

PFG TOTAL BUDGET WORK PLAN
For Adaptation Funded projects
[Instructions:
· Only fill in the fields in yellow.  See the annex for guidance on how to complete the TBWP section.
· For country and regional projects, this document and the PFG DOA together constitute the Initiation Plan.
· For Global Projects, this document alone serves as the Initiation Plan and requires signature by the BPPS Deputy Director.  There is no DOA for Global Projects.
· For non-DIM PFGs (NIM or UN Agency), this document and the PFG DOA together constitute the Initiation Plan, and the Implementing Partner must sign this cover page separately.]

PROJECT TITLE:	_____________________________________
COUNTRY / REGION / GLOBAL:	_____________________________________
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BRIEF DESCRIPTION
The Project Formulation Grant (PFG) is a funding mechanism provided by the Adaptation Fund (AF) to support the preparation of project proposals. It aims to develop the project concept into a full project by funding activities such as project development, stakeholder engagement, and risk management. The PFG is essential for ensuring that projects align with AF policies and are effectively implemented. All AF-specific project roles and responsibilities, including assurance and oversight functions, can be found in the VF RACI.
Expected final outputs of the AF PFG:
1. UNDP-AF Project Document and all mandatory annexes (in English). 
2. The AF Fully Developed Proposal and all mandatory annexes.  For 3-step projects, the AF Concept Note instead; and
3. Validation Workshop report
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	Programme Period:               _____________
Alignment to UNSDCF / 
CPD (Outcomes & Outputs): ______________

Gender Marker:                     Choose an item.
	Total Required Resources:    ______________

Total allocated resources 
GEF:                                     ______________
Other:                                   ______________



	PFG Management Arrangements:                                 Choose an item.
PFG Implementing Partner:                                           ______________
Expected Management Arrangements for full project:   Choose an item.



This document describes how the Adaptation Fund Project Formulation Grant (PFG) resources will be programmed, over 12 months to produce the expected final outputs (see above) that are fully compliant with UNDP and AF policies and ready for submission to the Adaptation Fund.
This document must go through internal technical and financial clearance at the same time as the Concept Note (or Pre-Concept note for 3-step projects) before submission to the AF.
When the Concept Note (or Pre-Concept note for 3-step projects) has been endorsed by the Adaptation Fund, this document will be included as annex to the PFG DOA letter issued to the Head of Office for signature. The signed DOA letter and its annexes constitute the UNDP Project Initiation Plan.  For Global projects, this document will be sent for signature by the BPPS Deputy Director, to constitute the equivalent of the project Initiation Plan for the PFG phase. For non-DIM PFGs, this file will be sent for signature by the Implementing Partner and UNDP Head of Office.	


 Proposed Project Formulation Activities (as per the PFG template)
Please complete the work plan below. Once the VF Financial Oversight team has cleared this document, you will paste it into the PFG request. See the annex below for further guidance on how to complete this section. 
	List of Proposed Project Preparation Activities
 (Click from the drop-down menu only and remove any blank rows)
	Output of the PFG Activities 
	US$ Amount 
	Budget Note 
(Indicate the breakdown of costs at the activity level and include the TBWP REFERENCE NUMBER linked to each of the items described here)

	Choose an item.
	 
	$ fill in
	example:
2. International Local Consultants:
Expert on … to … (X days, USD000/day)
Expert on … to …(X days, USD001/day)

	Choose an item.
	 
	$ fill in
	7. Supplies: Office Supplies

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	
	$ fill in
	

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	 
	$ fill in
	 

	Choose an item.
	 
	$ fill in
	 

	Subtotal
	$ fill in
	 

	Implementing Entity's Management Fee (enter %) %
	$ fill in
	 

	Total Project Formulation Grant
	$ fill in
	 

	

	


PFG Total Budget Work Plan (TBWP)
Please see the annex below for further guidance on how to complete this section. 
Instructions for the Project setup in Quantum: Use the Quantum non-CIP template (the regular template (2 layer), and DO NOT USE the GEF/GCF template (3 layers)) and use the information in this table to set it up. 
	Quantum Output
	Quantum Activity
	Quantum Responsible Party (UNDP, IP, or RP)
	Quantum Fund ID
	Quantum Donor ID
	Quantum Budgetary Account Code
	Quantum Budget Account Description
	Amount Year {enter calendar year} (USD)
	Amount Year {enter calendar year} (USD)
	Total (USD)
	Budget Notes Reference Number
(Enter Only Reference Number)

	Project formulation grant to finalize the Adaptation Fund project document for project {enter name of project}
	Project Preparation Activity
	Responsible Party A
	62040

	0011602
	71200
	International Consultants
	$
	$
	$
	

	
	
	
	
	
	71300
	Local Consultants
	$
	$
	$
	

	
	
	
	
	
	71400
	Contractual Services - Individuals
	$
	$
	$
	

	
	
	
	
	
	71600
	Travel
	$
	$
	$
	

	
	
	
	
	
	72100
	Contractual Services - Companies
	$
	$
	$
	

	
	
	
	
	
	72400
	Communications & Audio Visual Equip
	$
	$
	$
	

	
	
	
	
	
	72500
	Supplies
	$
	$
	$
	

	
	
	
	
	
	74100
	Professional Services
	$
	$
	$
	

	
	
	
	
	
	74200
	Audio Visual & Print Prod Cost
	$
	$
	$
	

	
	
	
	
	
	74500
	Miscellaneous Expenses
	$
	$
	$
	

	
	
	
	
	
	75700
	Training, Workshops and Confer
	$
	$
	$
	

	
	
	Total Responsible Party A
	$
	$
	$
	

	
	
	add Responsible Party(ies) as required
	62040
	0011060
	7XXXX
	Budget Account Description
	$
	$
	$
	

	
	
	
	
	
	7XXXX
	Budget Account Description
	$
	$
	$
	

	
	
	Total Responsible Party …
	$
	$
	$
	

	Total Project Grant
	$
	$
	$
	




Annex: Guidance on completing the PFG TBWP section

Please note the following during the preparation of the PFG Budget:
· Design the PFG Budget, ensuring all expected resources to develop the Funding Proposal and required documentation are budgeted.  Note that any deviation from the original budget during implementation that constitutes a minor or material change, according to the PFG Legal Agreement, requires approval from the AF. 
· Maintain one single output and one activity as per the template above. This aligns with the PFG requirements in Quantum.
· Enter the Responsible Party(ies) that will implement the project. If there are 2 Responsible Parties implementing the budget, each will have its own budget.
· Quantum Fund and Donor are the same for all AF funds.  Do not change. 
· Only the Budget Accounts listed in the template can be budgeted. 
· Budget Notes Reference should be consecutive numbers only.  Letters are not permitted as a reference.
Bear in mind that this Budget Notes Reference number is linked to the information in the Budget Note column in the ‘Proposed Project Formulation Activities' table. 
· Budget notes should detail the use and purpose of the budget and include the cost breakdown and calculation basis (e.g., daily fee and number of days/weeks, unit cost and quantity). The outputs (deliverables) of the consultants must be clear. 
· Please consult the list of the eligible activities in the table above. 
· No UNDP staff can be budgeted.  No “personnel” or project management costs can be charged to the Initiation Plan using AF PFG resources; such costs should be borne from co-financing. All technical support must be provided by local and/or international consultants, not by UNDP staff.
· When describing the consultants, maintain consistency with Terms of Reference (TORs) for key consultants and project personnel already detailed in the respective Annex. 
· Miscellaneous Expenses should be considered very carefully and explained. This is not to be used as a contingency budget. All required items must be budgeted in the appropriate budget account, other than Miscellaneous.
· Professional Services is to be used for budgeting HACT Micro Assessments only - Assess the capacity of the implementing partner and/or responsible parties. 
· No UNDP Support Services costs are to be budgeted for PFG.

Annex: Guidance on completing the PFG Proposed Project Formulation Activities section

· Select the Activities from the list that the AF PFG Guidelines already identify to be developed using the PFG funds using the drop-down menu. No other activities are permitted.
1. Local consultations, and/or workshops to discuss the specific project and program ideas (including translation into local languages, preparation of background papers, etc.).
2. Gender and Environmental and Social risk analyses and formulation of Environmental and Social Management Plan and Gender Action Plan
3. Travel costs for experts, when required, for consultations and discussions with interested parties and stakeholders, and local participation as needed in project design.
4. Free prior and informed consent and related consultations, where appropriate, to ensure compliance with the Environmental and Social Policy.
5. Country, region, or site-specific risk assessments, including identifying hazards, vulnerabilities, development of scenarios and determining hazard mitigation options.
6. Specific analyses in support of the proposed projects (policy analysis, data inventories and analyses, cost effectiveness, etc.).
7. Enabling activities that support devolving the decision making regarding the project design to the lowest appropriate level.
8. Identification of project or programme indicators and development of monitoring and evaluation plan.
9. Consultancies and contracts to develop program and/or project options.
10. Costs of translating documents into and out of English.
11. Identification of project/programme level indicators
12. Assessing capacity of executing partners.
· Remove any remaining blank rows. It is one row per activity; therefore, no more than 12 rows are allowed.
· Enter all outputs by Activity in the same line of the Activity, in the same box/cell. 
· The budget is to be presented at the Activity level, not at the Output level. 
· In the Budget Notes column:
· Enter the TBWP Budget Note Reference Number.  This number must match the link number in the TBWP table. 
· Enter the Budget Account description of the item budgeted. 
· Enter a brief description of the purpose and cost per item. 

Per Adaptation Fund Policy, the list of eligible activities can be found in this Project Formulation Grants guidance page.
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