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Annex 2: ASEAN Cooperation Project Proposal
For assistance on how to complete this template, please refer to the “ASEAN Cooperation Projects Design and Management Manual,” which can be downloaded at https://asean.org/wp-content/uploads/ASEAN-Cooperation-Projects-Design-and-Management-Manual.pdf[footnoteRef:1]. Proponent shall use Arial 11 font in the project proposal.  [1:  To be updated once the revised Manual is ready] 



1. PROJECT DETAILS
	

Proposal Identification Code: (to be completed by the ASEAN Secretariat)

Project Title: 
Write a short title that shows the main goal and objective of the project.

Brief Project description – 300 words max:
[bookmark: _Hlk128922392]Provide a brief description of the project. It should be clear and brief and detail how it will contribute to ASEAN’s overall goals. Include: a) the objective/s (outcome/s), expected results (outputs), key activities, and how it will address the identified problem, b) the direct beneficiaries, and c) intended duration. If it is a Recurring or Next Phase project, explain briefly how it builds on the previous project. 

[bookmark: _Hlk119051554]Is this a Recurring project: Yes ☐ No ☐
If Yes, Previous Project Identification Code: 
Recurring projects are repeated at regular or irregular intervals with the same or similar objectives (outcomes), outputs, and activities.

Is this a Next-Phase project: Yes ☐ No ☐
Next-Phase projects continue previous projects, either by expansion or incorporating additional areas, not covered or explored by the previous project.


Project Classification:   

a) Alignment to ASEAN Priorities
[bookmark: _Hlk129027701]To determine the Project Proposal’s alignment to ASEAN priorities, please refer to Chapters 2 and 4 of the ASEAN Cooperation Projects Design and Management Manual[footnoteRef:2] and/or the ASEAN website for relevant guiding documents. Proponents can also consult with the ASEAN Secretariat.   [2:  To be updated once the revised Manual is ready] 


Scope:			Single Sector ☐	Cross-Sector ☐

	Strategic Plan
	APSC ☐               
	AEC ☐
	  ASCC ☐ 	

	Strategic Goals: 

	
	
	

	Objectives: 

	
	
	

	Strategic Measures:   

	
	
	




 	       		 ASEAN Connectivity ☐ 	 			   IAI ☐
	
Strategic Goal: 
Objectives:
Strategic Measures: 
	Strategic Area: 
Objective: 
Strategic Measures:
Cross-cutting Mechanisms:



b) Project type 
[bookmark: _Hlk119069559]To determine the project type, please refer to Chapter 4 of the ASEAN Cooperation Projects Design and Management Manual, or consult with the ASEAN Secretariat. There can be more than one type, but please indicate the predominant type based on the project objectives. If you select “Others”, please specify the nature of the project.

Primary Project type: 			______________________________________

	☐ Awareness Raising/Public Outreach
(e.g., forum, seminar, knowledge sharing, outreach and/or communication materials/activity, etc.)

	☐ Capacity Building
(e.g., workshop, training, exchange, scholarship, technical assistance, special assistance, etc.)


	☐ Research and Analysis/Evidence Building
(e.g., survey, research, baseline study, benchmarking, assessment, evaluation, review of strategic plans, etc.)


☐ Groundwork
(e.g., new manual, innovative practices, business incubation model, invention of improved/new methods, use/introduction of new technology, strategy documents, etc.) 

	☐ Policy-Related
(e.g., harmonisation of national policies and institutional mechanisms, development 
and/or implementation of regional frameworks, establishment and/or operationalisation 
of regional mechanisms, policy dialogue, etc.)

☐ Pilot Implementation
(Small-scale or localised implementation to test ASEAN-level policies, tools, technologies or models before scaling up.)

	☐ Others	____________________________________________________________



c) Project duration:   	
[bookmark: _Hlk128905253]
Project duration is from the proposed commencement date to the end of implementation date. The actual commencement date is when the Implementing Agency/Proponent is informed by letter that the project is approved and receives the first payment. The end of implementation date is when the last activity outputs are finished. The project duration must match the implementation period in the work plan and budget. The Implementing Agency/Proponent must submit an updated work plan and budget (if applicable) within 30 days of starting the project to reflect the actual commencement date, approved budget, and any schedule changes.

	<18 months ☐	18-30 months ☐ 	> 30 months ☐




Note: Modify the above table to show the start and end dates and close the Worksheet when you are done; it will calculate the dates and project duration. 

d) Participating ASEAN Member States:  	All ☐ 		Not all ☐
If not all (or not all in the same way), please indicate reason: 

ASEAN cooperation projects are expected to involve the participation of every ASEAN Member State. If the States’ participation is in different ways (e.g., through different levels of assistance) or does not involve every State, please indicate the reason.


ASEAN Sponsoring Body
To determine the Sponsoring ASEAN Body, please refer to Annex 1 of the ASEAN Cooperation Projects Design and Management Manual, or consult with the ASEAN Secretariat. 

Sectoral Committee/Main Body: 
Meeting Number/Date:   			dd/mm/yyyy

Working Group/Sub-Committee: 
Meeting Number/Date:   			dd/mm/yyyy 


Proponent’s name and address:   
Contact Person and Details:


Implementing Agency’s name and address (if different from above):
Contact Person and Details:



Date of Proposal submission:  		dd/mm/yyyy


Proposed funding source(s):  
To determine the funding source, the Proponent can consult the ASEAN Secretariat, National Secretariat of their country, ASEAN Sectoral Committee, or ASEAN Body and Project Management Team (if available). 

Proposed Project budget (total in USD): ________________

<USD 1,000,000 ☐	>USD 1,000,000 ☐
Note: Projects above USD 1,000,000 will require independent/external evaluation.


To be completed by PCPMD, ASEAN Secretariat

Recommendation of the ASEAN Secretariat
Meeting No./Date:	dd/mm/yyyy
Action:			Endorsed ☐	Not Endorsed ☐
					
Approval of Committee of Permanent Representatives to ASEAN (CPR)
Meeting No./Date: 	dd/mm/yyyy
Action:			Endorsed ☐	Not Endorsed ☐




2. PROJECT JUSTIFICATION, REGIONALITY, AND BENEFICIARIES 

For assistance on filling out this section, please refer to Chapter 4 of the ASEAN Cooperation Projects Design and Management Manual and/or the ASEAN website for relevant guiding documents. Proponents can also consult the ASEAN Secretariat. 

a) Problem Statement: In up to 600 words, describe the problem/s in the region or sector that the project aims to address. Guiding points: 
· The regional problem(s) the project is trying to address
· Underlying causes of the problem
· Supporting data or evidence to establish the problem’s existence.
 
b) Regionality: To qualify as an ASEAN cooperation project, keep the following in mind:
· Is the project addressing a regional problem? 
· Is the project proposing a regional intervention? 
· Does the project involve and/or benefit all ASEAN Member States? 
· Does the project complement and provide value-add to ASEAN Member States interventions at the national level?

c) Project History: List any related projects or activities, past or present, and explain how this new proposal complements them. For recurring or next-phase projects, include the results achieved, outputs and outcomes if available, lessons learned, and any evaluation reports from the previous project as annexes. 

d) Beneficiaries:  State who and how many people will directly benefit from the project. This can include individuals, organisations, a specific ASEAN sector or ASEAN Member States. Where relevant, detail direct beneficiaries by gender, location, designation, organisation-type, sector, or socio-demographic profiles. Specifically indicate the number of male and female beneficiaries. The target number of beneficiaries is also linked to the project’s indicators. Proponents should also identify indirect beneficiaries. 

	Types of beneficiaries
	Details 
Provide details on beneficiaries’ (gender, location, designation, organisation type, etc)

	Direct:
1.
2.

	

	Indirect
1.
2.
	








3. PROJECT RESULTS 

Use the table below to list the outputs needed to achieve each outcome. A project can have multiple outcomes and outputs, each with corresponding activities. Add rows and adjust numbering as necessary. 


	Impact: The intended physical, financial, institutional, social, environmental, or other high-level development results, e.g., at the ASEAN Strategic Plan level, in line with the Project Classification’ section. 
Key question: What long term change does the project intend to achieve?


	[bookmark: _Hlk128922893]Project Outcome 
The outcome is the final result of the project showing the intended changes, e.g., in practices or policies.

A project usually has one main outcome but can have several intermediate outcomes, such as changes in target group actions, behaviours or relationships between stakeholders

Key questions:
· What results/changes does the project intend to achieve through its outputs and activities?
· Who are the targeted beneficiaries or stakeholders?
	Indicators 
An Indicator is a quantitative or qualitative factor or variable that shows how well an outcome or output has been achieved. 
Key questions:
· How do we know the outcome is achieved?
· How will achieving project outcome/output be measured?   
	Means of Verification (MOV)
An MOV details where to get information to measure an indicator e.g., training reports, data sheets, before-and-after photos, etc. 
Key questions: 
· How will data be collected and reported? 
· What secondary sources are available? 
· Does the project use primary data collection tools? 

	Output 1
This is the direct or immediate product, service, or access produced/delivered by the project activities (e.g., individuals trained, workshops delivered, policy documents or knowledge products produced, etc). Outputs should be tangible, observable, and measurable. The IA is accountable for the outputs. 



	Indicators
See above.
Where applicable, please refer to the ASEAN Cooperation Projects Design and Management Manual Annex for the list of ASEAN Cooperation Project Standard Output Indicators.
	Means of Verification
See above.


	Key Activities 1
A key activity is a specific action taken to achieve an output. 

Key question:
What steps are needed to produce this output? Each activity should clearly connect to its output. 

	Output 2
	Indicators
	Means of Verification

	Key Activities 2

	The project can have multiple outcomes or outputs. Add rows as necessary.






4. PROJECT MANAGEMENT ARRANGEMENTS 
600 words max per section

a) Management arrangements – Describe the project’s management structure, preferably through an organogram, including responsibilities, coordination mechanisms, and reporting lines. At a minimum, include the relevant ASEAN Bodies or Committees, ASEAN Secretariat, Project Team, Proponent, and Implementing Agency, and the external partner stakeholder, if applicable. Proponents can consult the Secretariat to identify other stakeholders. Reporting requirements should follow the guidance in the Disbursement Letter: progress reports for projects of 1-2 years, completion reports for all projects. If the IA has been identified, please describe their organisational capacity to implement and monitor this project, including past experience. 

b) Human Resource inputs – Specify the type and number of personnel in the project, including terms of reference for each position, in the annexes, and any additional human resources, e.g., consultants. 

c) Monitoring & Evaluation (M&E) – Briefly describe how the project will monitor and evaluate its intended results, and indicators, such as data collection, analysis, reporting, evaluation, and use of findings for feedback and learning. Include key M&E roles and responsibilities. 
To determine what type of M&E and other performance measurements are required, please refer to the table below [to be deleted in the submitted/circulated proposal]. 

	Type of project
	Required monitoring and evaluation

	All types of projects
	Progress monitoring (focus on activities implementation, outputs, and outcomes). Financial monitoring is advisable, and when required, shall follow SOP PFDR. 

	Project duration of 18 months or less
	Final performance assessment and reporting (Project Completion Report) focus on the extent to which outputs and outcomes are achieved (fully, partially, or not achieved).

	Project duration 18–30 months
	Final evaluation upon completion of project.

	Project duration of more than 30 months
	Interim/midterm evaluation.
Final evaluation upon completion of project. 

	Project budget of USD 1,000,000 or more
	Independent evaluation at least once during the project.

	Second or next phase of project with duration more than 18 months
	Independent evaluation required before starting a new phase.






5. PROJECT SUSTAINABILITY 
300 words max

To fill out this section, please refer to Chapter 4 of the ASEAN Cooperation Projects Design and Management Manual, or consult the Secretariat. State how the outputs and benefits will be sustained after project completion. The project can include follow-up activities to help beneficiaries turn outputs into real benefits or outcomes. 


6. GENDER AND OTHER CROSS CUTTING ISSUES 
300 words max

a) Gender - Explain how the project will address gender issues; specifically addressing how women and men benefit equally. Indicate if resources are allocated for this purpose, how equal participation will be promoted, and how it will be monitored.

b) Other cross cutting issues - State how cross-cutting issues will be addressed, such as:
· environmental sustainability
· inclusion of marginalised groups such as children, persons with disabilities, or elderly people 
· human rights
· technology or social innovation and ICT issues.


7. Risk Mitigation
200 words max

Identify the main risks to achieving the project outcomes. Explain how you will reduce these risks, especially any social and environmental impacts. Fill in the two tables below with identified risks and mitigation strategies. 

You may refer to Chapter 4 of the ASEAN Cooperation Projects Design and Management, or consult the ASEAN Secretariat. 

Note: Risks are not certain but are reasonably likely to occur.


	Risk/Threat

	Risk Mitigation Strategy

	Negative factors that may impede or block achieving the outcomes, outside the control of the IA.
	Strategy to reduce risks to achieving outcomes. 

	Risk 1:
	Mitigation strategy:

	Risk 2:
	Mitigation strategy:






Annex 1 – Budget Proposal   
Use the provided template to list budgeted costs under the relevant headings. Base your budget on the resources needed for the Project Results (Section 3) and Project Management Arrangements (Section 5). Include a project evaluation budget if required. 


Annex 2 – Indicative Work Plan 
Use the provided template to develop a work plan with a timeframe for each project output and corresponding activities (Section 3), including M&E activities. The work plan must cover the entire project period (see note in the project duration section).  


Annex 3 – Notation on Additional Supporting Documents
List supporting documents that will be submitted to help explain the proposal and its strategy, e.g., project reports, evaluation reports, or memoranda of understanding. 
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Proposed commencement date dd/mm/yy
Proposed end of implementation date dd/mm/yy
Project duration 0










Proposed commencement date dd/mm/yy

Proposed end of implementation date dd/mm/yy

Project duration

0
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		Proposed end of implementation date dd/mm/yy

		Project duration		0






