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This document is an annex to the Country Programme Strategy. 
 

For further information, please see the relevant section of the Country 
Programme Strategy. 

 
1. Purpose 

Provide grants for the implementation of small projects that lie within focal areas of Global 
Environment Facility’s and country environment priorities, in order to: 

 Increase biodiversity; reduce greenhouse gas emissions, persistent pollution, and land 
degradation; and improve international waters 

 support good governance 

 strengthen locally responsive institutions  

 contribute to poverty reduction, equity, and improved gender relations  

 

2. Eligibility Criteria 

To achieve SGP mandate in  

 providing for more grassroots experiences,  

 building capacities, local ownership and awareness on benefits of a healthy 
environment 

 enhance capacities to develop and manage resources effectively for sustainable 
development and the greater good  

SGP will provide small grants to Lao CBOs, NPAs, and Mass Organizations in order to implement 
projects under the focal areas of GEF and country environment priorities .  
 
The definition of CBOs, NPAs and Mass Organizations follow related decrees, regulations, and laws of 
the Government of Lao PDR.   
 
International NGOs, Government institutions and academic institutions cannot receive grants from 
the SGP. 

 

3. Activity 

SGP supports projects in the five GEF focal areas of: 1). Biodiversity, 2). Climate Change, 3). 
International Waters, 4). Land Degradation, and 5). Persistent Organic Pollutants.  
 
For more detail on these project priorities, please refer to the Lao PDR CPS (Country Programme 
Strategy).   
 

4. Project Concept Note 

Eligible applicants first submit a project concept note to the National Coordinator (NC).  This concept 
note will be reviewed by the National Steering Committee (NSC), which will take approximately 30 
days. The NC will inform the applicants of the result of the review according to the following 
categories: 

1) Entitled to Receive Grant from SGP,  
2) Recommendation to change, or 



GEF-SGP, Lao PDR | Contact for submission Project Concept Note/Proposal: 

 Mr. Phetdavone CHALEUNSOUK,  Lane Xang Avenue, P.O. Box: 345. Tel: 856 21 267777 ext 658; 

Mobile: 856 20 630 5044, Email: phet.chaleunsouk@undp.org URL: http://sgp.undp.org,   

www.undplao.org 
 

3 

 

3) Rejected.   
 
Applicants under “Entitled to Receive Grant from SGP” or “Recommendation to change” will work 
directly with NC to ensure the necessary documents are submitted.   
 
NC and NSCs may also recommend a planning grant for the purpose of project proposal 
development, if necessary. This mechanism can facilitate applicants to access technical support and 
or resources required for improving the concept note or further developing the proposal before re-
submitting to NC.   
 

Table 1: Information to be included in the Project Concept Note 

NO Check list Minimum 
Criteria 

Comments 

1  MOs and NPAs should provide 
copies of their formal registration 
with the Government of Lao PDR 
(or request for registration) 

 CBOs should provide copies of 
their local statutes and formation 
documents 

Mandatory NPAs requesting registration 
can apply for a grant and 
should submit their 
registration request form and 
bank account details. 

2 Brief factsheet on the activities being 
undertaken by the NPA, CBO or MO 
applying for a grant 
References at national and local level 

highly 
desirable 

Brief note is acceptable.  

3 Brief description of locality and 
stakeholders involved in the NPA, CBO or 
MO 

Mandatory Grantee must be Lao PDR. 
Summary description of the 
beneficiaries of the project 
(number, gender, etc.) 

4 Brief description of project participants  Mandatory Name of organization 
members 
 

5 Brief outline of project: description of 
problem to be addressed by the grant and 
proposed solution (project should fall 
within SGP focal areas) and estimated 
budget (please refer to # 8) 

Mandatory The project can be related to 
more than one focal area of 
SGP  
Maximum of three pages in 
length 

6 Brief description of the benefits to the GEF 
focal area and local community. 

 Summary description of the 
beneficiaries of the project 
(number, gender equity, etc.) 
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5. Project Proposal 

In addition to the concept note, the project proposal should include the information presented in 
Table 2. 
 

Table: 2. Information to be included in the Project Proposal 

NO Check list Minimum Criteria Comments 

1  MOs and NPAs should provide 
copies of their formal registration 
with the Government of Lao PDR 
(or request for registration) 

 CBOs should provide copies of 
their local statutes and formation 
documents 

Mandatory NPAs requesting registration 
can apply for a grant and 
should submit their 
registration request form and 
bank account details. 

2 Brief factsheet on the activities being 
undertaken by the NPA, CBO or MO 
applying for a grant 
References at national and local level 

highly desirable Brief note is acceptable.  

3 Brief description of locality and 
stakeholders involved in the NPA, CBO or 
MO 
 

Mandatory Grantee must be Lao PDR. 

4 Brief description of project participants. 
Brief description of other agencies 
providing technical assistance to the 
project.   

Mandatory Name of organization 
members. 
Name and contact 
information or other agencies 
involved with the project. 

5 Outline of project: description of problem 
to be addressed by the grant and proposed 
solution (project should fall within SGP 
focal areas) 

Mandatory The project can be related to 
more than one focal area of 
SGP  
Maximum of five pages 

6 Brief description of the benefits to the GEF 
focal area and local community. 

Highly desirable Summary description of the 
beneficiaries of the project 
(number, gender, etc.) 

7 Work plan Mandatory Work plan for the project  

8 Budget Mandatory see Annex 1 

9 Demonstrated  source of funds, in case  of 
receiving funds from multiple donors 

Mandatory (in case of 
multiple funding) 

Documented in annual 
reports and account 
statements 

10 Monitoring & Evaluation Mandatory see Annex 1 

11 Partners in the projects, if any  See Annex 1 

12 Sustainability Plan Highly desirable  

13 Communication optional  
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6. Submission and Review 

Applicants can submit a project concept note and /or a project proposal in written and printed 
document or as an electronic form in Lao language and /or English. If an applicant has difficulty 
writing concept notes or proposals, the organization can consult with NC about arranging alternative 
mechanisms for submission (e.g. video proposal) and or the possibility of applying for a planning 
grant . 
 
When reviewing projects, NC and NSCs will take the following issues into consideration: 

6.1. Is applicant NPA, CBO, or MO in Lao PDR? 

Yes: Go to 6.2. 
No: You are not eligible for GEF SGP. 

 
6.2. Is the project related GEF Focal Area? 

Yes: Go to 6.3 
No: You may change your project to address one of the SGP focal areas. 

 
6.3. Project concept note/Project proposal  

Following the deadline for receipt of project concept notes and proposals, the NC and NSC will 
prescreen all project concept notes and project proposals within a 30 day period. If necessary, the 
NC may ask questions about the project and visit the project site.   

 
The NC will provide feedback on all project concept notes and proposals received and feedback will 
be one of the following categories:  

1) Entitled to Receive Grant from SGP,  
2) Recommendation to change, or 
3) Rejected.   

 
The applicants under “Reject” category will not need to proceed in the application for a grant. 
Applicants under “Recommendation to change” are going to work directly with NC and NSC to 
ensure the relevant of the project documents and achieve required technical assistance during the 
improvement and re-submit to NC within a 30 day period.  Following resubmission, the documents 
will be reconsidered and a response will be provided by the NC within a 30 days.   

 
The applicants under “Entitled to Receive Grant from SGP” they will take further step for 
development of Project proposal (Annex 2). 
 

Each Operational Phase (OP) Year begins on 1 July and ends on 30 June. 
 

6.4. Sign MOA and Implementation 

Following the approval of the project proposal, the NC will elaborate a Memorandum of Agreement 
(MOA) for signature between UNDP and the legal representative of the granting organization. The 
format of the MOA will be consistent with SGP guidelines. 
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7. Planning Grant 

Not all organizations will require a planning grant to develop a good proposal, but applicants with 
little experience in project design and management may benefit from this assistance. The NC 
normally makes recommendations to the NSC about which applicants may require a planning grant. 

 
A planning grant can be used by the applicants to organize workshops or meetings to design the 
project in a participatory manner. It can also be used to contract an experienced NPAs, CBOs, 
academic institution, INGO or consultant to work with the applicant to elaborate the project, to 
undertake baseline assessments, etc. 

 
Technical assistance in project development can be very important for a variety of purposes, 
including assessment of baseline environmental conditions in the relevant GEF focal area, capacity 
building in proposal design, or development of indicators and a monitoring and evaluation plan. It 
can be used to organize a stakeholder’s workshop that would involve the applicant, participants, and 
others affected or interested in the project at hand. An example would be a project proposed for the 
buffer zone of government authorities, and surrounding communities in the process of project 
development. 

 
A planning grant is a grant like any other SGP grant. Therefore, planning grants can only be made to 
eligible NPAs, CBOs, or communities. The project document for the planning grant specifies the 
activities to be undertaken and the responsibilities of the parties concerned. The NC approves the 
planning grant, and the SGP standard MOA is signed by the grantee and the UNDP. The planning 
grant is normally not more than USD 2,000.  
 

8. Budgeting 

The budget should correspond to the objectives and activities proposed.  The SGP in general does 
not fund purchases of property or vehicles and not normally fund basic personnel expenses.   
 
In case of co-financing and or contribution from applicants’ organizations, budget should clearly 
indicate the amount that is requested from the SGP, amount to be co-funded by NPA/CBO/MO 
contributions, and amount that will be financed by other donors.   

 In-kind contributions should be described and quantified. 

 Remember to include M&E costs in the project budget 
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Explanation of budget detail 

Proposal Budget Heads Explanatory Notes 
 

1 Administrative Costs 
 

Salaries Salary of the staff, village volunteers involved in the project  

Travel Cost of travel of staff within project areas for project purposes (do not include 
travel costs for capacity building and training of staff here). 
 

Communication and 
Administration  

Cost incurred on day-to-day office running expenses such as postage, printing 
(other than printing of survey reports), electricity, telephone, fax, stationary 
etc.  
 

Contingency It is meant for unforeseen expenses and should not exceed 2-3% of total 
project cost. 
 

2 Project Activity Costs 
 

Capacity building of staff & 
communities 

Capacity building of staff and communities including workshop, meetings, 
training, and travel for training purposes.    
 

Development activities The cost incurred on all such activities that are proposed for implementation 
of the project. For example, construction of structures, establishing micro & 
small scale processing units, reforestation, nursery establishment, community 
based fisheries management, packaging, conservation measures, studies, 
surveys etc.    
 

Monitoring & Evaluation Monitoring and evaluation exercises such as meetings, discussions, physical 
verifications, studies including reporting and documentation will be 
considered as activity costs.   

Consultants/Resource 
Persons 

The cost of engaging external consultants for direct project related activities 
that have been classified under development activities. 
  

Formation of local 
institutions/groups 

Costs incurred on formation, stabilization, linking and meetings of groups.  
 

Planning activities Costs incurred on baseline surveys, participatory exercises and micro 
planning. 
 

3 Items that are NOT ALLOWED 
 

Capital items Any item that will add to fixed assets of the organization will be considered as 
capital items. Buying capital items for office/ organization such as land, 
building, furniture, fixtures, computer, printers, fax machine, camera, 
photocopier etc. are not allowed.  
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CALCULATION OF IN-KIND CONTRIBUTION 
 
It is recognized that calculation of in-kind contributions can be difficult. To ensure consistency across 
all country programmes, the following methods could be used to calculate the in-kind values. 
Assessment of in-kind values should be based on average commercial prices that are applicable in 
the locality where project will be implemented. Table below is a practice that SGP applies in other 
country for the calculation of in-kind contribution.   
 

Activity Calculation of In-Kind Contribution 

Manpower costs 
(professionals, experts, 
lecturers, project staff) 

Use appropriate man-day rates valid/used in the country or district at the 
relevant level of input, calculated per days or months 

Use of office equipment Calculate straight-line depreciation of full cost of equipment over 5 years and 
factor down according to usage on the project, e.g. $5000 piece of equipment 
over 5 years = $1000 per year. If used for six months on project then in-kind 
contribution would be $500 

Use of software Use either: 

 Cost of software license for period of use, if available 

 Cost as for equipment but depreciation over 3 years 

Use or provision of 
materials or components 
where cost is non-
recoverable (i.e. product 
will not be resold) 

Use market price of materials/components as supplied 

Use or provision of 
data/license/patent to 
NPA/CBO 

Where data is pre-existing, but not in the public domain, use one of the 
following: 

 Time/manpower costs required to produce data 

 Equivalent commercial cost of purchasing data 

 Treat data as “on-loan” to project and calculate straight-line 
depreciation value over 3 years 

Use of land  If land is given or donated for the project activities for the period that 
is sufficient to fully reach planned results and impact, the full price of 
the land plot may be shown, supported by official document or data 
proving the price (Land Register, Department of Statistics or other 
official institution) 

 If land is given or lent for the project activities only for time of project 
duration, use the official rent price per month multiplied by amount of 
months. Price calculation should supported by official document and 
/or rent agreement 

Use of 
constructions/buildings 

 If constructions/buildings are given/donated to the project activities 
for the period that is sufficient to fully reach planned results and 
impact and will remain as a property of NPA afterwards, the full price 
of the building(s) may be shown, supported by official document or 
data proving the price (Real Estate Register, Department of Statistics 
or other official institution) or by the document sighed by 
owner/donator 

 If construction/buildings are given or lent for the project activities only 
for time of project duration, use the official rent price per month 
multiplied by amount of months. Price calculation should supported  
by official document and/or rent agreement 

Use of vehicle If vehicle (private, NPA’s) is lent for the project needs, use one of the following:  

 An average cost per month or day of the official rent price specific for 
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that locality multiplied by days/months used  

 Amortization of the lent vehicle is calculated: 
o Subtract the fuel cost per km from the UN official rate used 

for private travel in the country per km 
o Multiply this number by approximate amount of km to be 

driven during the project 

 In case, fuel is also shown as in-kind (not funded by SGP or other 
donors, and no receipts resented), use the full cost of the UN official 
rate for private travel in the country per km, multiplied by 
approximate amount of km to be driven during the project 

Volunteers input Voluntary input may be calculated on a daily or monthly basis, by filling in a 
“voluntary assistance sheets” (grantee can request from GEF-SGP National 
Coordinator – annex 11). Use one of the following: 

 Voluntary work input calculated based on the official rate of such work 
if available, 

 An average appropriated man-day rates valid/used in the country or 
district at the relevant level of salary (divide by 22, and multiply by 
number of days worked) 

 

Activities that DO NOT qualify as in-kind contributions include: 

 Passive attendance on training courses, meetings, seminars, etc (i.e. attendance with no 
input, as a member of the audience or group) 

 Provision of pre-existing (i.e. not generated within the duration of the project) 
data/expertise/knowledge tools, which are publicly available free of charge 

 Provision of all possible in-kind contribution items, if these are already paid, and the 
payment documents can be presented, provided that the purchase date is within the project 
duration (as such, these items then are treated as cash co-finance) 
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BUDGET SUMMARIZATION TABLE 
 

Activities 
Category of 

Expenses 

Estimate Budget Amount 

Request 

from SGP 

Com. 

Contribution 

Contribution 

from others 
Name of 

Contribution 

Orgs. 
Unit 

Cost Amount Total 

In 

Cash 

In 

Kind 

In 

Cash 

In 

Kind 

Activity 1: 

Lodging/meal                   

Travel                   

Equipment, etc                   

Activity 2: 

Lodging/meal                   

Travel                   

Equipment, etc                   

Activity 3: 

Lodging/meal                   

Travel                   

Equipment, etc                   

Activity 4: 

Lodging/meal                   

Travel                   

Equipment, etc                   

Activity 5: 

Lodging/meal                   

Travel                   

Equipment, etc                   

Total budget for activities (1)               

                      

Administrative budget (20-25%  

Honorarium of managing staff                   

Administrative related expenses                   

Total budget for administrative (2)               

Total Budget (1+2)               

Remark: Please attach the detail of estimate in separate sheets 
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9. ANNEXES 
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Annex 1. Project concept note 
 
Note: The project concept note should not exceed three pages in length. 
 

1. Title of project 
2. Information and references of the organization (NPA, CBO, and MOs) 

 Name:  

 Staff: 

 Location: 

 References: 

 Previous experience: 
 

The organization should demonstrate that it can manage the SGP Project. 

 
2. Project focal areas (One of SGP focal areas) and description 

 Select area from:  
Biodiversity 
Climate change  
International water  
Land degradation 
Persistent organic pollutants 
Multifocal areas 

 

 Statement of compliance with GEF and SGP criteria: Each project proposal should 
briefly but clearly state how it complies with GEF and SGP criteria, and consistent 
with national priorities and programs.   

   

 Brief description of problem 
 

 Clear statement of project objectives 
 

 Proposed solution: Describe what the project aims to do:  What does the project want to 
change?  How will things be different after this project has ended?  What will people do 
differently after participating in the project from what they do now?  Describe the activities 
project participants will undertake in order to achieve these results. 

 

3. Locality and stakeholders: Include here a description of the locality where the project 
will be implemented, the stakeholders who will be involved. 

 
4. Brief description of project participation: Include here evidence of a participatory 

planning process and agreement by participants with project objectives and activities. 
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Annex 2. Project proposal 
 
Note: The project proposal should not exceed five pages in length. 
 

1. Title of the project  
2. Background 

2.1. NPA,CBO, or MO information and reference 

 Name:  

 Staff: 

 Location: 

 References: 

 Previous experience: 
 

The organization should demonstrate that it can manage the SGP Project. 

 
2.2. Statement of compliance with GEF and SGP criteria 

 Project focal area, select area from:  
Biodiversity 
Climate change  
International water  
Land degradation 
Persistent organic pollutants 
Multifocal areas 

 
Each project proposal should briefly but clearly state how it complies with GEF and 
SGP criteria, and consistent with national priorities and programs.   

 
2.3. Evidence of agreement by participants with project objectives  

 
3. Project objectives, activities, and expected results 

3.1. Project objectives: Describe what the project aims to do:  What does the project want to 
change? 

3.2. Activities: Describe the activities project participants will undertake in order to achieve 
these results. 

3.3. Expected results: How will things be different after this project has ended?  What will 
people do differently after participating in the project from what they do now? 

3.4. Baseline assessment of relevant environmental and, if possible, socio economic conditions, 
this baseline assessment should be undertaken as part of a participatory proposal planning 
and development process.  The baseline assessment is essential so that changes and impact 
brought about by the project intervention can be evaluated.  It is also important to include 
an overview of other interventions in the area, both ongoing and planned, by local, national, 
and international organizations. 

4. Project Duration: Proposed duration of project activities 
5. Technical Assistance: Indicate what external technical assistance is required and how it will be 

provided  
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Annex 3: Work plan and monitoring and evaluation plan 

 

 

Project Number :  Project Name: 
Name of Grant Recipient: 
General objective of Project: 
 
 
 
 
GEF Focal Area :  GEF Operational Phase:  Project Start and End Dates:  
Brief Description of specific Objective No.1 
 
 
 
List the activities necessary to fulfill this 
objective.  

Duration of Activities in Months (or Quarters) 

Activity Responsible 
Party 

Indicator of 
activity 
accomplishment 

1Q 2Q 3Q 4Q 

1.1       
1.2       
1.3       
Brief Description of specific Objective No.2 
 
 
 
Activity Responsible 

Party 
Indicator of 
activity 
accomplishment 

1Q 2Q 3Q 4Q 

2.1       
2.2       
2.3       
Indicate persons responsible for monitoring 
and progress reports:  
 

Monitoring frequency, please select 
Reporting  Field monitoring 
       Quarterly   Quarterly 
       Monthly   Monthly 

Monitoring 
and 
record-
keeping 

     

Progress 
Reports 
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Annex 4: Monitoring and Evaluation Template 
This table may be adjusted and expanded as needed. 

 

Project Number :  Project Name: 
Name of Grant Recipient: 
Brief Description of General objective of Project: 
 
 
 
GEF Focal Area :  GEF Operantional Phase:  Project Start and End Dates:  
Project component Expected 

Results 
Indicators Note progress, problems, and 

Recommendations for corrective 
Measures(indicate date of comments) 

Objective 1:    
 
 
 

Activity 1.1:    
 
 
 

Activity 1.2:    
 
 
 

Activity 1.3:    
 
 
 

Objective 2:     
 
 
 

Activity 2.1:    
 
 
 

Activity 2.2:    
 
 

Activity 2.3:    
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Annex 5. Progress Report and Request for Grant Disbursement 
 
Project Number: 

Project Name: 

Grant Recipient Address: 

Location of Project: 

Project Start and End Dates (as originally proposed): 

Changes (if any) in Start or End Dates: 

Period Covered by Report: 

Disbursement Request 1 Local currency USD 

SGP Grant amount   

SGP Funds received to date for 

this grant 

  

GEF SGP Funds spent to date   

Funds balance   

SGP Grant disbursement 

requested 

  

 

Report submitted by: 

Name: 

Title: 

Signature: 

Date: 

 
 

 

 

 

 

 

 

                                                 
1 If the currency of MOA for the grant is expressed in USD, please fill both columns. If the MOA is expressed in local 

currency, please regard USD. 


