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ABBREVIATIONS
EAC

East African Community

EALA

East African Legislative Assembly

MOU

Memorandum of Understanding

M&E

Monitoring & Evaluation

PMBOK

Project Management Body of Knowledge

PCU

Projects Coordination Unit

PDO

Project Development Objectives

PPD

Preliminary Project Design

PIT

Project Implementation Team

PRF

Project Readiness Filters

SMART

(Specific, Measurable, Achievable, Relevant and Time-bound)

SOP

Standard Operating Procedures

RMF

Risk Management Framework

TA

Technical Assistance

HRD

Human Resource Department

CTC

Counsel to the Community
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CHAPTER 1
INTRODUCTION
1.0 INTRODUCTION
1.1 East African Community
East African Community (EAC) is a Regional Intergovernmental Organization comprised of the
Republics of Burundi, Kenya, Rwanda, South Sudan, the United Republic of Tanzania, and the
Republic of Uganda, with its headquarters in Arusha, Tanzania. The Treaty for the Establishment
of the East African Community was signed on 30th November 1999 and entered into force on 7th
July 2000 following its ratification by the original three Partner States – Kenya, Tanzania and
Uganda. The Republic of Rwanda and the Republic of Burundi acceded to the EAC Treaty on
18th June 2007 and became full Members of the Community with effect from 1 July 2007, while
the Republic of South Sudan acceded to the EAC Treaty on 2nd March 2016 and became full
Member on 5th September 2016.
In order to fulfill its mission, EAC undertakes a number of multi-disciplinary activities cutting
across; social, economic, technical, legal, political and environmental concerns of the region.
These activities call for substantial amounts of both human and financial investment which
surpass the internal budget capacity of the Community.
Currently, nearly 60 per cent of EACs regional budget is contributed by donors through support
to various programs and projects. However, over the years, this heavy dependence on donor
funding has increasingly become a matter of serious fiscal concern calling for immediate
attention on the part of all the stakeholders to improve on delivery mechanisms of the EAC
mission.
Arising from the steady decline in donor support resulting in delays in disbursement over the
past three years, the EAC Secretariat has placed great emphasis on efficiency in the way projects
6

are managed in order to effectively deliver on its strategic objectives with a focus on achieving
eventual self-sustainability.

1.2 The Manual
This Manual contains best practice guidelines to facilitate the day-to-day management and
administration of the portfolio of donor-funded projects under the purview of the EAC
Secretariat. The Manual also serves as a reference document to Development Partners in
assessing EAC Projects’ performance and formulating their respective Aide Memoires or
Memorandum of Understanding (MOUs). Specifically, the guidelines provided in this Manual
aim to ensure that all EAC donor-funded projects are implemented in a coordinated, timely and
efficient manner, within budget, and in accordance with agreed quality standards.

1.3 Purpose, Scope, and Application
The Manual aims to improve efficiency and effectiveness in the management and administration
of all EAC donor-funded Projects by providing Managers guidelines and procedures
encompassing all processes and sub-processes to be adhered-to in the course of implementing
EAC Projects. These guidelines apply to EAC’s donor-funded projects consisting of Grants
and/or Technical Assistance.
The Manual also provides the Governance structure and guidelines on how projects are managed
and coordinated in EAC. It further covers the project management cycle as well as the steps
followed in each cycle. In addition, the Manual provides guidance on the process of Mid - Term
Reviews and Project Closure. A number of appendixes are attached to enhance appreciation for
coordination and ensure standardization of project management templates as guidance for Project
staff.

1.4 Objectives of the Procedures
The main objective of these SOPs is to clarify project implementation procedures, institutional
roles, responsibilities and accountabilities as well as to streamline related interactions between
and among the different projects and staff involved.
The Manual aims at improving EAC Project portfolio management in order to:
•

Optimize the strategic benefits to be derived from the support of development partners by
enhancing consistency and reducing variation within project management processes;
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•
•

Enhance and diversify the levels of external assistance available to EAC to accelerate the
institutional development goals and objectives;
Provide ground for sustainability and gradual departure from donor-led development
towards internal self-financing mechanisms.

CHAPTER 2
CONTEXT
2.0 CONTEXT
2.1 Definition of Project Management
Project management is the application of processes, methods, knowledge, skills and experience
to achieve a set of given objectives. Project management is essentially aimed at producing an
end-product that will effect some change for the benefit of the organization that informed the
conception of the project. It is the initiation, planning, monitoring and control of a range of tasks
required to deliver the end product.
A key factor that distinguishes Project Management from any other Management is that Project
Management has a final deliverable and a finite timespan, unlike other forms of Management,
which is an ongoing process. A project is, therefore, by its very nature, temporary in that it has a
defined beginning and end with defined scope and limited resources. Consequently, Project
Management is the application of knowledge, skills, tools and techniques to meet project
objective
Given the significant implications that donor-funded projects have on EAC’s budget support, the
discipline of project management adopts the body of knowledge known as PMBOK1 (Project
Management Body of Knowledge) framework (see Box 1 and Figure 1).

1

https://opentextbc.ca – Adrienne Watt; http://www.pmi.org
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Box 1: The PMBOK is categorized into 10 key knowledge areas:
1.

Managing
integration

2.

Managing scope

3.

Managing
time/schedule

4.

Managing costs

5.

Managing quality

6.

Managing human
resources

7.

Managing
communication

8.

Managing risk

9.

Managing
procurement

10.

Managing
stakeholders

The need to keep all different aspects (components) of the project moving
collectively – integrating all the dynamics that are taking place, developing
the project charter, scope statement and panning to direct, manage, monitor
and control project change.
Projects need to have a defined parameter or scope and should therefore be
broken down and managed through a work breakdown structure (WBS).
This consists of; planning, definition, WBS creation, verification and
control.
Projects have a definite start and definite ending date. As such, there is
need to manage the budgeted time according to a project schedule;
definition, sequencing, resource and duration estimating, schedule
development and schedule control.
Projects consume resources, and therefore there is a need to manage the
investment with the realization of creating value; resource planning, cost
estimating, budgeting and control.
Address specific deliverables or work products in order to meet project
objectives and performance standards through quality planning, quality
assurance and quality control.
Finding the right people, managing their outputs and keeping them on
schedule through planning, hiring, developing and managing the project
team.
This is about communications planning, information distribution,
performance reporting and management of both internal and external
stakeholders.
Projects are a discovery-driven process and therefore they do often
encounter unexpected events. Managing risks about risk planning and
identification, analysis (quantitative and qualitative) and risk response
(action) planning and risk monitoring and control.
Projects need to manage how vendors are selected and managed within the
project life cycle; acquisition and contracting plans, sellers’ responses and
selections, contract administration and contract closure.
Identify stakeholders, their interest level and their potential to influence the
project, managing and controlling the relationships and communications
between stakeholders and the project.
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Figure 1: Project Management Model2 under the PMBOK
Time
Quality

Resource

Product (scope &
Quality)

Cost
Risk

2.2 Managing Projects in EAC
EAC Projects are managed by Project Officers under different Directorates in the established
structure. These officers are responsible for the day-to-day project implementation and reporting.
In formulating this Manual, reference has been made to the review of EAC project progress
reports and institutional assessment reports of 2011 and 2013 in the management of the EAC
projects which identified a number of challenges including, inter-alia: •

Limited cross-functional working which includes coordination between projects and
alignment of projects to strategy;

•

Absence of Guiding operating procedures/ Framework for a harmonized Project
implementation approach;

•

Misalignment of Implementation arrangements of projects with the Development Partner
structures;

•

Knowledge-sharing and lessons learned from different projects;

•

Weak centralized project monitoring and control;

•

Absence of cross-functional communication;

•

Inappropriate identification, development, and coordination of organization-wide
program and project management policy and best practice standards and procedures;

2

•

Inadequate training;

•

Inefficient and ineffective knowledge management to improve the policies, practices and

http://commons.wikimedia.org/wiki/File:PM_StarModel_suggested.jpg
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methodologies of project management within EAC;
•

Inadequate mechanisms to measure project benefits, lack of resources (human/financial)
to analyze project data and people constraints;

•

Absence of a central source of knowledge and support on project management including
best practices and standardized methodologies.

2.3 The EAC Projects Coordination Unit (PCU)
, The EAC has established a Projects Coordination Unit (PCU) that supports coordination of all
projects. The PCU ensures coordination and integration of projects within the mainstream EAC
Management processes through consolidation of Project quarterly, biannual and annual progress
reports based on information provided by each Project Manager at regular intervals.
The establishment of the EAC Projects Coordination Unit therefore monitors and assists all EAC
Projects while providing technical assistance (i.e. information related to project implementation,
financial management, progress reporting and procurement procedures) in support of the overall
implementation of the EAC Development

Strategy. Within this mandate, the overarching

function of the PCU is to support conceptualization and appraise projects in order to facilitate
decision-making at the Management and Executive levels.
The Unit regularly conduct a comprehensive analysis of project implementation and provide
advice on: the viability of projects, progress tracking plans and specification of process and
output indicators. The PCUensures that all EAC projects conform to relevant contractual
(partnership) standards, ensuring timely completion of project cycles, conducting risk assessment
and addressing existing and emerging issues that impact on the successful implementation of the
projects within EAC.
The Projects Coordination Unit is responsible for coordinating all donor-funded projects at the
EAC Secretariat. The Projects Coordination Unit reports to the EAC Secretary General through
the Projects Steering Committee. The functions of the PCU include:
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i) Coordinating implementation scheduling across all projects in EAC;
ii) Facilitating and providing guidance during negotiations and signing of Development
Framework Agreements, Financing Agreements, MoUs and other funds disbursement
instruments;
iii) Providing a framework of monitoring and evaluation and reporting;
iv) Reporting to and providing technical advice to the Secretary General on all issues
concerning projects in EAC;
v) Enhancing communication and information sharing internally and among the
Development Partners and all stakeholders;
vi) Providing support, guidance and training on how to manage projects and the use of
project management tools;
Quarterly reporting on project implementation to EAC Management.
The PCU provides technical support in the form of resources to move the process forward to
enable the Projects to comply with the partnership arrangements to which they have committed
with the Development Partners.

2.4 Governance Structure of EAC Projects
2.4.1 The EAC Secretary General
The Secretary General is the accounting officer of the Community and is responsible and
accountable to the Council. He is responsible for signing all Development Framework
Agreements, Financing Agreements, MoUs and other funds disbursement instruments.

2.4.2 Deputy Secretary Generals
Deputy Secretary Generals deputize the Secretary General and are responsible for high-level
governance of all projects in their respective Offices.

2.4.3 Directors/Heads of Departments
Directors/Heads of Departments are responsible for managing all projects in their
directorates/departments in a coordinated way. They interact with each project manager to
provide support and guidance on individual projects.
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2.4.4 Project Managers and Technical Officers
A project manager and the Project team are responsible for the overall management of the
project. Their functions include:
i) Developing of the projects and the project management plans.
ii) Keeping the project on track (monitoring) in terms of schedule and budget
iii) Providing accurate and timely project progress reports.

2.4.5 The Projects Executive Committee
Project Executive Committee comprised of Executives, Heads of Institutions Directors/ Head of
Departments/ Project Managers and is chaired by a Deputy Secretary General as assigned by
Secretary General. The committee shall meet at least twice a year but may hold more meetings as
the situation may arise. . Its function includes:
i) Monitoring, supervising and providing overall guidance to the Projects Coordination
Unit;
ii) Reviewing and considering progress reports, Annual Reports and Audit Reports for
all projects;
iii) Considering work-plans and budgets for all projects in EAC;
iv) Providing strategic and policy guidance to the management of the Projects;
v) Representing the interest of the project partners right from the inception stage of the
project to ensure ownership and buy-in
2.5 Upload the Project coordination structure/organogram and include missing elements within
the current structure
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CHAPTER 3
EAC PLANNING AND BUDGETING FRAMEWORK
3.0 EAC PLANNING AND BUDGET FRAMEWORK
Planning in any organization must be characterized by a link between the Vision, Mission,
Strategic Plan and the Operational Plans. Whereas the Vision defines the desired end, the
Mission explains the approach the organization will use to get to the desired end. The Strategic
plan breaks the Mission into timed, reasonable and achievable objectives. This is the framework
that guides the operations of EAC business.
The EAC Vision is; “An upper-middle income region within a secure and politically-united East
Africa based on principles of inclusiveness and accountability”
The Mission is; “To widen and deepen economic, political, social and cultural integration in
order to improve the quality of life of the people of East Africa.”

3.1 The EAC Treaty
The Treaty for the establishment of the East African Community, closely in tandem with the
global Sustainable Development Goals is the key document used in the planning process of the
Community. Article 5(1) gives the Objectives of the Community and Article 5 (2) sets out the
Milestones/Pillars of Integration in a phased manner. On the other hand, Article 74 – 131 spells
out the areas of cooperation. The Treaty therefore, forms the basis of all kinds of planning in
EAC. Consequently, any Project Proposal within EAC must fit into the provisions of the EAC
Treaty. Different planning cycles are scheduled to accommodate the calendar of activities in a
concentric model (see Figure 2).

3.2 The EAC Vision 2050
The EAC Vision 2050 is a new planning timeframe recently introduced to move the EAC
planning cycle to a longer term than the previous and only existing five year plans. It is expected
14

that, EAC Vision 2050 will guide all Partner States planning towards the same direction and thus
speed up the integration process. Vision 2050 therefore, adds to the list of basic documents
available to EAC in guiding the planning process.

3.3 The EAC Development Strategy
The East African Community has adopted a five-year strategic planning approach to unpack its
mission. The Strategic Plan is peace-meal implementation of the Vision 2050, which in turn
provides a roadmap towards attainment of the Vision and the Objectives as spelt out by Article 5
of the Treaty.

3.4 The EAC Operational Planning and Budgeting process.
The Operational Plan and Budget usually unpacks the targets and expected deliverables outlined
in the Strategic Plan. It further identifies activities to be implemented within a given timeframe
(normally one year). The EAC Annual Operational Plan and Budget follows the EAC financial
year as spelt out in Article 132 (7) of the Treaty, which states that, “The Financial year of the
Community shall run from 1st July to 30th June”. The cycle for EAC Operational plan and
budget is therefore one year. Any project proposal must fit into the EAC Annual Operation
Planning and budgeting cycle in all aspects.

3.4.1 The EAC Planning Cycle
The EAC planning Cycle begins every July with Organs and Institutional Head developing
Sector priorities. These are consolidated into the EAC priorities list that is presented to
stakeholders - including Partner States, Members of East African Legislative Assembly (EALA),
and approved during the annual Pre-budget conference in August. The EAC Priorities list is
presented and endorsed by the EAC Sectoral Council of Ministers Responsible for EAC Affairs
and Planning and is used as the basis the Annual Planning and subsequent Budgeting Cycle. The
schematic below highlights the EAC Planning Cycle together with time frames for the activities
therein.

3.4.2 The EAC Budgeting Cycle
The EAC Budgeting Cycle begins every September after the EAC Priorities have been approved
and Heads of Organs and Institutions develop and present detailed budget estimates for the
activities they intend to implement in a given financial year. The EAC budget estimates are
15

consolidated and together with the detailed Annual work plans are presented to Partner States for
input and consideration by December. The Council of Ministers through the Finance and
Administration Committee considers the budget estimates in January and finally approves the
estimates in April. The Council of Ministers then presents the budget estimates to the East
African Legislative Assembly (EALA) for approval in May and an Appropriation Bill is drafted
for execution in the month of July of the next financial year.

3.4.3 The EAC Resource Mobilization Cycle
The EAC Resource Mobilization Cycle commences in May to September. Activities relating to
Engaging and Negotiating with Resource Partners are on-going through-out the financial year
while activities relating to Managing & Reporting and Communicating Resource Mobilization
results take place in the last quarter of the financial year (April to June). While the Planning
Cycle delivers the EAC Priorities; the Budgeting Cycle considers funds availability and
allocations while the Resource Mobilization Cycle identifies resource gaps and makes
arrangements for acquisition of additional resources from existing and/or prospective funders.
Figure 2: Interaction between the Planning, Budgeting and Resource Mobilization Cycles

Planning Cycle
(Focus: EAC
Priorities
Identification)

Budgeting Cycle
(Focus: Funds &
Allocations)
Cycle
Interactions

Resource Mobilization
Cycle
(Focus: Resource/Funding
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CHAPTER 4
FEATURES OF EAC PROJECT MANAGEMENT CYCLE

4.0 FEATURES OF EAC PROJECT MANAGEMENT CYCLE
All EAC Projects are undertaken with the aim of achieving specific stated objectives and results
for the intended beneficiaries. In this context, the Project Development Objectives (PDO) must
always be well defined during the formulation and preparation stage, with clear indicators that
can be easily monitored and evaluated. The PDOs should always (i) be stated as concisely as
possible, (ii) indicate the primary target groups, , and (iii) focus on outcomes for which the
project can reasonably be held accountable.
A set of outcome indicators is defined to measure and assess the achievement of the PDO. These
indicators should be designed to be Specific, Measurable, Achievable, Relevant and Time-bound
(SMART). For each indicator, the baseline and target need to be defined together with
arrangements for collecting and measuring these indicators. The outcome indicators,
intermediate outcomes and associated indicators (with their baseline, targets and plans for
monitoring) are combined in a results framework.
The Project Management Life Cycle contains five steps: Initiation, Planning, Execution,
Monitoring/Control and Closure. No one step is more important than the other and each step
plays a crucial role in getting the project efficiently and effectively implemented from start to
closure.
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4.1 Project Preparation
Project preparation normally takes place during periodic consultations between the EAC and
existing or potential Development Partners on the one hand and at Management level within the
EAC Secretariat. A standard template for a formal EAC Project Proposal is attached as Annex 1.

4.1.1 Intra-Project Communication
Meetings to discuss and solve project issues are an integral part of project management. These
are important tools in fostering teamwork and cooperation and thus must involve representatives
of the Management team as well as the project staff. It is essential to make these meetings
productive. For purposes of project continuity as well as at the commencement of a new project,
the EAC Management shall conduct regular and scheduled project management meetings to
identify, discuss and resolve key project systematic portfolio bottlenecks and benchmark overall
performance in achieving the development objectives.

4.1.2 Procurement Review Committee and Evaluation Committee
Following the guidelines, systems and procedures specified in the EAC Secretariat Procurement
Manual, Project Managers/staff regularly participate in Procurement Committee meetings
necessary for the procurement of Consultancies, Goods and Services to be funded by the project.
In case of selection and engagement of Consultants for services, the Project team ensure that
procurement are undertaken consistent with the provisions of the funding agreement and the
EAC procurement procedures..

4.1.3 Mission Meetings
A number of technical and issue-specific meetings/missions are held between Development
Partners and Project Implementation teams to discuss and resolve project issues. The missions
are scheduled by the Project Managers who also oversee the introductory and wrap-up or final
sessions at the commencement and completion of each mission. These meetings are held to
inform the Secretariat about the purpose, findings and recommendations for project
improvement.
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4.1.4 Project Processing Schedule
At the stage of Project effectiveness, the implementing team must develop a realistic projectprocessing schedule for the entire duration of the project. They must also include in the project
documented methodologies and strategies proposed to ensure the active participation of all the
identified stakeholders throughout the project implementation period and the medium to longterm sustainability of activities initiated under the project.

4.1.5 Stakeholder Analysis
At the stage of project formulation and preparation, close contact and consultations with all
stakeholders are essential at all times to ensure that the project is designed in a manner that will
ensure that outputs, results and development objectives are achievable. During these
consultations, particular attention should be paid to those who can impact/influence project
implementation and success.
The teams preparing the project must ensure that guidelines, systems and procedures, and overall
external management3 are considered in the project design taking into consideration all factors
that will have an impact on; (i) the successful implementation of the project and (ii) the
sustainability of the project after its implementation. Accordingly, it is imperative that the team
pays keen attention to all front-end activities that must be accomplished with a view to ensuring
that all factors that may cause problems or delays during the project implementation phase are
carefully analyzed and appropriate corrective measures are built into the design of the project.

4.1.6 Human Resource Capacity Assessment
The implementing human resource capacity prior to effectiveness and during implementation of
the project is regularly assessed through the EAC Human Resource Appraisal system. In cases
where the required human resource capacity and capability are found to be lacking,
comprehensive capacity building measures shall be identified and put in place to augment the
existing project implementation phase, and preferably before project appraisal by the

3

These include; EAC Partner States line Ministries, Regulatory bodies, Market participants, the Private sector and
other inter-Governmental agencies.
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Development Partner is completed. In this way, the EAC Secretariat aims to build sustainable
capacity needed to handle the different aspects of implementing its projects over the years.
These assessments should be finalized at Appraisal stage and the outcome of the assessments
should be summarized in the Appraisal Mission’s Aide-Memoire or Memorandum of
Understanding (MOU), as the case may be. Any gaps identified through this exercise must be
suitably addressed, and a time bound Action Plan must be prepared, discussed, and agreed to
with both the EAC Secretariat and the Development Partner.

4.1.7 Preparation of Preliminary Project Design
The preparation ofPreliminary Project Design (PPD) is one of the most important early tasks that
need to be undertaken jointly by the EAC Secretariat and the Development Partners in order to
minimize delays in the implementation of downstream activities. The preparation of a PPD
incorporating all project sub-components in sufficient detail will enable the following to be well
defined: (i) realistic cost estimate; (ii) financing plan; (iii) implementation arrangements; (iv)
procurement arrangements; (v) consulting services requirements; (vi) environmental analysis
plan; and (vii) gender and social dimension issues.
The project cost estimates and the Financing Plan must be prepared in accordance with the EAC
guidelines as well as those of the Development Partner funding the project and be submitted to
the EAC Budgeting Committee. In consideration of this Financing Plan, the EAC Budget
Committee will assess and determine the impact of the project on its annual resources/budgets
for operations and maintenance and how any post-closure additional future costs will be covered
to ensure sustainability of the Project’s development objectives.

4.1.8 Project Risks and Mitigation Measures
All risks associated with the successful implementation and subsequent sustainability of the
project must be clearly identified during the project formulation stage and appropriate measures
be put in place to minimize or eliminate the risk. The scope of such risks includes risks that
would impede the implementation of the proposed project, and risks to the achievement of the
intended results. A Risk Management Framework (RMF) as presented in Figure 3 below for
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each project must therefore be developed that allows for a systematic approach which aligns
project and process elements to risk management and mitigation (see Box 1 below).

Figure 3: Project Risk Management Framework

Establish the Context
Strategic and Organizational

Identify the Risks
What can happen? How can it happen?

Assess the Risks
Determine existing controls, determine likelihood, and determine
consequences, estimate level of risk, prioritize future likely risks

Accept
If Yes; Monitor & Review
Risks
If No; communicate and Consult

Manage the Risks: Identify & Evaluate, Prepare & Implement risk management plans
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Box 1: Risk – Project & Process Elements
Project Elements
Roles & Responsibilities
Personal Qualifications
Management of Change
Communications

Process Elements
Risk Assessment
What is the scope of the Risk Assessment?
What adverse events can happen?
How likely are these events to occur?
How severe would the consequences be if the events did occur?
Risk Control & Decision Support
What could be done to control Risks?
What are the relative merits of the Risk Control Options?
What set of activities best achieves Risk Management Goals?
Performance Monitoring & Feedback
What improvements are expected to result from the Risk Control Decisions?
What measures best capture these expected Outcomes?

Documentation

Are the selected Risk Control activities having the intended effect?
Project Evaluation and
Improvement

How can the overall Risk Management process be improved?

Categories of risks to be regularly reviewed by the Project team include, amongst others:
i) Stakeholder Risks – risks posed by stakeholders who might question or even oppose the
project in a manner that could affect the achievement of its development objectives;
ii) Institutional Risks - including human resources, financial capability, and weak systems
and procedures amongst others;
iii) Governance Risks - related to ownership, decision making, accountability, and behavior
that could impact on implementation;
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iv) Project Level Risks – including risks around design, social and environmental
sustainability, or delivery quality; and
v) Sustainability risks – including the provision and allocation of institutional recurrent
resources and widening the scope for potential non-traditional funding support.
EAC’s objective is to manage risks across the institution’s project portfolio in order to minimize
the exposure of the whole institution and its stakeholders to any event that may cause adverse
effects, while concurrently maximizing the efficiency and effectiveness of its regional integration
agenda. The mitigation measures that are identified as a result of this risk assessment are an
integral part of project design and should be adequately addressed. They are project specific and
are consolidated in the Risk Management Framework (RMF). A glossary of Risk terminology is
attached as Annex 2. The glossary outlines salient features that are common to most, if not all,
EAC Administrative risks as a whole.

4.2 The Project Management Cycle
Figure 4: The seven steps followed in the implementation and management of EAC projects :-
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4.2.1 Identification /Formulation
This first step provides an overview of the project in addition to the strategy that is being planned
for adoption in order to achieve the desired results. During this phase, the EAC Management, in
line with the EAC Strategic Objectives, will appoint a Committee comprised of Departmental
Heads and other existing Project Managers who in turn - based on their experiences and skills will select the required team members to identify gaps and design the corresponding project
architecture that will feed into the formal proposal to the prospective Development Partner. For
the existing (running) projects, the Directorate responsible must identify a team that will steer the
project through the different stages to scale up the outgoing implementation scope.
a) Procurement Requirements
During the project formulation stage, the Project Procurement Officer (or the EAC Senior
Procurement Officer in case the former has not yet been recruited) together with the
Development Partner identify an indicative list of all project contracts for consultancies, goods
and services requirements, and agrees on: (i) procurement arrangements and scheduling for all
these requirements; (ii) indicative packages for contracts for domestic and international bidding;
(iii) arrangements for the procurement of goods and equipment; and (iv) arrangements for the
engagement of domestic and international consultants required for project implementation and
capacity building.
Procurement arrangements and scheduling must be detailed in a Procurement Plan which must
be prepared before any procurement activities commence, be updated annually (or more
frequently if circumstances require), and approved by the Development Partner on each
occasion. As such, during the project preparation stage, the Procurement Plan in the form and
substance defined in the Procurement Manual must be prepared for all procurement activities
required to be carried out during the first year of the implementation of the project.
Procurement of goods and works and recruitment of consulting services shall be done in
accordance with the provisions of the project’s legal agreement, the Development Partners’
Procurement and Consultants Guidelines, and the procedures elaborated in the EAC Procurement
Manual. In the event that there are any conflicts between the provisions of the Procurement
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Manual and those of the project’s legal agreement and Development Partners’ Procurement and
Consultant Guidelines, the project’s legal agreement and Procurement and Consultant Guidelines
of the EAC Secretariat will prevail.
b) Procurement Reporting
At project formulation stage, all reporting requirements for the Project’s procurements, during
implementation and beyond, are agreed between the Project team and the Development Partner.
The frequency, format, and content of these reports are also agreed upon, as well as the officer
who will be responsible for their preparation and submission to the EAC Management and to the
Development Partner.

4.2.2 Preparation / Planning
.The second step of the EAC project management life cycle is planning and should include a
detailed Work Breakdown and assignment of each task of the workplan from beginning to end
to a particular responsibility. The Planning Phase will also include a Risk Assessment in addition
to defining the criteria needed for the successful completion of each task. This phase of the
project cycle requires leaders and managers to research both the needs and the impact of a
project. Effective preparation also entails laying the groundwork for the evaluation phase of the
project cycle. Without agreeing on specific goals or outcomes, the team will have no reliable
approach to measure the success of the project.
a) Advance Procurement and Retroactive Financing
To effectively activate and ensure the timely delivery of project implementation activities,
advance procurement action should be taken for all key contracts for goods, works and
consulting services that are planned for award during the first 12 months of project
implementation. These may include, for example: (i) procurement of vehicles, computers,
furniture, machinery and other equipment needed for the project; (ii) pre-qualification of
contractors and suppliers where required; and (iii) civil works to be undertaken under the project.
In most cases, good practice dictates that all advance procurement actions be taken (i.e. all bid
actions be completed except for the actual award of contracts) so that contracts can be awarded
promptly once the project is approved and has become effective.
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Retroactive financing may be approved by Development Partners under a project if stated in the
Financing Agreement. To qualify for retroactive financing, any advance procurement actions
carried out by the implementing EAC Department must be in strict conformity with the
provisions of the project’s legal agreement and procurement procedures set forth in the
Procurement Guidelines of the Development Partner. These include, inter alia: (i) preparing
detailed procurement lists and schedules; (ii) outlining actions and decisions to be taken in
implementing advance procurement actions; (iii) defining the process of financing and the
sourcing of required financial resources; and (iv) defining specific responsibilities of agencies
and officers concerned.

b) Project Staffing / Administrative Guidelines
Project Implementing Team (PIT) is the most important resource of any project. Regardless of
the size of the project, its successful implementation and attainment of project development
objectives depend on the human resources made available to the project.
In line with the EAC Recruitment Rules and Regulations, the EAC Human Resource Directorate
shall ensure that key members of the Project Implementing Team are available to provide the
inputs necessary to carry out advance action on recruitment of consultants and other
procurement. Overall, the EAC Secretariat remains fully responsible for overseeing the day-today project implementation under established guidelines and procedures.
The nature of staff assignments to project implementation must reflect the importance attached to
the project objectives. As such, the recruitment of Project staff will ensure that all staff allocated
to work on development projects are selected competitively and on merit. The position of the
Project Manager should be selected in consultation with the Development Partner and, should
there be a need to replace them during the project implementation period, this should be done in
joint consultation between the EAC Secretariat and the Development Partner.
The appointment of the Project team must be made soon after the completion of the appraisal
stage and declaration of project effectiveness. The full complement of the PIT must be in place
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immediately after the Development Partner and EAC Secretary General have signed the
Financing Agreement.
The size and scope of the resources of the Project Implementation Team must reflect the specific
needs and requirements identified as necessary, to effectively implement the project. These
arrangements could vary, depending on the existing capacity4 in different departments of the
EAC Secretariat complemented by technical assistance if deemed necessary, support services,
and infrastructure, including the required equipment and facilities.
Responsibilities within the PIT will be defined for the Project Manager, Administrative Officer,
Financial Officer, Technical Officer, M&E and Procurement Officers, amongst others. Details of
the roles and responsibilities of these positions are provided in Section 7.2.
Upon declaration of effectiveness, the EAC Secretariat is responsible for ensuring that: (i) the
project is managed and administrated by the designated officers and staff of the Secretariat; (ii)
the project performance is monitored throughout implementation up to completion in accordance
with procedures agreed to at project formulation stage; and (iii) required project reports are
generated and submitted to the concerned parties in a timely manner.

4.2.3 Appraisal
During the appraisal phase of the project cycle, the implementing EAC Directorate under the
stewardship of the respective Deputy Secretary General (Project Sponsor)5 negotiates with the
prospective Development Partner for resources while setting timelines. The appraisal phase of
the project cycle ends once a clear plan with a timeline, budget, and expected outcomes has been
agreed and signed off with

the prospective Development Partner. Guidelines for Project

negotiation are provided in Annex 3.

5

In Project Management lingo, the overall Champion of the Project at the institutional level is referred to as
“Project Sponsor”
5
In Project Management lingo, the overall Champion of the Project at the institutional level is referred to as
“Project Sponsor”
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Deleted: ¶

4.2.4 Launching

4.2.5 Implementation (Execution and Control)
The implementation phase serves to ensure project activities are properly executed and
controlled. During the Execution and Control phases, the planned solution is implemented to
solve the problem specified in the project's requirements. While implementation represents just
one phase of a seven-step project cycle, it frequently takes the longest amount of time. During
this phase, a Project Manager takes the steps to lead and guide a multi-disciplinary team through
the process developed during the previous four stages. The implementing structure of EAC
projects is presented in Figure 3 below.
Figure 3: EAC Project Implementation Structure
Director

Results Monitoring & Evaluation

Fiduciary
(Administrative)
Management

Project Administration

Procurement

Technical Management

Financial Management & Accounting

Information Management

Activity implementation
Research & Development
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4.2.6 Financial Management Arrangements and Funds Disbursement
The EAC Secretariat and the Development Partner negotiating teams must agree on the financial
management arrangements for the project. These include the arrangements for staffing, funds
flow, maintaining accounting records, reporting there on, auditing and other fiduciary
arrangements. A detailed project implementation schedule is prepared in which a draft
disbursement schedule can be based. At this stage, the percentages of financing between the
Development Partner and other sources (co-funding) needed to fund the project implementation
activities are also agreed upon and clearly understood by all parties.
External Auditing Arrangements
As part of their fiduciary arrangements in donor-funded projects, Development Partners normally
require an audit of the project’s annual financial statements by an independent external auditor.
This requirement will be specified in the project Financing Agreement. During the project
formulation and preparation stage, the EAC Secretariat should come to an agreement with the
Development Partner negotiating team on the format, content and timing of the external audit
reports, the overall terms of reference, and the method of selection of the external auditors.
Project cost estimates should also include the cost of the independent external audits, with the
proviso that the Development Partner funds this cost under the Financing Agreement.

4.2.7 Monitoring & Evaluation
Monitoring: The monitoring stage of EAC projects involves measuring independent
benchmarks or scheduling formal progress meetings focusing on individual tasks or personnel
in order to make adjustments.
Evaluation: The Evaluation phase of the EAC the project cycle aims to answer three important
questions:
•

What went well during the implementation of the project?

•

What didn’t go so well?
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•

What would project leaders and team members do differently during future projects?

A successful evaluation phase requires effective planning during the preparation phase taking
into consideration the need to document the shifting scope of a project.
At project formulation stage, the methods of monitoring project progress are agreed between the
Development Partners and the EAC Secretariat, and a project results framework is established.
This is to ensure that progress towards development outcomes, as captured in the PDOs defined
during project formulation, are regularly measured and assessed. For all indicators in the results
framework, it is important that base line data is obtained as early as possible during the project
preparation phase, and all such data are gathered by the Directorate housing the Project prior to
the start of the project. During project implementation and after project completion, the project
results should be monitored and evaluated against the originally established results framework.
Details of the Monitoring and Evaluation Phase are provided in Section 5 of this Manual.

4.2.8 Project Closure
As the project approaches its final stage, the project team will be engaged in winding up
operations to ensure that the project is brought to its proper conclusion. The Closure phase is
typically highlighted by a written formal project review report which contains the following
elements: Weighted Critical Measurements (a match between the initial requirements laid out in
the project plan against the final delivered product), lessons learned, project resources, and a
formal project closure notification to higher management.
When closing the project or a phase of the project, the Project Manager shall review all prior
information from the previous project or phase activities to ensure that all project work is
completed and that the project or phase has met its objectives. Since the project scope is
measured against the Project Management Plan, the Project Manager shall review the scope
baseline to ensure completion before considering the project closed.
The project closure process shall also establish the procedures to investigate and document the
reasons for actions taken if the project is terminated before completion. In order to successfully
achieve this, the Project Manager shall engage all the stakeholders in the process.
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Project Closure consists of two main activity groups:
a) Administrative closure – This defines activities, interactions and related roles and
responsibilities of the project team members and other stakeholders involved in
executing the administrative closure procedure for the project. Performing the
administrative closure process includes integrated activities to collect project records,
analyze project success or failure, gather lessons learned, transfer the project products
or services to production and/or operations, and archive project information for future
use by the organization. Among other activities administrative closure includes;
-

Confirming the project has met all sponsor, customer, and stakeholder
requirements;

-

Verifying that all deliverables have been delivered and accepted; and

-

Validating exit criteria have been met.

b) Contract closure – This includes activities and interactions needed to settle and close
any contract agreements established for the project, as well as related to supporting
the formal administrative closure of the project. Contract closure involves verification
that all work has been completed correctly and satisfactorily, updating of contract
records to reflect final results, and archiving information for future use. Among other
activities contract closure includes:
-

Confirming the project has addressed the terms and conditions of the
contracts;

-

Confirming completion of existing criteria for contract closure; and

-

Formally closing out all contracts associated with the completed project.

Figure 2: Contents of a Closure Report (to be signed off by Project Manager and Financial Officer)
The Project Closure Report contains:
•

Project completion criteria;

•

Listing of any outstanding activities or deliverables;

•

Creating a plan for passing deliverables to the EAC Secretariat for onward
dissemination to all stakeholders for future reference;

•

Planning the handover of project documentation;

•

Closing supplier contracts and agreements;

•

Releasing the projects resources/equipment to the EAC Secretariat;

•

Communicating the closure of the project
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CHAPTER 5
PROJECT MONITORING AND EVALUATION

5.0 PROJECT MONITORING AND EVALUATION
5.1 Introduction
Project monitoring and evaluation is a systematic and objective assessment of an ongoing or
completed project.6 The aim is to determine relevance and level of achievement of project
objectives, development effectiveness, efficiency, impact and sustainability. Evaluations also
feed lessons learned into the decision-making process of the project stakeholders, including
Partner States and development partners.
The key idea underlying project cycle management, and specifically monitoring and evaluation,
is to help those responsible for managing the resources and activities of a project to enhance
development results along a continuum, from short-term to long-term impact along a plausibly
linked chain of results: inputs produce outputs that engender outcomes that contribute to impact.
Outcomes are medium-term effects of project outputs. Outcomes are observable changes that
can be linked to project interventions. Usually, they are the achievements of the project partners.
They are logically linked to the intended impact. Outcomes are the results that link to the
immediate objectives as described in the project document.
Impact is the positive or negative, primary or secondary long-term effects produced by a
development intervention, directly or indirectly, intended or unintended. Impact is the result that
links to the development objective as described in the project document. It is often only
detectable after several years and usually not attained during the life cycle of one project. For
this reason, there is a need to plan for impact, recognizing that the project will likely achieve
outcomes that will impact the EAC Development goals in the long run.

6

Definition according to the Glossary of key terms in evaluation and results-based management developed by the
Development Assistance Committee (DAC) of the OECD www.oecd
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5.1.1 Evaluation Types during the Project Cycle
Project-level evaluation at the EAC shall be classified into four types conducted at different
stages during the project cycle: i) ex-ante evaluation, ii) mid-term evaluation, iii) terminal
evaluation, and iv) ex-post evaluation.
i) Ex-ante Evaluation – Shall be conducted on a prospective project proposed by the host
Department or Directorate. It shall first involve a study of the proposed project to determine
its necessity as well as its conformity with EAC Strategic Objectives. At this stage, details of
the project and its expected outputs shall be clarified. Then, the relevance of the project is
comprehensively examined and evaluated. In this evaluation, evaluation indicators will be set
and be used to measure the likely effect of the project in subsequent evaluations, from the
mid-term evaluation to the ex-post evaluation.
ii) Mid-term Evaluation – Shall be conducted at the mid-point of project. This evaluation aims
at examining the achievements and process of the project, focusing on efficiency and
relevance. Based upon its results, the original project plan may be revised or the operation
structure strengthened where necessary.
iii) Terminal Evaluation – Shall be performed upon completion of a project, focusing on its
efficiency, effectiveness, and sustainability. Based upon the results of the evaluation, the host
Directorate determines whether it is appropriate to complete the project or necessary to
extend follow-up cooperation in form of seeking additional financing for a scaled-up scope
of the outgoing activities.
iv) Ex-post Evaluation – Shall be conducted after a certain period has lapsed since the
completion of a target project, and is conducted with emphasis on the impact and
sustainability of the project. This evaluation aims at deriving lessons and recommendations
for the improvement of EAC Projects and for the planning and implementation of more
effective and efficient projects.

33

5.1.2

Key Principles in EAC Project Evaluation

The EAC adheres to internationally - established good practices in evaluation. This means that
Project Managers and responsible officials should ensure that project evaluations are credible
and independent, that they contribute to organizational learning and reinforce accountability and
transparency.
The Project evaluations at the EAC shall be governed by the following key principles:
•

Improve performance and contribute to organizational learning;

•

Reinforce accountability and transparency;

•

Form part of a larger dynamic EAC planning and review process;

•

Are oriented by EAC longer term priorities and objectives;

•

Focus on results and assume that projects are managed for results;

•

Reinforce among our project stakeholders a sense of joint ownership;

•

Are supported through a highly credible, independent and transparent process;

•

Confine the process to one which is technically and administratively reasonable; and

•

Are conducted in an ethical way including the responsible handling of confidential
information.
5.2 The EAC Monitoring and Evaluation Legal Framework/Mandate

The Treaty recognizes that monitoring and evaluating EAC projects and programs is a shared
responsibility at different levels and by different stakeholders:
i) Article 71 (I c & g) empowers the Secretariat to undertake strategic planning and
management, monitoring & evaluation of projects and programs for the development of
the Community and regularly submit reports on activities of the Community to Council
through the Coordination committee.
ii) Article 14 (2) empowers the Council to promote, monitor and keep constant review of the
implementation of the programs of the Community and ensure its proper functioning”.
iii) Article 21 (b) empowers the Sectoral Councils to monitor and keep under constant review
the implementation of programs of the Community within their respective sectors”
iv) Article 18 empowers the Coordination Committee to submit from time to time reports
and recommendations to the council on the implementation of the Treaty”
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v) Article 49 (2c) gives the East African Legislative Assembly powers to consider Annual
Reports of the activities of the Community, annual audit reports and any other reports
referred to it by the Council
The above framework provides a mechanism for effective and efficient monitoring, evaluating
and reporting on progress of implementation of projects and programs at the EAC.
5.3 Existing EAC Institutional M&E Framework
The EAC M&E Framework is domiciled in the Directorate of Planning. Currently, the EAC
Secretariat does not have a global M&E framework that guides other M&E initiatives. To ensure
consistency, any monitoring and evaluation tool developed for the projects must fit into the
overall M&E framework of the EAC.

Table 3 provides universally accepted criteria for

evaluation which are also by and large acceptable to Development Partners where external
funding is involved.
Each project should develop its own M&E framework which should as far as possible adhere to
the universally accepted criteria presented in Table 3.
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5.5 The Key Evaluation Criteria
Table 3 presents a generic description of the Evaluation criteria that Managers will reference
during the evaluation phase of the project.
Table 3: Description of Key Evaluation Criteria
Evaluation

Description

criteria
Relevance

The appropriateness of project objectives to the EAC Development
goals that it was sup-posed to address, and to the physical and policy
environment within EAC, including an assessment of the quality of
project preparation and design – i.e. the logic and completeness of the
project planning process, and the internal logic and coherence of the
project design.

Efficiency

The fact that the Results have been achieved at reasonable cost, i.e.
how well inputs/means have been converted into Results, in terms of
quality, quantity and time, and the quality of the Results achieved.
This generally requires comparing alternative approaches to
achieving the same outputs, to see whether the most efficient process
has been adopted.

Effectiveness

An assessment of the contribution made by Results to achievement of
the Project Purpose, and how Assumptions have affected project
achievements.

Sustainability An assessment of the likelihood of benefits produced by the project
to continue to flow after external funding has ended, and with
particular reference to factors of ownership by beneficiaries, policy
support, economic and financial factors, socio-cultural aspects,
gender equality, appropriate technology, environmental aspects, and
institutional and management capacity.
Impact

The effect of the project on its wider environment, and its
contribution to the wider sectoral objectives summarized in the
project’s Overall Objectives, and on the achievement of the
overarching policy objectives of the EAC.

36

CHAPTER 6
PROJECT MANAGEMENT ROLES AND RESPONSIBILITIES

6.0 PROJECT MANAGEMENT ROLES AND RESPONSIBILITIES
All EAC project staff shall be recruited in accordance with the EAC Staff Rules and Regulations.
Each Project will have a Project Implementation Team whose responsibility will be overseeing
day to day implementation of the Project. The Project team shall comprise of Staff recruited
under the project with the leadership of a project coordinator/manager and will report as will be
guided by Management.
6.1 Key Functions of the PIT
i) Initiate procurements for civil works and suppliers of goods and services needed for
project implementation;
ii) Managing and administering the project implementation process to ensure objectives,
goals and targets are met on time and within budgets;
iii) Monitoring financial performance against budgets and provides regular reports to the
EAC Management and the Development Partners, performance and management actions
to address variations to budgets;
iv) Conducting regular and scheduled project management meetings with management and
senior officers of the project implementation team to discuss and resolve issues;
v) Managing stakeholder relations through the exchange of information and scheduled and
non-scheduled reporting;
vi) Ensuring compliance with the guidelines, systems and procedures of EAC and the
Development Partners;
vii) Ensuring implementation of visibility and outreach interventions.
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6.2 Generic Project Governance Structure

DIRECTORATE/
DEPARTMENT

PROJECT STEERING
COMMITTEE
PROJECT
COORDINATION
UNIT (PCU)
PROJECT
IMPLEMENTATION
TEAM/COORDINATOR

Accounts

Procurement

Administration
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Monitoring &
Evaluation

Implementation Planning
During Implementation planning, the PIT plans project implementation by preparing and
maintaining a Project Administration Manual that contains, among others:
i) Detailed project implementation schedules;
ii) Detailed cost and budgets;
iii) Procurement Plan;
iv) Detailed manning and staffing schedules;
v) Performance indicators and results framework to monitor progress and operational
performance.
6.3 Adherence to Project Objectives
In the course of implementation, the PIT ensures that project development objectives are
achieved within budget and period specified and project outcome and results are monitored in
line with the results framework agreed to at project commencement. The project team takes proactive initiatives to maintain the implementation plans and schedules and ensures that progress
adheres to schedules and budgets. In this context, the PIT;
•

Initiates, manages, and administers all actions and activities for the procurement of
services, goods and civil works, including management and performance monitoring of
contracts in accordance with the guidelines, systems, and procedures outlined in the
Procurement Manual;

•

Manages and administers the financial and other resources made available to the project
in accordance with the guidelines, systems and procedures outlined in the EAC Human
Resource and Financial Management Manual;

•

Is accountable to the EAC for all financial aspects of the project and ensures that
compliance with all financial covenants and other obligations in the Financing, Project
and Technical Assistance agreements;

•

Manages and administers personnel to ensure all members of the project implementation
team, management, consultants and project staff work together as a team towards
achievement of common objectives and goals;

•

Prepares and distributes project progress, financial, procurement and other reports and
other information generated for the project;
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•

Is responsible for regularly contributing updates into the EAC Projects Standard
Operating Procedures Manual in consultation with the Projects Coordination Unit and
other relevant Committees/Offices at the EAC Secretariat.

The specific roles and functions of the Project Implementation Team (staff) are outlined in
section 7.2.
6.4 Project Readiness Filter (PRF)
One of the key impediments to improved projects portfolio performance at the Secretariat arises
from delays in the start-up of implementation activities of donor-funded projects. The readiness
of the project to move quickly into the implementation phase is largely dependent on certain
front-end activities being completed well ahead of the project approval stage. These front-end
activities are generally referred to as Project Readiness Filters (PRF) attached as Annex 4.
Project Managers and/or Directors need to ensure that the PRFs are accomplished during the
project formulation stage in order to minimize delays in project implementation.
6.6 Terms of Reference/Job Descriptions
The overall governance of EAC Projects shall be guided by the institutional rules and procedures
as provided in Annex 5. The routine management of EAC Projects shall be comprised of the
following roles and functions: A. Project Steering Committee
The Project Steering Committee plays the role of oversight for project management. The
Committees are composed of senior officers in the relevant Partner States Ministries,
Development Partners, Project Implementation Team and other stakeholders. Members of the
Committee are responsible for the following areas:
a) Provide Cross-Functional Leadership and Direction
-

Monitor business and strategic issues and provide advice to the project team
on those that may present a risk to the project;
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-

Resolve issues outside the authority or control of the project management,
such as priority setting, decision-making and resource commitments that
require agreement from senior stakeholders;

-

Ensure provision of the required resources for planning and delivery of the
project;

-

Provide management support, direction and advice to the project management
based on the Project’s reporting to the Committee.

b) Provide Project Management Governance
-

Approve the business case, project approach and project management
methodology;

-

Establish delegation authorities and limits for the project management, with
regard to cost, time, resource, quality and scope;

-

Define the acceptable risk profile and risk thresholds for the project and
review project risks;

-

Oversee stakeholder management and change management programs;

-

Review and approve or reject project plans;

-

Approve project closure.

B. Project Manager/Coordinator
a) Responsible for human resource and development, management and administration;
b) Manages and administers project assets and facilities and ensures that they are only used
for approved project purpose by authorized personnel and are properly secured and
maintained;
c) Prepares and coordinates regular scheduled and non-scheduled meetings related to
administration of the project;
d) Coordinates reporting and information exchange;
e) Undertakes any other duties and responsibilities assigned by the Director;
f) Receives instructions from, and reports directly to the Director or Departmental Head;
g) Responsible for ensuring project documents are properly maintained and retained for
project activities.
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C. Project Accountant
a) Responsible for managing and administering the financial affairs of the project in
accordance with the EAC financial policies, guidelines and procedures, all financial
covenants and other obligations in the Financing, Project and TA agreements;
b) Establishes and maintains the different budgets for the project ensuring the project is
included in the EAC Budget Strategic Plan and Annual Budget Plan;
c) Establishes and maintains project accounts (accounting and financial management
systems and records) in compliance with the procedures and guidelines outlined in the
EAC Financial Management Manual;
d) Maintains proper internal controls within the financial operations of the project,
particularly for bank accounts and cash advances;
e) Supervises the management and administration of all financial transactions under the
project;
f) Approves expenditure within delegated authority;
g) Generates and distributes the different financial reports and information necessary for
effective and responsible financial management and decision-making;
h) Carries out any other financial and accounting duties and responsibilities assigned by the
project manager;
i) Receives instructions from, and reports directly to the Project Manager;
j) Prepares financial statements and reports for audit and facilitates the conduct of internal
and audits of the project.
D. Technical Officers (depending on the scope and variety of activities)
a) Manage and administer the technical aspects of the project implementation process;
b) Establish and maintain project implementation schedules;
c) Manage and administer the implementation of contracts;
d) Monitor and evaluate progress and performances of technical staff, consultants, and
contractors;
e) Certify progress for payments for services rendered in support of technical activities;
f) Prepare and distribute technical reports to the different stakeholder groups;
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g) Carry out any other technical functions and responsibilities considered necessary by the
Project Manager;
h) Report directly to the Project Manager.
E. Procurement Officer
a) Prepares a Procurement Plan at the start of Project Implementation;
b) Drafts Request for Expression of Interest to prospective service providers/Consultants;
c) Prepares staff contracts and related Terms of Engagement;
d) Responsible for taking the lead in carrying out the steps in the procurement process of all
project procurement activities including goods and services and for obtaining the required
Management approvals to ensure compliance with the procedures and guidelines of the
EAC Procurement Manual;
e) Attends and participates in the EAC Secretariat Procurement Committee meetings.
F. Monitoring and Evaluation Officer
a) Responsible for all project Monitoring and Evaluation activities including monitoring of
the Project Development Objectives as well as all other achievement targets that have
been agreed to during project formulation stage;
b) He/She receives instructions from, and reports directly to the Project Manager. A more
comprehensive task accomplishment of the M&E Officer will be spelt out in the Project
Results Framework prepared during the project formulation stage.
G. Administrative Assistant
(Damaris…. To provide)
H. Other Project Officers and Staff
Depending on the size, scope and nature of the project, other officers and support staff may be
required to supplement the implementation of the project. Such additional staff must be
mobilized as and when required by the project or appropriately qualified consultants must be
recruited, if deemed necessary.
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The Project Manager is responsible for ensuring that the EAC project implementation team is
adequately staffed. The Manager must also ensure that the different positions are filled with
competent and qualified staff. Where none is available, the EAC Secretariat HRD will develop
the necessary skills and capabilities and/or hire competent staff through a competitive
recruitment process on a contractual basis, for the duration of the project.
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ANNEX 1: PROJECT PROPOSAL TEMPLATE
Project Title: __________________________________________________________________
Applicant: ____________________________________________________________________
Name of Proposed Donor: ___________________________________________
Amount of Project (USD):
___________________________________________________________
Duration of Project: ___________________________________________________________
Project Contact Person (Name and Position): _________________________________________
2.0

Background

Give a brief of the organisation-EAC, its management structure, then, put into context the
situation analysis present. (This shouldn’t be more than one page).
3.0

Problem Description and Statement

The Problem Description may be derived from the following considerations:•

What is the gap that needs to be addressed?

•

How does it link to the four EAC pillars of integration?

•

Where do you want to be?

4.0

Project Description
•

Clear goals that need to be achieved;

•

What are the main Objectives to be carried out?

•

The results that will be seen once the project is implemented;

•

Which activities will be carried out?
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5.0

Stakeholders Analysis
•

In this section give a clear list of all the parties that will be affected by the project;

•

What are the perceptions of the parties involved?

6.0

Consistency with EAC Development Strategy
•

The proposal needs to be in line with the current Developmental Strategy of EAC;

•

What milestone is it going to support i.e. – Customs Union, Common Market, Monetary
Union or Political Federation?

•
7.0

Also need to show which target is being focused on.
Implementation Mechanisms

•

The modality of how the proposal will be carried out;

•

Need to be clear if the Secretariat will be the main driver or the Partner States, or the
project shall be implemented under shared responsibilities.

8.0

Log Frame
Intervention
logic

Objectively
verifiable
indicators

Sources of
verification

Assumptions

Overall objective
Project purpose
Expected results
Activities
9.0

Indicative Budget Summary

Activities

Unit cost

Results ( give the activities per result area)
TOTAL
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Unit

Total

ANNEX 2: GLOSSARY OF PROJECT RISK TERMINOLOGY
Control: an existing process, policy or practice that acts to minimize negative risk or enhance
positive opportunities.
Control Assessment: systematic review of processes to ensure that controls are still effective
and appropriate.
Event: Occurrence of a particular set of circumstances.
Frequency: A measure of the number of occurrences per unit of time.
Hazard: a source of potential harm or a situation with a potential to cause loss.
Consequence: Outcome or impact of an event.
Likelihood: A general description of probability or frequency.
Loss: Any negative consequence or adverse effect, financial or otherwise.
Monitor: To check, supervise or record the progress of an activity or system on a regular basis
in order to identify change.
Residual risk: The remaining level of risk after risk mitigation measures has been taken.
Risk: The chance of something happening that will have an impact upon the Project’s objectives.
It is measured in terms of likelihood and consequence.
Risk analysis: A systematic process to understand the nature of and to deduce the level of risk.
Risk Criteria: How is the significance of risk assessed?
Risk evaluation: Process of comparing the level of risk against the risk criteria.
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Risk Identification: The process of determining what, where, when, why and how something
unexpected could happen.
Risk Management: The culture, processes and structures directed towards realizing potential
opportunities and managing adverse effects.
Risk Management Process: The systematic application of management policies, procedures and
practices to the tasks of communicating, establishing the context, identifying, analyzing,
evaluating, treating, monitoring and reviewing risk.
Risk reduction: Actions taken to reduce the likelihood, negative consequence, or both,
associated with a risk.
Risk retention: Acceptance of the burden of loss or benefit of gain from a particular risk.
Risk transfer: Shifting the responsibility or burden for loss to another party through legislation,
contract, insurance or other means. Risk transfer can also refer to shifting a physical risk or part
thereof elsewhere.
Risk treatment: Process of selection and implementation of measures to modify risk.
Stakeholders: People and organizations who may affect, be affected by, or perceive themselves
to be affected by a decision, activity or risk.
SWOT Analysis: Provides an assessment of an organization’s Strengths, Weaknesses,
Opportunities and Threats to provide a snapshot of the present and a view of what the future may
present.
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ANNEX 3: EAC MINIMUM PACKAGE FOR NEGOTIATING AN
AGREEMENT WITH DONORS
While negotiating an agreement with the Donor, there are a number of elements that should be
considered. These include, but are not limited to, the following:
1. Composition of the negotiating team- The team should comprise of the project users;
host Department, Finance, HR, and Legal Department.
2. Synchronization of Budget cycles between the EAC and the Donor- The project
negotiation should be completed before the EAC Planning and Budget process starts in
August to comply with the EAC MTEF requirements
3. Duration of the project and Budget – For a long term project (i.e. more than 1 year),
there should be an indicative budget for 3 years for proper planning.
4. Staffing for the project- there should be negotiations for the Project to support staff
that will implement the project including an accountant. The levels and salaries of those
staff should be as much as possible aligned to the EAC established structure.
5. Commitment of the EAC at the end of the project- EAC shall commit itself to
embedding project staff after the project to leverage the already-built capacity.
6. Sustainability of the Project- Some donors require a sustainability plan on how the
EAC will sustain the project initiatives after the Donor funding has ended. There is
therefore a need to make adequate preparations for post-closure.
7. External audit- when negotiating with the Donor, inform them that EAC has an
external Audit Commission and they should consider that report instead of each donor
hiring its own external auditor. This position will serve to minimize conflicting audit
findings.
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ANNEX 4: TEMPLATE FOR EAC PROJECT MEMORANDUM OF
UNDERSTANDING
A Memorandum of Understanding (MOU) highlights the objectives and management
arrangements of a partnership. It may also explain communication, information sharing and
consultation processes. It is not a legal document though it may outline the partnership’s
governance structure and source of authority.
NOTE: The Project’s proposed MOU shall be submitted to the Office of the Counsel to the
Community (CTC) for review and approval prior to sharing the same with the prospective
Development Partner.

1. Title Page: indicate the two partnering entities and the subject of partnership
2. Rationale/Scope
Include a statement of purpose, and/or a brief description of expectations, and/or a justification
for the partnership.

3. Goals and objectives
Include a description of the goals and objectives of the partnership.

4. Partner organizations
The Memorandum of Understanding is between:
•

Name, Title, Organization;

•

Name, Title, Organization

•

Name, Title, Organization

5. General Provisions
A. Amendments. Either party may request changes to this MOU.

Any changes,

modifications, revisions or amendments to this MOU which are mutually agreed upon by
and between the parties to this MOU shall be incorporated by written instrument, and
effective when executed and signed by all parties to this MOU.
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B. Entirety of Agreement. This MOU, consisting of [insert number], pages, represents the
entire and integrated agreement between the parties and supersedes all prior negotiations,
representations and agreements, whether written or oral.

C. Severability. Should any portion of this MOU be judicially determined to be illegal or
unenforceable, the remainder of the MOU shall continue in full force and effect, and
either party may renegotiate the terms affected by the severance.

D. Sovereign Immunity. The [requesting law enforcement agency] and the [assigning law
enforcement agency] and their respective governing bodies do not waive their sovereign
immunity by entering into this MOU, and each fully retains all immunities and defenses
provided by law with respect to any action based on or occurring as a result of this MOU.

E. Third Party Beneficiary Rights. The parties do not intend to create in any other
individual or entity the status of a third party beneficiary, and this MOU shall not be
construed to create such status. The rights, duties and obligations contained in this MOU
shall operate only between the parties to this MOU, and shall inure solely to the benefit
of the parties to this MOU. The provisions of this MOU are intended only to assist the
parties in determining and performing their obligations under this MOU. The parties to
this MOU intend and expressly agree that only parties signatory to this MOU shall have
any legal or equitable right to seek to enforce this MOU, to seek any remedy arising out
of a party’s performance or failure to perform any term or condition of this MOU, or to
bring an action for the breach of this MOU.

F. Communication, information sharing. Include an outline of how information and data
that is generated by the partnership is to be handled by all parties to the agreement and
include confidentiality considerations.

G. Governance structure and reporting. Include a description of the governance structure
and reporting responsibilities may be useful.

H. Conflict resolution. In this important section, describe the process for resolving disputes
that may arise amongst the partners to the agreement.

6. Review and Evaluation
Set out plans and methods to determine whether the partnership has met its objectives.
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Include how to get feedback from partners and any other key players who can provide
information relating to the effectiveness of the partnership.
Include a strategy to regularly review operational processes and identify issues of concern.
Collect data on success rates and re-assessments.

7. Resources
Identify the equipment, resources and materials facilities that will be contributed by partnership
members.

8. Authorization
The signing of this MOU is not a formal undertaking. It implies that the signatories will strive to
reach the objectives stated in the MOU, to the best of their ability.

9. Signatures
In witness whereof, the parties to this MOU through their duly authorized representatives have
executed this MOU on the days and dates set out below, and certify that they have read,
understood, and agreed to the terms and conditions of this MOU as set forth herein.
The effective date of this MOU is the date of the signature last affixed to this page.
[Secretary – General, East African Community]
[Name and Title]

Date:

[Witness]
[Name and Title]

______
Date:

[Representative of the Development Partner]
[Name and Title]

Date:

[Witness]
[Name and Title]

________
Date:
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ANNEX 5: PROJECT READINESS FILTER APPLICABLE TO ALL NEW PROJECTS
Key Preparation elements
Identification of the relevant
Project Director and the
EAC Secretariat project
management and
implementation teams to be
responsible for project
implementation.
Risk Management plans /
Good
Governance Framework
Financial Management
Capacity Assessment of the
EAC Secretariat
Human Resource
Procurement Capacity
Assessment (PCA) of the
EAC Secretariat

Identification/
Preparation

Appraisal/Fact-finding

Project Preparation/
Negotiations

EAC staff to lead
project preparation
assigned

Definition of their projectrelated TORs, and back-up
arrangements to ensure
continuity.

Full Project Management
and Implementation
Teams recruited and
assigned their respective
roles

Broad content
defined

Drafted

Completed and agreed.
A project staff has been
assigned as focal point
Start-up actions initiated

Completed

Completed. PCA is
reviewed by the HRD and
Procurement
Departments

Annual implementation plan
and budget

Drafted

Start-up actions initiated;
procedures and
instructions for
recruitment of Project
staff
Completed and agreed

Program/project manuals

Drafted

Completed and agreed

Auditing arrangements
including TOR

Agreed

Confirmed

Effectiveness
Launch workshop done within three
months: the launch workshop should
focus in particular on the training of
staff on the detailed implementation
arrangements
(program manuals)

Start-up actions implemented,
including Financial Maintaining
training within two months
Start-up actions implemented

Plan and budget obtained no objection
from the Development Partner
Manuals obtained no objection by
Development Partners
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Key Preparation elements
Environment Impact
Assessment (EIA), Social
Impact Assessment (where
applicable)
Budget & funding from
Development Partners for
the 1st year of project
implementation
Advance Actions (AA) for
1st year Bidding Documents
(BDs) for Consultancies,
works, goods and services
M&E arrangements and
baselines

Identification/
Preparation
Requirements
defined

Project
Development
Objective and Key
results Indicators
identified

Appraisal/Fact-finding

Project Preparation/
Negotiations

Effectiveness

Agreed

Action plans initiated

Action plans ongoing

Needs defined

Confirmed

Available

List of items, timetable
and responsibilities for
implementation of
AA,
M&E arrangements
Agreed. A project staff has
been assigned to develop
the baseline.

BD No objection
obtained from the
Development Partners
and issued.
Confirmed

Ready for signing (notably for
goods). For civil works contracts bid
documents ready for advertising
Collated within 3 months (if no
identification of baselines was done
during project preparation)
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ANNEX 6: INSTITUTIONAL ROLES AND RESPONSIBILITIES RELATING TO PROJECT
IMPLEMENTATION
Project Level
Project
Identification
Project Preparation/
Appraisal

Directorate overseeing the Project
-

-

Financing
Negotiation

-

Identifies the relevant executing
department
Coordinates and facilitates project
preparation activities.
Agrees on financial reporting
requirements and external audit
arrangements.
Selects the negotiating team
Agrees on Procurement Plan
Agrees on disbursement procedures.
Prepares the preliminary project
design.
Prepares project cost estimates
Prepares financing plan
Prepares forecasts of disbursements
and income & expenditures.
Prepares project-processing
schedule.
Agrees on reporting requirements,
monitoring & evaluation systems,
External auditing arrangements.
Negotiates and signs Financing,
Project and TA agreements

EAC Secretariat
(host department)

EAC Projects Coordination Unit
-

-

Registers the identified project into the EAC
Projects database
Prepares the preliminary project design.
Prepares project cost estimates
Assesses the environmental and social
impact.
Analyzes economic and financial viability.
Identifies potential environmental risk
areas
Develops an oversight and coordination
plan.
Reviews Project Readiness Filters

Participates in negotiations with
Development Partner for financing.
Documents agreements reached at project
preparation stage.

-

-

-

Analyzes economic and financial
viability.
Identifies procurement
requirements, including any
advance actions.
Prepares forecasts of disbursements
and income & expenditures.
Agrees on reporting requirements,
monitoring & evaluation systems,
external auditing arrangements.

Participates in financing
negotiations (Legal department).
- Documents
agreements reached
at project
55

Project
Implementation

-

-

-

-

-

Project
Completion/
Closure

-

-

Ensures the Project compliance with
EAC Grant covenants
Delegates authority to the Project
Manager responsible for overall
project management
Responsible for overall procurement
actions
Provides guidance in procurement
process and Procurement Review
Committee as specified in the
Procurement Manual
Ensures PIT’s compliance with rules
and regulations of the EAC and
Development Partners.
Monitors performance of the project
processes and funds disbursements
In agreement with the Development
Partner, approves all variations to
contracts and change in scope
Seeks approval of Development
Partner for extension of Grant
closing dates or no-cost extension.
Ensures that all project accounts are
closed.
Ensures that all residual assets are
transferred to the EAC Assets
Registry.
Coordinates preparation of project
completion report (PCR) by the PIT.

-

-

-

Coordinates the EAC Projects portfolio
Maintains lines of communication between
the Projects and the Executive and
Management
Develops a framework for regular
institutional reviews of Project progress
Collects and monitors funds disbursement
and risk assessment status reports from each
project.
Develops different implementation tools
appropriate to Project scope and timelines
Keeps track of implementation schedules
through a customized tracking mechanism
Participates in the mid-term and final
review missions with Development Partners

-

-

-

-

-Updates status of the Project in the database
and implementation register.

-

-

preparation stage.
Accountable to the EAC
In-charge of day-to-day project
supervision.
Agrees performance management
requirements with Development
Partners
Conducts financial management,
monitoring and evaluation.
Establishes project accounting
systems, maintains project records
& prepares financial reports.
Establishes Project bank accounts.
Establishes and maintains a
Management Information System
that encompasses Project
operations.
Monitors operational performance
Responsible for all procurement
actions.
Prepares and submits disbursement
and procurement tracking forms
Coordinates preparation of Project
Completion Report (PCR) by the
PIT.
Closes the project accounts.
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APPENDICES

APPENDIX A: PROJECT ADMINISTRATION MANUAL TEMPLATE
Introduction
For every new Project at the EAC, the Project Implementation Team, supported by the
Development Partner and the host Department, must draft a Project Administration Manual. The
Manual shall be continually updated to reflect changing circumstances for the implementation of
the Project and Institutional objectives. It is prepared for the whole duration of the project. The
size, complexity and scope of the Project Administration Manual must correspond to the type of
project being implemented.
The Administration Manual serves as the basis for other plans, budgets, procurement schedules
and other project implementation requirements. It is a Management tool designed to assist the
EAC Secretariat to become pro-active in implementing projects. It must be completed prior to
initiating the project (sometimes stipulated as a Condition Precedent by some Development
Partners).
In drafting the Manual, the Project Team should thoroughly map out its planned activities and
clearly articulate how each activity will be accomplished during the implementation phase. The
required detail should include such aspects as: i) the flow of work (process mapping); ii)
delegation and levels of authority; iii) funds absorption arrangements; iv) a description of all
documentation and reports that need to be generated during project implementation.
Purpose of the Project Administration Manual
The provision of this level of detail prior to the commencement of project implementation will
ensure that meaningful guidance is given to staff involved in the project implementation
activities at every stage from inception until project completion. The Manual should be treated as
a “living” document which will be subjected to regular update and revision since situations
change during the project implementation phase.
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The Project Administration Manual is used as a management tool to assist in:

1.

Implementing projects and in accomplishing project goals, planned results and project
outputs and development objectives;

2.

Defining the tasks and activities needed to be carried out to generate the Project
Development Objectives, Results and Impacts anticipated during the course of the project;

3.

Managing project inputs, allocation of resources and optimization of resources usage;

4.

Managing and administering projects, assigning responsibilities and accountabilities and
fostering collaboration and teamwork;

5.

Identifying when various procurement actions need to be taken;

6.

Defining the funds flow structure which will facilitate the disbursement procedures for the
project;

7.

Monitoring and evaluating performance; and

8.

Sharing and managing knowledge and stakeholder communication.

Circulation and Dissemination
Upon completion of drafting the Manual, the Project Manager will circulate the draft to the
Director responsible for the Project and to the Development Partner for endorsement and
approval.
The team will conduct briefing meetings to ensure that all project participants and stakeholders
are fully informed about the schedule of work, the activities and other issues outlined in the
Manual including the initial work plan and schedules of implementation.
Contents of a Projects Management Manual
The Template below illustrates the standard contents of a Project Administration Manual.
Projects may adopt the contents herein and/or adjust the details depending on the scope of the
particular project under consideration.
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Title: [name of project]

PROJECT ADMINISTRATION MANUAL

Contents
ABBREVIATIONS
1.

PROJECT DESCRIPTION
- Project’s rationale, location, beneficiaries and benefits

2.

IMPLEMENTATION PLANS
- Project Readiness activities
- Overall Project Implementation Plan

3.

PROJECT MANAGEMENT ARRANGEMENTS
- Project Implementation Organization; Roles and Responsibilities
- Key persons involved in implementation
- Project organization Structure

4.

FINANCIAL MANAGEMENT
- Financial Management procedures
- Funds disbursement
- Accounting
- Preparations for external and internal Auditing

5.

PROCUREMENT AND CONSULTING SERVICES
- General
- Procurement Thresholds and Review
- Procurement Plan
- Advance Contracting
- Procurement of Goods, Works and Consulting Services

6.

PERFORMANCE MONITORING, EVALUATION, REPORTING AND COMMUNICATION
- Project Design and Monitoring framework
- Monitoring
- Evaluation
- Reporting
- Stakeholder Communication and Grievance Redress Strategy

7.

EAC CODE OF ETHICS AND INTEGRITY

8.

ACCOUNTABILITY MECHANISM

9.

LIST OF APPENDICES
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APPENDIX B: EAC PROJECT CONCEPT NOTE TEMPLATE

+
EAST AFRICAN COMMUNITY

Format for EAC Projects Concept Notes
1.0

Project Summary

Project Title

<Insert>

Organization Name
Address

East African Community
Po Box 1096
Arusha, Tanzania
http://www.eac.int/
(+ 255) ………………………

Website
Telephone
Contact Person

Name: <Insert>
Telephone: <Insert>
Mobile phone: <Insert>
Email: <Insert>

< Insert a 1-2 paragraph summary of the project highlighting the target area, beneficiaries,
strategy and expected results. Write this section after you have completed all other sections of
the concept note>.
2.0

Introduction

<The Concept Note is drafted by the Project team and presented to the line Director formally
requesting the assessment of the proposed Project Concept as an eligible project under the EAC
Development Strategy.>
3.0

Relationship of the planned project to EAC Strategic framework

<Identify the fit between proposed project and EAC Development Strategy>
4.0

Problem Statement

<Briefly describe the problem being addressed (one paragraph)>
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5.0

Rationale

<Provide a set of reasons or a logical basis (principles)for the proposed intervention>
6.0

Target Area & Beneficiaries

<Briefly describe the geographic target area and the people who will benefit from the program>
7.0

Goal

<Insert the goal of the project>
8.0

Expected Accomplishments (Impact, Outcomes and Outputs)
•

<Insert outcome 1>

•

<Insert outcome 2>

•

<Insert outcome 3>.

9.0

Main activities

<Outline the planned activities intended to be covered under this project>
10.0

Duration

<Describe when the project will start and finish>
11.0

Approach

<Briefly describe the overall approach that you will use to solve the problem. If the approach is
something that has been used before, then describe how it has been used previously and why you
think it will be appropriate in this proposed intervention>
12.0

Monitoring & Evaluation

<Briefly describe how you will measure results>
<List key indicators of achievement>
13.0

Budget

<Give the total budget for the project>
<Provide detailed description for each budget line>
14 .0 Sustainability
<Briefly describe how the project activities will be sustained in the long term>
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APPENDIX C: PROJECTS PORTFOLIO RESULTS MANAGEMENT FRAMEWORK
This Results Management Framework will be applied at end-of-year Projects Portfolio reporting by the PCU.
Design Perspective
and Goal

Performance
Indicators

Target

Data Sources &
Reporting

Portfolio aligns with
EAC Development
Strategy and conforms to
the provisions of Project
Financing Agreement

Individual Projects
Development Objectives

Quarterly M&E,
Quarterly Portfolio
Assessment Reports

PDOs should be simple,
concise and able to be
monitored easily.

Portfolio is implemented
in a timely, efficient and
transparent manner with
regular monitoring and
evaluation

Efficient and timely
project start up

At least 80% of the
PDOs of all active
projects are rated
satisfactory by end 2018
and a similar rating
awarded by project
completion.
By mid-2018, all Projects
to ensure compliance
with agreed Project
Readiness Filters as a
condition of project
implementation
Percentage of
procurement packages
(included in the first 18month procurement plan)
All new projects have
established baselines for
key performance
indicators at time of
effectiveness
Percentage of Projects
within the low-risk
category (>3 of the EAC
Projects Dashboard)
Absorbed funds for
project implementation
are within ……%
forecasts every year
10 working days from
Concept Note approval to
submission for No
Objection

Directorate responsible
and the Project team

The Directorate to
implement the agreed
Project Action Plan in
line with the EAC
calendar of activities

Time to establish M&E
baseline data

Internal (institutional)
implementation progress
rating
Rate of Funds utilization
forecasting
Preparation/Drafting of
Project Concept Notes
and Request for No
Objection from the
Development Partner

Baseline
(insert date)

Results at
(insert date)

Comment and
Assumptions

Directorate responsible
and the Project team
Directorates to continue
support of M&E capacity
building for their
respective projects
PCU semi-annual
Projects Coordination
Review Reports
Quarterly Project
portfolio Review
Reports
Project Manager
tracking of Concept
Notes preparation
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APPENDIX D: PLANNING PROJECT REVIEWS AND REPORTING ON PROGRESS
Project Expected Performance
Indicators and
Results
Targets
Outcome (s)

Number / Percentage/
Degree

Monitoring
Responsibilities

Monitoring
Schedule

Achievement Status

Budget
Implementation

-M&E Officer

At the end of the
project, or during
project post
completion follow-up

Achievements in terms of
outcome (s) compared to
expected outcome (s)

Compare project
expenditure with total
Grant (%)

-During periodic
reviews (monthly)

Achievements in terms of
output (s) compared to
expected output (s) at the
time of the review (%)

Compare expenditure at
the time of the review
with corresponding
funds disbursed

-Project Manager
Number/Percentage/d
egree

-M&E Officer
-Project Manager

Outputs

-At the end of the
Project

Risks and
Assumptio
ns

The columns in the above matrix should be filled at agreed regular intervals as follows:
Column 1: As indicated in the Project logical framework;
Column 2: As indicated in the Project logical framework;
Column 3: Indicate the name of person or entity responsible for monitoring;
Column 4: The schedule for periodic reviews will depend on the project, its duration and Donor reporting requirements;
Nevertheless an annual review is recommended in order to ensure alignment with the annual budget performance assessment
conducted by the EAC Financial Management Rules and Regulations;
Column 5: Level of actual achievement compared to expected target at the time of the review or to the final target;
Column 6: Percentage (%) of budget executed;
Column 7: Analysis of gaps between achieved and expected outcome or output as well as analysis of gaps between expenditure
and corresponding allotments. This will make it possible to justify any request for re-allocation, extension of the project financing
agreement, consideration for additional financing or review of the implementation plan.
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APPENDIX E: ACTIVITIES UNDERTAKEN DURING THE PROJECT LIFE CYCLE

PROJECT CONCEPT NOTE

1

PROJECT POST-COMPLETION REPORT

-Rationale for the Project
-Relevance of the Project to EAC
-Feasibility of the Project

Identification

-Monitoring of Project Sustainability
-Assessment of project outcome/impact
-Documentation of Lessons learnt

Approval by Director/DSG

5

2

Post-completion follow-up

Preparation

4

3

Completion/Evaluation

Implementation/Monitoring

-Justification of the Project
-Description of the Project
-Definition of implementing arrangements
-Definition of sustainability mechanisms

PROJECT PROGRESS REPORT(S)

PROJECT FINAL REPORT
-Project performance evaluation

-Documentation of lessons learnt
-Implementation of project sustainability / Closure Report

PROJECT DOCUMENT
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-Readiness for implementation
-Monitoring of compliance with project activities and funds absorption
-Monitoring and reporting on progress and financial management
-Re-assessment of project sustainability measures

