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The PFD Preparation Guidelines provide clarifications aimed to facilitate the preparation of the PFD proposal using the PFD template (without MS Word macros).  The template is applicable to all Trust Fund types, i.e. GEF, LDCF and SCCF.  
Entering data with this MS Word template (without macros)
The template has been designed with each entry field coded to allow easy extraction or automated transfer of project data information into the PMIS. Hence, the template is locked to prevent unintentional tampering or deleting of the given structure and coded entry fields. The template document is password protected so it cannot be unlocked.  Another constraint of this template is the use of so called pull-down lists like the list of GEF Agencies or the list of Focal Areas. Several fields across this template are linked to those pull-down lists and you need to select one of the provided pull-down list items. For example, when you want to submit a PFD with World Bank as GEF Agency, you need to select “WB” (which includes IBRD and IFC).  Apart from the aforementioned constraints you are free to enter any combination of data.  The drawback for a template free of macros is that no error check feature is embedded in the template.  

Please fill out the template from top to bottom (i.e. starting with PART I: Project Identification) in order to avoid inconsistency mistakes. Thus you are more likely to follow a logical flow starting with the Core data of the project and then deriving special aspects of it.

All tables in this template containing financial figures are displayed in accounting format. That means, if you enter 1000000, it will automatically be displayed as 1,000,000. Please note that no currency ($) sign is used because the currency ($) is already shown for the table column headings. Tables containing a bottom row of totals are automatically calculated and you cannot edit those fields.
Free versus constrained data entry sections within the template

The template document is divided into sections. Some of these sections, for example those containing tables with financial figures, are protected whereas others, mainly those which require textual/ free format answers, are not protected. A protected area is easily recognized by the MS Word formatting functions (ribbon in MS Word 2007) appearing grayed, i.e. deactivated. On the contrary, an unprotected area is easily recognized by the MS Word formatting functions being enabled.

However we would still like you to enter plain text into entry fields (highlighted in grey) of the unprotected sections so that those fields can be imported automatically into PMIS. It is very important that the text you typed should be within the grey area (it is very easy to unintentionally delete the entry field).  GEF Agencies definitely profit from an efficient, automated import of templates based on coded data entry fields, because this will, in principle, speed up the response time within the GEF Secretariat.

Length of PFD submission. The PFD should not exceed 50  pages (excluding Part III).

Type of Trust Fund: From the pulldown menu, select the trust fund from any of the following choices: GEF Trust Fund, Least Developed Countries Fund (LDCF), Special Climate Change Fund (SCCF), or Multi-trust fund (if the  proposed program is funded by two trust funds). 
Type of program: Select whether the submitting GEF Agency has a board that approves projects, or all other Agencies.  If a GEF Agency that has a board that approves projects submits a PFD, it could only be a single Agency, while others can be single or multiple Agencies.  

Part I:  Program Identification:

Program Title: To avoid redundancy, do not include the country name in the project title; for regional and global projects, start the title with “Regional” or “Global”. 

Country(ies): Name of country; for a regional or global project, list all countries participating.  Where no country is identified, use “Regional” or “Global”, as applicable.  

Lead GEF Agency: In case there are more than one GEF Agency, the lead GEF Agency provides the coordination function among the other Agencies and is responsible for submitting the Program Framework Document.
Other GEF Agencies: These are other GEF Agencies jointly participating in the program implementation.
Other Executing Partners: The name (s) of the local or national government agency/ies that is/are tasked to execute the project.
GEF Focal Area: From the pull-down menu, select the relevant focal area or multi-focal areas for this project (applies only to GEF trust fund;  for LDCF/SCCF projects, please leave this blank).   The cost breakdown for MFA projects would be presented in the subsequent tables.  For SGPs, also select MFA in the focal area field.
GEF Program ID: Leave this blank. This will be provided by GEFSEC and automatically generated by the PMIS. 
GEF Agency Program ID: Program ID number provided by the Agency indicative of its own internal practice.

Submission Date: The date of first submission of the PFD.
Program Duration: Number of months it will take the Program to complete implementation, i.e., completion of all projects under the Program .

Agency Fee: For the GEF Agency that has a board that approves project, calculate 8% of the entire Program amount;  for other GEF Agencies, calculate fee as 9% on all PIFs under the Program.
A. Focal Area Strategy Framework: At the focal area level, provide the following information: focal area objectives, expected focal area outcomes, expected focal area outputs, the type of trust fund, indicative financing, and indicative cofinancing. From the pulldown menu, select the appropriate focal area objectives by their prefixes. Refer to the excerpted paper on Focal Area Results Framework and LDCF/SCCF Framework  provided as a reference guide in filling up this section. For additional reference, read the GEF 5 Programming Document, GEF/R.5/31/CRP.1, May 12, 2010. The expected focal area outcomes and outputs must be fully consistent with the reference guide provided since these will be monitored under the Results-Based Management (RBM). If there are expected outcomes other than those in the reference guide, fill up the row provided as “Others” at the end of the table. All expected FA outcomes listed in the table should have an amount associated with it as this is tracked in the RBM.  

Program Management Cost is the cost associated with the unit executing the project on the ground and could be financed out of trust fund or cofinancing sources.  Total PMC should not be more than 5% or 10% (depending on the size of the GEF project grant) of the subtotal in the line above, and this subtotal is a summation of all amounts associated with the Expected FA Outcomes. 
B.  Program Results Framework. At the program level, provide the following information: Program Goal, program components, grant type, expected outcomes, expected outputs, type of trust fund, indicative financing and indicative co-financing. For multi trust fund, indicate the amounts expected of each trust fund. Pull down menus for Grant Type and Type of Trust Fund are provided.  Additional or detailed results framework could be attached with the PFD or reference to the Agency project document so that Program Managers can find additional information for this table, if necessary.
C. Indicative Co-financing for the Program by Source and by Name, if available ($). This table requests information on the sources of cofinancing which can be classified as follows: bilateral aid agency, foundation, GEF Agency, local government, national government, civil society organization, other multilateral agencies, private sector and others. The name of the cofinancier should be indicated if known. Co-financing can be in the form of grant, soft loan, hard loan, guarantee and in-kind. If type of cofinancing is not known, indicate “unknown at this stage”.  Pull down menus for Sources of Cofinancing and Type of Cofinancing are provided.
D. GEF/LDCF/SCCF Resources Requested by Agency, Focal Area and Country. This table is especially important if the program is a) jointly implemented by Agencies, b) funded by two trust funds, c) a multi-focal area, because of the need to provide a breakdown on shares on grant amounts and Agency fees. Pull down menus for GEF Agency, Type of Trust Fund and Focal Area are provided.
part ii:  program justification
The questions below are mostly self-explanatory. However, links to relevant GEF publications are provided for ease of reference when available.
A. Goal of the Program:  Describe what the Program aims to achieve.

B. Description of the consistency of the Program with:

B.1.1.  The GEF Focal/ LDCF/SCCF/Multifocal Area Strategies and Objectives
B.1.2.  For Progarms funded from LDCF/SCCF:  Describe the consistency of the Program with the ldcf/sccf  eligibility criteria and priorities.

B.2.     Describe the consistency of the Program with national strategies and plans and assessments under relevant conventions, if applicable (e.g. NBSAPs, national communications, NAPAs, NAPs, NIPs, TNAs, PRSPS, etc.). You may refer to your country’s National Portfolio Formulation Document if you have participated in this voluntary exercise.
C. Rationale of the Program and Description of Strategic Approach:  Describe the rationale for proposing the Program, including barriers to achieving the goal stated under A.

D. Discuss the added value of the Program vis-à-vis a project approach:  Discuss the cost-effectiveness of a programmatic approach compared to a project approach.

E. Describe the baseline Program and the problem it seeks to address:  Describe the situation without the Program and the problems the country are facing which the Program will address.

F. Incremental/Additional Cost Reasoning:   This question is for Programs funded from both the GEF Trust Fund and the LDCF/SCCF.   Reference documents include:  

 Streamlined Procedure for Incremental Cost Assessment  and the Operational Guidelines for the  
 Application of the Incremental Cost Principle
G. Describe the socio-economic benefits to be delivered by the Program:  Question is for both GEF Trust Fund and LDCF/SCCF Programs . Refer to document Global Environmental Benefits and Mainstreaming Gender at the GEF  for additional information when responding
H. Justify the type of Financing Support provided with the GEF/LDCF/SCCF resources:  For instance, explain the rationale to provide a loan rather than a grant, or setting up revolving funds, etc.

I. Indicate the Risks, including climate change risks that might prevent the Program objectives from being achieved:  Question is for both GEF Trust Fund and LDCF/SCCF.  The objective is to ensure that in designing the Program, all risks, including climate change risk have been taken into consideration and that proper measures are in place and that the Program is resilient to climate change.  Please outline the risk management measures, including improving resilience to climate change that the Program proposes to undertake. 
J. Outline the Institutional Structure of the Program including Coordination and Monitoring and Evaluation:  For GEF Agencies that have a board that approves projects, since only one Agency is implementing the program, focus should be on internal coordination and implementation arrangements, describe the plan for monitoring and evaluation of the Program and how each project fits under the Program aimed to achieve the goal of the Program.  For programs submitted by other GEF Agencies where more than one GEF Agency is involved in the Program, describe the coordination among all GEF Agencies, organizations, and stakeholders involved in related initiatives; if similar projects exist in the same country/region, including GEF projects, report on synergies/complementarity with this proposal and demonstrate that there is no duplication. Also, describe the M&E system for the program, incl. institutional arrangements and the related budget.
K. Identify Key Stakeholders involved in the Program:  Description should include the private sector, civil society organizations, local and indigenous communities and their respective roles, as applicable.
L.   Indicate the co-financing amount the GEF agency is bringing to the project. Self explanatory.
M.  Show how the program fits into the GEF Agency’s program: Refer to documents such as UNDAF, CAS, etc.) and the Agency staff capacity in the country to follow up program implementation.
part iii:  approval/endorsement by gef operational focal point(s) and gef agency(ies).
A.  Record of endorsement of gef operational focal point(s) on behalf of the government(s): (endorsement letter(s) should be attached with the PFD):  select the OFP Endorsement template carefully as it depends on the type of Program and which Agency is submitting the PFD.
b.  gef agency (ies) certification:  This section provides Agency’s certification to the submission as well as contact information for the Program.  Note that all participating GEF Agencies need to validate the PFD. 

Annex A.  List of Projects Under the Program Framework:  GEF Agencies with a board that approves projects do not need to fill this table.  For all other GEF Agencies, either submitting PFD as single Agency or multiple Agency,  fill in the table to provide indication on the number of projects being proposed under the Program, their amounts, number  of projects that have been submitted with this PFD and how many more to come for future work programs.  Do not forget to include MSPs under the Program, if there are any.  This table has four parts so lists all the projects (FSPs and MSPs) under the Program, either submitted in this work program or for future work programs.  
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