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D.1.1

Project Identification Brief

The Project Identification Brief (PIB) is the key ‘high level’ document used by the FSC to determine whether the Project proposal proceeds to implementation.  It needs to contain sufficient detail for assessments to be made, while remaining as brief as possible, preferably not more than 5 pages.  The PIB shall include:

	Name of the Agency
	

	Sector
	The sector indicated under the SDS

	Problem Analysis
	A description of the problem requiring assistance and how it is affecting the agency or sector

	Project Objective
	What are the outcomes and outputs to be achieved

	Type of Assistance
	What type of assistance is being sought

	Estimated Project Costs
	An estimate of the total project costs including capital and recurrent costs.

	Budget Estimates
	· For projects longer than 12 months duration: quarterly estimates

· For projects of less than 12 months duration: monthly estimates

	Capacity Building
	How will this assistance contribute to organisational and/or human resource development within the agency or across agencies/sectors

	Consistency with SDS and Agency Plans
	Description of how the assistance addresses development priorities under the SDS, the Public Sector Reform program, the Sector plan and/or the Ministries Corporate and Annual plans

	Relationship to PSIF Principles and Strategic Priorities
	· Contribution to Whole of Government and cross-cutting approaches;

· Involvement of civil society and the private sector

	Timing
	Estimated duration and start date

	Agency or GoS contribution
	What resources (e.g. counterpart staff, office space, desks, equipment) will be contributed by the Agency to the Project

	Proposed counterparts
	Who will be the immediate counterparts for any technical assistance including: name; work unit and position

	Sustainability
	· What will happen when the Project finishes.  Will counterparts continue to support the initiative?

· Who are they key stakeholders?  Do they support this initiative?

	Other Assistance
	Is the agency receiving assistance or support form other international donors or other sources?  If so details should be provided

	Authorisation & Approval
	Approval by the CEO of the Agency together with details of Output Manager nominated by the Agency.


D.1.2

Tasking Note – Appraisal and Review

1. Project Description

1.1. Project Title

1.2. Sector

1.3. Executing Agency

1.4. Implementing Agency

2. Type of Appraisal Requested:

(
PIB

(
IEP

(
Detailed Design

3. Registered at FMU:
_______ / ______/ ___
__
4. Received at Review Group:
_______ / ______/ ___
__
5. Appraisal Completed:
_______ / ______/ ___
__
6. Signature:  
___________________

7. Date:  
_______ / ______/ ___
__
8. Recommendation:

(
Further work is required on the proposal

(
The proposal is endorsed for further consideration

(
The proposal is rejected (reasons are attached)

D.2.1

Appraisal Note for Project Identification Brief

 (Note: Corresponds to Pre-Appraisal Report of PIB (PPP Manual Section 3-8)

1. Project Description

1.1. Project Title

1.2. Sector

1.3. Executing Agency

1.4. Implementing Agency

2. Appraisal Summary

2.1. Summary of Issues 

2.2. Project Objectives

2.3. Project Description and Strategy

2.4. Estimated Project Costs

2.5. External Funding Proposed

2.6. Tentative Financial/Economic Returns

2.7. Impact on Service Delivery

2.8. Implementation Period

2.9. Consultations with Other Agencies

3. Compliance with PSIF Criteria (see Appraisal Checklist D.5.2)

3.1. Confirm PSIF is the most appropriate mechanism for support

4. Minor comments/corrections

5. Recommendation

D.4.1

Project Design

1. Project Description

· Project Title

· Sector

2. Background

· Background including location of the proposed project and outlining issues and development constraints to be addressed.

· Description and relationship of the proposal to the SDS, related sectoral policies, the PSIF Strategic Framework and existing agency outputs.

· History of development and reform activities in the agency and relationship (if any) to the current proposal.

· Description of Key Stakeholders involved their relationship to the project.

3. Approach

· Capacity building approach proposed with roles of stakeholders, including technical advisers and counterparts/host agency clearly defined.

· Range of expertise and inputs required.

4. Technical Resources

· Technical resources to be provided by the PSIF.

· Counterpart resources to be provided by the Agency.

· Position and person specifications for TA and background information on skills and experience of proposed counterparts

5. Revenue and Costs

· Revenue generation or cost savings.

· Project budget with financial estimates over the proposed period of the project.

6. Outputs and Outcomes

1. Output targets and key performance indicators.

2. Efficiency gains, productivity or improvements in services.

3. Linkages with and effects on other sectors or existing outputs.

4. Human resource development implications.

5. Labour market impact (where applicable).

6. Linkages to other GoS agencies or the private sector.

7. Rural or urban development implications.

8. Technology transfer implication.

9. Gender implications.

10. Environmental impacts.

11. Social development implications.

7. Contribution to PSIF Strategic Priorities

· Improved service delivery to agency clients.

· Strengthening of “Whole-of-Government” approach in policy and programmes.

· Strengthens the management capacity of the agency.

· Involvement of civil society and the private sector
8. Project Implementation

· Responsibility of the agency.

· Management and organisation of project implementation.

· Detailed implementation schedule/work program.

9. Contracting Approach

· Brief description of the type of contract proposed (complex time-based; lump sum output based etc.)

· Type of procurement of goods and services.

· Indicate compliance with GoS guidelines as advised by the Attorney Generals Office

10. Project Monitoring

· Monitoring strategy, linked to major Project milestones and measurement of performance indicators.

· Use of project progress and completion reports.

11. Stakeholder Interests and Expectations

12. Other Issues

13. Project Feasibility and Sustainability

· Technical feasibility.

· Institutional and counterpart capacity

· Policy support.

· Environmental aspects.

· Socio-cultural aspects.

14. Consultation with other Relevant Agencies

15. Summary of Issues

16. Signature of CEO of Agency

D.4.2

Project Logframe

Name of Project:





PIN:


Agency





Project Coordinator:



Telephone:

	OBJECTIVE:

Simply state the Objective of the Project in terms of the intended impact and outcomes to be achieved.



	PURPOSE:
What is this project really trying to do?  Relate the purpose statement to the PSIF Strategic Framework and the Sector Plans to which this project is going to contribute.



	OUTPUTS
	VERIFIABLE INDICATORS


	MEANS OF CHECKING

Key Performance Indicators
	IMPORTANT

ASSUMPTIONS / RISKS

	OUTPUT  1:


	
	
	

	Suggested tasks to achieve OUTPUT  1:


	OUTPUT  2:

	
	
	

	Suggested tasks to achieve OUTPUT  2:


	OUTPUT  3:

	
	
	

	Suggested tasks to achieve OUTPUT  3:


	OUTPUT  4


	
	
	

	Suggested tasks to achieve OUTPUT  4:



D.4.3

ToR for Full Scale Environmental Assessment

Note:
Corresponds to ToR for Full Scale Environmental Assessment

PPP Manual Section 4-1

1. Project Description

· Project Title

· Sector

2. Purpose of the Environmental Assessment

3. Background

· Background including location of the proposed project and outlining issues and development constraints to be addressed.

· Description and relationship of the proposal to the SDS, related sectoral policies, the PSIF Strategic Framework and existing agency outputs.

· History of development and reform activities in the agency and relationship (if any) to the current proposal.

4. Objective

The objective of the EA is to:

· Identify possible environmental impacts.

· Collect base-line data for future monitoring and evaluation of project activities.
5. Organisation of the Study

· Who is to undertake the study.

· Who is to be consulted.

· Who is to review the recommendations.

6. Environmental Assessment Requirements

· Classification of project under the Lands, Survey and Environment Act, 1989

· Key issues to be addressed

7. The Consulting Team

8. Work Schedule

9. Study Area

10. Scope of the EA Study

· Potential sources of impact from project components

· Potential sufferers from impact

· Potential environmental impacts

· Potential mitigating measures.

11. Undertaking the EA Study

· Description of the proposed project

· Description of the target environment

· Potential impact of the proposed project

· Significance of impacts

· Project alternatives

· Management plan to mitigate negative impacts

· Economic evaluation

12. Institutional Needs to Implement the Mitigating Measures

13. Environmental Monitoring

14. Inter-Agency and NGO/Public Involvement

15. Report Structure

16. Background Documents

17. Signature of Chairman of the Environmental Board

18. Date

D.4.4 (a)

Proposed Project Budget

For Project Duration of Less than 12 months
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D.4.4 (b)

Proposed Project Budget

For Project Duration of More than 12 months
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D.5.1

Appraisal Note for Detailed Design

 (Note: This Corresponds to Project Appraisal Report (PPP Manual Section 5-5)

1. Project Description

1.1. Project Title

1.2. Sector

1.3. Executing Agency

1.4. Implementing Agency

2. Appraisal Summary

2.1. Summary of Issues 

2.2. Background

2.3. Project Objectives

2.4. Project Description and Strategy

2.5. Project Costs

2.6. Assumptions

2.7. Implementation

2.8. Project Financial and Economic Features

2.9. Impact on Service Delivery

2.10. Factors Ensuring Sustainability

2.11. Monitoring and Evaluation

2.12. Proposed Financing Structure

2.13. Proposed Funding Conditions

2.14. Budgetary Implications

2.15. Consultations with Other Agencies

3. Compliance with PSIF Criteria (see Appraisal Checklist D.5.2)

3.1. 
Confirm PSIF is the most appropriate mechanism for support

4. Minor comments/corrections

5. Recommendation

D.5.2
Appraisal Checklist: PSIF ELIGIBILITY CRITERIA

A.
For All Proposals

1.  Relevance

(
The proposal is consistent with GoS development priorities identified in the Strategy for Development of Samoa 2005-2007

(
The proposal is consistent with the Corporate Plan for the agency concerned, the relevant Sector Plan if available and with issues identified in the agency’s Capability Plan

(
The proposal is consistent with policies and direction contained in the PSIF Strategic Framework

(
The proposal is consistent with a “Whole of Government” approach to policy and programming

(
The proposal complements, is coordinated with, and does not duplicate capacity development initiatives of the GoS including those with other international donors

(
The proposal complies with GoS policies on human resource development, gender and environment
(
There is appropriate stakeholder involvement (including civil society and the private sector where appropriate)
2.  Effectiveness and Impact

(
Project will make a real contribution to building the capacity of GoS individuals and agencies

(
Project will assist the agency to improve the quality and/or quantity of service delivery to agency clients
(
The proposal consists primarily of technical assistance, training programs, policy research and development, targeted equipment and material (i.e. that relate directly to capacity development) or similar forms of support

3.  Efficiency

(
The proposal has clearly defined results and outcomes that are likely to be achieved in the designated time frame

(
The proposal uses a method of delivery that is feasible, cost effective and makes maximum use of available resources

(
The proposal promotes and maintains acceptable standards of accountability and transparency

(
The proposal recognises social and cultural factors that affect capacity building in the recipient organisation or agency, including ethnicity, language and gender

4.  Sustainability

(
The proposal includes an approach that promotes counterpart ownership and hence sustainability

(
The proposal strengthens the management capacity of the agency

(
The proposal places an emphasis on skills transfer and development within the agency concerned

(
The proposal promotes the development of an enabling environment in the agency or across the sectors concerned

(
The proposal includes complementary levels of counterpart contributions

(
The proposal identifies and takes account of the interests and expectations of Key Stakeholders

B.
Immediate and Emerging Priorities Only

(
A current and strategic issue is being addressed

(
The proposed Project has an opportunity to have a quick impact

(
The total timeframe for the Project is less than 12 months

(
The Project provides potential for longer-term engagement between the agency and the broader objectives of the PSIF framework

(
Total Project costs are less than SAT$ 100,000

C.
Specific Exclusions

(
The proposal does not include the large-scale purchase of capital or other equipment.
Note: Modest funding provision for the upgrading of the physical working environment of agency staff and/or clients may be considered as a part of a larger project.
(
The proposal will not use PSIF funds for recurrent costs that properly belong in the agency’s core budget

(
The proposal does not include external technical assistance for agencies to provide staffing for in line positions or to carry out functions that should properly be performed by public servants or other citizens of Samoa

D.7.1

Project Agreement

Agency:

Project Title:

Sector:

General Conditions

This Project Agreement (‘the Agreement’) is in regard to the <Name of Project> (referred to as ‘the project’) between the <Name of Ministry> (‘the Agency’) and the PSIF Facility Management Unit (‘the FMU’), of the Ministry of the Prime Minister and Cabinet.  This agreement covers <Name of Project> only.  Any subsequent variations to this agreement shall be agreed between the Agency and the FMU and set out as an amendment in a separate letter.

Purpose

The purpose of this Project Agreement is to set out the roles and responsibilities of the Agency and the FMU in regard to the implementation and management of the project.  This includes a:

· Scope of Agreement,

· Statement of Agreed Outputs and Outcomes;

· Reporting Schedule and

· Basis of Payment.

Part 1:  Scope of Agreement

Approval of Project

This Project Agreement is based on the approval of the Facility Steering Committee given on <Date of Approval> for the design of the <Name of Project>.  The approved project budget is SAT xxx,xxx and the project shall commence on <Estimated Start Date> and be completed before <Estimated End Date>. 

Project Management

The CEO of <Name of Agency> is responsible for the effective delivery of the project, ensuring that Agency inputs are available and that funds are expended according to Government of Samoa financial regulations.  The Agency, through the CEO and the Project Coordinator, shall be responsible for preparing and forwarding to the FMU all reports listed in Part 2 of this Agreement.  The FMU shall be responsible for reporting on project progress to the Facility Steering Committee, and for conveying decisions of the Committee that may affect the implementation of project to <Name of Agency>.

Project Contributions

The Agency shall provide adequate resources and inputs to ensure the effective delivery of project outputs.  This shall include:

· A designated Project Coordinator for the duration of the project, who will be the main point of contact for the FMU on matters relating to project implementation

· Appropriately skilled and qualified counterpart staff to work with technical advisers

· Making available all relevant agency staff to attend training courses and other activities as identified in the approved project design

· Providing office space and access to office equipment for any technical advisers recruited for the project

· Arranging and making available a suitable venue for training courses delivered under the project

· Costs of domestic travel and per diems for any Government of Samoa staff involved in project activities

· Costs of catering for meetings, training courses and other project activities in the approved project design

· Costs of routine stationery and copying materials associated with the administration of the project.

· Any meeting or attendance fees  

The Facility shall provide funds for the project from the PSIF Special Purpose Account, in line with the financial arrangements for the project.  This may include funds for:

· Technical advisers included in the approved project design and contracted by the Agency, including all domestic and international travel, per diems and professional fees

· Costs of delivery for training programs and courses, including supply of training specialists, with the exception of the Agency costs noted above

· Costs of large scale preparation and printing of training materials, manuals or other documentation outside the normal scope of Agency functions

· Costs of international travel and per diems for Agency staff involved in overseas study tours, training or other activities included in the approved project design

· Costs of any equipment purchases described in the approved project design

Procurement and Contracting

The Agency shall be responsible for arranging all procurement and contracting associated with the project.  The Agency shall follow Government of Samoa regulations and guidelines for all project procurement, including tendering and contracting, and shall adhere to the financial procedures outlined in the PSIF Operational Manual.  

Project Budget

The approved project budget is:

<Insert Budget Table from approved Project Design>

Funds disbursed from the PSIF Special Purpose Account for the project shall not exceed this total, without further application to and approval from the Facility Steering Committee.  The Project Coordinator and the FMU shall monitor expenditure to ensure that funds are not overspent. 

Financial Claims

The Agency shall submit all claims for payment from the PSIF Special Purpose Account under the financial guidelines contained in Section E of the PSIF Operating Handbook.  Claims shall be submitted directly to the FMU.  The FMU shall provide the Agency with a monthly statement of expenditure for the project.

Part 2:  Reporting Schedule

Basis

The approved design of the <Name of Project> is used as the basis for determining the number and type of reports.  The following list represents the minimum level of reporting from the Agency to the FMU to ensure effective project management and efficient dispersal of funds.

Format of Reports

The Project Progress and Project Completion Reports shall follow the format specified in Section D of the PSIF Operating Handbook.  Financial reports shall follow the formats specified in Section E of the same Handbook.

List of Reports

The Agency shall provide Progress and Completion Reports to the FMU at the times specified below, and in the format specified in Templates D.9.1 and D.10.1 respectively:

Project Progress Report 1 – Due <Date of Report>

Project Progress Report 2 – Due <Date of Report>

Project Progress Report 3 – Due <Date of Report>

Project Completion Report – Due <Date of Report>

Part 3:  Basis of Payment

For the completion of the obligations described in Parts 1 and 2 of this Agreement, the Agency shall be paid as follows:

Financial Limitation

The Financial Limitation over the Project life is SAT$ Insert Value.  The provision of all Funds on behalf of the Agency is subject to compliance with all the requirements set down within this Agreement.

Payments to Contractor and Service Providers

The method and schedule of payments shall be negotiated in line with the nature of the project.  These might include:

· Payment for inputs;

· Payment for outputs;

· Regular management payments;

· Lump sum payments; and/or

· Reimbursements.

The amounts payable on behalf of the Agency shall be paid upon acceptance by the FMU of the achievement of results as identified in the approved Project Design.   Achievement of results shall be established by the FMU from the Project Progress Reports/Project Completion Reports and Annexes submitted by the Agency as specified in Part 2 of this Agreement.

Suspension of Payments For Non-Performance

If the Agency fails to achieve the outputs in accordance with this Agreement, the FMU shall suspend all pending and/or future payments until such time as the Agency: complies with its performance of the Services and this compliance has been acknowledged by the FMU as being satisfactory.

Claims for Payment
The Agencies claims for payment shall be submitted in accordance with the procedures outlined in Procedure 10 of Section E of this manual.
Unspent Funds

Should there be funds remaining in the project budget at the end of the project, these funds shall remain in the Trust Account and shall not be available for allocation to other Agency programs or activities outside of the project.

Signatures

Agreed on <Date of Signature>

____________________________


_________________________

Manager, FMU




CEO <Name of Agency>

D.9.1

Project Progress Report

Name of Project:
PIN:

Agency:

Project Coordinator:
Telephone:

Summary Project Objectives

1. .

2. .

3. .

	Component 1:

	Output 
	Output Description
	Progress to Date
	Issues Arising
	Follow-Up Action

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	Component 2:

	Output 
	Output Description
	Progress to Date
	Issues Arising
	Follow-Up Action

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	Component 3:

	Output 
	Output Description
	Progress to Date
	Issues Arising
	Follow-Up Action

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	


Summary of Issues:

1. .

2. .

3. .

Recommendations for Consideration:

1. .

2. .

3. .

List of Annexes: (as appropriate)
<Updated Adviser Monthly Work Plans>

<Training Course Evaluations>

<Study Tour Evaluations>

<Any Other Templates supplied by FMU>

Signature of CEO:




Date:

/
/

D.10.1


Project Completion Report

Name of Project:
PIN:

Agency:

Project Coordinator:
Telephone:

Outcomes achieved under the Project

Identify outcomes against the goal, purpose and outputs contained in the Project Design

Status of Project on Completion

· Capacity of the Agency to sustain the achievements

· Action to incorporate achievements into the Agencies Corporate Plan and Budget

· Overall assessment of sustainability

Project Management Outcomes:

· Explanation of general management approach

· An assessment of how successful the management, monitoring, reporting and financing was
· Implications for future projects

Lessons Learned:

Recommendations for Future Activities:

List of Annexes:

<Final Outcomes Against Adviser Work Plans>

<Final Acquittal of Funds>

<List of Assets Acquired>

Impact on Key Public Sector Reform Issues

1. Improved service delivery to agency clients.

2. Strengthening of “Whole-of-Government” approach in policy and programmes.

3. Strengthens the management capacity of the agency.

Signature of CEO:




Date:

/
/

E.6.1
Contribution to SPSIF Special Purpose Account

Draft Letter
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Statement of Receipts and Payments

For the period ended 02-January-2005

Budget Actual Balance % spent May-05 Jun-05 Jul-05 Aug-05 Sep-05

Tala Tala Tala % Tala Tala Tala Tala Tala

Opening Bank balance

01-January-2005

0

RECEIPTS

AusAID 0

NZAID 0

GOS 0

Bank Interest 0

Sundry receipts 0

Total Receipts 0 0 0 0 0 0 0 0

PAYMENTS

Account Numbers

Project description #1 0 0 0 0 0 0 0 0

Project description #2 0 0 0 0 0 0 0 0

Project description #3 0 0 0 0 0 0 0 0

Project description #4 0 0 0 0 0 0 0 0

Project description #5 0 0 0 0 0 0 0 0

Project description #6 0 0 0 0 0 0 0 0

Project description #7 0 0 0 0 0 0 0 0

Project description #8 0 0 0 0 0 0 0 0

Project description #9 0 0 0 0 0 0 0 0

Project description #10 0 0 0 0 0 0 0 0


[image: image9.emf]PSIF Special Purpose Account

Bank Reconciliation Statement

as at

02-January-2005

Tala Tala

DR/CR

Balance as per Bank Statement

CR

plus Deposits not yet credited

List the deposits here

List the deposits here

0.00

0.00

less Unpresented Cheques

List the cheque nos here

List the cheque nos here

List the cheque nos here

List the cheque nos here

List the cheque nos here

List the cheque nos here

List the cheque nos here

0.00

Balance as per Cash at Bank account 0.00 DR


Date

To: 
Valma Galuvao

AusAID Samoa

Philip Hewitt

NZAID, Samoa 

RE: Samoa Public Sector Improvement Facility

Contribution to the Special Purpose Account

As detailed in clause 10 of the Tripartite Arrangement, the SPSIF requests the contribution for the next 6-month period be made by AusAID and NZAID to the Samoa Public Sector Improvement Facility Special Purpose Account.

FOR INITIAL CONTRIBUTION - Please find attached the (YEAR) PSIF budget which details the PSIF cashflow requirements for the (actual dates for the next 6-month period).  

FOR SUBSEQUENT CONTRIBUTIONS - Please find attached the (YEAR) PSIF budget which details the PSIF cashflow requirements for the (actual dates for the next 6-month period).  This has been fully reconciled against the budget for the previous six-month period and a summary explaining any variations, issues and risks is also attached.

Based on this budget, which has been approved by the FCC and FSC, we wish to request a total contribution of SAT$XXXXX.

Please forward payment to the SPSIF Special Purpose Account, Co/e ANZ Bank. Beach Road, Samoa, BSB  XXXXXX, Account Number XXXXXXXX.

Kind regards

Name

Position

MINISTRY OF THE PRIME MINISTER AND CABINET
1st Floor, FMFMII Building, Apia | Ph: 63222 | Fax: 29841 | Email: spsif@spsif.sagric.com | PO Box 186 Apia, Samoa
[image: image10.emf]PSIF Special Purpose Account

Income Statement

for the six month period ending 03-January-2005

Accrued Actual for 6 months Total for 6 months

Tala Tala Tala

INCOME

AusAID 0

NZAID 0

GOS 0

Bank Interest 0

Sundry receipts 0

Accrued revenue 0

Total Income 0 0 0

EXPENDITURE

Project description #1

0

Project description #2

0

Project description #3

0

Project description #4

0

Project description #5

0

Project description #6

0

Project description #7

0

Project description #8

0

Project description #9

0

Project description #10

0

Project description #11

0

Project description #12

0

Project description #13

0

Project description #14

0

Project description #15

0

Project description #16

0

Project description #17

0

Project description #18

0

Project description #19

0

Project description #20

0

Bank charges and fees

Government charges and fees

Other

Sundry payments

Total Expenses

0 0 0

Excess of Income over Expenses 0


E.7.1
Project Identification Number Allocation Advice

 (To be attached to D.7.1
 Project Agreement)

	Agency:


	

	Project Name:
	

	Agency Project Coordinator/ Contact Details (ph/fax):
	

	Project Budget:
	

	PIN for Project:
	


E.8.1

Request for Release of Funds

Name of Agency

Date

Addressed to CEO of Agency &

FMU Manager

RE: Request for the release of funds from the PSIF Special Purpose Account for payment of expenses for the (NAME OF PROJECT and PIN)

On behalf of the (NAME OF PROJECT), we wish to submit a proposal for funding to be released from the PSIF Special Purpose Account, for your endorsement.  

This Project (provide a brief explanation of the background of the Project). 

In order to achieve the objectives of the Project, we wish to (describe the expenditure ie contract an adviser to provide training).

We have obtained a quote for the cost of executing this (expenditure ie cost of adviser) and the breakdown of costs as well as the Budget Line is as follows:

	Expenditure 
	PIN & Chart of Accounts Code
	Amount

	(ie Fees)
	
	$

	(ie Venue)
	
	$


As this is in line with the Project budget and will assist in meeting the objectives of the Project, we look forward to your favourable response to this request.

Kind regards

Name

Position

Refer for your approval:

………………………………………….

……………………………………….

Name





Date

CEO, Department

………………………………………….

……………………………………….

Name





Date

ACEO, Department

………………………………………….

……………………………………….

Name:

FMU Manager




Date

E.8.2

Quote Request for Provision of Goods

Name of Agency

Name of Supplier:

Contact:

Phone:

	QUANTITY
	ITEM SPECIFICATION
	PRICE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	AMOUNT:
	
	

	
	PLUS: VAGST      %
	
	

	
	LESS: W/TAX      %
	
	

	
	TOTAL COST
	
	


Prepared by:………………
  Print Name:……………………
Date: ……………….

(to be completed and signed by the supplier)

E.8.3

Advice of Procurement Decision

Details of Quotations Received:

	
	SUPPLIER 1
	SUPPLIER 2
	SUPPLIER 3

	
	Name:
	Name:
	Name:

	
	Contact:
	Contact:
	Contact:

	
	Phone:
	Phone:
	Phone:

	ITEM SPECIFICATION
	PRICE
	PRICE
	PRICE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	AMOUNT:
	
	
	
	
	
	

	PLUS: VAGST      %
	
	
	
	
	
	

	LESS: W/TAX      %
	
	
	
	
	
	

	TOTAL COST
	
	
	
	
	
	


Purchasing Justification: (Give reasons justifying the selection of the preferred Supplier compared to the others)

	

	

	

	

	


Prepared by:………………
  Print Name:……………………
Date: ……………….

E.9.1

FMU Payment Certification

 ( To be completed for all payments )

(
Goods and /or services the invoice refers to have been delivered, the report has been accepted.

(
The invoice received is an original tax invoice. It must say Tax Invoice on the top.( If paying a contractor, it must have a VAGST number and a payment schedule.)

(
The invoice received is from the contractor identified in the contract and is on their official letterhead.

(
The amount of the invoice is correct 

· The amount on the invoice add up correctly

· There is an invoice number

(
The payment details are correct ( postal details ) and the payment request for the contractor specified in the contract, which match what is specified in the contract basis of payment.

(
The payment date on the claim for payment is set for 30 days from acceptance of a correct invoice

(
The invoice ( for goods / services the invoice refers to ) have

(
Not previously been paid before

(
Paid in part

(
Paid in full

(
The date of service identified on the claim for payment correspond with what we are paying for

(
The goods/services identified on the claim for payment correspond with the Project.

([image: image11.emf]PSIF Special Purpose Account

Statement of Assets and Liabilities

as at

03-January-2005

Tala Tala

Assets

Current Assets

Cash at Bank

Accrued Income

Total current assets 0

Non Current Assets

Equipment

Vehicles

Furniture and Fittings

Other

Total non current assets 0

Total assets 0

Liabilities

Current Liabilities

Accrued expenses

[image: image12.emf]Samoa PSIF Special Purpose Account

Half-Yearly Budget Report

CURRENT PROJECTS

Budget for next 6 

months

Project description #1

Project description #2

Project description #3

Project description #4

Project description #5

Project description #6

Project description #7

Project description #8

Project description #9

Project description #10

Project description #11

Project description #12

Project description #13

Project description #14

Project description #15

Project description #16

Project description #17

Project description #18

Project description #19

Project description #20

APPROVED PROJECTS

Project Name

Project Name

Project Name

Project Name

Project Name

Project Name

Project Name

Project Name

PROJECTS NOT YET APPROVED

Estimated funds required for projects

TOTAL FUNDS REQUIRED FOR NEXT 6 MONTHS

0


The correct PIN and Chart of Account codes have been used on the claim for payment.

(
This payment is consistent with the Project Agreement Basis of Payment

[image: image13.emf]Budget Actual Balance % spent May-05 Jun-05 Jul-05 Aug-05 Sep-05 Oct-05 Nov-05 Dec-05 Jan-06 Feb-06 Mar-06 Apr-06 May-06 Jun-06

Tala Tala Tala % Tala Tala Tala Tala Tala Tala Tala Tala Tala Tala Tala Tala Tala Tala

PAYMENTS

Chart of Account 

Numbers

Project description #1 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Fees 0 0

Travel - presenter 0 0

Travel - participants 0 0

Per diems - presenter 0 0

Course fees 0 0

Consumables 0 0

Procurement of Assets 0 0

Other 0 0

[image: image14.emf]$ $

Funds Received for the Project

0.00

Approved Project Expenditure

Fees 0.00

Travel - presenter 0.00

Travel - participants 0.00

Per diems - presenter 0.00

Course fees 0.00

Consumables 0.00

Procurement of Assets 0.00

Other 0.00

Total Expenses Incurred

0.00

Total Funds Remaining as at end of 

Project

$0.00

………………………………… ……………………………………..

Signed by: Signed by:

for Agency: for FMU

I certify that the statement of account fairly and accurately represents actual 

costs incurred by the above accountable PSIF Special Purpose Account Project

END OF PROJECT ACQUITTAL REPORT

PROJECT NAME: xxxxxxxxxxxxxxxx

PIN: xxxxxxxxx

Checked by 




Date 





[image: image15.jpg]


Certifying Officer 



Date

E.9.2

FMU Cheque Register


E.11.1

Monthly Financial Advice to Agencies

Draft Letter


Date

Addressed to Project Manager

from the Agency

RE: Statement of Receipts and Payments for the (NAME OF PROJECT and PROJECT CODE)

Please find attached a Statement of Receipts and Payments for the month ending (Month/Year) for the (NAME OF PROJECT)

According to MoF and FMU records, as at (Month/Year), the (NAME OF PROJECT) is currently operating within/or exceeding the projects approved budget.

If the Agency records differ in anyway to the attached information, please contact the undersigned.

Kind regards

Name

Position, FMU

MINISTRY OF THE PRIME MINISTER AND CABINET
1st Floor, FMFMII Building, Apia | Ph: 63222 | Fax: 29841 | Email: spsif@spsif.sagric.com | PO Box 186 Apia, Samoa
E.11.2





Statement of Receipts and Payments by Project



E.11.3

Statement of Receipts and Payments by Agencies


E.11.4

Bank Reconciliation Statement

 

E.11.5

Income Statement


E.11.6

Statement of Assets and Liabilities


E.12.1


Half-Yearly Budget Report


E.15.1


Project Acquittal Report


E.15.2

Certification of Procurement of Assets

Insert Name of Project 1
	DESCRIPTION OF ASSET 
	PURCHASE REFERENCE
	PURCHASE DATE
	PURCHASE PRICE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


I certify that the assets above were purchased as part of a 

PSIF Special Purpose Account Project

…………………………………….

…………………………………..

Signed by:





Signed by:

for Agency:





for FMU

























Agency:				


Statement as at: (Month)





SAMOA PUBLIC SECTOR IMPROVEMENT FACILITY
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