has been received and assessed by NORAD (see following document format).

Procedures and division of responsibilities

If not specifically described in the Agreement, the procedures and division of responsibility termination/completion may be agreed during Development Co-operation Consultations or at an Annual Meeting.

Upon receipt of the last Annual progress report, Final report, auditor's report and Review report (where applicable), AMB will assess the available documentation to see whether the obligations specified in the Agreement have been fulfilled. If AMB has not received the agreed reports from the Partner, the Completion Document must list all actions taken and their outcome.

AMB prepares the Completion Document (see enclosed document format). The unit responsible for approving support for the Programme also has also the authority to approve the Completion Document.

A short description of the experiences gained should be registered in the PTA (as text).

If the Completion Document is approved by AMB, a copy with enclosures should be forwarded to REG for information.

The decision on final termination must be formally communicated to the Partner in writing. The Partner must then confirm this decision in writing.

On the basis of the approved Completion Document, the final termination is recorded in PTA by AMB. 

Reference Documents

- Appropriation Document 

- Agreement

- APS

- Agreed Minutes of Annual Meetings

- Statements of Accounts

- Audit Reports

- NORAD’s accounts /PTA

Document Format


Completion Document 

The amount and type of information to be given must be adjusted to the programme in question

1
Programme:


-  Title and number of the Programme, Agreement and Appropriation Document

2  
Implementing institution:

3
Achievements:


Listing titles, dates and file reference for reviews and evaluation reports

4
Fulfilment of reporting requirements:


-  Documentation received, including accounts, in accordance with the Agreement

-  Assessment of documentation

5
Useful experiences

6
Recommendations


Regarding completion of the Programme

Annexes 

· PTA Project Summary Report

· Agreement
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ANNEX 1  NORAD’s core administrative requirements

Below is a presentation of the core administrative requirements that NORAD needs to address regardless of the nature of the assistance, and which must provide the foundation for the rules and regulations to be agreed upon between our various cooperation partners, including other donors.

With the principle of recipient responsibility follows that the partner’s systems and routines are to be applied as far as possible provided that, the funds are administered in a sound manner is sufficiently adhered to.

This applies i.a. to procurement procedures, accounting and audit, reports and disbursements. 

The principle of recipient responsibility in no way abrogates NORAD's responsibility, but alters the nature of it. NORAD must monitor that the funds are used in accordance with the assumptions given.

1.
Reporting requirements
Reports, no matter if related to single projects or sector programs, are subject to the same minimum requirements, namely:

-
Progress in accordance with (work-)plans and budgets

-
Achievement of results related to the specific activity objectives (outcomes), planned direct results (outputs), process progress indicators as well as the use of input 

-
Reports on expenditures in accordance with budget, and audited accounts.

This means that progress reports must be both financial and result-oriented in character, and that simply reporting on activities is not enough. Also, progress in regard to the process progress indicators will be required in sector programs during the first year(s), as normally few results will be verifiable during the early stages of such a program.

Disbursement of Norwegian aid funds shall be based on approval of these reports. The specific content of the reports and the procedures for approval of them must be regulated in the project/program agreements or other binding documents, for example a Memorandum of Understanding, MoU. 

The scope of the reports shall be linked to the total project/ program. Part of the reason for this is that specific reports that only refer to the result and application of the Norwegian contribution - as opposed to reports that include the expenditures and results from all funding sources - are more easily manipulated. In addition, such specific reports mean an added administrative burden on the partner.

2.
Accounts and audit
The accounts must be kept in a manner that allows meaningful audit. This means that as a basic requirement the budgets and accounts for the project/programme must have corresponding layouts. 

Disbursements made to the partner shall either be audited by the partner country's Auditor General, or any other governmental auditing body that normally is auditing the accounts of the implementing ministry/agency. If the Auditor General or the auditing body lack the capacity or competence to perform the audit, a recognised - preferably an internationally recognised - auditor firm should be used. 

If the audit system in the partner country functions satisfactorily this should be sufficient for NORAD’s purposes. NORAD makes no requirement that accounts and audits shall be performed according to a specified standard. If the partner country has established a standard for accounts and auditing NORAD expects this to be followed.

In the opposite case NORAD will usually expect accounts and audit to be performed in accordance with generally accepted accounting and auditing principles". 

The audit shall confirm that funds have been accounted for at all levels and that they have been used as intended.

The basic audit frequency that should be followed is an annual audit.

The scope of the accounts and audit shall be consistent with other reports and cover the total project/program for the same reason as mentioned in section 1 above. 

3.
Procurement
The partner is as a rule responsible for entering into contracts for procurement of goods and services under the respective project/program agreements and for the follow-up of such contracts. 

In general this also means that, the partner’s rules and procedures for procurement of goods and services shall be applied, provided that they sufficiently secure efficient competition (see the Storting Report no. 229, 1995-96, for the White Paper no. 19, 1995-96). This requires that the units in NORAD responsible for the following up of projects/programs (usually the embassies) are familiar with the local procurement rules and how they are applied.

However, in co-financing arrangements we must also take into account and adjust to other donor countries' requirements and procedures, which not infrequently endorse a different view about how procurements must or ought to be made.

Moreover, it will not always be possible to apply the partner’s rules and procedures despite the fact that the partner is the contracting party. For instance, assistance regarded as de facto tied to goods and services from the donor country may exclude application of local procurement rules and regulations. In other cases it may be more appropriate to apply international regulations, for example those of the World Bank.

Regardless of the procurement rules and regulations applied, all procurements shall be made in accordance with generally accepted principles and good procurement practice and secure that the awards of the contracts are based on competition. (Exemptions must be authorised). 

As part of NORAD's administrative responsibility, the demands for control of procurement routines and contract content must be assessed in each individual case. This includes the access of NORAD to intervene in the procurement process in order to assure adherence to the regulations and the obligation to decide as to whether NORAD shall approve the contract or simply receive it for information. See also Section 5 below on Responsibility and Follow-up.

The embassies are primarily responsible for assuring insight in the procurement process. This insight should include:

-
Who is invited to tender (the shortlists)

-
How assessment is made in relation to set criteria

-
Follow-up that the rules and regulations are adhered to in making the procurement documentation and in the final approval and selection of supplier.

As regards the contracts, NORAD is required to decide in each case as to whether a contract must be approved by NORAD or simply submitted to NORAD for information. (NORAD Board of Director Meeting, 8th March, 1994.) The criteria for when NORAD shall approve contracts and what exactly NORAD shall approve are defined further in the Legal Handbook, section 6.8. 

For information on the Norwegian Procurement Act and Regulations for Government Procurements, please see Section 6.2 in the Legal Handbook. 

What about use of agents and consultants for making procurements? It is not uncommon for agents and consultants to undertake assignments connected with procurement, and for many donors this is more the rule than the exception. NORAD does not have any objections to the use of external assistance to perform some of the practical tasks, such as preparing the tender documentation and shortlists of potential suppliers, provided the final decision and thus the responsibility for the procurement lies with the partner. But even so, NORAD must always reserve the right to insight into the procurement process, as mentioned above. 

4.
Disbursements
4.1
Amount and frequency
All disbursements and transfer of funds to the partner must be subject to the receipt and approval of reports and accounts as stated in the project/program agreement. The volume and frequency of the disbursement/transfer of funds should be paced as evenly as possible throughout the year.

Norway's Financial Regulations for Government Service ("the Financial Regulations") of 26th January 1996, especially section 17.8, and the Ministry of Finance instructions for Functional Requirements for Financial Management in the Government Service ("the Functional Requirements") of 24th October 1996, especially section 11-3.7, must be observed.

The Financial Regulations require payments to be made gradually in step with the recipients' need to use the funds to cover expenses. The Functional  Requirements, section 11-3.7, deals with payments by instalments and suggest six months as the longest period permitted. 

However, for NORAD's development assistance activities a disbursement frequency of less than six months would represent an unacceptable administrative burden. Semi-annual disbursements are therefore the guiding standard. Exceptionally, disbursements can be made for maximum one year, but it is not permitted to apply disbursement terms intended to cover periods extending more than one year ahead. NORAD may allow more latitude for recognised international organisations, such as the World Bank and UN organisations, but even here the limit is one year. 

One aspect to be considered when assessing if annual disbursements can be made, is the economic magnitude of the project/programme. Also previous experience with the partner institutions such as implementation and administration capacity, internal accounting procedures, procurement rules and corruption, shall be taken into account. 

Exceptions from the Financial Regulations and Functional Requirements may be given with the consent of the Ministry of Finance. At present no exceptions have been made for NORAD from the requirements stipulated in section 17.8 or section 11-3.7.

4.2
Disbursement mechanisms
The most common method of disbursement of funds from NORAD is payment in advance. Payments may also be made on a reimbursement basis. 

The documentary requirements to make disbursements must be adjusted to the project/program in question, and transfer of funds should wherever possible be based on the existing local systems in the partner country. One must however always bear in mind, that NORAD's requirement for financial control is satisfied. See also section on reporting requirements above.

Normally funds will be released to the Ministry of Finance ("Treasury") in the partner country for further transfer to the implementing ministry/agency, but disbursements may also be made direct to a line ministry or other relevant partner. Each case must be assessed on its merits, taking into account the specific rules and procedures that apply to the partner.

In certain cases, NORAD may make direct payments to a supplier of goods and services. Such a course must be discussed with and approved by the Regional Departments in Oslo.

5.
Responsibilities and follow-up
The key thing is that each agreement (or contract) is implemented in accordance with its content.

The means of cooperation, such as the regular dialogue and consultations sessions between the parties, which are important for the administration and organisation of the project/program, as well as the decision-making procedures, must be regulated in the project/program agreement with the partner. This includes such details as meeting structure between the parties, what will be discussed and decided at these meetings, procedures for follow-up, approval of reports, and the types of review to be performed.

The parties' obligations and the division of responsibilities must also be defined in the project/program agreements, as must the consequences of unforeseen developments, whether due to changes in the project/program assumptions or default. Not least, procedures should be established for how the parties will act in case of changes related to external factors, internal conditions and default. This means that the agreements must have a high level of precision.

The cooperating partner has the full and complete responsibility for the implementation of the project/program. NORAD is always responsible for following up on and ensuring that the project/program develops in line with the assumptions and criteria stipulated in the agreement. 

The importance of the following up of an agreement cannot be over-emphasised. The procedures to be employed in the follow-up phase will be determined by NORAD's (and other donor's) information and experience gathered in i.a. the planning phase. 

If the partner fails to comply with the assumptions or criteria for the following up of a program, for instance if reports or accounts are not provided with the required content and frequency, NORAD must issue reminders and other follow-up activities and generally insist on the follow up the program. Payments shall not be made to a partner who fails to comply with his obligations.

If NORAD fails to react, or does not take default, lack of follow-up or breaches in agreed assumptions seriously, we cannot expect the partner to do so. NORAD must react reasonably promptly as otherwise the partner may interpret this as an accept of the situation. 

Consultations, negotiations and reviews are vital means to be applied in these situations.

NORAD must also be aware that any approval given, for example of contracts, reports or plans of any kind, implies that NORAD maintains active involvement and thereby takes on an additional responsibility as well.  Therefore it is vital that such approvals are based upon adequate information, analyses and considerations so that NORAD for instance when approving a contract can vouch for the credibility of the contract and its viability as a monitoring tool.

The requirements NORAD imposes and upon which our approval depends must be realistic, which means they must be able to implement and not motivated by an idealistic vision of how things ought to be. A practical example is the transfer of funds through the partner’s system in a case where we already know from experience that he is unable to manage such a process in line with our criteria.

To satisfy this demand for realism, NORAD must assess if amendments of the agreements are required and make the amendments called for. This must be done through a formal amendment of the agreement, for instance in the form of an addendum to the agreement or exchange of letters. Such amendments require an authorisation from NORAD's Legal Division.

For more general information about the responsibilities of NORAD see section 4.9 in the Legal Handbook.

The number of reviews of the implementation of a project/program must be adjusted to the needs and complexity of each project/program, but for cooperation extending over several years a "Mid-term Review" and "End Review" must always be performed. These may be made either by the donors or by representatives from both donors and partner.

6.
Sanctions
Whenever the follow-up reveals a deviation in the project/program development, which cannot be resolved by consultation and negotiations, NORAD must consider sanctions.

The use of sanctions presupposes a thorough prior analysis and weighing of the nature of the deviation and the political consequences in Norway and the partner country. Control routines must have been performed, consultations must have been held, and irregularities must have been shown.

The partner must initially be given the opportunity to sort things out, for instance provide the missing documentation, ensure that agreed procurement rules are adhered to, fire corrupt officials, or take legal steps against the purported offender.

Should NORAD, alone or jointly with other donors, find that stronger reactions are called for, these options exist:

-
Withhold disbursements due under the project/program agreement

-
Reduction of payments

-
Demand repayment of funds

-
Repossession of national program funds in general

-
Amendments of project/program agreement (to restrict partner's freedom of action)

-
Termination of agreement (This sanction can be applied alone or in combination with one or more of the above options).

Before invoking sanctions NORAD (alone or in consultation with other donors) should ask the following questions:

-
Is this the first time we have had a bad experience with this or is it one of a long list of irregularities?

-
Did the partner show a willingness to resolve the issue, for instance by providing information?

-
Did NORAD (and other donors) sufficiently follow up the situation, by reading and reacting to reports, etc?

-
Is the amount in question large?

-
Does the conflict concern important principles for NORAD and what practices are followed in other projects/programs in this country? As a rule, similar cases should invoke a similar response, but there may be a need to set an example in a specific case. This is not to say that lack of response to an irregularity forms a precedent for the future.

-
Will a sanction have disproportionate and unforeseen consequences for the partner or individual persons?

-
Might the issue create political repercussions in Norway?

A decision to use sanctions will rest on a specific evaluation in each case, and NORAD, (together with other donors,) must decide on how to present the objections and sanctions to the partner. This might be done at country program negotiations, annual consultations or meetings, or by correspondence. It is up to the respective embassy (or other unit responsible for the implementing) to assess how and to what extent sanctions should be implemented.

However, any sanction must always be cleared with NORAD in Oslo before effectuation. Many sanctions are by their nature such that the Ministry of Foreign Affairs must be involved before they are implemented.

7.
Corruption
In light of Norway's role as a driving force in the work to combat corruption, our agreements (and contracts) should clearly indicate that corruption will have serious consequences tailored to the situation in question, whether this is corruption in relation to the project/program agreements, or underlying contracts. NORAD's Legal Section in consultation with the Ministry of Foreign Affairs has drawn up and incorporated standard clauses in the relevant format agreements in the Legal Handbook, to be included in contracts and agreements related to development activities funded by NORAD.

For further details see "Guidelines for handling corruption and suspected corruption" 

ANNEX  2

QUALITY ASSURANCE 

Quality assurance of Norwegian development co-operation is essentially based on the appraisal of proposed programmes and following up information received from the Partner during implementation.

The Norwegian PTA system is based on an integrated approach (see the LFA Handbook). The purpose of this approach is to ensure that the most essential information is registered and analysed throughout the duration of the programme.  The system allows information to be aggregated, and makes the reporting and decision-making more precice. The information requirements are contained in the document formats to be used by NORAD and into corresponding checklists specifying that needs to be included in the Programme Document and Annual Progress reports.  The integrated approach is based on three categories of elements:


1.  Key elements of the project (design elements)


2. The main factors to be considered in order to ensure sustainability 


     (sustainability elements)


3. Evaluation elements

These elements are included in the document formats in this manual.  They are described in greater detail in the three sections below.  These sections also contain checklists that should be consulted when the document formats are used. 

Remember that the importance of the respective elements will vary with the type of programme in question. (Do not put too much work into elements that are not important to the programme.)

1 Design Elements

Designing a programme is the Partner’s responsibility and should be based on a systematic analysis of the objectives. According to LFA methodology objectives should be organised in a cause-and-effect sequence, or an objectives tree, as illustrated below. 

Elements in programme planning (examples from at health programme):

Objectives tree:

· Improved health

· Improved hygiene

· Water supplies

· Demo latrines

· Health campaigns

· Equipment

· Personnel

· Funds

Design elements  (Norwegian terms: Utviklingsmål, Tiltaksmål, Resultater, Ressursinnsats)

The objectives

Goal Indicators

Objective Indicators

Outputs indicators

Inputs

The definitions listed below should be used when designing the programme. This helps adjust the level of ambition to what is realistically achievable.

NORAD assesses the consistency of the programme design and how realistic it is during the 

appraisal stage.  LFA methodology can be used to define and present the programme’s key 

elements in a structured way that will form a good basis for management, monitoring and evaluation.

Design element

 Definition and key requirements

Goal

The overall long-term aim of the programme. 



Must provide  justification for the programme.




Target groups must be specified.

Objective




The objective describes what the programme is 

expected to achieve, if it is completed successfully.



Outputs should be likely to occur once the inputs have been provided.




Target groups should be specified.

Outputs

Outputs are the actual results that can be guaranteed by the projgramme as a consequence of its activities. 

The planned outputs should generally be SMART: 
Simple, Measurable, Achievable, Realistic, Time-fixed.

Inputs

 

Technical or other professional assistance.

 

Equipment, logistic support and/or facilities, where relevant.

Funds: the overall budget in the APS must indicate NORAD’s and the Partner’s contributions, as well as other contributions. The budget shall be broken down to reflect major activities.




Other inputs.

Indicators

These are specific measure used to describe/assess the objectives achieved or outputs.



They should be appropriate to what is being measured (validity).

They should be specific in terms of quantity, quality, time, location and target group    (reliability).

They should be based on easily accessible information that can be obtained at reasonable cost

External factors

These are events or decisions that are essential to programme success, but that are largely or completely beyond the control of the programme management.

2  Sustainability elements

The ultimate proof of the success of a development programme is that its positive effects can be sustained after external support has been terminated. The OECD has identified six areas of particular importance in order for a programme to become sustainable.  The Partner should take the sustainability elements into consideration at all stages - during the design, reviews and evaluations.  For the donor, these elements should be made clearly visible in the different stages of appraisal and the follow-up phase, such as reporting, reviews and annual meetings.

Not all the elements will be equally crucial in all types of programmes.  The elements to be emphasised should be determined at a very early stage in the Programme cycle. The sustainability elements typically identify risk factors such as the ones listed below.  This list can be used as a simple checklist. Documents that supplement this manual (see page 4) will provide further information.

Sustainability 

Examples of issues to be focused upon (risk factors)

element

Policy support

· Correspondence between national priorities of Donor and the Partner countries. 

· Consistency of programme with government’s policy and legal framework as regards poverty reduction, decentralisation, sector plans and priorities, credit possibilities, prices and subsidies, etc.

· Consistency with anticipated changes in policy.

· Willingness of the government to introduce complementary policies, or programmes or necessary legal amendments.

· Government’s willingness to provide financial and human resources to sustain activities after external support has been terminated. 

· Commitment of responsible organisations in terms of involvement and resources.

· Likelihood that the programme will attract support from various political, public administration, private and local groups.

· Consistency of the programme with the country´s human rights and democratisation policy.

Institutional

· The legal and supervisory framework for institutional co-operation between partners, clients and competitors.

· Relations and divisions of responsibility between institutions. 

· Priorities and conflicts in the institutional setting.

· Conditions ensuring effective functioning of the institutions involved in terms of objectives, human resources and skills, material and financial resources, etc.

· Technical, administrative, financial and management capability. For sector programmes the public financial mechanisms related to the sector should be assessed..

· Human rights consequences of the programme

Financial/

economic

· Financial sustainability.  For sector programmes the macro economic conditions such as financing and flow of funds must be assessed.

· Economic cost-effectiveness 

· Economic cost  benefits analysis

· Poverty reduction; Income and job creation

· Analysis of the sensitivity of key assumptions

Technical/

technological

· Technical and technological approach and solutions to the identified problems, both software and hardware.

· Relevance in relation to needs.

· Utilisation of local production factors (manpower, capital, natural resources).

· Effect on the development of human resources

· Cost in relation to relevant alternative approaches 

· Affordability in terms of initial costs and of operation and maintenance

· Compatibility with institutional capacity and know-how

· Compatibility with domestic socio-cultural environments (acceptability)

· Compatibility with customary professional standards.

Socio-cultural/

gender

· Relevance of the programme in relation to priorities and needs of the various groups in the target area, in terms of gender, class, ethnicity, age, religious 

affiliation.

· Potential positive or negative impact on target groups and affected groups.

· The users’ ability and willingness to participate and pay for services.

· Significance of traditions, taboos and attitudinal obstacles to the programme.

· Conflicts and potential for solving conflicts

Environmental

· Consistency with the legal and policy framework in the sector

· Impact on the natural environment

· Utilisation of natural resources 

· Impact on man-made environments

· Impact on the local population and people’s health

· Comparison with alternative approaches and evaluation of the consequences of discarding the programme

· Measures for the protection/resettlement of affected groups

3  Evaluation Elements

The evaluation elements provide a comprehensive yet simple picture of the programme’s status  and are linked to the design elements.  A comprehensive description of the methodology is provided in the Evaluation Handbook (see page 4).

Evaluation elements, with examples (see previous section with examples from a health programme)

GOAL

· Improved health

Objective

· Improved hygiene

OUTPUTS

· Water supplies

· Demo latrines

· Health campaigns

INPUTS

· Equipment

· Personnel


· Funds

EFFICIENCY

· Number of latrines, campaigns carried out, in relation to plans

· Quality of outputs

· Costs per unit compared with standard

EFFECTIVENESS

· Water consumption

· Latrines in use

· Understanding of hygiene

IMPACT

· Reduction in waterrelated diseases

· Increased working capacity

· Conflicts over use/owner-ship of wells

RELEVANCE

· Whether people still give priority to water/hygiene over e.g. irrigation for food production.

SUSTAINABILITY

· People´s resources, motivation and ability to maintain facilities and improve hygiene in the future

The evaluation elements can be used to give answers to the following:  whether the programme has been implemented as anticipated (efficiency);  whether the objective has been fulfilled (effectiveness);  what positive or negative consequences the programme has had (impact);  whether its objective is still worth pursuing (relevance); and finally, whether its positive effects will continue in the future (sustainability).

Monitoring and reporting are the Partner’s responsibility.  NORAD needs to ascertain whether the Partner generates the necessary information to answer the questions posed by the evaluation.  Therefore, the evaluation questions must be asked about specific key issues during the appraisal phase in order to determine what future information will be needed.  Below is a checklist of such issues for consideration when working with the formats in this Manual.

Evaluation element      
Definition/key issues

Efficiency

(Produktivitet) 

Programme productivity

· Outputs in relation to inputs, i.e. 
results in relation to resource use

Effectiveness

(Måloppnåelse)

Extent to which the objective has been achieved

· Achievements in relation to the target (quantity, quality, time)

· When the objective can be expected to be fulfilled 

Impact

(Virkning)

All other direct or indirect effects of the programme 

· All positive effects

· All negative effects, foreseen and unforeseen

· The relative importance of the various effects

Relevance

(Relevans)

Whether the objectives are still in keeping with local and national priorities and needs

· Relevant changes in the society

· Changes in the programme to accommodate unfulfilled needs

· Discrepancies between objectives and priorities/policies

Sustainability

(Bærekraft)

Whether the positive effects will continue after external support has been terminated

· Availability of resources for continuation of operations in the future

· Willingness to use resources for this purpose

· Whether benefits justify future costs
















































































































