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1. INTRODUCTION 

The aim of this manual is to provide guidance to EPFO staff and to Sub-project Delivery 
Agencies (SDAs) for the design and implementation of Sub-projects financed by the Project. 
 
A list of definitions and abbreviations is available in the Project Implementation Manual 
(PIM) Volume 1. 

1.1. Project summary 

A detailed description including a Results Framework is found in the Project Appraisal 
Document and in the Volume 1 of the PIM. 
 
The Project will be implemented through a Sub-project mechanism administered by EPF 
using EPF’s funding windows. Sub-projects will be implemented by Sub-project delivery 
agencies (SDAs). The Project will benefit a broad range of stakeholders and administrative 
levels including local communities.  
 
The EPF Secretariat/Office (EPFO) will be responsible for Project administration including 
financial management, procurement, safeguards, monitoring and reporting. EPFO will 
supervise and control the quality of Project implementation in terms of outputs and outcomes 
and ensure compliance with fiduciary requirements. EPFO will not supervise the compliance 
with national policies, strategic plans and laws, which is the responsibility of governmental 
agencies (MONRE, MAF, MOF, MPI, MEM) represented in the Technical Committee (TC) 
and EPF Board.  EPF’s Technical Committee will review and endorse all eligible Sub-
project proposals and provide guidance on all technical issues of the Sub-projects. It will 
review Sub-project progress reports as well as any technical report or guidelines that may be 
developed by Project advisors/consultants.  
 
EPFO will ensure that the funds are used according to the Bank’s guidelines on procurement 
and financial management. In addition, EPFO will provide technical assistance to SDAs to 
ensure that the implementation quality and performance are satisfactory. Technical advisors 
and short-term consultants will be hired by EPFO to strengthen its capacity. 

1.2. Operating Principles  

To achieve the goals set for the Project, the EPFO has established key operating principles, 
which are to be applied by all SDAs and EPFO Staff. These guiding principles include:  
 

• Governance and Anti-Corruption: The Project and Sub-projects will be carried out in 

accordance with the Anti-Corruption Guidelines.1 Governance and anti-corruption 

(GAC) measures are built into the overall Project design to support transparency, 

voice, accountability, participation and inclusion of previously excluded groups. The 

                                                 
 
 
 
1 Guidelines on Preventing and Combating Fraud and Corruption in Projects financed by IBRD Loans and IDA Credits and 
Grants, October 15, 2006 and revised in January 2011. 
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Project contains several GAC measures including participatory village level 
monitoring and establishing a grievance redress mechanism (see Community 
Engagement Framework). In addition, sanctions will be imposed on village members, 
government officials and EPFO staff and consultants who misuse funds or engage in 
corrupt practices. EPFO management staff and SDA Sub-project managers shall take 
the following specific measures to prevent financial misuse, fraud or corruption: (i) 
transparency and disclosure of Project and Sub-project documents on EPF’s webpage 
and dissemination at annual stakeholder meetings including of community grants; (ii) 

compliance with fiduciary procedures as contained in Project’s legal documents 

including the PIM and grievance handling mechanism; (iii) training of EPFO and 

SDA staff and consultants as well as of community beneficiaries on good governance, 

procurement and financial management practices; (iv) close monitoring and 

supervision; and (v) inclusive audits. 
 
• Ownership and Accountability: SDAs receiving Project financial support will be the 
owner of the Sub-project and are fully responsible for the successful implementation of the 
Sub-project activities. The SDAs will be accountable for the proper use of the funds and for 
achieving the agreed outcomes of the Sub-project.  
 
• Transparency and Efficiency: The use of Project funding will require the SDAs 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.  
 
• Effective Implementation of Government Policies; Activities carried out under the Project 
will contribute to the effective implementation of the relevant Government Policies.  These 
will be applied to all applicable National   Policies, Provincial   Environmental   Strategies, 
Protected   Area Management/Site Plans, and community initiatives to improve environment 
management and biodiversity conservation.  
 
• Achieving measurable outcomes: Activities carried out with the support of Project funding 
will achieve specific outcomes, which will contribute to the overall objectives of the Project. 
The activities will be budgeted and planned within a specific time frame to achieve expected 
outputs during implementation.  
 
• Sustainability:  Sub-projects should be sustainable and provide longer-term benefits beyond 
the scope of the Sub-project implementation period.  

1.3. Legal Framework, Social and Environmental Safeguards  

All activities carried out under the Project need to comply with the Lao Legal and 
Regulatory Framework.  
 
The Project’s Environmental and Social Management Framework (ESMF) and the Community 
Engagement Framework (CEF) 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 World Bank as described in its safeguards policies on Environmental 
Assessment (OP/BP 4.01), Natural Habitats  (OP/BP  4.04), Forests (OP/BP 4.36), Pest 
Management (OP/BP 4.09), Physical Cultural Property  (OP/BP 4.11), Involuntary 
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Resettlement  (OP/BP 4.12), Indigenous People (OP/BP 4.10), International Waterways (OP/BP 
7.50). 
 
The ESMF and other safeguard assessments and plans will apply to all Sub-projects and its 
proposed activities, to be implemented under the eligible EPF funding windows identified in 
the Project document. This framework describes how safeguards issues will be dealt with by:  

• Detailing the types of Sub-projects or activities that will not be supported by the 
Project;  

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

• Detailing specific safeguards procedures and measures for Sub-projects with 
environmental and/or social impacts;  

• 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 small-scale civil 
works or protected area management activities may involve minor adverse social or 
environmental impacts.  

2. SUB-PROJECT APPLICATION AND REVIEW PROCEDURES 

The overall Sub-project cycle is outlined below while details will be provided in the 
following sections.  With the above procedures, it is expected that proposal screening and 
review process up to approval and signing of Sub-project grant agreement can take between 
2-3 months including time for SDA to deliver additional information. 
 
Concept: SDA submits a short concept note to be reviewed by the EPFO for general 
eligibility based on criteria above (see annex A for template). 
Application: Only if the concept is deemed eligible, the SDA will be invited to prepare a full 
proposal using the Sub-project application form (see annex B for template). EPFO will 
provide financial and technical assistance to the SDA to ensure quality of the application 
while at the same time enhancing/building SDA’s capacity. 
Preparation Facility Funds (PFF): If CN is judged eligible by EPFO; SDA can submit a 
funding request to EPFO to cover preparation activities needed to develop full application 
(see section 3.1.3).   
Review EPFO: SDA submits the complete Sub-project application package to EPFO. EPFO 
will appraise it using a check list/screening process (see section 3.1.2 and 3.1.4).  
Review TC: Following EPFO’s confirmation of complete and eligible Sub-projects, the TC 
is invited to review the application. If needed, TC can request the service of an external peer 
reviewer. Based on comments received, SDA needs to revise the application. EPFO will 
assist the SDA, if necessary  
WB non-objection:  If EPFO and TC are satisfied that the Sub-project meets all relevant 
criteria and addresses satisfactorily issues raised, the translated version (English) will be 
submitted to the World Bank for review, comments and non-objection. 
Board approval: Once WB approval received, EPF ED will endorse the proposal to the EPF 
Board for approval on a rolling basis. 
Sub-grant agreement: Upon approval by the EPF Board, there are three processing 
modalities depending on the amount of the proposal: 
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(i) Sub-projects less than US$50,000 can be approved directly by the Executive 
Director of EPFO; 
(ii) Sub-projects above US$50,000 to US$100,000 need to be submitted to the Vice-
Chair of the EPF Board for approval; 
(iii) Sub-projects above US$100,000 need to be submitted to the EPF Board 
Chairperson for approval. 

Note that the signing of a contract of Sub-project will be done always by the designated 
representative/head of the SDA and the EPFO ED.  
Implementation: Continuation of funding for Sub-projects is based on compliance with 
annual performance triggers related to inputs and outputs as agreed in the Sub-grant 
agreement. 
Restructuring: If a Sub-project restructuring is needed and confirmed by EPFO and the WB 
(e.g. changes related to PDO, to the results framework indicators, to allocation of funds, etc.), 
a new revised full application is needed. 
 
Sub-project proposals will be prepared by the SDA supported by technical assistance from 
EPFO and if needed with support from consultants using Preparation Facility Funds.  
 
A proposal needs to fulfill a certain number of criteria: 
• Supports a GOL policy, strategy and/or an official plan;  
• Contributes to at least one outcome indicator and at least one intermediate outcome 

indicator (see Project’s results framework);  
• For protected area and wildlife related Sub-projects only: contributes to a regional or 

global outcome such as cross-border cooperation, knowledge transfer or  prevention of 
illegal wildlife trade;  

• Aligns with Project’s geographical scope (central level and target provinces 
(Borikhamxay, Khammuane, Huaphanh, Xiengkhouang, Luangrabang, Savannakhet, 
Vientiane and Xaysomboun);  

• Fits into one of the eligible EPF funding windows (PICE, CBI); and  
• Excludes activities in negative checklist in Project implementation manual. 
 
The process is schematically illustrated in Figure 1. The procedures for developing and 
screening eligible Sub-project proposals for EPFO and SDA staff are described below.  

2.1. Appointment by SDA of Sub-project team 

It is advised that the SDA appoints a Sub-project team to prepare the application and 
implement the Sub-project. A Sub-project team would include a Sub-project Supervisor, Sub-
project Manager and an M&E Officer. Other necessary staff team members may be seconded 
from the government. It is recommended to define Terms of References for the functions and 
roles of the members of its Sub-project implementation team (see also below on general 
roles).  
 
Some larger and more complex Sub-projects will require hiring of additional staff/technical 
advisors/consultants. For projects over US$1million, a Sub-project Facilitator could be hired 
to fulfill the function of an M&E and Planning Officer.   
 
The Sub-project Manager is responsible for ensuring that adequate human, financial and 
technical resources needed to achieve the Sub-project objectives are in place. Basic and 
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specific training for Sub-project implementation team members to manage a Sub-project will 
be provided by EPFO including regular supervision visits and backstopping. 
 
The team member’s general role and tasks are outlined below acknowledging the need for 
flexibility to address the needs of each Sub-project individually: 
 
Sub-project Supervisor: A senior government staff that is at Director or Deputy Director 
of Department level or equivalent. He/she is signing the Sub-project Grant Agreement 
(GA), the Conservation Agreement (CA) and is legally responsible for the overall 
supervision of the Sub-project. The supervisor will liaise with EPFO ED for any legal or 
contracting matters of the Sub-project. He/she will sign off all reports (IFRs, progress 
reports) and AWPB. 
 
Sub-project Manager/Focal Point: An assigned government officer who will carry out 
day-to-day Sub-project management tasks. He/she will ensure that the Sub-project is 
implemented smoothly and effectively. He/she will be responsible for overseeing 
implementation of the AWPB of the Sub-project including fiduciary and reporting 
requirements and orientate and supervise the Sub-project implementation team member 
contributions. The Manager will be at head or deputy head of division level. He/she will 
liaise on a regular basis with the EPFO Executive Secretary, Head of Operational Unit and 
Sub-project coordinators. 
 
M&E Officer: An assigned government staff or hired staff with basic skills in computer, 
planning, monitoring and reporting. He/she will be a technical staff with experience in data 
processing and good communication skills. The M&E person will work closely with the 
Manager to monitor and report on the work progress on a monthly basis as to ensure the 
expected outputs or outcomes are produced within the timeframe. The M&E Officer will be 
assisted by the EPFO Sub-project coordinators and M&E officers. 

2.2. Preparation of Sub-project concept and application 

STEP 1: A SDA needs to submit a short concept note (see template in annex A) to be 
reviewed by the EPFO for eligibility review based on criteria above.  If necessary, the SDA 
may attach a modest Sub-project preparation budget using the Sub-project Preparation 
Facility Funds (see 3.1.3).  The budget must use the same format as the Sub-project 
application budget (Annex A1).  A preparation budget would exclusively cover essential 
activities (i.e. consultant services and operational costs for consultations, meetings, travel) 
needed to develop a full application. 
 
STEP 2: If the concept is deemed eligible, the SDA will be invited to prepare a full proposal 
using the Sub-project application template (see annex B). In cases where a SDA has 
already carried out preliminary and positive discussions with EPFO, the SDA may start with 
step 2.  
 
EPFO will share the CN/application template as well as the Project’s results framework with 
interested SDAs. EPFO will assist the SDA in understanding the CN template/application 
template sections.  
 
EPFO will support initial discussions with interested SDAs focusing on identifying SDA’s 
future vision and needs (objective/outcome) as rationale for the Sub-project. 
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The SDA must pay attention to the terms definition (see Volume 1 of the PIM).  
Understanding well these definitions may simplify greatly the SDA interpretation of terms 
used in this manual. 
 
The SDA must prepare a Result Framework (RF) for its Sub-project. The SDAs should 
identify applicable indicators from the RF before defining additional indicators for their Sub-
project. Sub-project indicators need to contribute to the RF.  
 
SDAs should be aware that the RF is the framework by which success or failure will be 
measured. If they are successful in achieving indicator targets, they will have the opportunity 
for more funds but if they are not successful they might not have access to future funds and 
some of the funds earmarked might be cancelled. 
 
Following the identification of desired outcomes, key activities need to be defined and 
budgeted. If necessary, the EPFO may facilitate the process. The budget must be realistic. 
 
All SDAs need to use the Sub-project application form with its mandatory annexes 
attached for the submission of the proposed Sub-project to EPFO. Applications can be 
submitted in English or Lao. The translation costs will be covered by the Sub-project budget 
but preferably done centrally by EPFO to ensure compatible quality and cost-efficiency. 
 
SPECIAL NOTE:  For Sub-projects, which involve support to communities such as for, 
protected area; the SDA must refer to the Community Engagement Framework (CEF) and 
follow its instructions. 

2.3. Sub-project Preparation Facility Funds (SPFF) 

Sub-project Preparation Facility Funds: If the SDA has requested preparation funds, and 
the Sub-project is judged eligible by EPFO, the EPFO will assess the validity of the proposed 
preparation budget and discuss it with the potential SDAs.  Once the EPFO has satisfied itself 
of the quality and the validity of the proposed budget, it will prepare a procurement plan. 
 
Then, the EPFO will submit to the World Bank for clearance (a) the Concept Note, (b) the 
preparation budget and (c) the procurement plan.  The implementation of the preparation 
budget will be subjected to the exact same procurement and financial management rules as 
any Sub-project. EPFO will be in charge of procurement and financial management. 
 
The SPFF will be refinanced under the subproject as the Sub-project cost and be part of the 
reporting requirements.  The budget execution procedures are the same as for any Sub-
project. 

2.4. Screening of Applications 

Screening is done in 3 stages: 
• Step 1: by the EPFO using the Sub-project Screening Forms (see Annex C, 

particularly C2) and the Safeguards Screening Form (see Annex E and F - 
ESMF). 

• Step 2: By Technical Committee (TC) using the Proposal Evaluation Form 
(Annex D) 

• Step 3:  By the World Bank using its own internal procedures. 
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Results of Screening: At each stage the application can be either accepted, in which case to 
goes to the next step, or sent back to SDA for revision with comments. 

2.5. Details of screening at each stage 

Screening by EPFO 
This screening process is expected to be streamlined as the EPFO staff will be involved in the 
application development. Stage 1 should take on average a week. 
 
To ensure compliance with applicable Government of Laos and World Bank safeguard 
policies, EPFO will first review compliance of the application with the list of eligible criteria. 
 
Then, EPFO will verify that none of the activities proposed are in the “negative checklist” 
(see application form template). If one of the proposed activities is in the negative checklist, 
EPFO will inform the SDA and make recommendations for revision (see ESMF Figure 1).  
For Sub-projects that trigger a safeguard policy and where environmental and social impacts 
are potentially expected, EPFO will verify that the Sub-project’s Environment and Social 
Management Framework and/or Environmental Management Plan complies with the 
Project’s ESMF standards and procedures. 
 
After the Sub-project proposal is accepted by the EPFO, the EPFO will prepare a summary 
sheet and the EPFO ED will submits it to the TC for further review.  
 
If the Sub-project proposal is not accepted in its current form and content, EPFO will provide 
comments to the SDA for revision.  
 
EPFO will keep track of all applications and the final decisions in its Sub-project database. 
 
Screening by the Technical Committee (TC). 
The TC comments on each of the following areas: 

• Contribution of the proposal to the Project’s development objective and indicators of 
the Project, and to national and local priorities.  

• Feasibility of successfully implementing the grant with the resources indicated in the 
proposal and assessment of proposed mechanism for Sub-project’s sustainability.  

• Assessment of technical design of the proposal, including its cost-effectiveness and 
appropriateness to local conditions, and whether the lessons of past projects and 
experience have been incorporated. 

• Review of risks presented that are associated with the application and which might 
impact implementation. The TC may suggest mitigation measures. 

 
Only if judged necessary by the TC, an external peer reviewer (EPR) can be mobilized to 
assess Sub-projects involving innovative, new or highly complex approaches.  An EPR will 
have on average 7 working days to review a Sub-project application. 
 
After the Sub-project application is accepted by the TC, the EPFO ED will submits it to the 
World Bank for non-objection in English.  
 
If the Sub-project proposal is not accepted, EPFO will provide TC’s comments to the SDA 
for revision.  
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Screening by the World Bank. 
The World Bank will verify conformity of the Sub-project application with respect to: 

• Basic and specific quality criteria (indicators, policy alignment, regional dimension, 
innovation, complementarity with related Sub-projects and other on-going initiatives, 
cost-effectiveness, etc. ) 

• Compliance with fiduciary requirements (procurement, financial management, 
governance, safeguard, gender issues) 

• Quality and realism of the Annual Work Plan and Budget (AWPB) and its associated 
annexes (results framework, activity plan)  

2.6. EPF Board Approval 

After Sub-project applications have satisfactorily passed the screening of the EPFO, TC (and 
potentially EPR) and received World Bank non-objection, EPFO ED will submit the proposal 
to the EPF Board Chairperson or Vice-Chairperson (depending on Sub-project costs) for 
approval on a rolling basis. The approval should take on average one week.  
 
For approval by the EPF Board, there are three processing modalities depending the amount 
of the proposal:  

• Sub-projects less than US$50,000 can be approved by the Executive Director of 
EPFO.  

• Sub-projects above US$50,000 to US$100,000 are approved by the Vice-Chair of the 
EPF Board for approval. 

• Sub-projects above US$100,000 are approved by the EPF Board Chairperson.  

2.7. Signing 

The EPFO ED signs all sub-grant agreements for EPF and the Sub-project Supervisor for the 
SDA.  A template of such agreement is found in Annex G. 

2.8. Sub-project database/Management Information System (MIS) 

EPFO will file all Sub-project concept notes and applications received during the lifetime in 
its Sub-project database/MIS and ensure that all processing steps are adequately recorded 
(screening, approval, revisions, reports, etc.). The current EPFO Sub-project database needs 
to be improved to allow data entry based on the standardized application form used for 
planning and reporting and to allow for linking the Financial Management system to the Sub-
projects. 

3. SUB-PROJECT ADMINISTRATIVE PROCEDURES 

3.1. Sub-project supervision and support 

The EPFO is responsible for overall Project management, supervises, and ensures quality 
control of overall Project implementation and compliance with fiduciary requirements 
including safeguards. EPFO ensures that the funds are used according to the Bank’s 
guidelines on procurement and financial management. In addition, EPFO will provide 
technical assistance to SDAs for Sub-project development and management and monitoring 
to ensure that their performance is satisfactory.  
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The Project aims to improve SDA’s capacities during development and implementation of the 
Sub-project, which will require regular training and backstopping. 

3.2. Description of Sub-project implementation Team 

In principle, each Sub-project implementation team is expected to include a Sub-project 
Supervisor, a designated or hired Sub-project Manager/ Focal Point, an Accountant (required 
for Sub-grants over US$50,000) and an M&E Officer2. Other team members may be 
seconded from the government as needed (see 4.1.1) and technical advisors recruited 
depending on the specific needs and Sub-project size and complexity. The Sub-project 
Manager will manage the Sub-project on a daily basis.  
 
Larger and more complex Sub-projects are expected to include an additional Finance Officer 
and full-time or part-time Technical Advisor(s) including sector coordinators at district level 
from agriculture, livestock, rural development who will support Sub-project implementation. 
At least one accountant should be hired while the SDA needs to assign one government 
accountant “young staff” to work with the Sub-project implementation team. He/she will be 
trained and coached through on-the-job training by the accountant and EPFO.  
 
Terms of Reference for each function, including sector coordinators, should be prepared by 
the SDA and cleared with EPFO.  In most cases, the EPFO will need to seek a no-objection 
from the World Bank. 

3.3. Recruitment of members of Sub-project Implementation Team 

For a satisfactory preparation and implementation of Sub-projects, the SDA might need to 
recruit some technical advisors (TAs) and staff to support its Sub-project implementation 
team. These may be full-time or short-term consultants. Such TA and staff will be hired 
based on the Sub-project application where the need, qualification and role of the needed 
staff will be identified, justified, and budgeted. The procurement of these positions will be 
done by EPFO following procedures laid out in the PIM Procurement Manual (Volume 5).  
 
Any position will be recruited on the open market, via the placement of advertisements in 
Lao and English language newspapers (and any other means of information) inviting 
application from both Government and private sector individuals.  
 
The selection and engagement process will include the following tasks: 

• Preparation of ToRs for each position and submit to EPFO for review and approval. 
• EPFO submits the ToRs of key posts to the World Bank for no-objection; 
• Preparation of advertisements and their placement in newspapers by EPFO;  
• Organization of selection panel by EPFO; 
• Drafting of a selection criteria matrix, including sensitivity to gender and ethnicity by 

EPFO; 
• Review and scoring of applicants by the selection panel; 

                                                 
 
 
 
2 A SDA M&E officer/Sub-project Facilitator should be hired for larger Sub-project receiving funds of equal to or more than 
US$1 million. 
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• Invitation of short-listed applicants for interview; 
• Interview of candidates by a panel composed of at least the immediate supervisor of 

the position being filled, the Sub-project Supervisor/Manager and the EPFO’s 
Executive Director 

• Recommendation for preferred candidate by selection panel  
• Negotiation of terms of contract prior signing of the contract by the SDA/Sub-project 

Supervisor/Manager and the applicant. 
 
Although technical qualifications and experience of candidates for the selected position will 
be major selection criteria, communication and English skills, sensitivity to gender, ethnicity, 
and environmental issues will also be assessed during the interviews. For positions under 
CBI, a proven ability in any of the local dialects spoken by the various ethnic groups in the 
Project’s target Provinces will be a comparative advantage.  
 
Gender: The Project will comply with GoL’s policy on the promotion of women, as well as to 
meet international standards on employment practices. Therefore, EPFO will encourage and 
attempt to achieve an appropriate gender and ethnic balance in the staff complement. The 
selection panel should select at least one woman for interviews. The, interview panel will 
include at least one qualified woman interviewer. 

3.4. Staff Management 

The Sub-project implementation team might include seconded governmental staff and hired 
project staff. At the beginning of implementation, the team’s current capacities will be 
assessed to determine training needs. Adequate training for Sub-project management will be 
identified by the team/SDA in consultation with EPFO facilitators/Sub-project coordinators. 
EPFO will organize training and support the SDA’s implementation teams with capacity 
building.  
 
The SDA in cooperation with EPFO will review its staff performance annually. The staff will 
be judged based on the agreed ToRs and general compliance with Project practices and 
procedures. Most likely, three levels of evaluation would be applicable, as follows: 
Case 1:  work satisfactory or better, and continued engagement recommended; 
Case 2:  work not satisfactory, but could be improved by remedial measures; and 
Case 3:  work not satisfactory, not likely redeemable and thus termination will be 
recommended.  

3.5. Remuneration and Allowances 

For each Project staff hired, a specific contract will be issued. The salary will be based on the 
market price but a higher remuneration may be needed to attract qualified, experienced and 
diligent staff. Governmental staff working for the Sub-project will not receive any 
salary. However, the Sub-project Supervisor and Sub-Project Manager will be supported 
with the refunding of incremental operational expenses including telephone bills and fuels on 
a monthly basis.  
 
Allowances for the EPFO staff, SDAs or Sub-project implementation team members, and 
local communities should be based on the government or Ministry of Finance’s regulations. 
All salaries and allowances for Project administration, procurement, and training to support 
SDAs or Sub-projects will be paid out of the administration budget under Component 3. 
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Noteworthy, Sub-project implementation teams will be responsible themselves for any 
expenses during their participation in workshops or meetings of the Project which would be 
organized and invited by EPFO.  

3.6. Office Accommodation and Equipment 

For each Sub-project implementation team, adequate office space and equipment needs to be 
arranged by the SDA. If needed, additional equipment including vehicles and office space 
can be included in the Sub-project proposal. The typical Sub-project equipment might 
include; vehicles, office furniture, desktop and notebook computers, photocopiers, air 
conditioners, telephones, GPS, cameras, binoculars, etc. Specification of vehicles and 
equipment to be purchased will be identified by SDAs in their Sub-project applications. 
Management and maintenance of office equipment and vehicles will be the responsibility of 
SDA in consultation with EPFO. Governmental or non-governmental contribution for using 
existing office space and equipment is expected and accounted for in-kind co-financing.  
 
EPFO will consolidate all related procurement and prepare for purchasing some equipment 
e.g. vehicles as early as possible to ensure its rapid delivery prior/by Sub-project start.  
 
The annual budget of the Project will be based on the consolidated annual budgets of each 
Sub-project (approved and in pipeline).  

3.7. Planning and Reporting 

3.7.1. Planning 
SDAs will prepare the Sub-project Annual Work Plan and Budget (AWPB) with assistance 
from EPFO based on the templates proposed in the PIM Volume 3, Annex 5.  All AWPB 
include a narrative, results framework, activity plan, budget and procurement plan. 
 
An AWPB normally covers one fiscal year.  If a Sub-project is approved during the course of 
a fiscal year, at the choice of the SDA, its AWPB can either cover the remaining portion of 
the fiscal year or the remaining portion of the fiscal plus the next fiscal year.  For example, a 
SDA submits a proposal in November 2014, approved in January 2015 and signed in 
February 2015. The first AWPB could cover the period March 1 to September 30, 2015 
(remaining of the fiscal year) or the period march 1 2015 to September 30, 2016 (current and 
next fiscal year). Sub-project’s AWPB will be submitted to the Bank and EPF’s Board for 
clearance and approval 3. 
 
A Sub-project budget will include all costs related to procurement processing and translation 
(e.g. advertisement, committee meetings, translation, etc.). 
 
EPFO will develop the procurement plans (PP) for each Sub-project. However, if a SDA has 
the capacity, it can prepare its own PP (see PIM Vol. 5 section 1.2. for details).  
 

                                                 
 
 
 
3 Approval of the Sub-project’s AWPB may be delegated by the EPF BoD to EPFO ED to accelerate implementation. 
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An AWPB can be revised (preferably once a year at mid-term) subject to World Bank 
clearance and if necessary, EPF Board approval. 

3.7.2 Reporting 
The Sub-project Manager will produce a semester progress report (period ending March 
30) and an annual report (period ending September 30) that complies with the standards for 
periodic technical, financial and other reporting requirements of the Project as outlined in the 
PIM Volume 3 (see for more details on all reporting requirements annexes H, I, J).  
 
The reports will be submitted by the SDA to EPFO’s according to the schedule in table 1 
below.  
 
Each progress report will include as annex an interim financial reports (IFR) (see for 
guidance the PIM Vol. 3 and Vol. 4).  
 
Table 1 - Schedule of submission to EPFO by SDAs of AWPB and Progress reports 
 Due date 
AWPB  
(see template Vol.3 Annex 5) 

 

• Initial package  
 

July 1 (except for first AWPB that is due at application submission) 

• Revision As needed but preferably at the mid-year and not more than once a year. 
Reports:  
• Semester Report (w/ IFR) April 20 
• Annual Report (w/ IFR) October 20  
• Completion Report 30 days after completion 
 

4. SUB-PROJECT IMPLEMENTATION, MONITORING AND EVALUATION 

4.1. Moving into Sub-project Implementation 

After the signing of the sub-grant agreement, the EPFO and the SDA will be responsible for 
ensuring that organizational support is in place to implement the Sub-project successfully.  In 
this regard, the SDA and the EPFO will perform the following start-up tasks immediately:   
 
Table 2 - Outline of Tasks in Sub-project launching and implementation phase 
 

 SDA EPFO 
1 Reconfirm assignment of personnel (Sub-

project implementation team) and send final 
list to EPFO 

Confirm receipt of personnel list, and 
if needed send back comments to 
SDA 

2 Open a Sub-project bank account and send 
required documents to EPFO (bank account 
name and signatories- at least two) together 
with request of first installment 

Confirm receipt, seek clarification as 
needed, expedite transfer of first 
installment 

3 Develop terms of reference (ToR) for 
consultants and TA included in the AWPB. 
Submit ToRs to EPFO for comments and 
approval. Request EPFO to carry out the 

Carry out selection as per the 
procurement manual and WB 
procurement procedures. 
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selection process.  Participate in the selection 
committee. 

4 Arrange the office space and ensure it is 
equipped (necessary additional equipment 
and office space needs to be included in 
proposal, budget and procurement plan). 

Support SDA to make sure the office 
space of Sub-project implementation 
team is in place and adequately 
equipped. 

5 Send staff to training provided by EPFO. Organize basic training on work 
planning, Sub-project monitoring, 
evaluation and reporting, financial 
management and procurement  

6 EPFO can delegate procurement shopping 
procedures to SDA (see Vol. 5) up to 
US$10,000. Then SDA procurement staff 
needs training.  
 
SDA sends procurement progress report to 
EPFO on a semester basis. 
 
Procurement costs (advertisement, 
translation, committee, etc.….) are included 
in Sub-project budget. 
 
SDA signs contracts with consultants and is 
responsible for delivery. 

All procurement is the responsibility 
of EPFO (see Vol. 5).  
 
EPFO can delegate all or part of it if 
SDA demonstrate procurement 
capacity.  
 
EPFO does not need Bank non-
objection to delegate shopping up to 
US$10,000.  
 
Above it must request WB approval 
and show its assessment of the SDA 
procurement capacity.  
 
When procurement is delegated, SDA 
procurement staff is eligible for 
training in WB procedures.  
 
Each Sub-project procurement plan 
shows which transactions are under 
EPFO and which are under the SDA. 

10 Establish and update a Fixed Asset Register 
(see Procurement Manual) and submit to 
EPFO 

Confirm receipt, seek clarifications as 
needed, consolidate in EPFO Project 
files. 

11 Implement the Sub-project according to the 
agreed activity plan. Ensure the Sub-project is 
implemented timely and carry out monitoring 
including submission of semester and annual 
reports. 

Supervise the Sub-project 
implementation team, ensure quality 
control and transparency, conduct the 
Sub-project monitoring on site at least 
annually. 

12 Restructuring: If a Sub-project restructuring 
is needed (e.g. changes related to PDO, to the 
results framework indicators, to allocation of 
funds, etc.), a new revised full application is 
needed. 

Confirm restructuring need (consult 
with WB) and assist SDA with 
preparing necessary steps. 

13 Participate in Project mid-term and end of 
Project completion evaluation  

Conduct Project mid-term and 
completion evaluation with external 
consultant assistance. 
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4.1.1 Achieving the Sub-project objectives 
Given the strong emphasis on results, the SDA is invited to focus on the following advice. 
 
Ensure common understanding of Sub-project objectives. The Sub-project Manager (SPM) 
needs to ensure that everyone in the Sub-project implementation team has a common 
understanding of the objectives, outputs/outcomes and activities of the Sub-project. He/She is 
expected to set-up a meeting to explain the objectives, outputs and targets (based on the Sub-
project’s RF) and how these relate to staff individual responsibilities as seen in the detailed 
implementation plan. 
 
Establish a simple Sub-project monitoring system.  The SPM will refer to the approved 
proposal’s Sub-project results framework and give more details on what type of data will be 
collected and monitored, how data will be collected, who will collect and/or process the data, 
when will the data be collected, who will consolidate data collected, and who will analyze 
and report on the data collected using the Sub-project forms. 
 
Set target outputs and activities per month.  The SPM and its staff review the detailed 
implementation plan and break the targeted outputs or accomplishments per month to ensure 
that all outputs/outcomes will be delivered within the duration of the Sub-project.   
 
Break outputs/outcomes into more concrete “TO DO LIST” for each staff.  After the 
targeted outputs/outcomes are made clear to everyone, ask each staff to make a “TO DO 
LIST” which shows key tasks of each staff.  In short, it is a simple list of what the person will 
do, when will the task/activity be completed, and status of the planned task or activity. It is 
important that the timing of the tasks or activities of each staff are coordinated in manner that 
the over-all Sub-project outputs/outcomes are achieved on time.  Sample “TO DO LIST” is 
given below: 
 
Things to do: Targeted date of 

completion of activity 
Status of progress 

1.  Submit finance report Jan 15, 2015 Being drafted  
2. Check field expenses report  Dec 30, 2014  
3. Confirm the budget for next quarter  Jan 25, 2015  
 
Call a weekly progress report meeting.  The SPM will organize a weekly meeting among key 
staff to review the results of collective activities of the Sub-project implementation team 
based on the “TO DO LIST” of each staff, and what can be done to get the desired results. 
 
Call a monthly review meeting.  The SPM will organize at least a monthly meeting of all 
staff to review how the Sub-project is achieving the agreed outputs for the month, and what 
solutions, changes or follow-up actions need to be done. 
 
Submit activity progress reports correctly and timely.  Follow-up with on the prompt 
submission of activity progress reports as agreed with EPFO and described in the sub-grant 
agreement. Activity progress reports should follow the Sub-project reporting format and 
requirements. Set a deadline of at least 3 days before the submission of the report to the 
EPFO that the financial reports should be submitted to the Sub-project Manager for review 
and signing. 
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4.1.2. Strengthening human resources 

Ensure that Sub-project implementation team understands their functions and roles 
and that consultants have clear terms of reference (ToR) known and understood by all 
team members. After individual discussions are made, the Sub-project Manager calls for a 
full team meeting where each team member informs the team about his tasks/ responsibilities. 
The SDA also needs to ensure that Sub-project staff recruited has functional knowledge and 
understanding to do his/her job. It might be useful to highlight in the discussions with the 
team members the SDA’s policy or practice of retaining and rewarding performing staff as 
well as of terminating staff in case of non-performance. If the SDA has no human resource 
management policies/procedures in place, seek assistance from EPFO to establish these at the 
start of the Sub-project. Provision should be made to mentor underperforming staff within a 
limited time period if Sub-project performance is not impacted.  If the Sub-project staff is still 
underperforming, replacement or termination should be considered rapidly. 
 
Request training or mentoring sessions from EPFO early.  If after the first training 
provided by EPFO, issues remain unclear, Sub-project implementation team members need to 
seek clarification from EPFO and/or request for a refresher on-the-job training or mentoring 
sessions from EPFO right away. Annual SDA stakeholder meetings might also assist in 
learning from other SDAs and improve implementation. 
 
Establish lines of communications and command responsibility. Agree with the team on 
the most effective and fastest way of communicating with each other internally and with 
external partners. Establish who will draft or prepare documents, reports or forms, who will 
review, and who will endorse and/or approve (as needed).  Agree on the direction and 
procedures of paper trail and how long a document or form is expected to stay on one’s desk.  
Develop a document routing slip and follow-through carefully.  Develop also a simple 
document tracking system where all incoming and outgoing documents are listed and actions 
on those documents are recorded. Highlight the importance of reading and understanding 
documents/forms before signing them. 

4.1.3. Establish and maintain sound financial management 
Review budget versus expenses.  Regularly review the approved total Sub-project budget 
and the semester budget with senior finance and technical staff to track Sub-project expenses 
compared to initial budget plan. If there major changes in the work plan affecting the budget 
plan, discuss these immediately with EPFO to decide if there is a need for budget reallocation 
and revision of the work plan.  Remember that the SDA cannot change the annual budget and 
work plan without agreement from the EPFO. 
 
Submit financial reports correctly and timely.  Follow-up with the finance staff on the 
prompt submission of financial statements and reports/documents needed by EPFO.  
Financial reports should follow the Sub-project reporting format and requirements. Ensure 
that at least 3 days before the submission to EPFO financial reports are reviewed and signed. 
 
Ensure following the rules of EPFO for funds replenishment.  Request funds replenishment 
30 days before the end of the quarter, and submit receipts and other financial reports in good 
order to facilitate replenishment of funds. 
 
Financial rules are for everyone to know.  Make sure that everyone in the Sub-project 
implementation team is aware of the financial rules and procedures.  Issue a memo about 
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important financial matters such as rules on charging per diem, the ceiling costs for training 
expenditures, the importance of ensuring that financial documents are signed, etc.  Call a 
meeting to discuss these rules and procedures to ensure correct understanding of staff. 
 
Ensure implementation of financial rules.  The SDA, together with the finance staff of the 
Sub-project, should thoroughly familiarize itself with financial rules and ensure that these are 
implemented. The Sub-project Supervisor has the final responsibility for the financial 
performance of the Sub-project. 

4.1.4. Establish and maintain logistical and procurement support 
Ensure knowledge on procurement rules. Make sure that everyone in the Sub-project 
implementation team is aware of the procurement rules and procedures particularly related to 
the procurement plan and shopping that can be delegated to SDAs.  Issue a memo about 
important procurement matters such as the “Three Quotes Rule”, the various types of 
procurement and their ceiling, etc. Call a meeting to discuss these rules and procedures to 
ensure correct understanding of staff. 
 
Ensure that office equipment is available for staff to do their job. Ensure prompt 
procurement of computers, photocopy, fax, etc.  If the Sub-project does not have budget for 
these, the Sub-project Manager should make arrangements with the SDA management to 
ensure that these are made available as part of their in-kind contribution. 
 
Ensure strict compliance on use of vehicles. Make sure that there is a clear policy and 
correct understanding of procedures for official use of vehicles, whether the vehicle is owned 
by the SDA, by the staff or rented from commercial sources.  Ensure that these policies and 
procedures for use of vehicles should be consistent with EPFO’s vehicle policy.  If the SDA 
does not have a vehicle policy and procedures in place, seek assistance from EPFO on 
establishing one.  
 
Arrange effective communication support.  Ensure reasonable access to email, phone and 
fax.  Also, ensure that there is effective anti-virus system installed in the computers and that 
proper data security arrangements are in place (such as use of passwords, regular back-up of 
files, etc.).  Arrange for a brief practical training on data security for all staff (when and how 
to back-up files, how to make/change passwords, etc.). 

4.2. Sub-project Monitoring and Evaluation 

Regular monitoring of the Sub-projects will be conducted at multiple levels: (i) On a daily 
basis by the SDA/Sub-project implementation team, (ii) on a regular basis by the EPFO 
assigned staff such as the M&E Officer and PMM as well as the Sub-project coordinator, (iii) 
at time of reporting by TC, EPF Board and WB, and (iv) during WB supervision missions. 
The Sub-project monitoring and evaluation process and steps are outlined below (more 
details in the M&E Manual, volume 3 of the PIM). 

4.2.1. Planning for Sub-project monitoring and evaluation 
Planning for Sub-project monitoring and evaluation will be conducted by SDA with support 
from EPFO during Sub-project proposal development when the Sub-project results 
framework with indicators will be defined. 
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• The EPFO will ensure that Sub-project objectives, outputs and outcomes are clearly 
stated in the proposal endorsed for approval. 

• The EPFO will ensure that a detailed work plan, budget plan and procurement plan 
are included in the approved final proposal, and that these are all consistent with each 
other and are directly linked to the approved objectives, outputs and outcomes. These 
3 plans (work plan, budget plan and procurement plan) will be used as the basis for 
monitoring and evaluation. 

• The EPFO M&E Officer will verify quality of the results framework monitoring plan 
included in the Sub-project application. Attention should be paid to availability or 
easy collection of relevant data.   

4.2.2. Initial monitoring arrangements 
The EPFO M&E Officer will discuss and finalize the monitoring plan with the SDA as 
soon as the proposal is approved. 
 
The EPFO will discuss with the SDA the reporting requirements and reviews together the 
progress report forms (Annex I), explaining that activities and outputs/outcomes as well 
as financial management will be reported on and internally monitored by the SDAs. 

4.2.3.  Conducting monitoring 
SDA: The EPFO will explain to the SDA assigned M&E Officer of the Sub-project 
implementation team that regular monitoring will be supported and supervised by EPFO 
M&E staff, using the Sub-project monitoring and evaluation report form (Annex I). 
Monitoring reports need to be submitted to EPFO on a semester basis.  
 
EPFO: The EPFO will ensure that a monitoring and reporting schedule is developed by all 
EPFO staff involved in the monitoring (technical, finance and procurement staff, EPFO 
Management). The EPFO will inform the TC, EPF Board and the World Bank of this 
schedule. 
 
The EPFO M&E staff will ensure that all stakeholders involved in monitoring have a 
common understanding of the monitoring objectives and methodology and provide adequate 
on-the-job training, briefing sessions and documentation as needed. 

4.2.4.  Preparing for Sub-project evaluation 
The EPFO M&E Officer will brief the SDA – the Sub-project team on the evaluation 
procedures, explaining clearly how the Sub-projects are going to be evaluated particularly 
during mid-term review of its implementation period or prior Sub-project closure. The EPFO 
will explain how the information from both the Sub-project and from overall Project 
monitoring is linked to the evaluation and that monitoring and reporting is a basis for an 
evaluation. 
 
The EPFO will ensure that all who will be involved in the evaluation have a common 
understanding of the evaluation objectives and methodology by providing training, briefing 
sessions and related documents. 

4.2.5.  Conducting Sub-project evaluation 
The EPFO will coordinate all evaluation exercises (mid-term and/or end-term evaluations) 
for the SDAs and ensure appropriate timing. 
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The EPFO will ensure that relevant information is available prior to the field visit to 
maximize time at the field. The Sub-project coordinator and EPFO M&E officer will also 
ensure that the Sub-project Monitoring & Evaluation Report Forms (Annex I) are clearly 
understood by all involved in the evaluation. 

4.3. Sub-project Completion Process 

General: Upon finalizing all the activities scheduled under the Sub-project and achievement 
of the expected outputs and outcomes, use of budget, the SDA will prepare a Sub-project 
completion report. The indicative format for the report is given in Annex J. Completion of a 
Sub-project is reached after formal approval by the EPFO. Therefore, the EPFO staff will 
carry out a final review. Sub-project achievements will be reviewed by the EPFO by 
comparing against its initial proposal, the sub-grant agreement, reviewing the monitoring and 
progress reports, final completion report, and if applicable by carrying out field inspections.  
 
If considered appropriate, the EPFO management may involve a third party (individual or 
organization) as peer reviewer to discuss the outcome of the Sub-project. Upon the approval, 
SDA needs to receive final financial clearance from EPFO before the Sub-project account 
can be closed.  
 
The findings of the final review will be included in the overall Project’s monitoring system 
and be reported and discussed during the Annual Consultation Workshops.  

4.4. Complaint Monitoring and Handling Procedure 

The “Complaint Monitoring and Handling Procedure” is a method for dealing with 
complaints and questions. The most basic principle in handling a complaint is that the 
community must be involved in the process. Everybody has a right to know about the Sub-
project, how it works, how funds are being used and to be confident that they are being used 
well.  If community members know there is something wrong in the Sub-project or they feel 
unclear about the Sub-project, they can ask questions to the Sub-project coordinator and 
EPFO staff, and complain if problems are not solved. As an important part of their work, 
Sub-project coordinators (and if applicable consultants) assist in resolving complaints and 
answer questions.  If the complaints cannot be handled at the provincial level, the Sub-project 
coordinators will seek help from the EPFO central team. 
 
Considering the non-confrontational context in Laos, the complaints monitoring and handling 
procedure will be translated in operational terms as more of a comments/requests monitoring 
and handling. 
 
Sources of Complaint: Complaints and questions about Sub-project activities can come 
from different sources, including the community, institutions or community organizations, 
government and facilitators. These complaints can be channeled through:   

• direct verbal complaints or questions from individuals, families or groups; 
• regular reports from facilitators or SDAs; 
• supervision or monitoring findings and/or reports; 
• letters addressed to government or Sub-project coordinators - a special PO BOX may 

be opened by SDA to receive such letters (at national level) and Grievance Box 
should be available on Sub-project site e.g. Kumban; 

• public information media (reports in the newspapers, magazines, radio or television) 
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Complaint Categories: All the complaints received will be put into the following general 
categories: 

• Category 1 - violation of the Sub-project fundamental principles or procedures; 
• Category 2 - misuse of funds; 
• Category 3 - negative interventions and any Sub-project matters; 
• Category 4 - Force Majeure;  
• Category 5 - others. 

 
A simple system will be prepared to categorize and manage all complaints. When a complaint 
seems to fall into more than one category (e.g. abuse of power combined with corrupt 
practices), then it needs to be registered in each relevant category. This way the SDA can 
give a reliable figure for the numbers of each type of case each year (e.g. number involving 
abuse of power, number involving corruption). The system must also be capable of stating the 
absolute figures (no double counting). 
 
Complaint Handling and Monitoring Mechanism: There are some basic principles in 
complaint handling.  They include: 
 

• Assurance of confidentiality: The source of complaints must be kept highly 
confidential.  Individuals must be assured they are being listened to and taken 
seriously without fear of reprisal. 

• Steps for addressing complaints should follow the hierarchy of decision-making: 
All complaints will be handled first at the local level by the community, Sub-project 
coordinators, and if necessary the district level government where the problem is 
located. While people at this level handle the problem, those at the higher levels 
monitor and support by giving advice. If the community and district level cannot 
solve the problem then the province and/or national level must become involved in 
the process. 

• Transparency and participation: The community must be kept informed and 
involved in all stages of the complaint monitoring and resolution process. 

• Proportional: Handling of complaints must be based on the scope of problem.  For 
example, the EPFO should not be involved in solving small issues, but must be 
involved in solving problems, which are large or particularly difficult. 

• Objective: All information received must be verified by using a crosschecking 
mechanism. This means that every complaint must be properly investigated, with 
information from all sources given appropriate attention.   

 
Process: All complaints will be documented and filed in an excel based list. The information 
to be recorded includes: file number; letter number; date of letter; sender (name, address, 
occupant, etc.); category of complaint; brief details of complaint (identity of the source of the 
problem, matter of complaint, etc.); and status of handling (being processed or resolved). 
 
The information received must be verified by using a crosschecking mechanism in order to 
get accurate information and the status of the problem in the field. Based on this information, 
the SDA/EPFO staff will analyze the problem and make a recommendation and a “handling” 
strategy.  The recommendations of the SDA/EPFO staff will be sent to the people who will 
handle the problem. Every complaint received will be monitored until resolved. If the 
problem cannot be solved, or if the negative impacts of the problem appear to be spreading 
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wider, the Sub-project coordinator must go to the location of the problem and investigate the 
problem directly. 
 
Reporting: relevant Sub-project Manager must report any problem and the related handling 
process in Sub-project progress reports.  The Manager must be aware that the EPFO will 
impose automatic sanctions if the SDA does not report problems in its locations.  In serious 
cases Sub-project coordinators will be dismissed if they fail to report problems. Furthermore, 
a critical criterion of the performance evaluation of the Sub-project coordinators is not based 
on how many problems in his/her area of responsibility, but based on the amount of effort 
given to solving problems in accordance with the handling principles.  Therefore, Sub-project 
coordinators must report problems and delivered efforts to solve them.   
 
Sanctions: Some problems can only be solved by imposing sanctions. In many cases this 
must be done with the knowledge and approval of the relevant level of the Sub-project 
management. If a community wants to impose its own sanctions then the Sub-project 
coordinator must advise them on what is fair and realistic. When the SDA imposes a sanction 
on the community, such as delay of disbursements or removing a location from the list of 
beneficiary areas, then this requires approval from the EPFO. The EPFO will also decide on 
sanctions related to Sub-project coordinators. Sanctions on government officials will be 
through the local or national level government system, depending on the severity of the case 
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Figure 1 - Sub-project Application and Review Process 
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Figure 2 - Schematic Safeguard Review Process 
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Figure 3 - Schematic Sub-project Review and Appraisal Process 
 
EPFO will compile data and documents on the process for each Sub-project (needs to be read from top to last box). 
 
 
 
 



Figure 4 - Schematic Sub-project Mobilization Procedures 
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Figure 5 - Schematic Implementation, Monitoring and Evaluation Procedures 
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ANNEX A1- SUB-PROJECT CONCEPT NOTE (SP-CN) 

 

 
Lao People’s Democratic Republic 

Peace Independence Democracy Unity and Prosperity 
************************ 
Environment Protection Fund 

 
Concept Note (CN) for Sub-project support 

(not more than 4 pages) 
 
 
 
Sub-project delivery 
agency/proponent  
(eligible if covered under EPF 
decree) 

      

Sub-project title       
Amount requested (US$) 
(estimation) 

       

Preparation fund requested (US$) 
(please attach detailed budget) 

      

Duration proposed 
(please indicate number of years) 

      

Funding window  
(select only one)  

 Policy Implementation and Capacity Enhancement (PICE) 
 Community and Biodiversity Investment (CBI) 

Geographic scope of Sub-project  
(can be more than one option) 

 International level 
 Central/national level 
 Provincial/district level. Please indicate target provinces:       

      
 Protected area.  Please indicate (NPA, protection forest, conservation 

forest and name):      
 

  
LENS2 Project development  
objective (PDO) 

to help strengthen selected environmental protection management 
systems, specifically for protected areas conservation, enforcement of 
wildlife laws and environmental assessment management 

Sub-project objective  
(only one sentence) 

      

Main outcomes expected 
(Outcome/impact is the longer-term 
benefit of particular goods or 
services to a target group e.g. 
improved access to education, 
reduced mortality rate of children) 

 

Main outputs expected 
(Goods or services provided by an 
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intervention (supply-driven) e.g. x 
staff trained; guidelines on x 
developed) 
Components and key activities 
(not more than 5 components 
including Sub-project management)  

                 
            
            
            
            

 

Indicators  
(not mandatory at this stage but can 
be included) 

      

Direct beneficiaries   Governmental staff 
 Rural communities 
 Students 
 General public 
 Private sector 

Sub-project contact/focal point 
(name, function, address details) 

      

Date of submission       

 
Box : Sub-project Eligibility criteria 

 Supports a GoL policy, strategy, and/or an official plan 
 Contributes to at least one outcome indicator and at least one intermediate outcome indicator (see 

Project’s Results Framework  –EPF webpage, PIM Vol. 1)  
 Contributes to a regional or global outcome such as cross-border cooperation, knowledge transfer or 

prevention of illegal wildlife trade (applicable only to protected area and wildlife Sub-projects)  
 Aligns with Project’s geographical scope (central level and eight provinces (Borikhamxay, 

Khammuane, Huaphanh, Xiengkhouang, Luangprabang, Savannakhet, Vientiane and Xaysomboun).  
 Fits into one of the two supported EPF funding windows (PICE, CBI).  
 Excludes activities in the negative list (see annex 1) 
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Annex 1: Negative Checklist  
 
1 New settlements or expansion of existing settlements outside the area defined by the 

PLUP or in any zone not gazetted for agriculture or habitation in the macro zoning of 
the NPA. 

2 Creation of adverse significant impacts on local people including ethnic groups that 
are not acceptable to them, even with the mitigation measures developed in their 
participation. 

3 Physical relocation and/or demolition of residential structures of households 
4 Use of LENS2 Sub-projects or activities as an incentive and/or a tool to support 

and/or implement involuntary resettlement of local people and village consolidation.  
Project finance can be used in villagers that were consolidated only if the 
requirements provided in Section 9.1, Stage 1 of the CEF have been fully met.  

5 Significant damage or loss to cultural property, including sites having archaeological 
(prehistoric), paleontological, historical, religious, cultural and unique natural values. 

6 Construction of new roads, road rehabilitation, road surfacing, or track upgrading of 
any kind inside natural habitats and existing or proposed protected areas and in 
general any construction expected to lead to negative environmental impacts. 

7 Introduction of non-native species, unless these are already present in the vicinity or 
known from similar settings to be non-invasive, and introduction of genetically 
modified plant varieties into a designated project area. 

8 Forestry operations, including logging, harvesting or processing of timber and non-
timber products (NTFP); however support to sustainable harvesting and processing of 
NTFPs is allowed if accompanied with a management plan for the sustainable use of 
the resources. 

9 Forestry operations on land or in watersheds in a manner that is likely to contribute to 
a villages increased vulnerability to natural disasters. 

10 Conversion or degradation of natural habitat and any unsustainable exploitation of 
natural resources including NTFPs. 

11 Production or trade in wildlife products or other products or activity deemed illegal 
under Lao PDR laws, regulations, or international conventions and agreements, or 
subject to international bans. 

11 The production, processing, handling, storage or sale of tobacco or products 
containing tobacco. 

12 Trade in any products with businesses engaged in exploitative environmental or social 
behaviour; or engaged in any unauthorized activities especially those related to 
natural resources. 

13 Purchase pesticides, insecticides, herbicides and other dangerous chemicals exceeding 
the amount required to treat efficiently the infected area and which are not on the 
national list of chemicals allowed to be used in country or if the pesticides are banned 
in line with WHO regulations. However, if pest invasion occurs, small amount of 
eligible and registered pesticides in Lao PDR is allowed if accompanied with a 
training of farmers or villagers to ensure its safe uses and World Bank’s clearance is 
needed.  If the use of pesticide is necessary, the SDA will refer to the Pesticide 
Management Plan. 

14 Purchase of guns; chain saws; asbestos, dynamites, destructive hunting and fishing 
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gears and other investments detrimental to the environmentand in general purchase of 
goods intended for a military purpose or luxury consumption. 

15 Labor and working conditions involving harmful, exploitative, involuntary or 
compulsory forms of labor, forced labor4, child labor5 or significant occupational 
health and safety issues 

16 Sub-projects or activities that require a full EIA (category A). 
17 New settlements or expansion of existing settlements outside the area defined by the 

PLUP or in any zone not gazetted for agriculture or habitation in the macro zoning of 
PAs. 

18 Irrigation over 10 hectares and water supply capacity over 50 liters per second. 
 
For EPFO only 
CN number:        
Reviewed/screened by:       
Date:         
Decision:   Eligible to move to application stage 
    Not eligible 
Date of feedback to SDA:        

                                                 
 
 
 
4Forced labor means all work or service, not voluntarily performed, that is extracted from an individual 
under threat of force or penalty.  
5Harmful child labor means the employment of children that is economically exploitive, or is likely to be 
hazardous to, or to interfere with, the child’s education, or to be harmful to the child’s health, or physical, 
mental, spiritual, moral, or social development. 
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ANNEX A2 - EPFO MONITORING FORM FOR REQUESTS OF ACCESSING PREPARATION FACILITY FUNDS (PFF) 

 
Sub-project delivery agency (SDA)        

Sub-project title       
Total PFF amount requested  
(in LAK or US$ please indicate) 

       

Work plan and budget for PFF attached       Yes 

 

 
 
For EPFO only 
 
CN number:        
Reviewed by:        
Date:         
Decision:   Approval  
    Needs adjustments as follows: 
 
 
Follow-up:   Procurement plan prepared 
 
 
Date of decision feedback to SDA:       
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ANNEX B -  SUB-PROJECT APPLICATION FORM (SP-AF) 

 

      
Laos People’s Democratic Republic 

Peace Independence Democracy Unity and Prosperity 
************************ 
Environment Protection Fund 

 
 Sub-project Application 

 
 
General Instructions: 

• Applications should be submitted in both Lao and English versions at stage of submission to 
EPFO and WB for non-objection. Translations will be under SDA’s responsibility and are 
funded as part of Sub-project’s budget. 

• Eligibility criteria are: (a) supports a GOL policy, strategy and/or an official plan; (b) 
contributes to at least one outcome indicator and at least one intermediate outcome indicator 
(see Sub-project results framework); (c) for protected area and wildlife related Sub-projects 
only: contributes to a regional or global outcome such as cross-border cooperation, 
knowledge transfer or prevention of illegal wildlife trade; (d) aligns with Project’s 
geographical scope (central level and target provinces (Borikhamxay, Khammuane, 
Huaphanh, Xiengkhouang, Luangprabang, Savannakhet, Vientiane and Xaysomboun); (e) fits 
into one of the eligible EPF funding windows (PICE, CBI); and (f) excludes activities in 
negative check-list in Project implementation manual. 

• Sub-projects will be approved for the duration of the proposal but are subject to annual sub-
grant agreements, which will be signed, based on previous years’ performance. The defined 
annual performance triggers relate to input (use of funds and governance) and outputs and 
will be defined in the AWPB. 

• Only one Sub-project at a time per central department, or per provincial office division, or per 
faculty or per autonomous institution or partnership is permitted. 

 
EPFO Sub-project number:       
(if CN exists, use CN number e.g. S XX) 
 
1. Sub-project delivery 
agency (SDA) 
(name/address) 

      

2. SDA focal point 
(name/function/contact details 
– provide at least 2 persons to 
be responsible for 
management of Sub-project) 

      

3. Geographic scope  
(can be more than one option) 

 International level 
 Central/national level 
 Provincial/district level. Please indicate target provinces:       

      
 Protected area.  Please indicate (NPA, protection forest, conservation forest 

and name):      
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4. Sub-project title       

5. Amount requested 
(US$m) (estimation) 

      

6. EPF’s eligible funding 
window  
(please check only one 
window) 

 Policy Implementation and Capacity Enhancement (PICE) 
 Community Biodiversity Investment (CBI) please check if CEF applies6 

7. Project development 
objective (PDO) 

To help strengthen selected environmental protection management systems, 
specifically for protected areas conservation, enforcement of wildlife laws and 
environmental assessment management 

8. Sub-project related 
sectoral and institutional 
context, challenges and 
priorities (Describe role of 
SDA, current capacity and 
activities related to 
PA/wildlife/env. and social 
safeguards, challenges and 
priority needs and approach 
proposed to address priority 
needs/gaps). 

 

9. Sub-project objective 
(only one sentence) 
 

      

10. GoL 
Policy/Plan/Strategy 
supported by Sub-project 
(including provincial if 
applicable – provide brief 
explanation on “how”) 

 

11. Regional or global 
outcomes supported by the 
Sub-project 
(for protected area and 
wildlife related Sub-projects 
only: e.g. cross border 
cooperation, knowledge 
transfer, and prevention of 
regional illegal wildlife 
trade). Provide brief 
explanation.  

 

12. Sub-project Outcome 
Indicators 
Select and list the related 
outcome and intermediary 
outcome indicators from the 
Project’s Results Framework 
and describe additional Sub-
project specific outcome 
indicators. (Outcome/impact 
is the longer-term benefit of 
particular goods or services 

(a) PDO Outcome Indicators  
 
 
(b) Project Intermediate Outcome Indicators  
 
 
 
(c) Additional Subproject Specific Outcome Indicators (by component)  
 

                                                 
 
 
 
6 Please follow the procedures outlined in the CEF document and ensure that details related to Sub-project CEF 
implementation including implementation arrangements, activities, indicators and budget are correctly included in 
the related Sub-project application sections (RF, budget, activities, M&E)).  
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to a target group. – Please 
ensure clear connection 
between indicators, outcome, 
outputs and activities.) The 
Sub-project specific outcome 
indicators should be listed by 
component and be consistent 
with the results framework 
and the annual work plan and 
budget (AWPB)  
13. Sub-project main 
outputs (List the goods or 
services provided by the Sub-
project’s intervention e.g. x 
staff trained; guidelines on x 
developed. See details in 
annual work plan and budget 
(AWPB). 

Components Main outputs 
  
  
  
  

14. Sub-project Components and Activities:  
List the components and main activities to produce outputs above. Do not use more than 5 components. Details 
will be in Annual Work Plan and Budget (AWPB) annex attached. 

Components Main activities 
  
  
  
  
  

 

15. Sub-project direct 
beneficiaries 
 

 Governmental staff 
Total number (     ) of which women (     ) 
Central level (      ) of which women (     )  
Provincial level (      ) of which women (      ) 
District level (_     ) of which women (      ) 

 Rural communities (     ) Number of people (      ) of which women ( 
     ) 

 Students (     )   of which women (     ) 
 General public  
 Private sector  (       )    

16. Proposed Start Date       

17. Proposed End Date 
(duration in years – not 
beyond December 2020) 

      

18. Government 
contribution and/or 
other Co-financiers 
(source and amount (US$) 
including in-kind 
contribution; per 
component if possible) 

Component Cofinancing source Cofinancing amount (US$) 
 GoL Other 

(specify) 
 

  
  

19. Complementary 
ongoing or planned 
projects/programs/ 
initiatives (name/source 
of funding/linkage) 

Name of complementary project Linkage and funding source 
  
  
  

 
20. Implementation Arrangements  
a. Describe the Sub-project management structure.  
b. What additional staffing or technical assistance is needed to successfully complete the proposed Sub-project 
(e.g. M&E officer, accountant, …)?  

a. Sub-project management structure/Sub-project implementation team 
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b. Additional staffing/Technical Assistance (TA) 
 
 
 

 
21. Summary Budget  
Detailed activity plan and budget for proposed period must be attached in annex.  Provide a summary of 
the budget as part of the proposal. Note that the Sub-project will be approved for the entire duration but the 
sub-grant agreement extension will be signed on a yearly basis based on previous year performance (and 
agreed triggers as defined in section 24).  For approved Sub-projects, a procurement plan will be developed by 
EPFO or if capacity exists by SDA. 
 
Components (not more than 5 
components including Sub-project 
management) 

Total US$ Budget  WB 
funding 
US$ 
 

GoL 
contribution 
US$ (in-
kind, cash) 

Other 
sources 
(as 
applicable) 
US$ 

               
               
               

Base cost     
Contingency7 (10%)          

Total Sub-project cost          
 
22. Sustainability 
Please explain how the benefits of the Sub-project will continue or be maintained once it is completed.   
 
 
 
 
23. Environment and Social Management Plan (ESMP) 
Check if an Environmental and Social Management Plan (ESMP) needs to be prepared (see guidelines in the 
Environment and Social Management Framework (ESMF) to be obtained from EPF website).  
 
 
 
 
 
24. Community Engagement including gender issues at community level 
Check if compliance with the Community Engagement Framework (CEF) is needed and follow guidelines on 
steps to be obtained from EPF website.  
 
 
 
 
 
25. Gender issues (mainstreaming) 
Please explain how the Sub-project is complaint with GoL commitment to gender issues under the Project. 
26. Agreed Annual Performance Triggers 
For information find below the list of agreed targets that must be achieved to trigger approval of next year’s 
funds: 
Agreed triggers: 

                                                 
 
 
 
7 Contingency comprises inflation and currency exchange risk. 



 Page 35 | Project Implementation Manual (PIM) Vol. 2 revised Version February 2015  

• Compliance with fiduciary and safeguard requirements (at least Moderately Satisfactory in year 1 and 
Satisfactory in subsequent years) 

• Compliance with reporting requirement (number, quality and timeliness) (at least Moderately 
Satisfactory in year 1 and Satisfactory in subsequent years) 

• Year 1, at least 50 % of activities in AWPB completed.  Year 2 and after, at least 75 % of activities in 
AWPB completed 

• All outcome targets for current year are measured, evaluated and show progress toward target 
• AWPB produced for the new fiscal year cleared by WB and approved by EPF Board 

 
27. Document Checklist 
Please ensure to attach the following based on templates (excel file) provided: 

 A1 Sub-project results framework (entire period) 
 A2 Sub-project detailed budget entire period (2a. per component and 2b. per category)  
 A3 Sub-project detailed activity work plan per component year 1 
 A4 Sub-project Environmental and Social Management Plan (ESMP) if applicable 

 
 
Signature 
Submitted by:            Date:       
Approved by:       
(Head/DG of SDA or equivalent) 
 
 

 Edits to a submitted application prior approval not requiring re-submission, accepted by SDA and EPFO, are 
summarized below: (Please list application form reference number (e.g. #20) or annexes and date of EPFO 
communication on accepted changes to SDA). 
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Annexes to the Sub-project application form 
Below are the template excel sheets that need to be attached to the SP application: 
 

A1. Template Sub-project results framework (entire period) 
(Please add the relevant PDO and Intermediate Outcome indicator from the Project’s results framework that relates to the SP in the first column including the target values).  

 



 Page 37 | Project Implementation Manual (PIM) Vol. 2 revised Version February 2015  

A2.  Template Sub-project detailed budget entire period (per component) 
 
 

 
 
 

Sub-project	title:

SDA:

Date:

DETAILED	BUDGET	TABLE	PER	COMPONENT
Estimated	

cost	($)
SDA	($) Project	($)

SDA* Project* Total SDA Project Total SDA Project Total SDA Project Total SDA Project Total SDA Project Total SDA Project Total

Component	1:	Cp.	title (Please	prepare	a	budget	table	for	each	component)

No.	 Description Unit Y1 Y2 Y3 Y4 Y5 Y6 Y7
Unit	cost	

($)

												-			 																	-			 											-			 																	-			 																	-			

A

Studies,	advisors	and	

technical	assistance

												-			 												-			 																	-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

												-			 												-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

												-			 															-			 																	-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

B Goods/Vehicles 												-			 												-			 															-			 																	-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

C Planning	workshops 												-			 															-			 																	-			 																	-			 											-			 																	-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

												-			 												-			 																	-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

												-			 															-			 																	-			 																	-			 											-			 																	-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

D Trainings/workshops 												-			 												-			 																	-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

												-			 															-			 																	-			 																	-			 											-			 																	-			 																	-			 												-			 														-			 											-			 												-			 												-			 												-			

												-			 												-			 																	-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

E

Incremental	Operating	

Costs	(IOC)

																	-			 												-			 												-			 												-			 																	-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

Grand	Total	Base	Cost:	 												-			 															-			 																	-			 																	-			 											-			 																	-			 																	-			 												-			 														-			 															-			 												-			 												-			 												-			

												-			 												-			 												-			 																	-			 																	-			 											-			 											-			 																	-			 											-			 														-			 											-			 												-			 												-			 												-			

F Contingencies	 % 10% 10% 10% 10% 10% 10% 10% 												-			 															-			 																	-			 																	-			 											-			 																	-			 																	-			 												-			 														-			 															-			 												-			 												-			 												-			

Grand	Total	Full	Cost:	 												-			 															-			 																	-			 																	-			 											-			 																	-			 																	-			 												-			 														-			 															-			 												-			 												-			 												-			

*SDA	includes	SDA	and	other	cofinancing.	Project	refers	to	EPF	funding	using	WB	funds.

20120-212014-15 2015-16 2016-17 2017-18 2018-19 2019-20
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A3. Template Sub-project detailed activity work plan for year 1 (all components) 
 

 

Sub-project	title:

SDA:

Date:

ACTIVITY	PLAN	YEAR	1

Q1 Q2 Q3 Q4

Cp.	X	-	Cp	Name

Cp.XX	-	Cp.	Name

FY	14/15

Comments StatusDeliverables Activities Responsible
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ANNEX C – EPFO SUB-PROJECT SCREENING FORMS  

 

 
Laos People’s Democratic Republic 

 
C1. Review Summary of draft Sub-project proposal 

 
This form is to be used internally by EPFO (subproject coordinator/advisor) for reviewing the first draft 
proposal and discussion with SDA to ensure clarity and quality of the proposal before submitting to TC 
 
Sub-project Name/SDA: ……………………………………………………………… 
Reference draft proposal date: ……………………………………………….  
 
SP application item Review comments 

EPFO/Advisor  
SDA Response  Conclusion 

1. Sub-project delivery 
agency (SDA) 

   

2. SDA focal point    
3. Geographic scope 
 

   

4. Sub-project title    
5. Amount requested 
(US$m)(estimated) 

   

6. EPF’s eligible funding 
window  

   

7a. Project development 
objective 

   

8. Sub-project related 
sectoral and institutional 
context, challenges and 
priorities 

   

9. Sub-project objective    
10. GoL Policy/Plan/ 
Strategy supported by 
Sub-project 

   

11. Sub-project Regional 
or global outcomes 
 

   

12. Sub-project Outcome 
Indicators 
 

   

13. Sub-project main 
outputs 

   

14. Sub-project 
Components and 
Activities:  
[Procurement and FM 
will review the AWPB by 
component and by 
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disbursement category 
and M&E will review 
consistency of outputs, 
outcome, indicators to 
ensure consistency with 
PIM] 
 
15. Sub-project direct 
beneficiaries 
 

   

16. Proposed Start Date    
17. Proposed End Date    
18. Co-financiers    
19. Complementary 
ongoing or planned 
projects/programs/initiativ
es 

   

20. Implementation 
Arrangements  
 

   

21. Summary Budget     

22. Sustainability    
23. ESMP    
24. CEF     
25. Gender issues 
(mainstreaming) 

   

26. Agreed Annual 
Performance Triggers 
 

   

27. Document Checklist 
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Laos People’s Democratic Republic 

 
 

C2. Appraisal Report of Sub-project proposal 
 

This form comprises 6 parts:  
• Part A: Sub-project Description (to be prepared by EPFO staff);  
• Part B: EPFO Appraisal Summary (to be prepared by EPFO staff);  
• Part C: EPFO Manager Comments(to be prepared by EPFO manager); and  
• Part D: Technical Committee (TC) Decisions (to be prepared by EPFO manager after the TC 

meeting) 
• Part E: Non-objection by WB (TTL) or comments recorded and followed by EPFO manager 
• Part F: EPF Board approval/Endorsement  

 
Please fill out both columns and file appraisal summary.  
 
PART (A) EPF APPLICATION FORM (attach complete form) 
 
PART (B) EPF APPRAISAL SUMMARY (to be prepared by EPFO staff/advisors) 
 
Appraisal Explanation  
 
(B1) DESIGN/TECHNICAL 
 

 

B1.1 Does the Sub-project meet the eligibility 
criteria? (YES or NO) 

 

• Support a GOL policy and an official plan 
(criteria a);  

 

• Contribute to at least one outcome indicator 
and at least one intermediate outcome 
indicator (see results framework) (criteria b) 

 

• Contribute to a regional outcome such as such 
as cross-border cooperation, knowledge 
transfer or prevention of illegal wildlife trade 
(criteria c); 

• Aligns with Project’s geographical scope 
(central level and target provinces 
(Borikhamxay, Khammuane, Huaphahn, 
Xiengkhouang, Luangprabang, Savannakhet, 
Vientiane and Xaysomboun (criteria d) 

 

• Fits into one of the eligible EPF funding 
windows (PICE, CBI)  (criteria e);  

 

• Exclude activities in negative check-list in 
project implementation manual (f) 

 

B1.2 Are the Sub-project specific outcome 
indicators, results framework and AWPB 
consistent? (YES or NO) 

 

B1.3 Are the objective, component and activities 
appropriate and related to the Project (PDO and 
RF)? (YES or NO) 
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B1.4 Are the Sub-project budget, duration and 
work schedule appropriate and realistic? (should 
take into account the need for mobilization of 
consultants, all clearance, and processing) (YES or 
NO) 

•  

B1.5 Has the gender aspect (issues and/or 
mainstream) been considered in the Sub-project? 
(YES or NO) 

•  

B1.6 Has the sustainability been considered in the 
Sub-project? (YES or NO) 

•  

B1.7 Has effective coordination and cooperation 
with other relevant SDAs been considered in the 
Sub-project? (YES or NO) 

 

 
(B2) PROCUREMENT 
 

 

B2.1 Has the 18 month procurement plan of the 
Sub-project been prepared and appraised by 
EPFO staff? (YES or NO) 

 

B2.2 Has SDA prepared the procurement plan 
and requested to carry out procurement (YES or 
NO)? 

 

B2.3 Has EPFO assessed the procurement 
capacity of SDA? Has EPFO provided 
procurement training to the SDA staff? (YES or 
NO) 

 

B2.4 Has EPFO requested NO from WB to 
delegate procurement for shopping or other 
procedures over US$5,000 (YES or NO) 

 

 
(B3) FINANCIAL MANAGEMENT 
 

 

B3.1 Has the budget plan of the Sub-project 
prepared by component and by disbursement 
category and reviewed by EPFO staff? (YES or 
NO) 

 

B3.2 Has EPFO provided training to the SDA 
staff? (YES or NO) 

 

 
(B4) SAFEGUARDS 
 

 

B4.1 Has the ESMP of the Sub-project prepared/ 
appraised? (YES or NO) 

 

B4.2 Has the Project’s CEF applied/prepared/ 
appraised? (YES or NO) 

 

B4.3 Has EPFO staff provided safeguard training 
to the SDA staff? (YES or NO) 

 

 
(B5) READINESS  
 

 

B5.1 Has EPFO staff provided M&E training to 
the SDA staff? (YES or NO) 

 

B5.2 Has the Agreed Annual Performance 
Triggers of next year’s fund indicated in proposal 
item 26 been discussed and agreed? (YES or NO) 

 

B5.3 Has the draft Sub-grant agreement been 
discussed and agreed? (YES or NO) 

 

B5.4 Is the SDA implementation team ready for 
implementation? (Availability of core staff, WG, 
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availability of draft TORs or specifications) (YES, 
NO, PARTLY) 
 
PART (C) EPFO MANAGER COMMENTS (to be prepared by EPFO managers) 
 
Comments Explanation 
C1 Subproject contribution to Project PDO 
(very high, important, and moderate)8 

VERY HIGH 
IMPORTANT 
COMPLIMENTARY 

 

 

C2 Readiness of SDA to implement the 
subproject 
(ready, not ready, or ready with comment) 
 

READY 
NOT READY 
READY WITH COMMENT on:  

(1) Budget/Duration: …………………….... 
(2) Implementation arrangement ……….. 
(3) SDA Team Readiness …………………. 
(4) Vehicle ………………………………… 
(5) Oversee 

training/Scholarship……………………… 
(6) Others ………………………………….. 

 

 
 

C3 Recommendation to TC  
(approve, not approve, or approve with comment) 

APPROVED 
NOT APPROVED 
APPROVE WITH COMMENT  

 

  
  
  
  
  
  
 
PART (D) TC Decisions (to be recorded after the TC meeting) 
Decision Comments (if any): (i) alignment with policies, plans, 

strategies; (ii) Budget/Duration, (iii) Implementation 
arrangement, (iv) Vehicle, (v) Scholarship, (vi) SDA team 
readiness, and (vii) Others 

APPROVED 
NOT APPROVED 
APPROVED WITH COMMENT  

 

 
PART (E) EPF Board Decisions (to be recorded after the Board meeting) 
Decision Comments (if any) 

APPROVED  

                                                 
 
 
 
8 “Very important” means Sub-project necessary for achieving at least 2 PDO indicators and 1 intermediate 
indicator; “Important” means Sub-project contributing for achieving 1 PDO indicator and at least 1 intermediate 
indicator; “Complimentary” means Sub-project important for enhancing stakeholder engagement.     
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NOT APPROVED 
APPROVED WITH COMMENT  

 
 
PART (F) WB TTL Decision  
Decision Comments (if any) 

APPROVED 
NOT APPROVED 
APPROVED WITH COMMENT  
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ANNEX D – TC SUB-PROJECT EVALUATION FORM 

 

 
Laos People’s Democratic Republic 

 
Sub-project Evaluation Form 

 
(To be filled out by Technical Committee) 
 
SDA: 
 

Sub-project name: 
 

Sub-project number: 
 

Sub-project funding 
window: 
 

PICE  
 

CBI   
 

Budget requested:  
 
Evaluation matrix 
 Check Yes or No 

YES NO 
Contribute clearly to Project’s PDO and intermediate results? 
 

  

Has it an adequate and clear objective? 
 

  

Has it clearly defined and achievable outputs/outcomes? 
 

  

Is the technical design of activities appropriate? 
 

  

Is the Sub-project aligned with national and local policies, plans, strategies and 
priorities? 

  

Is the annual work plan and budget clear and satisfactory? 
 

  

Is the results framework clear and satisfactory? 
 

  

Is the monitoring and evaluation plan clear, realistic and satisfactory? 
 

  

Are the implementation arrangements adequate?    
Is the safeguard screening satisfactory (excluding activities on the negative list)? 
 

  

Are there any significant risks to the proposed Sub-project? If yes, describe them 
and explain if mitigation measures are identified and integrated in the proposal? 
 

  

Any other comments:  
 

  

 
RECOMMENDATIONS: 
□ Submit to external peer reviewer 
 
□ Submit to WB for no-objection  
 
□ Request SDA to revise proposal : 
 



 Page 46 | Project Implementation Manual (PIM) Vol. 2 revised Version February 2015  

 
Screening done by Technical Committee (at least 3 TC members):    
Name: (1)            
Function: 
Date: 
Signature: 
 
Name: (2)            
Function: 
Date: 
Signature: 
 
Name: (3)            
Function: 
Date: 
Signature: 
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ANNEX E - ENVIRONMENTAL AND SOCIAL MANAGEMENT FRAMEWORK 

Implementation arrangements 
 
EPFO is responsible for ensuring compliance with the ESMF. All the Sub-projects will be 
screened according to the safeguard screening criteria (Table 2 and Figure 1 and 2) and the 
results will be documented using appropriate forms (E1, E2, or E3) described in Annex F. 
The safeguard screening should be completed before it is submitted to the evaluation 
committee and TC and external peer review (if required). All safeguard documents, and other 
related documents must be attached to the Sub-projects as appropriate and kept in the Project 
file.  The screening should be conducted in close consultation with the applicants and 
agreement on next steps and/or mitigation measures should be reached.  In cases where the 
applicant does not have the capacity or resources to complete all required planning and 
documentation, the applicant can apply for a smaller Sub-project to complete the required 
mitigation measures.  Table 3 summarizes the responsibility of key parties.  
 
Table 3 - Responsibilities of SDAs and EPFO 
 

Who Responsibilities of SDAs 
Applicants 
[SDA] 

During preparation: 
- Read ESMF, CEF and annexes 
- Ensure no prohibited activities or budget items are included in the proposal 

–see the negative checklist 
- Identify potential impacts and prepare appropriate mitigation measures and 

required documents and plans, such as Good Engineering and 
- Housekeeping practices, Environmental Mitigation Plans (EMP), and/or 

CAP as needed. Consultation with EPFO will be highly recommended.   
- The proposed plan and/or actions should be made in consultation with the 

affected population (positive or negative.) 
- Disclose all safeguard information in an appropriate manner.  
During implementation 
- Implement agreed actions as indicated in the Sub-project documents and 

submit progress report to EPFO periodically.  The documents should be 
kept in the Project files for possible review by WB.  

EPFO 
 

- Screens all proposals for safeguard compliance 
- Maintains records of all proposals and screening decisions 
- Highlights potential safeguards issues and provides recommendations for 

mitigation if required, based on consultations with the applicants and 
affected population. If needed, make site visits during safeguard screening 
review to those Sub-projects that trigger safeguards in order to verify the 
physical characteristics of Sub-projects with environmental impacts and/or 
to verify the consultation process with Sub-project-affected persons 

- Reviews safeguards documentation before submission to the WB 
- Facilitates agreements between communities/stakeholders and 

implementers for safeguard mitigation measures 
- Confirms agreed terms of mitigation in private discussions with affected 

communities/stakeholders 
- Assist communities to identify potential impacts and mitigation measures. 
- Oversees the implementation of the EMPs or other measures; Specialized 
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technical assistance may be necessary; 
- Periodic monitoring and supervision the safeguard implementation 

performance and include the results in the progress report.  
World 
Bank 

Review and clear safeguards documentation, issue “No Objection Letter” as 
necessary. 
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ANNEX F – SAFEGUARD SCREENING FORMS  

 

 
Laos People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 
 

Environmental Protection Fund (EPF) 
 

 
 
 
Sub-project Safeguard Screening Form E1  
 
SDA: 
 

Proposal name: 
 
 

Proposal number:  
 

Sub-project funding 
window: 
 

CBI  □ 
PICE  □ 
 

Amount requested: 

I certify that this Sub-project does not involve any of the twelve 
activities included in the negative checklist provided in Step 1 of 
the ESMF. The Sub-project also will not cause any adverse social 
or environmental impacts, and will not affect ethnic groups, and 
therefore does not require preparation and clearance of safeguards 
mitigation measures.  
 
 
Screened by/date: 
……………………………………………………………………..  

Date: 

Remarks:  
 
 
1. Briefly describe objective, scope, and/or location of the proposal 
 
 
 
 
 
 
 
 

SP-Number………………. 



 Page 50 | Project Implementation Manual (PIM) Vol. 2 revised Version February 2015  

 
Laos People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 
 

Environmental Protection Fund (EPF) 
 

 
 
Sub-project Safeguard Screening Form E2  
 
SDA: 
 

Proposal name: 
 
 

Proposal number:  
 

Sub-project funding 
window : 
 

CBI  □ 
PICE  □ 
 

Amount requested: 

I certify that this Sub-project does not involve any of the twelve activities 
identified in the negative checklist in Step 1 of the ESMF. The Sub-project will 
not affect ethnic groups.  If the Sub-project involves small-scale land acquisition, 
an abbreviated RAP is required (as described in ESMF Annex B). If other minor 
social or environmental adverse impacts are likely, good engineering and 
management practices have been incorporated into the project design to 
minimize or mitigate them.  Details of the potential impacts and mitigation 
measures are listed below.             
 
Screen by: ……………………………………………………………………..  

Date: 

Remarks:  
 
1. Briefly describe objective, scope, and/or location of the proposal 
 
2. Briefly describe the mitigation measures 
 
 
 
 
 
SCREENING QUESTIONS 
Do the proposed activities or budget 
include any of the following: 

No Unknown Yes Proposed Mitigation Measures 
 

A. Social Issues   If yes, see Guidelines in Table 1 and 
Annexes B and C.  If unknown, 
collect more information.   

• Small land acquisition or may induce 
new settlements or expansion of 
existing settlements inside natural 
habitats and existing or proposed 
protected areas? 

□ □ □ Briefly describe key mitigation 
measures 

• Restriction on access to, or use of, 
natural resources in legally designated 
parks or protected areas. 

   □      □ □ Briefly describe key mitigation 
measures 

• Potential social conflicts    □      □   □ Briefly describe key mitigation 

SP- Number………………. 
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measures 

• Likely to involve Ethnic Groups    □      □   □ Briefly describe key mitigation 
measures 

B. Environmental Issues:   If yes, see Guidelines in Table 1 and 
Annex D.  If unknown, collect more 
information.    

• Involve small civil works and requires 
contractors 

□ □ □ Briefly describe key mitigation 
measures 

• Introduction of non-native species, 
but there are already present in the 
vicinity or known from similar 
settings to be non-invasive 

□ □ □ Briefly describe key mitigation 
measures 

• Sustainable use of forest products, 
including tree cutting, harvesting of 
NTFPs  

□ □ □ Briefly describe key mitigation 
measures 

• Protected Area, Wildlife Reserve, 
Buffer Zone, or other conservation 
area 

□ □ □ Briefly describe key mitigation 
measures. 

• Wetland and/or other sensitive areas 
(schools, hospitals, etc.) 

□ □ □ Briefly describe key mitigation 
measures 
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Laos People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 
 

Environmental Protection Fund (EPF) 
 

 
 
Sub-project Safeguard Screening Form E3  
 
SDA: 
 

Sub-project name: 
 
 

Sub-project number:  
 

Sub-project funding 
window: 
 

CBI  □ 
PICE  □ 
 

Amount requested: 

 
I certify that this Sub-project does not seem to involve any of the twelve activities identified in the negative 
checklist in Step 1 of the ESMF.  However, further discussions with the applicant are needed to ascertain 
safeguard compliance. 
 
Screened by (name, function, date):  
 
Safeguard Requirements: 
□ 
(List and briefly describe required mitigation plans) 
 

Date: 

Recommendations for proposal improvement before submitting to Peer Review or Evaluation Committee: 
 
 
Prepared with the following community members / Partner Organizations: 
 
 
 
 
Remarks: 
 
 

 
SCREENING QUESTIONS 
Do the proposed activities or budget 
include any of the following: 

No Unknown Yes Proposed Mitigation Measures 
 

A. Social Safeguards TRIGGERS 
Does the Sub-project involve or impact 
any of the following: 

   If yes, see Guidelines in Table1 and 
Annexes B and C.  If unknown, 
collect more information.   

• Permanent or temporary or 
permanent loss of land or resources, 
including restriction of access to natural 
resources in legally designated parks or 
protected areas? 

□ □ □ Briefly describe the issues and key 
mitigation measures 

• Affect ethnic groups?    □      □   □ Briefly describe the issues and key 
mitigation measures 

SP-Number………………. 
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• Conflicts in water supply rights and 
related social conflicts? 

□ □ □ Briefly describe the issues and key 
mitigation measures 

• Impediments to movements of people 
and animals? 

□ □ □ Briefly describe the issues and key 
mitigation measures 

• Potential social conflicts arising from 
land tenure and land use issues? 

□ □ □ Briefly describe the issues and key 
mitigation measures 

• Deterioration of livelihoods or living 
conditions of women or the poorest 
families in the Sub-project service 
area? 

□ □ □ Briefly describe the issues and key 
mitigation measures 

• Other: 
…………………………………… 

□ □ □ Briefly describe the issues and key 
mitigation measures 

B. Potential Environmental Impacts 
• Will the Project cause: 

   If yes, see Guidelines in Table1 and 
Annex D.  If unknown, collect more 
information.   
 

• Impairment of downstream water 
quality and therefore, impairment of 
downstream beneficial uses of water? 

□ □ □ Briefly describe the issues and key 
mitigation measures 

• Noise or dust from construction 
equipment? 

□ □ □ Briefly describe the issues and key 
mitigation measures 

• Are there risks of soil erosion? □ □ □ Briefly describe the issues and key 
mitigation measures 

• Are there any pollution and/or public 
health risks 

□ □ □ Briefly describe the issues and key 
mitigation measures 

C. Other Remarks: 
 
 
 

    

D. Conclusions/ 
Recommendations: 
 
 

    

SIGNING OFF: 
 
SDA Focal Point: 
 
Name: …………………………………. 
Position:…………………………….. 
Date: ……………………………….. 

    
 
EPFO Safeguard Officer: 
 
Name:…………………………….. 
Position:………..…………………. 
Date:…………………………….. 
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ANNEX G –TEMPLATE FOR SUB-GRANT AGREEMENT 

 
 

 
 
 

 
Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity  
 
 

Sub-grant Agreement 
 

In accordance with the objectives of the Environment Protection Fund (EPF) and particularly 
the Second Lao PDR Environment and Social project (the Project) financed by the World Bank; and 

In accordance with the request letter of the Department of Forest Resource Management 
(DFRM) No. 1797/DFRM, dated 05 December 2014 

The EPF (hereinafter referred to as Financing Entity) located at Building No 100, Prime 
Minister’s Office, Sidamduan Rd. Chanthabouri district Vientiane Capital, Lao PDR, Tel: 21-251947, 
Fax 21-251946  

and  

The DFRM (hereinafter referred to as Sub project Delivery Agency or SDA), located at 
Ministry Of Natural Resources and Environment (MoNRE), Khoun Boulom Road, Thong Khankham 
village,  Chantabouly District, Vientiane Capital, Lao PDR, P.O.BOX 2932, Tel: +85621216921, 
Fax:...................................... 

agreed on 

Article 1: Implementation of the Sub-project: 

1.1 The SDA shall carry out the agreed set of activities (hereinafter referred to as Sub-
project), as referred to in the Sub-project Proposal attached to this Agreement. 

• Sub-project ID No.: PICE-001 

• Sub-project Title: Institutional capacity building for protected area and 
protection forest management, and wildlife conservation  

• Location: Vientiane Capital 

• Total Sub-grant Amount: Lao Kip 19,979,520,000 (nineteen billion nine 
hundred seventy nine million five hundred twenty thousand Kip) including 
10% contingency (Excluding Counterpart Funding) 

Article 2:  Rights and Responsibilities of the Parties to the Agreement  

A. The Subproject Delivery Agency: 

2.1 Shall be responsible for implementing, monitoring and managing the Sub-project 
according to the Sub-project description, implementation schedule and costs 
contained in this Agreement and its attachments and specifically, shall adopt, put into 
effect, and apply throughout the implementation of the Sub-project, an annual work 
plan and budget, procurement plan, and monitoring plan (together referred to as the 
AWPB) satisfactory to the Financing Entity. 
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2.2 Shall comply with the Government of Lao PDR’s law and specifically on 
Environment and Social Impact Assessment law in all matters pertaining to the 
implementation of the Sub-project activities. 

2.3 Shall comply with guidelines/instructions stated in the Project Environmental and 
Social Management Framework (ESMF), the Project Community Engagement 
Framework (CEF) and the Project Implementation Manual (PIM), as the said 
documents may be periodically updated.  In the event that a Sub-project would 
involve small land acquisition, restriction of resource access, ethnic groups, or small 
civil works, the Resettlement Policy Framework, the Process Framework, the Ethnic 
Group Planning Framework, the Environmental Code of Practice and other 
environmental and social procedures and requirements described in the ESMF and the 
CEF shall be followed. 

2.4 Shall maintain the financial management system in accordance with the provisions of 
Section 2.07 of the World Bank Standard Conditions and comply with the 
procurement and financial management reporting requirements as specified in the 
PIM.  This includes but not limited to compliance with EPF vehicle use policy and 
procedures for the vehicle being rented or purchased for implementation of Sub-
project activities. 

2.5 Shall send SDA staff directly involved in managing the Sub-project (including staff 
involved in Sub-project management and activity reporting, finance staff, 
procurement staff and safeguard staff) to relevant training organized by the Financing 
Entity. 

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

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

2.8 Shall not without prior consent of the Financing Entity re-assign the Agreement or 
any part thereof. 

2.9 Shall cooperate fully with the Financing Entity, the Government of Lao PDR (GoL) 
and the World Bank in their supervision activities, including monitoring and 
evaluation. 

1.10 Shall provide all the necessary documents and logistical support to ensure a thorough 
joint performance review of the Sub-project by the Financing Entity and SDA and, 
upon their request, the GoL and the World Bank, at least every six months.  The SDA 
agrees that if the Financing Entity concludes from the review that the Sub-project is 
not performing satisfactorily, and that part or all of the Sub-grant funds should be 
cancelled in accordance with the provisions of this Agreement, the SDA shall fully 
cooperate in refunding any Sub-grant funds, and returning any information and/or 
assets, as requested by the Financing Entity. 

2.11 Shall take full responsibility in ensuring achievement of the Sub-project objectives, 
and in documenting the achievement (or non-achievement) of the Sub-project 
objectives and outputs/outcomes in a manner and format as specified in the PIM. 

2.12 Shall provide periodic (quarterly and completion) Sub-project financial and 
procurement reports to the Financing Entity, in the format specified in the PIM.  
Quarterly and completion reports are due within 30 days after the quarter or 
completion. 
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2.13 Shall provide periodic (semi-annual, annual and completion) Sub-project activity 
progress reports to the Financing Entity, in the format specified in the PIM.  The 
semi-annual, annual and completion reports are due within 30 days after the reporting 
period.  It is understood that the Sub-project progress and financial/procurement 
reports may be used by the Financing Entity in deciding on the continued 
disbursement of funds to the Implementing Organization in accordance with the 
provisions of this Agreement.  

2.14 Shall open a dedicated bank account for the Sub-project in the name of the SDA, and 
shall assign at least two authorized SDA staff as signatories for bank transactions.  
Further, the SDA shall ensure that banking arrangements are done such that at least 
two signatories are required for any withdrawals, transfers, payments and request to 
change signatories for the account.  A copy of the bank account name and number, 
and the bank document showing at least two signatories shall be sent to the Financing 
Entity within two weeks after the signing of this Agreement. 

2.15 Shall provide timely input to the Financing Entity for the preparation of reports being 
consolidated by the Financing Entity, as required under the Project. 

2.16 Shall undertake to carry out the Sub-project with due diligence and efficiency, and in 
accordance with the AWPB and sound technical, economic, financial, managerial, 
environmental and social standards and practices satisfactory to the Financing Entity 
as outlined in the PIM. 

2.17 Shall not use the financing provided through this Agreement for ineligible 
expenditures and purposes inconsistent with the provisions of this Agreement and the 
World Bank’s Guidelines on Preventing and Combating Fraud and Corruption in 
Projects Financed by IBRD Loans and IDA Credits and Grant, dated October 15, 
2006 and revised in January 2011. 

2.18 Shall not amend, suspend, abrogate, repeal or waive any provisions of the AWPB 
without the prior agreement of the Financing Entity. 

2.19 Shall undertake to enable the Financing Entity, the GoL and the Word Bank to inspect 
the Sub-project and the operation thereof, and any relevant records and documents. 

2.20 Shall promptly inform the Financing Entity of any condition which obstructs or 
threatens to obstruct with the implementation of the Sub-project and the achievement 
of the objectives thereof. 

2.21 Shall undertake to: 

a) ensure that the goods, works and/or services to be financed out of the Sub-
grant are procured in accordance with the applicable provisions of the World 
Bank’s procurement and consultant guidelines, as detailed in the PIM; 

b) maintain a financial management system, prepare financial statements in 
accordance with consistently applied accounting standards acceptable to the 
Financing Entity, the GoL and the World Bank, in a manner adequate to 
reflect the operations, resources and expenditures related to the Sub-project; 

c) send all originals to the Financing Entity of all records (contracts, orders, 
invoices, bills, receipts and other documents) evidencing expenditures under 
the Sub-project; 

d) retain copies of all records (contracts, orders, invoices, bills, receipts and 
other documents) evidencing expenditures under the Sub-project until at least 
the later of 30 June 2023, or a date specified by the Financing entity; 

e) enable the GoL’s and World Bank’s representatives to examine such records; 
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f) facilitate access to all financial statements and all Sub-project implementation 
information to the independent Project auditors recruited by the Financing 
Entity for each fiscal year  in accordance with consistently applied auditing 
standards acceptable to the GoL and the World Bank, by auditors acceptable 
to the GoL and the World Bank; 

g) prepare and furnish to the independent Project auditors and to the Financing 
Entity all such other information concerning said financial statements, as the 
Financing Entity, the GoL or the World Bank shall reasonably request; 

h) maintain policies and procedures adequate to enable it to monitor and 
evaluate on an ongoing basis, in accordance with indicators specified in the 
approved Sub-project Proposal, the carrying out of the Sub-project and the 
achievement of the objectives thereof;  

i) furnish to the Financing Entity, the GoL and the World Bank all such 
information as they shall reasonable request relating to the implementation of 
the Sub-project and the use of the proceeds of the Sub-grant; 

j) promptly refund the Financing Entity any proceeds of the Sub-grantnot used 
for the purposes of carrying out the Sub-project or for achieving the 
objectives thereof, or otherwise utilized in a manner in which does not 
comply with the provisions of this Agreement; and 

k) accept that the Financing Entity shall have the right to suspend or terminate 
the right of the SDA to receive and use the proceeds of the Sub-grant made 
available under this Agreement upon failure by the SDA to perform any of its 
obligations under this Agreement. 

2.23 Shall provide promptly as needed, the resources required for the purpose of the Sub-
project. 

B. The Financing Entity: 

2.24 Shall make available to the SDA the proceeds of the Sub-grant provided under this 
Agreement for the purpose of carrying out the Sub-project activities. The Financing 
Entity shall also be responsible for monitoring and ensuring the professional and 
technical quality of the Sub-project outputs. Further, the Financing Entity shall have 
the final responsibility for suspension or cancellation of the Sub-grant or for 
obtaining a refund of any Sub-grant proceeds in accordance with the provisions of 
this Agreement. 

2.25 Shall have the power to supervise the implementation of the Sub-project until 
completion, and shall have the right to unimpeded inspection of the Sub-project 
documentation and facilities at any time. 

2.26 Shall include in its periodic reports to donors and to the EPF Technical Committee 
updates on the implementation of the Sub-project. 

2.27 Shall provide training in project implementation, monitoring, reporting and 
evaluation, financial management and reporting, procurement procedures and 
environmental and social safeguards. 

2.28 Shall provide technical assistance to the SDA in documentation (such as developing 
or reviewing terms of reference for staff or consultants, on-the-job support in report-
writing, etc), as requested by the SDA. 

2.29 Retain originals of all records (contracts, orders, invoices, bills, receipts and other 
documents) evidencing expenditures under the Sub-project until at least the later of  
30 June 2023, or a date specified by the World Bank. 

Article 3: Financing and Disbursements 
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3.1 In accordance to the PIM, the Financing Entity will carry out all transaction above the 
Kip equivalent to US$10,000 by Direct Payment. 

3.2 For the portion of the Subgrant budget which is not executed through Direct Payment, 
the SDA shall submit in writing “payment requests“, as per procedures established in 
the PIM. Thereafter, the Financing Entity shall disburse the proceeds of the Sub-grant 
in accordance with the AWPB and upon clearance of outstanding balance. 

3.2 No withdrawals or payments shall be made for expenditures incurred prior to the date 
of this Agreement. 

3.3 If the Financing Entity shall have determined at any time that any amount outstanding 
in the Sub-project account shall not be required to cover further payments for eligible 
expenditures, the SDA shall, promptly upon notice from the Financing Entity, refund 
to the Financing Entity such outstanding amount. 

3.4 In the event of suspension or cancellation of the Sub-grant, the SDA shall not make 
any further withdrawals or disbursement from the Sub-project account without prior 
approval from the Financing Entity.  

3.5 If the Financing Entity shall have determined at any time that any amount of the Sub-
grant was used in a manner inconsistent with the provision of this Agreement, the 
SDA 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 

4.1 For the portion of the Sub-grant budget which is not executed through Direct 
Payment, the subgrant shall be paid to the SDA in quarterly installments in 
accordance with the AWPB as per PIM procedures.  The quarterly payments shall be 
used to finance activities planned for the corresponding quarter.  The first installment 
shall cover the costs for implementing Sub-project activities within the first three 
months. 

4.2 Subsequent installments shall be requested by the SDA no later than the 5th day of the 
last month of the quarter of Sub-project implementation, with a report on the year-to-
date cumulative disbursement, and clearance of such disbursements from the 
Financing Entity.  When the cumulative financial report is accepted by Financing 
Entity, the Financing Entity shall release the requested quarterly installment. 

4.3 The last installment shall only be provided after fully completing all Sub-project 
requirements as per procedures described in the PIM unless otherwise agreed with the 
Financing Entity. 

Article 5:  Sub-grant Suspension and Cancellation 

5.1. The right of the Implementing Entity to withdraw or use the proceeds of the Sub-
grant may be suspended or canceled by the Financing Entity if the Financing Entity 
determines that any of the following events have occurred: 

a) the SDA has failed to implemented any of its obligations stated in this 
Agreement; 

b)  in the judgment of the Financing Entity, the quality of the Sub-project 
implementation is deficient, that is the targeted objectives, outputs or outputs 
as specified in the Sub-project Proposal are not being achieved within the 
agreed quality and/or time-frame; 

c) Upon request of the SDA in response to extraordinary circumstances not 
foreseen in the Sub-project documents, the Financing Entity agrees to the 
cancellation of Sub-project activities. Prior to such cancellation, the 
Financing Entity shall request policy advice from the EPF Technical 
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Committee for alternative implementation arrangements. If cancellation is 
justified, the Financing Entity shall establish the financial and logistic 
conditions for cancellation; 

d) in the judgment of the Financing Entity, the SDA has suspended 
implementation of the Sub-project for such a length of time as to put the 
purposes of the Sub-project at risk; 

e) the SDA’s mandate has been amended, suspended, abrogated, repealed or 
waived so as to affect materially and adversely the ability of the SDA to 
implement the Sub-project; 

f) As a result of events which have occurred after the date of this Agreement, an 
extraordinary situation has arisen which shall make it improbable that the 
SDA will be able to implement the Sub-project; and 

g) The World Bank has suspended or cancelled the right of the Lao People’s 
Democratic Republic to withdraw the proceeds of the financing provided 
under the Project. 

5.2 In the event that the Financing Entity notifies the SDA of a possible suspension or 
cancellation of the Sub-grant, it may request the SDA to rectify the causes of 
suspension or cancellation within a limited period of time so as to avoid suspension 
or cancellation.  However, if the Financing Entity deems that the causes of the 
possible suspension or cancellation of the Sub-grant are not within the responsibility 
of the SDA, the Financing Entity has the right to suspend or cancel the Sub-grant 
immediately after official notice to the SDA has been given. 

Article 6: Documents Attached to this Agreement 

6.1 The following documents are attached to this Agreement and shall be deemed to form 
an integral part of this Agreement: 

a) Official letter from the SDA to the Financing Entity requesting the Project 
support (cover letter to the Sub-project proposal); 

b) Sub-project proposal; 

c) Project Implementation Manual; 

d) Project ESMF and CEF; and 

e) EPF/Project Vehicle Use Policy. 

6.2 The documents attached and/or incorporated by reference in this Agreement are 
legally binding and non-compliance with such documents may be ground for 
suspension, cancellation or refund of the Sub-grant provided under this Agreement. 

Article 7:  Amendments to the Agreement 

7.1 Amendment to the provisions of this Agreement can be made only with the consent 
of all parties, which are signatories of this Agreement. 

Article 8: Prohibitions 

8.1 For carrying out civil works, the SDA shall not use heavy equipment not provided for 
in the attached Sub-project Proposal. 

8.2 The SDA is prohibited to request free counterpart work from beneficiaries for 
activities being paid under the Agreement. In the contrary the Financing Entity shall 
have the full right to immediately suspend or cancel the Sub-grant in such event. 

8.3 The SDA is not allowed to sub-contract any Sub-project activities under this 
Agreement 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 
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reasons for sub-contracting and obtaining written permission from the Financing 
Entity. In cases where the SDA sub-contracts this Agreement without prior consent in 
writing, the Financing Entity shall have the right to suspend or cancel the Sub-grant 
and shall not pay the costs of these Sub-project activities to the SDA. 

Article 9: Authorized Signatures 

9.1 Any document, request or notice directed to any of the parties to this Agreement must 
be signed by designated representatives of the parties. 

Article 10: Duration of the Agreement 

10.1 The SDA commits to complete the implementation of the Sub-project within 
.................................. months, to be counted from the date of this Agreement.  In case 
of non-compliance with this provision, the Financing Entity has the right to cancel the 
Sub-grant or it may decide to allow additional time to complete the Sub-project and 
so inform the SDA. 

Article 11: Addition and Revisions  

11.1 In case of unexpected increase in the price of items listed in the AWPB, the SDA 
shall obtain prior approval from the Financing Entity for exceeding the allocated 
budgets per cost category, as defined in the Sub-project Proposal. 

11.2 The SDA shall 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 Sub-project. 

Article 12: Settlement of Disputes 

12.1 Any conflicts or disputes arising out of or in connection with the interpretation or 
implementation of this Agreement, 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: This Agreement shall take effect when signed by all concerned parties  

 

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

 

 

Financing Entity    Subproject Delivery Agency 
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ANNEX H - SUB-PROJECT SEMESTER/ANNUAL PROGRESS REPORT FORM 

 
Environment Protection Fund 

 
 

Sub-project Semester or Annual Progress Report 
(for the period _______ to ________ ) 

 
 

I. GENERAL INFORMATION    
Sub-project #:  _______________________Category:  PICE  CBI   
Sub-project Name: _________________________________________________________ 
 
Location (Central/Province): _________________________________________________ 
 
Project Start Date: _______   Project End Date: _____________________ 
 
Objective of the Sub-project:  
__________________________________________________________________ 
 
 
II.     FINANCIAL STATUS 
Total Sub-project Amount: ________________________________________________________ 
Total Amount  
 
Received:________________________________________________________________ 
Total Cleared:  ________________________________________________________________________ 
 
Total of Outstanding Advance to be cleared: _____________________________________ 
 
Date submitted last financial report:  ___________________________________________ 
 
Amount submitted in last financial report: _______________________________________ 
 

III. ANALYSIS OF OUTPUTS/OUTCOMES (see attached up-dated Sub-project results framework) 
  

IV. ACTIVITIES REPORTING for the past semester (see attached up-dated and commented AWPB) 
 
 
 

 

 
V. OTHER ISSUES/ IMPORTANT REMARKS  (Check box & fill out blanks) 

a. Sub-project completion schedule:   
□ Expected to complete Sub-project on time  
□Expected to delay completion, due to ____________________________________________ 
 

b. Safeguards 
□ Requires safeguard mitigation measures.  (If checked, comment on mitigation status below and report briefly).  
Comment on mitigation status: 
_______________________________________________________________________ 
□ No safeguard mitigation needed 
 

c. Problems/Complaints faced and action taken or needs to be taken to solve them  
_______________________________________________________________________ 
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_______________________________________________________________________ 
 
d.    Others: _______________________________________________________________________ 
 
_______________________________________________________________________ 
 
 
 
Prepared by SDA    Checked by SDA Sub-project Manager/Focal Point: 
Signature: _________________________ Signature: _____________________ 
 
Name & Position:  ___________________   Name & Position:  ______________ 
 
Date: _____________________________ Date: ______________________ 
 
 
………………………………………………………………………………………………… 
 
 
FOR EPF STAFF ONLY.  
Signature: (Field) ________________________  (VTE)___________________________ 
  
Name & Position:  ______________________                 ________________________________ 
Date: ________________________________      ________________________________ 
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ANNEX I - EPFO SUB-PROJECT MONITORING AND EVALUATION REPORT 
FORM 

 
Environment Protection Fund 

 
 

Sub-project Monitoring and Evaluation Form 
(To be filled out by EPFO Staff) 

 
I. GENERAL INFORMATION 
 
□  Monitoring 
□  Evaluation  
 
Sub-project #:  ______________________Category (PICE, CBI):  
Sub-project name: __________________________________________________________ 
Location (Central/Province): _________________________________________________ 
Project Start Date: _________________________________________________________ 
Monitoring covering the period:    From _________ To ____________________________ 
 
 II. ACHIEVEMENTS (referential on the output & outcomes of the SP’s result frame) 

 
III. FINANCIAL STATUS  

 
Total Grant Amount as in Grant Agreement: _________________________________________ 
Total Amount Received:________________________________________________ 
Total Cleared:  _______________________________________________________ 
Total of Outstanding Advance to be cleared: ________________________________ 
 
 
IV. OTHER PENDING ISSUES/ IMPORTANT REMARKS (Check box & fill out blanks) 
 
d. Time extension:   
□ Expected to complete Sub-project on time  
□ Expected to delay completion, extension request form attached 
□ Expected to delay completion, will submit extension request form on _______ (specify date) 
 

e. Counterpart fund estimates: 
□ Submitted counterpart fund estimate already 
□ Not submit counterpart fund estimate, will submit on _________(specify date) 
 

f. Financial Reporting 
□ Financial report submission on time, date last submitted: ______________  
□ Financial report submission delayed, will submit on (specify date): ________________ 
 

g. Check Signature 
□  Requires two signatures on checks 
□ Allows one signature on checks 
 

h. Sub-project Account Name 
□  Sub-project funds in project account name: (Write account name & attach support doc) ______ 
□ Sub-project funds not in Sub-project account name 
 

i. Procurement  
□  Generally follows the “three quotes rule” 
□ Does not generally follow the “three quotes rule” 
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j. Safeguards 

□  Requires safeguard mitigation measures..  Comment on mitigation status: 
__________________________________________________________________________________________
____________________________________________________ 
□ Does not require safeguard mitigation measures 
 
Others: _______________________________________________________________________ 
_______________________________________________________________________ 
 
FOR EVALUATION ONLY: 
V. LESSONS LEARNED: 
 

k. What are the positive achievements during implementation that can be replicated elsewhere 
1. ____________________________________________________________________ 
2. ____________________________________________________________________ 
3. ____________________________________________________________________ 

 
l. What problems occurred in this Sub-project which could be avoided in the future and/or indicate how 

they addressed satisfactorily: 
1. ____________________________________________________________________ 
2. ____________________________________________________________________ 
3. ____________________________________________________________________ 

 
m. What are your recommendations for better Sub-project implementation in the future: 
1. ____________________________________________________________________ 
2. ____________________________________________________________________ 
3. ____________________________________________________________________ 

 
 
Prepared by:         Checked by: 
Signature: ___________________________     ______________________________ 
 
Name:  ___________________________ ______________________________ 
 
Date:               ___________________________     ______________________________ 
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ANNEX J- SUB-PROJECT COMPLETION REPORT 

 
 

 
 
 
 
 
 

Laos People’s Democratic Republic 
Peace Independence Democracy Unity and Prosperity 

************************ 
 

Environment Protection Fund 
 

SUB-PROJECT COMPLETION REPORT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Prepared by SDA: 
 
Reviewed by EPFO M&E Officer:  
 
Date Submitted:  
Date Reviewed: 
Date final report signed off: 
 
 

 
 
 
 
 
 
 
PICTURE OF SUB-PROJECT RELATED ACTIVITIES AND ACHIEVEMENTS  
(NOTE:  THIS IS OPTIONAL) 
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GENERAL INFORMATION 
 
Sub Project Number: _______________________________________________________ 
Sub-project name: _____________________________________________________ 
Location: ____________________________________________________________ 
SDA:  _________________________________________________ 
Date grant agreement signed:  _________________________________________________ 
 
Sub-project period signed:       
 
Sub-project actual implementation period:   
 
Last period of extension approved:   
 
 
Number of time extensions requested:  ______ 
Total budget allocated: __________________________________________________ 
 
Total budget received from Project:  ____________________________________ 
 
Total Actual Expenditures ________________________________________________ 
 
Balance US$ :_________________________________________________________ 
 
 
What will be done with the balance of funds: (Tick one below) 

o Return balance to Project  
o Others: ____________________________________________ 

 
I. SUB-PROJECT IMPLEMENTATION  

 
2.1.  Analysis of the Sub-project and status of achievement 
List the objectives of the approved proposal and the status of achievement: 
Sub-project Objective Actual Progress Achieved at End 

of Sub-project 
Reasons for non-achieved 
objective 

   
 
2.2 Analysis of Outputs of the Sub-project and status of achievement 
List the outputs/outcomes of the approved proposal and the status of achievement: 
Planned Sub-project Outputs Actual Achieved indicator at End 

of Sub-project 
Reasons for non-achieved outputs  

1   
2   
3   
 
2.3 Analysis of outcomes of the Sub-project and status of achievement 
List the outputs/outcomes of the approved proposal and the status of achievement: 
Sub-project Outcomes Actual Achieved indicator at End 

of Sub-project 
Reasons for non-achieved 
outcomes  

1   
2   
3   
 
 
2.3. Status of the institutional arrangements 
Please present the implementation arrangements that were established to carry out the Sub-project 
implementation in coordination and cooperation with other stakeholders. It may include capacity improvement 
and/or challenges within the SDA. 
 

From To  
From To  

From To  
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2.4. Implementation of Sub-project component and achievements of outputs 
This section shall describe each actual activity, its achievement and provide details of the outputs in the Annex 
section. 
 
Activities for Output 1: ______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
Activities for Output 2: 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
Activities for Output 3: 
______________________________________________________________________ 
_____________________________________________________________________ 
2.5. Major constrains/problems encountered in Sub-project implementation  
List down problems encountered and action taken to overcome those problems  
Problems Encountered in Implementation Actions Taken to Solve Problems 
1  
2  
3  
 
This section describes the plan (including follow up plan or proposal, scale up, replication) to sustain Sub-
project in the future. How to achieve it and who will do it. 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 

II. CONCLUSIONS 
______________________________________________________________________ 
____________________________________________________________________ 
______________________________________________________________________ 
 

III. RECOMMENDATIONS BASED ON LESSONS LEARNED 
 
a.  What should be done in the future?  
1.  _____________________________________________________________________ 
2.  _____________________________________________________________________ 
3.  _____________________________________________________________________ 
 
b.  What should be avoided in the future? 
1.  _____________________________________________________________________ 
2.  _____________________________________________________________________ 
3.  _____________________________________________________________________ 
 
c.  General recommendations 
1.  _____________________________________________________________________ 
2.  _____________________________________________________________________ 
3.  _____________________________________________________________________ 
Prepared by:     Approved by: 
Signature:  __________________________  ____________________________ 
Name:        __________________________  ____________________________ 
Date:         __________________________ Date: ________________________ 
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FOR EPFO USE ONLY: 
 
1.  Objectives, outputs and outcome achievement 
____________________________________________________________________________________________
__________________________________________________________ 
___________________________________________________________________________ 
2. Timeframe achievement  
____________________________________________________________________________________________
__________________________________________________________ 
___________________________________________________________________________ 
 
3. Financial and procurement performance  
___________________________________________________________________________ 
____________________________________________________________________________________________
__________________________________________________________ 
 
4. Institutional arrangement and personnel performance including capacity assessment 
____________________________________________________________________________________________
__________________________________________________________ 
___________________________________________________________________________ 
 
5. Lessons learned and further recommendation: (what to do, not to do, start to do?)   
What to do again:  ___________________________________________________________ 
__________________________________________________________________________ 
What not to do again:  __________________________________________________________ 
__________________________________________________________________________ 
Something new/ start to do in the future:  __________________________________________ 
__________________________________________________________________________ 
 
6. Rate project successful status    7.  Output Achievement 

 
Highly Satisfactory (HS);     # of outputs targeted: __________ 
Satisfactory (S);     # of outputs achieved: _________ 
      % performance rate: _________ 
Moderately Satisfactory (MS); 
Unsatisfactory (U);  
Highly Unsatisfactory (HU). 
_________ 
 

 
 

 
Prepared by: 
Name & Signature:  ___________________________ Date:  _________________ 
      Position:  ___________________________________ 
        
Reviewed by: 
Name & Signature:  ___________________________ Date:  _________________ 
      Position:  ___________________________________ 
 
 
 
 
 
 
 
 
 




