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PREFACE 

 
The LEnS “Sub-project Implementation Manual” provides the general framework that 
governs the financial management, procurement methods, and monitoring 
procedures for the implementation for the sub-project activities.  
 
The Manual is intended for all sub-project Implementing Organizations and WMU 
staff to serve as the principle guidance for implementation. The procedures reflect 
the Grant Agreement with the World Bank and the Government regulations, as 
applied for the Environmental Protection Fund (EPF). As such, sub-project 
implementation will comply with the LEnS/EPF and World Bank regulations. 
 
Chapter 2 “Sub-Project Financial Management” details the financial procedures 
applicable for all sub-projects. It describes the procedures for replenishment of the 
sub-project accounts, book keeping requirements, eligible expenditures, and financial 
reporting requirements.  
 
Chapter 3 “Sub-Project Procurement” describes what procedures need to be 
applied for the procurement of goods, consultants, etc.. It provides details on the 
required steps, approvals from the LEnS WMU team, and a number of unit prices in 
order to comply with the EPF and World Bank procurement guidelines.  
 
Chapter 4 “Sub-Project Implementation and Evaluation” describes the logistical 
arrangements for implementation and monitoring of the sub-projects. It briefly 
explains the responsibilities of the sub-project implementing organizations, and 
provides guidance on what the implementing organization can expect during 
implementation and completion of the sub-project.  
 
Questions and/or further explanations on the described regulations and procedures 
can be addressed to the WMU staff. It should be noted also that the Manual may be 
updated regularly to reflect the experiences gained during the implementation of the 
LEnS Project.  
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Terms and Definitions 
 
Applicant: Organization or Community who submitted a proposal to the LEnS 
project. After approval of the proposal by the EPF and signing of the Sub-Grant 
Implementation Contract, the applicant will be referred to as the Implementing 
Organization. 
 
LEnS Environmental and Social Safeguards Framework: The framework 
approved by the Government of Lao PDR, through its Science, Technology and 
Environmental Agency  on May 20, 2005, which sets forth the principles and 
procedures, governing: (i) the environmental impact screening of works to be carried 
out under the Sub-projects to be done by EPF prior to the approval of the related 
Sub-grant, and the environmental protection measures, if any, required to be 
undertaken by the respective Beneficiary in order to avoid or mitigate potential 
adverse environmental impacts resulting from such works; (ii) land or other asset 
acquisition from, resettlement and rehabilitation of and compensation to, Displaced 
Persons, as well as reporting and monitoring arrangements to ensure compliance 
with said principles, and for the preparation of resettlement action plans whenever 
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required in the carrying out of Project implementation activities; and (iii) the strategy 
to be implemented or cause to be implemented by the Implementing organization in 
the carrying out of the Project in areas where Ethnic Groups are residing, cultivating, 
hunting and carrying out other similar social activities which strategy includes special 
planning measures or actions to be undertaken by the relevant Beneficiary aimed at 
ensuring that through informed consultation the Ethnic Groups receive the benefits 
from the Project in a culturally compatible manner acceptable to them, and do not 
suffer adverse effects as a result of the implementation of  the Project. 
 
Environment Protection Fund: The financing entity established and operating 
pursuant to the Prime Minister’s Decree establishing the Environment Protection 
Fund, Nº 146/PM, dated June 6, 2005, possessing administrative and financial 
autonomy under the Lao PDR laws and regulations, for purposes of financing eligible 
activities to strengthen environmental protection, sustainable natural resources 
management, and community development in Lao PDR, including the selection, 
approval and financing of Sub-projects, and any successor thereto; 
 
EPF Regulations: The operational documents specifying the organization, 
management and operations of EPF and functions of the EPF Board of Directors and 
EPF Executive Office to be adopted by the EPF Board of Directors pursuant to Article 
8 (4) of the Prime Minister’s Decree establishing the Environment Protection Fund, 
Nº 146/PM, dated June 6, 2005; 
 
Financing Entity: The Environment Protection Fund (EPF), responsible for financing 
the contract amount to the Implementing Organization to accomplish the scheduled 
Sub-Project activities. The EPF is also responsible for monitoring and ensuring the 
professional and technical quality of the agreed outputs.  
 
Implementation Organization: The beneficiary of the LEnS Sub-grant, responsible 
for implementing the Sub-Project according to the specifications, Sub-Project 
description, implementation schedule and costs contained in this contract and its 
attachments. 
 
LEnS Project Steering Committee: An Inter-ministerial Steering Committee 
established by EPF Board of Directors to provide Policy Guidance and oversight for 
the LENS Project. 
 
LEnS Window Management Unit: The unit established within EPF in accordance 
with the LEnS Development Grant Agreement (DGA). 
 
Sub-Grant: A grant made available by EPF through the LEnS Project in accordance 
with the provisions of the Sub-Grant Implementation Contract to implement a Sub-
Project. 
 
Sub-Grant Implementation Contract: The agreement to be entered into between 
EPF and the Implementing Organization to implement an EPF Supported Sub-
Project. 
 
Sub-Project: The activities to be carried out by the Implementing Organization, 
pursuant to the Sub-Grant Implementation Contract. 
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1  Introduction 
 

1.1 Purpose of this Manual 
The LEnS “Sub-project Implementation Manual” provides the general framework that 
governs the financial management, procurement methods, and monitoring 
procedures for the implementation for the sub-project activities after signing of the 
Sub-Project Implementation Contract. The standard agreement used for the LEnS 
Project is included in Annex I.  
 
The Manual is intended for all sub-project implementing organizations and WMU staff 
to serve as the principle guidance for implementation. The procedures reflect the 
Grant agreements with the World Bank and the Government regulations, as applied 
for the Environmental Protection Fund (EPF). As such, sub-project implementation 
will comply with the LEnS/EPF and World Bank regulations. 
 
Questions and/or further explanations on the described regulations and procedures 
can be addressed to the WMU staff. It should be noted also that the Manual may be 
updated regularly to reflect the experiences gained during the implementation of the 
LEnS Project.  
 
It should be noted that the Manual does not cover the preparation, screening and 
approval procedures for Sub-Projects. For information on these complementing 
documents the Applicant is referred to the various documents available from the 
LEnS WMU. The most relevant documents include: 
 

• Project Implementation Plan: The PIP, as approved by the World Bank, 
details the various activities and project components to be carried out under 
the LENS Project, including details of the implementation arrangements.  

 
• Operational Manuals. To support the WMU, PSC, and EPF EO staff with the 

implementation of the LENS activities, various draft manuals for internal use 
have been prepared. These include an Operations Manual, Financial Manual, 
Procurement Manual, and Monitoring Framework.  

 
• Baseline Survey Report. To compare the impacts and achievements of the 

LEnS Project, a Baseline survey is carried out. Where possible, the WMU 
identified baseline conditions in discussion with the responsible Government 
Agencies.  

 

1.2 Operating Principles 
To achieve the Goals set for the LEnS Project, the EPF has established key 
operating principles, which are to be applied by all implementing organizations, LEnS 
Staff, and other stakeholders. These guiding principles include: 
 

• Ownership and Accountability. Implementing organizations receiving LEnS 
financial support will be the owner of the grant and are fully responsible for 
the successful implementation of the sub-project activities. The implementing 
organizations will be accountable for the proper use of the funds and for 
achieving the agreed outcomes of the sub-project.  
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• Transparency and Efficiency. The use of EPF Funding and subsequent 

accountability will require the implementing organizations to ensure 
transparency of the usage of the funds, and provide public disclosure of all 
transactions where necessary. The provided funds will be used in an efficient 
way, maximizing the benefits for target beneficiaries. To improve efficiency, 
funding will be provided directly to the key implementing organization. 

 
• Effective Implementation of Government Policies. Activities carried out 

under the LEnS Grant funding will contribute to the effective implementation 
of the relevant Government Policies. These will applied to all applicable 
National Policies, Provincial Environmental Strategies, Protected Area 
Management Plans, and Communities Initiatives to improve environment 
management and biodiversity conservation.  

 
• Achieving measurable outcomes. Activities carried out with the support of 

EPF funding will provide specific outcomes, which will contribute to the overall 
objectives of the LEnS Project. The Outputs will be determined with a specific 
cost estimate time frame for implementation. Deliverables will be key 
indicators for disbursement of grant funding.  

 
• Sustainability: Capacity Building and Community Investments should be 

sustainable and provide longer term benefits beyond the scope of the sub-
project implementation period.  

 

1.3 Legal Framework and Social and Environmental Safeguards 
Moreover, the all activities carried out under the LEnS Project will comply with the 
Lao Legal Framework, including all formal Decrees and regulations which have been 
issued for the EPF and the LEnS Project.  
 
Notably, the LEnS Environmental and Social Safeguards Framework (ESSF, see 
Annex II) provides the guidelines to be used to avoid or minimize adverse 
environmental and social impacts of sub-projects and to ensure that they comply with 
the requirements of the International Development Agency of the World Bank as 
described in its safeguards policies on Environmental Assessment (OP 4.01), Natural 
Habitats (OP 4.04), Cultural Property (OPN 11.03), Involuntary Resettlement (OP 
4.12) and Ethnic Minorities (OD 4.20 on Indigenous Peoples). 
 
The ESSF will apply to all sub-projects and its proposed activities, to be implemented 
under the two EPF Windows. This framework describes how safeguards issues will 
be dealt with by: 

1) Detailing the types of sub-projects or activities that will not be supported by 
the Project; 

2) Detailing the types of sub-projects or activities that may only be permitted in 
conjunction with specific safeguards procedures; 

3) Detailing specific safeguards procedures and measures for sub-projects with 
environmental and/or social impacts; 

4) Outlining monitoring arrangements. 
 
Since the Project aims to improve environmental management, has capacity-building 
as a major focus, and is implemented through small sub-projects, no major 
environmental and adverse social impacts are expected. However, some eligible 
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small-scale civil works or protected area management activities may require minor 
land acquisition or involve minor adverse social or environmental impacts. 
 

1.4 Contents of the Manual 
 
Chapter 2 “Sub-Project Financial Management” details the financial procedures 
applicable for all sub-projects. It describes the procedures for replenishment of the 
sub-project accounts, book keeping requirements, eligible expenditures, and financial 
reporting requirements.  
 
Chapter 3 “Sub-Project Procurement” describes what procedures need to be 
applied for the procurement of goods, consultants, etc.. It provides details on the 
required steps, approvals from the LEnS WMU team, and a number of unit prices in 
order to comply with the EPF and World Bank procurement guidelines.  
 
Chapter 4 “Sub-Project Implementation and Evaluation” describes the logistical 
arrangements for implementation and monitoring of the sub-projects. It briefly 
explains the responsibilities of the sub-project implementing organizations, and 
provides guidance on what the implementing organization can expect during 
implementation and completion of the sub-project.  
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2 Sub-Project Financial Management 
 

2.1 General 
 

2.1.1 Sub-Project Account 
The Sub-project implementing organization will maintain a separate sub account to 
manage payments for approved sub-project (Figure 1). The sub-project account can 
be maintained in the currency Kip or US Dollar and used by the implementing 
organization for payment of day-to-day expenses that relate to administration of the 
Sub-Project. The sub account is owned by the Implementing organization and is 
funded from the LEnS Designated Account. The amount of the float shall be 
determined by the EPF Executive Director and/or the LEnS Manager.  
 
Figure 1 - Flow of Funds to Sub-projects 

 
 
The formal representative for the sub-project (implementing organization or 
community) responsible for the implementation of the sub-project will assign a 
responsible person (Sub-Project manager and /or Financial manager/) to manage the 
financial matters and an Accountant or treasurer who will record all financial 
transactions, as specified below in Section 2.1.2. An overview of the recommended 
financial authority for the sub-projects is included in Annex IV. 
 
The disbursement of the funds by the Implementing Organization will be closely 
monitored by the LEnS Financing Agency. The Implementing Organization will be 
required to provide monthly financial statements  (including List of Bank and cash 
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paid and received bank and petty cash reconciliation) and brief quarterly monitoring 
report to WMU as part of the sub-project implementation process (see Section 2.3.2).  
 
If applicable, multiple LEnS Sub-Projects implemented by the same implementing 
organization can use one LEnS sub-account. However, bookkeeping and reporting 
still needs to be carried out separately for each sub-project. 
 

2.1.2 Establishment and management of a bookkeeping system 
The Sub-project implementing organizations shall establish and maintain a 
bookkeeping or fund tracking system. as attached in Annex V. The simple cash book 
will be maintained by the designated treasurer of the sub-project Implementation 
Team. The bookkeeping system (updated on a daily basis) would include the 
following features:  

• Detailed list of all financial transactions, both receipts and expenses; 
• Expenses to be described in same level of detail as that of the official 

receipts; 
• Erasures, white-outs are expressly forbidden, so that any corrections are 

clearly visible to all who want to review. 
 
Records to be kept by the implementing organization include: 

- Bank and Petty cash receipt and payment 
- Bank and petty cash reconciliation 
- And  financial commitment ( if any)  

 
Proper receipts should be maintained at the sub-project level, clearly indicating the 
service or goods paid for. Every expenditure made by the implementing organization 
will have to be categorized (see section 2.1.3) and accounted for in a summary of 
expense report.   
 
In selecting the sub-project Accountant/Treasurer who will be responsible for 
establishing and maintaining the sub-project bookkeeping system, the Implementing 
Organization should consider possible key procedures and administrative 
requirements. A summary of the main issues which may be encountered during 
implementation are listed below:  

• entering transactions in the journals and registers 
• preparing journal voucher  
• posting the entries to the general ledger and category 
• recording direct payment procedure 
• recording commitment procedure 
• recording reimbursement procedure 
• recording Bank Account procedure 
• recording funds for recurrent expenses 
• recording funds for project activities 
• recording petty cash advance 
• recording accounting system for project components 
• preparing project financial statements 
• application of national currency for recording 
• budget nomenclature 
• recording on account basis 
• chart of accounts 
• all money received must be fully recorded 
• all information should be disclosed in the financial report  
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• the project financial report should accurately reflect the actual situation. 
 

If requested, training as to how to maintain such a book can be provided by the 
provincial facilitator or the Financial Manager/Account of the LEnS WMU. 
 
The WMU staff will check the sub-project accounts and records periodically and as 
requested or needed if problems arise. 
 

2.1.3 Cost Categories and Procurement Procedures 
Standard cost categories for expenditures will be incorporated into the financial 
management procedures. Expenses for the Sub-Project accounts need to be 
categorized according to the Cost categories listed in Table 1.  
 
Table 1 – Sub-Project Cost Categories and Accounting Codes 
# Description Code Sub-Category Examples of Eligible items 
1 Civil Works 5100 All Civil works Small constructions in 

communities 
2 Equipment/Goods 5200 All Equipment/Goods Small office equipment, field 

equipment 
3 Consulting Services 5311 3a. National Consultants Lao Individuals working as 

consultant (excluding 
Government staff) 

  5310 3b. International 
Consultants 

Foreign Individuals working 
as Consultants 

4 Other Services and 
Training 

5450 All services and training, 
including workshops 

Special costs for conducting 
trainings 

5 Recurrent Operating 
Costs etc 

5541 5a. Transportation Petrol, car rental 

  5551 5b. Per diems Allowances for travel (as 
defined by Ministry of 
Finance, see Annex XVI). 

  5563 5c. Other recurrent costs Office supplies. 
 
 
The maximum amounts to be used for each of the costs categories will be 
determined in the sub-project proposal, and summarized in the ‘Sub-Project 
Implementation Schedule”.  An example of the sheet is included in . 
 
Further details on the procurement procedures for each of these categories are given 
in Chapter 3. 
 

2.1.4 Maximum allowed Standard Prices 
Where applicable, unit prices and allowances to be provided as part of the Sub-
projects will not exceed to the following standards set by the EPF. At present, the 
EPF uses the Instruction provided by the Ministry of Finance, as included in Annex 
XVI. 
 
Exceeding amounts are not eligible for payment from the sub-project funds, unless 
prior approval has been from the EPF.  
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Expenditures exceeding the agreed amount per cost category will require approval 
from the WMU. If no approval is requested and given, the expenditures will not be 
eligible for payment from the Sub-project Account.  
 
 

2.2 Replenishment of the Sub-project Account  
 
When the float has been reduced to an amount which justifies replenishment, the 
sub-project implementing organization compiles an expenditure summary report of 
expenses paid since the date the last float was reimbursed. A model for the 
Expenditure report is included in Annex VI. The financial officer/Treasurer for the 
sub-project implementing organization will also prepare a reconciliation statement of 
the bank sub account, to be attached to the expenditure report. 
 
The Implementing organization financial officer prepares a Payment Request (see 
Annex VII). The payment request is signed by the preparer and approved by the 
signatory of the sub-project implementation contract.  
 
The expenditure summary report, bank reconciliation statement and approved 
payment request are then sent to the WMU staff in Vientiane or the Provincial 
facilitator for approval together with a covering letter requesting replenishment of the 
amounts expended. 
 
The WMU PICE or CBI officer will assess the sub-project implementation progress, 
as described in the sub-project implementation contract. If compliant, the PICE/CBI 
officer will endorse the payment request.  
  
After approval by the Window Manager and/or EPF Executive Director, a bank 
transfer will be prepared to deposit the requested amount into the Implementing 
organizations sub-project account.  
 
 

2.3 Monitoring of Disbursement from the Sub-project Account 
 

2.3.1 Day-to-Day Monitoring 
The signatory of the sub-project will periodically review the summary of expenses for 
accuracy and reasonableness.  
 
The WMU staff will also be allowed to inspect the sub-project financial records at any 
time considered appropriate by the EPF. 
 

2.3.2 Reporting Requirement 
The Sub-project implementing organizations shall prepare simple quarterly reports 
summarizing all transactions that have occurred through the LEnS Grant Account 
and provide it to the Financial Manager of the WMU. The report should be able to be 
easily assembled from the bookkeeping/fund tracking system. The report should also 
include the latest bank statement from the Sub-project Account. 
 
The requirements for the smaller and larger Grants financial reports are given in 
Table 2.  
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Table 2 – Requirements for sub-project financial reports 
Item 
No. 

Description Smaller PICE/ 
CBI Sub-project 

Larger PICE/ 
CBI Sub-
project 

Example/ 
Standard form 

1 Summary of expenditure 
by category 

No No Annex VIII 

2 Statement of Sources and 
Uses of Funds 

√ √ Annex IX 

3 Procurement progress 
report 

√ √ Annex X 

4 Output monitoring √ √ Annex XI 

5 Balance sheet and trial 
balance 

No √ Annex XII 

6 Statement of expenditure 
(SoE) 

√ √ Annex XIII 

7 Summary sheet (SS) √ √ Annex XIV 

8 Bank account statement 
and Cash reconciliation 

√ √ Annex XV 

 
 

2.3.3 Supporting Documents 
Supporting documents for recording should be in original, classified in order of 
recording. These documents should be sent to LEnS WMU, the project unit should 
make one copy. Each retained copy should be signed by the relevant authorized 
personnel, and if applicable, should be stamped with the seal of the Implementing 
organization as evidence. 
 

2.3.4 Auditing 
The Sub-projects are subject to the annual EPF/LEnS audit in accordance with World 
Bank requirements by internal or external audit 
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3 Sub-Project Procurement 
 

3.1 Introduction 
 

3.1.1 Purpose of the Manual 
The purpose of this procurement manual for the Sub-project implementation is to 
summarize the LenS procedures to be applied by the sub-project implementing 
organizations and to explain the process of procurement as part of the procurement 
implementation. 
 
Procurement for sub-projects should be carried out in accordance with the World 
bank’s “guidelines: procurement under IBRD Loans and IDA Credits May 2004” and 
“Guidelines: Selection and Employment of Consultants by World bank Borrowers 
may 2004” and the provisions stipulated in the Grant Agreement.  
 
A general description of the various aspects under different expenditure categories is 
described below.  
 

3.1.2 Procurement Approaches 
For the implementation of the sub-projects, the LenS Project identified three main 
apporaches:  
• Procurement is completly done by the Sub-Project implementing 

organization: After the proposal is approved the sub-project do the procurement 
by themself and the project management keeps all the procurement evidences 
according to the rules and regulations for the post review by WMU. The WMU 
has to transfer the fund to the sub-project only. 

• Procuement is party done by the WMU, depending on the ability of the 
Recipeint:    After the proposal is approved the Sub-Project do the procurement 
wich the type they have the ability to do. The type that they feel complicate they 
will request WMU to do. Concerning the payment term, when they do by 
themself, WMU transfer the money according to their request and WMU will pay 
directly to the supplier when they procure for the Sub-Project. 

• Procurement is completly done by the WMU:   After the proposal is approved 
WMU just reviews the procurement plan with the Sub-Project and doing all the 
procurement process (from setting up the specifications to the payment) related 
to their activities and keeps all the evidences for the review by the Bank.  

 
The advantages and disadvantages of the three appraoches are summarized in 
Table 3.  
 



Lao Environment and Social Project (LEnS) 10 Sub-Project Implementation Manual 
Environment Protection Fund (EPF)  OD011 (Draft, March 19, 2007) 

Table 3 – Advantages and disadvantages of the Procurement options  
Approach Advantages Disadvantages 
1. Procurement is 
completly done by 
the Sub-Project 
implementing 
organization 

Suitable for the Sub-Project which 
has a big office and their staff is 
competent enough to organise the 
procurement. The procurement 
process will be faster, accurate 
because of direct communication 
within the Project. 

The soft spot is waste of time 
to accustom with the rules 
and regulations and is not 
suitable for the small project 
and in the phase of starting. 

2. Procurement is 
party done by the 
WMU, depending on 
the ability of the 
Recipeint 

Suitable for the Sub-project of 
medium size and do the work that 
they are competent 

The sophistical work they just 
request WMU to do. 

3. Procurement is 
completely done by 
the WMU:    

Suitable for the Sub-projects where 
the recipeint has no capacity to 
perform the procurement rules. 

They use their staff to do the 
professional task that why 
the administrative task they 
give to WMU to do. 

 
 
Payment Items to be procured with the support of the WMU, usually for larger 
contract payments, can be pay directly paid from the WMU account or still paid from 
the sub-project account. The final arrangements will be discussed and agreed with 
the sub-project implementing organization.  
 

3.1.3 Unit Prices 
For improving transparency and fairness in the sub-projects, the sub-projects 
reciepeints will have to apply as much as possible LenS standard unit prices (see 
Annexe VII). Excemptions from these will have to be justified prior to will accept the 
same rate and unit price such as: DSA, standard of setting up the conference, 
workshop, rate of renting vehicle, printing work or unit price of the material in each 
region which set up by WMU.  
 
Second hand goods cannot be procured in the Sub-Project. 
 

3.1.4 Prior and Post-Review explained 
Prior review is the process where the sub-project implementing organization requests 
approval from the WMU prior to procuring goods or services. The implementing 
organization will have to submitt the neccessary documentation, depending on the 
amount to be purchased and the method to be used. The WMU may request for 
additional information, or may require to modify the documentation as provided. If 
approval by the WMU is given, the implementing organization may proceed with the 
actual procurement.  
 
Post review is the process where the WMU may inspect the procedures applied in 
procuring certain goods or services. Basically this applies to all of the procurement, 
including those which were subject to prior review. The implementing organization 
shall retain all documentation with respect to each contract during sub-project 
implementation and up to two years after the closing date of the sub-project. This 
documentation would include, but is not limited to, the signed original contract, the 
analysis of the respective proposals or quotations, and the recomendation for award.  
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3.1.5 Procurement Plan 
Depending on the complexity of the sub-rant proposal, the WMU may request the 
implementing organization to prepare a simple procurement plan. The sub-project 
procurement plan will provide the details on the requirements procurement or 
consultation selection methods, the need for qualification, estimated costs, prior 
revew requirements, and time frame. An sample form for a procurement plan is given 
in Annex ........ 
 

3.2 General Procurement Categories and Methods 
 

3.2.1 Introduction 
 
The LenS project allows the following procurement categories: 
 

• Civil works: ....................... 
• Goods/Equipment:  include Office Equipment, Field Equipment, Vehicle, etc. 

....  
• Consultating Services: ................. 
• Training/Workshops: ........................ 
• Recurrent Operating costs: .......................... 
• Other: ................... ??? 

 

3.2.2 Civil works 
 
Civils works estimated to cost within US$ 30,000  to US$ 100,000 each will be 
contracted through the National competitive bidding with the process is as follows: 

1.  Announcement 
2. Bidding Document 
3. Bid security 
4. Bid duration 
5. Meeting prior to the Bid submission 
6. Bid submission 
7. Bid opening 
8. Bid evaluation 
9. Letter of acceptance 
10. Contract  
11. Bid cancellation (if any) 

 
Civils works estimated to cost within US$ 5,000  to US$ 30,000 each will be 
contracted through the special conditions with the process is as follows: 
  

1 Announcement 
2 Bidding Document 
3 Bid security 
4 Bid duration 
5 Bid submission 
6 Bid opening 
7 Bid evaluation 
8 Letter of acceptance 
9 Contract  
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10  Bid cancellation (if any) 
 
Civil works estimated to cost less than US$ 5,000 each will be contracted on a 
lump-sump basis with the fixed price contracts awarded on the basis of quotations 
obtained from at least three reputable domestic contractors in response to a written 
invitation. 
 

3.2.3 Procurement of Goods  
Procurement of goods estimated cost within USD 30,000 - 100,000 per contract 
should be go through NCB (National Competitive Bidding).  Any any Procurement 
under the conditions to apply the NCB procedure the Sub-project should be closely 
supervised by the WMU. The procedures to be applied include: 

12. Announcement 
13. Bidding Document 
14. Bid security 
15. Bid duration 
16. Meeting prior to the Bid submission 
17. Bid submission 
18. Bid opening 
19. Bid evaluation 
20. Letter of acceptance 
21. Contract security 
22. Bid cancellation (if any) 

 
Procurement of goods estimated cost within USD 5,000 - 30,000 per contract 
may go through special provisions for Shopping process which the procedure 
include: 
 

1. Invitations to quote shall be advertised in at least one newspaper of provincial 
/ regional and at least 10 days for the preparation and submission of 
quotations. 

2. Prior-registration shall not be a requirement to participate in quotation 
procedures. 

3. quotations shall be submitted in sealed envelopes. 
4. Quotations shall be opened in public immediately after the submission 

deadline in the oresence of bidders and project beneficiairies who choose to 
attend. 

5. A copy of the opening record shall promptly be posted at the prominent 
location outside the procurement agency office, and a copy will also be sent 
to all bidders who submitted quotations. 

6. There shall be no post bid negotiations with the low bid or any other bidder. In 
case the lowest evaluated resposive exceeds the pre-bid cost estimate by the 
substantial margin, the Procuring  Agency will assess the reasons for the 
price difference and recommend the course of action for approval by the head 
of Procuring Agency. The rejection of any quotation for exceeding pre-
quotation estimates should be cleared in writing in advance by IDA. 

7.   A sommary of contract award information shall be made public through an 
announcement in the press and updated on a quarterly basis. 

 
Procurement of goods estimated cost within USD 5,000 - 1,000 per contract may 
go through shopping by comparing of price the practical process is as follows: 
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1. Invite the qualified suppliers to provide the quatations at least three 
companies. 

2. The quotations shall be submitted in sealed envelopes. 
3. Quotations shall be opened in public immediately after the submission 

deadline in the presence of bidders and project beneficiairies who 
choose to attend. 

4. The result of the bid will be informed to all the bidders after signing the 
contract with the winner company. 

 
The Procurement of goods estimated cost under USD 1,000 may go through direct 
contracting without request for quotations from minimum three companies, but the 
goods should include in the unit price of the data base of the WMU or the costs are in 
line with local market rates. The document should be kept as evidence of the 
procurement for the post review are: Purchase order, receipt; and select the qualified 
company who provide high quality of goods and good service. 

 

3.2.4 Incremental Operational Costs 
Incremental operating costs are applicable for per diem, transportation and 
accommodation of Sub-Project staff, reports, maintenance of office and field 
equipment, maintenance and fuel of vehicle and motorbikes etc..., excluding staff 
salaries. These operating cost shall be procured using the procedures acceptable to 
the Bank with due consideration to quality, efficency and cost effectiveness. 
 

3.2.5 Training 
Almost any type of training can be funded under the Sub-Project. Civil servant or 
government-subsidized bodies canonot be paid using project funds. since the 
amount of training will be very small, the training will be procured through community 
participation in accordance with article 3.15 of the World Bank Procurement 
Guidelines. This community participation Sub-Project will be monitored so as to 
ensure an efficient costing and productive activities. 
 

3.2.6 Consulting Services 
Both national and international consultancy services are eligible under the LenS sub-
project funding.  
 
Any consultancy services in the Sub-project will be subject to prior review by WMU. 
The Guidelines for the selection and employment of consultants by World bank 
Borrowers will be applied for the justification of selection of consulting services. 
 

3.3 Specific Consideration for Community Sub-projects 
 

3.3.1 Introduction 
Procedures for the delegation of Procurement responsibilities to communities are 
based on international “best practices”, as discussed for the LENS CBI Window. 
Given the nature and the type of community projects that the EPF intends to support, 
the value of the individual project will not exceed KIP 100million (or US$.10,000). 
Communities may be able to manage joint projects of up to KIP 500million (or 
US$50,000). 
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The following methods can be used by the communities upon consultation with the 
EPF Technical staff for determination of the appropriate method based on the 
capacity and capability of the community (villages), at the time of ranking and 
approving the Sub-Projects. 
 

3.3.2 Community Force Account 
Under a community force account, the community implements the subproject using 
its own resources (skilled and unskilled labour, materials, equipment), and may use 
project funds to subcontract part of the subproject. The community will act as the 
implementing agency with a small Implementation Team to oversee all Community 
activities. 
 
In addition, sub-committees accountable for various aspects of the Sub-Project 
implementation may be established to monitor such activities such as the 
procurement of goods and services, inspection of goods and services procured, and 
review of accounting. The Implementation Team is responsible for all payments for 
the labour, goods and sub-contractor (if any). 
 

3.3.3 Procurement of Small Works 
This is a mandatory method for procurement of works over KIP 100 million (or US$ 
10,000) (case of a joint subproject). In this process, the works will be procured on the 
basis of comparing price proposals obtained from at least three (3) independent 
construction firms and/or individual entrepreneurs. In order to encourage 
transparency, in addition to inviting potential contractors to submit proposals, the 
Community Implementation Team will be required to make information available to all 
local suppliers at the district level and, if necessary at the province level. This will be 
done through the posting of public announcements. These announcements will 
include relevant information to enable interested parties to submit proposals. EPF 
Staff will provide guidance for each step.  
 
The detailed steps to be followed and documentation to be maintained in this 
procurement process are: 

 
1. After a funding decision has been made and the implementation stage has 

started, the community will establish an Evaluation Committee (EC), consisting of 
not less than five local representatives to serve as member, of which at least two 
should be women. The memorandum on establishment of such EC must be 
maintained in the file.  

2. The EC must (a) solicit proposals from more than three qualified local 
contractors, in order to ensure they receive at least three proposals from which to 
choose from, and in addition, (b) make a public announcement inviting any other 
interested contractors to participate and submit proposals. This public 
announcement will be posted in at least three prominent places, in the 
community, district and province to ensure that information inviting proposals is 
widely disseminated. Where this is not expensive, the EC can also advertise in 
other media available in the province. The evaluation report should include the 
details on places where the announcement was posted. 

3. The same information must be available to every interested contractor, including 
but not limited to, the design, specification, bill of quantities, estimated cost, 
conditions of contract and schedule of work. A declaration form must be given to 
potential suppliers or contractors and this will be used to record their offers. The 
EC must be careful to ensure that the firms/individuals invited for the proposals 
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are reputable, well established, and have provided similar services on previous 
occasions, as part of their normal business. Local opportunities may also be 
fostered as to encourage small entrepreneurs not so well established. If the EC 
receive proposals from unsolicited firms/individuals, these may be accepted after 
the EC verify the nature and reputation of the firms/individuals.  

 
1. At least ten (10) working days will have to be allowed after the notice has been 

put in public places for the interested/eligible contractors to prepare and submit 
their complete offers. 

2. The EC shall indicate the date, time and place for the submission of proposals in 
the invitation letter. 

3. The list of names and address of the contractors/suppliers to whom the invitation 
for quotation were sent and/or to whom the invitation for quotation were received 
shall be recorded and attached to the evaluation report.  

4. Proposals shall be submitted in sealed envelopes and opened in a meeting open 
to the general public immediately after closure of the submission period. A 
meeting attendance list must be recorded and attached to the evaluation report. 

5. A list of submitted proposals received from the contractors shall also be recorded 
and attached to the evaluation report. 

6. The EC shall evaluate all proposals received and provide an award decision. The 
award decision would normally be made to the lowest priced and qualified 
contractor. If there are specific reasons why a more expensive quote has been 
approved then these reasons must be made public and a note concerning these 
issues must be attached in the evaluation report. The EC must notify the 
provincial facilitator on the decision of award. One copy of the detailed evaluation 
report, together with the original of proposals received and documents specified 
above must be kept at the provincial office for post review by the World Bank. 
Another copy of these documents must be kept at the Community level. The 
district office shall keep record of all subprojects implemented in the district; data 
must be available from procurement stage, supervision stage and until payment. 

7. The village representative signs the contract with the recommended contractor. A 
copy of the signed contract must be available in the file at the community level. 

 

3.3.4 Procurement of Goods 
The Shopping method available for procurement of goods below is also customized 
from the World Bank Procurement Guidelines (Article 3.15) for this specific project 
environment. 

 
Goods will be procured on the basis of comparing price quotations obtained from at 
least three (3) suppliers. The detailed steps to be followed and documentation to be 
maintained in this procurement process are: 
 
1. After funding decision has been made and the implementation stage has 

started, the community will establish an Evaluation Committee (EC), 
consisting of not less than five local representatives to serve as members, of 
which at least two should be women. The memorandum on establishment of 
such EC must be maintained in the file. 

2. Thereafter, the EC is expected to (a) prepare a clear lists of goods, materials, 
tools or equipment required including the type of item, number required and 
notes regarding quality and preferred delivery schedules (b) locate at least 
three (preferably more) reputable sources of the required items and solicit 
proposals from these suppliers. If the order is large (estimated to be more 
than $5,000) then the EC must also, (b) make a public announcement inviting 
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interested suppliers to participate and submit proposals. This public 
announcement will be posted in at least three prominent places, in the 
community, district and province to ensure that information inviting proposals 
from qualified suppliers is widely disseminated. The evaluation report should 
include the details on places where announcement was posted. 

3. All potential suppliers must be provided with the same information required for 
making an accurate proposal, including but not limited to, specification, 
quantities, estimated cost, conditions of contract and schedule of delivery. 
Each interested supplier must complete a supplier declaration form. The EC 
must ensure that the suppliers invited for the proposals are reputable, well 
established, and can provide the required goods as part of their normal 
business. If the EC receives proposals from unsolicited suppliers, these may 
be accepted if the EC can ascertain the nature and reputation of the 
suppliers. 

4. In the case of large or complicated orders, at least ten (10) working days must 
be allowed for the interested/eligible suppliers to prepare and submit their 
offers. For small (less than KIP 50million or $5,000) a shorter period can be 
allowed. In some instances, where the requirements are small and simple to 
fulfil, eligible suppliers may be able to give an accurate proposal on the same 
day.  

5. The list of names and address of the suppliers from whom the EC invited to 
participate and from whom the EC received proposals shall be recorded and 
attached to the evaluation report. 

6. The proposals from all of the suppliers shall be recorded and attached to the 
evaluation report. 

7. The EC shall evaluate all proposals received and provide an award decision. 
The award decision would normally be made to the lowest priced and 
qualified supplier. If there are specific reasons why a more expensive quote 
has been approved then these reasons must be made public and a note 
concerning these issues must be attached in the evaluation report. The EC 
will notify the EPF staff on the decision of award. A detailed evaluation report, 
including the original proposals received as well as the documents specified 
above, shall be kept for post-review by the EPF staff. Another copy of these 
documents must be kept at the community level. The provincial office shall 
keep record of all subprojects implemented in the district; data must be 
available from the procurement stage, the supervision stage and of payments 
made. 

8. The village representative signs the contract with the recommended supplier. 
A copy of signed contract must be available in the file. 

 

3.3.5 Direct Contracting 
Direct contracting or sole sourcing may only be used when the estimated cost for 
procurement of goods is less than KIP 10million (or US$1,000). A supplier may be 
chosen without going through the local shopping procedure outlined above, provided 
that the costs are in line with local market rates (or where relevant, the Unit Cost 
Database). This method shall only be used when it is justified that there is only a 
single source of supplier available in the area. Documents available for post-review 
should be including but not limited to, a purchase order, an invoice and evidence of 
payment. 
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3.3.6 Training 
Almost any type of training can be funded under the subproject. Civil servant or 
government-subsidized bodies cannot be paid using project funds. Since the amount 
of training will be very small, the training will be procured through community 
participation. This community participation subproject will be monitored so as to 
ensure an efficient costing and productive activity. 
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4 Sub-Project Implementation and Evaluation 
 

4.1 Accountability and Transparency 
 

4.1.1 Sub-Project Mobilization 
After the formal signing of the sub-project implementation contract, the implementing 
organization of the grant will be fully responsible for the establishment of its own 
structure and organization to successfully implement the Project. The implementing 
organization should work closely with the LEnS WMU staff in making sure that the 
EPF rules, as described in this manual, are applied properly, and that the 
implementation will be carried out according to the Sub-Project Proposal.   
 
Where necessary, support and/or training by LENS technical staff about 
procurement, financial and technical issues can be provided upon request.  
 
Please be reminded that the EPF requires standard unit prices to be applied 
according to Government (see Section 2.1.4 and Annex XVI).  
 

4.1.2 Public Disclosure 
It is important for the implementing organization to make the proposal publicly 
accessible and known to all possible stakeholders as complete transparency and 
local accountability are essential. Implementing organizations and villagers owning 
the grants must be satisfied that the funds are used properly. 
 
At every stage and at routine meetings villagers must be informed how the funds are 
being used. The implementation team must give a full and clear account of the use of 
grant fund to all of the villages. Villagers will be made aware of their rights early on 
this process. They will also be told who to contract if things are not proceeding as 
planned and how to report problem. 
 

4.1.3 Complaints mechanisms 
A complaints resolution system is considered central to the EPF, and a complaints 
and response database is maintained as part of the project, both at the province and 
national level.  
 
All complaints are confidential and will be taken seriously and investigated by LEnS 
WMU staff. Stakeholders and villagers are entitled to question project decisions and 
disbursements, and they have clear answers to their question.  
 

4.2 Monitoring and Evaluation 
 

4.2.1 Implementation monitoring 
Monitoring is the process of observing and recording the information about the 
progress of the implementation of sub grant. The purpose of monitoring is to check if 
the sub-project is being carried out as planned and quality of project outputs, works, 
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and material is acceptable. The WMU staff will apply a standard monitoring form (see 
Annex XVIII) to record the key observations when reviewing the implementation of a 
sub-project. 
 
Monitoring the implementation of the sub grant will provide both the implementing 
organization and the WMU staff whether money, labor and materials are used 
properly; the work is done well and on time and according to budget; the result is 
satisfactory. More specifically, aspects to be included in the monitoring include:  

• Are the money / labor/ material (input) available when needed? 
• Are the amounts of inputs sufficient to do the work properly? 
• How is the quality of inputs? 
• Is the work or activity completed on time? 
• Is all the work needed to do the job being carried out as it would be? 
• How is the result (output) of the work? 
• Is the number, size, volume, weigh or capacity of the output as expect? 
• How is the quality of the output? 
• What significant things have happened that may affect the work and the 

output? 
• Are the persons responsible for, or providing input to, implementation 

performing their roles? 
 
It’s important that observations are recorded properly for reporting purposes. This 
process must be done all the time during sub grant implementation so that changes 
and improvement to the work can be made as needed and without delay. Monitoring 
stops when the work is completed. 
 
Subsequently, the monitoring information will be analyzed and discussed to achieve 
optimal implementation arrangements for the sub-projects. Discussions will focus on: 

• What are the main causes for any differences between the actual work and 
the indicators? 

• What impact will these differences have on other activities? 
• What impact will these differences have on output? 
• What must be done to reduce any negative impacts? 
• Are these any ways in which implementation can be improved? 
• What can be learnt from any problems encountered and how can a similar 

situation be avoided in the future 
 
Brief monitoring reports will be prepared periodically by the WMU detailing the above 
mentioned aspects. 
 

4.2.2 Sub-project Completion Report 
The sub-project completion report is prepared by the implementing organization at 
the completion of the subproject implementation and describes and summarizes the 
overall achievement of the subproject implementation. It is similar to a quarterly 
progress report, but may not necessarily have all the details of the progress report. 
The completion report will contain the following information: 

• Name of the Sub-project 
• Actual commencement and completion dates 
• Name of person/s who prepared the report. 
• Date of report. 
• Objectives and output of the Sub-project as stated in small grant application 
• Actual achievement and output of the sub-project 
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• Comparison of actual with planned achievement and output (were the 
objectives met?). 

• Planned total cost of sub-project and actual total cost of the sub-project. 
• Community contribution in terms of cash, materials and labour. 
• Major issues, problems or challenges encountered during the implementation 

and what was done to address these issues/ problems/challenges. 
• Impact that these problems had on sub-project implementation. 
• How will any future benefits from the sub-project be shared and reported to 

the community? 
• Potential longer term impact of the sub-project on the community. 
• What are the lessons learnt during this period. 
• Recommendations for future sub-project implementation. 

 
Copies of the sub-project completion report shall be provided by the sub-project 
implementing organization to the WMU staff within one month of sub-project 
completion. Where applicable and needed, the provincial facilitator can advise or 
provide limited support for the implementing organization in monitoring the sub-
project and assist with the writing of the report. This report will also be used for the 
sub-project evaluation (see section 4.2.3).  
 

4.2.3 Sub-Project Evaluations 
Evaluation is process to assess the result of the sub grant implementation and 
determine whether the objective was met, if it was not why not, lessons learned, and 
improvements that can be made for future sub grant.  
 
Evaluation may be conducted one month after submission of the sub grant 
competition report. This is to allow time for people to see and assess the sub grant 
result for themselves. 
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Annex I – LEnS Standard Sub-Grant Implementation Contract 
 

 
Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity  
 
 
 

Sub-Grant Implementation Contract 
 
 

In according to the objectives of the Environment Protection Fund (EPF) 
particularly Lao Environment and Social (LEnS) Project; 
 In according to the requested letter of ........................................................ 
...................................................................................No......dated.............................. 
 
 

The Lao Environment and Social (LEnS) Project , EPF (hereinafter referred to 
as Financing Entity) located in Building No 100, Science Technology and 
Environment Agency (STEA), Prime Minister’s Office, Nahaidio Rd. Chanthabouri 
district Vientiane Capital, Lao PDR, Tel: 21-251947, Fax 21-251946  

 
and  

 

......................................., which for  the purpose  of  this  contract will referred to as 
the “Implementation Organization”, located in.......................................................... 
.......................................................................................................................................
.........................................Lao PDR, Tel:..............., Fax:...................................... 
 

agreed on 
 
Article 1: Implementation of the following Sub-Project: 
 
Sub-Project ID No.: ….................................................................................................... 
Sub-Project Title: ........................................................................................................... 
Location: ........................................................................................................................ 
Total grant Amount: ....................................................................................................... 
 
 
Article 2:  Rights and Responsibilities of the Parties to the Contract  

 
A. Implementation Organization 
1. Shall be responsible for implementing the Sub-Project according to the 

specifications, Sub-Project description, implementation schedule and 
costs contained in this contract and its attachments.  
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2. Shall comply with guidelines/instructions stated in the LEnS 
Environmental and Social Safeguard Framework (ESSF) and the LEnS 
Sub-Project Implementation Manual, as provided and periodically updated 
by the LEnS WMU Staff/Advisors and other authorized World Bank 
personnel. 

3. Shall comply with the procurement, financial management, and reporting 
requirements as specified in the relevant provisions of the LEnS Sub-
Project Implementation Manual. 

4. Shall ascertain and conform in all respects with the provisions of laws, 
rules and regulations of Lao PDR, which may be applicable to the Project 
such as, but not limited to, safety and security of all grant implementation 
operations, methods of construction, traffic regulations, and 
environmental/social protection. 

5. Shall be solely responsible for any work accidents, injuries, liabilities, 
damages which might result from the execution of the Sub-Project. 

6. Shall not without prior consent of the Financing Entity, unless already 
specified in the Project Proposal, re-assign the contract or any part 
thereof. 

7. Shall cooperate fully with the Financing Entity in its Supervision activities. 

8. Shall be responsible for implementing, monitoring and managing the 
contract. 

 

B. Financing Entity 
1. Shall be responsible for financing the Contract for disbursements of the 

contract amount to the Implementing Organization to accomplish the 
scheduled Sub-Project activities. The Financing Entity shall also be 
responsible for monitoring and ensuring the professional and technical 
quality of the agreed outputs. Further, the Financing Entity shall have the 
final responsibility for suspension or cancellation of the contract, when 
deemed necessary. 

2. Shall have the power to supervise the implementation of the Sub-Project 
until completion, and shall have the right to unimpeded inspection of the 
project documentation and facilities anytime. 

3. The Financing Entity will report periodically to the LEnS Project Steering 
committee on the implementation of the Sub-Project until its completion. 

 

Article 3: Financing and Disbursements 
1. The total amount of the contract is up to the sum of: 

 
$ ...................... or KIP …………… 
 

2. The Implementing Organization, as deemed necessary and in writing, 
will submit “payment requests“, as per procedures established by the 
Financing Entity in the Sub-Project Implementation Manual. 
Thereafter, the Financing Entity will disburse resources on a grant 
basis in accordance with the time schedule above and upon 
completion of the Sub-Project. 

3. No withdrawals or payments shall be made for expenditures prior to 
the date of this Contract. 
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4. If the Financing Entity shall have determined at any time that any 
amount outstanding in the Sub-Project Account will not be required to 
cover further payments for eligible expenditures, the Implementing 
Organization shall, promptly upon notice from the Financing Entity, 
refund to the Financing Entity such outstanding amount. 

5. In the event of Suspension or Cancellation of the Sub-Project, 
Implementing Organization shall not make any further withdrawals or 
disbursement from the Sub-Project Account without prior approval 
from the Financing Entity.  

6. If the Financing Entity shall have determined at any time that any 
amount of the Grant was used in a manner inconsistent with the 
provision of this Contract, the Implementing Organization shall, 
promptly upon notice from the Financing Entity, refund to the 
Financing Entity an amount equivalent to the amount used.  

 
Article 4:  Anticipated Installment schedule 
1. The payment will be made into installments as anticipated in the 

attached ‘Implementation and Anticipated Disbursement Schedule’. 
2. The first installment will has been established at ….% of the total Sub-

Project cost. 
3. Subsequent installments will be determined on the implementation 

and disbursement progress for the Sub-Project.  
4. The last installment will only be provided after fully completing all Sub-

Project Requirements.  
 
Article 5:  Contract Suspension and Cancellation 

1. Disbursements may be suspended and this contract may be canceled 
by the Financing Entity subject to the following conditions: 
a. non-completion of any of the obligations stated within this 

contract by any of the parties to this contract. 
b.  if, in the judgment of the Financing Entity, the quality of the 

Project implementation is deficient based on reports stating that 
the purposes of the Sub-Project are at risk. 

c. Upon request of the Implementing Organization in response to 
extraordinary circumstances not foreseen in the Sub-Project 
documents, the Financing will consider such request for 
cancelation of the Project. Prior to cancellation, the Financing 
Entity will request policy advise from the LEnS Project Steering 
Committee for alternative implementation arrangements. If 
cancellation is justified, the Financing Entity will establish and 
discuss the financial and logistic conditions for cancellation. 

d if, in the judgment of the Financing Entity, the Implementing 
Organization has suspended implementation of the Sub-Project 
for such a length of time as to put the purposes of the Sub-
Project at risk. 

 
2. In the event that the Financing Entity decides to cancel the contract, it 

may request the Implementing Organization to rectify the causes of 
cancellation within a limited period of time and to the satisfaction of the 
Financing Entity before carrying out such cancellation. 
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Article 6: Documents Attached to this Contract 
1. The following documents are attached to this contract and hereto shall be 

deemed to form an integral part of the this Contract: 
 

  Included Not included 
a. Special Conditions of the Contract □ □ 
b. Application form □ □ 
c. Approved Sub-Project Proposal □ □ 
d. Mandates, designations and other legal 

documents 
□ □ 

e. Letter of Commitment from the 
Implementing Organization 

□ □ 

f. Implementation and Anticipated 
Disbursement Schedule 

□ □ 

g. LENS Sub-Project Implementation Manual □ □ 
h. Bill of Quantities □ □ 
i. Public land documents (if applicable) □ □ 
j. Safeguards documents: 

…………………..……………………………….
□ □ 

k. Other Documents: 
…………………….……………………………..

□ □ 

 
2. The documents attached to this Contract are legally binding and non-

compliance with the documents may be ground for cancellation of the 
Contract by the Financing Entity. 
 

Article 7:  Amendments to the Contract 
Amendment to the provisions of this contract can be made only with the 
consent of all parties, who are signatories of this contract. 

 
Article 8: Prohibitions  

1. For carrying out Civil Works, the Implementing Organization will not use 
heavy equipment not provided for in the attached Project proposal. 

2. The Implementing Organization is prohibited to request free counterpart 
work from beneficiaries for activities being paid under the contract. In the 
contrary the Financing Entity shall have the full right to stop immediately 
the disbursement and suspend or cancel this contract. 

3. The Implementing Organization is not allowed to sub-contract Sub-Project 
Activities under this contract to any other party, unless specified in the 
Sub-Project Proposal. However, parts of the Sub-Project Activities could 
be sub-contracted, after submitting detailed reasons for sub-contracting 
and obtaining written permission from the Financial Entity. In cases, 
where the Implementing Organization sub-contracts this contract without 
prior consent in writing, the Financial entity shall have the full right to 
cancel this contract and shall not pay the costs of these Sub-Project 
Activities to the Implementing Organization. 

 
Article 9: Authorized Signatures 

Any request or report directed to any of the parties to this contract must be 
signed by designated representatives of the parties. 

 
Article 10: Duration of the contract 

The Implementing Organization commits to complete the implementation of 
the Sub-Project within .................................. months, to be counted from the 
Signing date of the current contract. In case of non-compliance with this 
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provision, the Financing Entity has the right to cancel to contract or can 
decide to evaluate the additional time to be allowed and so inform the 
Implementing Organization. 
 

Article 11: Addition and Revisions  
1. In case of unexpected increase in price of project items, the Implementing 

Organization will request prior approval for exceeding the allocated 
budgets per cost category, as defined in the Sub-Project proposal.  

2. The Implementing Organization will not make any claims to the Financing 
Entity on the basis of incomplete knowledge or errors in the Sub-Project 
design or specifications during or after the implementation of the contract. 

 
Article 12: Settlement of Disputes 

Any conflicts or disputes arising out of or in connection with the interpretation 
or implementation of this contract, which cannot be settled amicably by the 
parties, shall be decided through judicial proceedings in accordance with the 
Laws of the Lao PDR. 

 
Article 13: The present contract shall take effect when signed by all concerned 

parties. 
 
 

Approved, on this ........................................, day of ........……….  at ……….. 
 
 
  

Financing Entity                  Implementing Organization  
 

 
 

 

 

Lao Environment and Social Project    ................................................... 

 

 

 

 

 

 

     Endorsed by  

 
 
 
 

Environment Protection Fund 
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Annex II – LEnS Environmental and Social Safeguard Framework (ESSF) 
 
 
 

 
Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity  
 

Lao Environment and Social Project 
 

Environmental and Social Safeguard Framework 
(ESSF) 

 
 
Background 
This Environmental and Social Safeguards Framework (ESSF) of the Lao PDR Environment 
and Social (LENS) project provides the guidelines to be used to avoid or minimize adverse 
environmental and social impacts of sub-projects and to ensure that they comply with the 
requirements of the International Development Agency of the World Bank as described in its 
safeguards policies on Environmental Assessment (OP 4.01), Natural Habitats (OP 4.04), 
Cultural Property (OPN 11.03), Involuntary Resettlement (OP 4.12) and Ethnic Minorities (OD 
4.20 on Indigenous Peoples). 
 
The ESSF will apply to all sub-projects and its proposed activities, to be implemented under 
the two LECF Windows. Since the Project aims to improve environmental management, has 
capacity-building as a major focus, and is implemented through small sub-projects, no major 
environmental and adverse social impacts are expected. However, some eligible small-scale 
civil works or protected area management activities may require minor land acquisition or 
involve minor adverse social or environmental impacts. By their nature, these activities will be 
mostly supported under the CCI window, but some proposals under the PICE may involve 
small works. 
 
This framework describes how safeguards issues will be dealt with by: 

5) detailing the types of sub-projects or activities that will not be supported by the 
Project; 

6) detailing the types of sub-projects or activities that may only be permitted in 
conjunction with specific safeguards procedures; 

7) detailing specific safeguards procedures and measures for sub-projects with 
environmental and/or social impacts; 

8) outlining monitoring arrangements. 
 
Negative List of Prohibited Activities 
To avoid adverse impacts on the environment and people, the following activities are not 
allowed: 
 

• Community-based projects that involve new roads or road-surfacing; gasoline or 
diesel generators and pumps; guns; chain saws; pesticides, insecticides, herbicides 
and other dangerous chemicals; asbestos and other investments detrimental to the 
environment.  

• Track upgrading or road rehabilitation of any kind inside natural habitats and existing 
or proposed protected areas. 
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• Forestry operations, including logging, harvesting or processing of timber products; 
however support to sustainable harvesting and processing of NTFPs are allowed if 
accompanied with a management plan for the sustainable use of the resources. 

• New settlement or expansion of existing settlements in natural habitats, protected 
areas or areas proposed for protection. Where settlements already exist proposals for 
funding should be in compliance with any local regulations on land management and 
other provisions of the protected area management plan as well as recognizing 
customary rights of local communities.  

• The sub-project will not fund the acquisition of land under any conditions and 
involuntary resettlement is not allowed. However, some voluntary resettlement or land 
acquisition may occur, either with voluntary contributions or with compensation 
provided by the village.  

• Activities where the conservation and/or environmental gains do not clearly outweigh 
any potential losses. 

• Significant conversion or degradation of natural habitat. 
• Introduction of non-native species, unless these are already present in the vicinity or 

known from similar settings to be non-invasive. 
• Loss or damage to cultural property, including sites having archeological (prehistoric), 

paleontological, historical, religious, cultural and unique natural values. 
• Community-based projects that are unacceptable to a large number of villagers 

involved or any of the villagers directly affected, or where discussions within the 
village are adjudged not to have been comprehensive or open enough to establish 
this. In particular, any activity unacceptable to a group of ethnic group in a village of 
mixed ethnic composition cannot be funded. Activities that will have adverse impacts 
on ethnic minorities within the village and/or in neighboring villages cannot be funded. 

• Payments of salaries to regular staff of the organization to which the grant was 
awarded. Per diems for field activities and travel, payment for extra manpower 
contracted for sub-project purposes, and payments to communities for labor are 
allowed. 

 
Sub-Project types triggering specific safeguards procedures 
A small number of project or activity types are permissible, despite triggering specific 
safeguards procedures for land acquisition, resource access restriction, environmental 
assessment or for dealing with ethnic groups as described in this Framework and further 
detailed in the Operational Manual. These include:  
 

• Ethnic Groups: The project must follow the key principles of the World Bank's policy 
concerning ethnic minorities (Operational Directive 4.20 on Indigenous Peoples), 
which are to "ensure that indigenous peoples do not suffer adverse impacts during 
the development process,” and that they receive “culturally compatible social and 
economic benefits." Ethnic minorities, or "Ethnic Groups" as used for the LENS 
Project, includes ethnic groups in Laos, such as the Mon-Khmer, Hmong-Mien, Sino-
Tibetan and Tai-upland ethno-linguistic groups, who are vulnerable to the 
development process and who meet the characteristics used in the World Bank's 
policy (OD 4.20). 

 
• Land acquisition: Land acquisition is defined as a process by which any person is 

compelled to relinquish ownership, possession, control or use of all or part of their 
land, structures, or other assets. This includes land or assets for which the possessor 
or user enjoys customary or uncontested access but lacks legal title (e.g. trees, 
grazing rights, cultivatable land). Land acquisition must be avoided or minimized to 
the greatest extent possible through exploring alternate project design. Although sub-
projects cannot be used to fund land acquisition, proposals involving an unavoidable 
element of land acquisition may be accepted if this is carried out on a voluntary basis 
or compensated by the grant recipient. In all such cases, the proposal must follow the 
provisions of this Framework. 

 
• Resource access restriction: As defined under the Decree on Resettlement Policy 

and World Bank policies, Project-Affected Persons include those whose business, 
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occupation, work, place of residence, habitat or standard of living would be adversely 
affected by the execution of a sub-project. Sub-project proposals which would restrict 
access to resources, notably efforts to enforce national laws or local regulations in 
protected areas, will therefore trigger safeguards policies and must apply this 
Framework. 

 
• Environmental assessment: Any sub-project proposal that involves construction 

work or changes to land or water use has the potential to generate negative 
environmental impacts. Negative impacts must be avoided or minimized to the 
greatest extent possible through exploring alternate project design. Small-scale 
construction activities may proceed with the application of standard operating 
procedures as developed under the Poverty Reduction Fund Project (PRFP) and 
applied to the proposed project. Medium-scale construction, or any other activity 
expected to produce modest, local environmental impacts must produce and 
implement a Sub-project Environmental Evaluation and Mitigation Plan. Any proposal 
involving larger-scale construction or expected to lead to considerable or widespread 
negative environmental impacts will be rejected. 

 
Ethnic Groups 
The Resettlement Policy component of the PICE window will in part strengthen national 
capacity to deal with issues confronting ethnic groups by developing capacity for social 
research and for using consultative tools relevant to different groups. 
 
Within community-based sub-projects, the concerns of ethnic groups are met primarily 
through the design of the project itself. However, project facilitators at the provincial level are 
tasked to review sub-projects that may impact ethnic groups in order to ensure that affected 
persons have been consulted, agree to the arrangements and that no adverse impacts on 
vulnerable ethnic groups result from sub-projects. If the review determines that the proposed 
sub-project will have adverse impacts on ethnic groups, or if the affected group rejects it, the 
sub-project as proposed will not be submitted to, or accepted by, the WMU. Consultations 
and review would be expected to involve ethnically disaggregated discussions and should 
take place in the native language wherever feasible. 
 
For PA management sub-projects, the ethnic composition of the population in and around the 
PA and any issues relating to it should be assessed and described in the PA management 
plan produced at the start of the Project. Proposed activities in areas inhabited or used by 
ethnic groups or activities otherwise affecting ethnic groups should be prepared with the 
informed participation of the affected communities.  Preference is given to collaborative PA 
management arrangements that enable ethnic groups to use their resources in a sustainable 
manner and that respect their cultures and social organization.  The customary rights of local 
communities should be recognized and described in the PA management plan. 
 
Province Facilitators will review proposals submitted by individual PA management units to 
ensure that their activities with ethnic minority communities reflect the ethnic balance of the 
area, and the concerns and circumstances of different ethnic groups affected or participating. 
Sub-project proposals involving resource access restrictions for customary users must 
document a comprehensive consultation process with the communities involved, taking 
account of any concerns and circumstances of the various ethnic minorities within those 
communities (see below for further guidance on resource restrictions). 
 
Screening of Proposals 
As most safeguards issues will concern sub-projects under the CCI Window, the responsibility 
for initial safeguards screening will typically fall to the Provincial Facilitators under the 
guidance of the WMU Safeguards Coordinator. Proposals under the PICE Window which 
involve construction or field activities will be screened for safeguards issues directly by the 
WMU Safeguards Coordinator. 
 
The Provincial Facilitator will screen the proposal on the basis of the application form, aided 
by whatever contact or discussion with the proponent he/she may already have had, and 
guided by a detailed checklist (see Operations Manual). The Facilitator will apply a healthy 
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skepticism in screening projects, drawing on his/her experience and training to assess likely 
impacts of the proposed activities, rather than relying entirely on the assertions in the 
proposal. The screening will determine whether the proposal involves any activities from the 
negative list or triggers any of the specific safeguards procedures, and whether these can be 
avoided or any negative impacts reduced by re-designing aspects of the project. The 
Facilitator will apply a precautionary approach; any uncertainty in the assessment will be 
clarified by obtaining further information from the project through discussions and/or a field 
visit, by referring to studies or reports where available, or by referring technical questions to 
the WMU Safeguards Coordinator. A field visit is compulsory where ethnic minority concerns 
are an issue, or where any specific safeguards procedures are triggered. 
 
The screening will result in one of the following outcomes: 

1. Proposal passed to evaluation stage. 
2. Proposal is passed, but with safeguards procedures triggered. The procedures must 

then be discussed with the proponents to ensure that appropriate actions and 
documentation are prepared before the proposal is passed to the evaluation stage. 
Where specific environmental standard operating procedures alone are required, 
these must be provided to and discussed with the proponents to ensure their 
agreement and capacity for implementation. 

3. Proposal is returned with suggestions for changes to avoid negative list activities, 
avoid triggering specific safeguards procedures, or reduce impacts. 

4. Proposal is rejected with reasons. 
 
If the applicant, Provincial Facilitator and the WMU Safeguards Coordinator between them 
are unable to develop any required safeguards documents a priori, then the completion of 
those documents according to the framework may constitute a part of the sub-project itself. In 
such cases, disbursement of the remainder of the sub-project would be dependent on the 
safeguards procedures being completed satisfactorily. If production of safeguards documents 
is likely to involve considerable expense, then it should constitute an initial grant proposal in 
and of itself, with the understanding that it would be expected to lead to a later, operational 
sub-project proposal. 
 
The Facilitator must keep records of all proposals received and screening decisions for review 
by the WMU if required. 
 
Sub-Project Land Acquisition 
Both the procedures and principles described in the National Policy on Resettlement and the 
World Bank Guidelines on Resettlement will be applied. The key principles of the World 
Bank's policy on Involuntary Resettlement are: 

• Acquisition of land and other assets should be avoided when feasible and otherwise 
minimized; 

• Compensation measures must provide affected persons with sufficient opportunities 
to improve, or at least restore, incomes and living standards; 

• Lost assets should be replaced in kind, or compensated at replacement cost; 
• Absence of legal title to land or other affected assets will not be a barrier to 

compensation or other suitable forms of assistance; and 
• Adversely affected persons will be provided with information relating to impacts and 

entitlements, will be consulted as to their preferences regarding implementation 
arrangements, and will be informed regarding methods and procedures for pursuing 
grievances. 

 
Where minimal land acquisition or relocation is unavoidable, it may occur on a voluntary basis 
or with compensation (possibly in-kind) provided by the grant-recipient (typically the village), 
but not out of the grant. In accordance with traditional practices villagers may choose to 
voluntarily contribute land or assets and/or relocate temporarily or permanently from their land 
without compensation. This can often be justified because the project will either increase the 
value of the remaining property or provide some other direct benefit to the affected people. 
Voluntary contribution is an act of informed consent. Province Facilitators must assure that 
voluntary contributions are made with the prior knowledge that other options are available, 
and are obtained without coercion or duress. Proposals including voluntary contributions will 
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not be submitted for approval where they would significantly harm incomes or living standards 
of individual owners or users (the amount contributed on a voluntary basis should not exceed 
5% of that individual's holding). 
 
Where compensation is provided, Province Facilitators will ensure that the following are 
agreed to before grant evaluation and provided before works are undertaken: 

i) replacement of land with an equally productive plot or other equivalent productive 
assets; 

ii) materials and assistance to replace fully solid structures that will be demolished; 
iii) replacement of damaged crops, at market value; 
iv) other acceptable in-kind compensation. 

 
For both types of land acquisition (voluntary contribution or against compensation), Province 
Facilitators will ensure that all occupants of land and owners of assets affected are consulted 
and agree to the arrangements. The proposal will include a description of the persons 
affected, impacts involved (e.g. land, trees, crops, houses and other structures) and 
agreements reached (e.g. nature and amount of compensation). Province Facilitators will 
arrange a village meeting to inform villagers about their rights to compensation and options 
available in accordance with these guidelines. The minutes will reflect the discussions held, 
agreements reached and include the following: 

i) for any voluntary contribution: name of contributor and details about the 
contribution; 

ii) for land/asset acquisition against compensation: names of affected persons, 
impacts and details about the nature and level of compensation. 

 
The Province Facilitator shall provide a copy of the minutes to affected persons and confirm in 
private discussion with each of them their requests and preferences for compensation, 
agreements reached, and any eventual complaint. Copies will be kept in the project 
documentation and be available for monitoring and supervision. For sub-projects with 
significant land acquisition (e.g. affecting more than 100 persons or more than 10% of the 
holdings of project affected persons) a separate Land Acquisition Report will be required. For 
sub-projects requiring voluntary movement or resettlement of more than five households or 
household structures a Resettlement Report will be required. The reports will include the 
following elements, as relevant: 

1. basic data identifying impacts and persons affected; 
2. arrangements for in-kind replacement of land or for compensation at replacement 

cost, including signed statements by all affected landowners confirming that these 
arrangements are satisfactory; 

3. arrangements to ensure adequate performance by contractors relating to 
compensation for temporary impacts; 

4. a schedule of assets (other than land), which will require to be replaced as part of 
the construction contract, and signed statements by the affected owners 
confirming that these arrangements are satisfactory; 

5. an implementation schedule indicating that replacement land will have been 
provided before implementation of the project begins; 

6. a siting map and field measurements validated by villagers, showing land to be 
acquired and replacement land to be provided, sufficiently detailed to allow 
verification; 

7. arrangements for disclosure of information, consultations, and procedures for 
pursuing grievances. 

 
Province Facilitators will aid the villagers in preparing the Report, which the Technical Officer 
at the WMU must review and forward to the WMU for approval. No sub-project requiring a 
Land Acquisition Report or Resettlement Report will be approved unless the report also has 
been approved by the PSC and the World Bank. Thus, sub-project proposals that would 
require demolition of houses or acquire productive land, permanently or temporary, must be 
carefully reviewed by Province Facilitators and WMU staff. The review process should confirm 
that no satisfactory alternative is available, that affected persons have been informed about 
their rights to compensation and assures that they have agreed with the arrangements.  
 



Lao Environment and Social Project (LEnS) 31 Sub-Project Implementation Manual 
Environment Protection Fund (EPF)  OD011 (Draft, March 19, 2007) 

Sub-Project Resource Access Restriction 
Protected area management in Lao PDR should be carried out in partnership with stakeholder 
communities. Enforcement of national wildlife laws and protected area regulations that result 
in restriction of access to natural resources is a sensitive issue, which if handled badly has 
the potential to alienate local communities and undermine conservation efforts. Restricting 
access to resources is usually a necessary component of resource management, however, 
and must at some stage be addressed in any system of protected area management.  
 
Access may be restricted in cases where users do not have customary resource rights or are 
using resources in ways that are clearly illegal under national legislation. Customary resource 
rights derive from established, traditional or locally-recognised use, and do not depend on the 
possession of legal titles. Clearly illegal activities include the use of explosives, military 
weapons, poisons or electricity in hunting or fishing, the hunting or possession of Restricted 
species (sensu MAF Regulation 360), or the hunting of Managed species (sensu MAF 
Regulation 360) for sale. 
 
Even illegal or non-customary users should be treated with sensitivity where they come from 
communities which do have customary rights to some resources within the protected area or 
whose cooperation is important to its management. In the first instance, confiscation of illegal 
equipment and products, clarification of laws and issuance of warnings should be the limit of 
sanctions, unless the offence is very serious. The issue should be discussed with the village 
from which the offender originates, and the help of the community should be sought to 
prevent future infractions. Customary rights will be poorly defined or known in many cases, 
and may be disputed between villages. Protected area managers should facilitate discussion 
and conflict resolution between villages where resource rights are disputed, to ensure that 
these are understood and agreed by the concerned communities before they are enforced. 
The definition of clear and secure access rights is the starting point for any resource 
management system. 
 
Wherever feasible, patrolling systems should actively involve villagers and should in 
themselves constitute a form of support for stakeholder communities by providing them with 
payment for their services. Any sub-project proposal requesting support for patrolling or 
enforcement activities must submit guidelines for responses to different types of offences. If 
ethnic groups with particularly high levels of forest dependency or limited understanding of 
national laws are present within the protected area, the guidelines should take account of this 
and may differentiate between responses to offenders from different ethnic groups on this 
basis. 
 
The establishment of a protected area implies that the level of resource protection or 
regulation should be developed in excess of nationally-applicable standards. Restrictions to 
typically legal resource uses by customary users, e.g. in implementing PA-specific regulations 
or zoning, should be agreed with those users through a process of informed consent and with 
the offer of some form of compensatory mechanism to offset loss of resource use. Informed 
consent must result from a process of consultation that ensure the inclusion of and equitable 
outcomes for the most vulnerable and most forest-dependent groups. A variety of different 
compensatory mechanisms is possible and may be combined, including: 

• Improved resource management leading to higher future productivity; 
• Assistance with resource management or planning; 
• Assistance in securing resource access rights by excluding outsiders who do not 

enjoy such rights; 
• Payment for villager involvement in patrolling or other protected area management 

activities; 
• And support for other community development or sustainable livelihoods activities 

through direct provision of funds or advocacy on the part of the community to attract 
funds from other sources. 

 
There may be cases in which villagers readily recognize the benefits of strengthened 
resource management and are eager to establish rules in conjunction with the PA 
management authority. In most cases, however, arrival at village resource use agreements 
will follow a gradual process of developing cooperation and understanding, which will require 
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special skills in consultation and participatory techniques. This will generally occur in the 
context of general resource and land use planning, integrated with or building upon a 
participatory land and forest allocation process. Protected area managers should not rush into 
securing village resource use agreements. In the early phases, it is best to concentrate on 
simpler actions that directly benefit villagers, build trust and establish working relationships, 
including securing access to village resources by excluding non-customary users.  
 
Protected area manager should develop village resource use agreements in line with the PA 
management plans developed at the beginning of the LENS Project. They should seek 
assistance for developing their work with communities before seeking funds for enforcing 
resource access restriction amongst customary users. In many cases separate sub-projects 
will be needed to support the process of reaching agreements, prior to the implementation 
stage. Where sub-project proposals do include elements of such enforcement activities, they 
must include the following documents: 

• A copy of the village resource use agreement, including details of the resources 
involved, their location, the volumes currently extracted and the user groups; the 
restrictions to be imposed; the compensatory mechanisms agreed upon; complaint 
mechanisms; and participatory monitoring arrangements. A sample of a village 
resource use agreement will be provided in the Operational Manual and is based on 
the sample provided in the SEMFOP document prepared for NTSEP. It must be 
explained to villagers that the function of the agreement document is not to bind them 
into a permanent contract, but to make it clear to everyone what the arrangements 
are. Village agreements can and should be updated and amended until a workable 
arrangement is found that is satisfactory to all. The agreement and project complaint 
mechanisms must be posted within the village in a location accessible to all. 

• A short report detailing the process of consultation that led to the agreement. This 
must detail the approach for ensuring the inclusion of all relevant sub-groups within 
the community. If communities include a significant mix of ethnic groups, the report 
must detail how the opinions and needs of each were included, typically through the 
inclusion of ethnically disaggregated discussions and use of local languages 
whenever possible.  

 
Sub-Project Environmental Evaluation and Mitigation 
For sub-projects that require a specific environmental assessment, the Provincial Facilitator 
will oversee the preparation of an Environmental Evaluation and Mitigation Plan. The Plan will 
include a simple description of the environmental impacts and mitigation measures to be 
incorporated into the design. Most adverse impacts will be highly localized, temporary in 
nature, and easily mitigated through the application of sensible site selection criteria, good 
construction practices and diligent management practices in the operational phase.  
 
Whenever new activity types with potential for negative environmental impacts are supported, 
the Environmental Evaluation and Mitigation Plans developed for these will be used to extend 
the coverage of the list of environmental standard operating procedures adopted originally 
from the PRFP.  
 
A summary of the Plan and project complaint mechanisms must be posted within the 
community in a location accessible to all. 
 
Monitoring and institutional arrangements 
Approved projects that have triggered specific safeguards procedures and which involve 
ethnic minorities issues will be monitored more intensively than standard projects. In all cases 
the Provincial Facilitator (or the WMU Safeguards Coordinator in the case of a PICE 
proposal) should carry out a field visit before evaluation of the proposal to verify the physical 
characteristics of projects with environmental impacts, and/or to verify the consultation 
process, proposed measures and the views of Project-Affected Persons in cases of social 
impacts. Implementation monitoring visits for such sub-projects will be carried out at least at 
the mid-point and close. All monitoring reports from such sub-projects and of all sub-project-
specific safeguards documents will be made available in English for review by World Bank 
supervision missions if desired. A summary of sub-project safeguards issues will be included 
in the quarterly reports of the LENS Project. 
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For sub-projects following the environmental standard operating procedures, compliance will 
be verified through visual inspection by the Provincial Facilitator at least at the mid-point and 
close. 
 
Overall responsibility for the implementation of these guidelines lies with the WMU. The WMU 
Safeguards Coordinator will be the central resource person for safeguards issues, and the 
M&E Coordinator will ensure they are properly documented in monitoring reports. Training 
programs will be developed to strengthen the capacity of the Provincial Facilitators, and local 
government partners where appropriate, to deal with environmental and social safeguards 
issues. Materials will be adapted and developed by the WMU to aid the Facilitators in this 
process, including visual materials and written materials translated into local languages as 
needed. Necessary changes to the guidelines and procedures will be incorporated based on 
recommendations from monitoring exercises and in agreement with the World Bank. 
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Annex III – Example of a ‘Sub-Project Implementation Summary Sheet’ 
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Annex IV – Proposed Threshold and Documentation for Financial Authority 
 
Accounting and /or financial 
operations 

Document Document prepared by Transaction check 
/approved by 

Document 
signed off 

Sub-Project  account operations      
Payment against contract or invoices for 
goods or services 

Cheque 
Invoices/Contract 

SP Treasurer/ 
Accountant 

SP Manager SP Manager 

Petty cash replenishment Cheque 
Statement of Expenses 

SP Treasurer/ 
Accountant 

SP Manager SP Manager 

Salaries payment against employees 
individual account 

Cheque 
Calculation 

SP Treasurer/ 
Accountant 

SP Manager SP Manager 

Community level:     
Payment against contract or invoices for 
goods or services 

Cheque 
Invoices/Contract 

Sub-Project Treasurer/ 
Accountant 

SP Manager SP Manager 

Petty cash replenishment Cheque 
Statement of Expenses. 

Sub-Project Treasurer/ 
Accountant 

SP Manager SP Manager 

Petty Cash operations     
Petty cash payment against invoices 
and contracts 

Voucher 
Invoice 

SP Treasurer/ 
Accountant 

SP Manager SP Manager 

Petty cash payment against travel 
expenses 

Voucher 
Travel expenses calculation and 
supporting document. 

SP Treasurer/ 
Accountant 

SP Manager SP Manager 

Community Level:     
Petty cash payment against invoices 
and contracts 

Voucher. 
Invoice 

SP Treasurer/ 
Accountant 

SP Manager SP Manager 

Petty cash payment  against travel 
expenses 

Voucher 
Travel expenses calculation and 
supporting document. 

SP Treasurer/ 
Accountant 

SP Manager SP Manager 

Procurement:     
Request for Proposal RFP Documentation SP Financial Manager SP Manager SP Manager 
Evaluation Proposals SP Financial Manager SP Manager SP Manager 
Contract Contract SP Financial Manager SP Manager SP Manager 
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Annex V –Bookkeeping form for Sub-Project Implementation 
 

LEnS Sub-project Bookkeeping form 
 

Amount No Date Transaction 
references 

Exch. Account ID Descriptions 
De Cr 

Balance Remark 

          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
Total     
 
 
 
Approved by: __________________________    Prepared by: ___________________________ 
Date:______________________________      Date: _________________________ 
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Annex VI – Sample Expenditure Report 
 

Name of project:_______________________   ( Á®®³º´®ö©ì¾¨¤¾¦¿ìñ®ì¾¨¤¾−Ã§ÉÀ²̂º¡¾−£ú¼−À¤ò−¥¾¡Â£¤¡¾− £¦ì )   
Sub-Project No.:___________________ [ Interim Un-audited Financial Report ( IFR ) and Using IFRs for Disbursement ]                                     Date:   

Statement of Expenditure                        Application No.   
Payment made during the period from ________ to __________                                     SoE  No.   
For expenditures under:        

I Civil Works         
II Equipment/Goods        
III Consultants` Services        
IV Other Services and Training       
V Recurrent Operating Costs etc       
VI Other         

          
1 2 3 5 6 8 9 10 11 12 

Item 
No. Date Reference Category 

No. 
Name of 

Supplier/Consultants 

Brief Description     
of  Goods or 

Services 

Currency and 
Total Amount of 

Contract 

Total  Amount of 
Invoices Covered   

by application      

Exchange 
Rate  

Date of 
LEnS 
WMU 

Approval 
1                   

2                   

3                   

4                   
5                   

     TOTAL       
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Annex VII – Sample Request Form for Sub-Project Replenishment Request 
 

Payment Request for Grant Replenishment 
 
Sub Project Information  
§̂Â£¤¡¾− È̈º¨/ Name of the Sub-Project: 
_________________________________________ 

EPF Contract Number: 
____________________ 

ºö¤¡¾−¥ñ©ª̃¤/ ºö¤¡¾¥ñ©ª̃¤º̂−  
Organization / Community: 

Approved Sub-Project Budget: 

_________________________________________ ____________ US$ / KIP 

Financial Data:  
Latest Replenishment: 

 
Date: ____________________ 
Amount: ____________ US$ / KIP 

Total of previous Replenishments: Amount: ____________ US$ / KIP 
¥¿¸À¤ò−À ñ̄−ªö¸ºñ¡¦º−/ Requested Replenishment: Amount: ____________ US$ / KIP 
. . . . . . . . . /Account Number: # __________________________ 
§̂ , ê†μ øÈ Áì½ Àì¡®ñ§óê½¾£¾¢º¤°øÉ¢ðêô/ 
Name and Address of Payees Bank Account: 

____________________________ 
____________________________ 
____________________________ 
____________________________ 

§̂ Áì½ ê†μøÈ¢º¤°øÉ¢ðêô/ Payee name and Address ____________________________ 
____________________________ 
____________________________ 
____________________________ 

Certification:  
°øÉªÈ¾¤Îû¾¥¾¡°øÉ¢ðêô− À§ñ−μ̃¤μõ− Áì½ ªö¡ìö¤/Sub-- Project 
Representatives Sign to Certify and Agree: 

 

 
Mr. / Ms.____________________ 

 
Date:__________________ 

 
Mr. / Ms.____________________ 

 
Date:__________________ 

  

For Internal Use Only: Certification and Intitials: 
Physical Progress Achieves:  � Yes   /    �  No _________________________ 
Procurement No Objection:   �   Yes    /   �  No _________________________ 
Financial Management Approval:   �   Yes    /   �  No _________________________ 

¥¿−¸−À¤ò−À ñ̄−À¤ò−Â©ì¾/ Approved Amount: _____________. US$ / KIP 
²½−ñ¡¤¾−¯½¦¾−¤¾−ªÈ¾¤Á¢¸¤ º½−÷ ñ́©/ 
WMU Approval (Signature &LEnS Stamp ) 
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Annex VIII - Summary of expenditure by category that separate investment 
costs and operating expenditure 
……. Still to be developed and included ………… 
 
 
Annex IX - Statement of Sources and Uses of Funds 
……. Still to be developed and included ………… 
 
 
Annex X - Procurement progress report 
……. Still to be developed and included ………… 
 
 
Annex XI - Output monitoring 
……. Still to be developed and included ………… 
 
 
Annex XII - Balance sheet and trial balance 
……. Still to be developed and included ………… 
 
 
Annex XIII - Statement of expenditure (SoE) 
……. Still to be developed and included ………… 
 
 
Annex XIV - Summary sheet (SS) 
……. Still to be developed and included ………… 
 
 
Annex XV - Bank account statement (reconciliation) 
……. Still to be developed and included ………… 
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Annex XVI - Maximum Standard Prices to be applied in Sub-Projects 
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Annex XVII – Sample Procurement Plan 
 
 

Goods/Materials 
 

Items Unit Price
US$ 

Number /Quantity
Month/Day 

Amount
US$ 

Method 
[Local/Direct) quotes]

Name of purchase

      
      
      
      
      
      
      
Total US$      
 
 

Consultant/Contractor Services 
 

Items Unit Price 
US$ 

Number 
Month/Day 

Amount 
US$ 

Method 
[3 quotes] 

Name of hirer 

      
      
      
      
      
      
      
Total US$      
 
 

Non-local Labor 
 

Items Unit Price 
US$ 

Number 
Month/Day 

Amount 
US$ 

Method Name of 
hirer 

      
      
      
      
Total US$      
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Annex XVIII - LEnS Sub-Project Monitoring Form 
 

 
Laos People’s Democratic Republic 

Environment Protection Fund 
 

Lao Environment and Social Project 
 
 

Sub-Project Monitoring Form (SF09) 
 
 
Sub-Project Title …………….……………………………………………………. 
 
MIS Number  …………….……………………………………………………. 
 
Total Grant Amount: ………………………………………………………………….. 
 
Contract Date:  ………………………..…………..…………………………….. 
 
Attachments:  ………………………………………………………………….. 
 
 
Prepared with the following community members / Partner Organizations: 
 
 
 
 
 
 
 
 
Remarks: 
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Sub-project Title: ………………………...….………………………………………… 
 
Sub-project Number ……………………...…….………………………………………… 
 
Date of 
Monitoring 

Financial/Admin 
Issues 

Safeguard 
Issues 

Other 
Observations 

    

    

    

    

    

    

    

    

    

    

    

    

 
    

 


